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BS/MS Occupational Therapy Program at York College, CUNY

 PURPOSE OF THIS MANUAL





· This manual has been prepared to assist the student and fieldwork educator in the clinical portion of the BS/MS Occupational Therapy Program at York College of CUNY. The policies and procedures in this manual have been established to guide each student in attaining entry-level competence as an occupational therapy professional. All students are required to abide by these policies and procedures.  Additionally, resource material has been provided for both the student and the fieldwork educator.
PHILOSOPHY OF FIELDWORK EDUCATION
· The Accreditation Council for Occupational Therapy Education (ACOTE) and York College consider fieldwork to be an integral component of the educational curriculum. Fieldwork Education prepares each student for practice as a generalist and includes broad exposure to current practice settings. The BS/MS Occupational Therapy Program at York College, CUNY has established affiliation agreements with variety clinical sites including general hospitals, rehabilitation centers, mental health facilities and community treatment centers, skilled nursing facilities, pediatric facilities and schools. 
· Agreements are continually developed to ensure each student receives an exposure to a wide range of occupational therapy practice across the lifespan.

· The Occupational Therapy program’s curriculum prepares the student to analyze clinical problems, develop appropriate treatment services and convey information to clients, colleagues and other health professionals. As a practitioner, a therapist must be competent in providing a wide range of patient care services, as well as participating in research and administrative activities. The fieldwork experiences throughout the educational process are critical in assisting the student to achieve these competencies.

· The Accreditation Council for OT Education (ACOTE) requires that occupational therapy education include both Level I and Level II Fieldwork. The goal of Level I fieldwork is to introduce students to the clinical experience, to apply knowledge to practice, and to develop an understanding of the needs of clients. The goal of Level II fieldwork is to develop competent, entry-level, occupational therapists.  Level II fieldwork provides in-depth experiences in delivering occupational therapy services to clients across the lifespan and in a variety of settings, focusing on the application of purposeful and meaningful occupation and/or research, administration and management of occupational therapy services. 
FIELDWORK EXPERIENCES
Fieldwork is the first opportunity for students to have a clinical experience.  The experiences are designed to help students make the connection between the classroom and practice.

At York College the BS/MS Occupational Therapy Program fieldwork is divided into two sections:
Fieldwork I

· The current Fieldwork Level I experiences for the BS/MS program at York College CUNY have been integrated into the educational objectives and curriculum design within the didactic component of the program.  All Fieldwork I experiences involve one full day each week, for 12 weeks per course. at a facility that provides health care to the community.  Fieldwork I is tied to specific course curricula with grading practices and course credits reflected in the individual course syllabi of OT 505, 506, 508 and 509.

· Experiential Learning experiences are reflected in the Service Learning and Observational portions of the curriculum.  Students in the OT 423 Collaboration in Occupational Therapy, OT 645A or B Occupational Therapy Practice, participate in a structured learning experience that combines service to the community with student learning. Emphasis is on therapeutic use of self, professional behaviors, collaboration, and social consciousness with clients. In OT 411, Pediatric Assessment/Intervention course, students will observe assessment and treatment in facilities that provide pediatric health care to the community.
Fieldwork II

· Fieldwork Level II occurs after the completion of the fifth semester of the program and involves 24 weeks of full-time clinical work applying theory of treatment in two different supervised clinical settings.  All Level II Fieldwork experiences must be completed within one year following academic coursework.
York College Capstone in the Community Experience:
· Capstone Community Experience builds upon and applies content from OT513.  Application includes needs assessments of community agencies to identify potential roles for occupational therapy (emerging areas of practice).  Outcomes include an in-service at the agency, a brochure describing the potential role of occupational therapy within the agency, and a presentation to peers.
REQUIREMENTS OF THE PROFESSION FOR FIELDWORK PLACEMENTS
Accreditation Council For Occupational Therapy Education (ACOTE) of 
The American Occupational Therapy Association, Inc.

ACCREDITATION STANDARDS FOR A MASTER’S-DEGREE-LEVEL

EDUCATIONAL PROGRAM FOR THE OCCUPATIONAL THERAPIST

Adopted August 2006, Effective January 1, 2008

The Accreditation Council for Occupational Therapy Education (ACOTE) of the American Occupational Therapy Association (AOTA) accredits educational programs for the occupational therapist.  The Standards comply with the United States Department of Education (USDE) criteria for 

accrediting agencies.

Standards Related to Fieldwork Education.

	B.10.0.
FIELDWORK EDUCATION

Fieldwork education is a crucial part of professional preparation and is best integrated as a component of the curriculum design. Fieldwork experiences should be implemented and evaluated for their effectiveness by the educational institution. The experience should provide the student with the opportunity to carry out professional responsibilities under supervision and for professional role modeling. The academic fieldwork coordinator is responsible for the program’s compliance with fieldwork education requirements. The academic fieldwork coordinator will

	B.10.1.
	Document the criteria and process for selecting fieldwork sites. Ensure that the fieldwork program reflects the sequence, depth, focus, and scope of content in the curriculum design.

	B.10.2.
	Ensure that the academic fieldwork coordinator and faculty collaborate to design fieldwork experiences that strengthen the ties between didactic and fieldwork education.

	B.10.3.
	Provide fieldwork education in settings that are equipped to meet the curriculum goals, provide educational experiences applicable to the academic program, and have fieldwork educators who are able to effectively meet the learning needs of the students.

	B.10.4.
	Ensure that the academic fieldwork coordinator is responsible for advocating the development of links between the fieldwork and didactic aspects of the curriculum, for communicating about the curriculum to fieldwork educators, and for maintaining contracts and site data related to fieldwork placements.

	B.10.5.
	Demonstrate that academic and fieldwork educators collaborate in establishing fieldwork objectives, identifying site requirements, and communicating with the student and fieldwork educator about progress and performance during fieldwork.

	B.10.6.
	Document a policy and procedure for complying with fieldwork site health requirements and maintaining student health records in a secure setting.

