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Alvernia University Signature Page 
 
 

This is to verify that you have received a copy of the Alvernia University Occupational 
therapy fieldwork manual. 

You are responsible for reading and understanding the contents of the manual. The manual 
should be retained and used as a reference throughout your enrollment in the OT program. 
Your signature indicates that you agree to adhere to the requirements as stated herein. 

 
 
 
 
 

Student Signature:    
 
 

Student Name printed:  
 
 

Date:     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PLEASE NOTE: 
You will not be permitted to begin Fieldwork until you are able to produce all 

provided documents upon request and submit to 
Academic.Compliance@alvernia.edu 

If you do not have all documents, your start date will be delayed until they are 
obtained. 
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OT Program Contact Information 
 
 

Alvernia University-BH 114 
400 St. Bernardine Street 
Reading, PA 19607-1799 
610-790-2991 
 
Department Chair 

Elizabeth M. Bentz, OTD, OTR/L, SIPT  Elizabeth.bentz@alvernia.edu  
 
MSOT Program Director: 

Amy Thomas, OTD, OTR/L, ARSP   Amy.thomas@alvernia.edu  
 

OT Faculty: 
            Alison Babula, OTD, OTR/L, CHT   Alison.babula@alvernia.edu 

Catherine Emenheiser, Ph.D., OTR/L  Catherine.emenheiser@alvernia.edu 
Jennifer Miller, OTD, OTR/L, SIPT   Jennifer.miller@alvernia.edu 
Jayme Ober, OTD, OTR/L, CNMI   Jayme.ober@alvernia.edu 
Neil Penny, Ed.D., OTR/L    Neil.penny@alvernia.edu 
Judith Schrepfer, DHS, OTR/L   Judith.schrepfer@alvernia.edu 
  

 Academic Fieldwork Coordinators: 
Amanda Stilianos MOT, OTR/L, CDP  Amanda.Stilianos@alvernia.edu 
Kelsey Swope OTD, OTR/L, BCG   Kelsey.Swope@alvernia.edu 

 
 

AOTA: 
4720 Montgomery Lane 
P.O. Box 31220 
Bethesda, MD 20824-1220 
(310) 652-2682 
 
NBCOT: 
One Bank Street, 
Suite 300 
Gaithersburg, MD 
20878 
301-990-7979 
 
 
 
 
 

 
 

mailto:Elizabeth.bentz@alvernia.edu
mailto:Amy.thomas@alvernia.edu
mailto:Jayme.ober@alvernia.edu
mailto:Judith.schrepfer@alvernia.edu
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Alvernia University Compliance Policy with 

Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act 
 
 
In accordance with Section 504 of the Rehabilitation Act and the Americans with Disabilities Act (“ADA”), the 
University offers accommodations to students with documented learning, physical and/or psychological disabilities. It is 
the responsibility of the student to contact the Accessibility Services Office, preferably prior to the beginning of the 
semester, to initiate the accommodation process. Once the accommodations are granted, it is the students’ responsibility to 
provide each professor with their letter of accommodation and have a discussion with their professor about these 
accommodations so they can be implemented as quickly as possible. Students needing assistance should contact the 
Accessibility Services Office in BH 105c (inside the Academic Success Center), for an intake meeting. Please contact 
Darla Timberlake by phone (610.568.1499), fax (484-335-4486), or e-mail @ accessibility.services@alvernia.edu. Please 
note, accommodations are not retroactive. 

 
ADA records are maintained by the Director of Accessibility Services, BH 105C. Questions should    be directed to the 
Academic Learning Specialist – Academic Intervention, located in the Academic Success Center, Bernardine Hall 105, 
(610) 568-1499. 
Alvernia University does not exclude, solely by reason of disability, any otherwise qualified individual from participation 
in nor deny such an individual the benefits of, nor subject such an individual to discrimination under, any program or 
activity receiving Federal financial assistance. 
For questions, concerns, or to request further review of a request for accommodations, students 
should contact:  

 
 

Andrea Swift 
Director of Accessibility Service  
Bernardine Hall Room 105C 
610.568.1499 
accessibility.services@alvernia.edu 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:accessibility.services@alvernia.edu
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Preface 
 

Information in this manual is provided to help Occupational Therapy students prepare for fieldwork experiences and to 
provide the foundation from which fieldwork educators and the occupational therapy program can begin a collaborative 
relationship to prepare future professional occupational therapists through the academic and fieldwork education process. 
For the purpose of this manual, the term “Occupational Therapy student(s)” includes all students involved in both the 5-
year BSHS & MSOT program and the Entry Level MSOT program. 
 
 

Standards for Fieldwork Education 
The 5-year combined Bachelor of Science in Health Science degree and Master of Science in Occupational Therapy at 
Alvernia University is accredited by the Accreditation Council for Occupational Therapy Education (ACOTE) 
www.acoteonline.org. ACOTE requires that both Level I and Level II fieldwork are integrated with the educational 
curriculum. Specific correlation to the 2018 ACOTE C standards, which are fieldwork focused, are indicated in 
parenthesis throughout the fieldwork manual, i.e. (ACOTE 2018-C.1.1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
PLEASE NOTE:  

You will not be permitted to begin Fieldwork until you are able to produce all required 
documents listed below and submit to Academic.Compliance@alvernia.edu  

If you do not have all documents submitted, your start date will be delayed until they 
are obtained. 

