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Every effort has been made to insure the accuracy and completeness of this

handbook. The information included is accurate at the time of printing; however,
ShenandoahUni ver sityés Division of Occupational
make necessary and desirable changes in policies, requirements, programs, and fees

without advanced notice. Current and prospective students should check with

departmental officials to verify current policies, requirements, programs, and fees.

INTRODUCTION
This Student Handbook is designed to provide both the potential and matriculated
student with information about the educational program leading to a Master of Science in
Occupational Therapy as well as standards and expectations for students to remain in good
standing and successfully complete the program. It should be viewed as an adjunct to
Shenandoah GthduatyGatalag,which Gostains specific information
regarding the university and related policies. The information herein is subject to periodic
revision, and these changes will be relayed to students in a timely manner. It is ultimately
the studentdos responsibility to hbhean aware of
advisor to ensure these requirements are fulfilled.

1.0 CURRICULUM AND PROGRAM OVERVIEW

1.1 Mission Statement of Shenandoah University

Shenandoah University prepares individuals to be critical, reflective thinkers;
lifelong learners; and ethical, compassionate citizens who are committed to making
responsible contributions within a community, a nation and the world.

To this end, the university has identified six core values that provide a foundation for the
decisions it makes and the programs it offers:

- Development of an enduring passion for learning

- Commitment to self-reflection and personal development

- Respect for diverse cultures, experiences, and perspectives

- Celebration of creative performance, expression, teaching, and discovery
- Cultivation of leadership to advance positive change and growth

- Dedication to citizenship, professional service, and global outreach

Shenandoah distinguishes itself by providing opportunities to gain knowledge and
develop skills in a collaborative, personalized environment that intertwines professional
and liberal learning. A Shenandoah education incorporates scholarship, experiential
learning and sophisticated technologies, as well as practical wisdom.

As an institution affiliated with the United Methodist Church, Shenandoah University
practices the highest ethical standards in its interactions with the community and with
students of all faiths. Within a community of scholars, Shenandoah promotes the welfare
of the whole person by fostering a nurturing environment in which students learn, grow,
and flourish.
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Mission Statement Approved by Board of Trustees April 2004

Non-Discrimination Policy
Shenandoah University does not discriminate on the basis of sex, race, color,
religion, national or ethnic origin, age, or physical disability.

1.2 Division of Occupational Therapy Mission Statement

The Shenandoah University Division of Occupational Therapy prepares students
to practice client-centered occupational therapy and facilitate positive changes in health
and participation within individuals, and social systems. Students learn to think critically
and creatively, to communicate effectively, and to act ethically. These skills are applied
within a mentorship model when students and occupational therapists provide service to
and conduct research with diverse communities.

1.3 Philosophy of Occupational Therapy

Occupations are the everyday activities and tasks that individuals do to occupy
them, including caring for themselves (activities of daily living), enjoying life (play,
leisure, and social participation), going to school (education), and working (productivity)
(Law et al., 1998; Occupational therapy practice framework: Domain and process, 2002).

Occupations are dynamic, empowering, and health-promoting. They organize
roles and tasks, giving meaning to daily life. Occupations enable individuals to perform
meaningful activities and participate in their communities.

Occupational therapists value the meaning, purpose, and engagement in daily
activities such as self-care, play, and work. The profession of occupational therapy
promotes productive occupational performance. Therapists carry out the roles of
intervention, consultation/education, or advocacy in the contexts of individuals, and
society.

In order to effect changes in occupational engagement, health, and participation,
therapists need to understand the neuroscience, social sciences, environmental factors,
and systems that influence human behavior and actions. Through analysis and synthesis,
occupational therapists design customized client programs, consult and educate, and
advocate at the levels of the individual and systems in which individuals find themselves.
Participation can be enhanced by tools such as environmental modifications, therapeutic
use of self, activity analysis and synthesis, occupation, and the teaching-learning process
(Mosey, 1981).

1.4 Philosophy of Occupational Therapy Education
Shenandoah Universityods graduate occupati
recognized for its problem-based learning model. Additionally, we incorporate engaged
learning whereby students learn from each other, faculty, clinicians, and clients in the
community (Kearsley & Schneideman, 1998; Steiner & Mahn, 1996).
At Shenandoah University, we strive to provide an academic culture where
students and faculty learn from one another. Faculty members value the wealth of
studentsoé6 | i fe ex prqueileaning gyks. Thencfbre, famlsype ct t heir
members design a variety of opportunities for students to practice effective and ethical
occupational therapy (Wood, 2003).
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Opportunities for students include service learning, interactive lectures,
experiential learning, and clinical case groups. Students also learn occupational therapy
through practical experiences under skilled faculty and clinicians who model professional
behaviors and critical thinking.

Our learning by doing philosophy extends to research as well. Faculty, local
clinicians, and students engage in research and disseminate findings in order to answer
critical questions and validate occupational therapy practice.

Occupational therapy education is a dynamic process, a journey of discovery,
leading to personal and professional development. Shenandoah University offers a
challenging and socially responsive program while fostering close and collaborative
relationships between students and faculty s
facilitated and successful.

Upon completion of the program, students understand the value of occupation and
its positive influences on health and participation. Students will assess, plan, implement,
and evaluate occupational therapy interventions. They will be skilled in analyzing the
dynamic interactions between individuals, and systems and their impact on occupational
performance and health. Our graduates are prepared to assume occupational therapy roles
in client-centered intervention, consultation/education, and advocacy.

1.5 OT Curriculum Goals

Occupational therapy students will demonstrate competence in executing the roles
required by customized intervention, consultation/education, or advocacy with regard to
the occupational needs of clients.

1. Graduates will implement the principles of occupation and its influence on health
which will guide the development of an intervention plan that is client-centered,
occupation-based, and directed towards insuring the greatest possible degree of
social participation.

2. Graduates will demonstrate assessment, planning, and implementation of services
that are evidence-based, appropriate to the context (environment) in which the
client is learning/re-learning occupational performance, and are congruent with
client preferences for participation in society.

3. Graduate will demonstrate occupational therapist behaviors (or therapeutic
interactions) that are characterized by a critical analysis of the dynamic
interactions between individual, the performance environment, and the systems
pertaining to occupational performance and health. Intervention plans will reflect
an appropriate synthesis of the findings and will be carried out in accordance
with the ethical codes of the profession

4. Graduates will demonstrate a commitment to life-long learning, advocacy for
individuals and within systems, and engagement in professional organizations.

In order to ensure that these goals are reached by our graduating students, each
student will build a portfolio of documentation that will be shared with their advisors
at the beginning of each semester. See section 1.7. It is hoped that the portfolio will
be used as a way to showcase talents and abilities when the student is seeking
employment.
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1.6 OT Curriculum Design

Model of Shenandoah University Division of Occupational Therapy Curriculum

Systems 4/\

Individual

Figure 1

Shenandoah University Division of Occupational Therapy
Statement of Curriculum Design

AShenandoah University is a Community of S
our current Faculty Handbook is intended to apply to faculty. The Shenandoah
University Division of Occupational Therapy has embraced this principle and applied it
to a larger University community, specifically our students.

Occupational Therapists as Scholars

It is our belief that all Occupational Therapists are taught to be scholars. Students who
are enrolled in Shenandoah University Division of Occupational Therapy (SUDOT) are
required to acquire, synthesize, critique, and utilize knowledge. They evaluate and
engage in research activities and apply their skills to enhance clinical reasoning about
individual treatment and program development. This opportunity to learn and apply is
infused throughout SUDOT via opportunities to participate in case-based and
community-based learning in each semester. These teaching/learning forums are
designed to enhance the studentsdé ability to
Boyer.
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According to Boyer (1990), a scholar, acquires knowledge through research,
synthesis, practice, teaching, and application/s e r vi c e . Boyer 6s
reflected in our curriculum design and defines our vision of what occupational therapists
should be. Occupational therapists should be; life long learners who engage in research,
critical thinkers who synthesize information from multiple sources, competent
practitioners implementing culturally sensitive and occupation-based services, educators
who teach pertinent information to clients, and ethical, civic-minded professionals. With
this i n mind Bholgsip gurdes aur carnicilunoin the form of
three threads; the Scholarship of Practice, the Scholarship of Discovery, and the
Scholarship of Service. Figure 1 provides an illustration of the SUDOT curriculum
model based on these three threads as they relate to professional services to clients
ranging from individuals to systems. Thus, the SUDOT curriculum is designed to help
students develop as professionals who systematically design, conduct, and evaluate
occupational therapy services to address the occupational needs of clients (individuals,
groups, organizations, systems, and societies).

Curricular Units

To achieve proficiency as entry-level professionals demonstrating scholarship in all
three threads (practice, service, and discovery), the SUDOT curriculum is sequenced as
the following four contiguous units,

1. Foundation- provides content at the introductory level for each of the threads.
While all courses introduce multiple threads to varying degrees, each course
has a designated emphasis (see chart below).

2. Basic- provides content that covers fundamental competence and proficiency
for an entry-level practitioner.

3. Advanced provides content that covers more in-depth content and knowledge
application necessary for the entry-level practitioner.

4. Applied(Level II Fieldwork) - provides opportunities to apply the content
covered in the didactic portion of the curriculum in the natural environment
and systems of the entry-level practitioner.

The Threads across the Units

Content from the three threads is woven across the units in deliberate incremental
stages.

The Scholarship of Practide the thread that describes the ways students acquire and
apply knowledge related to the provision of specific therapeutic services to clients.
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e At the Foundational Unit level, this thread includes knowledge of the
physiological, neurological, and emotional make-up of human beings, as well
as an analysis of the occupational performance of people. Students come to
understand the processes of disease and disability, the processes of change and
the influence of systems. Students also develop basic therapeutic skills such as
interviewing and therapeutic use of self.

e At the Basic Unit level students learn evaluation and intervention skills for a
variety of conditions, and populations. Cultural competence in the context of
the therapeutic relationship is emphasized. Evidence-based practice is an
undercurrent throughout this unit.

e In the Advanced Unit, more sophisticated and focused topics are presented
and evidence-based practice skills are practiced in the context of supervised
intervention sessions.

e Finally in the Applied Unit, students synthesize and apply these newly formed
skills in their fieldwork experiences.

The Scholarship of Discoverythe thread that describest he st udent s journ
discovering new knowledge. This includes new knowledge about themselves as
demonstrated by reflection as well as new knowledge that emerges as a result of the
critically analyzing information from a variety of sources.

e In the Foundational Unit, this thread begins with initial reflection on
themselves as occupational beings and the relationship between occupation
and health. Critical thinking begins to develop through the merging of
research concepts and OT practice.

e Moving forward to the Basic Unit, we take on the task of learning to design
and implement one source of new OT knowledge, research projects.
Additionally, critical thinking is developing within the practice related courses
as students make intervention decisions based on evaluation data.

e In the Advanced Unit, the students are now performing as novice investigators
through data collection of a research pilot project. At the same time, they are
exercising independent critical thinking skills through supervised intervention
sessions.

e The critical thinking is fully experienced during the Applied Unit: the Level II
fieldwork experiences. Students critique and apply evidence to their
professional activities at the fieldwork settings.

The Scholarship of Serviéemeant to transform the student into the type of
professional that understands the importance of ethics, advocacy, civic responsibility
professional engagement, and leadership. Throughout their four didactic semesters,
students have multiple opportunities for developing the Scholarship of Service
through the Student Occupational Therapy Association, the Beta Sigma Chapter of Pi
Theta Epsilon, serving as class liaisons and serving as Open House guides.
Additionally, each semester, students meet with their advisors for feedback on their
development of professional behaviors.

e Within the curriculum, in the Foundation Unit, this means introducing

students to the ideas within professional and personal ethics, exploring the
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possibilities of professional engagement, understanding ideas for leadership
development, and understanding our responsibilities as professionals in
advocating for and with our clients.

o Within the Basic Unit, students continue to increase their awareness of ethics
and advocacy through paper cases as well as through Level I experiences.

e Moving to the Advanced Unit, students are significantly confronted with
content that challenges their awareness and implementation of service
concepts, highlighted by a course focused specifically on Scholarship of
Service. This course is placed in the Advanced Unit as students need to have a
thorough understanding of systems, research and OT practice before engaging
in these advanced concepts.

e As students leave for Level II fieldwork, they have had service ingrained into
their professional beings and are fully prepared to engage.

The Fit with the Part Time Program

While these three threads appear to be separate and distinct, in our curriculum,
they are integrated and overlap. Each unit of study and each course have elements of
multiple threads despite the fact that one may be more emphasized than others. Each unit
also incorporates multiple hands-on experiences to allow the student the opportunity to
engage in the learning process and not be simply a passive learner. The Foundational
Unit begins the process of educating our future scholars, the Basic Unit takes them to a
more sophisticated level, the Advanced Unit fine tunes scholarly skills, and the y Applied
Unit allows students to demonstrate their acquired skills in the natural context of the
profession.

This current description of the curriculum of the Shenandoah University Division
of Occupational Therapy applies to both the full time program of study and the part-time
program of study. While the sequence of courses shifts slightly between the fulltime and
part-time, the courses remain within their assigned units. All of the courses that do shift
slightly in sequence are found in the Foundational and Advanced Units; however, all
courses within those particular units are completed before the next unit begins.

Shenandoah University Curriculum 2007
Three Threads Woven Across the Curriculum

A. Scholarship of Practice (includes conditions, evaluation, intervention, evidence-
based practice, teaching, cultural competence)

B. Scholarship of Discovery (includes reflection, critical thinking, integration of
information from multiple sources, research)

C. Scholarship of Service; (ethics, advocacy, civic responsibility, professional
engagement, leadership, life-long learning)
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Full Time Program of Study:

Courses listed by title and primary threads for the course is indicated by P (Practice), D
(Discovery), or S (Service).

