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Welcome! 

Congratulations on your admittance into the Occupational Therapy Assistant Program at Walters 
State Community College! We are excited that you have chosen Occupational Therapy as a 
career and that you chose to have Walters State Community College assist you with your 
education. Occupational Therapy is a rewarding and challenging field with diverse opportunities. 

The Occupational Therapy Assistant Program has developed a Fieldwork Manual to orient you to 
the policies and documents utilized throughout your fieldwork experiences. You will want to 
reference the materials included in this manual throughout the program. This manual does not 
replace the Walters State Community College Student Handbook which can be found at 
www.ws.edu, but serves as a more specific guide to the fieldwork experiences. The information 
contained in both the handbook and manual apply to the Walters State Community College 
Occupational Therapy Assistant Program. Please feel free to contact the program director, 
academic fieldwork coordinator or your advisor for any questions you may have. 

I would like, again, to welcome you to the Occupational Therapy Assistant Program at 
Walters State Community College. 

Best wishes for your success, 
 

 
Jennifer.Lawson@ws.edu 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ws.edu/
mailto:Jennifer.Lawson@ws.edu
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Introduction 

This manual was developed as a resource for those parties invested in the educational program of 
the Occupational Therapy Assistant (OTA) students at Walters State Community College. In 
addition to specifics related to the fieldwork program, information related to the academic 
program, philosophy, faculty, and curriculum is included to provide a broad overview of the OTA 
Program. 

Given the dynamic nature of occupational therapy assistant education, information contained in 
this manual will be updated frequently. For the most current version, readers should visit our 
website. Fieldwork information will be updated regularly on the website, and manuals will be 
distributed to fieldwork sites periodically, upon request, or following significant program 
changes. 

As you use this manual, we welcome your feedback and questions. Whether you are a student, 
fieldwork supervisor, fieldwork site coordinator, facility administrator, or academic faculty 
member, your role is valued and essential to the goal of educating future members of our 
profession. 

Throughout the next four (4) semesters, you will be participating in clinical experiences which we 
refer to as fieldwork. These experiences are designed to allow you to apply the knowledge you are 
gaining in the classroom to hands-on clinical work. Fieldwork is also designed to provide exposure 
to a variety of age groups, populations, and practice settings. 

Level I Fieldwork occurs concurrently with didactic coursework. Level II Fieldwork is scheduled 
following successful completion of all didactic coursework and is comprised of two full-time 
eight-week rotations. 

This manual is your guide to expectations, responsibilities, and requirements associated with 
fieldwork. Each student is expected to abide by the policies within the manual which are based on 
the standards of the American Occupational Therapy Association and the procedures of Walters 
State Community College. The OTA department is here to facilitate learning the knowledge and 
skills required to be and occupational therapy assistant and ensure that the process is smooth. 
Please contact the Academic Fieldwork Coordinator or Program Director if you need any assistance. 

 
Mission Statement 

The OTA program supports the mission of Walters State Community College. Through a focus on 
student success and innovative teaching, Walters State and the Walters State Community College 
OTA Program enriches the lives of our students and our community. 

The OTA program also supports the WSCC Health Programs Division in its goals of providing 
quality, innovative programs which will produce job-ready graduates prepared to meet the 
demands of the healthcare industry. In doing so, it will provide education to qualified students 
pursuing an entry-level career as Occupational Therapy Assistants. Thus, the mission of the 
WSCC OTA program is to serve the regional community and beyond with a high standard of 
excellence producing graduates that meet the needs of their individual communities, using 
occupation to promote health and participation in daily life. 



 

 

In order to achieve the standards, set by the mission, upon successful completion of the OTA 
program graduates will be able to: 

 
 Understand the models of health care, education, community and social systems as they relate to 

the practice of occupational therapy in traditional, non-traditional, and emerging practice areas. 
 

 Recognize and apply the theoretical frames of reference from which the practice of occupational 
therapy is derived. 

 Demonstrate fundamental skills in the analysis and synthesis of scholarly literature to guide 
practice and participation in research activities. 
 

 Employ logical thinking, critical analysis, problem solving and creativity in the occupational 
therapy process across the lifespan and service delivery models. 

 
 Communicate and demonstrate knowledge of occupation and how engaging in occupations can 

be used to affect human performance and the effects of disease and disability. 

 Demonstrate therapeutic use of self, including one’s personality, insights, perceptions and 
judgments, as part of the therapeutic process in both individual and group performance. 

 Analyze tasks and environments to assess their therapeutic qualities and constraints. 

 Implement intervention plans to engage clients in therapeutic milieu to improve occupational 
performance. 
 

 Use the processes of communication, organization, and collaboration to assist in managing 
occupational therapy services.  

 
 Be prepared to advocate as a professional for the occupational therapy services offered and for 

the recipients of those services. 
 

 Demonstrate professional behaviors when working with clients, families and other professionals. 

 Locate, access, reference, and abide by all state and federal regulations. 

 Apply the OT Code of Ethics as an element of all professional interactions and service provision. 

 Demonstrate an attitude of professional responsibility for self-directed learning as a life-long 
process for acquiring new knowledge, abilities, attitudes, and refining clinical reasoning. 

 
Vision 

The Walters State Community College OTA program envisions educating a generation of 
occupational therapy assistants who have a foundational understanding of occupational 
performance across the lifespan that supports evidence-based best practice within their 
community. 



 

 

Philosophy 

The philosophy of the Occupational Therapy Assistant (OTA) program at WSCC hinges on the belief 
that the profession is dynamic and ever-changing, with advancements in research and technology, 
yet grounded in the framework of occupation across the lifespan. The WSCC OTA program is 
established in the Person-Environment-Occupation Model. This model allows the program to 
recognize that students are complex and multi-faceted in their learning styles, in their interactions 
with one another, in their environments, and in their future practice as occupational therapy 
assistants. 

Just as the profession is dynamic, the educational experience is as well. The occupation of being a 
student requires finding the “just right fit” to support and motivate students to excel as OTA 
practitioners. The OTA faculty is committed to the belief that meaningful occupation is at the 
core of the occupational therapy practice. Thus, we strive to instill within our students the 
importance of the use of occupation, supported with the application of clinical reasoning skills. 

This philosophy of the WSCC Occupational Therapy Assistant Program is consistent with the 
Philosophical Base of Occupational Therapy (2011) and the Philosophy of Occupational Therapy 
Education Statement (2014). 
 
Fieldwork within the Curriculum 

 
  Application of Knowledge and Skills 
 
Fieldwork is the link between a concept and its application to practice. In order to reinforce the 
program’s curriculum design concepts and learning approaches, students will engage in a variety of 
Level I and II Fieldwork experiences in current and emerging practice settings where individuals or 
groups in an optimum occupational performance as well as those whose occupational performance is 
challenged can be found. Fieldwork placements will provide opportunities for students to utilize both 
the PEO approach and the Occupational Therapy Practice Framework (OTPF) to expand the 
development of professional and ethical behaviors as well as plan and implement OT services under 
the supervision of an occupational therapy practitioner or other fieldwork educator. To ensure that 
fieldwork educators and sites are effectively able to carry out WSCC OTA program curriculum, mission 
and vision, fieldwork site visits, frequent communication with fieldwork educators, and opportunities 
for consistent access will be required. 

The OTA program will have a continuing system for reviewing the effectiveness of its educational 
program, faculty performance, and student achievement. Faculty effectiveness and performance in 
the assigned teaching responsibilities will be reviewed by instructor and course feedback forms 
submitted by students upon completion of each semester as well as surveys from fieldwork 
coordinators upon completion of fieldwork, and program graduates following graduation. A 
qualitative and quantitative study will be conducted to provide information regarding student’s 
graduation rate, performance and pass rate on The National Board for Certification in Occupational 
Therapy, job placement, job satisfaction, and employer satisfaction rate based on employee 
performance. 

During each building semester, the corresponding Level I Fieldwork experience will aid the student 
in furthering his/her understanding of being an OTA. This understanding will capitulate into full time 



 

 

job training during 16 weeks of Level II Fieldwork. Each student must demonstrate clinical 
competency during each semester’s fieldwork experience in order to progress through the program. 

The skills required to be successful during Level I and II Fieldwork are interwoven throughout the 
curriculum design. A basis for understanding the history and theory of the profession in conjunction 
with the Occupational Therapy Practice Framework and PEO framework is the foundation of the 
program. Each Level I Fieldwork component is tied to a theme rather than a specific course. By using 
this design, students hone skills that translate across the lifespan and across all settings. 