 

 

http://www.acoteonline.org/
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Alvernia University Occupational Therapy Program 

Drug Testing Waiver Agreement 
 

I understand it is the policy of the Alvernia University OT Program to require students to 
undergo a substance abuse test for the presence of drugs or controlled substances prior to the 
start of Level I fieldwork and Level II fieldwork. I must submit to a drug test at a designated 
laboratory, which will provide the result of the test to the Alvernia University Health and 
Wellness Center and the AFWC. I understand that if the test result is positive, I will be 
denied progress in the Master of Science Degree in OT Program Fieldwork component. 

I further understand that I may be subject to random drug tests while enrolled in the OT 
program. A positive drug test or refusal to submit to testing will result in dismissal from the 
OT Program. 

BY SIGNING THIS DOCUMENT, I INDICATE THAT I HAVE READ, I 
UNDERSTAND, AND I AGREE TO THE ALVERNIA UNIVERSITY BACHELOR 
OF SCIENCE IN HEALTH SCIENCE AND MASTER OF SCIENCE IN 
OCCUPATIONAL THERAPY PROGRAM DRUG TESTING POLICY. I 
UNDERSTAND THAT A NEGATIVE DRUG TEST IN REQUIRED FOR 
PROGRESSION IN THE OT PROGRAM. 

THIS DOCUMENT CONSTITUTES MY CONSENT FOR DRUG TESTING BY A 
LABORATORY DESIGNATED BY ALVERNIA UNIVERSITY. IT ALSO 
CONSTITUTES CONSENT FOR THE LABORATORY TO RELEASE RESULT OF 
MY DRUG TEST TO THE ALVERNIA UNIVERSITY HEALTH AND WELLNESS 
CENTER AND TO THE OT ACADEMIC FIELDWORK COORDINATOR. 

 
 
 

Signature of Student Signature of Witness 
 
 
 

Student Name Printed Witness Name Printed 
 
 
 

Date Date
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Alvernia University Occupational Therapy Program Mandatory Drug Screen 

Policy 
It is the policy of the Alvernia University Occupational Therapy Program to require 
students to undergo a substance abuse test for the presence of drugs or controlled 
substances during the first semester of Level I Fieldwork and prior to the start of Level II 
Fieldwork (once per junior and senior years). Additionally, random drug screening may be 
required for cause at any time during a student’s enrollment. Causes may include but are 
not limited to observed impaired behavior; delay in obtaining drug screening past 
prescribed deadline; frequent absences. The cost of the additional drug testing will be the 
responsibility of the student. 

Purpose 
Chemical impairment compromises both the educational process and patient safety. The fieldwork 
facility and Alvernia University Occupational Therapy Program are responsible to the patients and 
families in the care of the Occupational Therapy student. Early identification, evaluation and treatment 
are in the best interest of our students and the patients they serve. 

Procedure 

1. Off-site drug screens are performed within specific timelines as directed. The 
student is responsible for his/her transportation to the testing site. 

a. Designated Penn State Health St. Joseph (PSHSJ) Laboratory locations 
may be utilized. (A photo ID is required.) 

b. A 12-panel drug screen will be performed according to national and 
PSHSJ Laboratory standards (includes THC, Opiates, Opiate 2000, 
Cocaine, Amphetamines, PCP, Barbiturates, Benzodiazepine, Oxycodone, 
Methoqualone, Propoxyphene, Methadone). A positive result will be 
retested. 

c. Every student will sign a release to allow PSHSJ to report results directly 
to the Alvernia University Health and Wellness Center. 

d. The Alvernia University Occupational Therapy Program testing fee will 
cover the cost of the initial drug testing. Billing is directed to the University. 
The cost of additional drug testing will be the responsibility of the student. 

 
Positive Results 

1. The student may request a third sample from another certified laboratory to rule 
out   false-positive readings. 

2. The Alvernia University Health and Wellness Center will communicate in writing a 
positive student report to the AFWC for the Occupational Therapy Program. Student 
may
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be required to present evidence of prescription drug in use that may have resulted in a 
positive report. 

3. A student taking medication on the 12-panel screen under the direction of a 
physician is required to obtain a written explanation and release for the medication 
from the prescribing physician. The Health Center Nursing Director, in consultation 
with the Medical Director, will decide if the student is released to perform 
fieldwork. 

4. The Health and Wellness Center is the referral site to the Alvernia University Campus 
Counseling Center for chemical abuse evaluation. In order to remain in the 
Occupational Therapy Program the student must sign an agreement to participate in a 
treatment program and to have his/her progress monitored by the Health and Wellness 
Center. The Health and Wellness Center Director will provide written communication 
to the AFWC for the Occupational Therapy Program on the treatment progress. 

5. The student may not participate or progress on fieldwork until the evaluation and 
treatment is obtained. Refusal to obtain an evaluation result will result in immediate 
dismissal from the Occupational Therapy Program. 

6. The student may continue in the Occupational Therapy Program after the 
treatment is completed. Typically, this will result in an extra year to complete the 
program of study. 

7. Positive drug screen after treatment has been completed will result in dismissal from 
the Occupational Therapy program. 

8. The student has the right to appeal decisions made based on policy. See the Alvernia 
University Student Grievance Policy and Process in the Alvernia University Student 

Handbook. 
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BACKGROUND CHECK POLICY – ACADEMIC PROGRAMS 

It is the policy of Alvernia University’s academic programs to fully comply with 
Pennsylvania Laws related to criminal record and child abuse history clearances prior 
to entering any field/clinical educational setting that involves direct contact with 
children or older adults (defined as a person who is 60 years of age or older) and is 
associated with academic programs and/or service learning. Depending on the academic 
program, a repeated background check may be required prior to entering senior-level 
coursework. 