Unit 1 Unit 2 Unit 3 Unit 4
Foundation (2 semesters) Basic (1 Advanced (1 Applied (6
semester) semester) months)
P. OT524 P. OT532 P. OT623 P,D,S.0T632 | P,D,S.
Occupation and Neuro- Occupational Specialization: 0T640/641
Movement (4) Occupation (5) | Therapy in Occupational Level I
Biomechanical Therapy with the | Fieldwork
and Neurological | Elderly (3) **(12)
Practice (4)
P, S. OT522 P. OT535 P. OT625 P, D, S. OT631 D, S. Final two
Foundations of Management Occupational Specialization: weeks of
Occupational and Systems in | Performance and | Occupational reflection and
Therapy (4) Occupational Participation: Therapy with launching new
Therapy Children (4) Children (3) career
Settings (3)
P. OT523 P, S.0T534 P. OT624 P. OT633
Therapeutic Analysis of Occupational Environmental
Occupations (2) Health and Therapy in Interventions (3)
Occupation (2) | Mental Health
Practice (3)
D. OT525 D. OT620 D. OT530 P, D, S. OT630
Fundamentals of | Scholarly Scholarly Scholarly
Scholarly Inquiry | Inquiry: Design | Inquiry: Program | Inquiry:
3) and Analysis Development Application (3)
3) and Evaluation
2)
D. OT526 Case D. OT536 Case | D. OT626 Case S. OT634 Policy
Groups (1) Groups (1) groups (1) and Advocacy
A3)
S. OT527 S. OT537 P,D,S.0T628 | P, D, S. OT638
Community Community Level 1 Level 1
Application with Application in | Fieldwork (1)* Fieldwork (1)*
Individuals (2) Systems (2)
16 credits 16 credits 15 credits 16 credits 12 credits

Total = 75 credits
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Part-Time Program of Study:

Courses listed by title and primary threads for the courses are indicated by P (Practice), D (Discovery), or S (Service).

Unit 1

Unit 2

Foundation (6 semesters)

Basic (3 semesters)

Fall Spring Summer Fall Spring Fall Spring Summer
Summer
P.Occupation | P. Neuro- | S.Community | D.Fundamentals | P. S.Community | P.Occupational | D. Scholarly P,D,S.
and Occupation | Application of Scholarly Management | Application Therapy in Inquiry: Level 1
Movement | (5) with Inquiry and Systems | in Systems” Biomechanical | Program Fieldwork™
4) Indivduals” (3) in (2) and Development | *(2)
(2) Occupational Neurological and

Therapy Practice (4) Evaluation” (2)

Settings

A3)
P.S. P, S. D. Case P. Therapeutic | D. Scholarly | D. Case P.Occupational | P.Occupational | D. Case
Foundations | Analysis Groups” Occupations (2) | Inquiry: Groups’ (1) Therapy in Performance Groups”
of of Health (1) Design and Mental Health | and 1)
Occupational | and Analysis (3) Practice (3) Participation:
Therapy (4) | Occupation Children” (4)

2)

8 credits 7 credits 3 credits 5 credits 6 credits 3 credits 7 credits 6 credits 2 credits
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Unit 3

Unit 4

Advanced (2 semesters)

Applied (6 months full time)

Fall Spring May to December
P. P, D, S Specialization: P, D, S. Level II Fieldwork
Environmental | Occupational Therapy **(12)
Interventions” | with the Elderly (3)

(3)

S.Policy and P, D, S. Specialization: D, S. Final two weeks of

Advocacy’ (3) | Occupational Therapy reflection and launching new
with Children (3) career

P, D, S. Level 1 | P, D, S. Scholarly

Fieldwork *(1) | Inquiry: Application (3)

7 credits 9 credits 12 credits

Total = 75 credits

“Course offered in a different semester than in the full time program. All courses are still offered within their assigned unit.

* OT 628 and OT 638, Level One Fieldwork experiences are completed on non-campus days and during normal working hours.

** OT 640 and OT 641, Level Two Fieldwork is a full-time experience completed during normal working days and hours. Either OT 640 or OT
641, Level Two Fieldwork, may be repeated once. Students who fail Level Two Fieldwork more than one time are dismissed from the program.
All admitted students are required to review SUDOT Fieldwork Handbook regarding specific policies.
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1.7 Portfolio Process

Purpose:

SUDOT expects students to progress in their growth as professionals over the course of the

program. One way to evaluate that progression is through a portfolio. A portfolio is a collection

of documents and ot her r esouenemsél)whnthreeh demons
threads of scholarship: Discovery, Practice, and Service and 2) our Competencies.

Additionally, the portfolio serves as an advising tool so that students and their advisors can
monitor professional growth in a concrete manner. The professional growth demonstrated in
each studentds portfolio will guide the facul

Although it serves as an outcome evaluation and advising tool for the division, this portfolio may
also serve as a resource our graduates can provide to future employers to document their
accomplishments.

The Portfolio:

The portfolio is a 3 ringed binder divided into six sections with the following titles (see section
1.8 below for definitions of the competencies):

e Introduction; which includes
0 Reflective Statements that look back at progress and plans ahead for progress in
the three threads of Scholarship of Discovery, Scholarship of Practice, and
Scholarship of Service.
0 Documentation Table filled in appropriately (see sample below)
0 Student Professional Development Plan (see appendix)
0 Copy of your professional development goals for the next semester

Skill Competence
Social/Cultural Competence
Methodological Competence
Informatic Competence
Personal Competence

Section 1 should contain three reflective statements: one for each of the threads. These
statements should describe the studentds prof
discuss how the evidence in the following five sections illustrates their growth in the

competencies and inform their thoughts on future growth. Examples of sentences within the

statements may include ARegarding the Schol ar
haveée(changed, grown)é as can be seen by é0 o
will échange/ growébecauseéo. Section 1 shoul d

each semester, you would identify evidence that illustrates your growth in the intersection of the
threads and competencies. Us e t he fAmeet s st dudehtdProféssionasecti on ¢
Development Plan form think about what evidence supports which intersecting Rathaps
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an assignment shows growth in understanding ethical behavior on fieldwork. In the cell at the
intersection of social/cultural and service (*), you would put the name of that assignment. Then
you would put the actual assignment in section 3 of the portfolio.

Scholarship of Scholarship of Scholarship of
Discovery Practice Service

Skill Competence

Social/Cultural *Name of assignment
Competence

Methodological
Competence

Informatics
Competence

Personal
Competence

Finally Section 1 should include a current copy of the Student Professional Development Plan
filled out by your advisor and a current copy of your professional development goals for the next
semester.

Sections 2 to 6 should contain the hard copy evidence on growth in that competence. Evidence
can include (but is not limited to) assignments, peer or client reviews, fieldwork materials,
discussion board postings, feedback of any kind, documentation of hours, thank you notes, and
testimonies from individuals. Some evidence may apply to more than one cell.

Process and Timeline:

Four times during the program, students will be asked to submit their portfolios for review by
their advisors and/or the faculty. The content will grow each time. The advisor will review the
binder with the student and make suggestions for strengthening each area. Each semester,
students will add to their portfolio so during the final semester in December, just before
graduation, the portfolios will be reviewed by the entire faculty.

Meeting 1; To take place during Orientation Day.
e Advisors introduce themselves and their role
e Students are encouraged to meet with their advisors anytime they have questions
or concerns

Meeting 2; Beginning of Y1 Spring Semester;
e get to know each other as advisee/advisor
students do a self-rating on the Student Professional Development form
develop professional development goals for the next semester
review initial reflective statements
review the evidence (which may be very little)

Meeting 3; Beginning of Y2 Fall Semester;
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review progress on goals and develop new ones for the next semester

review advisordés rating oformStudent Prof
review reflective statements

review evidence

Meeting 4; Begmnlng of Y2 Spring semester;

review progress on goals and develop new ones for the remainder of the program
review advisordéds rating on Student Prof
review reflective statements

review evidence

Meeting 5; during your week back on campus just before graduation

1.8 Competencies for Graduation

By the completion of occupational therapy academic and fieldwork education, graduates of the
Division of Occupational Therapy at Shenandoah University will have the following five
competencies. During each semester, faculty advisors and students will set professional
development goals and plans using the competencies as guidelines.

Skill Competence: Demonstrate the knowledge and skills necessary to safely appropriately, and
efficiently coordinate tasks and materials for activity completion.

Social/Cultural Competence: Demonstrate the ability to work with others (team, clients,
families, peersé) i nsthioughunderftahding, @npathizieex t and cul
communicating (verbal, nonverbal, and written), negotiating, cooperating, mediating, facilitating,
collaborating and building rapport.

Methodological Competence: Demonstrate the ability to understand and apply theoretical and
scientific principles necessary for data collection, synthesis, clinical reasoning, treatment
planning and application to the occupational therapy process. Additionally, students will
appropriately utilize multiple reasoning skills, best practices, critical pathways and evidence
across the continuum of care. Competence in this area leads to understanding, developing and
organizing effective programs that are client and/or community specific.

Informatic Competence: Demonstrate and understand the ability to efficiently gain, use and
disseminate information to multiple audiences as it applies to occupational therapy services.

Personal Competence: Demonstrate the ability to reflect
challenges, seek and gain insight from others, and modify behaviors, set goals and seek
assistance to insure competence in the other domains.

Contributing Sources:

Evers, F., Rush, J., & Budrow, I. (1998). The bases of competen&kills for lifelong
learning and employabilitysan Francisco: Jossey Bass.
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Moyers, P. (1999). Guidelines for practiceBethesda: American Occupational Therapy
Association.

1.9 Faculty Members

Director and Associate Professor Deborah Marr, ScD. pediatric occupational therapy
specialist joined the faculty in 2005. Her research program aims to help children improve skills
in managing sensory input, especially in school. She and a colleague wrote stories for parents
and teachers to read with children to help them develop the coping skill of predicting
environmental challenges prior to entering the environment. The stories allow children to focus
on relevant sensory information and to avoid distractibility.

Dr. Marr has presented papers about her research at national and international
conferences, and published articles in occupational therapy and education journals. She has
established relationships with local day care centers, Head Start programs, and public schools for
SUDOT student education and research.

Professor Mary Corcoran, Ph.D., FAOTA, occupational therapist and gerontologist. The
need to recruit faculty specialists affects university budgets and requires deviation from routine
hiring practices. Dr. Corcoran is an example of an unusual hiring practice. SUDOT shares her
with George Washington University under a joint Memorandum of Agreement. Dr. Corcoran
has the rank of full-professor, half-time at SUDOT and half-time at George Washington
University. She served as Editor of our primary professional journal, the American Journal of
Occupational Therapyp until recently, and published research articles and books in the fields
of dementia and care-giving. Under the part-time agreement, she teaches 2-3 courses per
semester.

Dr. Corcoran is responsible for student research programs. Three years ago, she
developed a program for faculty members to mentor student research reasoning and skills. This
program establishes student-faculty teams in a systematic process to design, implement, and
evaluate new client-centered programs in community agencies.

Assistant Professor Leslie Davidson, M.S.Ed. M.A.OT. specializes in the practice area of
neurological rehabilitation, and administration/management of health care systems. Before
coming to SU, Professor Davidson was Coordinator of Special Projects, and Interim Director of
Physical Medicine and Rehabilitation at Georgetown Hospital. Since 2002, she has been the
Ameri can Occupational Therapy Assmenti ati onbés R
Procedural Terminology (CPT) advisory board of American Medical Association. The CPT
advisory board helps determine reimbursement codes for health professions patient billing. The
SU community recognizes her role in the creation, implementation, and evaluation of the new
General Education Program.
Professor Davidson developed two popular and complex new courses. In one course, she
applied the anatomy and physiology of the human nervous system to the performance of daily
occupations such asdailysel f care routines for individuals w
|l earned to analyze the diseasebds impact on hu
and Management, Davidson linked systems theories from a variety of fields to occupational
therapy-related agencies. Professor Davidson is working on her doctorate in Adult Learning and
Resource Development at Virginia Tech.
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Assistant Professor and Academic Fieldwork Coordinator Cynthia McGreevy, A.A., R.T.
M.S., OT. joined the SUDOT faculty in January 2007. She serves as the Fieldwork Coordinator
and will be teaching primarily in the areas of wellness and mental health. Professor McGreevy is
a 2002 Shenandoah University OT graduate who brings many years of clinical healthcare
experience to the SU-OT program. McGreevy worked for over 13 years in the field of
respiratory care before beginning her career as an occupational therapist. Her background in
healthcare and personal experience working in both the hospital and community setting with
individuals who experience complex medical as well as psychiatric diagnoses is included in the
classes she teaches. McGreevy continues to provide occupational therapy services in the local
community working primarily with developmentally disabled adults, geriatric clients and at risk
youth. She has established relationships with local group homes, assisted living facilities, and
alternative juvenile placement facilities for SUDOT student education. McGreevy will begin
pursuing an OTD in fall 2008.

Assistant Professor Kathy Subasic MS, OTR/L joined the faculty in Fall of 2008. She is
half-time and will be teaching the introductory course to occupational therapy as well as several
other courses. After obtaining her master's in occupational therapy from Towson State University
in 1995, Subasic has worked in physical rehabilitation, acute care, home health, and low vision.
She has NDT/Bobath certification in adults and has taken continuing education courses in
myofascial release. She is currently working on her doctorate from Nova Southeastern
University in Florida.

Appointments with Faculty

Faculty members will inform students of available office hours at the beginning of each
semester. Appointments can be conducted face to face, or using synchronous chat, email,
webinar, or phone. It is recommended that students engage in scheduled appointments with an
agenda of issues to be discussed for efficient utilization of office time.

1.10 Responsibilities

Faculty Responsibilities

Occupational Therapy faculty members have many responsibilities that include teaching,
scholarly activity, curriculum development, university and community service, and clinical
participation. While teaching is a primary focus of the faculty, there are other responsibilities
that they have which consume significant amounts of work time. Students need to be aware of
these commitments.

Student Responsibilities as Active Participants in the Learning Process

A guiding philosophy of the Division of Occupational Therapy is that students are active
participants in the learning process. Learning is an active process that requires initiative and
continual participation by the student. Individual course objectives are designed to meet student
learning needs; but, students are encouraged to take responsibility for developing their own
learning goals, communicating them, and taking an active role in seeing that they are met.
Learning is a lifelong process. As a future health care provider, the individual must take
responsibility for his or her own professional growth and development.

Active learning includes peer review and program evaluation. Peer review involves
critical anal ysis of anotherdés work, cooperat
evaluation will take many forms during the education process. This includes, but is not limited
to, evaluation of faculty, instruction methods, and curriculum.
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1.11 Occupational Therapy Staff Members

Ann Marie Keenan, Fieldwork Secretary 540-665-5540
Linda Burrow, OT/PT Admissions Coordinator 540-665-5559
Laurie Murray, Office Manager 540-678-4313

2.0 STUDENT POLICIES AND PROCEDURES

2.1 Academic Honor Code

S U @Asademic Honor Code includes violations (cheating, plagiarism, etc.) and Honor
Court procedures and appeals process. Students are expected to read the Honor Code and abide
by it throughout the curriculum. A copy of the Honor Code is located in the OT Coffee Shop.
Click on Student Information and it is one of the items there.

