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West Coast University’s Master of Science in Occupational Therapy program has 
been granted Candidacy Status by the Accreditation Council for Occupational 
Therapy (ACOTE) of the American Occupational Therapy Association (AOTA), at 
4720 Montgomery Lane, Suite 200, Bethesda, MD 20814-3449.  Upon receiving 
full accreditation, this program’s graduates will be eligible to sit for the national 
certification examination for the occupational therapist by the National Board for 
Certification in Occupational Therapy (NBCOT), Inc.  An individual will be 
considered an Occupational Therapist, Registered (OTR) following successful 
completion of the abovementioned exam.  Though most states require licensure 
in order to practice, the state licenses are usually contingent on successful 
passage of the NBCOT Certification Examination.  A felony conviction may affect a 
graduate’s ability to sit for the NBCOT certification examination as well as 
eligibility to obtain state licensure.   For further questions, one may reach ACOTE 
by phone c/o AOTA, at (301) 652-AOTA.  The National Board for Certification in 
Occupational Therapy (NBCOT) can be reached at www.nbcot.org . 
 

Introduction 

This manual is a reference prepared to assist in your understanding of the policies 

and procedures of fieldwork education at West Coast University.      The Academic 

Fieldwork Coordinator (AFWC) will be available to provide further clarification on 

any information presented in this manual.  For successful collaboration in placing 

students, communication is imperative prior to, during, and following any 

fieldwork experience. 

The provisions provided within this manual are subject to changes as a result of 

official administrative directives.  The occupational therapy program reserves the 

right to make changes at any time in the Fieldwork Education manual, or in the 

requirements for fieldwork.  This manual is neither a contract nor an offer to 

enter into a contract, but serves as a guide for Fieldwork Education.  A current 

version of this manual is posted on the West Coast University Master of 

Occupational Therapy program website: 

http://westcoastuniversity.edu/programs/ms-occupational-therapy.html    

http://www.nbcot.org/
http://westcoastuniversity.edu/programs/ms-occupational-therapy.html
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FACULTY/ADMINISTRATION 

Nicolaas van den Heever OTD, OTR/L  

Founding Dean/Director of Occupational Therapy  

Master of Science in Occupational Therapy Program 

Phone: 949-783-4090 nvandenheever@westcoastuniversity.edu  

Diane L. Gale MBA, OTR/L 

Assistant Professor/Academic Fieldwork Coordinator 

Master of Science in Occupational Therapy Program 

Phone: 949-398-2363 dgale@westcoastuniversity.edu  

Lisa A. Phillips 

Program Assistant 

Master of Science in Occupational Therapy Program 

Phone: 818-299-5547 laphillips@westcoastuniversity.edu  

Fieldwork Education Website 

http://westcoastuniversity.edu/programs/ms-occupational-therapy.html 

AOTA Fieldwork Website 

http://www.aota.org/Students/Current/Fieldwork.aspx 

AOTA Centennial Vision 

“We envision that Occupational Therapy is a powerful, widely recognized, 

science-driven, and evidence-based profession with a globally connected and 

diverse workforce meeting society’s occupational needs.” 

 

mailto:nvandenheever@westcoastuniversity.edu
mailto:dgale@westcoastuniversity.edu
mailto:laphillips@westcoastuniversity.edu
http://westcoastuniversity.edu/programs/ms-occupational-therapy.html
http://www.aota.org/Students/Current/Fieldwork.aspx
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University Mission 

At West Coast University, we embrace a student-centric learning partnership that 

leads to professional success.  We deliver transformational education within a 

culture of integrity and personal accountability.  We design market-responsive 

programs through collaboration between faculty and industry professionals.  We 

continuously pursue more effective and innovative ways through which students 

develop the competencies and confidence required in a complex and changing 

world. 

MS OT Program Mission 

West Coast University’s Occupational Therapy Program is based on the belief that 

all humans are occupational beings in nature, and in the healing power of 

occupation whereby humans can influence their own health status.  Occupational 

engagement and thus occupation-based interventions are therefore the central 

theme of the curriculum. 

Our mission is to develop caring and competent entry-level generalists who are 

lifelong learners and who can develop into advocates and leaders for the 

Occupational Therapy profession in diverse local and global communities.  

Through a student-centric and inter-professional curriculum, the students will be 

prepared to be reflective practitioners by applying principles of evidence-based 

practice, research, and critical thinking to facilitate the well-being of consumers 

through engagement in valued occupations and as it relates to health promotion, 

prevention, and wellness. 

