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OVERVIEW OF THE OTA PROGRAM

In response to the demonstrated need of health care facilities throughout New Mexico, the Occupational Therapy
Assistant Program at Western New Mexico University: 1) provides training for occupational therapy assistants; 2)
prepares students from diverse backgrounds to enter the field of occupational therapy; and 3) prepares students to meet
the challenges of entry-level OTA services, established and emerging, in a state with diverse needs, with special emphasis
being placed on cultural diversity and rural health care.

The School o fOccdpétibnal €hdrapyHAssestant Prograsn is designed to provide the student with entry-

level skills as an OT Assistant. T h e p r o gar facos'is she umqueness of the human being and the concept that

human beings are open systems. (Science Dictionary definesanopensystetmas —A physi cal wsttystem ¢t}
ot her 3 $psctalemphasislis placed on integrating multi-cultural and ethical perspectives throughout the

program.

Thes t u d frst semester in the program is as a Provisional Admission. For a student to be eligible for Provisional
Admission he/she must: 1. be placed into or have completed English 101, 2. High school or college algebra or equivalent
wi th a gr ade babecomyleled Anatomip & Rhysielagy, I/LaB & I1/Lab (see prerequisites for BIOL 254)
within the last 5 years and, 4. Have a grade point average (GPA) of at least 2.7.

Full admission is granted after the student completes all the courses required in the first semester of the OTA program
with a GPA of 2.7 or greater. If additional required program courses have been completed by the end of the Provisional
semester, those courses are also included in calculating the GPA. Students are required to maintain a GPA of 2.7 or
greater throughout the program based only on courses that are required for the OTA Program.

The academic portion of the program spans four consecutive semesters, excluding summer sessions. The first year of the
program focuses on general knowledge-based course work (such as English, Sociology, Psychology, etc.) and
foundational occupational therapy constructs (such as Medical Terminology, Orientation to Occupational Therapy,
Principles of Occupational Therapy, etc.) It is only after the student acquires an understanding of the basic principles of
the study of occupation and science that he/she can move on to truly embracing and applying these principles and
developing competencies in the practice of occupational therapy. These higher level skills are addressed in the third and
fourth semesters of the program.

In addition to two years of classroom training, there are multiple required clinical experiences. In addition to day-long

fieldwork experiences throughout the first year, during the second year of the program students participate in 2 one-week
Clerkships, one each semester. These Clerkships are a portion of the requirements for Level 1C and 1D fieldwork classes
andexpand the OTA student‘s exposure to actual practice
students must complete 2 full-time clinical experiences that will continue for eight weeks each. These clinical experiences

(Level 11 Fieldwork) are unpaid, will most likely require temporary relocation, and MUST be completed within 18

months of completing the academic portion of the program.

Upon completion of the OTA program, the student earns an Associate of Science degree from WNMU and is eligible to
complete the process for professional certification as a Certified Occupational Therapy Assistant (COTA). The
certification exams are conducted by the National Board for Certification in Occupational Therapy (NBCOT). For more
information see their website: www.nbcot.org

The curriculum published in the current WNMU catalog is the curriculum under which students are admitted and
evaluated for degree audit. It is advisable that students keep track of classes completed and grades. A tracking form is
included in Appendix A.
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Portions of this manual were adapted from documents from a variety of sources. These documents were used with the permission of the following
institutions: East Carolina University, Kennebec Valley Technical College, Kansas Newman College, Sinclair Community College, Western
Wisconsin Technical College, NBCOT, Inc.
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OTA PROGRAM PURPOSE

The following specific purposes provide guidance for the development, implementation, and evaluation of every aspect
of the Occupational Therapy Assistant Program:

1 To effectively and efficiently implement the use of available technologies to achieve the goals and missions of
the Department of Allied Health, the OTA program and the University.

9 To provide effective coursework leading to an Associate of Science degree as an Occupational Therapy
Assistant, and preparing students for the successful completion of the national certification examination and
employment as Certified Occupational Therapy Assistants (COTAS).

1 To prepare entry-level occupational therapy assistants who will provide quality services in a variety of practice
environments, with special emphasis on rural health and wellness, as well as under-served populations (e.g.
school, hospital, community, long-term care and emerging practice areas).

9 To prepare occupational therapy assistants to work with a variety of populations including but not limited to
children, adolescents, adults, and elderly persons, in areas of physical and mental health.

9 To foster the development of a value system in graduates of the program that includes respect for the
uniqueness, dignity, and rights of the individual, and the therapeutic value of occupation.

To understand, value, and exercise the AOTA code of ethics.

1 To foster an appreciation for the value of diversity in cultural experiences and heritage.

9 To provide a curriculum that will promote the personal and professional growth of the occupational therapy
assistant student.

9 To create an atmosphere that provides for the safe exploration of personal and professional attitudes and
behaviors.

1 Toinstill in all students a passion for lifelong learning to meet the needs of an ever-changing and increasingly
complex society.

1 To provide opportunities for all faculty and students to have direct input into the development and evaluation of
all aspects of the program.

9 To provide ongoing evaluations and review processes to ensure that the missions of the program, the school, and
the University are consistently accomplished.

9 To promote the field of occupational therapy.

1 To prepare occupational therapy assistants with basic skills to be direct care providers, educators, and advocates
for the OT profession and the consumer.

OTA PROGRAM MISSION

The Occupational Therapy Assistant (OTA) Program empowers students to meet the challenges of providing
entry-level occupational therapy services in established and emerging areas of practice. Emphasis is placed
on cultural diversity, rural and regional healthcare, global health awareness, an appreciation for life-long
learning, and effective implementation of evidence based practice.

OTA PROGRAM VISION

The Western New Mexico University Occupational Therapy Assistant (OTA) Program will be a leader in the
field of occupational therapy education and the program of choice for local and national scholars who hold
diverse cultural backgrounds and a strong desire for lifelong learning. By providing for the needs of the
students as well as populations served by occupational therapy, the OTA program will promote and
responsibly lead occupational therapy into a globally connected and research-driven profession.
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OTA PROGRAM GOALS

9 Foster understanding of human growth and potential through the study of human growth and development within
the context of environment and culture.

T Encourage thought and foster exploration through learning experiences that integrate body factors, activity
demands, context, performance patterns, skills, and occupation.

9 Provide the student with multiple modes of instruction including the use of technology to maximize individual

learning styles, encourage maximum skill development, and prepare students to be life-long learners.

Challenge students to develop a sense of self, utilizing personal strengths as agents of therapeutic change.

Prepare students to advocate as professionals for OTA services and for recipients of those services.

Provide an educational foundation in the liberal arts and sciences.

Provide exposure to a broad range of delivery models and systems in settings where occupational therapy is

currently practiced and where it is emerging as a service, through academic course work, fieldwork, and service

learning education.

Prepare students to uphold ethical standards, values, and attitudes of the profession.

Identify the distinct roles and responsibilities of the occupational therapist and occupational therapy assistant in

the supervisory process.

T Promote the profession and responsibly lead it into the future by providing for the needs of the student, the state,
and the population served by occupational therapy.

= =4 =& =

= =

OTA PROGRAM CURRICULUM DESIGN

The Occupational Therapy Assistant Program, the Department of Allied Health and Western New Mexico University are

committed to providing quality education for the entry-level occupational therapy assistant. Excellence in teaching is pre-

eminent in the design and implementation of the program. The majority of the WNMU and OTA program student

popul ati ondsi taroen atnlomsttruadent s with multicultural backgro
students impacts the design of the curriculum. With this in mind, adult learning strategies are integrated throughout the

curriculum.

As stated above, the goals of the OTA program are to serve diverse populations within regional and rural communities;
provide ethically and fiscally responsible programs to address the educational needs and economic development in the
community; support professional growth for students and faculty; and educate occupational therapy assistants to perform
entry-level skills while facilitating a commitment to competence and life-long learning. These goals are achieved by
enabling the student to demonstrate the knowledge, skill, and attitude to:

1 Appreciate the unique nature of individuals with regard to the whole person, including physical, social,
emotional, cultural and spiritual aspects.

9 Establish therapeutic relationships with individuals of diverse populations.

9 Perform competently in entry-level service delivery.

9 Practice quality occupational therapy interventions based on current evidence, and reflectt he pr of essi on'
knowledge base in human development, occupation, and adaptation.

1 Participate as a member of the health care team, utilizing interpersonal communication skills to optimize
interventions.

9 Demonstrate effective problem solving and critical thinking skills necessary for effective delivery of
occupational therapy services.

1 Demonstrate professional development that values the necessity for the continuation of competence, life-long
learning, and self-development.

T Demonstrate ethical standards of practice and professional behavior.

To accomplish its goals, the OTA program incorporates three major knowledge bases: occupation, human development,
and adaptation. The program conceptualizes the study and utilization of occupation as the basis for its curriculum. A
developmental approach of inquiry and discovery guide the student toward higher level thinking through occupational
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challenges which facilitate adaptive responses. These occupational challenges are provided in a prescribed, sequence-
based progression in the curriculum (Yerxa, 1998;
(Bloom, 1956; Anderson et all, 2001) is used to sort the skills expected in particular classes. As the student progresses
through the program, higher level thinking is incorporated. Each class incorporates elements from the psychomotor and
affective domains as well. Levels of mastery in each of those domains also progresses from simple to complex. For
example, psychomotor mastery would begin with imitation, progress to practice, and finally become habit. Likewise,
affective elements would begin simply with awareness, progress to distinguishing, and finally reach integration.

Prior to being accepted into the OTA program, students must complete basic reading, writing and science classes. It is the
assumption of the program that success in these areas should prepare the student to enter at the appropriate knowledge
and comprehension level of study. While not a prerequisite to apply to the program, placement testing is a University
requirement. If placement testing determines the need for remediation in reading, writing, and/or math skills,
developmental or remedial classes may be required. These classes are available through the University, and progression
in the OTA program would be protracted to allow the student the opportunity to complete the courses necessary to
develop basic skills.

The OTA curriculum considers knowledge and comprehension classes to be those that provide general acquisition of
knowledge. The provisional and second semesters of the program focus on acquisition of this general knowledge plus
knowledge specific to the field of occupational therapy. Refer to the semester by semester breakdown that follows for
specifics.

Through the four semesters of academic classes, application of knowledge acquired in earlier classes is emphasized. This
includes content that is considered absolutely essential to prepare the student for entry-level OTA practice skills and
where the majority of the OTA curriculum falls. The student is also expected
include such courses as Introduction to the Exceptional Child, Spanish, Problems of the Aging, Physiological
Psychology, Motor Behavior, and Chemical Dependency classes.

The synthesis section of the curriculum occurs at the end of the classroom experience, building on all the previous
acquired knowledge and application classes, to emphasize the coming together of the art and practice of occupational

Schke

o tak

therapy. Thi s synt hecurssnLevel Il fieljgwork.t i ng it all togetherl

All course syllabi reflect clear objectives that address cognitive, psychomotor, and affective domain skills. The scope of
all classes is directed toward the development of entry-level OTA skills in a prescribed sequential manner. Critical
thinking, clinical reasoning, cultural sensitivity, and problem-solving skills are emphasized throughout. Upon completion
of the curriculum, the student is prepared to enter the profession as a competent, vital contributor to the field of

occupational therapy and to the community.

Bloom, B.S. (1956). Taxonomy of Educational Objectives: The Classification of Educational Goals (201-207). Susan Fauer Company, Inc.

Anderson, L.W., Krathwohl, D.R., Airasian, P.W., Cruikshank, K.A., Mayer, R.E., Pintrich, P.R., Raths, J. and Wittrock, M.C. (2001). A Taxonomy
for Learning, Teaching, and Assessing 8 A Revision of Bloom's Taxonomy of Educational Objectives; Addison Wesley Longman, Inc.

Schultz, S. & Schkade, J.K. (1992). Occupational Adaptation: Toward A Holistic Approach to Practice (Parts 1 and 2), American Journal of
Occupational Therapy, Part 1, Vol. 46, Number 9 (917-926); Part 2, VVol. 46, Number 10.

Yerxa, E.J. (1998). Occupation: The Keystone of a Curriculum for a Self-Defined Profession. American Journal of Occupational Therapy, Vol.
52, Number
5.
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OTA COURSEWORK BY SEMESTER

(See Current WNMU Catalog for more complete description of all courses listed.)