	B.10.7.
	Ensure that the ratio of fieldwork educators to student(s) enables proper supervision and the ability to provide frequent assessment of student progress in achieving stated fieldwork objectives.

	B.10.8.
	Ensure that fieldwork agreements are sufficient in scope and number to allow completion of graduation requirements in a timely manner in accordance with the policy adopted by the program.

	B.10.9.
	For programs in which the academic and fieldwork components of the curriculum are provided by two or more institutions, responsibilities of each sponsoring institution and fieldwork site must be clearly documented in a memorandum of understanding. For active Level I and Level II fieldwork sites, programs must have current fieldwork agreements or memoranda of understanding that are signed by both parties. (Electronic contracts and signatures are acceptable.)

	B.10.10.
	Documentation must be provided that each memorandum of understanding between institutions and active fieldwork sites is reviewed at least every 5 years by both parties. Programs must provide documentation that both parties have reviewed the contract.

	The goal of Level I fieldwork is to introduce students to the fieldwork experience, to apply knowledge to practice, and to develop understanding of the needs of clients. The program will

	B.10.11.
	Ensure that Level I fieldwork is integral to the program’s curriculum design and include experiences designed to enrich didactic coursework through directed observation and participation in selected aspects of the occupational therapy process.

	B.10.12.
	Ensure that qualified personnel supervise Level I fieldwork. Examples may include, but are not limited to, currently licensed or credentialed occupational therapists and occupational therapy assistants, psychologists, physician assistants, teachers, social workers, nurses, and physical therapists. 

	B.10.13.
	Document all Level I fieldwork experiences that are provided to students, including mechanisms for formal evaluation of student performance. Ensure that Level I fieldwork is not substituted for any part of Level II fieldwork.

	The goal of Level II fieldwork is to develop competent, entry-level, generalist occupational therapists. Level II fieldwork must be integral to the program’s curriculum design and must include an in-depth experience in delivering occupational therapy services to clients, focusing on the application of purposeful and meaningful occupation and research, administration, and management of occupational therapy services. It is recommended that the student be exposed to a variety of clients across the life span and to a variety of settings. The program will

	B.10.14.
	Ensure that the fieldwork experience is designed to promote clinical reasoning and reflective practice, to transmit the values and beliefs that enable ethical practice, and to develop professionalism and competence in career responsibilities.

	B.10.15.
	Provide Level II fieldwork in traditional and/or emerging settings, consistent with the curriculum design. In all settings, psychosocial factors influencing engagement in occupation must be understood and integrated for the development of client-centered, meaningful, occupation-based outcomes. The student can complete Level II fieldwork in a minimum of one setting if it is reflective of more than one practice area, or in a maximum of four different settings.

	B.10.16.
	Require a minimum of 24 weeks’ full-time Level II fieldwork. This may be completed on a part-time basis as defined by the fieldwork placement in accordance with the fieldwork placement’s usual and customary personnel policies as long as it is at least 50% of a full-time equivalent at that site.

	B.10.17.
	Ensure that the student is supervised by a currently licensed or credentialed occupational therapist who has a minimum of 1 year of practice experience subsequent to initial certification, and is adequately prepared to serve as a fieldwork educator. The supervising therapist may be engaged by the fieldwork site or by the educational program.

	B.10.18.
	Document a mechanism for evaluating the effectiveness of supervision (e.g., student evaluation of fieldwork) and for providing resources for enhancing supervision (e.g., materials on supervisory skills, continuing education opportunities, articles on theory and practice).

	B.10.19.
	Ensure that supervision provides protection of consumers and opportunities for appropriate role modeling of occupational therapy practice. Initially, supervision should be direct and then decrease to less direct supervision as is appropriate for the setting, the severity of the client’s condition, and the ability of the student.

	B.10.20.
	Ensure that supervision provided in a setting where no occupational therapy services exist includes a documented plan for provision of occupational therapy services and supervision by a currently licensed or credentialed occupational therapist with at least 3 years of professional experience. Supervision must include a minimum of 8 hours per week. Supervision must be initially direct and then may be decreased to less direct supervision as is appropriate for the setting, the client’s needs, and the ability of the student. An occupational therapy supervisor must be available, via a variety of contact measures, to the student during all working hours. An on-site supervisor designee of another profession must be assigned while the occupational therapy supervisor is off site.

	B.10.21.
	Document mechanisms for requiring formal evaluation of student performance on Level II fieldwork (e.g., the American Occupational Therapy Association Fieldwork Performance Evaluation for the Occupational Therapy Student or equivalent).

	B.10.22.
	Ensure that students attending Level II fieldwork outside the United States are supervised by an occupational therapist who graduated from a program approved by the World Federation of Occupational Therapists and has 1 year of experience in practice. Such fieldwork must not exceed 12 weeks.


	Third Year                                                            Fall 


	                                                                                  Spring 

	OT 313 Fundamentals of
                                   3 credits

                  Occupational Therapy

OT 315 Functional Human                                  4 credits

                   Anatomy/ Lecture

OT 321 Occupational                                           3 credits  

                   Analysis
                 

OT 322 Occupation Through                               3 credits
                    the Life Span

                                                                Total: 13 credits
	OT 316 Functional Human                                      4 credits

                   Physiology/ Lect.

                   Functional Human

                   Physiology/ Lab

OT 318 Clinical Kinesiology   /Lect.                      4 credits 

                    Clinical Kinesiology/ Lab.