Fieldwork Preparation 

Fieldwork Education Sites provide the student the opportunity to engage in 

critical thinking beyond the information learned in the classroom in order to 

identify further meanings and relationships within the profession.  Based on the 

Blueprint for Entry-Level Education from the American Occupational Therapy 

Association, sites are chosen for their ability to create learning situations that 

encourage the student to expand their knowledge and skills by applying clinical 
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reasoning.  Students are further educated on how principles of fiscal responsibility 

influence delivery of healthcare services to consumers and institutions. Fieldwork 

experiences are designed to expose students to a range of real practice 

environments.  These site based learning placements are designed to reinforce 

and further build the student’s understanding of four key professional concepts: 

Person-Centered, environment-centered, and occupation-centered practice, and 

professionalism.  Supporting this learning is additional emphasis on and exposure 

to interdisciplinary communication, documentation, problem-solving in the 

ethical, medical, and legal aspects of healthcare, and support personnel 

supervision. 

Specific exposure will be emphasized in interdisciplinary communication, 

documentation, problem-solving in the ethical, medical, and legal aspects of 

healthcare, and support personnel supervision. 

Requirements for Participation in Fieldwork 

To protect our students’ health during fieldwork, as well as the health of the 

clients/consumers they serve, and in addition to compliance with the contractual 

agreements with the fieldwork sites, students are required to meet the following 

requirements prior to their fieldwork experience: 

 immunizations  

 approved criminal background checks 

 digital fingerprinting 

 health insurance coverage  

Prior to fieldwork, and throughout their fieldwork, students must be compliant 

with the above mentioned, as well as: 

 successful completion and maintenance of cardiopulmonary resuscitation 

(CPR) certification,  

 training in universal precautions,  

 HIPAA requirements  
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Proof of compliance will be required for the above mentioned items by the 

Fieldwork Education department , and may be required by the Site Fieldwork 

Supervisors/Fieldwork Education Coordinators prior to attending a fieldwork 

assignment.  Students who do not remain compliant with these requirements 

may be subject to dismissal from the fieldwork site, as well as from the program 

at WCU. At a minimum, non-compliance with this policy may delay the student’s 

graduation date.  

Any other specific health requirements, drug testing or criminal background 

checks that are required by a particular site, will need to be completed prior to 

participation in that  fieldwork opportunity. These requirements are the 

responsibility of the student to complete. 

Essential Skill Standards for Occupational Therapy Students 

The Occupational Therapy program is committed to enabling students with 

disabilities to complete the course of study of the MS in OT Program by means of 

reasonable accommodations consistent with the American with Disabilities Act 

(ADA).  These essential skill standards outline the requisite abilities and 

requirements essential for Occupational Therapy students to become primary 

providers of OT services.  All students admitted to the MS in OT program are 

required to be able to demonstrate these abilities throughout the program 

through graduation. 

Verbal/Written Expression: 

Students are required to demonstrate the ability to communicate verbally and in 

written format with clients and their families, team members, fieldwork 

supervisors, insurance representatives, etc.  Their communication must be 

appropriate with individuals regardless of socioeconomic, cultural, ethnic, and 

religious backgrounds. English language skills in written and verbal 

communication must be demonstrated as functional for others’ understanding in 

a client-centered and therapeutic approach. 

Conceptual Intellect: 
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A student must display the ability to problem-solve during all didactic and 

fieldwork components of the program.  This includes but is not limited to carrying 

out instructions in a timely manner, being able to follow and, understand policies 

and procedures, interpreting information from verbal, environmental, 

interpersonal, and written sources.   Subsequently, a student should be able to 

demonstrate the ability to read complex information and be able to accurately 

and descriptively write consistent with program standards and guidelines e.g. 

error free use of therapeutic terminology. Critical thinking and clinical reasoning 

skills should be utilized for data gathering, as well as problem identification in 

order to present with spontaneous decision-making strategies or plans of action 

that require thinking under pressure with time, environmental, and workload 

changes. 

Sensory Processing for Observation: 

A student must demonstrate functional proprioceptive, vestibular and tactile 

abilities required to receive and analyze input while interacting with a client 

during any therapy session involving evaluation and treatment.  Further, a 

student should demonstrate visual and auditory abilities at a functional level for 

accurately interacting and observing clients.  