Students in academic programs and/or service learning (if required by the facility) with 
convictions/charges documented on the background check reports will be advised on an 
individual basis. The student must understand and agree that Alvernia University may 
disclose the results of the background checks to the clinical/field facility where the student 
has sought to be placed. Certain types of clinical/field facilities have the right and/or 
responsibility to preclude students from the facility who have a history of criminal activity or 
child abuse. 

Additionally, applicants to the Education and pre-license Health Programs must understand 
that in order to meet program outcomes they are obliged to directly work with children 
(Education and Nursing) and/or older adults (Nursing). There are no alternatives to meet 
program outcomes. Such applicants/students with convictions/charges documented on the 
criminal or child abuse reports will be denied acceptance into courses with associated 
clinical/field practice and therefore cannot complete the applicable program of study. Such 
applicants/students will be advised of other academic study options at Alvernia University. 

Convictions/charges documented on a PA Criminal Record Check report will be based on 
criteria outlined in Acts 169/13 

Many professions require further licensing or certification beyond a college degree and 
applicants may be denied employment in certain occupations for misdemeanors and felony 
convictions, including alcohol related offenses. Refer to the Pennsylvania Liquor Control 
Board for a complete listing of criminal violations related to licensure 
www.lcb.state.pa.us/edu/. 

Academic programs will include written statements regarding background checks in their 
marketing and catalog documents. Students will be advised of the background check policy 
prior to service learning (if required by the facility). 

The specific laws affecting background checks and the accompanying mechanism of 
checking are outlined on the following page. 

The procedures and instructions for each background check are available from specific 
programs.  

 

Copies of all clearances must be submitted to Academic.Compliance@alvernia.edu  
 

http://www.lcb.state.pa.us/edu/
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Misdemeanor/Felony Convictions & Drug/Health Clearances 

 
Individuals who have been convicted of a felony/misdemeanor offense may be denied 
certification or licensure as an occupational therapist. It is suggested that prior to admission 
to the program any individual with such a conviction contact the National Board of 
Certification in Occupational Therapy (NBCOT) and state licensing boards of occupational 
therapy to request information regarding credentialing eligibility. Clinical fieldwork and 
classroom experiences within clinical settings may require a criminal background check and 
or child abuse check in order to permit participation in the experience and enter the location. 
Organizations may deny a student access and participation in such activities due to 
misdemeanor or felony conviction. 
Additionally, organizations may require drug testing and/or health clearances prior to 
admittance to their facility. Negative results may preclude students from participation. 
Participation in such experiences is a requirement for graduation and inability to complete 
experiences due to convictions and/or inability to obtain satisfactory clearances would result 
in delayed graduation and/or the inability to graduate from the program, and/or obtain 
certification and or licensure as an occupational therapist. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
PLEASE NOTE: 

You will not be permitted to begin Fieldwork until you are able to produce all provided 
documents upon request and submit to Academic.Compliance@alvernia.edu 

If you do not have all documents submitted, your start date will be delayed until they are 
obtained. 
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Alvernia Occupational Therapy Department   Curriculum Design & Goals 
Overview  
The program offerings in Occupational Therapy Department at Alvernia University are 
designed to prepare graduates with the competencies expected of the entry-level, 
professional, occupational therapist. The design of the curriculum is firmly embedded 
in the mission of Alvernia University, the Philosophy of Education of the American 
Occupational Therapy Association (AOTA, 2015b), and the Philosophy of Education 
of the program. These create a foundation for a values-centered education that enables 
graduates to serve others and adopt positions of ethical or moral leadership. 

 
Mission   
Guided by Franciscan values and the ideal of “knowledge joined with love”, and rooted 
in the Catholic and liberal arts traditions, Alvernia is a rigorous, caring, and inclusive 
learning community committed to academic excellence and to being and fostering 
broadly educated, life-long learners; reflective professionals, and engaged citizens; and 
ethical leaders with moral courage (Alvernia University, 2021). To advance 
occupational therapy practice, education, and research through standard setting and 
advocacy on behalf of its members, the profession, and the public (AOTA, 2021).  

 
AOTA Vision 2025 
As an inclusive profession, occupational therapy maximizes health, well-being, and 
quality of life for all people, populations, and communities through effective solutions 
that facilitate participation in everyday living. 
 
Philosophy 2018 
Occupational therapy is therefore a transactional relationship whose end result- 
participation in preferred and valued occupations- is seen as stronger than the isolated 
components of human function. It is this knowledge of the health-and performance-
enhancing effects of occupational engagement that allows people to participate in 
everyday activities to promote health, a sense of well-being, and increased quality of 
life. 

 
The occupational therapy program at Alvernia University is grounded in the belief that 
occupation is an intrinsic characteristic of humans, which positively contributes to 
health, well-being, and participation. Humans are seen as unique, multifaceted beings, 
who grow, learn, adapt, and     thrive through engagement in occupations; that is, humans 
learn through doing. Occupations are seen as means and ends of occupational therapy 
interventions. Attention to body functions/structures, skills, roles, habits, routines, and 
contexts are combined with a focus on the client as an occupational being and results in 
occupational engagement. Furthermore, occupational therapists’ knowledge of and 
equal consideration for the biological, social, and psychological dimensions (mind-
body-spirit) of humans is the distinct and valuable service that is occupational therapy. 

 
Design 
The occupational therapy curriculum is based on an understanding of occupation, 
client- centered, evidence-based, clinical reasoning, and the ideology underlying the 
Occupational Therapy Practice Framework: Domains and Process, fourth edition 
(AOTA, 2020), which describes the profession’s unique focus on, and use of, 
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occupation to enable individuals to participate in lives that hold meaning to them. 
Graduates will develop a broad perspective in the use of occupation to solve problems 
for various conditions that interfere with the quality of life for individuals, groups, 
communities, and populations. 