Carefully read the Honor Code, sign the sheet (at the end of this handbook) stating that
you have read and fully understand the Honor Code. Be prepared to turn into Faculty before the
first day of classes.

2.2 Non-Discrimination Policy
Shenandoah Universityodos Division of Occupa
basis of race, color, national origin, religion, gender, age, veteran status, political affiliation,
sexual orientation or disability (in compliance with the American with Disabilities Act) with
respect to employment or admissions or in conjunction with its programs and activities.
Inquiries or requests for reasonable accommodation should be brought forth to the Division
Director who in turn will contact the Shenandoah University Disability Services (contact the
Coordinator of Disability Services at 540-665-4928)

2.3 Sexual Harassment Policy

http://www.su.edu/studaffs/handbook
See Shenandoah University Student Handbook

2.4 Alcohol and Other Drug Policies

http://www.su.edu/stuaffs.handbook/hb4.asp
See Shenandoah University Student Handbook

2.5 Legal Issues and the Family Education Rights and Privacy Act

http://www.su.edu/stuaffs/handbook/hb5.asp
See Shenandoah University Student Handbook

2.6 Shenandoah University Criminal Background Check Policy

All students who have an experiential learning component required as part of their degree
programs must authorize, submit to, and pay for a criminal background check (CBC) prior to
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entering the program, and in some circumstances, on an annual schedule after admission. Details
are available from each program director or dean. For occupational therapy, the initial
background check will occur at the beginning of your first semester. Subsequent drug testing
may be done randomly or may be needed prior to going out on Level Il fieldwork experiences.
Students will be responsible for all the fees associated with these checks. The fee for the initial
check will be between $50 and $100 and will be charged to your student account. If a drug
screening is required for a Level | or Level 1l Fieldwork experience, please contact Cindi
McGreevy, the Academic Fieldwork Coordinator, on where to go to have this done. The fee for
this screening is $30-$50 and will be charged to your student account

A student who is concerned about the effect their criminal background check or drug
screening results may have on their ability to ultimately sit for the national exam should consult
the National Board for Certification in Occupational Therapy (www.nbcot.org).

Students on a leave of absence for one semester or more may be required to have their
CBC and urine drug screen repeated upon return.

2.7 Health and Educational Requirements

The university health record (found on the SU website) must be completed and returned
to the Wilkins Wellness Center prior to the start of the first semester. The health requirements
include a physical examination, record of health insurance, and procedures listed below. The
student will not be allowed to atte@DURSES until the completed health record is on Ne.
exceptions will be made. Absence due to incomplete health record is an unexcused absence.
The cost of these i mmunizations wil/l be

Health RequiementsDocumentation must be provided by the start of fall classes to

Wilkins Wellness Center

Current Tuberculosis test (PPD).

Hepatitis B inoculations-Documentation for three shots.

Measles, Mumps, Rubella (MMR) titer.

Polio (show the last date in series).

Tetanus/Diphtheria (within 10 years).

Tdap (if Td is greater than 2 years old)

Varicella/Chicken Pox.( Two dates are required for the Varicella/Chicken

Pox.)

Meningitis (only for those planning to live in the residence halls)

Physical examination-Physician's report of results, done within past year

Personal Health Insurance card.
k. CPR card (see below).

Educational Requirements:
* current Basic Life Support for Healthcare Providers (CPR and AED) program
offered by the American Heart Association. This training is not provided by
SUDOT but we often set up courses for new students through Valley Health (to
be renewed annually or biannually depending on the course). Documentation
should be provided to the Fieldwork Secretary.
* OSHA/ Bloodborne Pathogens/ Universal Precautions training certification
(training provided by SUDOT)
*HIPPA training (training provided by SUDOT)

@ o e o
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2.8 Accommodations for Students Under the Americans With Disabilities Act (ADA)

Special accommodations will be made for students who, because of a disabling condition,
require special accommodations in order to meet course requirements. To receive special
accommodations, appropriate supportive documentation must be placed on file with Shenandoah
Universityods Amer i c a @sdesignated aifficibl,ilosatedoin tHe Academacs A c t
Enrichment Center. Both the official and students requiring accommodations must inform the
course instructor of needs at the beginning of each semester, before exams and assignments.
Accommodations cannot be made retroactively. See current Shenandoah University graduate
catalog for detailed policy and grievance procedure.

2.9 Attendance & Participation

Students are reminded that this is a demanding full-time academic program. The
Division of Occupational Therapy Faculty support the University attendance policy as described
in the University catalog. Students are expected to meet the objectives of the course. Class
attendance and online participation is essential to academic progress. It is important that
students review and understand the class attendance policy in the catalog.

All students are required to attend all scheduled lectures, laboratories, clinical
experiences and Case Groups. Legitimate excuses for absence are personal illness, death in
immediate family, or professional activities which have prior approval. Physician and dental
appointments, other than emergency, are not justifiable reasons to miss class. Faculty and
students have a responsibility to ensure an environment conducive to learning. Therefore,
classroom attendance is restricted to those individuals enrolled in that class. Children or guests
may be permitted in the classroom only with prior approval of the course instructor.

Students are required to attend all community and campus learning lab experiences in
order to meet the objectives of the courses with a clinical component.

e Two (2) missed clinical sessions/labs are considered to be excessive and may result in a

reduction of one letter grade for the course.

e Three (3) missed clinical sessions/labs are considered to be unacceptable and may result

in failure of the course.

A student missing clinical sessions/labs due to extenuating circumstances may, in
conjunction with faculty, develop a plan to make-up the missed clinical experience. Faculty may
provide make-up clinical time if:

e The course objectives cannot be met in the remaining scheduled clinical labs

e There is a legitimate cause for absence (legitimacy is at the discretion of the faculty

member).

e Clinical facilities and appropriate faculty are available

2.10 Leave of Absence- Medical/Surgical

If a leave of absence is requested for a medical or surgical condition, documentation from
a qualified health care provider must be submitted to the Dean/Director with the written request
from the student. The Dean/Director will file a copy of the written request with the Wilkins
Wellness Center. This written request may be waived in the case of a documented emergency.
In all cases, written clearance to return to classes must be provided by a qualified health care
provider to the Dean/Director and the Wilkins Wellness Center. If absent for an extended time
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for medical leave, a student may be required to verify that he/she can still meet the physical and
mental requirements consistent with the occupational therapy educational program.

If a student has taken a leave of absence greater than one year prior to fieldwork and the
outstanding clinical experience is required for the receipt of a degree one or more of the
following must be met:

e Students may be required to audit previously completed courses

e Students may be required to complete independent study courses

e Students will be required to complete competency checks

e Students may be required to complete other assignments designed to demonstrate

competence

Students must begin fieldwork within twenty-four (24) months of course completion.
Faculty will review for special circumstances.

2.11 Level One (Part Time) and Level Two (Full Time) Fieldwork Experiences

Clinical education is an important aspect of the curriculum. Level | Fieldwork is an integral part
of the curriculum design. Each Level | experience is designed to enrich didactic coursework
through direct observation and participation in selected aspects of the occupational therapy
process. Level I students must complete a minimum of 48 hours during the semester. Students
are to travel to Level | Fieldwork sites during semesters three and four of their training. Students
are expected to comply with the attendance policies and procedures specified by the fieldwork
siteds clinical education coordinator.
rescheduling time at the site and for all fieldwork assignments, regardless of the reason for his or
her absence. In the event of illness or other unanticipated absence, students must contact their
site supervisors per their instructions. Level One Fieldwork experiences are completed on
non-campus days and during normal working hours.

Level Il Fieldwork is a critical part of professional preparation. Each Level Il Fieldwork
experience is designed to provide students with the opportunity to integrate academic knowledge
with the application of skills in a practice setting. Upon completion of the Level Il Fieldwork
experience, the successful student will function as an entry-level practitioner. In accordance
with national standards, students are responsible to complete a total of 24 weeks of full-time
Level Two Fieldwork. After the fourth semester, students are to complete a minimum of 24
weeks (960 hours minimum) at a full-time Level Il Fieldwork site, as assigned by the Academic
Fieldwork Coordinator. This is done in two different facilities, with each placement lasting 12
weeks. Level Il fieldwork often requires students to relocate outside of the Winchester area.
Fieldwork sites are arranged between the university and participating clinical facilities. Students
pay regular tuition during this period.

Students who fail Level | (OT 628 and OT 638) or Level Il (OT 640 and OT 641)
fieldwork may repeat the failed course one time only. Level | fieldwork is graded by the stated
criteria and yields a letter grade. Level Il fieldwork is graded on a pass/fail basis by the
instructor of record. Details pertaining to the grading of fieldwork may be found in the
fieldwork handbook.

Students must be approved for all fieldwork placements by the Academic Fieldwork
Coordinator, Faculty, and Division Chair. Considerations in this recommendation include
student academic performance, completion of program requirements, demonstration of adequate
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professionalism, and behaviors indicating ability to be successful during Level 1l fieldwork (see
Professional Development Plan in appendix). Fieldwork sites may require students to complete a
criminal background check and/or drug testing. Students on all fieldwork assignments must
follow safety procedures of the institution, plus any other requirements of the site.

Students should recognize the serious nature of and potential liability involved with
fieldwork education. Patients being treated by a student in a clinical facility have the right to
know the level of training of the person administering treatment, the right to receive the same
standard of care as provided by licensed therapists, and the right to refuse treatment administered
by any health care provider. The clinical supervisors are responsible for the care given to
patients and must, therefore,gui de and supervise a studentds ac

The university has developed a number of procedures to minimize risks. These include:
stating the objectives for each fieldwork assignment; providing the fieldwork supervisors with
information related to the curriculum, level of preparation of the student, requiring current
professional liability insurance for all students during every semester of the curriculum, and
health immunizations, physical examinations, health insurance, and other protections for students
and patients. A legal contract between Fieldwork sites and the University further clarifies the
duties and responsibilities of each party in regard to student fieldwork education.

Policy on Fieldwork Grading: As stated in the Shenandoah University Division of
Occupational Therapy Fieldwork Handbook, the final grade for each fieldwork placement is
determined by the University, based on information provided by the fieldwork instructor.
Grading will be based on the following criteria:

Scores on the Fieldwork Evaluation Form
Demonstration of professional, ethical and safe behaviors during fieldwork placement
3. Completion of the Studentés Evalwuation of

For further information on Fieldwork education, consult the Division of Occupational Therapy
Fieldwork Handbook.

All fieldwork students are required to comply with the policies and procedures for
safety and security in clinical settings. St
instructions for fire and electrical safety, occupational safety and health, and personal
safety.

2.12 Professional Behavior

Students are reminded that the Division of Occupational Therapy is located in a
professional rehabilitation/medical center. As a representative of the rehabilitation community,
you are expected to act professionally at all times. This includes dress, communication and
general behaviors.

The SU Division of OT has adopted and adheres to the American Occupational Therapy
Association Code of Ethics (found at www.aota.org).

Any student who demonstrates inappropriate professional behavior (including, but not
limited to, the following: poor attendance or tardiness to class, missed examinations, lack of
participation in required curricular activities, inappropriate behavior or dress in classroom or
clinic, poor personal hygiene, violation of Student Handbook policies, unsafe behavior, or lack
of respect for the dignity and rights of others) will be issued a verbal warning at first occurrence.
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If the behavior occurs a second time, a written warning will be issued. This written
warning will be reviewed with the student by their advisor or program chair and then placed in
their student file. If a similar incident occurs a third time, the student may be placed on
disciplinary suspension for a period of up to one year based on consensus of all primary faculty.
In order to be reinstated after disciplinary suspension caused by inappropriate professional
behavior, the student must demonstrate clear improvement in the offending behavior(s) as
documented by the studentds advisor in consul
incidents of a similar nature will be grounds for dismissal from the program.

2.13 Outside Employment

Outside employment combined with student responsibilities may be very difficult to
accomplish effectively. Students should not engage in this type of activity if they are having
academic difficulty. The student must realize that their number one commitment should be for
academic and clinical achievement. If no academic difficulties are present, it is
recommended that full-t i me st ud e nno@ae theamlq lrogreperiweek of outside
employment and no more than 20 hours for part-time students.

2.14 Program Space and Equipment

Everyone involved in the program is responsible for keeping program space orderly.
Students must dispose of garbage and recyclable items appropriately. Personal items may not be
left in classrooms, clinic or tutorial rooms. It is imperative that resources be returned promptly
to their correct place.

Use of clinic and classroom space is not authorized for any student or faculty member
who is in any way simultaneously caring for children.

Equipment: Use of department televisions, DVD/VCR, Camcorders, or other technology
equipment is for the expressed purpose of student learning or research. It is not intended for use
to view movies or other videotapes for personal entertainment. Anyone using the equipment is
expected to leave it in the same configuration as it was found. Check out of all technical
equipment must be authorized through the Office Manager or Faculty and returned within 7 days
unless written authorization by Faculty.

Students may borrow instructional resources from individual faculty members with
permission. Each faculty member has a check-out system for their personal materials.

Instructional materials owned by the Division of Occupational Therapy are not to be
removed from the fifth floor unless permission is received from the chair or designated faculty.
Students must formally check out these items through the chair or faculty member. Student
library books and theses are to be checked out with the Fieldwork Secretary.

All labs contain expensive, sensitive equipment, as well as books and charts, which
should be used carefully and appropriately. All work areas are to be kept neat and clean.
Nothing is to be removed from any | ab area wi
granted, items must be signed out.