Professional Behaviors: 

A student is required to demonstrate emotional intelligence; incorporating good 

judgment, using ethical behavior during interactions with their clients and team 

members, and completing all required responsibilities within given time 

constraints.  As fieldwork opportunities encompass a variety of settings with 

multiple demands, courtesy towards others, respect for a client’s dignity, and 

compassion during treatment process is required while providing therapy in 

changing environments.  Students must be able to work collaboratively as a 

member of the team, while modifying behavior in response to feedback received.  

Personal dress and hygiene must be maintained as appropriate for classroom and 

fieldwork settings.  

Motor Skills: 
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Fine and gross motor skills are required to safely execute the physical tasks 

associated with service delivery during an occupational therapy session.  This 

includes strength, range of motion, and functions associated with the sensory 

system during therapeutic interventions, including but not limited to: performing 

transfers, bed mobility, dressing skills, therapeutic exercise, postural control, 

splinting/orthotic fabrication, and assistive technology or computer use.  These 

skills must further be performed while maintaining effective body-mechanics to 

prevent injury to self or of the client 

Attainment of Essential Skill Standards:  

If a student is unable to fulfill and perform these essential skills, the outcome may 

result in failing a course.  Applicants are encouraged to discuss their disabilities 

with the Program Director and/or AFWC in order to assess for the 

accommodations that may be needed.  After enrollment, a student with a 

disability may directly contact the Program Director if they wish to request 

reasonable accommodations.  Verification and documentation of the disability 

by a qualified professional, e.g. physician, psychiatrist, psychologist will be 

needed prior to the determination of reasonable accommodations. 

Accommodations will not be considered reasonable if they affect the substance of 

the occupational therapy educational program, compromise the MS OT program 

or West Coast University’s educational standards, and/or negatively affect the 

safety of students and/or other individuals, including clients/consumers, with who 

they may come into contact in the course of their studies.  All information 

submitted on accommodations provided is considered confidential and will be 

treated as such. 

American with Disabilities Act (ADA) Program and Services- In accordance with 

Section 504 of the Rehabilitation Act and the Americans with Disabilities Act 

(ADA), West Coast University abides by the regulation that “no otherwise 

handicapped individual” shall be excluded from participation in programs and 

services offered by the University “solely by reason of the handicap.” West Coast 

University is committed to providing reasonable accommodations.  Below is an 
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example of some of the responsibilities of the West Coast University Disability 

Office. 

 

Services: 

 Disability Office maintains confidential records 

 Disability Coordinator(s) conducts initial intake meeting with student to 

review services and if required, supporting documentation  

 Disability Coordinator(s) receives request form from student and conducts 

initial review and evaluation (verifies appropriate forms/documentation, 

verifies disability, if needed consults with faculty, program chair, 

administrative departments, etc.). 

 Disability Coordinator(s) meets with student to review request and 

appropriate/ reasonable accommodations 

 Disability Coordinator(s) certifies approved accommodations. 

 Provides student with “Letter of Accommodation(s)” 

 Student signs “Letter of Acknowledgement and Student Responsibility” 

 When available, provides student with additional disability information and 

resources. 

 Disability Coordinator(s) may conduct follow up meetings with students to 

maintain up to date records and reasonable accommodations. 

The above list of responsibilities is not all inclusive and may be affected by the 

timeliness of the student request and the nature of the accommodation requests.  

ADA does not require institutions to provide accommodations that result in 

undue burden or fundamentally alter the nature of the course or relevant 

academic program.  Students should submit written requests with supporting 

documentation (if required) at least six weeks prior to the beginning of the first 

day of classes or as soon as practical.  To request reasonable accommodations, 

please contact the Student Services Office on the main North Hollywood campus 

at 818-299-5000 and speak with the Student Affairs Director.  Each case will be 
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reviewed by the Academic Fieldwork Coordinator pertaining to fieldwork 

accommodations to determine best fit for each student. 

 

 

Student Information Summary for Fieldwork: 

Each student is required to complete a “Student Information Summary” for each 

Level I and Level II fieldwork site (see Appendix A).  Each summary must be typed 

and turned in to the O.T. Program Assistant by the due date outlined. This 

summary will be provided to each site by the Academic Fieldwork Coordinator 

prior to the student’s start of fieldwork each trimester. The information on the 

Student Information Summary assists the fieldwork site in preparing for the 

student’s arrival. 