During the first semester, students will complete their fieldwork experience along with lecture and 
documentation coursework. Level I A Fieldwork explores professionalism in both writing and presence 
as well as directed client observation and interactions.  Pre-requisite courses for this fieldwork include 
Human Anatomy and Physiology I and II. Paired during this semester are co-requisites: Foundations of 
OT, Exploring Occupations, Human Movement for Occupation, and Medical Terminology (if not 
previously completed). The co-requisite of Human Movement for Occupation builds upon the 
foundation of Human Anatomy and Physiology I and II. The combination of these co-requisites coupled 
with this Level I A Fieldwork design, develops understanding and application of the basic tenets of 
occupational therapy. The scope of the first semester highlights the occupation portion of the PEO 
curriculum design. Students will explore these tenets on site and discuss them during the lecture 
component of the fieldwork curriculum. 

The curriculum builds upon the foundational first semester by teaching the challenges for which OTA's 
look. These challenges highlight the person and environment aspects of the PEO curriculum design. 
Co-requisites of Level I B Fieldwork include Challenges to Physical Health, Challenges to Mental Health, 
AT and Environments, and Therapeutic Mediums Lab. This one-week experience focuses on the 
psychosocial aspects of health and wellness. The academic fieldwork coordinator will emphasize 
placements within community and emerging practice settings during this fieldwork component. The 
curriculum, likewise, pairs Level I B Fieldwork with documentation course work and psychosocial 
assignments throughout the semester. These assignments delve into psychosocial concepts across any 
setting. By placing a holistic focus on a person’s health rather than on a mental health setting, 
students will grasp applying these concepts in all areas of practice. 

The last Level I experience provides the opportunity for students to apply academic knowledge of OT 
to practice in a pediatric setting. The last semester demonstrates how the OTA may improve 
occupational performance with coursework focusing on intervention and treatment. The scope of this 
semester pulls together all aspects of the PEO framework. The academic fieldwork coordinator will 
schedule this experience after the halfway point of the semester to allow sufficient progress through 
the co-requisite courses that include Practice Management, OT Intervention and Treatment: Mental 
Health, OT Intervention and Treatment: Adults, OT Intervention and Treatment: Geriatrics, and 
Pediatric Occupational Therapy. 

 

  Level II Fieldwork  

The curriculum culminates with 16 weeks of Level II Fieldwork education. This fieldwork experience 
provides the opportunity to apply skills and knowledge developed during the OTA program and marks 
the transition between student and entry-level practitioner. Fieldwork sites are selected to align with 
the profession and program’s philosophy, and the program’s curriculum design. The OTPF is used 



 

 

across fieldwork settings as an organizing structure, focusing students on occupational performance 
and participation. Fieldwork education is integrated into the total curriculum through the semester 
structure. The program emphasizes safe and ethical practice, and a firm understanding of the scope of 
practice of the OTA. Upon completion of Level II Fieldwork, students will participate in a 1-day 
professional seminar that supports the student’s transition from Level II Fieldwork into OTA practice. 
Topics reviewed will include the process of preparing for and taking the NBCOT examination and 
obtaining state licensure. 

The opportunity to practice techniques and apply skills is upgraded throughout the coursework 
beginning with participation in OTAP 1220-OT Documentation with Level I A Fieldwork. This initial 
fieldwork experience consists of students primarily observing patients and practicing basic skills. OTAP 
1240-Documentation with Level I B Fieldwork offers students the opportunity for a more hands-on 
experience in a variety of practice settings. OTAP 2110 Level I C Fieldwork provides students with an 
opportunity to participate in a more intense Level I Fieldwork by allowing them to practice more 
specific techniques which have been presented in all OTA courses. OTAP 2610 Level II A Fieldwork and 
OTAP 2620 Level II B Fieldwork conclude the program and are the final opportunities for students to 
integrate and apply knowledge acquired throughout the WSCC OTA Program Curriculum. 

Criteria for Selection of Fieldwork Sites 

A list of fieldwork sites providing Level I and Level II Fieldwork experiences for Walters State 
Community College is on reserve through the Walters State Occupational Therapy Assistant 
Department via hardcopy. 

Additional sites that are interested in providing fieldwork experience for Walters State Community 
College students are regularly being added to the list. These centers are brought to the attention of the 
Program Director and Academic Fieldwork Coordinator by students, potential students, and 
practitioners. 

Criteria for selection of fieldwork sites: 

1. The site is accredited by a recognized accrediting agency or approved by Walters 
State Community College. 

2. Students are supervised by qualified Fieldwork Educators. 
3. There is an appropriately varied caseload of clients to meet the educational requirements 

of the student. 
4. There is a mutual agreement/contract for the fieldwork between Walters State 

Community College and the Fieldwork Center. 

On-going contact is to be maintained with the fieldwork site and Walters State Community 
College Occupational Therapy Assistant Program Academic Fieldwork Coordinator through: 

1. The annual AOTA Fieldwork Data Form (as applicable) 
2. Written correspondence with appropriate persons 
3. Telephone communications, as appropriate 
4. On-site visits, as needed and appropriate 
5. Individual and group meetings with Fieldwork Educators 

 
 



 

 

Level I and II Fieldwork Placement Policy 

The WSCC Occupational Therapy Assistant Program makes every effort to place students in fieldwork 
experiences that will challenge learning, support growth, and expose students to a variety of practice 
areas. 

The WSCC Faculty will consider students’ learning goals, site availability and the supervisors’ ability 
to facilitate experiences that complement the WSCC OTA Program curricular threads when placing 
students. 

Student practice areas of interest are considered for each placement. While supporting students’ 
interests, the program also ensures that students are exposed to a variety of practice areas through 
fieldwork experiences and individual course observation/fieldtrip opportunities. 

Students may not participate in Level I or Level II Fieldwork experiences at locations where they or 
family members have worked or currently work (full or part time). 

Fieldwork Site Communication 

The WSCC OTA Program depends on the communication and collaboration between the OTA faculty 
and the fieldwork facilities to establish fieldwork objectives and communicate about student progress 
and performance during fieldwork in order to enhance an effective fieldwork experience for students. 
Several channels of communication include: 

Assignments and Forms 

• Notification of Fieldwork Experience Dates 
• Collaboration with Level II Fieldwork Educators on site-specific objectives (prior to student 

placement) 
• WSCC suggested fieldwork objectives with space for site specific modifications/additions and 

signature of FW Educator. 
• Site visit form to provide written summary of discussions, concerns, or education/training 

provided to the FW Educator and/or student during the site visit. 
• Written plan for action – if a plan is collaboratively developed by FW Educator, AFWC, 

and student to address a student performance issue, it is documented and a copy given 
to all parties. 

• MOU and MOU review/renewal forms – provide an opportunity for both parties to review the 
memorandum of understanding to be sure that it continues to accurately reflect the purpose of 
the responsibilities of all parties. 

Telephone calls 

• Fieldwork Educators and students are encouraged to call the AFWC or other WSCC OTA 
faculty whenever they perceive any problems or have any concerns about the fieldwork 
education process. As soon as any problems or concerns arise, please contact the AFWC so 
appropriate action can be discussed and taken. 

Site Visits 

• The AFWC or other WSCC OTA faculty contacts each fieldwork site, as needed, when students 



 

 

are assigned to the site during each fieldwork experience. On-site meetings are arranged 
during each student’s fieldwork experience as necessary, by either the AFWC or other WSCC 
OTA faculty. These meetings provide discussion with fieldwork educators and students and 
help with identifying any problems and remediation. These on-site meetings are usually 
scheduled about mid-way through the fieldwork experience. However, other visits may be 
made if other situations arise. 

Fieldwork Performance Evaluations 

• Level I Fieldwork experiences require the completion of the corresponding Level I A, B, and C 
Fieldwork Evaluation as means to evaluate students and the Level II Fieldwork experience uses 
the Fieldwork Performance Evaluation (AOTA) and Student Evaluation of Fieldwork Experience 
form. 

• These evaluations of student performance provide the WSCC OTA Program and the students 
feedback about each student’s abilities during the fieldwork experience. These evaluations 
also provide the WSCC OTA Program with feedback about the strengths and weaknesses of 
the curriculum and serves as a basis for appropriate modifications. 

• The Student Evaluation of the Fieldwork Experience provides the WSCC Program with the 
student’s perspective of the FW educator and site learning opportunities, supervisory 
styles, strengths, and areas for improvement. 

Special Consideration Requests 

If a student has an unexpected or an emergency situation that could significantly impact the ability 
to complete the fieldwork portion of the OTA Program, the student must discuss the situation with 
the Academic Fieldwork Coordinator. The OTA Faculty will collaboratively decide based on the 
student’s situation. The student will be notified of the OTA Faculty’s decision and will be provided 
rationale. 

Fieldwork Cancellations 

Occasionally, fieldwork sites may cancel a confirmed reservation. If this happens the Academic 
Fieldwork Coordinator will work with students on an individual basis to find a replacement site. Every 
attempt will be made to find a site as quickly as possible, but students should be aware that 
Fieldwork start dates might be affected. 