*Level Il fieldwork must be completed within 18 months of
completion of academic portion of the program

Fall - Year 1 Cr. | Spring - Year 1 Cr.
Hrs Hrs
| BIOL 254 Anatemy & Physiolegy 1 & Lab 4 BIOL 255 -Anatomy & Physiclogy H-& Lab 4
PSY 102 General Psychology 3 RHAB 340 Medical Terminology & Document | 3
Intro to basic psychological concepts Intro to basic medical terminology
ENG 101 Composition & Rhetoric | 3 OTA 162 Documentation in OT 2
Practice in the skills for clear & effective writing OTA 161 OT Fieldwork IB 1
OTA 155 Orientation to OT 3 Continuation of Fieldwork sequence
Intro to OT & its philosophy OTA 165 Principles of OT 3
OTA 160 OT Growth & Development Specific theory and philosophy of OT
Study of human organism from conception to death 3 OTA 220 Therapeutic Media 3
Intro to basic treatment, activity analysis & application -
Total
16 Total 14
Summer i Year 1
COMM 110 Public Speaking 3
SOC 101 Sociology 3
Total 6
Fall - Year 2 Cr. | Spring - Year 2 Cr.
Hrs Hrs
OTA 241/244 OT Physical Dysfunction 11 4
OTA 223 OT Fieldwork IC 1 Part 2 of 2 focusing on treatment interventions
Continuation of Fieldwork sequence OTA 250/252 OT Geriatrics 4
OTA 230/232 Functional Kinesiology 4 Wellness, occupation & adaptation in normal aging
Study of functional Kinesiology as it relates to OT OTA 256 OT Fieldwork ID
OTA 240/243 Physical Dysfunction | 4 Continuation of Fieldwork sequence 1
Part 1 of 2 treating physical disabilities 4 OTA 242/246 OT Psychosocial Dysfunction
OTA 245/247 OT in Pediatrics Techniques for behavior disorders in children & adults 4
Instruction & practice in pediatric conditions 3
OTA 255 OT Program Development OTA 260 Capstone Seminar
How to develop program in any setting 16 1
Total Total 14
Summer/Fall - Year 2 Cr.
Hrs
OTA 270 Fieldwork Level I11A* 6
16 Wks in 2 different settings to gain skill in practice of OT
OTA 272 Fieldwork Level 11B* 6
Final section of Fieldwork sequence
Total 12
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OTA STUDENT

The WNMU OTA student is an exceptional student. Characteristics and attitudes of the OTA student include but are not
limited to:

Characteristics Attitudes
Versatile Accepts personal responsibility for:
Creative 1 Life-long learning
Assertive 1 Maintaining a safe environment in
clinic/lab/classroom
Flexible 1 Following through with accepted
duties
Inquisitive 1 Maintaining confidentiality
Patient T Complying with clinic/program/

course expectations

Tolerant 1 Engaging in advocacy related to
social, economic, political,
geographic, and demographic
factors influencing our society

Accepting Appreciates the values and attitudes of
other cultures
Takes supervision Accepts responsibilities for own mistakes
Responsible for self Accepts and respects supervision
Sense of humor Values diversity in the human condition
Friendly Promotes humane treatment of all persons

regardless of socioeconomic, cultural,
racial, or gender differences
Trustworthy Is non-judgmental of self and others

Responsive to needs of others
Honest
Willing to try new things
Organized
Punctual
Respectful of others
Clean
Neat
Pays attention to detail

NS 0

=
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OTA PROGRAM POLICIES AND PROCEDURES

A. General Course Expectation of Students

As health care professionals, occupational therapy assistants need to present themselves positively and professionally in

both oral and written communication formats. Thus our curriculumisdesigned t o faci |l i tate the st
of these formats. Al | OTA courses are designated as fAwriting inte
equivalent of 12 typewritten pages in each class. Guidelines have been adopted to facilitate this growth.

1. Written communications: Paper guidelines

To provide uniform professional presentation of all written work, there is a standardized format and procedures for all
written papers submitted in the OTA Program. This policy applies to all written work unless otherwise directed by the
instructor.

Guidelines are as follows:

T Unless otherwise designated by instructor, all papers will use the American Psychological Association (APA)
format (see Appendix C).

1 Official reference document for APA style is Publication Manual of the American Psychological Association, 6"
Edition (2009) Washington, DC: American Psychological Association. This book is available at the WNMU
library and the WNMU Book store.

9 All papers will be word-processed, double-spaced with APA recommended margins. Standard 12 cpi Courier
or Times New Roman font will be used. It is recommended that all papers be completed on Microsoft Word
for submission on Canvas to allow for proper formatting.

9 Papers submitted with significant spelling, grammatical and punctuation errors will be returned to the student to
be re-written. The re-written paper must be re-submitted within one week after the paper is returned. Up to
10% of the grade will be subtracted from the final grade in this case.

9 Points may be subtracted for submitting papers that are difficult to read. Some examples are: poor printing
quality, smudges, colored paper, and excessive whiteout.

1 LATE ASSIGNMENTS WILL NOT BE ACCEPTED! In the event of an unusual circumstance out of your
control, it will be necessary for you to contact your instructors and notify them of possible late
assignments/absence. It will then be at the discretion of the instructor to accept or deny late assignment with full
or partial points.

T All assignments are due on Canvas unless otherwise stated by the instructor. If you are having technical
difficulties it is your responsibility to contact the instructor via email or voicemail prior to due date and time.
Student should leave a detailed message regarding difficulties. In the event that the instructor is not notified, the
assignment will not be accepted. Students will be expected to resolve recurrent technical problems prior to the
next assignment. Students may accepslls Itienckh nlioccaat esdu papt
right hand corner of Canvas home screen. Students may also access the 24 hr. Canvas support site at
learn.wnmu.edu/support (no www)

T Additionally: There may be assignments given which are not listed in the work assignment list. These will
mostly be done in-class either individually or in a group effort. Participation and completion of all assignments
and/or discussions will be considered when reviewing professional behavior.

T Inthe case of an excused absence, pre-assigned assignments posted on Canvas will not be accepted late, all
other assignments will be due on the day of your return.

9 Each paper should be accompanied by a cover letter identifying the author of the paper, title of the paper, course for
which the paper is written, instructor and assignment. This is not a cover sheet, rather a business letter to the
instructor including all the necessary information (see Appendix D).

1 Refer to Appendix F as a guideline for information regarding the Department of Allied Health Writing Competency
Rubric.

2. Oral/Poster presentations: Student presentation guidelines
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During the course of the OT A program many presentations will be required. General guidelines regarding these
presentations are presented in Appendix E and M. Individual faculty will assign points to each category according to
his/her expectation regarding the specific assignment.

3. Communication with faculty

It is expected that all forms of communication with faculty be respectful and professional. Posted office hours and pre-
arranged appointments are the only times that faculty are available. They are NEVER availableon a —dr op
outside of office hours. In order for the OTA faculty to meet all of their obligations and provide the quality coursework
you expect, it is imperative that all students honor office hours and/or make appointments. Students will be seen on a
first-come-first-served basis during office hours, unless the student has made an appointment during office hours.

It is required that CANVAS e-mail be used for efficient and effective communication between students and faculty. Refer
toe a ¢ h iedividusl s/llabus for specific instructions from the professor regarding communication in that class.

B. Academic Policies and Procedures

In addition to the general academic regulations as stated in the University catalogue, the following regulations pertain to
all occupational therapy assistant students.

1. Attendance and Punctuality

Attendance is required for all face to face, hybrid and/or web-based classes. Due to the sequential and experiential nature
of the OTA curriculum, knowledge gained in every class is vital for subsequent learning, not only in each individual

nl

course, but also across courses and throughout the curriculum. Thus,t he st udent ‘s commit ment

implies a commitment to punctual and regular class attendance.

To facilitate the learning experience, the occupational therapy assistant student shall comply with all university and
program policies. Program policies are in addition to University policies and include:

T Students in the occupational therapy program shall attend all class, laboratory, and fieldwork sessions of each
course for which the student is enrolled.

9 Attendance shall mean being prepared for class session at the designated time and present throughout the class.

9 Tardiness shall mean failure to be seated and ready for class to begin at the designated time.

9 Tardies will not be accepted! If your class begins at 8:30am, the door WILL be locked at that time, students
will not be allowed into the class following that time. It will be considered an unexcused absence. In the event of
an unusual circumstance you will need to notify your instructor or department secretary at 575-538-6442.

9 If the student must be absent, he/she is responsible to notify the appropriate instructor, or fieldwork site, prior
to the scheduled class or field experience

1 An Absence Report must be completed for each class missed. Upon return, submit a completed Absence
Report (see Appendix K) to the instructor. The Absence Report must be submitted prior to the student returning
to the class that was missed. Failure to submit an Absence Report will result in an unexcused absence. Absence
forms are found in the student work file cabinet.

9 Absences with written documentation from a physician are considered excused. The OTA faculty will review
absences for all other causes upon receipt of the Absence Report. Faculty will make the determination of
excused and unexcused absences.

T More than five (5) collective days of absences during the 2 year program which are deemed unexcused will be
grounds for dismissal from the program. This includes Fieldwork | and Il absences.

9 More than two absences per semester or Ten (10) collective days of absences during the 2 year program which
are deemed excused will be grounds for dismissal from the program. This includes Fieldwork | and Il absences.

9 Students who come to fieldwork unprepared according to guidelines in each course syllabus will be asked to
leave and will accrue one unexcused absence.

1 All Fieldwork I absences must be made up. Students who are absent from fieldwork are responsible for making
arrangements to make up the missed work within two weeks or as designated in course syllabus. Failure to make
up fieldwork experiences in a timely manner will be grounds for dismissal from the program. Only one
Fieldwork 11 can be made up.
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1

In the event of emergencies and/or inclement weather, the Department of Allied Health follows the WNMU
closure policy. Please refer to Appendix J for WNMU Inclement Weather policies. Absences as a result of the

University closing are not counted against a studen

2. Academic Requirements

Student Responsibilities:
It is essential to professional development that students adopt and exhibit a self-directed responsibility for their mastery

of

knowl edge and skills. Students are required t

Any performance below this level in any of the courses required to complete the program is interpreted as a significant
deficiency in the subject. Itissolelyt he st udent's responsibility to mai
initiate the appropriate activities needed to resolve deficiencies in any area. Students who have been made aware of any
deficiencies should contact the instructor for that material as soon as possible in order to develop action plans to
remediate such deficiencies.

Faculty Responsibilities:

Faculty is expected to provide reasonable assistance and directionto aidina s t ureiediation psocess. The ultimate
responsibility, however, lies with the student. Methods and extent to which faculty chooses to assist students with the
review and remediation of academic and professional deficiency is at the discretion of the individual faculty. It is critical
that the student communicate directly with the individual faculty in order to correctly identify the deficiency and a
proposed solution.

Satisfactay academic and professional status
To remain in good standing through the occupational therapy assistant curriculum, a student must do the following:

1
1

Maintain an overall grade point average of 2.7 or higher in the OTA curriculum.

Achi eve a ilefter grade in &l eourseerequired by the OTA program including fieldwork. See
Academic probation and dismissal from OTA progi@elow) for actions to be taken in the event a lesser grade
is received.

Meet standards of ethical academic and clinical performance as specified in the American Occupational Therapy
Association Code of Ethics (Appendix H) and the Western New Mexico University Student Code of Conduct
(www.wnmu.edu/univ./StudentHandBook/StudentHbk98.html ).

Abide by all OTA Program, Department of Allied Health and University policies and procedures. Any violation
will result in disciplinary actions as defined by said policies and procedures.

General Liability and Medical Malpractice Insurance is provided by WNMU. All other requirements are the
fiscal responsibility of the student.

Provide medical records and tests as required by the OTA Program. These records are electronically maintained
and tracked by a web-based system, Certified Profile (see Appendix N). It is the responsibility of the student to
ensure that all records remain current. Students need to be aware of the possibility of additional information
required by individual fieldwork sites. Students are required to have the following:

1. Proof of Measles, Mumps and Rubella immunization (MMR.) (Note of clarification regarding MMR
documentation: If you were born prior to 1957 you need 1) documentation of rubella immunity, or 2) documentation of
immunization for rubella. If you were born after 1957 you need 1) shot records indicating two MMR vaccinations, or 2)
documentation of rubella and rubeola immunity. )

Proof of Varicella (Proof of vaccination or positive titer)

Maintain current CPR certification.

Provide annual TB testing results

Apply for criminal background checks during third semester of program.

gl wn

Academicand/or disciplinaryprobation and dismissal from OTA program:

T 1 f

a soveraltgeade pointsaverage in the OTA curriculum falls below 2.7 he or she will be placed on

academic probation. Probationary status in such instances is removed by restoring the overall OTA grade point

average to a level of 2.7 or above, and must be restored by the end of the following semester. Two consecutive

semesters with an overall OTA grade point average below 2.7 will be grounds for dismissal from the OTA program.
T Students who r eimglerequiredcarse—DI i n any

(0]

must retake the course when it is offered again,

[0]
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o will not be allowed to progress to any course which requires as prerequisite the course in which the student
receivedndt he —DI ,

o will be placed on academic probation until the courseisc o mp | et ed successf.ldMhyl y with
ensui ng gr a &éhe répeatbdalass wall restiCifi immediate dismissal from the OTA program.

T A student who receives two gomdas bRl oavt aan It iime achyr
portion of the program, will be dismissed from the OTA program.

1 Any failing fieldwork evaluation grade may result in a failing grade for the course. This clinical experience must be
repeated. Students who do not complete a clinical rotation or are asked to leave a clinical rotation by the clinical
instructor due to poor performance or safety concerns will not receive a passing grade for that clinical experience.
Only one (1) Level I may be repeated. The location and timing of a repeated clinical experience will be subject to
availability of sites and at the discretion of the fieldwork coordinator with input from the faculty. Recurring
deficiencies in fieldwork courses will be grounds for dismissal from the program.

1 The Academic Fieldwork Coordinator reviews the evaluations from the clinical instructors and has final authority in
assigning grades for all Level 11 fieldwork courses. Patient safety, proper professional conduct, and progressive
demonstration of competency and independence in the field are expected. The fieldwork coordinator, with the
approval of the Dean, has the authority to:

0 require a student to stay longer at the clinical site; or
0 require a student to repeat a specific component of a clinical course as deemed necessary to insure patient safety

and/ort he student's expected bnemagelyofalinicalskills;bre s si onal dev
o determine that a student has failed to exhibit appropriate levels of mastery and dismiss the student from the OTA

program without acquiring a degree.