Classrooms: All classrooms are a shared resource of the Divisions of Occupational and
Physical Therapy. Highest priority use of classrooms is for instruction including scheduled
classes, and examinations. Secondary priority is given to Division meetings. Facilities may only
be reserved for instruction and Division sanctioned meetings. A classroom schedule will be
posted in each classroom. Tertiary priority is given to homework or group study by students on a
first-come, first-served basis.
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Classroom tables and chairs may be rearranged to suit specific instructional or meeting
needs, but must be returned to the original location immediately after each session. No computer
or audiovisual equipment may be altered or removed from the classroom except by prior
approval of the appropriate Division personnel.
Classroom technology including the computer-based projection system is for faculty and
staff member use only. Students may use the equipment with faculty members present. Report
all equipment malfunctions immediately to the Division Office. Do not attempt to repair
equipment yourself.
Classroom Etiquette: Food or beverage is permitted in classroom areas away from
computer or audiovisual equipment. General order and cleanliness is the shared responsibility of
all users -- remove trash, extra handouts and personal belongings after each session. Noise in the
classroom is distracting and should be mini mi
arrive late for class or must leave during a class, always enter and exit from the rear door to
avoid disrupting ongoing instruction. Under no circumstances should a student not enrolled in a
course enter a classroom where instruction is in progress.
Blackboard Netiquette:
a. Check the discussion frequently and respond appropriately and on subject.
b. Focus on one subject per message and use pertinent titles for your posts.
c. Capitalize words only to highlight a point or for titles T Capitalizing otherwise is
generally viewed as SHOUTING!
d. Be professional and careful with your online interaction.
e. Cite all quotes, references, and sources.
f.  When posting a long message, it is generally considered courteous to warn readers at the
beginning of the message that it is a lengthy post.
g. Itis considered extremely rude to forward s omeone el sebd6s messages
permission.
h. It is fine to use humor, but use it carefully. The absence of face-to-face cues can cause
humor to be misinterpreted as criticism or flaming (angry, antagonistic criticism). Feel
free to use emoticonssuch as :) or ;) to | et others kno

[ The above fAnetiquetteodo guidelines weheNetUserapted fro
Guidelines and Netiquette, Florida Atlantic University, 1994, available from Netcom.]

Common Types of Online Postings and Replies
Suppl ement the Posting: Add to the content o
or material from the reading assignments or other reading materials. (When you do this, please
cite your references at the end of the posting i book or article title only).
Exampl e: Al agree with what Laurel has said
Killer Mythso point out, coaching isndét that

1. Supplement the Posting: Add t o the content of your tea
additional data or material from the reading assignments or other reading materials.
(When you do this, please cite your references at the end of the postingd book or
article title only). Example: fi hgree with what Laurel has said about coaching. As
the articlTdheieactKiind:er Myt hso points out
or difficult to learn.
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2. Apply the course or team material to your experience: Relate the content of the
posting or paper to present or past experiences in your professional and/or personal
life. Example:i Al t hough | agree in theory wi
experience coaching employees has had mixed results. | 6 m not sur e |
coaching. o

3. Critique your teammates: Evaluate or take issue with various aspects of the posting

or paper. Example:AWhi | e |1 agree with Ryan about
individual s, I dondot think, as he does,
I

seem Acoachabl e. o

4. Support your teammates: In all of your responses and postings, you should strive
to enhance and promote the learning and development of your colleagues. Example:
ABri an, I really | i ked wdoahng.yileewaygoa i d
write makes what happened really come alive. Your descriptions are so vivid and
funny! Thanks!

Common mistakes in replying include (1) merely summarizing the work offered by your
teammates, (2) only sharing personal experience (not professional as well), and (3) only

giving a word or two of praise, but not being very specific (Example: A Gr eat posti ng

Classroom Access: Locked classrooms may be accessed with the permission of a faculty
or staff member. Students who wish to use the facilities after business hours should make prior
arrangements with faculty or staff. All building security policies and procedures must be strictly
observed. Students should exercise appropriate precautions to guarantee personal safety at all
times. Students should turn of lights and lock doors when they leave the classrooms.

Fifth Floor Clinic: The clinic is used to provide services to clients, for skill development
sessions, and special events. A schedule for the clinic use is posted on clinic doors. Students
may not enter the clinic when it is in use. It is important to remember that the equipment in the
clinic is to be used for therapeutic purposes only. Students may bring food and beverages into
the clinic by permission of the instructor. It is imperative that items be returned to their proper
place and that health and safety precautions are followed. All mats, toys, and equipment must
be washed after each use.

Student Lounge Policy Statement: The lounge facilities provided by Shenandoah
University i including appliances, furniture, reserve reading materials and computer
workstations for E-mail and Internet access i are made available to students, and approved
guests of the Divisions in Occupational and Physical Therapy primarily as a resource for
enhancing and facilitating communication, learning, relaxation and student safety. The
University encourages and promotes appropriate use of this shared Division resource.

2.15 Computer Laboratory on Second Floor
All computers in the labs are connected to the campus network. Lab computers are a
shared resource of the Divisions of Occupational and Physical Therapy.
Priority of Use: Highest priority use of the laboratory computers is for instruction
including scheduled classes, and examinations. Facilities may only be reserved for these
activities. A laboratory schedule will be published. Secondary priority is given to homework on
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a first-come, first-served basis, with 50% of the machines reserved for each Division. Use
beyond the 50% limit may occur if all machines are not being utilized. When exceeding the 50%
usage rule, the machine must be yielded immediately upon request of those whose rights have
been infringed.

Individual Accounts: In accordance with University policy, currently registered students
will automatically receive a network and E-mail account when admitted into the Division which
wi || remain active during continuous enrol |l me
appropriately use and maintain their accounts. Access to the network account is password
protected. E-mail and network accounts will be used to disseminate important information
including scheduled coursework, grades, and announcements.

E-mail and Internet Access: Non-instructional access of E-mail and the Internet should
be through the dedicated computer workstations in the student lounge. Laboratory computers not
in use for instruction or homework may be used to access E-mail and Internet.

Equipment location: Monitor and seat position may be adjusted for viewing comfort but
monitor controls should not be changed. Location of the monitor, CPU, and other peripheral
devices should not be changed to prevent damage to cables and interruption of service. No
equipment may be altered or removed from the laboratory at any time.

Powering Equipment: If the power to the workstation is off, turn on the monitor first
followed by the CPU and other peripheral devices. Computers should be left powered-on during
the day throughout the semester. Power-off computers overnight, and during holidays and
semester break. Power-off sequence should be the reverse of power-on.

Log-In Procedures: Each work session must begin by logging on to the system and
conclude by logging off the system. Failure to properly log-off leaves your account vulnerable
to unauthorized use.

Software: Do not install any software applications on local hard drives or networked
volumes. Unauthorized copying of software is a violation of University policy and is punishable
by law. Most software documentation is available on-line within the application.
Documentation for those applications not available on-line will be stored in a designated location
in the computer laboratory. Treat hard copy documentation with the same respect accorded to a
library reference book. Promptly return documentation to its proper location after each use and
do not remove any documentation from the laboratory.

Virus Protection: Computer viruses typically are transmitted by floppy disks or Internet
access. Virus checking software has been installed on all University workstations to protect
against equipment damage or loss of information. Home computer systems must have similar
protection to prevent inadvertent infection of personal computers.

Printing: Laser quality printers are provided for laboratory use. Each workstation has
been connected to a designated printer. Do not change printer connections. Use all available
editing tools such as spell and grammar checker, page layout, and print preview to prevent
wasted paper and toner. The university policy is that students may print up to 750 copies per
year for free. After that, the student may be charged for additional pages. Do not print multiple
copies of a document -- use a photocopier for this purpose.

Equipment Malfunction: | f a computer fAfreezeso during
machine by simultaneously pressing the control-alt-delete keys. As a last resort, power-off the
CPU only, wait 30 seconds, and reapply the power. If the computer still malfunctions, power-off
the equipment and report the problem. Low supplies and all equipment malfunctions should be
reported immediately to the Division Office.
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Laboratory Etiquette: No food or beverage is permitted in the laboratory at any time.
General order and cleanliness is the shared responsibility of all users. Noise in the laboratory is
distracting and should be minimized by speaking softly and using headphones whenever
appropriate.

Laboratory Access: Laboratory facilities may be accessed 24/7 via combination locks.
Do not allow others access by sharing the combination. All building security policies and
procedures must be strictly observed. Students should exercise appropriate precautions to
guarantee personal safety at all times.

Violation of Lab Protocol/Privileges: Violating lab policy/procedures will be handled in
the following manner: All violations will be forwarded to the Division Director, including
student's name, date and time of incident and nature of violation. First offense will be brought to
the student's attention with a warning. Second offense will result in the loss of one week's
laboratory privileges. Third offense will result in the loss of one month's laboratory privileges.
Fourth offense will result in the indefinitely suspend laboratory privileges, pending a hearing
before the Classroom Faculty.

2.16 Photocopying
Students are not permitted to use the copy machine on the fifth floor without express
permission from a faculty or staff person.

2.17 Telephones

Two telephones are available for student use. One is located on the fifth floor at the
reception area immediately in front of the elevators. The other is located in the student lounge
on the second floor. Dial (9) plus the number for local calls. Students may make long distance
calls using a 1-800 personal calling card.

2.18 Student Mailboxes

Student mailboxes are located on the fifth floor in the reception area. Mailboxes are used
for distributing notices, mail and messages. Students are asked to check their mailboxes on a
regular basis. Because the mailboxes are constrained by the reception area, students are asked to
retrieve mail quickly and not linger.

2.19 Student Messages

The office personnel have been asked not to take messages of a personal nature; it is
against Division policy for the office personnel to take personal calls and place messages in
mailboxes unless it is an emergency.

2.20 Student Files
A file for each student is maintained and kept in the program office. Students may access
their file by making an appointment with the Office Manager. Files contain the following
information:
1. Advisor Sheets
2. Courses/Grades: this includes class registration forms, semester grades, and Case Group
evaluations.
3. Correspondence, Release/Consent Forms: this includes correspondence to/from the student,
consent forms, releases, general notes, and records of attendance.
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4. Fieldwork Information: includes evaluation from fieldwork sites, information sheets, and
other pertinent information.

2.21 Schedules

Students should be aware that changes in schedule may occur to accommodate guest
speakers and for special events. Students will be given advanced notice about such changes and
are expected to attend.

2.22 Student Clubs and Activities
Student Occupational Therapy Association (SOTA) is a student-run group that
organizes student participation in program, community, and social activities. Membership in
SOTA is voluntary and membership fees are $10.00 per year. A SOTA representative should
attends the annual VOTA and AOTA conferences to represent the needs of the SUDOT program.
Expenses for travel would be the studentds re
all expenses..
Students are encouraged to participate in campus-based clubs and organizations. Consult
the University Catalog or University Student Handbook for a complete list of clubs.
Pi Theta Epsilon (PTE) is the National Occupational Therapy Honor Society.
Shenandoah Uni ver si ty anstiate®nEvEmeGheraepety gear ac¢otdiegt a Si ¢
to national criteria, which include: top 35% of class and GPA of at least 3.5 since entering OT.
National fees are $50 and chapter dues are $10 per year. The chapter meets monthly to plan and
carry out activitiesi n accordance with PTE®&s mission: to j
occupational therapy. Membership is life-long, but only dues-paying members are considered
active. Benefits of PTE include: recognition of high scholarship, quarterly newsletter, voting
privileges, and networking opportunities with other students and therapists. PTE holds an annual
meeting at AOTA Conference. Tr av e | expenses are the student 6s
votes to pay for some or all expenses. Shenandoah University has had at least one delegate each
year since 1999.

2.23 Student Class Liaison(s)

One or more student class representatives will be elected for each incoming class near the
middle of their first semester. Representatives will attend a meeting with occupational therapy
director once per semester to allow formalized communication on issues pertaining to academic
and clinical preparation.

2.24 Student Addresses
It is every studentds responsibility to ke
t he Regi st rtleOdupaticdad Tharapyeffiee.nltds especially important to provide
the Academic Fieldwork Coordinator with your current academic and permanent contact
information. Forms to update the information are available on BLACKBOARD. See the
Fieldwork Handbook for more information.

2.25 Student Fund-Raising

Students who wish to collect funds for their class hooding ceremonies may not use the
Shenandoah University Division of Occupational Therapy title, address, or space. All accounts
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must be separate from the SU Division of OT. For bake sales in the building, contact the
security office for display table.

2.26 Registration

Students should be alert to university announcements about Early Registration
periods. The Registration Office will not allow students to register who have HOLDS from the
Wilkins Wellness Center or Student Accounts in the Business Office. Unregistered students
may not attend Division of Occupational Therapy classes including fieldwork.

2.27 Faculty and Course Evaluations

During the academic year, students will be asked to complete individual course
evaluations. I n addition, each studentodos fee
use of questionnaires and/or focus groups. Course evaluations are to be completed at the
conclusion of a course via on-line or paper surveys. Any paper evaluations will be given to the
program secretary who will compile the results. Course evaluations are not to be placed in
faculty offices or mailboxes.

2.28 Student Evaluations
Course grades for each student will be determined via evaluation of the extent to which
the student meets course objectives. Individual course syllabi identify the weighting system by
which scores from quizzes, exams, written assignments, skill-based practical examinations, etc.
contribute toward a final grade.
GradingScale: The studentods knowledge, understandi
information and display clinical reasoning and competencies will be graded on a point system,
which is used to determine the course grade. Points earned from each assignment or examination
is totaled. These are then converted to a percentage based on the total number of points possible.
The grading scale based on percentage is as follows:

90-100= A
80-89 =B
70-79 =C
Below 70 =F

This is a graduate program leading towards a professional qualification. Students will be
awarded appropriate grades for actual aaccompl
standard of quality to maintain future safety and integrity in clinical practice. Students are
responsible for understanding the criteria for academic standing in the Division of Occupational
Therapy Student Handbook.

Clinical Skills Competency Examinations: Students must master and demonstrate
various clinical skills and techniques in skills checkouts within courses as they progress through
the program. Proficiency in clinical skills is factored into the grade in each course as designated
in the syllabi.

2.29 Professional Development Plans

During each of the semesters, students will participate in the portfolio process (see
section 1.7) which includes a professional development plan. This assessment process is
designed to address the development of a wide range of professional competencies necessary for
the successful practice of occupational therapy. Students are responsible for completing a self
evaluation prior to reviewing the plan with their advisor (see appendix). Students must
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successfully demonstrate professional behaviors outlined within the development plan to be
recommended for Fieldwork.

2.30 Student Academic Progression, Academic Standing, and Retention

Before Beginning the Program: Students accepted into the program must begin
coursework the fall semester of the year they gain acceptance into the program.

Incoming students are required to have a physical exam and all health vaccination
responsibilities completed before beginning coursework. The physical exam and PPD test must
be repeated annually. All vaccinations and health records, physical examination and proof of
health insurance must be on file with the Wilkins Wellness Center before classes begin.
Student 0s medical records ar e ddeeqfidentiainifa he Wel
student needs to have records sent to a third party (e.g., fieldwork site, employer, etc), the student
should request that Wilkins Wellness Center staff send the recordsd not the OT department.