OT 319  Common Medical Conditions                   3 credits

OT 423 Integration of                                              4 credits
                   Collaboration in


                   Occupational Therapy

                                                                     Total: 15credits

	Fourth Year                                                        Fall 
	                                                                                  Spring 

	OT 403 Advanced                                               3 credits


     Occupational Analysis

OT 411 Occupational Therapy                           4 credits                                         

                    Process I:

                Pediatric Intervention             
OT 417 Research Methods                               3.5 credits
OT 432 Neuroscience                                       3.5 credits

                                                               Total: 14 credits
	OT 504 Advanced Neuroscience                             3 credits

OT 505 Occupational Therapy                                4 credits

                   Process I Physical

                   Intervention

OT 508 Occupational Therapy                                4 credits

                    Process  I

                    Psychosocial Intervention

OT 517 Research Design

                        3 credits

                                                                   Total: 14 credits

	Fifth Year                                                            Fall 


	                                                                                   Spring 

	OT 506 Occupational Therapy                           4 credits        

                   Process II:


                   Physical Intervention 

OT 509 Occupational Therapy                           4 credits


      Process II:




      Psychosocial Intervention    

OT 513 Systems Management                           3 credits

OT 518 Research Seminar I                               1 credit

                                                                Total: 12 credits                   
	OT 641 Fieldwork II

                        1 credit

                  (Full-time Internship Experience)

                  Occupational Therapy Practice I

OT 642 Fieldwork II                                                1 credit

                  (Full-time Internship Experience)

                  Occupational Therapy Practice                                                                  

                                                                      Total: 2 credits                                      

	Sixth Year                                                           Fall 

 
	                                                                 

	OT 522 Research Seminar IV
                    2 credits

OT 643 Capstone Community 
                    4 credits

                   Experience

OT 644 Advanced OT Theory                            3 credits

                   & Practice 

OT 645 A or B Occupational                             3 credits

                   Therapy Practice      

                                                               Total: 12 credits
	


Student Responsibilities: Fieldwork I and II

	Task
	Date Completed
	Comment/Follow up

	Complete these general requirements for all fieldwork assignments:

· Arrange transportation for fieldwork

· Lab coat

· Patch for Phys Dys purchased from OT Department

· Professional dress

· Professional behavior

· Liability Insurance
	
	

	Participate in fieldwork meetings & advisements scheduled by Fieldwork Coordinator

· Attend all scheduled FW meetings

· Keep check on e mail

· Complete personal data sheet and update each semester
	
	

	Register for all coursework prior to participating in Level 1 or 2 fieldwork.  Students must be registered for the specific course (OT505, 0T506, OT508, 0T509, 0T641, 0T642) before attending fieldwork.  
	
	

	Investigate assigned placement: 

· Review “This is It” File

· Explore web site
	
	

	Contact site/ supervisor:

· Confirm placement

· Work hours

· Dress code

· Health forms required (physical)
· Criminal BG check? Fingerprinting? Other Site Specific Forms?
· Drug testing?

· Arrange interview & visit (required for most Level II)
	
	

	Prepare for interview 

· Prepare questions 

· Review practice area

· Get directions & take a ‘test drive’

· Dress professionally

· Send or bring health forms as required
	
	

	Complete the Personal Data Sheet for Student Field work Experience
and the Student Information Sheet for Fieldwork Interview, prior to Level II placement.
	
	

	Develop resource notebook and review content/practice area
	
	

	Review assignments for Level I fieldwork, bring & discuss with supervisor on first day
	
	

	Attend fieldwork each day and complete assignments required by site AND York College
	
	

	Actively participate in the supervision process

      Discuss any problems related to fieldwork placements with the
      Fieldwork Coordinator and your direct supervisor              
	
	

	Complete Student Evaluation of Level I Fieldwork Form and submit it to the Fieldwork Coordinator
	
	

	Complete Student Evaluation of Level II Fieldwork Form and submit it to the Fieldwork Coordinator.
	
	

	Complete Preliminary Fieldwork Feedback form by the end week 4 of Level II Fieldwork Placement.
	
	


This section covers general policies and procedures for all Fieldwork Experiences.

As students begin fieldwork experiences each should be aware of expectations for professional behavior and prepared for the fieldwork environment.

Please be aware that all students MUST maintain personal health insurance coverage at all times!

FIELDWORK MEETINGS

Fieldwork meetings are designed to provide students with preparatory information about fieldwork and occupational therapy practice. The purpose of fieldwork meetings, are to enable students to enter into their fieldwork experiences with confidence.

A fieldwork meeting will be scheduled prior to students going out on Level I and Level II experience.  An additional meeting for Level II students will be scheduled during week 6 of their affiliations. Topics to be discussed at the meeting include Level I and Level II students and supervisor’s expectations, paperwork, site preparation, documentation, liability insurance, medicals, student evaluation, and fieldwork failure policies.

BLACKBOARD 
All fieldwork forms will be posted on blackboard under the appropriate course name and number.  The Fieldwork Coordinator will post necessary information from blackboard. Students on fieldwork are required to check their email and course site on blackboard weekly.
LIABILITY/MALPRACTICE INSURANCE
Fieldwork I, begins at the beginning of the spring semester of your Fourth Year of studies.  During the previous fall semester, students will learn about the requirements for Fieldwork Level I.  Purchasing Liability Insurance before the spring semester begins is one of the requirements.  Students are required to maintain the status of their insurance throughout Fieldwork Level I and II experiences.  

HEALTH REQUIREMENTS
All occupational therapy students must complete and submit health forms to 

STUDENT HEALTH SERVICES prior to entering the program, and update these annually.
Each fieldwork facility has its own medical requirements. Most facilities require a physical exam, a full battery of medical titers and a PPD. Our nurse at York has a student immunization record form and a medical information form, which should be give to your doctor to fill out. Each student must then give a copy to the nurse for records here at York.  This process must be in place the spring semester of your Fourth year.
Most clinical sites require copies of student health information.  It is the responsibility of the student to provide assigned clinical site required health information in accordance with the sites requested time frame for submission of this documentation.

Certain clinical sites may require additional medical or other information including but not limited to drug testing, fingerprinting and criminal background and history check. The costs of these requirements are the student’s responsibility. Students have the right to decline placement at such a facility, but this decision may limit the range of clinical experiences available 
ALL STUDENTS MUST BE IN COMPLIANCE WITH THE OCCUPATIONALTHERAPY PROGRAM’S POLICY ON STUDENT HEALTH AND IMMUNIZATIONS. ANY STUDENT NOT IN COMPLIANCE WITH HEALTH REQUIREMENTS IS NOT PERMITTED TO ATTEND CLINICAL EXPERIENCES.
Students should retain a copy of all documents for their personal files!!