9 Failure to have documentation on file of required certifications (i.e., CPR), criminal background checks, and/or
medical tests (i.e. TB, MMR, etc.) may result in the student being disqualified from participation in Level | and/or
Level 11 fieldwork. This also included additional information required from individual fieldwork sites. Fieldwork
experiences missed for discrepancies in requirements will be viewed as unexcused and may result in dismissal from
the program.

1 Two documented violations of the AOTA Professional Code of Ethics (see Appendix H) will be grounds for
dismissal from the Program (see next section, Professional Behaviors).

1 Academic integrity is taken very seriously. Penalties for violations of academic integrity (plagiarism and cheating)
are outlined in each OTA course syllabus and the WNMU Student Code of Conduct.

More than five (5)collective unexcused absences from OTA program will be grounds for dismissal

Academiappeal process

1 Contesting a test question - A student may contest a test question, but must follow the petition procedure. The
faculty will be responsible for reviewing the petition. The petition procedure is:

o All petitions for contesting test questions shall be written.

o Petitions shall include the course number and test from which the question comes, identification of the
question being challenged, the answer believed to be correct, and references supporting the answer.

o Petitions shall be made within 5 days of the day examination results are given.

0  The faculty member shall respond within 10 days of receipt of the petition.

o Actions that may occur as a result of the petition include: denial of the petition, approval of the petition and
subsequent grade change, or request for additional information.

o If the student does not concur with the faculty recommendations, the petition will be forwarded to the
Department Chair of the school.

1 Complaints regarding the educational process - When a student has a concern or complaint regarding any aspect
of the educational process, the most effective manner for affecting change is to speak honestly and directly to the
party with whom the student perceives the conflict, e.g. classmate, instructor, Program Director, etc. It is important
that the appropriate line of communication be followed when expressing concerns or filing formal complaints. The
line of communication in the OTA Program is as follows:

o If the problem involves a classmate, first collaborate with that person

o Ifthe problem relates to an issue with an instructor, the student should first collaborate with the instructor.

o If no workable solution can be reached with the instructor or classmate, the student should request a
meeting with the Program Director and/or Chair of the School.
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o If no workable agreement can be reached with the Program Director and/or Dean, the student should contact
the Associate Vice President for Academic Affairs.

Faculty membersare alwayswi | | i ng t o hear andéreskilledtatadive hstening. Theyonmaycasist thes
student via role-modeling and/or coach effective communication. Formal complaints must be filed in accordance with
University policies and procedures as outlined in the WNMU Student Handbook.

3. Professional Behaviors

Entry-level and experienced occupational therapy practitioners are required to demonstrate a high level of
professionalism. Consequently, students enrolled in the occupational therapy assistant program are expected to develop
and demonstrate behaviors and attitudes consistent with those of the profession. Specific documents which address
professional behaviors specific to occupational therapy include AOTA Standards of Practice and the AOTA Code of
Ethics (see Appendix H).

The Professional Behavior Assessment (Appendix G) sets forth the expected behaviors and attitudes specific to the OTA

student. Each semester, students will be evaluated using this assessment. The assessments will constitute at least 5% of

the calculated grade for each class (fieldwork classes will be higher). These assessments are a permanent part of the

student's academic file. Thes t ud e nt a n dcadenticadvisort raviewehase docsiments and use them as a tool to
evaluate and facil it at e Studénisareexpestel & nse thes reyewsdofinersag theirnal gr ov
professionalism throughout the program. Refusal to accept constructive input and/or a failure to improve behavioral

deficiencies over time may result in dismissal from the program.

In interactions with peers, faculty, university personnel, and recipients of occupational therapy services, it is expected that
a concern and respect for the rights, dignity, and contributions of the other individual(s) should be evident, regardless of
differences. Indeed, an ability to understand the beliefs, attitudes, and values of other individuals and to value their
contribution is critical to the success of the OT professional.

Actions which violate expected Professional Behaviors and ethics include, but are not limited to:
T Exhibiting behaviors which interfere wiabilhytotlehre i nst r
1 Behaviors which shows a lack of respect for the rights, dignity, and contributions of other individuals including
peers, faculty, university personnel, fieldwork supervisors, and recipients of occupational therapy services.

1 Violationsoft he Ameri can Occupational TF(eeApmmpixHAssoci ation'
9 Any breach of confidentiality. Any violation of Health Information Portability and Accountability Act (HIPAA)

rules.
9 Cheating and/or dishonesty in any form, including unauthorized use of resources during an exam, taking answers

fromanot her individual'‘s exam, altering an ewthoot or t he

prior authorization of the instructor), removing from the premises either all or part of an examination either
physically or in an altered state (without prior authorization of the instructor).

T Unauthorized use of a n o t Hleasy writsen work, exams, or assignments (plagiarism).

M Misrepresentation of work submitted

Disciplinary action as a result of the above-noted behaviors will be commensurate with the frequency and type(s) of

behavior, and may range from a verbal discussion to a written warningtor ecei vi ng an —FI grade i n
dismissal from the program. In the case of a violation of the AOTA Code of Ethics, two documented violations will be

grounds for automatic dismissal from the program.

In any situation where a student is facing dismissal from the program for any reason other than academic performance,
academic misconduct, or behaviors/activities that are harmful in nature, the following is the sequence of steps that are
followed:
1. Student receives verbal counseling by faculty regarding specific behaviors and attitudes, and a specific action to
remedy is defined.
2. If the issue continues, the student receives a written warning that includes a specific corrective plan of action
with a defined time line. The defined time line is intended to provide the student with adequate time in which to
demonstrate the desired behaviors on a consistent basis.
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3. If the student still fails to correct the deficiencies, student is dismissed by a majority vote of the permanent full-
time and part-time OTA faculty.

IN THE EVENT THAT A STUDENT ENGAGES IN AN ACTIVITY THAT MAY BE HARMFUL TO ANOTHER

I NDI VI DUAL' S SAFETY A NIBDERRRGRAE EACBLHY ANB,DEPARTMENT CHAIR
RESERVE THE RIGHT TO TAKE IMMEDIATE DISCIPLINARY ACTION THAT MAY RESULT IN DISMISSAL
FROM PROGRAM. THIS WOULD INCLUDE ANTHING OCCURING ON OR OFF CAMPUS.

Any student who is dismissed from the OTA program in accordance with this procedure may appeal as outlined in the
WNMU Student Handbook.

4. Dress code

A neat, clean, well-groomed appearance that reflects well on the student, the school, and the profession is expected.
Students are expected to practice good personal hygiene and wear clothing that is non-offensive and appropriate in both
the classroom and fieldwork settings. Unless otherwise instructed by the instructor of record, students on fieldwork or
class assignments outside of the classroom are expected to conform to the following:

Always be sure name tags are clearly visible

Wear official OTA Program polo shirt

Khaki or black pants only

No hats

Solid colored, non-canvas, closed-toe and closed-heel shoes, nonskid soles required

Appropriate underwear, stockings, or socks; women must wear a bra

Jewelry should be limited to watches and stud earrings, no hoops or dangles

Perfumes and colognes should be avoided

Good personal hygiene: hair, body, breath

Compliance with individual fieldwork site dress code and/or requests

Tattoos must not be visible

=4 =4 =8 A A A - o e e

5. Test review

It is the policy of the OTA Program that tests will not be returned to students. Test review will be at the discretion of
individual faculty.

6. Phelps Dodge Lab Safety and Building Use Policies

To provide a safe environment for students and faculty, to facilitate an environment conducive to education, and to allow
maximum accessibility to all occupational therapy assistant students, policies have been formulated and will be followed.
It is the responsibility of all students and faculty to abide by Phelps Dodge policies, report any known violations, and
provide suggestions which might improve the safety and/or efficiency of all of our classrooms and labs. Phelps Dodge
policies are as follows:

9 The OTA labs will be accessible to students Monday through Friday between the hours of 8:00 a.m. and 4:30

p.m. when there is no class in session, and a work study, staff, or faculty member is present.

9 For safety and risk management reasons, only registered students are allowed in the classrooms. In rare and

extreme circumstances, and with prior approval, exceptions may be granted by the instructor.

T Cell phones are to be turned off during class and lab times, without exception. Students should provide family

members with the main number for the Department of Allied Health for emergencies.

9 Children are never allowed in any lab or classroom without prior instructor approval or parental
supervision. If children become a distraction to the class, you will be asked to leave and given an
unexcused absence.

Computers in the labs are available only to Allied Health students.
With faculty approval, equipment will be available to students to be used outside of Phelps Dodge. Students
must sign equipment out from the secretary.

= =
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9 Library resources are to remain in the Allied Health library. With faculty approval, an overnight checkout may

be authorized. Failure to return resources may result in withheld grades.

Professional behavior shall be demonstrated at all times.

Standard Precautions and good infection control procedures will be followed at all times.

If anything is removed from cabinets, the student is responsible for returning it to its designated space.

The student is responsible to clean up any messes they make.

Put all trash in appropriate receptacles.

Food and drinks are prohibited in the proximity of any computer.

Students may store food in the ADL refrigerator; however, food stored in the refrigerator must be labeled with

name and date.

Any food left in refrigerator will be thrown away, container and all, on Friday afternoon.

Cups or dishes used must be washed, dried, and put away in cabinet.

Drinks are permitted in classrooms only in closed containers.

Use of any tobacco product is prohibited in Phelps Dodge. Smoking is permitted outside the building beyond

primary entrances. In the back, that means up the stairs and away from primary routes to the building. Ashtrays

are provided and students are expected to use them. Tossing cigarette butts on the ground is littering, bad for the

environment, and unacceptable.

9 Atthe end of all labs and classes, students are expected to clean all debris or trash and return tables and chairs to
their typical locations.

9 Courtesy is expected at all times.

1 Anydisregard for these policies may be reflected in Professional Behavior Grades.

=4 =4 =4 =& —a -4 -8
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7. Special Needs Students

Services for students with disabilities are provided through the Disability Support Services Office in the Juan Chacon
Building, Room 147. Some examples of the assistance provided are: audio materials for the blind or dyslexic, note
takers, readers, campus guides, audio recorders, a quiet testing area, and undergraduate academic tutors (available to all
WNMU students). In order to qualify for these services, documentation must be provided by certified health care
professionals. Disability Support Services' forms are available in the Academic Support Center. The Disability Support
Services Office, in conjunction with the Academic
for students with disabilities. Disability Support Services Office can be contacted by phone at (575) 538-6014 or e-mail
at dss@wnmu.edu .

8. Advising

All students will be assigned to an academic advisor in the OTA Program. The academic advisor will be available during
posted office hours or by appointment to the student for consultation regarding the s t u d educationa program,
academic progress, professional development, and factors influencing that program. There will be a minimum of two
advising meetings per semester. The first will be within the first month to review professional behaviors and academic
progress. The second will be for pre-registration purposes prior to the next semester. It is recommended that the student
schedule pre-registration appointments as soon as possible after early registration opens each semester. The student is
expected to come prepared with the updated Course Tracking Form (see Appendix A) and proposed course schedule. In
addition to meetings to approve registration plans, additional meetings may be held as needed throughout the program.
Either the advisor or the student may initiate meetings.

9. Essential job function

As defined by the Department of Labor, and the Dictionary of Occupational Titles, essential job functions are those
functions that the individual engaged in a specific occupation must be able to perform. Reasonable accommodations may

Suppc

be applied to areas of disabil i teirelaedtothewdadenitisesting abwell —r e a s ¢

as the clinical settings in which the student would be expected to perform. Essential job functions for the OTA student
are reflected in Appendix L. Students should also refer to the Fieldwork | and 1l manuals for information on what is
required during the clinical experiences. Students may be required to obtain a background check, drug screen, or child-
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abuse clearance at their own expense if a fieldwork site requires it. Declining to do so may eliminate that student from
that fieldwork experience.
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OBJECTIVES AND COMPETENCIES NEEDED FOR GRADUATION

Upon completion of the program, the OTA student will be able to:

1

= =4 =4 a4 -a A =

=

Define the profession of occupational therapy and relate its history to a variety of audiences in a variety of
contexts.

Delineate the role of the COTA and the OTR. Atrticulate the roles and functions of the occupational therapy
assistant in a variety of practice environments, including community based practice.

Understand and apply occupation as the focus of practice in occupational therapy. Identify the components of
the OT process.

Articulate the definitions of the concepts of occupation, performance in areas of occupation, performance skills,
performance patterns, context, activities' demands and client factors.

Describe and apply to practice the major occupational therapy frames of reference.

Demonstrate familiarity with the occupational therapy intervention theories that frame treatment of persons of all
ages, disabilities, and/or populations at risk of disability.

Demonstrate how race, class, gender, environment, and culture influence the OT process, and influence
evaluation and intervention techniques.

Demonstrate awareness of the cultural, race, gender, environment, and age appropriate components of
occupation.

Examine the cultural context of disability and its affect on occupational performance.

Focus treatment and practice on prevention and health maintenance, with emphasis on remediation, daily life
tasks, and vocation adjustment.

Analyze occupational tasks using activity analysis methods and application of the Practice Framework.

Learn, teach, adapt, and grade a variety of occupational tasks.

Identify and apply how the environment can be used to promote the performance of occupational tasks.
Perform environmental assessment and adaptation appropriate to COTA practice.

Demonstrate competence in the safe execution of basic clinical skills.

Describe the major psychiatric conditions, physically disabling conditions, and developmentally disabling
conditions and their influences on occupational performance.

Gather data for evaluation using assessment skills typical of practice by COTAs.