Basic Life Support for Healthcare Providers (BLS)(CPR and AED) must be obtained
outside of SUDOT and must be renewed annually or biannually (depending on the course;see
section 2.7 for details).

Health requirements and insurance and renewable trainings such as CPR must
remain active from the beginning of the first semester through the final six-months of
fieldwork.

Progressing through the Program: Fulltime students must progress through the
program within four years including fieldwork. Part-time students must complete the program
within a maximum of 6 years. This is the SUDOT policy and is required by ACOTE.

Student progression through the program is based on the following:

a. Satisfactory completion of all course prerequisites before beginning coursework
each semester.

b. Completion of all occupational therapy coursework with grades of C or better.

C. Maintenance of the 3.0 Cumulative GPA.

d. Satisfactory evaluation on the Professional Development Plan after semesters one
through four.

e. Payment of all university tuition and fees

f. Maintenance of health requirements and insurance and BLS throughout program

g Successful completion of two continuous 3-month fieldwork experiences (Level

Il fieldwork).

2.31 Written Assignments
Academic dishonesty in any form is prohibited. Academic dishonesty includes actions
such plagiarism or giving and receiving unauthorized assistance in academic work. What is

pl agiari sm? Pl agiarism is an act of stealing
penalties f or it . Pl agiarism is taking someone el
presenting them as your own. When you do use

directly, or (2) paraphrase and summarize. The reader must be informed of what you are doing.
The Division of Occupational Therapy advises students to follow the current edition of
the American Psychological Association (APA) Guidelines, for all written work. We
recommend you purchase the current manual since you will use it frequently.
If you quote the source directly, you must:
e Use quotation mar ks before and after a pe
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e Use a verbatim direct quote;
e Let the reader know the source, including page, author,
and date with full citation in references.

If you paraphrase or summarize, you must:

¢ Introduce the reference in some manner at the beginning or end of the thought or
paraphrase of the section or passage being summarized or paraphrased; this lets the
reader know where your

e Arrule of thumb is that if you use three or more words in the exact form as the
original authorodés, 1t i

e Credit source author and date.

ibabiesa

s a ¢

stops

uot e a

If, at any time, you have questions or doubts as to whether or not you are plagiarizing,
check with your instructor before you complete the project or paper. Academic dishonesty in

any form coul d

resul

I n a

gr ade

of inFo

The severity of the penalty will be in keeping with the nature of the offense and will follow
guidelines in the Shenandoah University Academic Honor Co8tidents must review the
Honor Code and sign the form indicating that the Honor Code is understood. If in doubt as to

what constitutes academic dishonesty, contact the course instructors.
ncl ude
is more than one page in length, the pages must be securely fastened by a staple. All papers are

Each paper

mu st [

t he

due

and

nd

f

dat e,

to be typed in Microsoft Word and saved as a Word or PDF file prior to electronically mailing to

instructor.

Student s

ar e

responsi bl e

for

The following suggested guidelines may be used by instructors; however, instructors will
use their own scoring methods and will specify requirements under each category as needed.

Guidelines for Evaluation of Written Work

ltem

Deficient

Needs
Development

Developed

Exemplary

States purpose of paper

Clearly relates paper to assignment
e.g., occupation

Clearly identifies theoretical and
conceptual bases.

Uses precise, direct language,
active verb tenses when possible.

Organizes: paragraphs,
flow of ideas,
transitions.

Uses references from reliable and

scholarly resources in text of paper.

Proofreads paper; punctuates
correctly.

Uses APA format, e.g. cover page,
line spacing, pagination, levels of
heading, citing references in text,
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references, and running heads.
Check with instructor.

Other: additional criteria for specific
paper.

Student assignments, projects, and tests must be completed on announced due dates.

Given extraordinary circumstances, students who are unable to complete work by a due date will
be given the option of requesting an extension. Requests for an extension must be submitted in
writing to the course instructor at least 24 hours before the due date. The instructor will sign the
request if she/he agrees that an extension is justified, and will indicate a revised due date.
Students who do not receive permission for an extension and who do not submit work on
announced due date will receive a reduction points/grade for each day the work is overdue. All
course requirements (even if late) must be turned in to successfully complete each course.

2.32 Missed Examinations

All exams will be announced prior to the scheduled date and each student is required to
take tests at the scheduled time. If a student misses any exam or quiz without a legitimate excuse
(i.e., personal illness, or death in the family), the student will not be allowed to make up the
exam and will receive a grade of zero. Students who must take a make-up exam may be required
to take a different version of the exam than the one presented to their class (either written or
oral). Students who are unable to take exams when they are scheduled are not to talk to
classmates about any aspect of the exam until they have completed the exam themselves. This is
an ethical responsibility. In order to make up a test missed for legitimate reasons, the student
must inform the instructor or Office Manager prior to the time when the test is given.

Students must verify their illness immediately upon returning to school by presenting a
written statement from the Wilkins Wellness Center and/or physician to their instructor. Doctor
and dental appointments (other than emergencies) are not considered legitimate excuses.
Arrangements to take a missed exam must be made before the next scheduled class. It is the
studentdés responsibility to contact the instr
to show up at the designated time to take a make-up exam, a zero will be given for a grade.

2.33 Failure to Successfully Complete Coursework

All courses must be passed before a student may continue in the program of study. If a
student receives a ADoO or AFO in a course, he
the curriculum and will be placed on academic probation until the failed course has been
successfully completed. Students who fail a course who wish to continue in the program may
submit a letter to the faculty to petition continuing in the program including plans to retake the
course and complete it successfully. The faculty will discuss and vote on petitions.
Failure to successfully complete the failed course will result in termination from the program.
Financial aid may be jeopardized during the semesters of academic probation. In order to be
removed from academic probation caused by failure of a course, the student must repeat the
failed course for credit at the next opportunity.

If the student successfully remediates a course, he/she will be allowed to re-enter the
program at the appropriate point in the curriculum. All courses will appear on the transcript but
only the grade from the last attempt will be used for calculation of the cumulative grade point
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average (GPA). A course may be repeated once. If the student does not pass the repeated
course, he/she will be dismissed from the program.

Failure of two or more courses (regardless of semester of occurrence) is an automatic
dismissal from the program. Remediated courses are included in the total number of failed
courses.

Students are urged to take full advantage of help sessions offered by faculty and obtain a
tutor, if necessary, to avoid failure of courses.

In addition to policies and procedures of the University as identified in the Shenandoah
University GraduateCatalog, occupational therapy students are responsible for reading,
understanding, and implementing the policies and procedures found in the Division of
Occupational Therapy Student Handbook.

2.34 GPA Criteria for Retention

Students must maintain a 3.0 or above cumulative grade-point average (GPA) to remain
in good academic standing. Students who achieve below a 3.0 GPA following the first 15 credit
hours of coursework will be placed on academic probation. Students who achieve an OT
program cumulative below a 3.0 GPA after completion of 32 (first two semesters) credit hours
will not be permitted to proceed in the program. Students must have a 3.0 GPA to graduate from
the university.

2.35 Withdrawal Procedures
For students voluntarily wishing to withdraw from the program, the following steps must
be taken:

a. discuss the matter with your advisor;

b. discuss the matter with the Division Director;

C. submit a letter stating the reason for withdrawal to the
Division Director

d. complete the official withdrawal forms from the university;

If a student is on fieldwork away from the university, they must contact the Academic
Fieldwork Coordinator at SUDOT to discuss the issue of withdrawal. Please refer to the
Shenandoah University graduate catalog for detailed procedures regarding withdrawing from a
course or Shenandoah University.

2.36 Unsafe or Impaired Behavior

The faculty of the School of Health Professions supports the Drug and Alcohol Policy
adopted by the university (refer to the Student Handbook). The use of drugs or alcohol prior to
or during class or clinical will not be tolerated.

If a faculty member or clinical supervisor suspects that a student is under the influence of
drugs or alcohol, he or she may remove the student from the setting and immediately notify the
Wilkins Wellness Service. The following steps will be taken:

a. The student will be informed why the behavior is considered inappropriate and
what steps will be followed.

b. The Director of Wilkins will interview the student and determine the need for
drug screeningwhichmaybe or dered at the studentdos expens:

c. If the drug screen is positive for drugs or alcohol, the Director of Occupational
Therapy will be notified.

34



d. A treatment program will be determined. This program may include random
drug testing at the studentds expense, a chem
support group. Failure to comply with the recommended treatment program may result in
dismissal from Shenandoah University.
e. If the drug screen is negative, the student will be referred to the university
physician for further examination to determine the cause of behavior.
f. If the student refuses to take the drug screen, the student may be dismissed from
Shenandoah University.

2.37 Counseling Services

Some students may experience higher levels of stress due to the demands of the
professional education process. Also, some students may find that their previously successful
methods of studying may need improvement in view of these increased demands. Students are
encouraged to share their concerns with their faculty and advisors. Faculty will act as advisors
and are not in the position of counselors in this situation. All information shared with the faculty
advisor will be kept confidential.

Counseling services are available to meet the personal, health, social, vocational, and
educational needs of students. These counselors have provided invaluable help for many
students and the faculty supports early intervention. Further information on counseling services
can be obtained from advisors, any faculty member, Wilkins Wellness Center, or the University
Student Handbook.

2.38 Professional Appearance

Classroom: The student is reminded that the school is located in a professional office
building in a small community. Therefore, appropriate attire is required at all times.

Fieldwork or Community Setting: The appearance of all students must conform to the
highest standards of cleanliness, safety, and good taste. Whenever in a fieldwork or community
setting, you represent Shenandoah University, the SUDOT Program, the occupational therapy
profession, and yourself. Failure to adhere to the regulations will result in dismissal from the
experience following one warning by the faculty member or clinical supervisor. Community
settings refer to all experiences where students come into contact with clients and/or
professionals. Many facilities have regulations regarding dress and grooming. If these policies
do not exist, students are required to adhere to the following:

Apparel: White lab jacket, if appropriate to the facility, with dress-type slacks or knee length
skirts. Athletic suits, shorts, sweats, mini-skirts or jeans are not acceptable attire, unless this is
standard attire for the facility. Shirts or blouses must be long enough to cover all abdominal
areas when shoulders are flexed to 180 degrees or when sitting or bending over. Shirts or blouses
should be high enough so as to not reveal cleavage.

Shoes:Comfortable, non-skid soled shoes are appropriate fieldwork attire. No sandals, high
heels, or open-toed shoes. Athletic shoes may be appropriate in some practice settings, as
dictated by the facility.

Socks/StockingsTasteful socks or stockings must be worn with shoes.
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ID Badge: An ID badge is to be worn at all times in clinic unless specifically instructed not to wear it.
The ID badge is obtained during orientation.

Grooming: At fieldwork, hair must be clean, styled in a manner which promotes safety, off the
collar, and away from the face. Hair should not dangle in your face when leaning over a patient.
Students are encouraged to choose a style which appears professional and would not be
distracting or offensive. Men must be clean-shaven or maintain a well-groomed beard or
mustache.

Cosmetics:Make-up, if used at all, should be light and tastefully applied. Perfume, aftershave,
or cologne is not to be worn during clinical experience. Use of an effective deodorant and
proper oral hygiene is essential.

Jewelry: A watch with a second hand or a digital watch is a measurement tool to be worn while
in the clinic. Rings of any type with high, sharp settings pose a safety threat to both you and
your patient. Remove this type of ring and secure in a safe location. For both safety and
professional reasons, only post-type earrings are permitted to be worn in the clinic. Necklaces
which drape below the clavicle or bracelets should not be worn in the clinic.

When in doubt, ask your faculty person or supervisor, what is appropriate.

2.39 Faculty Advisors

Faculty advisors are assigned to students once they are admitted to the program. Students
are to use scheduled office hours to schedule appointments with their advisors. Advisors will
schedule appointments with students to discuss professional development during the four
semesters on campus. Student evaluation of advising is required once during the program.

2.40 Scholarly Projects

A scholarly project must be completed by a student for the Master of Science Degree in
Occupational Therapy from Shenandoah University as outlined in the Scholarly Inquiry courses.
It must represent a significant body of work on the part of the student, and be conducted under
faculty supervision. Since the projects are under faculty or practitioner direction, planning and
guidance, authorship considerations should be discussed at the beginning of the scholarly project.
Authorship should be agreed upon by all members in advance.

2.41 Formal Academic Appeals Procedure
The following is the procedure to be used when a student does not agree with a decision

made by a faculty person. At each step in this process, the student may request to meet directly

with the person hearing the appeal. The person hearing the appeal may meet with the student or

seek the counsel of faculty members or others who may have pertinent information.
1. In the event the concerns cannot be resolved informally, the student may appeal

to that personds school dean or Division dire
2. If the matter comes up at the end of a semester and it is not reasonable to

contact the party(ies) involved at that time, the appeal must be presented no later than the end of

the Drop/Add period of the following semester.
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3. If the dean or director is unable to offer a satisfactory resolution, the student may
appeal to the Vice President for Academic Affairs. The dean/director will advise the student of
the right to appeal and will submit his/her own recommendation to the VP. The appeal to the VP
must be in writing and must be accompanied by any evidence the student has to support his/her
claim.

4. If the VP is unable to offer a satisfactory resolution, the student may appeal to
the President of the University. The appeal to the President must be in writing and must be
accompanied by any evidence the student has to support his/her claim. The VP will advise the
student of the right to appeal and will submit his/her own recommendation to the President.

5. The decision of the President is final.

2.42 Certification Examination
Graduates from this program are able to sit for the national certification examination for
occupational therapists administered by the National Board for Certification of Occupational
Therapy (NBCOT). After successful completion of this exam, the individual will be an
Occupational Therapist, Registered (OTR). A felony convictioln e f or e or during a s
courseworknay af fect a graduateods ability to sit f.
licensure lf concerned, a student or prospectivedent should consult with the National Board
for Certification in Occupational Therapy (NCBOT)(www.nbcot.org).
NBCOT administers on-demand testing. Candidates can request an examination date and
time that fits their schedule. After graduation, an official transcript must be submitted before an
individual may take the exam. For further information on the NBCOT exam, contact:
National Board for Certification of Occupational Therapy
800 S. Frederick Ave, Suite 200
Gaithersburg, MD 208777 4150
Phone: 301-990-7979 www.NBCOT.org

2.43 Accreditation

Shenandoah University is accredited by the Southern Association of Colleges and
Schools. This accreditation is reviewed every ten years. The most recent accreditation visit was
in March 2009 . Shenandoah University is approved to
Doctoral degrees.