CRIMINAL BACKGROUND CHECKS/FINGERPRINTING

A student’s ability to begin clinical/fieldwork and complete the national certification (NBCOT)  and state licensure process for entry into professional practice may depend on submitting documentation of background check for a history of criminal offenses.

Fieldwork placement sites have standards for determining potential employees, volunteers or fieldwork students/interns appropriate qualifications to provide services to their clients.  

To meet the various healthcare licensing and accreditation standards, students must comply with all clinical affiliation/professional practice mandates governing criminal background checks, fingerprinting, and/or drug and alcohol testing.  Therefore the student may be required to submit one or more of the following prior to clinical placement confirmation and/or application for national certification/state licensure:


-Criminal arrest record background check through the State Bureau of 


     Investigation


-Central registry check for child abuse charges


-Drug and Alcohol testing


-Driving record

A student’s refusal to consent with any of the above verifications may result in either limited or no choice option for the required clinical experience.  If the student agrees to the verification process and the results are deemed unacceptable by the personnel standards of that clinical facility, the student will be notified by the testing agency and placement at that facility would be denied to the student.  Only with written consent by the student would the facility share results with the Fieldwork Coordinator.
ATTENDANCE
Attendance at all fieldwork experiences is mandatory. Every effort must be made to avoid absences during fieldwork experiences.  Except for illness or emergencies, there are no acceptable reasons for clinic absences.  Please refer to Level I and Level II sections of this manual for specific procedures to follow in the event that you must be absent.  All absences must be made up at the convenience of your clinical supervisor.

Flexibility is required in the student’s schedule.  For example, certain clinics do not follow the normal working day and occasionally evening or Saturday hours may be scheduled. The student must follow the fieldwork centers calendar with reference to holidays. 

TRANSPORTATION
There is no guarantee on how close fieldwork placements will be.  Placements are determined for the students’ optimal experience in fieldwork.
The student must arrange transportation to all fieldwork sites assigned. A student with a special circumstance that requires special consideration for a placement should make an appointment to discuss this with the Fieldwork Educator. The student should be aware that this may greatly limit the variety of clinical options available to him/her. 

SNOW DAYS/WEATHER CONDITIONS:
1. When York College is closed due to poor weather conditions, the student is expected to attend clinical affiliations if he/she can do so safely.

2. If an absence must occur due to weather conditions, the absence must be made up as per the procedures specific to Level I or Level II fieldwork.

3. Clinical supervisors are requested to notify the student and the Fieldwork Coordinator in the event that their department is unexpectedly closed.
PUNCTUALITY
Punctual attendance at the fieldwork site is mandatory. Punctuality is of critical importance in clinical practice. Repeated tardiness constitutes a serious problem,  and may hamper successful completion of the clinical requirements. Leaving clinical facilities early to attend to personal business is not permitted.

ATTIRE
A professional appearance is part of the student dress code. In general, students should follow the following guide for appropriate dress in the clinic:

· the student must be neat and well groomed at all times

· name badge should be worn at all times (see below)

· comfortable, stable shoes must be worn with non slip soles, no open toes

· clothing that will allow modesty and ease of movement when working with 

client should be worn.
· perfumes or after shave lotions which are excessively pungent should be

avoided.
· long dangling earrings and excessive jewelry should be avoided

· hair and nails should be neat and appropriately groomed

· a watch with a second hand should be worn

· NO CELL PHONES, BLACKBERRY”S OR TEXT MESSAGING WHILE ON FIELDWORK

The fieldwork site has the right to request a specific uniform. The site also has the option to ask a student to alter his/her dress if it is found to be inappropriate in the opinion of the supervisor. Please check with the fieldwork supervisor for specifics on appropriate dress prior to arriving at the site.

AGENCY DRESS CODES REFLECT THE NEED FOR SAFETY

 FOR BOTH CLIENTS AND STAFF
PROFESSIONAL EXPECTATIONS and BEHAVIOR

Each student should expect to be treated by his/her supervisor and co-workers with dignity and respect at all times.  Each student should be supplied with adequate and reasonable resources to complete his/her work.  Remember each supervisor has agreed to be available for assistance and feedback throughout your experience. 

In turn, each student is expected to behave in a professional, ethical and respectful manner at the fieldwork site.  All occupational therapy students must abide by the American Occupational Therapy Code of Ethics (see Student Handbook). Each student should be aware at all times that he/she represents the BS/MS Occupational Therapy Program at York College, CUNY and the profession of occupational therapy as well as him/herself.

Professionalism includes maintaining confidentiality of all clinical information and respect for the clients, co-workers and fieldwork supervisor(s).  The use of sound judgment in all clinical situations is part of professionalism as is the use of discretion and diplomacy. The student must at all times show respect for the clinics equipment and supplies. Proper attire, timeliness and attendance are also included in the category of professional behavior.  The student must handle personal and professional problems so that they do not interfere with the performance of clinical duties. 

Professional behavior requires 100 percent performance at all times. Students demonstrating unprofessional behavior shall expect to fail their fieldwork regardless of their performance in other skill areas.

The policies and procedures of each site vary considerably, including the student role, dress code and any other special requirements. This information will be made available to the student during the interview, or the orientation process to the fieldwork site.  

SAFETY

To decrease vulnerability and reduce the possibility of an incident, each student must take responsibility for learning about the fieldwork site’s environment and become aware of potential risks.  

The student must adhere consistently to all safety regulations at each fieldwork site.  Safety for the clients, other staff, and for the student is of utmost importance.

Fieldwork supervisors should provide a brief orientation to safety procedures, emergencies, fire, potential terror, and patient incidents.

The student must be sure he/she is aware of the centers policies and procedures concerning patient incidents, fire and emergencies. The student should ask the supervisor questions to clarify these procedures, if they are not clear.