Student Conduct/Professional Behavior: 

Students enrolling at West Coast University assume an obligation to conduct 

themselves in a manner compatible with the university’s function as an 

educational institution of higher learning and suitable to a member of an 

academic community.  The university, therefore, expects its students to conduct 

themselves as responsible individuals, considerate and respectful of the rights 

and interests of others. Furthermore, since a great deal of emphasis within West 

Coast University is in the development of professionals within the health care 

field, one’s honesty and integrity is of great importance since in the field, peoples’ 

lives are dependent on ethical behavior. 

If, in the judgment of the administrative officers of the University, a student’s 

conduct does not conform to the above-stated standards, poses a threat or 

danger to self and/or others, or potentially disrupts the WCU community, the 

University will follow a policy determined course of action deemed appropriate 

up to and including dismissal from a course and potentially suspension or 

dismissal from the University.   
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To prevent any breaches of confidentiality or potential unprofessional behaviors, 

The Occupational Therapy Fieldwork Education office discourages students to 

interact with clients, co-workers, or supervisors via social networks while on 

fieldwork.  This includes social networking through electronic media such as 

Facebook, Twitter, Tumblr, Pinterest, or MySpace.  If a student’s professionalism 

is of concern, this may impact your grade for fieldwork or fieldwork-related 

courses. 

Please refer to the WCU Catalog for the complete policy on Student Conduct. 

Professional Code of Ethics: 

It is imperative that all students review the Occupational Therapy profession’s 

Code of Ethics (2010). The principles that are discussed in this document serve as 

the basis for a student’s professional development as an occupational therapist.  

There are seven core concepts covered: Altruism, Equality, Freedom, Justice, 

Dignity, Truth, and Prudence.   The purpose of the Code of Ethics is described as 

follows: 

 Identify and describe the principles supporting the O.T. profession 

 Educate the public and members on the principles for which OTs are 

accountable 

 Delineate expected standards of conduct for OT personnel 

 Assist OT personnel when dealing with ethical dilemmas  

The American Occupational Therapy Association (AOTA) has this documented 

posted at the following website: 

http://www.aota.org/Practitioners/Ethics/Docs/Standards/38527.aspz  

Safety Policies and Procedures: 

It is imperative for students to ensure the safety of their clients. Each student will 

be responsible for learning the safety and emergency policies and procedures at 

each fieldwork site.  These site specific practices include but are not limited to: 

 Emergency evacuation procedures 

http://www.aota.org/Practitioners/Ethics/Docs/Standards/38527.aspz
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 CPR provisions 

 First Aid instructions 

 Emergency response guide 

 Fire procedures/location of fire extinguishers 

 Universal precautions  

 Infections control 

 Fall prevention 

Fieldwork sites, per AOTA guidelines, may terminate a fieldwork experience if 

they find a student does not ensure the safety of the client/consumer with 

whom they are working.  A student’s grade in courses with a fieldwork 

component may be affected by failure to maintain a site’s safety policies and 

procedures. 

In order to ensure the student’s health and safety, and in the event of a 

student getting injured while on fieldwork or attending class, West Coast 

University requires the student to complete a student incident report.  This 

includes any accident or exposure to blood or bodily fluids. These documents 

serve to confirm the nature of the injury, protect the student, provide risk 

management analysis, as well as ensure necessary follow-through in response 

to the incident. 

The following is the link to the student incident packet (Appendix B):   Student 

Incident Report 

If the incident occurs while on fieldwork, the student should additionally 

report according to the fieldwork site policies. 

Attendance: 

Fieldwork attendance is mandatory at all assigned fieldwork sites.  Tardiness is 

unprofessional, reflects poorly on you and the university, and will affect your 

grade.  If the site has to cancel a visit unexpectedly, you are to inform the 

Fieldwork Education Office and the Academic Fieldwork Coordinator so that a 

make-up day can be scheduled.  If you are ill on an assigned day of fieldwork, you 

http://synergy.americancareer.local/hrdept/Forms/Student%20Injury%20Packet%20August%202011.pdf
http://synergy.americancareer.local/hrdept/Forms/Student%20Injury%20Packet%20August%202011.pdf
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are to contact both the site and the Academic Fieldwork Coordinator so that a 

make-up day can be scheduled. Request for vacation during fieldwork will not be 

approved during fieldwork. For information on the University’s Attendance Policy, 

please refer to the WCU Catalog. 