The Division of Occupational Therapy was awarded full re-accreditation from the
Accreditation Council for Occupational Therapy Education in 2001. The next re-accreditation
visit will be made in 2010/2011.

ACOTE (c/o AOTA)
4720 Montgomery Lane
P.O. Box 31220
Bethesda MD 20824-1220
(301) 652-A0TA (or 2682)

2.44 Regulation of Practice

Many states require licensure, certification, or registration in order to practice
occupational therapy. Generally, passing the national certification examination will qualify
graduates to apply for practice credentials in a state. Graduates of Shenandoah University are
responsible for meeting the practice requirements established by the state in which they intend to
practice. It is the responsibility of the student to investigate state credentialing requirements.
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2.45 Occupational Therapy Practice Regulations in the Commonwealth of Virginia

10.15.1 No person shall practice as an occupational therapist or occupational therapist
assistant in the Commonwealth of Virginia except as provided in regulations VR465-08-01. A
copy of these regulations is available in the Division of Occupational Therapy office. Students
are expected to be familiar with these regulations.

2.46 Graduation

Organization and planning of a celebration event at the time of graduation is the
responsibility of the Division chair and faculty in conjunction with representatives of the
graduating class. In this curriculum, each cohort officially graduates in December; however, the
university does not hold a university-wide commencement ceremony at that time. A celebration
for the graduating OTO6s is held in December
commencement ceremony the following May.

2.47 Publications

The Division of Occupational Therapy is developing a reputation for publication of
research and scholarly activity which students are encouraged to continue. Issues regarding
permission to publish, authorship, and ownership of data need to be discussed between the
student, their research group members, and the faculty research advisor before a project
commences.

2.48 SCHOLARSHIP OPPORTUNITIES
The following is a partial list of scholarships available to graduate students.

1. THE AMERICAN OCCUPATIONAL THERAPY FOUNDATION awards scholarships
to undergraduate and graduate OT students. Their Web site is:
http://www.aotf.org/html/Awardsletter2007.shtml Deadline for applications is January 15.
Contact:

The American Occupational Therapy Foundation
4720 Montgomery Lane

P.O. Box 31220

Bethesda, MD 20824-1220

Telephone (800)366-9799 or (301)652-2682

2. THE AMERICAN LEGION provides various kinds of awards. Go to Web Site:
http://www.americanlegionauxiliary.org/ and search on Scholarships.

3. NSDAR (NATIONAL SOCIETY, DAUGHTERS OF THE AMERICAN
REVOLUTION) offers scholarships. Funds are administered by state societies and each state
has its own requirements and procedures. State addresses are available from the National
Headquarters. It is suggested interested applicants go to the website www.dar.org for detailed
information. Deadline for applications is April 1. Address your request to: Committee
Services Office

Attn: Scholarships
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1776 D Street, NW

Washington, DC 20006-5303
4. VIRGINIA OCCUPATIONAL THERAPY ASSOCIATION (VOTA) Website advises as
follows; VOTA awards scholarships to second year OT students each year at the VOTA
conference. Students must be a member of VOTA and apply for the scholarships during their
first year of OT school. The OT Undergraduate Award, OT Graduate Award, and the OT
Assistant Award are $1000 each. Two other scholarships are also available: The Barbara Howard
Scholarship which is $400 with a bonus of $100 if you take a position in the Tidewater area after
graduation, The Kirsten Akehurst Scholarship is $500 and is awarded to a student of the
Jefferson College of Health Sciences. The application with the criteria can be found in the back
of your VOTA directory or to print an application click these links: VOTA's Student
Scholarship Nomination Form and VOTA SCHOLARSHIP AND AWARDS Faculty
Endorsement Form

5. THE NATIONAL ASSOCIATION OF AMERICAN BUSINESS CLUBS (AMBUCYS)
administersfarinddbrolagpn shiopprogram, go to web
http://www.ambucs.org/Scholars/program_information.aspx accepting applications from Mid-

January until April 15 annually

6. THE BUSINESS AND PROFES S| ONAL WOMENOGS FOUNDATI ON
Web site: http://www.bpw.org/

7THE VETERANOS ADMI NMebSitesok inforraatibon:

www.va.gov/oaa/ahe default.asp and www.va.gov/dmeeo/scholar.htm

8. ROTARY FOUNDATION INTERNATIONAL FELLOWSHIPS

For international students wish to study in the United States, please go to their web site
http://www.rotary.org/foundation/educational/amb_scho/ Applicants must contact the nearest
Rotary club to determine if funding for the desired scholarship is available at this time, obtain
application materials, and inquire about local application deadlines.

2.49 Certified Occupational Therapy Assistants

Students entering the program as Certified Oc
required to complete the same coursework and requirementsasnon-COTA6s wi t h t he fo
exception: They can waive their Level | rotation 2 Fieldwork experience if 1) they successfully

completed their Level I rotation 1 Fieldwork and 2) will have a minimum of 150 credit hours

(including undergraduate and graduate work) by the time they graduate from SUDOT.

3.0 GENERAL POLICIES

3.1 Inclement Weather

As health care professionals in training, we expect you to use proper judgment and
caution regarding travel when conditions are not safe. Remember that part of an occupational
therapistodés job is maintenance of safe enviro
The university policy requires the following adverse weather procedures:
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1. Check the SU website at www.su.edu/ or listen to one of the radio stations listed
below or the local cable station to find out if Shenandoah University is closed. The
Division of Occupational Therapy operates consistent with the University.

Radio Stations: WINC (667-2224), WUSQ/WNTW (667-8761), WTRM

(869-4997) [all in Winchester];

WESI/WAPP (722-6109 or 465-9100) [Berryville/Strasburg],

WJIEJ/WWMD (301/739-2323) [Hagerstown, MD].

2. If the University is open but it is unsafe for you to travel, exercise appropriate
judgment and do not travel to class. Please contact the division secretary (540/665-
5540) or leave a message if you will be unable to attend class. You will be
responsible for making up the material covered in class by:

e collecting notes from fellow students;

e reading up on pertinent materials reviewed in class;

e contacting faculty members only after you have made the effort to obtain and
learn the information presented; do not contact faculty as a first strategy for
obtaining missed information.

3. If you are a commuter and there is a prediction of bad weather, it is recommended
that you make arrangements to stay in the local area to prevent having to drive in
unsafe conditions and missing class.

4. Do not call individual faculty members, the chair, or the Division to find out if the
school is open. Again, we operate according to university policy; check with local
cable and/or radio. Please do call the division and leave a message if you are unable
to attend class and send an email message.

3.2 Use of Cork Street Facility

The Cork Street Facility is open for Occupational Therapy student use from 6:00 a.m. to
9:30 p.m. All entrances to the building are locked at 9:00 p.m. Be sure to exit from the first
floor Cork Street Lobby after 9:00 p.m. Students must wear their Shenandoah University
(SV) identification badges at all times when in the building after hours.

Coffee Shop

A coffee shop is located on the first floor. The hours of operation are 7:00am to 10:15
am and 11:00am -2:15 pm. Vending machines are available on the first floor as well.

Patio

Use of the patio on the first floor is permitted for eating or socializing. Tables and chairs
are not to be moved from the patio for student use and should always be under the canopy area.

Gift Shop

A gift shop is also located on the first floor (hours: 10:00 a.m. to 5:00 p.m. Monday
through Friday).

Student Lounge

The student lounge on the second floor is to be used for studying, eating, or socializing.
Please be respectful to students using the lounge for study purposes.

Security
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Security is provided by Winchester Medical Center maintenance personnel at the Cork
Street Facility. Security may be contacted at their offices on the first floor (near the entrance) 24
hours a day 7 days a week. If no one is in the office, call the security cell phone at 536-1987 or
550-5296. Students are encouraged to wear identification badges at all times when in the Cork
Street Facility.

Smoking

The Cork Street building is a no smoking zone. Smoking is not permitted in the building
or anywhere on the grounds, including parking lots. Due to complaints from our neighbors,
students may not cross the street to smoke on private property.

3.3 Fire Alarms
On occasion, fire alarms will sound in the building. When alarms sound, both students
and faculty are required to exit the building using the closest designated stairway and to exit as
promptly as possible (unless the program has been communicated by memo that testing of alarms
will occur on that specific day and time). Gather as a group on patio or walkway areas adjacent
to stairwell entrances. Always respond to an alarm unless the faculty indicates that it is a test. A
recorded message heard over the public address system will inform all building occupants of the
location of the alarm pulled and when it is safe to re-enter the building. No one is to re-enter the
facility until the AALL CLEARO signal has bee

3.4 Suspicious Occurrences
Please notify security immediately if you observe suspicious individuals loitering in the
building, especially near locker rooms, classrooms, computer rooms, and labs. After security is
notified, also notify a faculty representative.
Security should also be notified if suspicioudetters or packages are delivered or
discovered. Please observe the following:
U.S. Postal Service advice on letter and parcel bombs:
Common Characteristics:

* type mail: foreign, priority, special delivery;

* restrictive endorsements: confidential, personal, to be opened
by addressee only;

* visual distractions: fragile, rush, handle with care;

* excessive postage (usually postage stamps);

* fictitious or no return address; incorrect titles; titles but no
names; misspellings of common words;

* oily stains or discolorations;

* excessive weight or uneven weight distribution;

* excessive binding material: masking, electric or strapping
tape, string, twine;

* rigid, lopsided or uneven envelope;

* protruding wires, screws or other metal parts.

If you are suspicious of a mailing:

* do not open the article;
inventing potential explosive gases;
* do not put in water or a confined space;
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* if possible, open windows in the immediate area to assist

isolate the mailing and evacuate the immediate area;

* if you have any reason to believe a letter or parcel is
suspicious, do not take a chance or worry about possible
embarrassment if the item turns out to be innocent; instead,
contact building security immediately.

*

3.5 Temporary Signs

Temporary signs are often posted around the facility to inform others of any event or

opportunity. Please note the following restrictions:

1. Signs should be mounted on doors or walls with putty, not tape. Putty can be
purchased at local supply stores. Pins can be used to mount signs on bulletin
boards.

2. Signs need to be dated in the upper right-hand corner. Signs that are not dated
will be removed within three (3) days. Signs that are dated will be removed after
seven (7) days.

3. On the 5th floor there are bulletin boards available for posting notices. Each
board is labeled according to topic. Notices must be removed in a timely
manner.

3.6 Cell Phones

Cell phones should not be used on the 2" floor of the Cork Street facility because of the
possibility of patients with pacemakers. Cell phone and text messaging usage in classes is
considered unprofessional behavior and students must silence the phone to avoid disruptions.

3.7 Parking at Cork Street Facility

Students are permitted to park only in Lot #1 (directly across Stewart Street) between
8:00 a.m. and 5:00 p.m. on a first-come, first-served basis. If this lot is full, you must use on-
street parking. Parking in unauthorized lots is not permitted and may result in your vehicle being
towed at your own expense. There are no parking restrictions between 5:00 p.m. and 8:00 a.m.

3.8 Smoking
The Cork Street Facfineedy bsi ladhi reqat i r®mhok i
prohibited by all persons transacting business in the facility. Smoking is not permitted in the
building or anywhere on the grounds, including parking lots. Due to complaints from our
neighbors, students may not cross the street to smoke on private property.

3.9 Security When on Main Campus

If you are on main campus and an emergency situation arises, call 336-1071 (security
cellul ar phone). As a backup to /3024 cel l ul ar
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4.0 APPENDIX

4.1 VOTA Students Scholarship Nomination Form
4.2 Advisor evaluation form

4.3 Professional Development Plan form

4.4 SU OT/PT Lounge Policy Statement

4.5 Information Technology Policy Statement
4.6 Criminal Background Check Forms

4.6 Cork Street Directory

4.7 Cork Street Site Map

4.8 VOTA Membership Form

4.9 AOTA Membership Form

4.10 Handbook Signature Page

4.11 Honor Code Signature Page
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VOTA STUDENT SCHOLARSHIP NOMINATION FORM

Please check the VOTA web site for Deadline Information

I. Name: Date:
Address: Summer Phone:
Graduate Year:
Home Phone: GPA:
College/University: GPA Date:
Class Level: VOTA Member? ___ Yes___ No # of Years:
Applying for: OTR Undergraduate Scholarship OTA Scholarship
OTR Graduate Scholarship Barbara Howard Scholarship

I1. Why OT is my career choice i

111. Community/Volunteer Activities 1
IV. Leadership Experience T

V. Extracurricular Activities i

V1. Personal Qualities T

V11 Professional Interests - AOTA VOTA SOTA

VIII1. Financial Need T
IX. Other 1
Please check the VOTA website for Deadline information.

CRITERIA:

1. Will begin 2nd year of OT academic study in the fall
2. VOTA member

3. Full-time student at a Virginia College or University
4. GPA of 3.0 or higher in OT courses

5. Completed Faculty Endorsement Form

6. Completed application form

ANY QUESTIONS? Call Sara Fleming at (H) 804-301-0292

MAIL TO: Sara Fleming - VOTA Scholarships & Awards
102 Luray Drive
Richmond, VA 23227
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Shenandoah University
Division of Occupational Therapy
Student Evaluation of Advising

As student input into faculty performance is important, please complete the following and submit to the
office manager. This will be forwarded to the advisor. A student evaluation of advising is required and
is to be submittedrtblioyedrihe faculty member s po

Advising students is considered a critical component in the area of teaching. All faculty, regardless of
rank, are required to advise students throughout their educational experience at Shenandoah University.
In addition to advising, Occupational Therapy students are required to participate in professional
development planning with their assigned advisors. Professional development meetings are to occur each
on-campus semester.

As students, your input regarding the advising process is important to the overall evaluation of the faculty
member. Please carefully evaluate your experience regarding your advisor.