Fieldwork Sites and Supervisors 

ACOTE standard C.1.2 (ACOTE 2018) Document the criteria and process for selecting fieldwork 
sites, to include maintaining memoranda of understanding, complying with all site data, and 
communicating this information to students. 

Fieldwork site selection is based on the clinical sites’ interest and availability, accreditation status, 
personnel qualifications and patient/client population. All fieldwork sites must have a signed affiliation 
agreement with Walters State Community College. The agreement outlines the liability and 
responsibilities of parties involved, and must be executed before the beginning of any fieldwork 
experience. If a fieldwork site does not agree with the fieldwork objectives and/or provides site-
specific objectives or adds objectives the WSCC OTA faculty does not agree with, the site would be 
reviewed for appropriateness for future fieldwork placements. 



 

 

 
The maximum student cohort accepted by the WSCC OTA program is 14 students, participating in a total 
of 3 Level I and 2 Level II Fieldwork placements during the two-year program. The actual number of 
fieldwork sites and placements required to meet student and program needs is calculated each year 
based on the new and returning student cohorts and the types of settings/experiences needed. Due to 
the lengthy time requirement for WSCC and TBR approval of new clinical contracts, a Memoranda of 
Understanding (MOUs) is obtained and maintained for all sites expressing willingness to participate with 
WSCC as clinical fieldwork sites and meeting the WSCC criteria for site selection. Additional placements 
with existing sites are solicited and obtained, if needed, by the AFWC. The number of current MOUs is 
sufficient in scope and number to allow for completion of graduation and completion timeline 
requirements in accordance with program policies. 

Fieldwork Supervisors are persons interested in the educational experiences of OT and OTA students. 
Level I supervisors can be OT’s, OTA’s, PT’s, PTA’s, psychologists, physician assistants, teachers, social 
workers, nurses, etc. The Level II supervisor must be an OT or OTA who has passed his/her initial 
certification exam and who has been working for at least one year. 

Licensure verification for OT and OTA fieldwork supervisors is completed by the AFWC or OTA program 
staff online through the state of TN licensure board prior to student placement. If valid license cannot 
be verified, the supervisor will not be used and alternative supervision and/or placement will be 
obtained by the AFWC. If a Level I Fieldwork experience is supervised by a non-OT/OTA, credentials will 
be verified by the AFWC or OTA program staff through appropriate credentialing agency or licensure 
board to ensure qualification. If appropriate qualification cannot be verified, alternative supervision 
and/or placement will be obtained by the AFWC. WSCC works very hard to develop a collaborative 
relationship with its fieldwork sites and supervisors. All supervisors are considered advisors to our 
program, and will be invited to participate in the WSCC OTA Advisory Council and Fieldwork Educator’s 
Meeting. In addition, supervisors are encouraged to share concerns, suggestions, and resources with 
the AFWC and program faculty at any time. In return for providing fieldwork education and 
participating in the program’s advisory process, WSCC will provide continuing education opportunities 
for persons working in the field and strives to be a community resource. 

 
Ensuring Appropriate Supervision and Ratios Policy 

In the Walters State Community College OTA Program, the Academic Fieldwork Coordinator will 
confirm a Fieldwork Educator to student ratio of 1:1 or 1:2 via email communication upon verification 
of student placement. Student will, likewise, assume responsibility in contacting his or her Fieldwork 
Educator and requesting any additional site-specific information required and ensuring student to 
instructor ratio. Students and fieldwork educator will be briefed in supervision expectations in order 
to ensure proper supervision, that provides protection of consumers, opportunities for appropriate 
role modeling of occupational therapy practice and the ability to provide frequent assessment of 
student progress in achieving stated fieldwork objectives. 

It is understood that supervision must be initially direct and then gradually decrease as appropriate 
for the setting, the client’s needs, and the ability of the student. An occupational therapy practitioner 
must be available to the student during all working hours. The ratio of the fieldwork educator and 
student is typically 1:1. 

 



 

 

 
Fieldwork Supervision Policy 

All Fieldwork Educators will receive the Self-Assessment for Fieldwork Educator Competency form as 
well as the Level II Supervisor Attestation Form prior to the start of the student’s Level II Fieldwork 
rotation, in order to provide an opportunity for self-evaluation and reflection. Fieldwork Educators are 
also provided with resources for enhancing supervision during the student’s fieldwork experience. The 
information provided to all fieldwork educators is in the Fieldwork Educator’s Packet.  As part of the 
OTA Program’s ongoing scholarship plan, the program provides multiple opportunities to fieldwork 
educators throughout the year for continuing education on licensure topics and evidence-based 
practice. 

Students will complete the Student Evaluation of Fieldwork Experience (SEFWE) following every 
fieldwork rotation in order to document the effectiveness of supervision. Students also have an 
opportunity to discuss the effectiveness of supervision during all advising appointments and 
communication with Academic Fieldwork Coordinator.  

 

Should a site express interest in providing a Level II Fieldwork experience where no occupational 
therapy services are established, an OT practitioner with a minimum of 3 years of professional 
experience will provide a minimum of 8 hours of direct supervision to the student each week.  The 
Fieldwork Educator will additionally be on call and available to the student during all working hours via 
telephone communication (talk or secure text).  A supervision log will be maintained by the student 
and Fieldwork Educator during the course of the experience.  Supervision by the OT practitioner will 
be tailored to the needs of the organization and OTA student. To be consistent and respectful of the 
organization, students will additionally be under the supervision of a non-OT on-site supervisor.  Policy 
related to non-OT professionals as level I fieldwork educators will be used to communicate with the 
on-site supervisor. 

 
Academic Fieldwork Coordinator’s Role and Responsibilities 

The Academic Fieldwork Coordinator (AFWC) is responsible for providing OTA students with quality 
Level I and Level II Fieldwork opportunities. The AFWC develops, coordinates, monitors 
programming related to student fieldwork experiences. The AFWC is responsible for ensuring the 
program’s compliance with ACOTE fieldwork education requirements and collaborating with 
fieldwork educators to ensure that fieldwork experiences meet the Program’s objectives. 

Position Responsibilities (Combined duties of an instructor and AFWC): 

• Assist in the development and preparation for course plans and materials. 
• Teach a course load appropriate to his/her field or discipline. 
• Contribute to the selection and development of instructional materials in accordance 

with course objectives. 
• Maintain compliance with the ACOTE requirements and standards for instruction and 

fieldwork education. 
• Review annually and maintain updated fieldwork policies and procedures that ensure 

compliance with the Standards for an Accredited Educational Program for the Occupational 
Therapy Assistant. 



 

 

• Collaborate closely with practicum and clinical instructors to develop fieldwork 
experiences that most closely match the course learning objectives. 

• Assign all students to a fieldwork site experience and confirm the assignment in writing to 
both the student and fieldwork educator. 

• Ensure that students participating in fieldwork experiences maintain documented 
current immunization status according to the program policy. 

• Ensure that all written contracts between the educational institution and fieldwork 
education placements are signed and periodically reviewed. 

• Ensure that all written contractual agreements between the college and fieldwork 
education placements are established prior to assigning students. 

• Collaborate with fieldwork educators by making regular, periodic contacts with them at 
sites where students are attending. 

• Maintain a current information file on each established, contracted fieldwork education site. 
• Identify and develop new sites for fieldwork education that provide the best match with the 

program’s mission and philosophy and opportunities for the application of concepts 
presented in the classroom. 

• Assist with the development and implementation of policies for the withdrawal of 
students from fieldwork education placement when necessary. 

• Orient students to the general protocol for fieldwork experiences and provide them with 
the appropriate resources associated with fieldworks election. 

• Reassign students who do not complete the original fieldwork assignments in accordance 
with OTA department and college policies. 

• Review the quality and appropriateness of fieldwork experiences by considering student 
feedback, site visits, and other information in order to make recommendations for 
continued partnerships. 

• Send required student information to the fieldwork educator. 
• Facilitate resolutions of fieldwork issues that may be affecting the student’s academic 

performance via meetings, site visits, or phone calls. 
• Advise students regarding fieldwork site selection. 
• Assist fieldwork educators with students who require special accommodations in 

accordance with the Americans with Disabilities Act. 
• Coordinate educational opportunities for clinical instructors. 
• Ensure that student fieldwork attendance hours meet or exceed the program’s 

requirements. 
• Ensure that qualified personnel supervise Level I Fieldwork. AFWC will have the FW 

supervisor sign the verification form which identifies credentials prior to student 
placement. 

• Perform all other duties, as assigned. 
 

Student Responsibilities during Fieldwork Experiences 
 

All WSCC OTA students are required to participate in clinical fieldwork experiences in various settings 
including but not limited to hospitals, rehabilitation centers, mental health facilities, skilled nursing 
facilities, private practice, in the community and in the school systems. The WSCC OTA Program and 
the clinical fieldwork site must have a signed, legal agreement in place in order for a student to 



 

 

participate in such an experience. As part of this agreement, many clinical sites require that students 
submit a recent criminal background check and/or a drug screen. Based on the results of the 
background check and/or drug screen, an affiliated clinical site may decide to not allow a student’s 
presence at their facility. 
 