 
A distinctive feature of Alvernia’s curriculum design is that it embraces liberal arts 
education which focuses on a holistic view of education that reflects the essence of the 
mission of the University. The curriculum strives to create a community of learners that 
inspires, motivates, and guides students as they strive for excellence in their 
professional and personal lives. Students are encouraged to seek moral integrity, 
spiritual fullness, and to develop their highest level of competence, compassion, and 
moral behavior. 

 
The sequence of instructional goals and objectives presents basic concepts in beginning 
courses. Building on this foundation, increasingly complex layers of knowledge and 
skills are introduced, practiced, and mastered. Interdisciplinary core courses create 
opportunities to discuss issues from multiple perspectives and broaden the process of 
learning. 

 
Curriculum Threads 

1. Critical thinking and scientific inquiry. 
2. Reflection on ethical, moral, and professional values 
3. Current and emerging practice. 

 
Educational Goal 
To prepare graduates with the knowledge and competencies expected of entry-level, 
professional, occupational therapists. As engaged and competent professionals, 
graduates will provide occupational therapy services to individuals, groups, and 
populations in a manner that is congruent with the core values of the Catholic, 
Franciscan tradition at Alvernia University (service, humility, peacemaking, 
contemplation, and collegiality) and  the Occupational Therapy profession (altruism, 
equality, freedom, justice, dignity, truth, and prudence; AOTA, 2015a). 

 
Three educational objectives follow from this one educational goal, graduates will: 

1. Use critical thinking skills and engage in scientific inquiry to 
support clinical decision-making. 

2. Demonstrate behaviors that integrate the complimentary values of Alvernia 
University and the Occupational Therapy profession; to be ethical leaders 
with moral courage. 

3. Demonstrate entry-level practice competency for service delivery in 
diverse practice settings within the profession’s standards for safe and 
ethical practice 

 
 
 

Educational Tracks 
1. A 5-year combined Bachelor of Science in Health Science degree and Master 

of Science in Occupational Therapy degree track for traditional college 
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students, and 
2. An entry-level Master’s of Science in Occupational Therapy degree for 

students with a baccalaureate degree. 
 

Capstone 
The capstone experience for the Master of Science Occupational degree is the 
completion of a critical appraisal project to address a problem related to occupational 
science, occupational participation, clinical practice, service delivery, or education. By 
completing the critical appraisal project, students demonstrate proficiency in the ability 
to identify, evaluate, and critically appraise, and apply evidence to practice. A 
professional poster and oral presentation of the findings demonstrate the integration of a 
professional identity as an entry-level occupational therapist. 

 
Fieldwork in the Curriculum  
The Occupational Therapy Program at Alvernia University is designed to educate 
students to adapt to the rapidly changing and dynamic nature of contemporary health and 
human services delivery systems by gaining the knowledge and skills as a direct care 
provider, consultant, educator, manager, researcher and advocate for the profession and 
the consumer.  

 
The fieldwork program reflects the sequence and scope of content in the curriculum 
design in collaboration with faculty so that fieldwork experiences strengthen the ties 
between didactic coursework and fieldwork education (ACOTE 2018-C.1.1). Fieldwork 
experiences were designed at points which are appropriate in terms of their timing, length, 
and exposure to clinical work.   
 
The development of Level I and Level II fieldwork experiences is initiated by the 
Academic Fieldwork Coordinator (AFWC).  The AFWC will contact the site to determine 
appropriateness for the fieldwork experience and then begins the affiliation agreement 
process. The affiliation agreement needs to clearly document the responsibilities of both 
Alvernia University and the fieldwork site and needs to be signed by both parties, 
(electronic signatures are acceptable) (ACOTE 2018-C.1.6).  The AFWC collaborates 
with the Fieldwork Educator (FWE) to establish fieldwork objectives and will 
communicate with the student and FWE about progress and performance during 
fieldwork (ACOTE 2018-C.1.3). The AFWC will ensure the ratio of FWE to students 
enables proper supervision and the ability to provide frequent assessment of student 
progress in achieving fieldwork objectives (ACOTE 2018-C.1.4).  See both Level I and 
Level II Fieldwork sections for specifics on fieldwork process including collaboration on 
objectives and supervision. 
  
Level II fieldwork placements are made to provide a balance of experiences, including a 
variety of populations (e.g., children, youth, adults, older adults), variety of practice 
settings (e.g., schools, hospitals, community, home health, skilled nursing facilities 
[SNF]), and physical and mental health practices.  Since fieldwork education takes place 
away from campus, a key role of the AFWC is to collaborate with FWE to be sure that 
students receive quality fieldwork experience. This includes the following:  

• Determination of site objectives between the AFWC and the FWE that are 
appropriate for the student and the site (ACOTE 2018-C.1.3)  
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• Selection of an appropriate supervision model for the student and site (e.g., 
one FWE to two students) (ACOTE 2018-C.1.4)  

• Ensure the FWE has the appropriate credentials (ACOTE 2018-C.1.8 and C.1.11)   
• AFWC must take steps to monitor student supervision situations to protect the 

interests of the students, clients, sites, and the Alvernia University community 
(ACOTE 2018-C.1.6). The AFWC will communicate with the student 
and throughout the fieldwork to discuss progress and performance. For both Level 
I and Level II fieldwork this communication from the AFWC will occur 
approximately at mid-term and/or on an as needed basis throughout the duration of 
the fieldwork. (ACOTE 2018-C.1.3)  

 
Fieldwork Site Development and Affiliation Agreements 
The AFWC is responsible for developing new fieldwork sites and maintaining the 
relationship with existing sites. When the AFWC learns of a potential site, appropriate 
contact will be established for the AFWC to determine the site’s appropriateness for the 
OT program. The AFWC will discuss the following with the site contact: 

• the process of the development of an affiliation agreement 
• the Alvernia University Occupational Therapy curriculum 
• the site’s setting, clientele, staff, and supervision style. 