 

Professional Dress: 

Students are judged by their dress as a reflection of their professionalism.  The 

following attire is required for students when attending fieldwork: 

 West Coast University student name tag 

 Full-length pants , no jeans or sweat pants 

 Shirts with sleeves and no exposed midriff areas 

 Closed toe shoes with socks 

 Lab coat, if required by fieldwork site 

 No scrubs, unless specifically required by the fieldwork site 

For safety reasons, large earrings, rings, or necklaces that can get caught in 

clothing, accidentally scratch clients, or grabbed, are not allowed.  Site-specific 

dress code takes priority, so please check requirements stated on site 

information.   Fieldwork sites have the discretion to refuse or terminate a 

fieldwork experience if a student does not follow site-specific or above stated 

dress code.  In addition, improper professional attire may impact your fieldwork 

grade. 

Fieldwork Documentation: 

The student designation for signing off on all documentation is as occupational 

therapy students, or OTS.  Since West Coast University’s MSOT program conducts 

fieldwork as part of an AOTA and Accreditation Council for Occupational Therapy 

Education (ACOTE) requirement, documentation must be aligned with the AOTA 

Roles document and the guide to practice.  The MSOT degree represents West 

Coast University’s program, and should not be used when signing off documents 

until student has graduated.  The following is a link to the AOTA Roles document: 



14 
 

http://www.aota.org/Practitioners/Advocacy/State/Resources/Supervision/3644

7.aspx?FT=.pdf  

Living arrangements for fieldwork experiences: 

When necessary, students will be responsible for making housing arrangements 

for each level I and level II experience. A student will not be allowed to cancel a 

placement based on inability to find housing. Please contact Student Affairs 

Director at 818-299-5000 for potential resources for Los Angeles and the 

surrounding areas. 

Program Policy for Fieldwork Supervision 

West Coast University encourages sites to incorporate a variety of supervision 
models when providing student fieldwork experiences.  The traditional 1-to-1 
Educator to student model may be used, also known as the apprenticeship model.  
A 1-to-2 Educator to students model or a 2-to-1 Educators to student model is 
also an option.  These supervision models are dependent on the facility’s 
preference, site needs and layout, and student’s learning needs.  The Academic 
Fieldwork Supervisor is available for questions and consultation regarding both 
the facility’s and student’s supervisory needs for a positive experience for all. 

LEVEL I FIELDWORK 

Placement process: 

Starting in the second trimester of the program, every trimester includes a one-

week, 40 hour fieldwork experience during the 13th week of the trimester. The 

placement will correspond to the lifespan period being addressed within that 

trimester and may occur in traditional or emerging-practice settings.  This offers 

the student the opportunity to attend a fieldwork site that may be outside of the 

Los Angeles County geographic area. The fieldwork site that a student will be 

assigned corresponds to the following curricular areas: 

 Trimester II- Older Adult 

 Trimester III- Adult 

 Trimester IV- Children and Adolescents 

http://www.aota.org/Practitioners/Advocacy/State/Resources/Supervision/36447.aspx?FT=.pdf
http://www.aota.org/Practitioners/Advocacy/State/Resources/Supervision/36447.aspx?FT=.pdf
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A list of available sites will be posted in our Fieldwork Education portal for student 
access.  Through an electronic lottery system, students will only be assigned to a 
fieldwork site where WCU has an active, current Memorandum of Understanding 
and where an AOTA Fieldwork Data Form has been completed by the site 
(Appendix Q). 

Students assigned to a fieldwork site cannot make changes to their fieldwork 
assignments once the fieldwork placement has been confirmed. The Academic 
Fieldwork Coordinator (AFWC) reserves the right to modify the lottery process or 
the placement should unforeseen situations arise. It is the job of the AFWC to 
maintain current information about the performance and learning expectations at 
each fieldwork site used by WCU.  For students with identified and documented 
learning issues, the AFWC will meet with the student in person to discuss 
assignment to a non-lottery selected placement that may further the likelihood of 
a positive learning outcome for the student. 

Upon student placement confirmation, the AFWC will notify the fieldwork sites 
and send a Level I student packet to the corresponding site.  In addition, students 
will receive notification of their site assignment. 