Clinical affiliate sites will determine if a student’s background check information and/or drug screen 
meets their standards. WSCC will not make that determination. Some clinical sites require students to 
complete an ADDITIONAL background check or drug screen based on their specific criteria, the student 
may be required to pay for this second check. 

All students are required to have and maintain personal health insurance through the duration of the 
academic experience. Proof is required at the beginning of each academic year enrolled in the 
program. 

All students are required to have a recent health physical and be current and maintain all vaccines and 
immunizations, including the COVID vaccine. Medical or religious exemptions must be completed and 
approved if student refuses vaccinations. Regardless of college-approved exemptions, fieldwork sites 
may refuse unvaccinated students at their discretion.  

All students are required to purchase Student Liability Insurance before the beginning of each 
academic year enrolled in the program. 

All students are required to hold and maintain American Heart Association CPR certification while 
enrolled in the OTA Program. 

Proof of all required documents is required for both Level I and Level II Fieldwork. It is the student’s 
responsibility to inform the program of any changes. The verification of required documents (liability, 
background check, drug screen, CPR, health information) is made available to the fieldwork site via an 
online option and, if desired hard copies will be included with fieldwork packets upon the student’s 
arrival to the site. 

If a student fails to provide necessary documents in a timely manner, he/she will not be allowed to 
participate in Level I and/or Level II Fieldwork experiences and will be assigned a grade of “F” for the 
course. See course failure policy for additional details. 
NOTE: While WSCC will attempt to locate clinical fieldwork sites for all students, The WSCC OTA 
Program is not obligated to provide clinical fieldwork experiences for students with a negative 
criminal history or negative drug screen. Students with a negative criminal history or drug screen 
could potentially complete the academic portion of the Program, but be unable to participate in the 
required clinical fieldwork experiences. A student in that situation would not be awarded a degree. 
 
Fieldwork Policies  

 
Dress Code 
 
Whenever students are present at a fieldwork site and representing WSCC, students are expected to 
dress, appear, and act professionally. Students are expected to follow the dress code of the academic 
program and the site. 



 

 

Professional Appearance 

Students are expected to dress in a conservative and professional manner. Shirts/blouses with collars 
and dark or khaki pants are preferred in the clinical setting. Sandals, cloth tennis shoes, jeans or T-
shirts are NOT appropriate. 

Proper personal hygiene is expected at all times: 

• Nails should be short and well groomed. Acrylic nails are not permitted. 

• Students’ hair should be arranged so it doesn’t interfere with patient treatment or the safety of 
the student or the patient. Long hair should be kept pulled back neatly away from the face. 

• Students must be clean shaven (beards or mustaches must be well-groomed). 

• No perfume or cologne is to be used. Clients/patients may have an allergic or other negative 
response to certain odors. 

• Wedding rings and small earrings are permitted. Multiple finger rings and large dangling 
earrings are inappropriate for the clinical setting for reasons related to safety and infection 
control. Other body jewelry is inappropriate for the clinical setting. Tattoos must not be visible 
while in the clinical setting. 

• Remove hats. 

• Clothes should be clean, neat, and unwrinkled. 

• Shoes should be conservative-no spikes, sandals or open toed shoes. 

• No exposed undergarments. 

• No jeans with holes. 

• No short shorts.  

Professional Behavior Expectations 

It is of utmost importance for students to behave and represent themselves, as well as the college, in a 
professional manner while on fieldwork. The following are examples of behaviors that are not 
acceptable: 

• Consuming alcohol or using illegal drugs prior to arriving to fieldwork or while on site. 

• Meeting occupational therapy clients, the client’s family members, or fieldwork 
site staff/instructors outside of scheduled fieldwork time for personal reasons. 

• Stealing or lying at a fieldwork facility. 

• Speaking inappropriately or in a derogatory manner to or about staff or clients. 

• Failure to comply with HIPAA guidelines. 

• Leaving a client unattended. 



 

 

• Failure to comply with policies and procedures set for the by WSCC OTA Program and fieldwork 

site. 

• Failure to comply with attendance policy at fieldwork site. (See attendance Policy) 

Frequent tardiness to fieldwork, and/or unexcused absences can result in dismissal from the program. 

Students who are terminated from one fieldwork placement due to unprofessional behaviors will be 
required to successfully develop and complete a remediation plan. This plan may include (but is not limited 
to) an identification and discussion of problematic behavior, suggestions for improvement, and 
supervisor feedback. A student may continue with the OTA Program, based upon successful development 
of and completion of the remediation plan. A student who is terminated from a second fieldwork 
placement site due to unprofessional behaviors will automatically be dismissed from the OTA Program. 

Transportation 

Students are required to provide their own form of reliable transportation to and from fieldwork sites. 
In order to provide students with the scope and breadth of experiences necessary to prepare as entry- 
level OTA’s, students may need to travel over an hour to a fieldwork site. 

Name Tags 

Nametags should be worn at all times while at a fieldwork site. The OTA Department will provide the 
student with a nametag indicating the student’s name, WSCC affiliation and OTA Program. Some 
facilities, however, may require the student to wear a nametag supplied by that facility. Lost or 
damaged nametags must be replaced at the student’s expense. Students shall not wear their nametags 
while participating in non-college activities. 
 
Attendance 

The same criteria for authorized or unauthorized absences in the classroom apply to the clinical 
experiences. Authorized absences for reasons other than illness will be considered on an individual 
basis. Permission must be granted by the AFWC, in conjunction with the fieldwork supervisor, for the 
absence to be authorized. If the fieldwork supervisor does not receive verification, the absence will be 
unauthorized. In the case of inclement weather (regardless of WSCC’s decision on opening/closing), 
the student must make a reasonable attempt to be present at his/her assigned fieldwork site. It is the 
student’s responsibility to determine if travel is unsafe. Both the AFWC and fieldwork supervisor must 
be advised of this decision as soon as possible prior to beginning that business day. Students are 
expected to make-up any missed days that occur due to weather related issues. 

Notification of Absence: The student must notify the fieldwork supervisor or AFWC at the earliest time 
available prior to the beginning of the facility’s work day. If the student fails to notify the fieldwork 
supervisor or AFWC during the missed day, the absence will be unauthorized. 

Consequences 

• An unexcused or unauthorized absence requires the completion of a written warning by the 
AFWC. 

• Three (3) unauthorized absences are considered a valid reason for program dismissal.  



 

 

Temporary Accommodations 

Students may experience a physical, medical, or psychological problem that does not qualify as a 
disability, but could significantly impact the ability to complete the fieldwork portion of the OTA 
Program. Students must provide written documentation of the health-related limitation(s) from an 
appropriate health care provider. Students must give appropriate documentation to the AFWC and the 
fieldwork facility representative. The AFWC will collaborate with the fieldwork site to determine 
whether strategies or accommodations may be developed that will allow the student to fully 
participate in the fieldwork education experience. 

Accommodations for Students with Disabilities 

The AFWC and OTA Program Director are committed to working in accordance with the provisions of 
the Americans with Disabilities Act (ADA) and providing reasonable accommodations for individuals 
with physical or mental limitations. Appropriate learning experiences are provided which are geared to 
maximize each student’s abilities. Students with disabilities are encouraged to work with faculty and 
staff to identify ways in which the essential functions and skills of an OTA can be performed in a 
manner that will satisfactorily fulfil the requirements of the fieldwork education program while 
meeting the student’s unique needs. In order to receive accommodations, the student must provide 
written documentation of the disability from an appropriate qualified practitioner. The student must 
also identify what types of accommodations are needed. The AFWC and the OTA Program Director will 
advise the student in seeking accommodations from the fieldwork site. 
 
Students with Disabilities 

Students with diagnosed disabilities will be provided reasonable and necessary academic 
accommodations if they are determined eligible by the college’s Office of Disability Services. The 
instructor must receive a “Special Accommodations Agreement Form” signed by the Office of Disability 
Services staff before granting disability related accommodations in this course. 

 

It is the student’s responsibility to initiate contact with the Office of Disability Services and follow 
established procedures to be allowed accommodations by the instructor. All information about a 
student’s actual disability(ies) is kept confidential by the Office of Disability Services. 

The Office of Disability Services is located in the Student Support Services Student Services Building 
and can be reached at 423.585.6893, fax: 423.318.2344. Information also is available on the WSCC 
website at: http://www.ws.edu/student-services/disability/. 

http://www.ws.edu/student-services/disability/


 

 

SECTION TWO: LEVEL I FIELDWORK 



 

 

Level I Fieldwork 
 

Level I Fieldwork is an opportunity for students to participate and observe Occupational Therapy in the 
practice setting. Students participate in the Level I experiences while they are in the midst of their 
academic coursework, completing one Level I during each of the three semesters on campus. 