Formulate general therapeutic goals and objectives under appropriate supervision; participate in the evaluation
process, development of treatment goals and treatment plans, and discharge planning for clients.

Demonstrate competence in the selection and execution of relevant and appropriate intervention skills that
maximize occupational function of the person with disability.

Plan and implement relevant and appropriate occupational therapy interventions for individuals, groups, and

populations.
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1 Understand and demonstrate the therapeutic use of self to create environments and interactions that maximize
client responses.

1 Fabricate adaptive equipment and basic orthoses; articulate and demonstrate principles of assistive technologies

and devices.

Articulate the appropriate and safe use of selected thermal and mechanical modalities.

Communicate clearly, concisely, and professionally in written and verbal format.

Record and communicate the results of intervention.

Assist with the referral of clients to appropriate resources.

Demonstrate reliable work habits and behaviors consistent with the professional role of the COTA.

= =4 -4 -4 -4 A

Establish meaningful and comfortable relationships with clients, coworkers, and supervisors; establish

collaborative relationships with staff, functioning as an effective member of the health care team.

=

Demonstrate good judgment in seeking assistance, responding to feedback, and conducting oneself ethically.
Assist the OTR with assessment, program planning, treatment, quality assurance, and service management.
Utilize research tools to acquire evidence based literature and use professional literature to make evidence based
practice decisions.

Demonstrate the significance of professional research to the practice of OT.

Adhere to the AOTA Code of Ethics.

Understand basic procedures for effective and efficient management of facility, space, capital budgets, operating
budgets, and manpower.

T Participate in the management process related to effective and efficient patient services and quality assurance.

Occupational Therapy Assistant Student Manual 2013-2014 Page 19



College of Professional Studies

Provost, Dr. Jack Crocker

School of Health

School of Human
Services

Sciences
Social Work/Behavioral Sciences | | Allied Health/Nursing

T
Department of Allied

Department of Department of
Social Work Behavioral Sciences

Chair, Dr. Beth Chair, Andy Warren
Walker

Department of Nursing

Health
Chair,
Dr. Miguel Narvaez

Chair, Joe Heidrick

Administrative Secretary
Merritt
Reed

Occupationa
Therapy Assistant
Program

Master of
Occupational
Therapy Program
Program Director,
Dr. April Wikstrom

Executive Fieldwork
Assistant

Debbie Sullivan

Kinesiology

Rehabilitation
Services Program

Program Director,
Dr. Miguel Narvaez

Program

Program Director,
ConnieRooks

Dr. Miguel Narvaez

Assistant
Professor

Dr. Takahiro Sato

MOT Fieldwork
Coordinator

Melanie Ford

Assistant
Professor

Melanie Ford

Fieldwork Coordinator and
Assistant Professor

Adjunct Assistant
Professors

Luanne Templeton
Dr. Stefanie Howe
Lenita H-Murphy

Assistant
Professor

Lesley Ping

Occupational Therapy Assistant Student Manual 2013-2014 Page 20



DEPARTMENT OF ALLIED HEALTH CONTACT INFORMATION

Main Telephone (575) 538-6442

FAX (575) 538-6126

Street Address: 1000 W. College St. Silver City, NM 88061
Mailing Address c/o WNMU, P.O. Box 680, Silver City, NM 88062

M Miguel Narvaez, Department Chair

Telephone (575)538- 6864

e-mail Miguel.Narvaez@wnmu.edu
1 Merritt Reed, Secretary

Telephone (575) 538-6442

e-mail reedm2@wnmu.edu

Occupational Therapy Assistant Program
T Connie Rooks, Program Director
Telephone (575) 538-6404
e-mail rookscl@wnmu.edu

Y  Darin Finch, Asst. Professor and Fieldwork Coordinator

Telephone (575) 538-6351
e-mail finchd@wnmu.edu
9 Lesley Ping, Asst. Professor

Telephone (575) 538- 6859
e-mail pingl@wnmu.edu

Masters of Occupational Therapy Program

T April Wikstrom, Asst. Professor & Interim Program Director
Telephone (575)538-6442
e-mail wikstroma@wnmu.edu

9 Melanie Ford, Asst. Professor & Fieldwork Coordinator

Telephone (575)538-6442
e-mail

Kinesiology Program

1 Dr. Miguel Narvaez

Telephone (575) 538-6864

e-mail narvaezm@wnmu.edu
§ Dr. Takahiro Sato

Telephone (575) 538-6861

e-mail satot@wnmu.edu

Rehabilitation Program
1 Luanne Templeton, Adjunct Assistant Professor

Telephone 505-514-8087
e-mail templetonl@wnmu.edu
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CERTIFICATION

Upon completion of the OTA program, including Level 2 Fieldwork, students are eligible to apply to take the national
certification examination for occupational therapy assistants. This examination is administered by the National Board for
Certification in Occupational Therapy (NBCOT). NBCOT is the certifying body for the OT field, and requires the
following in order for a student to sit for the exam: 1) completion of an accredited program, and 2) the character review.

Certification for the OTA (COTA) is conferred after the student successfully completes this examination. Most states
require licensure in the state in order to practice as a COTA. The initial state license is usually based upon the results of
the NBCOT examination.

Character Review

NBCOT® s character review pr ogr amfoste illega snethicdl, end/gr imcorhpéteat i nt er
behaviors of individuals who are yet to be certified by NBCOT®. To ensure that occupational therapy practitioners meet

standards of professional conduct prior to entering the profession, all applicants for certification are required to provide

information and documentation related to affirmative responses to character questions on the examination application.

Candidates applying for the NBCOT® Certification Examination for OCCUPATIONAL THERAPIST REGISTERED
OTR® (OTR) or CERTIFIED OCCUPATIONAL THERAPY ASSISTANT COTA® (COTA) must answer each of the
following questions on the examination application:

A Have you ever been charged or convicted of a felony? (NOTE: Candidates must answer affirmatively even if
records, charges, or convictions have been pardoned, expunged, released or sealed.)

A Have you ever had any professional license, registration, or certification revoked, suspended or subject to
probationary conditions by a regulatory authority or certification board?

A Have you ever been found by any court, administrative, or disciplinary proceeding to have committed
negligence, malpractice, recklessness, or willful or intentional misconduct which resulted in harm to another?

A Have you ever been suspended and/or expelled from a college or university?

If the answer to any of t he suemitthafdieving infonmtion tsNBCGT& ss, | t he ¢
Regulatory Affairs Department:

A An explanation of events regarding the incident(s)
A Copies of official documentation related to the incident(s); and

A Any additional information or documentation the candidate may wish to include, such as remedial measures
taken since the incident.

NBCOT® will review the information submitted on an individual basis and determine whether the incident(s) has a direct
relationship to a potential violation(s) of the Candidate/Certificate Code of Conduct. If a direct relationship is found, the
NBCOT®™ s Qualifications amitleen@pimposk sanations, ecluding bairiey acandidate from
becoming certified by NBCOT® either indefinitely or for a designated period of time. For additional information see
Procedures For The Enforcement Of The NBCOT Candidate/Certificate Code Of Conduct.

All information must be submitted and reviewed\BBCOT® before eligibility to take the certification examination is
determined.

On the whole, an incident(s) that is more than 10 years old, where an individual can clearly demonstrate that he or she has

taken remedial or rehabilitative measures to change their behavior, is generally reviewed favorably. More recent

incident(s), (e.g., where an individual might still be under probationary conditions or restrictions), are reviewed with

more caution and scrutiny, and may be subject to sanctionby NBCOT®™ s Qual i fi cations and Comp
Committee.
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Early Review

An individual who is considering entering an educational program or has already entered an educational program can

have his or her background reviewed prior to actually applying for the exam by requesting an early determination review.

The fee for this reviemwnimsat$ildml 0Mroomayeise darly otphioeagpb@IC T d e t
to take the certification exam, as it pertains to good moral character, provided that the information reviewed is not found

to be a violation of any of the principles of the Code of Conduct. Click here to download the payment form.

At the time an individual, who has received a favorable early determination review, applies to take the certification
examination, he or she will still be required to respond to the character questions posed on the certification examination
application. Provided that no additional incident(s) relating to good moral character have occurred since the favorable
review, the individual will simply need to submit a statement with his or her examination application that refers to the
favorable early determination and affirms that no additional incidents have been committed since the review. He or she
would not be required to resubmit the information reviewed in the early determination process.

For Early Determination a candidate must submit the following informationto NBCOT® s Cr edenti al i ng Se
Department:

A An explanation of events regarding the incident(s) for review;
A Copies of official documentation related to the incident(s); and

A Any additional information or documentation the candidate may wish to include, such as remedial measures
taken since the incident.

For Additional Information

If you have additional questions or would like additional information, you may contact Credentialing Services at
NBCOT, located at 800 S. Frederick Avenue, Suite 200, Gaithersburg, Maryland 20877 (301) 990-7979.
Contact character.review@nbcot.org.

LICENSURE

Any questions a candidate may have regarding whether or not there would be problems being licensed in the field in the
resident state would have to be answered by the regulatory entity in that state where the candidate intends to practice.
While all jurisdictions that regulate occupational therapy accept NBCOT® certification as one of the prerequisites for
licensure, each makes its own decision and has its own rules and criteria for reviewing matters regarding good moral
character. For additional information on licensure requirements, see www.aota.org/practitioner/licensure. Information
on licensing in New Mexico can be found at: wwuw.rld.state.nn/Occupational Therapy or you can e-mail them at:
occupationaltherapy@state.nm.us. You can also reach them by mail or telephone at: Board of Examiners for
Occupational Therapy, 2550 Cerrillos Road, Santa Fe, NM 87505 Phone: (505) 476-4940 or Fax (505) 476-4645.
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PROFESSIONAL ORGANIZATIONS AND MEMBERSHIPS

You will find membership in professional organizations beneficial to your success throughout your career. Most
professional organizations offer benefits such as: continuing education credits, subscriptions to journals and quarterlies,
resources for your practice model, opportunities for advocacy, career and professional resources, networking
opportunities, special interest updates, annual meetings and even product discounts. Others will be important to you as
you renew your certifications and licenses, while others will offer you the opportunity to give back to the OT community
through volunteering your time and talents. As a student, it pays to get in the membership habit now. Some opportunities
available to you:

T Students of Occupational Therapy Club (SOTA) - This WNMU student organization is OT A-student run for
the benefit of the OTA student members. SOTA periodically arranges for speakers to present topics of interest
to the student members, and provides networking opportunities via periodic luncheon potlucks. In years when
fundraising has been successful, funds raised by the club were used to offset certain membership fees and
clerkship costs for members. All students are encouraged to join and participate.

T The American Occupational Therapy Association, Inc (AOTA) - www.aota.org Provides several
membership cat egories for OT and OTA practitioners, i ncl
the benefits listed above, there is helpful information on Fieldwork, Certification exams, Research and State
Licensure. There is also information for various scholarships and financial aid available to OTA students
(aota.org/Students/Aid.aspx). In addition:

o0 Assembly of Student Delegates: The ASD Delegate from each educational program in the U.S.
represents the school at the ASD Pre-Conference Delegate Meetings. ASD provides a mechanism for
the expression of student concerns, and offers a means whereby students can have effective input into
the affairs of AOTA.

o Student Advocacy: AOTPAC for Students, Advocacy Fieldwork Experiences, Capitol Hill Day.

T New Mexico Occupational Therapy Organization (NMOTA) i www.nmota.org To quote the NMOTA
website:

Youmayask, i Why is it important to belong tTee bot h my
answer is that, as a professional, you derive significant and unique benefits from each.

You may also ask, ""Who controls the future of occupational therapy?'* By supporting NMOTA and

AOTA. You do!... With your membership, you are investing in the organizations that keep our

profession strong. Both AOTA and NMOTA monitor legislation and regulations that affect our

profession and your ability to practice; we advocate on your behalf; and represent the occupational

therapy profession to legislators, policymakers, insurers, and sources that refer our services.

9 National Board for Certification in Occupational Therapy (NBCOT) i www.nbcot.org From their
website:

The National Board for Certification in Occupational Therapy, Inc. (NBCOT) is a not-for-profit
credentialing agency that provides certification for the occupational therapy profession. NBCOT serves
the public interest by developing, administering, and continually reviewing a certification process that
reflects current standards of competent practice in occupational therapy. We also work with state
regulatory authorities, providing information on credentials, professional conduct, and regulatory and
certification renewal issues.

1 Accreditation Council for Occupational Therapy Education (ACOTE) i ACOTE is the accreditation arm of
AOTA and lists its Mission Statement as:

The mission of the Accreditation Council for Occupational Therapy Education (ACOTE) is to foster
the development and accreditation of quality occupational therapy education programs. As an
autonomous entity, ACOTE establishes rigorous standards for occupational therapy education at
multiple degree levels, thereby supporting the preparation of competent occupational therapists and
occupational therapy assistants. ACOTE will continually evaluate its functions to serve as a model for

et hical, accountabl e, and efficient practice, a
promoting the health and participation of people, organizations, and populations through engagement in
occupation.
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PROGRAM EVALUATION

It is critical to the evolution and on-going efficacy of the Occupational Therapy Assistant program that students be aware
of and involved in the ongoing evaluations of the program. It is only with your input that the process remains relevant
and dynamic. During your time as a student here at WNMU, you will have many opportunities to evaluate courses and
provide feedback regarding the OTA program. It is important that you continue to give us feedback after graduation, as
well, so that we know how well prepared you are for the workplace.