Five important steps to being aware of and managing risk:

1. Be alert to your surroundings.

2. Identify potential risks.

3. Understand guidelines and expectations from the University and the employer.

4. Consider solutions to potential problems.

5. Inform your site supervisor and the Fieldwork Coordinator immediately of any concern.

Should an incident take place:

1. Document all facts, including the date, time, persons involved and the 

Situation (pay attention to your feelings & do not minimize them.)

2. Report all concerns, including safety and personnel problems, to your 

Supervisor and Fieldwork Coordinator within 24 hours.

3. If necessary, seek medical attention.

Travel Safety:

1. Take caution if parking in garages or poorly lit parking areas.

2. Avoid walking to your car alone after dark.

Interpersonal Hazards:


Harassment

1. Harassment of fieldwork students/interns based upon age, gender, Ethnicity, race or disability is illegal.

2. Immediately report any harassment to Fieldwork Coordinator and Fieldwork Supervisor.

3. Harassment of others by a student at the fieldwork site will result in dismissal from the program and/or possible suspension from the College.  This behavior could also result in legal action.

 
Sexual Assault

To reduce the risk of becoming a victim of sexual assault:

1. Refrain from a dating relationship with any member of the organization.

2. Set limits, do not give mixed messages.

3. Trust ‘gut feeling’ about situations to avoid. Seek out supervision if unsure.
4. Be clear and responsible in communication with others.

5. If necessary, be forceful, firm and assertive in communication with others.

6. Be aware of non verbal cues that can alert to a potential problem.

7. Get away from any situation at the first sign of feeling unsafe

CONFIDENTIALITY OF CLIENT INFORMATION

The student must adhere consistently to the Health Insurance Privacy and Portability Act, (HIPAA), regarding confidentiality of patient/client information.  General guidelines follow, however each fieldwork site must inform the student of specific policies enforced at the facility:

· Discussion of client information only with other professionals who “need to             know”

· Avoid discussions in elevator, cafeteria, or any public areas

· Do not look at any client’s information unless YOU “Need to Know”

· Client interview: whatever a client discloses to you is Confidential.  Choose location for interview carefully. Consult your supervisor for HIPAA regulation, speak softly in semi-private rooms

· Do not leave medical record information out, open, in any way visible

· Do not take any part of medical record home

· Shred all sensitive paper data

· Position computer screen so others cannot read confidential information

· Make sure you log off  computer when documentation is done electronically

· Never give out your pass code to anyone

· Do not fax any part of the medical record

· Do not leave voice mail message regarding client condition

· Direct any visitors inquiring about patient information to the information desk

· Remind others to follow confidentiality policy

· For case presentation, do not use ANY identifiable information including:

· Name, location

· All/any dates (including date of admission, discharge, surgery, DOB, referral date)

· Do not include any Numbers: medical record, health plan, social, e mail, address, vehicle, license, web site etc.

· You may include client’s age if under 90 years, may not if over 90 years

· May include race, ethnicity, marital status

· No photos

· Permission of facility and client for videotape

PHYSICAL HANDLING OF THE CLIENT
The supervisor should be very specific with regards to the center’s policies concerning the physical handling of the client/patient by OT students. The supervisor should tell the student directly what clearance or supervision is needed to perform range of motion exercises, neuromuscular facilitation, transfers and other physical skill interventions.

The student must be certain he/she is aware of and follows through on the centers policies and procedures for physical handling of the patient/client as described above.  Again, if the student is unsure, he/she should clarify this with the student supervisor.

PATIENT PRECAUTIONS & CONTRAINDICATIONS:
The student must pay careful attention to patient precautions (weight bearing, motion restrictions, cardiac and behavioral). If the student is unsure about precautions or the correct technique to follow, these should always be clarified with the supervisor prior to the treatment session. The supervisor should review patient precautions with the student therapist until the supervisor is certain the student knows where to find this information and is able to follow through with the precautions correctly.

INFECTION CONTROL

Infection control is of critical importance. Thorough hand washing is imperative before and after working with any client. Hand washing is also necessary at the beginning and end of the workday. Standard Precautions must be strictly adhered to at all times. The student should review the attached information on Standard Precautions.

The Fieldwork Supervisor is encouraged to review the center policies on Infection Control including Standard Universal Precautions with each student.

BODY MECHANICS
In order to ensure safety for both the student and the client, the student must use correct body mechanics at all times while handling clients/patients, especially when performing transfers.  The student should review and practice the attached information on Body Mechanics. 

The fieldwork supervisor is encouraged to provide immediate and specific feedback to the student on his/her body mechanics to prevent injury.

MEDICAL PROBLEMS AND EMERGENCIES AT THE FIELDWORK SITE

The student should consult with his/her own physician for all medical concerns.  In the case of a medical emergency while at the fieldwork site, the fieldwork site will provide for or arrange emergency care.  The student must pay for emergency services with his/her personal health insurance.

STUDENT SUPPORT
Any student who is having trouble with fieldwork and/or requires special consideration or assistance is encouraged to seek it during the first week of fieldwork or as soon as the need arises.  

A Note for Students with Disabilities

If you have a documented disability, or think you might have one, you may be eligible for accommodations in academic classes, under the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Disabilities may include those that are permanent or temporary and include, but are not limited to: learning disabilities, ADHD, medical issues, psychological or psychiatric problems, limited mobility, low vision or blindness, and hearing impairments. Students are not permitted to negotiate accommodations directly with professors. To receive special accommodations or assistance, please self-identify at the Office of Service for Students with Disabilities, located in the counseling center room 1G02 or call 718-262-2272.

Essential Functions for Occupational Therapy Students
The Occupational Therapy curriculum has extensive fieldwork requirements including Level I and Level II experiences.  The document describing the 
Essential Functions For Occupational Therapy Students located in the OT Student manual, also applies to education at the fieldwork site.  

Performance on Level II Fieldwork is evaluated using the “AOTA Fieldwork Performance Evaluation”.  Student performance on both Level I and Level II fieldwork is evaluated by the occupational therapy fieldwork educator at the clinical site.