The initial fieldwork experience will be through OTAP 1220, Occupational Therapy Documentation 
with Fieldwork A. This experience has been designed to help students become comfortable with 
occupational therapy settings, as well as to familiarize them with the varied client population seen in 
OTA practice. 

The second Level I fieldwork experience, OTAP 1240, Occupational Therapy Documentation with 
Fieldwork B focuses on psychological and social factors that influence engagement in occupation. 
 
The last Level I fieldwork experience is OTAP 2110 Level I Fieldwork C. During this experience, 
students will participate in the delivery of Occupational Therapy services. 
 
Level I Fieldwork Objectives 

The goal of Level I Fieldwork is to introduce students to the fieldwork experience, to apply knowledge 
to practice, and to develop understanding of the needs of the clients. Level I Fieldwork includes 
experiences designed to enrich didactic coursework through directed observation and participation in 
selected aspects of the occupational therapy process. Qualified personnel for supervised Level I 
Fieldwork include, but are not limited to, currently licensed or otherwise regulated occupational 
therapists and occupational therapy assistants, psychologists, physician assistants, teachers, social 
workers, nurses, and physical therapists. (ACOTE, 2018) 

 
Level I A Objectives 
 

1. Effectively interact through written, oral, and nonverbal communication with the client, family, 
significant others, colleagues, other health providers, and the public in a professionally acceptable 
manner. (ACOTE B.5.20) 

 
2. Recommend to the occupational therapist the need for termination of occupational therapy 

services when stated outcomes have been achieved or it has been determined that they cannot 
be achieved. Assist with developing a summary of occupational therapy. (ACOTE B.5.31) 

 
3. Document occupational therapy services to ensure accountability of service provisions and to 

meet standards for reimbursement of services. Documentation must effectively communicate the 
need and rationale for occupational therapy services and must be appropriate to the context in 
which the service is delivered. (ACOTE B.4.10) 

 
4. Describe the ongoing professional responsibility for providing fieldwork education and the criteria 

for becoming a fieldwork educator. (ACOTE B.7.8) 
 

5. Understand when and how to use the consultative process with specific consumers or consumer 
groups as directed by an occupational therapist. (ACOTE B.5.26) 



 

 

 
6. Articulate emerging understanding of psychosocial factors and their impact on occupational 

performance. (ACOTE C.1.3) 
 

Level I B Objectives 
 

1. Demonstrate the ability to adapt the environment and materials for an occupational therapy 
client to engage and safely participate in occupations. 

 
2. Develop an understanding of how ability and disability relates to psychosocial engagement, and 

how psychosocial engagement in turn affects occupational performance in a variety of settings. 
 

3. Demonstrate the ability to utilize task analysis and critical thinking skills to adapt, alter, or create 
environments for occupational therapy clients. 

 
Level I C Objectives 
 

1. Be able to interact professionally through oral, nonverbal, and written communication. 
 

2. Demonstrate critical and logical thinking skills, creativity, and problem solving. 
 

3. Demonstrate the knowledge of safety, universal precautions with clients during the screening, 
evaluation, and intervention process. 

 
4. Be able to document occupational therapy services effectively to meet standards for 

reimbursement and accountability of services rendered. 
 

5. Demonstrate the ability to identify and utilize evidence-based articles and professional literature 
in the development of intervention plans and treatment activities. 

 
6. Develop an understanding of how ability and disability relates to psychosocial engagement, and 

how psychosocial engagement in turn affects occupational performance in a variety of settings. 
 

7. Be able to demonstrate the understanding of the AOTA code of Ethics, core values and attitudes 
of Occupational Therapy, and AOTA guide to Occupational Therapy practice as a guide for 
professional behaviors with clients, peers, and in the employment setting. 

 
8. Recognize and develop awareness of and sensitivity to persons of different cultures and abilities. 

Level I Fieldwork Attendance Policy 

Students are expected to contact their fieldwork site in sufficient time to determine the daily schedule 
of their clinical instructor. Students are expected to attend their fieldwork experience for the entire 
duration of their clinical instructor’s full-time workday. 

A student may only miss a Level I Fieldwork experience for personal contagious sickness or death of an 



 

 

immediate family member. Should a student have an excused absence, documentation of sickness or 
death must be presented to the Academic Fieldwork Coordinator immediately upon receipt. 
Unexcused absences will result in a clinical failure. 

Students must make up any absence during Level I Fieldwork experience on their own time, outside of 
regular classroom hours. The student must present a plan for completion of these hours to his/her 
clinical instructor and AFWC for approval prior to resuming completion of the experience. Lack of plan 
development or completion of hours by the end of the academic semester will result in a clinical 
failure. 

 
Level I Fieldwork Grading Policies 

Students will receive a syllabus which includes the grading criteria for each Level I Fieldwork 
Placement. Students must comply with policies, procedures, and all rules and regulations to 
successfully pass the Level I experience. If a student does not successfully pass the Level I A Fieldwork 
experience, he/she will not proceed to Level I B Fieldwork or progress through the program. 

Level I Fieldwork Site Evaluation 

Level I supervisors will be provided with a Level I A, B, or C Fieldwork Evaluation to utilize for the 
assessment of the student’s progress in achieving the stated fieldwork objectives. Upon completion 
of the Level I Fieldwork experience, the fieldwork supervisor is to complete the document and return 
the original copy with the student to the AFWC at WSCC. 

The Level I A, B, or C Fieldwork Evaluation may be found in the content of the corresponding course in 
eLearn. 

Student Evaluation of Fieldwork Sites 

Students are required to complete a fieldwork site evaluation. Learning how to effectively give and 
receive feedback is an integral part of the program and vital skill for any professional. The evaluation 
must be completed at the conclusion of the fieldwork experience and shared with the fieldwork 
supervisor. Students are also required to evaluate the site and provide feedback to the supervisor. 

 
Policy for Communication with Level I Fieldwork Educators 

 
One month prior to each Level I Fieldwork Experience, the AFWC sends out an email to each site with the 
following information included: 

• Email with pertinent instructions and information 

• Packet of information for the Fieldwork Educator including Level I fieldwork learning 
objectives and expectations, assignments to be completed during and following the 
fieldwork experience, AOTA information regarding the fieldwork experience, the AOTA 
Fieldwork Data Form, student evaluation of the site and the final evaluation of the student 

• Fieldwork Objectives Acknowledgement to be signed by the Fieldwork Educator and the 
student prior to the start of the rotation 

Once all documents are signed and returned to the AFWC, they are placed in the physical file for the 



 

 

corresponding cohort and the appropriate Level I Fieldwork rotation (ex. “Class of 2023, Level I A 
Fieldwork Documents”). 

 
At the conclusion of the rotation, Fieldwork Evaluations are placed in each student’s physical file, PDU 
letters are mailed or presented in person to each Fieldwork Educator, and Student Evaluations of the 
Fieldwork Site are found in the corresponding eLearn drop box (these may be de-identified and accessed 
by students, faculty, and ACOTE reviewers upon request).  
 

Qualified Level I Fieldwork Supervisors Policy 
 
The Walters State Occupational Therapy Program Academic Fieldwork Coordinator ensures that all 
personnel who supervise Level I fieldwork are informed of the curriculum and fieldwork program design 
and affirm their ability to support the fieldwork experience. This occurs prior to the onset of the Level I 
fieldwork via email and signature of all documents, including the Level I Fieldwork Packets, objectives and 
Fieldwork Curriculum Acknowledgment, that are sent to the fieldwork educator one month prior to the 
start of the fieldwork experience. All signed copies are filed and maintained in a locked filing cabinet in 
the AFWC’s office. 

 



 

 

SECTION THREE: LEVEL II FIELDWORK 



 

 

Level II Fieldwork 
 
Level II Fieldwork is the capstone experience in the OTA program. Students participate in a total of 16 
weeks of full-time fieldwork after the successful completion of all academic coursework, and a 
satisfactory rating from the WSCC OTA Program on all advisory documents and communication. 
Currently, the WSCC OTA Program has Level II Fieldwork placements within the United States. Per our 
institutional and program mission and vision, our program will serve our community and surrounding 
areas. In keeping with this mission and vision, the WSCC OTA Program does not send students outside 
the United States for fieldwork experiences.   
 
Level II Fieldwork is conducted in settings approved by the program and includes two eight-week 
experiences in traditional and/or emerging settings, consistent with the WSCC OTA Program’s curriculum 
design. In all settings, psychosocial factors influencing engagement in occupation must be understood 
and integrated for the development of client-centered, meaningful, occupation-based outcomes. 
Students may complete a Level II experience in a minimum of one setting, if it is reflective of more than 
one practice area, or in a maximum of three settings.  
 