Level I Fieldwork Evaluation Process: 

On the last day of the Level I fieldwork experience, the Fieldwork Supervisor 
(FWS) at the site will complete the Level I Student Fieldwork Evaluation form 
(Appendix F). In addition, the student will complete the Level I Student Evaluation 
of Fieldwork form (Appendix M) prior to meeting with his/her FWS to review both 
evaluations.  The student is responsible for returning both forms by fax, scan 
email, or hand delivery to the AFWC by the first day of the following week of 
class. The student and FWS are encouraged to make copies of each to retain for 
their records.  Both evaluation forms must be reviewed and signed by FWS and 
student. During the week after the Level I fieldwork experience the students will 
have the opportunity for in-class reflection and discussion of what they have 
learned.    

Fieldwork Supervisor Responsibilities: 

In collaboration with West Coast University’s faculty, the fieldwork site provides 
the student with observation and hands-on learning opportunities with clients 
while under the supervision of the FWS.  The following responsibilities of the FWS 
include: 
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 Providing student access to client medical records 

 Opportunities for the student to observe or assist in client evaluation, 
treatment planning/implementation 

 Opportunity to apply didactic information from class to fieldwork 
experiences 

 Review by OT and non-OT professionals providing supervision of the 
psychosocial objectives established of each level I experience to 
incorporate in student observation and feedback  

 Provide feedback on student’s performance and client interactions 

 Complete written student evaluation at end of fieldwork 

Student Responsibilities: 

Upon receiving confirming of the fieldwork assignment, students are to initiate 
contact with the specific site. 

 Review the site file, including the Fieldwork Data Form.  This form contains 
any requirements, caseload data, and policies 

 Contact the site by phone and by email, to confirm hours, dress code, 
meeting location, and parking 

 The original health records from the student’s professional file should 
accompany him or her to the fieldwork site in the event that the site needs 
to see a hard copy. 

 It may be helpful to ask if any additional reading/research would be 
important to complete prior to arrival at the site 

 Transportation is the student’s responsibility as distances vary from site to 
site, with many sites being outside the Los Angeles area and some out of 
state 

 Due to the limitation of a week a student has to be at the site, punctuality 
and attendance are essential for professional behavior presentation. 
Unavoidable absences do occur, but making up the time is the 
responsibility of the student, as well as notifying both the FWS and the 
AFWC of said incidence. 

 Allow an extra 20 minutes on the first day of fieldwork to find parking and 
the designated meeting place to ensure arriving at the starting time 

 Students must remain at the site until departure time as discussed by FWS.  
Requests to leave early are considered unprofessional behavior 
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 To demonstrate appreciation of a site’s contribution to the program, 
students will be required to send a thank-you note on West Coast 
letterhead to their FWS within one week from the final day of each 
fieldwork. 

 

LEVEL II FIELDWORK 

Site Selection: 

Starting in the fifth trimester followed by the sixth trimester, the student will 

complete two twelve-week fieldwork experiences in traditional and/or 

emerging-practice settings.   

The AFWC is responsible for each student’s Level II fieldwork placement.  Prior 

to the 3rd trimester, the AFWC will meet with all the students to review the 

placement process at a Level II orientation to fieldwork.  Individual meetings 

are encouraged if a student has a specific concern following this group 

meeting.  To schedule an appointment, please reach Professor Gale at 

dgale@westcoastuniversity.edu  

As a fieldwork placement is guaranteed for each student, West Coast 

University encourages a site to be chosen for the experience it offers, as 

opposed to its geographical location.  Students are informed during the initial 

interview, as well as during the new- student orientation, to plan and discuss 

financial, travel, and housing arrangements with family and significant 

others.  West Coast University recognizes that in certain instances, a student 

may have personal circumstances (health issues or family situations) that 

would preclude their being able to leave the immediate area.  Situations that 

would warrant a “hardship” can include: Single parent with dependents or 

receiving chemotherapy. In these cases, students should submit a Hardship 

Form (Appendix G) to the AFWC for review.  Hardship forms will only be 

considered if submitted within the provided deadline (Appendix H Fieldwork 

Site Selection Timeline).  The timeline will be received during the Level II 

fieldwork orientation in the second trimester. 

mailto:dgale@westcoastuniversity.edu
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Please note that the additional cost of attending fieldwork is not considered 

a hardship. 

 

 

 Site Database: 

All sites, with a Memorandum of Understanding in place, will receive a request 

for availability to accommodate Fieldwork Level II at least one year prior to the 

students being placed. Following the orientation to Level II fieldwork, West 

Coast University will post this information for students to access on-line in the 

MS OT Fieldwork Education website.  This list of available Level II fieldwork site 

is subject to change as fieldwork sites can change their availability during the 

process. 