The Occupational Therapy Assistant program systematically evaluates the success of the program to ensure that the
program is providing the students with the educational skill development and clinical experience to successfully function
as entry-level occupational therapy assistants. This entry-level criterion is defined by the American Occupational
Therapy Association (AOTA) in concert with the Accreditation Council for Occupational Therapy Education (ACOTE)

and the National Board for Certification in Occupational Therapy (NBCOT). We have built WNMU*

exceed the definitions provided by these groups, and rely on our stakeholders, including all students, to provide feedback
to ensure that we remain a leader in the field.

The primary focuses of our ongoing evaluations are: Individual Courses, Student Performance, Curriculum Design and
Admission Criteria and Process.

Evaluation Focus Evaluation Methods

Individual Courses Peer review by faculty

WNMU course evaluations
Selected data obtained from student
FW I and Il evaluations

Student Performance Certification Exam results
FW I1 evaluations
Employer Surveys

Graduate Survey

Curriculum Design Preceptor/FW Supervisor survey
FW 11 evaluations

Faculty curriculum review

Admission Criteria & Process Analysis of student statistics
Advisory committee input
Graduate survey
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APPENDIX A
WESTERN NEW MEXICO UNIVERSITY
OCCUPATIONAL THERAPY ASISTANT PROGRAM
COURSE TRACKING FORM

Student: Advisor:

Classes Date Grade Course Course Credit Points
completed received | substitution substitution Hours
form

completed?

BIOL 254 (4)

PSY 102 (3)

ENG 101 (3)

OTA 155 (3)

OTA 160 (3)

Semester 1 —16cr.

BIOL 255 (4)

RHAB 340 (3)

OTA 161 (1)

OTA 165 (3)

OTA 162 (2)

OTA 220 (3)

Semester 2 16 cr.

COMM 110 (3)

Soc 101 (3)

Summer 6cr.

OTA 223 (1)

OTA 230/232 (4)

OTA 240/243 (4)

OTA 245/247 (4)

OTA 255 (3)

Semester 3 —16 cr.

OTA 2421246 (4)

OTA 241/244 (4)

OTA 250/252 (4)

OTA 260 (1)

OTA 256 (1)

Semester 4 —14cr.

OTA 270 (6)

OTA 272 (6)

Program GPA Semester GPA
Semester 1
Semester __ 2
Semester 3
Semester __ 4

Semester
Semester
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APPENDIX C
APA PAPER GENERAL REQUIREMENTS

General Guidelines

9 Papers should be double-sp aced, typed, -inshmdrgins-teft pistifydage, doi not full justify.
T References (including a bibliography) must be cited and listed using APA style (see Appendix C).
9 Headings, introductions, and conclusions are to be used for organization.
9 Correct grammar, punctuation, and spelling are important.
1 Use unbiased language — watch gender and ethnic labels.
T Use abbreviations sparingly.
Grammar

T A verb must agree in number (i.e., singular or plural) with its subject.
9 Each pronoun should refer clearly to its antecedent noun and should agree with the antecedent in number and
gender. A pronoun must agree in number (i.e., singular or plural) and in gender (i.e., masculine, feminine, or
neuter) with the noun it replaces.
9 Anadjective or an adverb whether a single word or a phrase, must clearly refer to the word it modifies.
T Elements in a series should be parallel in form (e.g

Headings
T For one level of headings, use only centered upper and lowercase headings.
T For two levels of headings, the first level is the same as the single level heading, and the second level is flush
left underlined upper and lower case. Introductions do not carry a heading labeling it as the introduction.

Seriation
To show seriation within a paragraph or sentence, use lowercase letters in parentheses. Example: Participants considered
(a) some alternative courses of action, (b) the factors influencing the decision, and (c) the probability of success.

Margins
1 Leave uniform margins of at least one inch at the top, bottom, right, and left of every page.
1 The length of each typed line is a maximum of 6 % inches with 65 or 78 characters per line (i.e., the type must
be 10 or 12 point depending on the font used).
9 Do not full justify. Instead, use the flush-left style, and leave the right margin uneven or ragged.
9 Do not hyphenate words.

Citation of Sources in Text

Whether paraphrasing or quoting an author directly, the source must be credited. The APA uses the author-date method
of citation; that is, the surname of the author (do not include first names, initials, or suffixes such as Jr.) and the year of
publication are inserted in the text at the appropriate point.

Single Author

T Jones (1995) stated that ..

9 The average age of onset is 15 years old (Jones, 1995).

Two Authors

Join the names in a multiple author citation in running text by the word and In parenthetical material, join the names
by an ampersand (&).

T As Jones and Smith (1997) demonstrated..

T .. from this study (Jones & Smith, 1997) .
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Appendix C Continued

Three or More Authors

Cite all authors the first time the reference occurs. In subsequent citations included only the surname of the first author
foll owed by —et al.ll and the year.

9 Firstcitation in text: Smith, Jones, and Little (1999)

9 Second citation in text: Smith et al. (1999)

Quotations
Quotations of fewerthan4 0 wor ds shoul d be incorporated into the tex
Display quotations of 40 or more words in a double-spaced block with no quotations marks. Do not single space. Indent
five spaces from the left margin without the usual opening paragraph indent. For a direct quotation in the text, give the
author, year, and page number in parentheses. When paraphrasing, a page number is not required.
T Smith (1999) stated, —.— (p.9).

For Electronic Sources

At a minimum, a reference of an Internet source should provide a document title or description, a date (either the date of
publication or update or the date of retrieval), and an address (in Internet terms, a uniform resource locator, or URL).
Whenever possible, identify the authors of a document as well. Direct readers as closely as possible to the information
being cited; reference specific documents rather than home or menu pages. Provide addresses that work.

9 University of California, San Francisco, Institute for Health and Aging (1996, November) Chronic care in
America Retrieved October 21, 2002, from http://uvm.edu/~ncrane/estyles

1 Greater New Milford Area Health Community, 2000. Who has the time for a healthy me&i@ssage posted to
http://www.apa.org/journals/webref.html

TheReference List

References cited in your paper must appear in the reference list; each entry in the list must be cited in your paper.
Arrange entries in alphabetical order by the last name of the author or authors. List the author first, then the year of
publication, the title of the book, city and state of publication, and publisher. Examples follow for different types of
reference materials.

Book
T Author, A. A. (1996). Title of Work St. Louis, MO: Academic Press.

Edited Book
M Author, A. A, & Author, B. B. (Eds.). (2001). Title of Work Englewood Cliffs, NJ: Prentice Hall.

Magazine
9 Author, A. A, Author, B. B., & Author, C. C. (1996). Title of article. Title of MagazineXXI, 175-185.

Newspaper
9 Title of article. (2002, July 15). Title of Newspapep. A12

Online Periodical
9 Author, A. A,, Author, B. B., & Author, C. C. (1996). Title of article. Title of Periodica) 5, 177-123. Retrieved
November 15, 2002, from http://uvm.edu/~ncrane/healthvision

Brochure
1 Publisher of Brochure. (2000). Title of brochure(4™ ed.) [Brochure]. Lawrence, KS: Author

Television Broadcast
9 Name of executive producer (Executive Producer). (1998, October 22). Title of TV showTelevision Broadcast).
New York: ABC
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APPENDIX D
SAMPLE WRITTEN WORK COVER LETTER

‘

Paper ‘s DuWweneD21ly® (i . e. ,
Pr of e s s or ;Mrs Cbanie®ooks)i . e .
Department of Allied Health

Occupational Therapy Assistant Program

Western New Mexico University

Phelps Dodge

Silver City, NM 88061

Re: Class - Introduction to OT
Assignment — Research Paper

Dear Mrs. Rooks:
Encl osed please find my Research paper due June 29,

the research process, especially in light of the long term value of research as a tool for me as an OT practitioner.

Sincerely,

Student Name
Phone Number
e-mail address
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APPENDIX E
STUDENT PRESENTATION GUIDELINES

Student Presentation Tips
1 Determine how much time you have to speak, and plan accordingly; practice ahead of time to be sure you stay
within the allotted time
T Prepare your materials well in advance of the due date, some type of interactive component (audiovisual aids) is
recommended as they:
o Stimulate interest
o Clarify content
o  Simplify complex information
o I mprove | istener‘s recall
Organize your material in a medium that is comfortable for you (i.e., notes, 3X5 cards, pictures, outlines.)
Make eye contact with your audience throughout the presentation
NEVER READ YOUR PRESENTATION to your audience!
Open your presentation in a way that will get the audience's attention and make them want to listen to you
State your objectives at the beginning of your presentation and prepare concluding points for the end
Use a natural pace and natural gestures; changing voice inflections add interest to your topic
Project enthusiasm without preaching; relax, being nervous is not unusual - the majority of human
communication is nonverbal, so how you look, sound, and come across is vital to your audience
Gear your presentation to your audience, don't talk down to them; talk "to" them not "at" them
Include question and discussion time; think about what questions might be asked and be prepared for them
Develop some questions of your own to ask the audience in case the question/answer period begins slowly;
throughout your presentation direct questions to the group, if possible
T Repeat questions that come from the audience to be sure everyone knows the question you are answering
9 Don't get involved in extended dialogue with one person; suggest they remain after if they want an in-depth
discussion after your initial response to the question
9 Effective learning is a shared partnership between presenter and audience, reinforce this partnership by
interacting with your audience

=4 =4 =& =4 -4 —a s

= =4 =4

Student Interative Media/Audiovisual Aids

Types of Interactive Media and/or Audiovisual Aids include, but are not limited to:
Overheads

Slides

Videotape/film/DVD

Posters

Computer-based presentations

=4 =4 =4 -4 -8

For effective presentations:

Keep materials simple; complex designs and/or too much animation may be distracting
Choose colors carefully, high contrast is easier to see

Practice using your AV aids ahead of time to increase your comfort level with the technology
Give the audience time to process information before moving to the next item

Be flexible, mix the AV media to make a stronger point

= =4 =4 =4 =8

*Adapted from The AOTA Presenter's Handbook, A guide to effective communicadioresnber, 1998
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Appendix E Continued
This outline contains the criteria that the OTA faculty will be using to assess your presentations. Individual faculty will
assign points to each category according to each individualf acul ty‘s expectation of the

Presentation Portion

Presenter delivers compelling introductory statement
Presentation delivery (use of body, eye contact, volume, gestures, etc.)
Use of appropriate learning materials

Objectives are identified and closing statement summarizes presentation

Content Portion
Content is clearly researched and comprehensive
Content is concise and relevant to topic
Information is accurate and current
Readings, references, videos, handouts are appropriate, relevant, and useful to audience and fully integrated into
the topic
Teaching methods used are appropriate, clear, and show some variety for the topic and assignment

Thoroughly meets the purpose of the assignment

Peer Assessment

Peers were involved and contributed to the presentation
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APPENDIX F

DEPARTMENT OF ALLIED HEALTH WRITING COMPETENCY RUBRIC

4 = Exemplary

3 = Expected in college writing

2 = Intervention recommended
1 = Intervention necessary

0000

Responds to the assignment in an exemplary fashion

Maintains a strong sense of purpose and organization throughout

Provides relevant, specific, and convincing supporting details

Uses correct, varied sentences with few, if any, errors in mechanics, grammar,
syntax, or spelling

Employs a rich vocabulary appropriate to the audience and task

OO0 0[O

Follows directions adequately

Is primarily presented in a purposeful and well-organized manner
Contains mostly relevant supporting details

Uses generally correct, ordinary sentence patterns; contains some errors in
mechanics, grammar, syntax, or spelling that do not severely hinder reader
understanding

Employs competent, if sometimes lackluster, vocabulary

Lol el el e]

Lel

Follows directions unevenly

Strays in terms of purpose and organization to the point of distraction

Makes very general statements or repeats ideas; lacks elaboration and explication
where necessary

Uses sentences that are poorly formed, repetitious in structure, lacking in
transitions, and/or occasionally incoherent; contains serious errors in mechanics,
grammar, syntax, or spelling

Employs vocabulary that is vague, unclear, or inappropriate

OO0 0[O

Lel

Responds barely to the assignment, if at all

Drifts completely in terms of purpose and organization to the point of disarray
Rambles disconnectedly from one cul-de-sac of ideas to the next

Uses incomplete and/or incoherent sentences; exhibits incompetence in regards to
mechanics, grammar, syntax, and/or spelling

Employs vocabulary that is vague, unclear, or inappropriate to a completely
unacceptable degree

Area 1 - Following Directions: Per t ai ns t dility thfelfill she reqdirentertts ofshe aasignment.

Score
Area 2 - Sufficient Content: Per t ai ns to the student‘s ability
evidence, and document resources when necessary.

Score

Area 3 - Organization: Pertains to the effective use of paragraphing, as well as the provision of transitions and
emphasis to convey the relationship between ideas.

Area 4 - Sentence Structure and Mechanical Errors: Pertains to knowing and correctly applying the basic rules of

Score

grammar, punctuation, syntax, and spelling, and varying sentence structure when appropriate.

Score

Area 5 - Vocabulary Choices: Pertains to the rich and effective use of language.

Area 61 APA Format

124 =

% X

Score

Score
pts = writing score

Adapted from Rio Salado College: Writing Competency Rubric

t

(o]
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APPENDIX G
PROFESSIONAL BEHAVIORS ASSESSMENT

STUDENT COURSE SEMESTER/YR

Purpose: This assessment provides students with ongoing feedback on their professional behaviors. Each instructor for
every professional course will base his/her ratings on observations of student performance in class, laboratory, and
fieldwork situation.

