
Undergraduate Program Director Roles and Responsibilities 
 

The Pediatric Undergraduate Program Director (PD) is responsible for overseeing and 
advocating for the inclusion of pediatric content within the MDUP curriculum. 
 
 
Duties and Tasks Include: 

1. Chairs the bimonthly (more frequent if needed) Pediatric Undergraduate 
Education Committee. The PD is responsible for: 

a. Creating an Agenda 
b. Informing all Discipline Specific Site Leads of policy changes 
c. Updating Pediatric Administrator of changes to leadership roles or new 

members invited to sit on the committee.  
 

2. Participates in Education Site Visits to distributed sites. 
a. Provide continuing medical education lectures as requested 
b. Review pediatric rotation requirements and resources 

 
3. Represents UBC on the Pediatric Undergraduate Program Directors of Canada 

(PUPDOC) Committee 
 
These overall roles could expand to include any issues arising within the undergraduate 
education portfolio. 
 
In addition to UGME leadership, the PD reports to the Associate Head Education, 
Department of Pediatrics. 

 
 

Years 1 & 2 (MED411/412/421/422) 
 

• Liaise with the Growth and Development System Lead (MED421) to ensure 
consistency in the pediatric curriculum. 

• Work with local faculty to strengthen pediatric content in the MDUP Curriculum 
(support integration into the curriculum when appropriate). 

• Help with recruitment for Year 2 Clinical Skills, Mentorship, and Career Nights. 
• Contribute towards the development / review of pediatric Observed Structured 

Clinical Exam (OSCE) cases. 
 

 
Clerkship Year 3 (MED431)  
 

• Attend the weekly Undergraduate Business Meeting with the administrative staff, 
BC Children’s Hospital DSSL and Electives Director to review any operational 
issues. 

 
 



Curriculum 
 

• Review Educational Activity Forms for MED431 on an annual basis to ensure 
content being taught is appropriately captured in the formal MDUP curriculum. 

• Work with Discipline Specific Site Leads to ensure academic equivalence across 
all sites 

• Attend the Integrated Community Clerkship Education Meeting yearly (by 
invitation) to review pediatric resources and academic half day materials  

• Ensure that there is constructive alignment between objectives, clinical rotations 
and learning activities and assessments. 

• Attend the monthly Year 3 & Year 4 Subcommittee meeting and ensure changes 
are communicated and implemented as required. 

• Academic half day: Ensure content is updated each year  
o Recruit faculty for teaching 

• Ensure Orientation Guide, Documentation Tips & Tricks and Orientation Slide 
deck are updated yearly 

o Deliver Orientation Lecture (or find a delegate) to each new block of 
students (~every 6 weeks) 

• Review the Master Schedule for Vancouver Fraser Medical Program to ensure 
students are appropriately placed and support schedule changes as necessary 
(approximately every 6 weeks) 

• Expansion: Recruit new sites for student placements 
o Meet with new educational leaders at UBC teaching sites to ensure 

knowledge of applicable objectives, assessments, policies. 
 

Assessment 
 

• Ensure teaching faculty are aware of the Academic Requirements for students. 
• Support faculty in timely completion of Work Based Assessments (available 

through One45) 
• Support students in obtaining the required Direct Observations during their 

rotation 
• Complete the Mid-Rotation Assessments and End of Rotation Assessments for 

students who are not placed in the Fraser Medical Cohort, or on CTU at BC 
Children’s Hospital (completed by the respective DSSLs) 

• Review & choose multiple-choice questions for the MED431 Pediatrics exam & 
supplemental exam. 

o Review item analysis after block 1 & 2 exams and revise/replace questions 
as necessary 

• Contribute towards the development / review of pediatric Observed Structured 
Clinical Exam (OSCE) cases. 
 

Evaluation 
 

• Review reports from Evaluation Studies Unit (ESU). Suggest solutions and actively 
monitor issues identified in the reports. Prepare progress reports as requested. 



• Meets annually with the UGME Associate Dean to review the status of the learning 
environment. 

• Participate in the biannual Ped-OB/GYN Block meeting with the Associate 
Director of the MD Undergraduate Program (MDUP) Curriculum to discuss 
Curricular Quality Improvement.  

• Review Faculty Evaluations for the Vancouver Fraser Medical Program (VFMP) 
provided by the Teacher Assessment Unit biannually. Review low performance 
flags and liaise with the faculty, the Pediatric Associate Head, Education, and the 
Associate Dean, VFMP, as necessary 

• Review all faculty evaluations within VFMP, and liaise with the Year 4 Electives 
Director, annually to choose Undergraduate Teacher of the Year Award Winners.  

 
Student Support 
 

• Notify the Associate Dean and Student Affairs when a student has been identified 
as struggling to meet competencies in MED431. Ensure students identified by the 
MDUP as requiring additional support have appropriate resources in place during 
their pediatric rotation.  

o Suggests a remediation plan for a student failing Pediatrics in consultation 
with Student Affairs and the Associate Dean. 

• Works with the Office of Student Affairs to ensure student learning needs are 
accommodated during their clinical rotations. 

• Ensure Department of Pediatric teaching faculty are aware of all relevant UBC 
policies  
 

Year 4 (MED440/MED448) 
 

• Liaise with the Year 4 Electives Director to identify new elective opportunities for 
medical students. 

• Review Year 4 Faculty Evaluations for VFMP biannually. Review low performance 
flags and liaise with the Year 4 Elective Director, the Pediatric Associate Head, 
Education, and the Associate Dean, VFMP, as necessary. 

• When requested, recruit faculty for MED448 (Transition into Postgraduate 
Education and Medical Practice). 
 

Postgraduate 
• Present annually at the New Resident/Subspecialty/Fellow Orientation. 

o Outline MED431 student objectives, relevant policies, and provide 
information on teaching resources and opportunities. 

o Provide periodic reminders of the above. 
• Ensure postgraduate trainees are aware of teaching opportunities in the 

undergraduate program. 
• Attend the Residency Program Committee (RPC) meetings, representing the 

Undergraduate Program. 
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