Advisors Name
Date of Evaluation
Current Semester of enrollment

| feel my advisor: Strongly Disagr | Neither Agree Strongly
disagree ee agree or agree
disagree

Explained the professional
development process in a
way [ found
understandable

Was helpful in identifying
my strengths and
opportunities for
improvement

Was helpful when I
needed assistance

Shared ideas to improve
my performance

Listened to me

Was available as a
resource
when I needed her/him

Assisted me in my
professional development
process

Additional Comments:

I feel as though I can provide a fair and impartial evaluation of my advisor Y N
Please return to Office Manager no later than ....
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Student Professional Development Plan
Student Name
Semester

Date Completed
Advisor

1. Skill Competence: Demonstrate the knowledge and skills necessary to safely, appropriately, and efficiently coordinate tasks and
materials for activity completion.

MEETS STANDARDS

WELL BELOW STANDARDS

BELOW STANDARDS -

DISCOVERY

This is the thread that describes the
student 06s journey
knowledge. This includes new knowledge
about themselves as demonstrated by
reflection as well as new knowledge that
emerges as a result of critically analyzing
information from a variety of sources.

Evidence that meets standards of Skill
Competence in Discovery:

e Names and frames salient issues in
cases, literature, and own performance
(includes prioritizing issues)

e Operationally defines variables

e Seeks opportunities for new knowledge
and skills through CE or literature

Comments:

PRACTICE
This is the thread that describes the ways
students acquire and apply knowledge
related to the provision of specific
therapeutic services to clients.

Examples that meets standards of Skill
Competence in Practice:

e Chooses and administers evaluation and
intervention tools and techniques
appropriately.

e Effectively modifies evaluation tools and
intervention when needed and when
appropriate.

e Safely interacts with all clients and

materials.

e Demonstrates effective communication

skills when sharing information with
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SERVICE
This is meant to transform the student into
the type of professional that understands the
importance of ethics, advocacy, -civic
responsibility, professional engagement and
leadership.

Evidence that meets standards of Skill
Competence in Service

e Promotes the profession within a
community, state, and/or national
level project/organization.

e Seeks volunteer opportunities
within a community, state, and/or
national level project/organization.

e Demonstrates ethical behavior both




Student Professional Development Plan
Student Name

2. Social/Cultural Competence: Demonstr at e

the ability

to work with others

cultures through understanding, empathizing, communicating (verbal, nonverbal, and written),
negotiating, cooperating, mediating, facilitating, collaborating and building.

WELL BELOW STANDARDS --BELOW STANDARDS - MEETS STANDARDS
PRACTICE SERVICE
DISCOVERY This is the thread that describes the ways This is meant to transform the student into
This is the thread that describes the

student 6s journey
knowledge. This includes new knowledge
about themselves as demonstrated by
reflection as well as new knowledge that
emerges as a result of the critically
analyzing information from a variety of
sources.

Evidence that meets standards of
Social/Cultural Competence in
Discovery;
¢ Functions as a member of a project team
to design/conduct/disseminate
knowledge
e Professional, scholarly products reflect
cultural sensitivity
eMonitors
rights

and prot

Comments:

students acquire and apply knowledge
related to the provision of
therapeutic services to clients.

specific

Examples that meets standards of
Social/Cultural Competence in Practice:

e Adapts behaviors to meet social and
cultural demands of practice setting and
client/family.

e Demonstrates cultural awareness and
competence during evaluation and
intervention.

e Presents self as professional and able to
adapt to setting as appropriate (dress,
language, footwear. . .).

Comments:
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the type of professional that understands the
importance of ethics, advocacy, -civic
responsibility, professional engagement and
leadership.

Evidence that meets standards of
Social/Cultural Competence in Service:

e Demonstrates the use of ethical
principles when working with others
in a variety of contexts (team
members, FW supervisors, peers,
faculty, clients etc.)

e Engages in service activities with
individuals and seeks to understand
the impact of cultural diversity.

e Demonstrates professional behaviors
(i.e. communicates clearly written
and/or verbal, uses active listening
skills, empathizes with others, and is
consistently reliable) when working
with others in a variety of contexts.

Comments:




Student Professional Development Plan
Student Name

3. Methodological Competence: Demonstrate the ability to understand and apply theoretical and scientific principles necessary for data
collection, synthesis, clinical reasoning, treatment planning and application to the occupational therapy process. Additionally, students will
appropriately utilize multiple reasoning skills, best practices, critical pathways and evidence across the continuum of care. Competence in
this area leads to understanding, developing and organizing effective programs that are client and/or community specific.

WELL BELOW STANDARDS

BELOW STANDARDS ---

MEETS STANDARDS

DISCOVERY

This is the thread that describes the
student 06s | s@weringn excyw
knowledge. This includes new knowledge
about themselves as demonstrated by
reflection as well as new knowledge that
emerges as a result of the critically
analyzing information from a variety of
sources.

Evidence that meets standards of
Methodological Competence in
Discovery;

e Critically analyzes own work and
ot hersd worKk

e Synthesizes information from multiple
sources

e Chooses and conducts accurate
assessments and analytic procedures

e Produces evidence-based materials that
are grounded in theory

Comments:

e Appl i es

PRACTICE
This is the thread that describes the ways
students acquire and apply knowledge
related to the provision of specific
therapeutic services to clients.

Examples that meets standards of
Methodological Competence in Practice;
t heory/ FOF
making process.

Develops occupation-based and client-
centered interventions.

Analyzes and adapts intervention
activities based on the needs of the
context and of the client.

Applies appropriate evidence based
practice principles to the OT process.

Comments:
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SERVICE
This is meant to transform the student into
the type of professional that understands the
importance of ethics, advocacy, civic
responsibility, professional engagement and
leadership.

Evidence that meets standards of
Methodological Competence in Service;

e Demonstrates the ability to apply
OT theory to various service
opportunities.

e Demonstrates the ability to apply
activity analysis/synthesis skills to
various service opportunities.

e Demonstrates the use of OT
theoretical and/or scientific
principles to advocate for the
profession and/or clients across the
continuum of care.

Comments:



Student Professional Development Plan
Student Name

4. Informatics Competence: Demonstrate and understand the ability to efficiently gain, use and disseminate information to multiple

audiences as it applies to occupational therapy services.

WELL BELOW STANDARDS

BELOW STANDARDS ---

MEETS STANDARDS

DISCOVERY

This is the thread that describes the
student 6s journey
knowledge. This includes new knowledge
about themselves as demonstrated by
reflection as well as new knowledge that
emerges as a result of the critically
analyzing information from a variety of
sources.

Evidence that meets standards of
Informatics Competence in Discovery;

e Uses literature to access assessment
tools, theories and models, and
background information

e Accurately cites sources

e Adjusts content and medium of
information products to specific needs
of audience

e Produces high quality oral and written
products, such as manuscripts, posters
and platform presentations.

Comments:

PRACTICE
This is the thread that describes the ways
students acquire and apply knowledge
related to the provision of specific
therapeutic services to clients.

Examples that meets standards of
Informatics Competence in Practice;

e Uses research evidence for clinical
decision making.

e Disseminates information during poster
and/or platform presentations.

e Demonstrates communication skills
necessary to disseminate information to
individual clients and colleagues about
the OT process.

Comments:

49

SERVICE
This is meant to transform the student into
the type of professional that understands the
importance of ethics, advocacy, civic
responsibility, professional engagement and
leadership.

Evidence that meets standards of
Informatics Competence in Service;

e Seeks opportunities to
promote/describe the OT profession
in written and/or verbal
communication.

e Promotes the profession and/or
advocates for a client/the profession
through the use of effective
verbal/written communication.

Comments:



Student Professional Development Plan
Student Name

5. Personal Competence: De monstr ates

the ability

t o

refl ect and eval

others, and modify behaviors, set goals and seek assistance to insure competence in the other domains.

WELL BELOW STANDARDS

BELOW STANDARDS ---

MEETS STANDARDS

DISCOVERY

This is the thread that describes the
student 6s j oweringh exeyv
knowledge. This includes new knowledge
about themselves as demonstrated by
reflection as well as new knowledge that
emerges as a result of the critically
analyzing information from a variety of
sources.

Evidence that meets standards of
Personal Competence in Discovery;

e Seeks and uses feedback on
performance, skills, and attitudes

¢ Engages in mentoring relationships with
roles ranging from mentor to protégé

e Reflects on strengths and challenges as
a scholar and sets appropriate goals for
improvement

Comments:

PRACTICE
This is the thread that describes the ways
students acquire and apply knowledge
related to the provision of specific
therapeutic services to clients.

Examples that meets standards of
Personal Competence in Practice;

e Uses instructor and client feedback, as
well as self-evaluation to develop career
goals.

e Modifies practice based on feedback and
self evaluation.

e Makes FW and career choices based on
personal strengths and challenges.

¢ Independently seeks out resources to
close knowledge gap in his/her practice.

Comments:
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SERVICE
This is meant to transform the student into
the type of professional that understands the
importance of ethics, advocacy, civic
responsibility, professional engagement and
leadership.

Evidence that meets standards of
Personal Competence in Service;

e Seeks opportunities to further
develop/enhance advocacy,
professional and leadership skills.

e Seeks service opportunities that will
assist in the development of
professional identity (i.e. leadership
skills, ethical behaviors, and self-
awareness).

Comments:




INFORMATION TECHNOLOGY POLICY STATEMENT

Approved by: Admin. Council and PEC
Date Approved: 2/18/04

. Background and goal

2. Definitions

3. Account information

4. Individual Responsibilities & Access to facilities
5. Software Standard and Request
6
7
8

[

. Technology allocation and replacement

. Copyright information

. Procedures and sanctions
1. BACKGROUND AND GOAL
Institutional Computing's goal is to promote academic excellence through the implementation of
state-of-the-art computer technology.
2. DEFINITIONS
2.1. Authorized Use
Authorized use of Shenandoah University-owned or operated computing, network, and
information technology resources is use consistent with the education, research, and service
mission of the University, consistent with effective departmental operations and consistent with
this policy.
2.2. Authorized Users
Authorized users are: current faculty, staff and students of the University; and organizations that
are directly associated with the university.
2.3. Computing Network and Information Technology Resources
Computing, Network and Information Technology Resowsesed in this policy and
procedures statement include any information in electronic format or any hardware or software
that makes possible the transmission, storage or use of such information. For example, included
in this definition are electronic mail, local and enterprise databases, externally accessed
databases, CD, recorded computer magnetic media, digital images,
digitized information, personal computers, workstations, servers, operational servers, operational
software, network devices and interfaces, electronic storage, messaging, communications
devices, test equipment that may be used to intercept information, and so on.
2.4. Application software
Application software is any desktop software that is designed to execute a certain task or
application. Examples include Word, Access, Visual Basic, SPSS and more.
3. ACCOUNT INFORMATION
Shenandoah University computing, network and technology are subject to the Freedom of
Information Act.
3.1 Userdés Network and Administrative Account
Access to SU network/email account, when provided, is a privilege that may be wholly or
partially restricted by SU without prior notice and without the consent of the users when there is
reason to believe that violations of the law or SU policy have occurred, or in other urgent or
compelling circumstances. Users, and not Shenandoah University, are held responsible for the
content of their accounts. The university highly recommends that users monitor their own
accounts. Any accounts with suspicious activity should be reported to the Institutional
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Computing Help Desk. Shenandoah University provides students, faculty and staff with one
official Network account that is used to access major computing resources, including electronic
mail.

3.1.1 Faculty and Staff: Network and Administrative System Accounts for faculty and staff are
created upon request of the department head once the new employee has met with Personnel and
received an employee ID number.

3.1.2 Students: Network accounts are created for students seven to ten business days from their
registration date. All official electronic mail communications directed to Shenandoah University
students, faculty, and staff will be sent exclusively to SU assigned email accounts to ensure
timely and accurate delivery of information. SU students or employee may forward their SU
generated emails to external locations, but do so at their own risk.

3.2 Password Privacy

Institutional Computing strongly recommends changing your password on a regular basis. For
maximume-security different passwords should be used. Institutional Computing recommends
using a number somewhere within your password, using a word not found in the dictionary, and
misspelling a word. Be aware that electronic mail is not private communicatjdm®cause
others may be able to read or access it. E-mail may best be regarded as a postcard rather than a
sealed letter

3.2.1. Faculty and Staff: Faculty and staff will be prompted every six months to change their
network password. Each password may only be used once. Administrative System users are
prompted to change their passwords every 90 days. Administrative passwords must be more than
five characters and less than ten, they must have a number within the password, but may not
begin with a number.

3.2.2. Students: Students are not prompted or required to change their network password,
however Institutional Computing strongly recommends changing passwords on a regular

basis.

4. INDIVIDUAL RESPONSIBILITIES AND ACCESS TO FACILITIES

Just as certain privileges are given to each member of the campus community, each of us is held
accountable for his/her actions as a condition of continued membership in the community.
Inappropriate and/or illegal use of computer accounts or resources is subject to disciplinary,
criminal, and legal action by the University and/or the Commonwealth of Virginia. Illegitimate
use of the Shenandoah University Network (SUnet) or any other information technology
resource, to which Shenandoah University is directly or indirectly connected, as specified in this
policy statement, will be deemed an abuse of University privileges. Access to campus email,
network servers, and the administrative system via the Internet are secured by either SSL, VPN,
or secure FTP.

4.1. Common courtesy and respect for rights of others

Users are responsible to all other members of the campus community in many ways, including to
respect and value the rights of privacy for all, to behave ethically and to comply with all legal
restrictions regarding the use of information that is the property of others. Users are responsible
for complying with all University policies regarding sexual, racial, and other forms of
harassment and discrimination.

4.2. Intellectual property

Users are responsible for recognizing (attributing) and honoring the intellectual property rights of
others.

4.3. Harassment
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No member of the Shenandoah University community may, under any circumstances, use
Shenandoah Uni ver si tsgnvicestohbeltslamderokharassany athermp ut i ng
person. The following shall constitute Computer Harassment:

(1) Any action that is unsolicited, inappropriate or deemed harmful to the recipient. Harassment
includes anything illegal, including SPAM and sending anonymous emails.

(2) Intentional use of network or computer resources to annoy, harass, terrify, intimidate, or
bother another person by using objectionable or abusive language, sending obscene or sexually
oriented messages or images, and sending faked or forged messages.

(3) Intentional use of network or computer resources to contact another person repeatedly
regarding a matter for which one does not have a legal right to communicate, once the recipient
has provided reasonable notice that he or she desires such communication to cease.

(4) Intentional use of network or computer resources to disrupt or damage the academic,
research, administrative or related pursuits of another.