Students have a maximum of 18 months to complete the Level II Fieldwork portion of their OTA 
education. The 18-month period begins at the point when a student is eligible to participate in Level II 
Fieldwork. Students are expected to begin their fieldwork at the first month of eligibility. Students 
desiring to postpone their Level II experiences must provide proof of hardship, physician statement 
and/or other evidence deemed necessary. Faculty must approve a plan outlining student schedule for 
completion. 
 
ACOTE standard C.1.10 states that a Level II Fieldwork experience may be completed on a part-time 
basis, as defined by the fieldwork placement in accordance with the fieldworks placement’s usual and 
customary personnel policies, as long as it is at least 50% of an FTE at that site. Students are expected to 
complete their fieldwork on a full-time basis.  Part-time completion of fieldwork will only be considered 
under circumstances related to health and disability.  
 
In all fieldwork experiences, students are expected to perform tasks appropriate to their level of ability 
and training. These experiences are designed to develop professional practice skills, treatment and 
intervention knowledge and critical thinking ability. 
 

Level II Fieldwork Objectives 
 

1. Develop entry- level competencies for the Level II Fieldwork by the end of the experience (entry- 
level competence is defined as achieving the minimal passing score or above on the AOTA Level II 
Fieldwork Performance Evaluation). 

 
2. Demonstrate the ability to require less direct supervision by the clinical instructor as appropriate 

for the fieldwork setting, severity of the client’s condition and the ability of the student. 
 

3. Demonstrate the ability to assume a full client caseload, as defined by the fieldwork site, by the 
completion of the fieldwork experience. 

 



 

 

4. Demonstrate the ability to collect, utilize, and apply assessment data for effective intervention 
treatment plans. 

 
5. Demonstrate the ability to complete accurate documentation in a timely manner according to the 

fieldwork sites policies and procedures. 
 

6. Demonstrate professionalism, as evident by consistently reporting on time to the fieldwork 
placement site. 

 
7. Adhere to all fieldwork site and WSCC OTA Program policies and procedures. 

 
8. Demonstrate enthusiasm and the initiative when exploring new learning opportunities. 

 
9. Demonstrate effective utilization of all resources available and incorporate evidence-based 

practice at fieldwork placement sites. 
 

10. Incorporate and demonstrate knowledge of the various frames of reference and evidence- based 
treatment interventions in occupational therapy practice during treatment interventions and 
planning. 

 
11. Demonstrate an understanding of psychosocial factors influencing engagement in occupation for 

the development of client-centered, meaningful, occupation-based outcomes. 
 

12. Effectively demonstrate the knowledge of the roles of the occupational therapist and 
occupational therapy assistant. 

 
13. Effectively establish and maintain a relationship with clients, families, co-workers, and other team 

members involved in the occupational therapy intervention process. 
 

14. Demonstrate an understanding of occupation-based and meaningful activities when assisting in 
the development of treatment plans and treatment activities. 

 
15. Demonstrate the ability to use clinical reasoning skills, ethical behavior, life-long learning, 

professional behavior, and competence in OTA and career responsibilities. 
 

Level II Fieldwork Supervision 
 
Level II Fieldwork supervision provides protection of consumers and opportunities for appropriate role 
modeling of occupational therapy practice. Initially, supervision should be direct then decrease to less 
direct supervision as appropriate for the setting, the severity of the client’s condition, and the ability of 
the student. 
 
Level II Fieldwork students are supervised by a currently licensed or otherwise regulated occupational 
therapist of occupational therapy assistant (under the supervision of an occupational therapist) who has 
a minimum of 1 year full-time (or its equivalent) practice subsequent to initial certification and who is 
adequately prepared to serve as fieldwork educator. The supervising therapist may be engaged by the 



 

 

fieldwork site or by the educational program. (ACOTE standard C.1.11) 

All Level II Fieldwork experiences are supervised by currently licensed occupational therapy practitioners 
who meet ACOTE standards and WSCC requirements as supervisors. At this time, there is no mechanism 
for a supervisor to be engaged by WSCC. 

Policy for Qualification and Communication with Level II Fieldwork Educators 
 

In order to ensure Level II Fieldwork Educators are licensed and qualified for the fieldwork educator 
role, the AFWC will communicate to the Fieldwork Educator one to two months prior to each Level II 
Fieldwork Experience, the AFWC sends out an email to each site with the following information 
included: 

• Email with pertinent instructions and information regarding the fieldwork experience, the 
AOTA FWPE and all required documentation 

• Packet of information for the Fieldwork Educator including: Level II Fieldwork purpose and 
objectives, Level II Supervisor Attestation Form (to be signed and returned prior to the 
start of the rotation), Level II Fieldwork Objectives Agreement (to be signed and returned 
prior to the start of the rotation), Two-Day Email Update Form (to be signed and returned 
on day two of the rotation), Weekly Communication Form (to be completed, as needed), 
suggested learning activities for each week of the Level II experience, recommended 
timeline for the Level II experience, fieldwork educator resources, and student discussion 
board questions to be completed 

• Level II Fieldwork Objectives Agreement to be signed by the Fieldwork Educator and the 
student prior to the start of the rotation (both, in the packet and separately attached) 

• Level II Supervisor Attestation Form (both, in the packet and separately attached) 
 
Once all documents are signed and returned to the AFWC, they are placed in the physical file for the 
corresponding cohort and the appropriate Level II Fieldwork rotation (ex. “Class of 2023, Level II A 
Fieldwork Documents”). Updated student information and the Level II Fieldwork preparation completed 
by each student in their third didactic semester are also included in this file. 
 
At the conclusion of the rotation, Fieldwork Evaluations are maintained and reviewed in Formstack, PDU 
certificates are automatically generated by Formstack and emailed to each Fieldwork Educator, and 
Student Evaluations of the Fieldwork Site are found in the corresponding eLearn drop box (these may be 
de-identified and accessed by students, faculty, and ACOTE reviewers upon request). Physical copies of 
all fieldwork educator’s state licenses are maintained in the AFWC’s office.  Physical copies are updated 
annually. 
 
Level II Fieldwork Attendance Policy 
 
Students are expected to contact their fieldwork site in sufficient time to determine the daily schedule of 
their clinical instructor. Students are expected to attend their fieldwork experience for the entire 
duration of their clinical instructor’s full-time workday. 
 



 

 

A student may only miss a Level II Fieldwork experience for personal contagious sickness or death of an 
immediate family member. Should a student have an excused absence, documentation of sickness or 
death must be presented to the Academic Fieldwork Coordinator immediately upon receipt. 
Unexcused absences will result in a clinical failure. 
 
Students must make up any absence during the Level II Fieldwork experience. The student must present 
a plan for completion of these days/weeks to their clinical instructor and AFWC for approval prior to 
resuming completion of the experience. Lack of plan development or completion of hours, as determined 
by approved completion plan, will result in a clinical failure. 
 
Due to the semester time constraints, students that have an excused absence during the Level II A 
experience, may be delayed in beginning their Level II B experience. This should be considered and 
communicated in the completion plan. It will be the student’s responsibility to communicate the change 
in start date to his/her Level II B clinical instructor. 
 
Students may use the week leading up to graduation to complete their days for an excused absence 
during the Level II B experience or due to a delayed start of Level II B. A completion plan must be 
developed and approved for any excused absence. 
 
If the number of days missed extends beyond one work week, the student must complete his/her hours 
following graduation. The student may participate in the graduation ceremony, but his/her diploma will 
be held until documented completion of fieldwork hours is received. 
 

Level II Fieldwork Grading Policies 
 
Students must successfully complete two, eight-week fieldwork experiences to graduate from the OTA 
Program at WSCC. Students must receive a passing score on the American Occupational Therapy 
Association Fieldwork Performance Evaluation for the OTA Student. If a student fails one Level II 
Fieldwork experience, the student must develop a plan for remediation that is approved by the AFWC 
and the OTA Program Director. This must be completed prior to initiation of a placement search for 
another fieldwork site placement. 
 
If a student fails two fieldwork experiences, he/she fails the program and is not granted a degree. Please 
see the student appeal process for specific information in the WSCC OTA Program Student Handbook. 
 

Level II Fieldwork Site Evaluation 
 
Level II students are graded by the fieldwork site and supervisor utilizing American Occupational Therapy 
Association Fieldwork Performance Evaluation for the OTA Student. The evaluation will be reviewed and 
discussed with students before they arrive at their Level II sites.  
 
The AFWC reviews all American Occupational Therapy Association Fieldwork Performance Evaluations for 
the OTA Student prior to submitting the WSCC final grade for the Level II course. Should there be 
concerns regarding the FWPE scoring, the AFWC will discuss these with the fieldwork site, supervisor, and 
student. The AFWC reserves the right to adjust the grade given by WSCC, in collaboration with the OTA 
Program Director based on the information generated from the discussion with the supervisor and the 



 

 

student. Documentation of the rationale for the WSCC grade will be maintained in each student file. 
 