  
When feasible and if requested, the AFWC will visit the site. If the AFWC determines that 
the mission of the Occupational Therapy program at Alvernia University will be supported 
by a fieldwork education relationship between the two entities, the AFWC will collaborate 
with the Senior Administrator for the College of Professional Programs for a contract to be 
sent to the potential site. Once the request is made, the Senior Administrator for the 
College of Professional Programs sends out the Alvernia MOU to the potential site. When 
the MOU is returned with a signature, the Assistant Dean of Academic Compliance 
reviews the document and signs off on it. It is the responsibility of the AFWC to establish 
and maintain contracts with all fieldwork sites; complying with site requirements; 
maintaining site objectives and site data electronically; and communicating this 
information to students (2018 ACOTE Standard C.1.2). The affiliation agreements, in 
detail will state the responsibilities of Alvernia University and the fieldwork site and will 
be signed by each party (2018 ACOTE Standard C.1.6).  The AFWC will ensure that 
fieldwork agreements are sufficient in scope and number to allow completion of 
graduation requirements in a timely manner in accordance with the policy adopted by the 
program as required by Standard A.4.7 (2018 ACOTE Standard C.1.5). 
  
All Occupational Therapy students will be required to adhere to clearance and health and 
wellness requirements, as per the affiliation agreements established with Alvernia 
University. Full compliance will be required before the student begins the first term of the 
Occupational Therapy program and then annually thereafter. Failure to adhere to the 
required compliance date will result in failure to begin the first term, delay in fieldwork 
start date or the inability to complete the fieldwork experience. All student documents 
will be uploaded by the student to an Academic Compliance and health and Wellness 
Portal.  
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Alvernia University maintains liability insurance for students and the facilities. 
Facilities are provided a copy of the Certificate of Insurance (COI) annually on July 
1st and upon full execution of any new affiliation agreement. 
 

 
 
 

Links to AOTA official documents 

 
 

Philosophy of OT Education (AOTA) 

OT Fieldwork Education: Value and 

Purpose Paper Scope of Practice 2019  

Guidelines for 

Student Supervision 

OT Code of Ethics 2020 

Guidelines for Documentation in Occupational Therapy 
 

Fieldwork Standards 2018 (C standards)

https://ajot.aota.org/article.aspx?articleid=2701702
https://ajot.aota.org/article.aspx?articleid=2545292&_ga=2.74747924.783744824.1624543733-1996066700.1614291917
https://ajot.aota.org/article.aspx?articleid=2545292&_ga=2.74747924.783744824.1624543733-1996066700.1614291917
https://www.aota.org/-/media/Corporate/Files/Practice/Manage/official%20docs%20prepublication/ajot-75S3005-OT-Scope-of-Practice-aota.pdf
https://www.aota.org/-/media/Corporate/Files/EducationCareers/Educators/Fieldwork/LevelII/COE%20Guidelines%20for%20an%20Occupational%20Therapy%20Fieldwork%20Experience%20--%20Level%20II--Final.pdf
https://www.aota.org/-/media/Corporate/Files/EducationCareers/Educators/Fieldwork/LevelII/COE%20Guidelines%20for%20an%20Occupational%20Therapy%20Fieldwork%20Experience%20--%20Level%20II--Final.pdf
https://www.aota.org/Education-Careers/Fieldwork/StuSuprvsn.aspx
https://www.aota.org/Practice/Ethics/code-of-ethics.aspx
https://ajot.aota.org/article.aspx?articleid=2701696
https://ajot.aota.org/article.aspx?articleid=2701696
https://acoteonline.org/accreditation-explained/standards/
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Alvernia University Vaccination and Face Mask Policy: UPDATED May 24, 2021 

Vaccine Requirement 
 
Recent reports of the effectiveness of vaccines, along with the increased availability,  
promise a brightening forecast in the upcoming weeks. With that being said, we expect  
Alvernia to be a vaccinated campus by the start of the Fall 2021 semester. 
Students enrolled at all campuses for the Fall 2021 Semester should provide documentation  
of an FDA-authorized (Emergency Use or fully licensed) vaccination by August 1, 2021. 
 
This requirement will strengthen the University’s ability to protect the health and safety  
of our campus and neighboring communities. Universal COVID-19 vaccination for all  
our students will contribute to greater immunity, reduce the risk of clusters of  
COVID-19 on campus, and help protect members of our community who are at the highest  
risk of developing serious disease from the virus. 
All vaccines approved by the FDA or WHO will be considered suitable to fulfill the  
University’s requirement. Proof of vaccination through medical records (or vaccine  
certification card) will be required. 
Students, faculty, and staff who haven’t received their vaccines are encouraged to  
do so via their local providers which can be found here. As with all required vaccinations,  
Alvernia will allow requests for medical and religious exemptions.  
We encourage students, faculty, and staff to get vaccinated as soon as possible.  
Students are required to upload the proper verification documentation to the  
Student Health Portal.  
As we’ve done since the start of the COVID-19 Pandemic, we will answer questions  
about the fall semester and COVID-19 vaccine requirement by posting FAQs to our  
Health Alerts page. If you have any questions, be sure to send them 
to Campus.Update@alvernia.edu. 
 