Each fieldwork/clinical site has site-specific Essential Functions for performance as an occupational therapy student at that facility.  Every student is required to meet the Essential Functions of the site.  Students with specific disabilities are advised to bring their special needs to the attention of the University Disability Support Services and the Director of Clinical Education within the Occupational Therapy Program.  When these conditions are met, the Fieldwork Coordinator can better work with the student to determine an appropriate field placement.  Disclosure of a disability to the fieldwork site is the responsibility of the student.  When the student has disclosed to the fieldwork site, the Fieldwork Coordinator will work with the on-site fieldwork educator and the student to determine the need for any reasonable accommodation in meeting the Essential Functions of an occupational therapy student at this fieldwork site.

Regardless of accommodation, the student must meet the Essential Functions of the site and receive a Passing grade on the “AOTA Fieldwork Performance Evaluation”.

The program will make every attempt to accommodate student needs, yet it may not be able to assure that accommodation is universally available, as each fieldwork site has site-specific essential functions.
COORDINATION OF FIELDWORK EDUCATION
Fieldwork education is a collaborative effort between the BS/MS Occupational Therapy Program at York College, CUNY and each fieldwork site. The Fieldwork Coordinator communicates ongoing information about the BS/MS Occupational Therapy Program at York College and it’s curriculum design to the fieldwork sites.  The Fieldwork Coordinator also communicates practice information from fieldwork sites back to the OT faculty for curriculum review.

An executed affiliation agreement must be established between the BS/MS Occupational Therapy Program at York College, CUNY and the fieldwork site before a student may begin their clinical experience at the facility.  This can be a lengthy process as both the school and the fieldwork site must agree on terms of the affiliation agreement. Occasionally, the BS/MS Occupational Therapy Program at York College, CUNY is unable to come to mutually acceptable terms with a fieldwork site and an affiliation agreement cannot be established.  In these cases, students cannot complete fieldwork at the facility.

Information on the fieldwork sites is available for students to review.  This information typically includes a facility data form and feedback on the fieldwork experience provided by previous students.  Students are encouraged to review this information prior to beginning a fieldwork experience at a particular site.
FIELDWORK PARTICIPANTS ROLES AND RESPONSIBILITIES 
FIELDWORK COORDINATOR
The Fieldwork Coordinator is the faculty member responsible for monitoring the fieldwork experiences.  Other faculty members are also involved in various aspects of fieldwork throughout the program.  This includes  teaching occupational therapy theory and practice related to the content area of each of the fieldwork experiences. Level I fieldwork experiences (objectives and assignments) are designed by the faculty member teaching the specific course in conjunction with the clinical fieldwork site.
The Fieldwork Coordinator is responsible for the following:

· Following all conditions outlined in the Affiliation Agreement.

· Establishing and maintains the necessary communication between the fieldwork site and the program, including assuring all written affiliation agreements between York College, CUNY and the fieldwork placement sites are signed and reviewed.
· Serving as a resource to the fieldwork sites in establishing and maintaining a suitable clinical education program. 

· Maintaining a current information file on each fieldwork placement.

· Orienting all students to purpose and procedures for fieldwork education.

· Advising each student in regards to fieldwork placement planning. 

· Assigning all eligible students to fieldwork experiences.

· Providing all necessary information to the center at least 4 weeks prior to the students’ arrival, including student personal data sheet, course objectives, assignments and evaluations. 
· Is available to the students at York College for guidance and supervision while the student attends fieldwork.

· Ensuring that each student receives proper assessment and supervision during the fieldwork experience. 

· Serving as a liaison to the Occupational Therapy Program throughout the students’ fieldwork experiences.  On-site visits are scheduled on an as needed basis.
· Holding 1-2 fieldwork meetings while Level II experiences are in progress. Students and clinical supervisors attend these meetings. Each meeting has specific topics and agenda items pertinent to the specific experiences and clinical education. 
· Coordinating continuing education for fieldwork educators on topics related to supervision, clinical education and OT theory and practice.
CLINICAL FIELDWORK EDUCATOR
All individuals involved in student education at the fieldwork site are considered fieldwork educators. Other terminology is used at the various clinical sites including ‘clinical instructor’, ‘clinical educator’, ‘and student educator ‘or’ student supervisor’.

At the fieldwork site, there may be a Clinical Education Coordinator who actively participates in the communication process between the 2 institutions.   This person or an otherwise appointed fieldwork educator at the site, takes care of administrative responsibilities for fieldwork education at the center, which includes the following:

· Following all conditions outlined in the Affiliation Agreement.

· Maintaining and oversees the clinical education program.

· Working with the Fieldwork Coordinator to schedule students at the fieldwork site.

· Collaborating with the Fieldwork Educator in the development of a clinical program to provide the best opportunity for implementation of theoretical concepts from the academic program including development of fieldwork objectives.

· Develops a student manual which includes an orientation to the facility and objectives for Level II fieldwork experiences.

· Updates the AOTA Fieldwork Data Form on an annual basis 

 The clinical education coordinator may or may not actively supervise students.   
The student supervisor/fieldwork educator is the person who provides the day-to-day supervision for the occupational therapy students.

In order to supervise Level II students, the student supervisor must be a certified and appropriately licensed occupational therapist with at least one-year of experience.

Qualified personnel including certified occupational therapists and occupational therapy assistants, teachers, social workers, physical therapists, nurses etc may supervise level I Fieldwork.

The fieldwork educator/student supervisor is responsible for the following:

· Following terms outlined in the established Affiliation Agreement between the BS/MS Program at York College, CUNY and the fieldwork site

· Providing an orientation to the placement which should be documented in a student manual

· Reviewing safety and emergency procedures 

· Developing a plan for supervision of the student

· Exercising good judgment in assigning clients/patients to the students and supervises the provision of OT services, while maintaining responsibility for all client/patient care.