 
Professional Behavior Expectations 

It is of utmost importance for students to behave and represent themselves as well as the college in a 
professional manner while on fieldwork. The following are examples of behaviors that are not 
acceptable: 

• Consuming alcohol or using illegal drugs prior to arriving to fieldwork or while on site. 

• Meeting occupational therapy clients, the client’s family members, or fieldwork site 
staff/instructors outside of scheduled fieldwork time for personal reasons. 
 

• Stealing or lying at a fieldwork facility 

• Speaking inappropriately or in a derogatory manner to or about staff or clients. 

• Failure to comply with HIPAA guidelines. 

• Leaving a client unattended. 

• Failure to comply with policies and procedures set for the by WSCC OTA Program and fieldwork 
site. 
 

• Failure to comply with attendance policy at fieldwork site (see attendance policy). 

Frequent tardiness to fieldwork, and or unexcused absences can result in dismissal from the program. 
Students who are terminated from one fieldwork placement due to unprofessional behaviors will be 
required to successfully develop and complete a remediation plan. This plan may include (but not limited 
to) an identification and discussion of problematic behavior, suggestions for improvement, and 
supervisor feedback. A student may continue with the OTA Program based upon successful development 
of and completion of the remediation plan. A student who is terminated from a second fieldwork 
placement site, due to unprofessional behaviors, will automatically be dismissed from the OTA Program. 
 
Student Evaluation of Level II Fieldwork 
 
Upon completion of the Level II Fieldwork placement experience, students are required to complete an 
evaluation and review it with their supervisor. Students must complete the Student Evaluation of the 
Fieldwork Experience and submit it to the AFWC one week after completing the Level II Fieldwork 
experience. 
 
It is highly recommended that students retain a copy of all documents in case materials are lost in transit. 
Students with incomplete or missing documentation will receive a grade of Fail (F). In addition, for a 
student to participate in the College’s graduation ceremony, all required paperwork must be submitted 
prior to the ceremony. 
 
Level II Fieldwork Termination 
 
Termination of or withdrawal from Level II Fieldwork by the student's own initiative is highly discouraged 



 

 

and should only be done after consultation with the WSCC OTA faculty. If a student chooses to withdraw 
from an assigned fieldwork placement, without the benefit of this consultation, the WSCC OTA Program 
will not provide an alternate placement. Such a withdrawal, without consultation with the WSCC OTA 
Program, means that the student is electing to withdraw himself or herself from the entire WSCC OTA 
Program. 
 
If after consultation, it is agreed by the WSCC OTA Program Director and AFWC that withdrawal is 
appropriate, then every effort will be made to secure an alternate placement at another time. A 
replacement Level II experience must be completed within twelve months of the completion of the 
academic program. Acceptable reasons for withdrawal would be serious illness of the student, the 
student's spouse, the student's child, or other dependent. 
 
Fieldwork Cancellations 
 
A fieldwork site may unexpectedly cancel a confirmed student reservation for various reasons. If this 
happens, AFWC will make every attempt to find an alternate site as quickly as possible. In the event that 
this may happen, students need to be aware and prepared for the possibility that fieldwork start dates 
may be affected. 
 
Withdrawal from Fieldwork Course 
 
Any student, who is unable to complete an assigned fieldwork course because of an extraordinary 
circumstance such as a health or family emergency, must notify the AFWC or Program Director in 
advance. If prior notification is not possible due to extreme emergency, the student should consider the 
time missed in clinic prior to communication as absences. Until confirmed by the AFWC and Program 
Director, the fieldwork experience has not been canceled, and the student has not withdrawn. The 
student must supply the AFWC with any supporting documentation of the circumstances for approval 
and be making satisfactory progress to receive a grade of Incomplete. 
 
The student who receives a grade of “Incomplete” in a fieldwork experience will be required to complete 
a plan developed by the AFWC and OTA Program Director. The determination of the plan for completion 
will be made by the OTA Program Director based on feedback from the Fieldwork Site Coordinator, the 
student, and the nature of the fieldwork experience. The OTA AFWC is responsible for the assignment of 
the student to an alternate fieldwork education site if the original is no longer available. Acceptable 
reasons for withdrawal would be the serious illness of the student, the student’s spouse, the student’s 
child, or other dependent.



 

 

SECTION FOUR: APPENDIX



 

 

Personal Data Sheet 

This form is completed by the student and is sent to the student’s Level II Fieldwork Educator prior to 
the start of the fieldwork experience. 

PERSONAL INFORMATION 

Name 
Permanent Home Address 
Phone Number 
Date 
Name, address, and phone number of persons to be notified in case of accident or illness: 

 
 
EDUCATION INFORMATION 

1. Expected degree (circle one) 
 

OTA:    

Associate Baccalaureate Masters Doctorate Certificate 

OT: 

Baccalaureate 

 
 

Masters 

 
 

Doctorate 

 
 

Certificate 
 

 
2. Anticipated year of graduation 

3. Prior degrees obtained 
 
4. Foreign languages read spoken 

 
5. Do you hold a current CPR certification card?  Yes No 

Date of expiration 

HEALTH INFORMATION 

1. Are you currently covered under any health insurance?  Yes No 
 
2. If yes, name of company 

Group # Subscriber # 

 
3. Date of last Tine Test or chest x-ray:  

 
 



 

 

PREVIOUS WORK/VOLUNTEER EXPERIENCE 
 

PERSONAL PROFILE 

1. Strengths: 
 

 
2. Areas of growth: 

 
 

3. Special skills or interests: 
 

 
4. Describe your preferred learning style: 

 
 

5. Describe your preferred style of supervision: 
 
 

6. Will you need housing during your affiliation?  Yes No 
 
 

7. Will you have your own transportation during your affiliation?  Yes No 
 
 

8. (Optional) Do you require any reasonable accommodations (as defined by ADA) to complete 
your fieldwork? Yes  No  .  If yes, were there any reasonable accommodations that 
you successfully used in your academic coursework that you would like to continue during 
fieldwork? If so, list them. To promote your successful accommodation, it should be discussed 
and documented before each fieldwork experience. 



 

 

Level I Fieldwork Example Cover Letter/Email 

Date 

Fieldwork Educator 

Site Name 

Site Street Address 

Site City and State, Zip Code 
 

Dear Fieldwork Educator: 

Thank you so very much for providing this clinical experience for our OTA student. This didactic 
learning in the classroom is made real through the student’s time with you and is usually the best part 
of their learning experience. 

On behalf of Walters State Community College and our Occupational Therapy Assistant Program, I 
want to thank you for participating in our fieldwork education process. Without clinicians like you, we 
would not be able to offer the valuable experience in the field required to complete the education of 
our students. We appreciate your efforts! 

The student will contact you to discuss times, location to meet, and attire. The dates that student will 
be present will be (fill in). 

In the attached packet, you will find documents for your review prior to the student’s arrival. The 
packet includes copy of Level I Fieldwork Objectives and signature page, the student evaluation, and 
the student’s evaluation of the fieldwork site. 

The WSCC OTA program is using TrueScreen services for students’ background checks, drug 
screening and health forms and immunizations requirements. 

Students have instructions on how to share these documents with you to review and/or keep on file 
within your facility. 

Please do not hesitate to contact me, should you have any questions. I can be reached at the following 
email: Jennifer.Lawson@wscc.edu 

Jennifer Lawson, MS, COTA/L 

Assistant Professor/Academic Fieldwork Coordinator 

Occupational Therapy Assistant Program 

mailto:Jennifer.Lawson@wscc.edu


 

 

 

Level II Fieldwork Example Cover Letter/Email 

Date 

OTR/COTA 

Site 

Site Address 

Site City, State & Zip Code 

Dear OTR/COTA: 

Thank you for agreeing to supervise a Level II OTA fieldwork student, STUDENT NAME, at your facility. 
The student will begin 8-week rotation on (fill in) through (fill in). 

In the attached packet, you will find documents for your review prior to the student’s arrival. The 
information included is student data sheet, AOTA Fieldwork Performance Evaluation for the OTA 
Student, Student Evaluation of Fieldwork, communication form for documentation, liability insurance 
form and a time log. The WSCC OTA program is using TrueScreen services for student’s background 
checks, drug screening, and health form and immunization requirements. The students will share the 
documents with you to review and/or keep on file within your facility. 

I have also included articles and references on clinical supervision. This is intended to help new 
supervisors, as well as seasoned veterans, to guide our students through the practical application of 
their knowledge. 

Please contact me with any questions you may have prior to or during the student’s fieldwork. I am 
always willing and available to come on site. We appreciate early knowledge of problems so action 
steps can be put into place to maximize student learning and success. 

Please do not hesitate to contact me, should you have any questions. I can be reached at cell-(865) 
659-4639 or at Jennifer.Lawson@wscc.edu.  I look forward to working with you. 