Updated Masking Guidelines 
The Alvernia University mask guidance has been updated effective today, May 24, 2021,  
following the announcements by the Pennsylvania Department of Health and CDC  
guidance for those who are fully vaccinated against COVID-19. The new guidelines are  
as follows: 
 
Fully Vaccinated Individuals: Face masks and physical distancing will not be required  
indoors or outdoors for fully vaccinated individuals (An individual is considered fully  
vaccinated 14 days after the second dose of the Pfizer or Moderna vaccine and 14 days  
after the single dose Johnson & Johnson vaccine). There will be exceptions when/where  
face masks must be worn, including when entering the Health and Wellness Center,  
other healthcare settings and university shuttles. Those who are fully vaccinated but  
have symptoms of COVID-19 should wear a mask and consult their primary care provider.  
The locations/situations where a mask will be required to enter/attend will be clearly marked 
and communicated with the community. Everyone is expected to continue to carry masks in  
case they are needed. 
 
 
NOT Fully Vaccinated Individuals: Individuals who are not fully vaccinated are required  
to wear a face mask both indoors and outdoors. Consistent with state guidance, enforcement  

http://www.vaccines.gov/
https://alvernia.studenthealthportal.com/ExternalAuth?returnUrl=%2F
https://www.alvernia.edu/current-students/health-wellness-center/health-alerts
mailto:Campus.Update@alvernia.edu
https://www.media.pa.gov/pages/health-details.aspx?newsid=1452
https://www.cdc.gov/coronavirus/2019-ncov/vaccines/fully-vaccinated.html
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of vaccine compliance is a personal responsibility. The university is not requiring proof of 
vaccination status for mask compliance. Supervisors and employers should not ask their employees 
and coworkers whether they have been vaccinated. As students will be required to be vaccinated for 
the Fall 2021 semester, Alvernia recommends students upload their COVID-19 vaccination record 
to Student Health Portal. 
 

Students who have not obtained the COVID-19 vaccine cannot be placed 
in health networks where the vaccine is required. This decision can impact 
clinical placements. 

 
  

https://alvernia.studenthealthportal.com/ExternalAuth?returnUrl=%2F


 

18 
 

 
Level I Fieldwork Policies and Procedures 

The Level I Fieldwork information in the following section includes information for all 
occupational therapy programs at Alvernia University including students enrolled in the 5-
year BSHS & MSOT program and the Entry Level MSOT program. 
The Alvernia University Occupational Therapy program curriculum includes three Level 
I fieldwork experiences which correlate with three fieldwork courses. The objectives of 
each Level I fieldwork are designed in collaboration with the course instructor, Academic 
Fieldwork Coordinator (AFWC) and site Fieldwork Educator (FWE) (ACOTE 2018-
C.1.3). Experiences which enhance and enrich these objectives are designed by the 
course instructor, AFWC and FWE to ensure that there is a link between the clinical 
experiences and the curriculum design (ACOTE 2018-C.1.1). 

Purpose of Level I Fieldwork 

The Alvernia University Occupational Therapy Program curriculum includes three Level I 
Fieldwork seminars, which correlate with five undergraduate Occupational Therapy courses. 
Each Fieldwork Seminar requires a specific designated number of fieldwork hours noted on 
the course syllabus. The objectives are designed by the course instructor and AFWC. 
Experiences which enhance and enrich these objectives are designed by the course instructor, 
AFWC, and FWE to ensure that there is a link between the clinical experiences and the 
curriculum design. 

I. Definition and Purpose 

The AOTA 2018 Standards describe the goal of Level I Fieldwork “to introduce students to 
the fieldwork experience, to apply knowledge to practice, and to develop understanding of the 
needs of clients.” Level I Fieldwork is not intended to develop independent performance, but 
to include experiences designed to enrich didactic coursework through directed observation 
and participation in selected aspects of the occupational therapy process. (ACOTE 2018-
C.1.1) In line with 2018 ACOTE standards, “Level I Fieldwork is not substituted for any part 
of Level II Fieldwork: (ACOTE 2018-C.1.9.). 

Services may be provided to a variety of populations through a variety of settings. 
Experiences may include those directly related to Occupational Therapy, as well as other 
situations to enhance an understanding of the developmental stages, tasks, and roles of 
individuals throughout the life span. Day care centers, schools, neighborhood centers, 
hospice, homeless shelters, community mental health centers, and therapeutic activity or 
work centers are among the many possible sites. Level I Fieldwork may also include services 
management and administrative experiences in occupational therapy settings, community 
agencies, or environmental analysis experiences. Level I Fieldwork may be met through one 
or more of the following instructional methods; simulated environments, standardized 
patients, faculty practice, faculty-led site visits, supervision by a fieldwork educator in a 
practice environment, or via telehealth.  
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II. Supervision  
Qualified personnel for supervision of Level I Fieldwork may include, but are not limited to, 
academic or fieldwork educators, occupational therapy practitioners initially certified 
nationally, psychologists, physician assistants, teachers, social workers, nurses, physical 
therapists, social workers, etc. (ACOTE 2018-C.1.8.) The supervisors must be knowledgeable 
about occupational therapy and cognizant of the goals and objectives of the Level I Fieldwork 
experience. According to ACOTE Standards, Level I Fieldwork supervision does not need to 
be provided by a licensed Occupational Therapist (ACOTE 2018-C.1.8.). Supervision in a 
traditional setting typically has a 1:1 ratio (1 student to 1 Fieldwork Educator). In 
nontraditional settings or emerging practice sites, the ratio is larger and may include 2-6 
students to one (1) Fieldwork Educator.  
 