· Assessing the knowledge, skill, clinical reasoning, and professional development of the student by completing a midterm and final evaluation with the student for both Level I and Level II fieldwork. Level II performance is evaluated using the AOTA Fieldwork Performance Evaluation, which is based on the centers written behavioral objectives.

· Notifying the student and Fieldwork Coordinator when a concern about the student’s performance arises.

STUDENT
The student is the individual who is enrolled in the BS/MS Occupational Therapy Program at York College, CUNY.  The student must work with the Fieldwork Coordinator and the Clinical Fieldwork Educator to ensure that the fieldwork experience is optimal.

The student is responsible for the following:

· Following all conditions outlined in the Affiliation Agreement

· Registering for all coursework prior to participating in fieldwork.  Students must be registered for the specific course (OT 505, OT 506, OT 508, OT 509, OT 641, OT 642). 
·  Actively participates in the fieldwork planning process with the Fieldwork Coordinator.
· Complies with all student policies and procedures described in this manual. 

· Submits updated student health information to student health services annually

· Follows the Occupational Therapy Code of Ethics and Professional Behavior as discussed in this manual. 

· Schedules and participates in an interview for Level II fieldwork placement, and for Level I fieldwork when required by the site.

· Calls the center to obtain travel instructions and work hours at least one week prior to the start of the experience.

· Complies with all health facility policies and procedures, submits required health information to assigned fieldwork site following time line required by the site. 

· Actively participates in the supervision process.

· Completes ongoing self-assessments during the fieldwork process.

· Discusses any problems related to fieldwork placements with the Fieldwork Coordinator and the Clinical Fieldwork Educator in a timely fashion.

· Remains at the fieldwork site for the duration of the experience unless extenuating circumstances require an interruption or change in the placement.

· Completes an evaluation of the fieldwork site at the completion of the experience.

 (Adapted from: AOTA Guide to Fieldwork Education, 1994)
STUDENT ASSIGNMENT TO FIELDWORK SITES
Students will be assigned a placement in a fieldwork site for each Level I and 

Level II fieldwork experiences. Level I fieldwork cannot be substituted for any part of Level II fieldwork. The students will meet individually on an ongoing basis with the Fieldwork Coordinator to plan for the optimal experiences to meet each student’s needs and interests.

The planning process for Level II experiences will begin early in the Occupational Therapy Program.

Note that there are many hours devoted to planning clinical assignments and, whenever possible, student preferences will be addressed. The primary concern of the Fieldwork Coordinator is to ensure that the maximum education benefit for 

all students are met on fieldwork. 
Students with specific requests or special needs for fieldwork placements will need to discuss this with the Fieldwork Coordinator early in the planning process.  The Fieldwork Coordinator will make final selection for fieldwork placements.

Students are not permitted to contact fieldwork educators or arrange their own fieldwork experiences. A student interested in a particular facility or geographic area should discuss this with the Director of Clinical Education. 

The fieldwork sites are largely in the state of New York. The student can expect driving distances of up to one and one half hours from York College.

One or more students may be assigned to a site at any given time. The Student may encounter students from other colleges or universities at the site where assigned.

CANCELLATIONS
Because of changes in health care systems and the difficulty in predicting staffing patterns, there are times when a fieldwork reservation is cancelled by the site. When a fieldwork cancellation occurs, the Fieldwork Coordinator will reassign the student a new fieldwork site as quickly as possible.
FIELDWORK FAILURE POLICY

Fieldwork Level I Failure Policy
It is the responsibility of the student to contact the Fieldwork Coordinator if they are experiencing problems that are serious enough to impact clinical performance during Fieldwork Level I.  This contact is necessary so that all supports are utilized to assist the students during the Fieldwork I experience.

For courses 505, 506, 508 and 509 a total average score of 3 is required on the Fieldwork I Evaluation Form.  A cumulative average lower than 3 constitutes a Failure in Fieldwork Level I and will require that the student repeat that rotation and receive the passing average of 3.   The Fieldwork Coordinator will work with the student on skill development; including improving communication skills and professional behaviors.  Should the student fail any Fieldwork level I rotation twice, they will be dismissed from the BS/MS Occupational Therapy Program at York College, CUNY.

Fieldwork Level II Failure Policy

It is the responsibility of the student to contact the Fieldwork Coordinator if they are experiencing problems that are serious enough to impact clinical performance during Fieldwork Level I.  This contact is necessary so that all supports are utilized to assist the students during the Fieldwork I experience.

If determined by the affiliating clinical facility that a student is failing at any point in their 12 week rotation:

1.  A report form the clinical supervisor, in addition to the scored Fieldwork Evaluation Form, will be submitted to the Occupational Therapy Program by the facility.

2. The Fieldwork Coordinator of the Occupational Therapy Program will then determine if the student is in jeopardy of failing their Fieldwork Level II Experience.

3. The faculty will then meet to examine the documentation of the facility and will determine whether the student has indeed failed their Fieldwork Level II Experience.

A student who then is considered to have failed their Fieldwork Level II Experience will be required to:

1. Meet with the Fieldwork Coordinator to discuss issues and address skill development.
2. Formulate a remediation plan of the student’s own design, addressing weakness determined on their affiliation.  The plan must be approved by the faculty. The student then must submit written documentation that they have implemented their remediation plan before being allowed to start another affiliation.

The starting time for another affiliation will be dependent on the student’s ability to complete and implement their remediation plan, as well as the availability of appropriate fieldwork sits by the program.

**Two failures of Fieldwork Level II will result in the termination of the student form the BS/MS Occupational Therapy Program at York College, CUNY.

SUGGESTIONS TO MAKE FIELDWORK II SUCCESSFUL:

REQUIREMENTS:

· Study the Fieldwork Evaluation Form. Students should familiarize themselves with the components of this form, as this form will be use to evaluate their performance and reflect the grade earned for the experience

· Students should make a copy of all graded evaluation form for their own records.

· Students will also be required to complete a Student Evaluation of the facility.

· Note: Students will receive an incomplete grade (INC) for missing student and facility evaluation forms.