Some sites are identified as a “First come, first serve” slot, requiring a student 

name as opposed to guaranteeing an unassigned slot for the school.  A student 

desiring these unreserved slots must submit an Unreserved Request Form 

(Appendix I).  In addition, students must use a student-assigned West Coast 

University email address when communicating to ensure the site’s ability in 

identifying the student’s attendance in the WCU program. 

Placement process: 

Students will be given access to sign up for fieldwork via the Fieldwork 

Education website.  Once students have registered their preferences, the 

AFWC will review the preference for final approval of assignments.  All 

students will meet with the AFWC to sign their agreement or discuss alternate 

options if available.  See Fieldwork Assignment Agreement form (Appendix J) 

Completion of Placement process: 

Students will not be permitted to contact their fieldwork site until permission 

is granted from the Fieldwork Education Office.  This permission is contingent 

on the items below having been completed: 
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 Once student are assigned their individual placement and contact 

information has been provided, the student will sign the Assignment 

Agreement Form (Appendix J) and hand in to AFWC prior to the due 

date. 

 Final fieldwork assignment roster will be posted on the website with site 

contact information 

 A packet is mailed to the site prior to the student’s arrival containing:  

o Course syllabus 

o Curriculum design document  

o Confirmation forms (Appendix K) 

o Student Information Summary (Appendix A) 

o Evaluation/Communication Deadline Summary (Appendix R) 

o Three Day Form (Appendix S) 

o Three Week Form (Appendix T) 

o Nine Week Form (Appendix U) 

o AOTA Fieldwork Performance Evaluation (Appendix Q).  This form 

will also be made available on the Fieldwork Education website. 

o Student Evaluation of Fieldwork (Appendix M) 

Placements are final, with no changes allowed.  The exceptions to this rule are 

1) if a site cancels, or 2) if a student fails to complete any required course prior 

to Level II Fieldwork, or 3) if a student has been sent to the Judicial Affairs 

where a decision from that committee affects the student’s placement. 

See link for Judicial Affairs Policies and Procedures: Judicial Affairs | WCU 

Site Cancellation: 

If the situation of a cancellation arises, the student will be contacted within 24 

hours by the AFWC to identify alternative placement.  The choices will be taken 

from the remaining available sites not chosen during the placement process.  

Once the student identifies an alternate site of their choice, the Fieldwork 

Education Department will contact the site to ensure availability.  All other cases 

necessitating a change in fieldwork placement will be reviewed by the AFWC on a 

http://westcoastuniversity.edu/student-affairs/judicial-affairs.html
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case-by-case basis, however, these cases will require submitting a written 

request to the Program Director and the AFWC for approval. 

Procurement of Sites for Fieldwork: 

The AFWC is continually seeking quality sites that support and compliment the MS 

OT curriculum and expand fieldwork educational opportunities.   Students can 

assist in locating new sites by submitting the New Site Form (Appendix P). 

Students are NOT allowed to contact any site CURRENTLY listed in the Fieldwork 

Education website as WCU already has agreements established with those 

specific sites.  This is to avoid a site from feeling pressured by being inundated 

with numerous phone calls or emails.  The procedure to be used will be outlined 

during the Level II Fieldwork Orientation in 2nd Trimester, but a summary of the 

steps are: 

 A student may turn in the New Site Form for up to 3 sites to the AFWC 

 The AFWC will review and approve or deny the suggested sites, returning 

forms to student 

 Upon approval of suggested site, the student may contact a site, via email 

or phone (up to three attempts) to inquire about their availability. 

 Specific suggestions for questions the student can ask the site will be 

provided by AFWC. Student should record the information on New Site 

Form. 

 Whether the site is interested/not interested, student should turn the form 

back to AFWC. 

 If the site is interested in accepting WCU students, the Fieldwork Education 

department will continue to establish an agreement.  

Level II Fieldwork Evaluation: 

 Along with the hands-on learning that occurs during fieldwork, the following 

assignments will be required to complete as part of a student’s evaluation: 
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 Written contribution to online discussions on a weekly basis.  