III. Schedule 

It is the responsibility of the AFWC to schedule all level I Fieldwork placements. This is 
done in conjunction with the onsite Fieldwork Educator. The AFWC continues to serve 
the liaison for the University, the Occupational Therapy Program, faculty, and fieldwork 
sites on all fieldwork issues.  Fieldwork is scheduled by the AFWC during the student’s 
designated fieldwork day. A change in the schedule may occur at the discretion of the 
fieldwork educator and site supervisor. The AFWC must be made aware of any schedule 
changes. Students are not permitted to miss class to complete fieldwork hours under any 
circumstance. When Alvernia University is closed due to poor weather conditions, the 
student is expected to attend the fieldwork if he/she can do so safely. If an absence must 
occur due to weather conditions, the absence must be made up as per the procedures 
specific to Level I fieldwork site and at the discretion of the FWE and the AFWC. All 
Level I fieldwork experiences are documented in an excel spreadsheet (ACOTE 2018-
C.1.9)  

Students and/or family members are not permitted to contact sites to schedule Level 
I Fieldwork. Consequences for not adhering to protocol may include but are not 
limited to, delayed fieldwork placement.  

Prior to Level I Fieldwork experience, students are required to maintain an electronic file 
for the documents outlined in the Academic Internship Requirements Master List 
Clearance Requirements (see Appendix). Students must maintain electronic files for: 

 a. Personal use 
 b. Office of Academic Compliance 
 c. Health and Wellness Portal.   

All documents should be saved using the student’s LAST name and FIRST initial, 
along with the title of the document. The fieldwork site may require additional 
clearances not included here.  
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 IV. Site Assignment Process 
Settings for Level I Fieldwork vary and are dependent upon the objectives of fieldwork. 
Level I Fieldwork   may be completed through one or more of the following instructional 
methods: simulated environments, standardized patients, faculty practice, faculty-led site 
visits, and/or supervision by a fieldwork educator in a practice environment (ACOTE 
2018-C.1.9). All Level I Fieldwork must be comparable in rigor. 
 
Level I Fieldwork assignments are typically assigned to the students by the first or second 
week   of classes in each semester. The AFWC or the course instructor will give a brief 
presentation on the general expectations for Fieldwork I placements as well as reiterating 
the student responsibilities for fieldwork completion. An email is provided to each student 
listing their fieldwork assignment. Selections are tracked throughout the student’s career. 
At least one fieldwork experience (either Level I or Level II) must address practice in 
behavioral health, or psychological and social factors influencing engagement in 
occupation (ACOTE 2018-C.1.7.). 
 

Once the AFWC has secured a fieldwork placement, students are NOT 
permitted to alter or refuse a placement. 

V. Evaluation  

Students are evaluated on an Alvernia University Level I Fieldwork Evaluation Form. The 
student gives an evaluation form to the site supervisor upon arrival at the site. The student is 
responsible to have the Fieldwork Educator sign off on their time present after each session.  
At the end of the assignment, the Fieldwork Educator will discuss the evaluation with the 
student. The Fieldwork Educator provides the student with the Fieldwork Evaluation form 
to return to the course instructor. Students will be given a copy of the evaluation after the 
instructor has reviewed the evaluation. The Fieldwork I Evaluations are reviewed by the 
course instructor and the AFWC. An overall rating of unsatisfactory performance on the 
Level I Fieldwork OT Student Evaluation form from any of the sites will result in a grade 
of “F” for the course. If a student receives even one unsatisfactory rating on the 
Evaluation form, that student must meet with the AFWC to address any concerns related 
to professional behavior and/or skills. Failing Level I Fieldwork placement will require 
you to repeat/delete this course. The student will need to meet with the AFWC to develop 
a plan for corrective action that must be successfully completed prior to the repeat/delete. 

Any student who receives one or more failures on the form, even if it does not 
result in an overall failing grade of Level I fieldwork, will need to meet with the 
AFWC. The meeting should occur within 3 business   days of receiving the form. It 
is the responsibility of the instructor and the student to ensure the meeting occurs. 
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 VI. AFWC Responsibilities  

• Contact sites for fieldwork experience. 
• Ensure student will receive appropriate supervision by appropriately licensed 

FWE (ACOTE 2018-C.1.8). 
• Provide each site with the general objectives as well as the specific course 

objectives for the level I fieldwork experience and offer the opportunity to 
collaborate or add objectives with the FWE (ACOTE 2018-C.1.3). 

• Provide the students and FEW information to complete all evaluation forms 
through  

• Track students’ level I fieldwork sites (ACOTE 2018-C.1.9) 
 

VII. Student Responsibilities  
• Alvernia University Student I/D cards are used for identification purposes and 

are     expected to be always with the student when on site. 
• Obtain and provide a copy of all necessary clearances/certifications to the 

Fieldwork Educator on site. 
• Contact the site after contact is given to confirm specific dates/times and inquire 

about needed paperwork and clearances. 
• Check with site for dress expectations. 
• Complete the designated number of hours required for the fieldwork 

experience. 
• Provide Fieldwork Educator with Fieldwork I Evaluation Form to complete. 
• Write a thank you note to the site supervisor. 
• Upload supervisor’s email and credentials, along with fieldwork dates, to 

provide the supervisor with PDU hours. Students must complete this 
information through Blackboard. The link will be provided by the fieldwork 
seminar course instructor.  

• Students are responsible for all transportation and driving expenses (i.e., 
tolls, parking, gas) to and from the fieldwork site. 