Rating Scale:
0 Unsatisfactory Does not demonstrate required level of skill
1 Needs Improvement Beginning development of skills but needs improvement in the quality
or quantity of skill
2 Meets Requirement Demonstrates required skill
3 Exceeds Requirement Demonstrates required skills beyond expected level
PROFESSIONAL DEVELOPMENT 0 1 2 3 COMMENTS
BEHAVIOR
Punctuality

1. Arrives at class on time

2. Turns in assignments on time

Participation/Attendance

3. Attends all classes/lab fieldwork

4. Verbally participates without prompting

5. Attends to instructor and asks appropriate
questions

6. Notifies instructor ahead of time of known
absences

Attitudes/Self Control

7. Is respectful to instructors and peers

8. Controls expression of emotions maturely

9. Resolves conflicts assertively

10. Exhibits flexibility in unexpected
situations

Communication Skills

11. Expresses self clearly and effectively
individually and in groups

12. Listens to peers and instructors

13. Gives constructive feedback in a timely
and appropriate manner

Cooperation With Others

14. Works cooperatively and productively in
teams, small groups and 1:1

Cleanliness

15. Practices good hygiene: hair, body,
breath, and attire
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inued

0

1

2

3

Response to Supervision

16.

Accepts constructive feedback without
becoming defensive

17.

Follow directions without complaining

18.

Requests supervision/feedback only when
needed

19.

Modifies behavior positively in response
to feedback

Initiative/Motivation

20.

Seeks out learning experiences/resources

21.

Does more than is expected/required

Problem Solving Skills

22.

Independently problem solves to develop
effective solutions

23.

Develops innovative, creative solutions to
problems

24.

Generalized information from one
situation to another

Responsibility

25.

Complies with program/course
expectations and rules

26.

Maintains safe environment in class/lab

27.

Accepts responsibility for own actions

28.

Organizes and prioritizes tasks
appropriately

29.

Is prepared for projects and presentations

Honesty/Integrity

30.

Admits to and corrects mistakes

31.

Maintains confidentiality of peers,
patients/others

32.

Recognizes and uses knowledge of
strengths and weaknesses

33.

Demonstrates functional level of
confidence

Subtotals

Total Score

46-52
53-59
60-66
67-73
74-80

81 and above

© oo ~NO Ol

10
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APPENDIX H
Occupational Therapy Code of Ethics and Ethics Standards (2010)

PREAMBLE

The American Occupational Therapy Association (AOTA) Occupational Therapy Code oftits and

Ethics Standards (201) —Code and Et hics Standardsll) is a pu
promote and maintain high standards of conduct within the profession. Members of AOTA are

committed to promoting inclusion, diversity, independence, and safety for all recipients in various stages

of life, health, and illness and to empower all beneficiaries of occupational therapy. This commitment

extends beyond service recipients to include professional colleagues, students, educators, businesses, and

the community.

Fundamental to the mission of the occupational therapy profession is the therapeutic use of everyday life
activities (occupations) with individuals or groups for the purpose of participation in roles and situations

in home, school, workpl a c e , communi ty, and other settings. -
physical, cognitive, psychosocial, sensory, and other aspects of performance in a variety of contexts to
support engagement in everyday life activities that affect health, well being,and qual ity of |

2004). Occupational therapy personnel have an ethical responsibility primarily to recipients of service
and secondarily to society.

The Occupational Therapy Code of Ethics and Ethics Standards (2@gGpilored to address the most
prevalent ethical concerns of the profession in education, research, and practice. The concerns of
stakeholders including the public, consumers, students, colleagues, employers, research participants,
researchers, educators, and practitioners were addressed in the creation of this document. A review of
issues raised in ethics cases, member questions related to ethics, and content of other professional codes
of ethics were utilized to ensure that the revised document is applicable to occupational therapists,
occupational therapy assistants, and students in all roles.

The historical foundation of this Code and Ethics Standards is based on ethical reasoning surrounding
practice and professional issues, as well as on empathic reflection regarding these interactions with
others (see e.g., AOTA, 2005, 2006). This reflection resulted in the establishment of principles that
guide ethical action, which goes beyond rote following of rules or application of principles. Rather,
ethical actionit is a manifestation of moral character and mindful reflection. It is a commitment to
benefit others, to virtuous practice of artistry and science, to genuinely good behaviors, and to noble acts
of courage.

Whil e much has changed over ,motehasremainedte sameoThe t he p
profession of occupational therapy remains grounded in seven core concepts, as identified in the Core

Values and Attitudes of Occupational Therapy Pracff®TA, 1993): altruism, equality, freedom

justice, dignity, truthand prudenceAltruismi s t he i ndi vidual ‘s ability t
before their own. Equalityrefers to the desire to promote fairness in interactions with others. The

concept of freedomand personal choice is paramount in a profession in which the desires of the client

must guide our interventions. Occupational therapy practitioners, educators, and researchers relate in a

fair and impartial manner to individuals with whom they interact and respect and adhere to the

applicable laws and standards regarding their area of practice, be it direct care, education, or research

(justice) Inherent in the practice of occupational therapy is the promotion and preservation of the

individuality and dignity of the client, by assisting him or her to engage in occupations that are

meaningful to him or her regardless of level of disability. In all situations,
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Appendix H Continued
occupational therapists, occupational therapy assistants, and students must provide accurate information,
both in oral and written form (truth). Occupational therapy personnel use their clinical and ethical
reasoning skills, sound judgment, and reflection to make decisions to direct them in their area(s) of
practice (prudence)These seven core values provide a foundation by which occupational therapy
personnel guide their interactions with others, be they students, clients, colleagues, research participants,
or communities. These values also define the ethical principles to which the profession is committed and
which the public can expect.

The Occupational Therapy Code of Ethics and Ethics Stand@@E) is a guide to professional
conduct when ethical issues arise. Ethical decision making is a process that includes awareness of how
the outcome will impact occupational therapy clients in all spheres. Applications of Code and Ethics
Standards Principles are considered situation-specific, and where a conflict exists, occupational therapy
personnel will pursue responsible efforts for resolution. These Principles apply to occupational therapy
personnel engaged in any professional role, including elected and volunteer leadership positions.

The specific purposes of the Occupational Therapy Code of Ethics and Ethics Standards {264 t:
1. Identify and describe the principles supported by the occupational therapy profession.
2. Educate the general public and members regarding established principles to which
occupational therapy personnel are accountable.
3. Socialize occupational therapy personnel to expected standards of conduct.
4. Assist occupational therapy personnel in recognition and resolution of ethical dilemmas.

The Occupational Therapy Code of Ethics and Ethics Standards )2i@fi@e the set of principles that
apply to occupational therapy personnel at all levels:

BENEFICENCE
Principle 1. Occupational therapy personnel shall demonstrate a concern for the well-being and
safety of the recipients of their services.

Beneficence includes all forms of action intended to benefit other persons. The term beneficence
connotes acts of mercy, kindness, and charity (Beauchamp & Childress, 2009). Forms of beneficence
typically include altruism, love, and humanity. Beneficence requires taking action by helping others, in
other words, by promoting good, by preventing harm, and by removing harm. Examples of beneficence
include protecting and defending the rights of others, preventing harm from occurring to others,
removing conditions that will cause harm to others, helping persons with disabilities, and rescuing
persons in danger (Beauchamp & Childress, 2009).

Occupational therapy personnel shall:

A. Respond to requests for occupational therapy services (e.g., a referral) in a timely manner as
determined by law, regulation, or policy.

B. Provide appropriate evaluation and a plan of intervention for all recipients of occupational
therapy services specific to their needs.
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Appendix H Continued
C. Reevaluate and reassess recipients of service in a timely manner to determine if goals are
being achieved and whether intervention plans should be revised.
D. Avoid the inappropriate use of outdated or obsolete tests/assessments or data obtained from
such tests in making intervention decisions or recommendations.
E. Provide occupational t her ap yevebokcompétence s t h a
and scope of practice (e.g., qualifications, experience, the law).
F. Use, to the extent possible, evaluation, planning, intervention techniques, and therapeutic
equipment that are evidence-based and within the recognized scope of occupational therapy
practice.
G. Take responsible steps (e.g., continuing education, research, supervision, training) and use
careful judgment to ensure their own competence and weigh potential for client harm when
generally recognized standards do not exist in emerging technology or areas of practice.
H. Terminate occupational therapy services in collaboration with the service recipient or
responsible party when the needs and goals of the recipient have been met or when services
no longer produce a measurable change or outcome.
I. Refer to other health care specialists solely on the basis of the needs of the client.
J. Provide occupational therapy education, continuing education, instruction, and training that
are within the i ngperiissiandtlecerofcesmpeiencd j ect area of
K. Provide students and employees with information about the Code and Ethics Standards,
opportunities to discuss ethical conflicts, and procedures for reporting unresolved ethical
conflicts.
L. Ensure that occupational therapy research is conducted in accordance with currently accepted
ethical guidelines and standards for the protection of research participants and the
dissemination of results.
M. Report to appropriate authorities any acts in practice, education, and research that appear
unethical or illegal.
N. Take responsibility for promoting and practicing occupational therapy on the basis of current
knowl edge and research and for further deve

NONMALEFICENCE
Principle 2. Occupational therapy personnel shall intentionally refrain from actions that cause
harm.

Nonmaleficencémparts an obligation to refrain from harming others (Beauchamp & Childress, 2009).

The principle of nonmal ef i c eponsibélityiosefram fromeansthee d i n
harm, inflicting injury, or wronging others. While beneficence requires action to incur benefit,

nonmaleficence requires non-action to avoid harm (Beauchamp & Childress, 2009). Nonmaleficence

also includes an obligation to not impose risks of harm even if the potential risk is without malicious or

harmful intent. This principle often is examined under the context of due carelf the standard of due care
outweighs the benefit of treatment, then refraining from treatment provision would be ethically indicated
(Beauchamp & Childress, 2009).
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Appendix H Continued
Occupational therapy personnel shall:

A. Avoid inflicting harm or injury to recipients of occupational therapy services, students,
research participants, or employees.

B. Make every effort to ensure continuity of services or options for transition to appropriate
services to avoid abandoning the service recipient if the current provider is unavailable due to
medical or other absence or loss of employment.

C. Avoid relationships that exploit the recipient of services, students, research participants, or
employees physically, emotionally, psychologically, financially, socially, or in any other
manner that conflicts or interferes with professional judgment and objectivity.

D. Avoid engaging in any sexual relationship or activity, whether consensual or nonconsensual,
with any recipient of service, including family or significant other, student, research
participant, or employee, while a relationship exists as an occupational therapy practitioner,
educator, researcher, supervisor, or employer.

E. Recognize and take appropriate action to remedy personal problems and limitations that might
cause harm to recipients of service, colleagues, students, research participants, or others.

F. Avoid any undue influences, such as alcohol or drugs, that may compromise the provision of
occupational therapy services, education, or research.

G. Avoid situations in which a practitioner, educator, researcher, or employer is unable to
maintain clear professional boundaries or objectivity to ensure the safety and well-being of
recipients of service, students, research participants, and employees.

H. Maintain awareness of and adherence to the Code and Ethics Standards when participating in
volunteer roles.

1. Avoid compromising client rights or well-being based on arbitrary administrative directives by
exercising professional judgment and critical analysis.

J. Avoid exploiting any relationship established as an occupational therapist or occupational
therapy assistant to further one‘'s own phys
interests at the expense of the best interests of recipients of services, students, research
participants, employees, or colleagues.

K. Avoid participating in bartering for services because of the potential for exploitation and
conflict of interest unless there are clearly no contraindications or bartering is a culturally
appropriate custom.

L. Determine the proportion of risk to benefit for participants in research prior to implementing a
study.

AUTONOMY AND CONFIDENTIALITY
Principle 3. Occupational therapy personnel shall respect the right of the individual to self-
determination.

The principle of autonomy and confidentiality expresses the concept that practitioners have a duty to

treat the client according to the client‘s desi
protect the client ' s aatononfyis refeered to asdht selidetdrmoimatiom t i o n .
principle. However, respect for autonomy goes beyond acknowledging an individual as a mere agent and

al so acknowledges a —person‘s right to hold vie
personal values and beliefsll f(Bmauchamp & Child
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Appendix H Continued
has become a prominent principle in health care ethics; the right to make a determination regarding care
decisions that directly impact the life of the service recipient should reside with that individual. The
principle of autonomy and confidentiality also applies to students in an educational program, to
participants in research studies, and to the public who seek information about occupational therapy
services.

Occupational therapy personnel shall:

A. Establish a collaborative relationship with recipients of service including families, significant
others, and caregivers in setting goals and priorities throughout the intervention process. This
includes full disclosure of the benefits, risks, and potential outcomes of any intervention; the
personnel who will be providing the intervention(s); and/or any reasonable alternatives to the
proposed intervention.

B. Obtain consent before administering any occupational therapy service, including evaluation,
and ensure that recipients of service (or their legal representatives) are kept informed of the
progress in meeting goals specified in the plan of intervention/care. If the service recipient
cannot give consent, the practitioner must be sure that consent has been obtained from the
person who is legally responsible for that recipient.

C. Respect the recipient of service's right

permanently without negative consequences.

D. Provide students with access to accurate information regarding educational requirements and
academic policies and procedures relative to the occupational therapy program/educational
institution.

E. Obtain informed consent from participants involved in research activities, and ensure that they
understand the benefits, risks, and potential outcomes as a result of their participation as
research subjects.