(5) Intentional use of network or computer resources to invade the privacy, academic or
otherwise, of another or the threatened invasion of privacy of another.

The following procedure should be followed if a user receives email that he or she considers
harassment.

4.3.1. The user should report the harassment in writing to your supervisor and the Director of
Institutional Computing immediately.

4.3.2. The user should send a copy of the offending email to the Director of Institutional
Computing.

4.3.3. Most important the user should Not Delete the email.

4.4. Responsible use of resources

Users are responsible for knowing what network and technology resources are available, and
shared among all the Shenandoah University community. Users should not use these resources
improperlyorsothatitwoul d prevent or interfere with othe
resources. Appropriate uses of network and technology resources include: research, course work,
administrative tasks, electronic communication that supports instruction, research and official
university business and personal use by

authorized users that does not interrupt or diminish access to resources to other users.

4.5. Recreational Computer Use

Shenandoah University discourages recreational computer use that impedes productivity or
performance such as game playing and web surfing. Recreational surfers occupying a seat in
public lab must give up their seat when others need to use the lab facility for academic and
research purpose.

4.6. Use of desktop systems

Users are responsible for the security of any university information stored on their computers.
Responsibilities include but are not limited to backups, controlling access to the computer and
use of virus protection software. Users should avoid storing passwords in their computers since
intrudersc an use the usersé comput er s withoyougreame i nf or 1
on the header. Remember to always logout before going

home or when the computer is not in use for long period of time.

4.7. Sharing of Access

Computer accounts, passwords and other types of authorization are assigned to every individual
user on campus. Users may be held responsible for any use of their account; therefore, do not
share your account information password with other users.
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4.8. Termination of access

4.8.1 Shenandoah University Employees 1 faculty and staff

4.8.1.1 Upon completion of employment your network and email accounts will be terminated.
4.8.1.2 Faculty or Staff who move to another position within the university will have their access
reviewed and updated for the new position.

4.8.2 Student Accounts

Shenandoah University terminates student accounts one year after the student has either
graduated or left the university. During that time students may still access their files and email.
4.9. Attempts to circumvent security

Users are prohibited from attempting to circumvent or subvert any computing, network, or
information technology resource security measures. This section does not prohibit use of security
tools by system administration personnel or other authorized users.

4.10. Decoding access control information

Users are prohibited from unauthorized use of computer programs, processes, or devices that
intercept or decode passwords or similar access control information.

4.11. Abuse of Technology Access

|l nappropriate use of Shenando &lated t¢sourcesevitl s i t y 0 s
lead to a withdrawal of your account. Examples are, but not limited to:

0 Use of objectionable or abusive language in public or private email messages.

o Sending or soliciting sexually oriented email messages or images.

o Sending faked email messages using Internet browser.

o Sending forgedemailme s sages under someone el sebs | D.
0 Sending chain letters and email hoaxes (even if supposed to be a joke).

0 Email bombing/SPAMMIing - flooding someone with numerous or large e-mail messages in an
attempt to disrupt them.

o Sending or posting confidential materials to non-authorized personnel.

0 Sharing of a network account.

o0 Obtaining, possessing, using, or attempting to use someone else's network account; regardless
of how the account was obtained.

0 Accessing, orattempti ng t o ac c e s s ,withmul pwopehaethorizatiecner 6 s dat a
o0 Deletion, examination, copying, or modification of files and/or data belonging to other users
without consent.

0 Downloading or uploading of data/ applications not directly related to academic coursework or
administrative tools.

0 Unauthorized access to data or files, even if they are not securely protected, e.g. breaking into a
system by taking advantage of security inadequacies.

0 Releasing a virus, or other program that damages or otherwise compromises the use of SUnet,
system,orotherus er s6 dat a.

0 Use of SUnet resources for unauthorized and/or illegal purposes, e.g. commercial or profit
making purposes.

o Distribution of obscene material.

4.12. Student network server setup

Use of SUnet resources to create a server on the network is prohibited, unless approved by a
Dean or Department head for academic use.

4.13. Commercial advertising and Personal Business
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Personal use of Shenandoah University technology resources, which includes all hardware and
software owned by the university, for commercial purpose and/or for political gain, are strictly
prohibited.

4.14. System administration access

A System Administrator (i.e., the person responsible for the technical operations of a particular
machine) may access others files for the maintenance of computing, network, or information
technology resources, such as to create backup copies of media. However, in all cases, all
individual 6s privileges and rights of privacy
greatest extent possible.

4.15. Monitoring of usage, inspection of files

Shenandoah University systems administration staff may routinely monitor and log usage data,
such as network session connection times and endpoints, CPU and disk utilization for each user,
security audit trails, network loading, etc. The University may review this data for evidence of
violation of law or policy, and other purposes. When necessary, the University may monitor all
the activities of and inspect the files of specific users on their

computers and networks.

4.16. University Rights and Responsibilities

System administrators may access user files in the normal course of their duty when necessary
protect integrity of computers systems or property of the University. Data kept on a
Shenandoah University computdrelongs to the University. Shenandoah University reserves
therightt o access us er s dhenahdodh &nivarsitydresepves thgrighatons .
remove excessive e-mail, if it is deemed necessary, in order to maintain the stability of the
network. Users are entitled to privacy regarding information contained on these accounts.
However, system administrators may access user files in the normal course of their duty when
necessaryo protect integrity of

computers systems or property of the University. Shenandoah University reserves the right to
cancel any University computer account without advance notice. Shenandoah University
reserves the right to monitor high traffic web sites and those that contain

large numbers of software files. Shenandoah University reserves thight to track and monitor
all incoming and outgoing network anthternet traffic.

5. SOFTWARE STANDARD AND REQUEST

Shenandoah University currently provides active support and training to the following standard
end users application software

- Microsoft Word, Excel, Powerpoint, (Macintosh & PC)

- Microsoft Access (PC)

- Microsoft Outlook (Macintosh and PC)

- Microsoft Windows

- Mac OSx

- I[Ex

- BlackBoard

- Jenzabar software

- MacAfee virus protection software

The university has many other software applications that faculty and staff use to help for their
specific responsibilities; however it is almost impossible to support all software on campus. It is
t he wuser 0 stoleamanp wesgh afplichtions. y

5.1. Use of licensed Application software
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Software may not be installed, copied or used on University computers without being properly
licensed. All application software, such as desktop publishing, word processing etc, should be
installed by Institutional Computing in order to verify licensing and compatibility with other
software installed on the computer. The original copy of the software will remain with IC to
prevent any illegal distribution on or off campus. Any

specialized software subscriptions may be used without installation by IC staff.

5.2. Application Software Request

In order for desktop or network software installation to occur in a timely and efficient manner,
software requests should be submitted to Institutional Computing with the yearly Technology
Request for the upcoming fiscal year. This occurs in the preceding November/ December.
6.0. TECHNOLOGY ALLOCATION AND REPLACEMENT

6.1. Allocation of resources

As part of Shenandoah Uni paening institytionsl Computing a | f i
will send out a Technology Request Form to all budget officers. Requests are then completed by

the budget officers and submitted for review to the Director of Institutional Computing. The

Director performs an institutional technology review and creates a Technology Budget Proposal.

The proposal is submitted to the university for approval. Please note that submitting technology
requeststotheuni ver sity doesndt mean that they are
technology request budget is given to Institutional Computing. Individual departments are then

notified of the approval of their requests. Then the requests are submitted to the office of

Comptroller for purchase order

approval in conjunction with the approved purchasing policy.

6.2. Distribution of technology resources to employees

All faculty and staff requiring a personal computer, terminal, or institutionally-supported

software to perform their jobs will have it provided as appropriate in support of their needs.

Computing and Technology will be budgeted to procure and maintain current licenses for all
institutionally supported software. A yearly technology fee will be charged to all departments to

provide regular maintenance to all users in compliance with appropriate use policies and

procedures. Only computers, associated equipment and software that meet the university

standards will be supported and maintained. Normally, all personal computers will have printer

access through the network. Personal printers will be provided on an as-needed, justifiable basis.
Expendable supplies such as printing paper and ink cartridges are the responsibility of the end-

user 6s department.

7. USE OF COPYRIGHTED INFORMATION AND MATERIALS: MUSIC

& THE INTERNET

It is the intent of Shenandoah University that all members of the University community adhere to

the provisions of US Copyright Law (Title 17, US Code). Copyright is a form of legal protection

for the creators of original works that include literary, dramatic, musical, artistic, filmed and

other intellectual products. Copyright owners have a number of rights under current federal law

that include the right to control the reproduction, distribution and adaptation of the work, as well

as the public performance or display of the work. Every sound recording is protected by two

copyrights: the copyright for the sound recording itself and another for the musical composition.

The artist or the record company generally owns the sound recording copyright. The copyright

for the musical composition can be owned by the artist, a music publisher or the songwriter.
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Music obtained over the Internet is still protected by copyright law. Just because sound
recordings are found on the Internet doesn't meantheyh ave been pl acedo-t here
peer 60 soft wa r AudigalkacyhMorahsus, Bharedza ¢k similar programs enables
the user to search the Internet for collections of recorded music, or MP3s. Unless the creators of
MP3 sites get permission to use the recorded music; the sites are in violation of copyright laws.
Also, creating tapes or CDs of sound recordings from the Internet is a violation of the law. If you
don't hold the copyright to a sound recording, you can't reproduce the work or distribute it. While
there is an exception for personal copying onto cassettes and some digital media, that exception
does not apply to

the Internet. As a general rule, you can't copy music to a server, download it, upload it, save it to
your hard drive or put it on a disk. Marking a site "for promotional use only" or "for
demonstration purposes only" or just telling users to buy CDs after they listen to the sound files
doesn't make it legal. If found guilty of copyright infringement, you can be forced to stop what
you are doing (such as your Web site being taken down), forced to pay damages and made to pay
attorneys' fees to cover the costs for suing you. Students may be subject to disciplinary action if
it is determined that institutional computer policies have been violated. If you are found guilty of
willfully infringing a copyrighted work, even if no profit is derived from the activity, you can be
sentenced for up to five years imprisonment, fined up to $250,000, or both. Ideally, you should
remove the peer-to-peer software from your computer that enables you to download music files
from other sites. Alternately, Institutional Computing can show you how to disable the file-
sharing

functions of the software.

8. PROCEDURES AND SANCTIONS

8.1. Imposition of sanctions

Shenandoah University may impose sanctions to anyone who violates the university technology
policy standard.

8.2. Investigative contact

If a user is contacted by outside organization or inside investigating body conducting an
investigation about an alleged violation involving university computing, network or information
technology resources, the user should inform the director of Institutional Computing immediately
and inform the requesting agency/party that Institutional Computing will provide guidance
regarding the appropriate action to be taken.

8.3. Responding to security and abuse incidents

All users have the responsibility to report any discovered unauthorized access attempts or other
improper usage of University computing, network or information technology resources. Any user
observing or having knowledge of a security, abuse problem, or violation of this policy should
take immediate steps depending on his/her relationship to the University

8.4. Student violations

All student violations should be reported to Student Affairs office and to Institutional Computing
Department.

8.5. Employee Violations

Employee violations will be reported to the department head. Faculty violations will be
forwarded to the Dean or Director of the appropriate discipline.
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8.6. Range of disciplinary sanctions

Persons in violation of this policy are subject to the full range of sanctions, including the loss of
computing, network, or information technology resource access privileges, disciplinary action,
dismissal from the University, and legal action. Some violations may constitute criminal
offenses, as outlined by local, state and federal laws; the University will carry out its
responsibility to report such violations to the appropriate authorities.

Note: Any changes to the Information Technology Policy Statement will

be reviewed and approved by the Faculty Senate and by the

Administrative Council.

Sources
Thanks to following institutions; Adapted from Cal Tech and RIAA, Oakland University
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INFORMATION POLICIES & PROCEDURES

SIGNATURE PAGE

I have read and fully understand the information policies and procedures outlined in the Occupational
Therapy Student Handbook. Retain this copy for your records.

Printed Name:

Signature:

Date:

Cut out the bottom section and return to the Office Manager after Orientation

I have read and fully understand the information policies and procedures outlined in the Occupational
Therapy Student Handbook.

Printed Name:

Signature:

Date:
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Shenandoah University Honor Code

Trust and mutual respect are essential to an environment in which learning is fostered. To encourage and
support such an environment, the University adopted an Honor Code based on the recommendations of
the Student Government Association and the Faculty Assembly. The Honor Code provides mechanisms
for dealing with those rare cases of academic dishonesty. Students are expected to read the provisions of
the Honor Code and to abide by them.

The student will sign below to indicate that he/she has read, understood, and agrees to abide by the
provisions of the SU Honor Code.

Student 6s Name

Cut out the bottom section and return to the Office Manager after Orientation

I have read and fully understand the SU Honor Code.

Printed Name:

Signature:

Date:
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VALLEY HEALTH SYSTEM
SAFETY/SECURITY MANAGEMENT PROGRAM

PARKING REGISTRATION FORM for Student Lot at Cork Street

0O NEWDO REPLACEMENT FOR (OLD STICKER # OR MAKE/MODEL) FACILITY _Cork Street
OFFICE USE ONLY
SOCIAL SECURITY #: DEPARTMENT #: PERMIT #:
DRI VER®6S LAST NAME FIRST: MIDDLE:
HOME #: WORK #: DEPARTMENT/OFFICE/SC HOOL NAME & COURSE:
VEHICLE MAKE/MODEL : YEAR: COLOR: TAG #: STATE:

AUTHORIZED/WHITE LOT: CRITERIA MET BASED ON JOB DUTIES

O Located off WMC Campus and commutes to WMC on a regular basis.
APPROVAL:
DEPARTMENT DIRECTORSECURITY DEPARTMENT SUPE RVISOR SECURITY DEPARTMENT SUPERVISOR

DATE ISSUED: EXPIRATION/GRADUATION DATE: August, 2010

APPLI CANT6S RESPONSIBILITIES
e Attach sticker (apply or tape to) the rear of the vehicle.

e Park in employee parking areas when working (including official work related activities such as
meeting, classes or picking up paycheck).

e Notify the Safety/Security Department when information listed above changes or the vehicle is no
longer used by you.

e Obtain additional parking stickers for any other vehicles, which you will be driving.

| hereby acknowledge that | have read and understand the above stated respo nsibilities.

Applicantds Signature

C:\My Dx il ii-703f- i ion.doc
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