Sincerely, 

Jennifer Lawson, MS, COTA/L 

Assistant Professor/Academic Fieldwork Coordinator 

Occupational Therapy Assistant Program 

Walters State Community College 
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Day Two Email Update 

Please email to Jennifer Lawson at Jennifer.Lawson@wscc.edu after second day on Level II Fieldwork. 
 

Student:  Date:    
 

Student Phone # (after hours):  -  -  Student E-mail:    
 

Facility Department Phone:  -  -   
 

Fieldwork Educator:  FW Educator E-mail:   
 

Fieldwork Educator Credentials and Years of Experience:   
 

What department are you in? (i.e. acute, opt, rehab)    
 

What is your weekly schedule? (i.e. M-F, T-Sat w/ times) 
 

List official holidays observed by your facility.    
 

Questions Yes No N/A 

1. Do you need a visit from your AFWC?    

2. Do you need a phone call? Phone #:    

3. Do you have any concerns with your placement?    

4. Has your Fieldwork Educator/clinical instructor provided an 
orientation of the facility and policies and procedures. 
Comments: 

   

5. Have you and your fieldwork supervisor/clinical instructor 
reviewed/developed site specifics objectives? (see *) 

   

6. Have you and your fieldwork supervisor/clinical instructor 
established a schedule to meet and review goals, objectives and discuss 
progress/performance? 

   

7. Do you feel this fieldwork placement will meet your professional 
goals and objectives? 

   

8. Do you feel prepared to work with the needs of those consumers in 
this setting? 

   

9. Has your fieldwork supervisor/clinical instructor requested anything 
from the OTA program? 

   

10. Does your supervisor/clinical instructor hold some type of clinical 
certification? (i.e., MTC, CSCS, OCS, GSC, ATP) 
If yes, what type of certification? 

   

Additional comments or concerns: * Please attach a copy of the site-specific objectives to this email. 
If no objectives exist, please contact the AFWC to develop the objectives. 

mailto:Jennifer.Lawson@wscc.edu


 

 

 

Weekly Update 

Please email to Jennifer Lawson, MS, OTR/L at Jennifer.Lawson@wscc.edu, as able/necessary. 
 
 

Student:  FW Educator Name:    
 

Facility:  Department Phone #:    
 

Days Absent from FW:  Date (s) Missed:   
 

Make-up Dates:   
 
 
 

To Be Completed by Student Yes No 
1. Are you making progress?   
2. Are you receiving adequate/constructive feedback   
3. Do you receive daily feedback from clinical instructor?   
4. Do you feel prepared for this experience?   
5. Are you seeing and experiencing a variety of patients and treatment 
approaches? 

  

6. Do you need a visit or phone call?   
 
 

What skills have you completed now, that you were not able before beginning your placement? 
 
 
 

To Be Completed by Fieldwork Educator Yes No 
1. Do you feel this student is prepared academically to work with clientele?   
2. Is the student integrating their didactic knowledge with clinical application?   
3. Is the student making progress on meeting his/her goals?   
4. Is the student receptive to your feedback and support?   
5 Is the student performing effective communications skills with patients, 
families, health care team members and you? (Verbal, nonverbal, written and 
listening) 

  

6. Is the student utilizing safety in the clinic setting and with patients?   
7. Would you like to schedule a visit or call? Dates:   

Comments: 
 
 

Student Signature: Date: 

FWE signature: Date: 
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Level II Fieldwork Communication Sheet 
 

Week of:    
 
 

Areas of 
Strength:   

 
 

 

 

 

 

 
 

Opportunities for 
Growth:   

 
 

 

 

 

  _ 
 

 
 

Additional Comments: 
 

 

 

Student Signature: _  Date:    
 

Clinical Instructor Signature:  Date:    
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Fieldwork Level II: Recommended Timeline 
November 1 
(tentative) 

Confirmed Level II Fieldwork site agreements are disseminated to students and to fieldwork 
sites. 

December 1 
(tentative) 

Students complete and turn in the final “Student Profile/Data Form” (and a Letter of 
Introduction (sample provided to students) to WSCC Academic Fieldwork Coordinator 

Week 1 Orientation/Observation – Become familiar with site and staff, policy and procedures, 
equipment, daily routine, review clients’ files, began contact and exposure to clients. 

Week 2 Completed Orientation/Build Caseload – Assist with OT sessions, assignment of caseload, 
develop treatment plans for assigned clients, complete documentation, work on topic for in-
service and/or develop a piece of equipment for the therapy department.  

Week 3 Continue to Build Caseload 

Observe/assist with assessments, participate in team meetings and/or department meetings 

Week 4-5 Midterm Evaluation/Continue to Build Caseload 

The Midterm section on the “AOTA Fieldwork Performance Evaluation Form for Occupational 
Therapy Assistant Students” must be scored, completed and initialed by student and clinical 
instructor. 

Week 8 Final Evaluation: The “Final” section on the “AOTA Fieldwork Performance Evaluation form for 
Occupational Therapy Assistant Students” needs to be completed by the Fieldwork Educator, 
reviewed together and signed by the student and Fieldwork Educator. Form must be mailed to 
Academic Fieldwork Coordinator. 

Week 8 Students complete the “Student Evaluation of Fieldwork Experience (SEFWE)” form before the 
end of Level II A Fieldwork II-OTAP 2610 and Level II B Fieldwork-OTAP 2620. 

 
 



 

 

Fieldwork Informed Consent 
 
I have received a copy of the Occupational Therapy Assistant Program’s Fieldwork Manual. I have read 
and understand the policies contained in the manual. I agree to follow the policies as outlined in the 
manual while enrolled in the Occupational Therapy Assistant Program.  I agree to fully participate in 
the fieldwork component of the OTA Programs’ curriculum. 

I understand the fieldwork policies may change while I am participating in fieldwork experiences. I 
understand it is my responsibility to review and follow any changes to the policies as they are provided 
to me by the program. I understand that I will need to follow the standards and guidelines of the most 
recent Fieldwork Manual and Student Handbook if I withdraw or am dismissed for the OTA Program 
and then readmitted. 

I understand that failing to follow the policies in the Student handbook and Fieldwork Manual may 
result in a non-passing/non-credit grade for my fieldwork experience(s). If I object to following any of 
the policies in the Fieldwork Manual, I understand I must submit my objection/request for 
accommodation in writing to the AFWC and OTA Program Director for consideration by the faculty at 
least 30 days before the beginning of each fieldwork experience. 

Student Name (print):    
 

Student Signature:    
 

AFWC Signature:    
Date:    

*Return the signed Informed Consent to the Academic Fieldwork Coordinator* 



 

 

WSCC OTA FERPA RELEASE 

I hereby authorize the release of all documentation to any fieldwork site to which I have been 
approved for placement. I understand that these documents contain information about my previous 
education and experiences at Walters State Community college, my health status, and other 
information that is pertinent to my performance at the fieldwork site(s). I understand that the 
fieldwork site(s) may review such documentation to determine my eligibility to participate in fieldwork 
in accordance with the site’s policies and procedures. I also agree to allow the Walters State 
Community College fieldwork coordinator and/or faculty to discuss my academic performance and 
relevant work experience (including, without limitation, test results, performance evaluations, letters 
of recommendation and disciplinary information) with the supervisor(s) at any fieldwork site to which I 
am being assigned for placement. 

Should I have a disability that may require special accommodations or a condition that could 
affect either my performance or affect others with whom I come into contact, I accept the 
responsibility to review the specific responsibilities and/or expectations relating to any fieldwork 
placement to which I have been assigned and to disclose to my sites/supervisors the nature of my 
disability and the special accommodations which may be required. I understand that the fieldwork 
site may discuss this information with the Fieldwork Coordinator and/or Faculty at Walters State 
Community College. 

I agree, as a condition to my placement, to participate in orientation session required by 
Walters State Community College or the assigned facility. I understand that I must provide proof of 
health insurance and Hepatitis B vaccination, along with any other required vaccinations, in order to 
participate in the Walters State Community College program. I understand that placement in fieldwork 
experience, per degree requirements, necessitates the signing of this release/agreement. 

I agree to hold all employees, agents, and representatives of Walters State Community 
College and the fieldwork site(s) harmless from liability in connection with the release of information 
contained in the Documentation for which I may otherwise make available. Walters State 
Community College agrees to comply with Rehabilitation Act of 1973 and the Americans with 
Disabilities Act of 1990. 

I have read this document and understand that it contains a waiver of certain rights which I may have 
under law, including, without limitation, the Family Educational Rights and Privacy Act of 1974, as 
amended (“FERPA”) and under regulations (“HIPPA Regulations”) issued by the Department of Health 
and Human Services to implement the Health Insurance Portability and Accountability Act of 1996. 

Student Name (print):    
 

Student Signature:    
 

AFWC Signature:    
Date:    

*Return the signed FERPA Release to the Academic Fieldwork Coordinator* 
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