· Update your medical yearly.  Some facilities have site specific medical forms.  These forms will be provided for you by your Fieldwork Coordinator.

· Renew your liability insurance. No one will be allowed to go on fieldwork without current insurance.

PROFESSIONAL BEHAVIORS:

· Students should find out ALL REQUIREMENTS AND RESPONSIBILITIES for their affiliations from their fieldwork supervisor BEFORE they start any affiliations.  Students should ask if there is a FIELDWORK MANUAL or written requirements from the facility.
· Students should talk with their fieldwork supervisor about their learning needs and styles, as early as possible. 
· Students should find out how often and what kind of supervision is available.
· Remember: dress, punctuality, responsibility, reliability, and proper communication are all professional behaviors.
· Students should communicate with their fieldwork supervisors and special needs ( i.e. religious holidays, etc). Students should arrange with their supervisors to make up the missed time.  Remember that if any personal commitments or problems arise, it is best to be honest and straightforward Early so that arrangements could be made for coverage of your caseload.
· Students should find out the policy of the facility regarding sick days, holidays, etc.  There is no written rule that students are allowed 3 sick days.  Students are required to complete 12 weeks (some facilities require 13 weeks). 
· All work- in-services, notes, presentations, etc, should be of publishable quality.
· Use supervision responsibly and be assertive of your needs. Honesty is the Best Policy.  If a there are any concerns or questions, please contact the Fieldwork Coordinator.

· Be flexible and proactive.
STUDY HABITS:

· Remember it’s normal and important to hit the books regularly.  If you have advanced warning of the diagnosis of the patient you will be evaluating, make sure to review your etiology on the disease/injury.  Make a list of the component areas you would expect to be impaired and the evaluation sequence you would follow. 
· Keep notes as you evaluate- the therapist expects you to write things down. Do not trust your memory.
· Make cue cards that give you the muscles you can assess in a particular position.
· Be prepared to grade up or down your planned activity
· Challenge yourself to be creative
· Practice over the summer (manual muscle testing, goniometry, and transferring as well as safety precautions for hip and knee replacements) review treatment plans, treatment techniques and assessment tools from your course work, etc.
· . Make sure you are prepared before your affiliation!!! Do not expect that you have lots of time to practice these before you are assigned a patient. 
REMEMBER: SAFETY OF THE CLIENT IS ONE OF THE MOST IMPORTANT VARIABLES TO YOUR AFFILIATION!!!

· Write out your activity plan for each patient for the day.  Share this with your supervisor.
· Use supervision responsibly.  Be prepared for supervision with questions or problems.  Have suggestions for problems or difficulties.
· Ask questions!!!  This is one way supervisors know that you know what you are doing and that you are interested, alert, and prepared.
· Give the supervisor feedback on what helped you to understand or learn better. Discuss you learning style and how you best take in information.  Also give feedback on when you felt overwhelmed or uncomfortable- remember to use “I” statements to prevent a defensive response.
MOST IMPORTANTLY OF ALL: REMEMBER THE FIELDWORK COORDINATOR IS ON YOUR SIDE!!! IF THERE IS A PROBLEM OR YOU THINK THERE MIGHT BE A PROBLEM IN THE FUTURE, CALL.  DO NOT WAIT UNTIL IT IS TOO LATE FOR ANY ASSISTANCE 
STUDENTS ARE REQUIRED to fill out Preliminary Fieldwork Feedback Form located on Blackboard under course documents by the end of week 4 and to e-mail completed form fieldwork coordinator.

ENJOY AND HAVE A GREAT EXPERIENCE!!!!
Forms
      York College of The City University of New York

Personal Data Sheet for Student Fieldwork Experience

Name: 

Social Security #: 

Home Address: 
Telephone Number (Day):


Evening: 

Best time to phone student: 

Email Address:



Date of Birth: 

Name, Address & Phone Number of Person to be notified in Case of accident or Illness:
         Education Information:      
Academic Year Completed: BS. 3rd yr. 
BS. 4th yr. 
MS. 5th yr.
MS. 6th yr. 

Previous College or University Attended: 
Degree: 

Specials Skills and Interests: 
Foreign Languages: Read:




Spoken: 

Health Information
Health Insurance:  Yes 
No

Group Number:


 
Subscriber Number:
Specific Health Information Regarding the Student: 

                                                     Liability Information
Insurance Company:



Policy Number: 

Previous Work Experience:

Fieldwork Experience Schedule:
Center   


        Type of FW               Reporting Date     Completion Date 

Released by Student







Signature

Fieldwork Coordinator 







Signature

Ivy Tilson, MSA, OTR/L
Fieldwork Coordinator

Department of Occupational Therapy
Date:

Metropolitan Occupational Therapy Educational Council of NYINJ

York College of The City University of New York

Student Information Sheet for Fieldwork Interview

                                                                                    Date: 

Name:






Degree: 

Address: 
Telephone Number (day):


Evening: 

Best time to phone student: 

E-mail Address: 

Fieldwork Dates Anticipated: 

Previous Fieldwork Experience (Indicate center, disability area and dates) (If Applicable).

I. Level I Fieldwork: 

2. Level 2 Fieldwork: 
Previous Work/Volunteer Experience: Special Skills, Interest, Talents, You Bring To The Fieldwork Experience: 

Previous Education or Degrees Earned: College: 

1. Indicate below what you are looking for in this Level 2 Fieldwork Experience.               

Physical Dysfunction: 

Mental Health: 

2. What are your strengths?

A. Personally: 

B. Professionally:  

3. What areas would you like to work on for your continued growth?

A. Personally: 

B. Professionally: 

4. Describe your learning style: What type (s) of feedback seems to be most helpful for you:

5. Write a brief personal statement which will serve as your introduction to this fieldwork site and staff.

Released by Student 









Signature of Student









Date

STATEMENT OF REVIEW

I have reviewed the York College (CUNY) Occupational Therapy Fieldwork Manual and I am familiar with its contents.

Students Name: ________________________________________________

Signature: ____________________________________________________

Date____________________________________________
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