Incomplete or absent postings will result in an incomplete grade for OCC 

552 and OCC 562 until postings are turned in 

 Individual fieldwork sites may have specific assignments , with site 

specific  due dates 

 Student completion of the communication forms at 3 days (Appendix S), 

3 weeks (Appendix T), and 9 weeks(Appendix U) with their Fieldwork 

Supervisor’s signature to be emailed, uploaded, or faxed back to the 

AFWC .  Copies of each are included in the Student packet sent to each 

site along with an informational Summary (Appendix R) 

 Student completion of the Student Evaluation of Fieldwork Experience 

(SEFWE) Form (Appendix M) during the last week of fieldwork Level IIA 

and IIB, though data may be collected throughout the fieldwork.  This 

document is to be faxed or mailed back to AFWC, as the information is 

useful for the Fieldwork Education Office and for future students 

researching the site for fieldwork.  Copies are recommended to be kept 

for student’s professional file. 

 Fieldwork Supervisor completion of the AOTA Fieldwork Performance 

Evaluation Form (FWPE) (Appendix L) at 6 weeks into the fieldwork for 

mid-term and during the last week of Level IIA and IIB. Both copies are 

to be faxed or mailed back to AFWC to determine student’s 

performance during fieldwork.   Copies are recommended to be kept for 

site’s student file.  

 Final determination of a student’s grade is with the AFWC, recording a 

grade of Satisfactory/Unsatisfactory.  The grade is a culmination of the 

minimum score on the FWPE, student attendance, and participation in 

on–line discussions with faculty.  The student must score a 3 or 4 on all 

safety items, and must receive an overall minimum score of 122 on the 

FWPE to pass. 

Student Fieldwork “To Do List” 
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 You are encouraged to use the Fieldwork Environment Assessment 

Tool (FEAT) to help problem solve difficult situations while on your 

fieldwork.  This tool may be helpful in problem-solving with your 

Fieldwork Supervisor on issues that may occur. 

 If any problems arise, notify the AFWC.  This includes, but is not 

limited to schedule dates, communication with FWS, on-line issues, 

or professional behaviors 

 Review fieldwork site’s objectives , or policies and procedures 

manual 

 Maintain notes on caseload, assessments used , and treatments to 

accurately complete the Student Evaluation of the Fieldwork 

Experience  form  (SEFWE) 

 Contact your Fieldwork Supervisor (FWS) first if any difficulties arise 

during fieldwork.  Be sure to ask questions and work with your FWS 

in problem-solving.  Call the AFWC if input is needed. 

 At end of fieldwork, send a thank-you note to the site’s OT staff 

FOR BOTH STUDENT AND FIELDWORK SUPERVISOR: 

 The objective of fieldwork supervision is to encourage the student’s 

ability to function independently by the end of the 12 weeks.  This is 

accomplished by the gradual reduction of supervision to 

independence incrementally each week of the fieldwork 

 The following link from AOTA provides guidelines for supervision, 

updated Medicare guidelines, and definitions and outcomes desired. 

     See Link: AOTA Fieldwork Level II Guidelines 

 Fieldwork sites should have site-specific objectives to present to 

student prior to arrival and during orientation.  An example of 

fieldwork objectives may be viewed on the link below. 

See Link: Sample of Fieldwork Level II Objectives  

CONTACT THE ACADEMIC FIELDWORK COORDINATOR IF:  

http://www.aota.org/Educate/EdRes/Fieldwork/LevelII/38247.aspx?FT=.pdf
http://www.aota.org/Educate/EdRes/Fieldwork/LevelII/38259.aspx?FT=.pdf
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1. The student’s performance is at risk of not passing 

2. A problem arises that has not been resolved 

3. Support or feedback is desired 

4. Any injury that may affect the ability to participate in fieldwork 

Occupational Therapy Registration and Licensing: 

Students are responsible for applying in a timely manner to sit for the 

examination: 

 Access the National Board for Certification in Occupational Therapy 

(NBCOT) web page for information at http://www.nbcot.org  

 The NBCOT exam handbook is recommended for preparing for the exam 

 The Fieldwork Education department is not responsible for arranging the 

NBCOT exam 

 Applying for a Temporary State License requires reviewing the state’s 

temporary license rules.  For California, go to http://www.bot.ca.gov  

 Proof of completion of the MS OT program prior to your final transcripts 
may be requested from the Registrar’s office at 12215 Victory Boulevard, 
North Hollywood, CA 91606.  A written request will be required along with 
copies of the completed fieldwork level IIA and IIB evaluation forms .   

http://www.nbcot.org/
http://www.bot.ca.gov/
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