F. Respect research participant‘s right

G. Ensure that confidentiality and the right to privacy are respected and maintained regarding all
information obtained about recipients of service, students, research participants, colleagues, or
employees. The only exceptions are when a practitioner or staff member believes that an
individual is in serious foreseeable or imminent harm. Laws and regulations may require
disclosure to appropriate authorities without consent.

H. Maintain the confidentiality of all verbal, written, electronic, augmentative, and non-verbal
communications, including compliance with HIPAA regulations.

I. Take appropriate steps to facilitate meaningful communication and comprehension in cases in
which the recipient of service, student, or research participant has limited ability to
communicate (e.g., aphasia or differences in language, literacy, culture).

J. Make every effort to facilitate open and collaborative dialogue with clients and/or responsible
parties to facilitate comprehension of services and their potential risks/benefits.

SOCIAL JUSTICE
Principle 4. Occupational therapy personnel shall provide services in a fair and equitable manner.
Social justicealso called distributive justicerefers to the fair, equitable, and appropriate distribution of
resources. The principle of social justice refers broadly to the distribution of all rights and
responsibilities in society (Beauchamp & Childress, 2009). In general, the principle of social justice

=
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supports the concept of achieving justice in every aspect of society rather than merely the administration
of law. The general idea is that individuals and groups should receive fair treatment and an impartial
share of the benefits of society. Occupational therapy personnel have a vested interest in addressing
unjust inequities that limit opportunities for participation in society (Braveman & Bass-Haugen, 2009).
While opinions differ regarding the most ethical approach to addressing distribution of health care
resources and reduction of health disparities, the issue of social justice continues to focus on limiting the
impact of social inequality on health outcomes.

Occupational therapy personnel shall:

A. Uphold the profession‘s altruistic respon

B. Take responsibility for educating the public and society about the value of occupational
therapy services in promoting health and wellness and reducing the impact of disease and
disability.

C. Make every effort to promote activities that benefit the health status of the community.

D. Advocate for just and fair treatment for all patients, clients, employees, and colleagues, and
encourage employers and colleagues to abide by the highest standards of social justice and the
ethical standards set forth by the occupational therapy profession.

E. Make efforts to advocate for recipients of occupational therapy services to obtain needed
services through available means.

F. Provide services that reflect an understanding of how occupational therapy service delivery
can be affected by factors such as economic status, age, ethnicity, race, geography, disability,
marital status, sexual orientation, gender, gender identity, religion, culture, and political
affiliation.

G. Consider offering probono( —f or t h e g dee atdupational therapysedvices ferd
selected individuals when consistent with guidelines of the employer, third-party payer, and/or
government agency.

PROCEDURAL JUSTICE
Principle 5. Occupational therapy personnel shall comply with institutional rules, local, state,
federal, and international laws and AOTA documents applicable to the profession of occupational
therapy.

Procedural justicas concerned with making and implementing decisions according to fair processes

that ensure —fair treatmentl (Maiese, 2004). Ru
to generate an unbiased decision. The principle of procedural justice is based on the concept that

procedures and processes are organized in a fair manner and that policies, regulations, and laws are

followed. While the lawand ethicsare not synonymous terms, occupational therapy personnel have an

ethical responsibility to uphold current reimbursement regulations and state/territorial laws governing

the profession. In addition, occupational therapy personnel are ethically bound to be aware of

organizational policies and practice guidelines set forth by regulatory agencies established to protect

recipients of service, research participants, and the public.
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Appendix H Continued
Occupational therapy personnel shall:

A. Be familiar with and apply the Code and Ethics Standards to the work setting, and share them
with employers, other employees, colleagues, students, and researchers.

B. Be familiar with and seek to understand and abide by institutional rules, and when those rules
conflict with ethical practice, take steps to resolve the conflict.

C. Be familiar with revisions in those laws and AOTA policies that apply to the profession of
occupational therapy and inform employers, employees, colleagues, students, and researchers
of those changes.

D. Be familiar with established policies and procedures for handling concerns about the Code
and Ethics Standards, including familiarity with national, state, local, district, and territorial
procedures for handling ethics complaints as well as policies and procedures created by
AOTA and certification, licensing, and regulatory agencies.

E. Hold appropriate national, state, or other requisite credentials for the occupational therapy
services they provide.

F. Take responsibility for maintaining high standards and continuing competence in practice,
education, and research by participating in professional development and educational
activities to improve and update knowledge and skills.

G. Ensure that all duties assumed by or assigned to other occupational therapy personnel match
credentials, qualifications, experience, and scope of practice.

H. Provide appropriate supervision to individuals for whom they have supervisory responsibility
in accordance with AOTA official documents and local, state, and federal or national laws,
rules, regulations, policies, procedures, standards, and guidelines.

I. Obtain all necessary approvals prior to initiating research activities.

J. Report all gifts and remuneration from individuals, agencies, or companies in accordance with
employer policies as well as state and federal guidelines.

K. Use funds for intended purposes, and avoid misappropriation of funds.

L. Take reasonable steps to ensure that empl
obligations as set forth in this Code and Ethics Standards and of the implications of those
obligations for occupational therapy practice, education, and research.

M. Actively work with employers to prevent discrimination and unfair labor practices, and
advocate for employees with disabilities to ensure the provision of reasonable
accommodations.

N. Actively participate with employers in the formulation of policies and procedures to ensure
legal, regulatory, and ethical compliance.

O. Collect fees legally. Fees shall be fair, reasonable, and commensurate with services delivered.
Fee schedules must be available and equitable regardless of actual payer
reimbursements/contracts.

P. Maintain the ethical principles and standards of the profession when participating in a
business arrangement as owner, stockholder, partner, or employee, and refrain from working
for or doing business with organizations that engage in illegal or unethical business practices
(e.g., fraudulent billing, providing occupational therapy services beyond the scope of
occupational therapy practice).
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VERACITY
Principle 6. Occupational therapy personnel shall provide comprehensive, accurate, and objective
information when representing the profession.

Veracity is based on the virtues of truthfulness, candor, and honesty. The principle of veracityin health
care refers to comprehensive, accurate, and objective transmission of information and includes fostering
the client‘s understanding of such i nfedomati on
respect owed to others. In communicating with others, occupational therapy personnel implicitly promise
to speak truthfully and not deceive the listener. By entering into a relationship in care or research, the
recipient of service or research participant enters into a contract that includes a right to truthful
information (Beauchamp & Childress, 2009). In addition, transmission of information is incomplete
without also ensuring that the recipient or participant understands the information provided. Concepts of
veracity must be carefully balanced with other potentially competing ethical principles, cultural beliefs,
and organizational policies. Veracity ultimately is valued as a means to establish trust and strengthen
professional relationships. Therefore, adherence to the Principle also requires thoughtful analysis of how
full disclosure of information may impact outcomes.

Occupational therapy personnel shall:

A. Represent the credentials, qualifications, education, experience, training, roles, duties,
competence, views, contributions, and findings accurately in all forms of communication
about recipients of service, students, employees, research participants, and colleagues.

B. Refrain from using or participating in the use of any form of communication that contains
false, fraudulent, deceptive, misleading, or unfair statements or claims.

C. Record and report in an accurate and timely manner, and in accordance with applicable
regulations, all information related to professional activities.

D. Ensure that documentation for reimbursement purposes is done in accordance with applicable
laws, guidelines, and regulations.

E. Accept responsibility for any action that

F. Ensure that all marketing and advertising are truthful, accurate, and carefully presented to
avoid misleading recipients of service, students, research participants, or the public.

G. Describe the type and duration of occupational therapy services accurately in professional
contracts, including the duties and responsibilities of all involved parties.

H. Be honest, fair, accurate, respectful, and timely in gathering and reporting fact-based
information regarding employee job performance and student performance.

I. Give credit and recognition when using the work of others in written, oral, or electronic media.

J. Not plagiarize the work of others.

FIDELITY
Principle 7. Occupational therapy personnel shall treat colleagues and other professionals with
respect, fairness, discretion, and integrity.

The principle of fidelity comes from the Latin root fidelis meaning loyal. Fidelity refers to being faithful,
which includes obligations of loyalty and the keeping of promises and commitments (Veatch
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& Flack, 1997). In the health professions, fidelity refers to maintaining good-faith relationships between
various service providers and recipients. While respecting fidelity requires occupational therapy
personnel to meet the cl i ent),Psincipleapsciically bdtiressese x p e c
fidelity as it relates to maintaining collegial and organizational relationships. Professional relationships
are greatly influenced by the complexity of the environment in which occupational therapy personnel
work. Practitioners, educators, and researchers alike must consistently balance their duties to service
recipients, students, research participants, and other professionals as well as to organizations that may
influence decision-making and professional practice.

Occupational therapy personnel shall:

A. Respect the traditions, practices, competencies, and responsibilities of their own and other
professions, as well as those of the institutions and agencies that constitute the working
environment.

B. Preserve, respect, and safeguard private information about employees, colleagues, and
students unless otherwise mandated by national, state, or local laws or permission to disclose
is given by the individual.

C. Take adequate measures to discourage, prevent, expose, and correct any breaches of the Code
and Ethics Standards and report any breaches of the former to the appropriate authorities.

D. Attempt to resolve perceived institutional violations of the Code and Ethics Standards by
utilizing internal resources first.

E. Avoid conflicts of interest or conflicts of commitment in employment, volunteer roles, or
research.

F. Avoid using one‘s position (employee or v
such a manner that gives rise to real or perceived conflict of interest among the person, the
employer, other Association members, and/or other organizations.

G. Use conflict resolution and/or alternative dispute resolution resources to resolve
organizational and interpersonal conflicts.

H. Be diligent stewards of human, financial, and material resources of their employers, and
refrain from exploiting these resources for personal gain.
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APPENDIX I
GLOSSARY

Adaptation: Changing task demands so they ar éWillrd&Spaclenang nt wi i

Advocacy: Active support or pursuit of public policy and resource allocation decisions within political, economic,
and soci al systems and i slives(Willard& Spacksan)t o directly

Affective: Emotional or mental state of an individual, which can range from unconscious to very agitated (Quick
Reference Dictionary for OT)

Applied Theory: The results of applied research, intended to address problems of practical interest
Assumptions:  Broad general statements that are taken for granted for the sake of argument

Autonomy: The right of an individual to self-determination. Theabili t y t o i ndependently act
their own well-being (Beauchamp & Childress, 2001)

Beneficence: Doing good for others or bringing about good for them. The duty to confer benefits to others

Cognition: Mental processes including attention, memory, motivation, emotional control, motor control, sensory
processing, and thinking (Willard & Spackman)

Colleague: A person who provides services in the same or different business (facility or organization) to which a
professional relationship exists or may exist.

Concept: An idea or notion formed by mentally combining characteristics. (Reed & Sanderson, 1999)

Concept Models A simplified representation of structure and content that describes or explains complex
In OT: relationships between concepts. (Creek, 1992)

Confidentiality: Not disclosing data or information that should be kept private to prevent harm and to abide by policies,
regulations, and laws

Dilemma: A situation in which one moral conviction or right action conflicts with another. It exists because there
is no one, clear-cut, right answer

Domain: Specific occupational performance area of work, self-care and self-maintenance, and play and leisure
(Quick Reference Dictionary for OT)

Duty: Actions required of professionals by society or actions that are self-imposed

Dysfunction: ~ Complete or partial impairment of function (Quick Reference Dictionary for OT)

Employee: A person who is hired by a business (facility or organization) to provide occupational therapy services.

Epistemology:  The dynamics of knowing (Hooper, 2006). How we know what we know.

Ethics: A systematic study of morality (i.e., rules of conduct that are grounded in philosophical principles and
theory)
Evidence Use of research study findings, client values and practitioner expertise during clinical reasoning to
Based: support the process of making wise practice decision (Willard & Spackman)
Fidelity: Faithfully fulfilling vows and promises, agreements, and discharging fiduciary responsibilities

(Beauchamp & Childress, 2001)

Fiduciary: The holding of something in trust for the benefit of another
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Frame of System of compatible concepts from theory which guides a plan of action within a specific OT
Reference: domain of concern. (Adapted from Mosey, 1986)

Intervention:  Process and skilled actions taken by occupational therapy practitioners in collaboration with the client
to facilitate engagement in occupations related to health and participation.

Justice: Three types of justice are
1 Compensatory—Making reparation for wrongs that have been done
1 Distributive justice—The act of distributing goods and burdens among members of
society
1 Procedural justice—Assuring that processes are organized in a fair manner and
policies or laws are followed
Kinesiology: Study and science of motion (Quick Reference Dictionary for OT)
Model: A simplified representation of structure and content that describes or explains complex relationships

between concepts. (Creek, 1992)

Morality: Personal beliefs regarding values, rules, and principles of what is right or wrong. Morality may be
culture-based or culture-driven

Nonmaleficence: Not harming or causing harm to be done to oneself or others the duty to ensure that no harm is done

Occupation: Ordinary and extraordinary things people do in their day-to-day lives that occupy time, modify the
environment, ensure survival, maintain well-being, nurture others, contribute to society, and pass on
cultural meanings and through which people develop skills, knowledge, and capacity for doing and
fulfilling their potential (Willard & Spackman)

‘

Orthosis: Device added to a person‘s body to supportito positi
assist weak muscles and restore function (Quick Reference Dictionary for OT)

Paradigm: A shared vision encompassing fundamental assumptions and beliefs, which serves as the cultural core
of the profession (Kielhofner, 2003, p.19)

Philosophy: A fundamental belief
Postulate: A theoretical statement which suggests how two or more concepts are related. (Mosey, 1986)

Professionalism:  Professional standing, techniques, attributes, or ethics( We bst er *s Di cti onary)

Public: The community of people at large.
Recipient of

Service: Individuals or groups receiving occupational therapy.
Research

Participant: A prospective participant or one who has agreed to participate in an approved research project.

Student: A person who is enrolled in an accredited occupational therapy education program.
Taxonomy: System of classification for organizing theory and knowledge in a field
Theory: Describes, explains, and predicts behavior and/or the relationship between concepts or events

Therapeutic: Having the power to heal orcure ( We bst er ‘s Dicti onary)

Veracity: A duty to tell the truth; avoid deception
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APPENDIX J
WNMU INCLEMENT WEATHER PROCEDURES

The decision on whether to close the University will be based on the condition of the campus streets and parking lots and
the surrounding main arteries. It will also take into consideration when Law Enforcement closes down roads in and out of
Silver City, Demi ng, Lordsburg, and Truth or Consequenc
communicated to the entire University, as deemed necessary.
Weather closing/delay information will be made available in the following ways:
1. WNMU webpage
2. WNMU Mustang Express

3. Radio Stations

KNFT-FM 102.9FM (Silver City)

KPSA-FM 37.7FM (Lordsburg)

KSCQ-FM 92.2FM (Silver City)

KOTS 1230 AM (Deming)

KDEM FM 94.3FM (Deming)

KNUW FM 95.1FM (Silver City)

KCHS 1400 AM (Truth or Consequences)

4. TV Stations

KOATI TV (Albuquerque)
KOBi TV (Albuquerque)
KRQET TV (Albuquerque)
CATS1 TV (Silver City)
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ABSENCE REPORT

Name Date Submitted

Instructions: Student is to complete this report and return to the Instructor or Department Secretary, who places it in the
student ‘s ac adgdocimentation nhagbe attsBhedp por t i n

Date of Absence Class Name & Number

Nature of Absence (check one) Sick Jury Duty Bereavement Other
Explanation of Absence:

Plan to Make Up Work:

Student Signature

Do not write below this linefor department use only.
Instructor Comments:

Excused Unexcused
Instructor Signature Date
Absences accrued to this date Notified Advisor (three or more) Date
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APPENDIX L
ESSENTIAL JOB FUNCTIONS: OCCUPATIONAL THERAPY ASSISTANT

Physical Factors Yes | No Environmental Factors Yes| No
Standing X Works indoors X
Walking X Works outdoors X
Sitting X Exposure to extreme hot or cold X
Lifting 10- 100 + Ibs. X Working at unprotected heights X
Carrying 10 50 Ibs. X Being around moving machinery | X

Exposure to marked changes in
Pushing/Pulling 10100 + Ibs. X temperature/humidity X
Exposure to dust, fumes, smoke,
gasespdors mists or other
Climbing X irritating particles X
Exposure to toxic or caustic
Balancing chemicals X
Bending Exposure t@xcessive noises X
Exposure to radiation or electrica
Stooping X energy X
Exposure to solvents, grease or
Crouching X oils X
Exposure to slippery or uneven
Kneeling walking surfaces X
Crawling Working in confined spaces X
Running X Using computer monitor X
Twisting X Working with explosives X
Turning X Exposure to vibration X
Jumping X Exposure to flames/burning itemg X
Grasping Firm/Strong X Works around others X
Grasping Light X Works done X
Finger Dexterity X Works with others X
Reaching Forward X Safety equipment required X
Reaching Overhead X Safety glasses X
Pinching X Face mask/shield X
Simultaneous use of hand, wrist,
fingers (e.g. typing, datentry) Ear plugs
Coordination: eye/hand Hard Hat X
Coordination: eye/hand/foot Protective clothing X
Coordination: driving X
Used with permission from Western Wisconsin Technical College.
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Physical Factors

Yes

No

Cognitive/Mental Factors

Yes

No

Vision- Acuity, near

X

Writing

Vision- Acuity, far

Complex skillsprepare business
letters, report summaries, using
prescribed form and conforming
to all rules of puntation,
spelling, grammar, diction and
style

Vision- Acuity, Depth Perception

Simple skills English sentences
containing subject, verb, and
object; names and addresses,
complete job application or
notations in a log book

Vision- Acuity, Accommodation

Mathematics

Vision- Acuity, Color Vision

Complex skillsbusiness math,
algebra, geometry, or statistics

Vision- Acuity, Field of Vision

Simple skills add, subtract,
multiply and divide whole
numbers and fractins, calculate
time and simple measurements

Faceto-face conversation

Reading

Verbal conversation with others

Complex skillscomprehend
newspapers, manuals, journals,
instructions in use and
maintenance of equipment, safety
rules and pocedures and drawing

Public Speaking

Simple skills comprehend simple
instructions or notations from a
log book

Hear normal conversation

Hear telephone conversation
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Cognitive/Mental Factors Yes| No Cognitive/Mental Factors Yes| No
Reasoning Personal Traits
Deal with abstract and concrete
variables, define problems, collect
data, establish facts, and draw valid Ability to perform simple and
conclusions X repetitive tasks X
Ability to maintain a work pace
Deal with standard situations X appropriate to a given work load X
Carry out detailed but uninvolved Ability to relate to other people
written or oral instructions in oral, beyond giving and receiving
written, diagrammatic or schedule instructions
Carry out one or two step instruction Ability to influence people
Ability to perform complex or varied
Synthesizing X tasks X
Ability to make generalizations,
evaluations or deisions without
Coordinating X immediate supervision X
Ability to accept and carry out
responsibility for direction, control
Data and planning X
Analyzing X Perception
Spatial- ability to comprehend forms
in space and understal relationships
of plane and solid objects; frequent
described as the ability to "visualize]
objects of two or three dimensions,
Compiling X or think visually of geometric forms | X
Form- ability to perceive pertinent
detail in objects or in pictorial or
graphic material; to make visual
comparisons and discriminations an
see slight differences in shapes and
shadings of figures and widths and
Computing X lengths of line X
Clerical ability to perceive pertinent
detail in verbal or tabular materials;
to observe differences in copy, to
proofread words and numbers, and
to avoid perceptual errors in
Copying arithmetic computation X
Comparing
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APPENDIX M
HOW TO CREATE AN ELECTRONIC POSTER

The object of an —el ect r olhidcsand tgxtorsatimgle HowerPsintslide. ar r ange al |

1. Open a blank presentation in PowerPoint
2. From the New Slide window select the Blank AutoLayout

IlE
st i Ly E
ol |l | |lollna || ™
o o
[T L Ty e —— =
3.Fromthe Filemenu—Under Design Tab, Select —Page Setupl
4. From the Page Setup input box select
Slides sized for: Custom
Width -- whatever width size youwant—r e c o mmend 481l wunl ess otherwise spe
Height -- whatever height sizeyouwant—r e commend 361 unl ess otherwise spe
Orientation -- Landscape (unless otherwise specified by conference)
2=
ek sived Fors Cmentation
@y E Shaben. ILI
width: Foy| L e |
[18 3 anches & Landscape
Hesight: tintes, handouts & outhne.
[ S rehes = Porbrat

A

Hgmitesr shdes Fromt ™ Landscape

Note: Know what the meeting requirements are for poster size; conference planners may specify size due to space
allocation issues. Establish your desired poster size before inputting dimensions in Page Setup.

5. Work in Slide View begin to add text boxes and graphics.
a Leave a margin of about %I around the peri mete
text all the way to any edge of the PowerPoint slide.
b. Prepare text and graphics in advance, if possible. Word files can be copied into text boxes on your
poster.
1. Use the INSERT > Picture or INSERT > Text Box options in PowerPoint.
2. Pictures should be high-resolution graphics. See comment on pictures below.
3. When you add text to a text box, you will likely need to set the font size. All information in the
poster should be in at least 18 point font. Note: 72 points = approx. 1 inch.
4. Use the text box to organize placement of your text and graphics. Highlight text to adjust font
size, color and style.
5. Use the AutoShapes for simple line drawings; use the draw tools to add shadows, 3-D effects, to
add Clip Art, etc. (Be creative!)
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MORE TIPS & PRINTED POSTERS

The general organization for a poster is similar to that of a research paper or your project headings. Be sure to
use in-text referencing per APA or AMA as applicable for conference parameters as well as to include key
references on poster (you can also offer a handout of full references).

resentati on s houl idterpketationsbypthe euthdr. blowevert and al
ter presentation the author is frequent

The poster p
s
‘ At times handouts of supplyeument al in

during a po
the project
contact information.

Layout is very important. Try organizing the poser into separate headings and organize the headings into 2 to 4
columns. (Three works well.) Let each section have a separate heading composed of a text box with a colored
background.

The poster should be readable form at least 4 feet away. The title should be legible from about 10 feet away.

The Font should be a fairly plain one. (Arial works well —any non-serifed one is best.)
a. Font sizes should approximate the following:
i. Title: 65-72 point

ii. Aut hor ‘' s -60poime (s) 50
iii. Author ‘s da8pobintl i ati on 40
iv. Section headings 40 point
v. Type within a section 30-40 point
vi. Type within a graph or table caption (20-30 point)

vii.  Type within a reference list (20-30 point)

viii. Type within the credit for printing (14 point)
ix. Tables and graphs font size should not be smaller than 18
x. JPEG images can be saved at 72 dpi (dots per inch)

Remember, a poster is a visual medium (show & tell), so use pictures/graphics as much as practicable. Eg., instead

of Describing a method verbally, one can use a timeline with labels. See attached templates. Do not overwhelm
reader with numbers and text.

Charts, Graphs and Tables
You may copy and paste graphs, photos and charts (tables of numbers) from other applications such as
Excel, SPSS and SAS, but sometimes it is difficult to resize these for your poster.
To add a caption to a graph or chart insert a text box just below
To print a copy of the poster for preview --- from the File menu select Print

Be sure to click the "Scale to fit paper box. You can print grayscale or pure black and white
To Save poster -- from the File menu select Save As to name

Print posters at local office stores for a fee. Print a copy and proofread carefully before sending for print — errors on
posters are VISIBLE! Have someone else proofread before going to print!
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Do Not:

a. Do not first prepare separate slides and then transfer to a single PowerPoint slide.

b. Do not prepare a poster from an existing PowerPoint presentation by simply copying each slice to the
poster - this does not work well, resulting in printing errors

¢. Do not place photographs into your slide without looking at them at 100% of their size; if pictures or
graphics ar e -—diulzaztyeldllorathilgohd% t—+pen pictures wil
poster — not good!

d. Do not change the size of your poster after it is prepared — this typically does not work and you will
need to redo completely for new size.

e. Do not use textured backgrounds, if possible. If this is necessary, use very very subtle color or design.
Some also suggest NOT using dark background with white writing, but rather to use a solid white
background with black or dark blue writing.
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STUDENT INSTRUCTIONS FOR WESTERN NEW MEXICO UNIVERSITY
OCCUPATIONAL THERAPY

CertifiedProfile is a secure plattarm that allows you w0 arder your backgroand che: vire, Drce you have placed your crder, you
ase your log'n ta access additional features of CertifledProfile, including sacurment st
c CertifiedProfile also allows you te upload any additional sacaments required by your s
pasted ta CertifiedPrafile upon carmpletion

Order Summary

» Required Personal [nformation - Ir addition 1o entering yaur full name and date of aieth, you will b2 asked for your seclal
sevurity numbes, sureent address, shone aumoer and emil address,

partiolio builders and reterence

Skgraurs check cesulls are

»  Immunizations - Dacurnenl lrackers provide secace online slarage for all of your important decumeats. A the end of the
tackaround check order process you wi'l be prompted to upload specific docurnents requires by your schozl for
Immunization, medical or certification records.

»  Payment Information - At the cnd of the onling vder process, you will be prompted to enter your Visa or Mastercard
informatica. Woney orders are alzo acceptas but will resultin a $10 fee and an additicnal tumarsund time.

Place Your Order

Go to; yeww. CertifiedBackaround.com and click on “Students” then enler package code:
we74 — Background Check Only
we74im — Immunizations Only
You will then be directed to set up your CertifiedProfile acccunt.

View Your Results

Your razui s wil ge posted divectly to CertitiedProfile account. You will s netified it trere is any missing intarmuation nesded
order to process your order. Your order will show as “In Process' until it has brea competed in it
adrrinistralar can zlso securely visws your rasiits oaine with their unigue userrame and pazsword.

rtirety. Your scraol's

1f you have ary add'tional questions, pleasz contact Student Suppart at (888) 666-7788 Ext. 1
ar email: stucenteervicev@certifiedorofile.com.

Occupational Therapy Assistant Student Manual 2013-2014 Page 57



Appendix N Continued

Hepatitis B {Optional)

-There must be cocumzntation of ane of the fellowing:
* 3 vaccinalions
o posilive antibody liler daw reporl requived,
= decling this requiremznt

Measles (Rubeola), Mumps & Rubella (MMR)
<Ihare must be cocurnentation of one of ke followsing:
s Zvace'nations
o paositive antibody titer {ao report required; for all 3 components

TB Skin Test {1 Step)

-A 1 step test is recuired annually.

Chest X-Ray

17 tre TE 1esl is pos Lve, & ¢ ear Chast X-Ray (wil lab -eporl) is requirad one lime,

CPR Certification

-Must be American Heart Association Healtheare Provider caurse. Gopy must be frant and back of the card, it has to be

signad.

WWW.CERTIFIEDPROFILE.COM -

888.666.7788
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