• Students may have to travel up to 1 ½-2 hours one way to their placed 
fieldwork site 
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VIII.  Level I Fieldwork Failure Policy 
To successfully complete Level I Fieldwork, the BSHS MSOT student must pass 
the assigned Level I Fieldwork experience with a grade   of 73% or greater on the 
student Fieldwork I Evaluation Form and the Entry-level MSOT student must be 
83% or higher. The site supervisor may also choose to discontinue the fieldwork 
and fail the student. If the student has not successfully completed Level I 
Fieldwork as initially assigned, the student will be required to: 

1. Contact the AFWC immediately (within three business days following 
notification of failure). 
2. Meet with the AFWC and develop a behavioral improvement plan (may 
be in collaboration with the course instructor, advisor, fieldwork educator, 
and/or program director). This behavioral improvement plan will be signed 
by the AFWC and the student. A copy will be provided to the student and 
the original will be placed in the student’s permanent Occupational Therapy 
Program file. 

 

IX. Mandatory Child Abuse Reporting 

OTs are one of many Mandated Reporters of Child Abuse. If, after interacting with children on 
your FWI placements, you suspect child abuse, immediately report your concerns to your 
supervisor, the Academic Fieldwork Coordinators, and any other required reporting sites. 

X. Fieldwork Seminar Electronic File  
Students will keep an electronic file of all classroom activities, worksheets, reflections, 
and graded   assignments per seminar course instructor. The folder will be started in OT 
381/OT 581, reviewed at the start of each subsequent course, and with additions as 
needed. The contents will be a resource of artifacts for students when they write their 
portfolios. A copy of all classroom activities and graded assignments will be placed in the 
binder.  
    
Fieldwork Seminar Coordinated Curriculum: OT 381, OT 382 & OT 481 ~ 5year BSHS & MSOT track 
OT 581, OT 582, OT 583 

 
Themes: 

• OT 381/OT 581 = Building core skills – Introduction to level I fieldwork. 
What to expect when you are at a FW site. Exploring the possibilities. What you 
can learn about yourself and what you can learn about occupational therapy in 
service settings where you may or may not be supervised by an OT/OTA. 

• OT 382/OT 582 = Being a professional - Developing professional behaviors 
and applying concepts of occupational participation. 

• OT 481/OT 583 = Preparing for level II fieldwork “what concerns keep 
you awake at night.” Consistently demonstrating professional behaviors 
and values. Revisiting what you already know about clinical reasoning.  
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Content: (Order of content is fluid and may be altered) 

OT 381/OT 581 OT 382/OT 582 OT 481/OT 583 
Theme: Building Core Skills Theme: Being a Professional Theme: Preparing for FWII 

   
Orientation to FWI – meet 
with AFWC - 1st or 2nd week 

Orientation to FWI – meet 
with AFWC - 1st or 2nd week 

Orientation to FWI – meet 
with AFWC - 1st or 2nd week 

   
Introduction to keeping a 
Fieldwork Seminar Binder 

Review of the content of the 
Fieldwork Seminar Binder 
from OT 381/OT 581 

Review of the content of the 
Fieldwork Seminar Binder 
from OT 382/581 & OT 
382/582 

Receiving professional 
feedback 

Accepting professional 
feedback 

Utilizing professional 
feedback 

Professional Behavior 
Checklist: Knowledge 

Professional Behavior 
Checklist: Comprehension 

Professional Behavior 
Checklist: Application 

   
Clinical Reasoning: 
What is it and what to look 
for during FWI 

Clinical Reasoning: 
Starting to use the language 
of clinical reasoning 

Clinical Reasoning: 
Beginning to apply clinical 
reasoning during FWI 

   
 Orientation to FWII selection 

process – meet with AFWC – 
About week 10 

 

  Meet with students who 
completed FWII 

 
Respecting that this is a 1 credit seminar course: One graded academic assignment. BSHS MSOT  
students must pass the assigned Level I Fieldwork experience with a grade   of 73% or greater  
on the student Fieldwork I Evaluation Form and the Entry-level MSOT student must be 83%  
or higher.  

OT 381/OT 581 OT 382/OT 582 OT 481/OT 583 

Reflection on Fieldwork: 
Paper, Presentation or Other 

Reflection on Fieldwork: 
Paper, Presentation or 
Other 

Reflection on Fieldwork 
OT 481: Portfolio Section III: 
Service to Others – reflection 
on service and connecting the 
values Alvernia, OT & self. 
OT 583: Reflection 
connecting the values of 
Alvernia and OT to support 
becoming an ethical leader 
with moral courage. 

FWI = Pass/Fail 
(Need to Repeat/Delete if Fail) 

FWI = Pass/Fail 
(Need to Repeat/Delete if Fail) 

FWI = Pass/Fail 
(Need to Repeat/Delete if Fail) 

 
 
 
 



 

24 
 

 
Values Infusion:  

 
OT 101/OT 507: 
Introduction to a values-based education, the values of Alvernia and the profession of OT 
 
OT 381/OT 581: 
Alvernia Values: Contemplation, and Humility 
-How does your behavior reflect your values? 
 
OT 382/OT 582: 
Alvernia Values: Peacemaking, and Collegiality 
-How do your relationships impact your environment? 
 
OT 481/OT 583: 
Alvernia Values: Service 
-How do your values support becoming an ethical leader? 

 
 

Level I Fieldwork Forms 
All information will be reviewed within Fieldwork Seminar, please contact the AFWC with 

any questions.  
 
 

Level I 
• Personal Data Sheet 
• Student Evaluation of the Level I Fieldwork 

Experience 
• Level I Student Evaluation (designated by program) 
• Site Specific Objectives 
• Evaluation form 

 
 All documents are available online through the following steps: 

• Log in to MyAlvernia 
• Click on the Portal (in the upper right-hand corner) 
• Click on Forms and Docs (left side column) 
• All documents are listed under the Professional Programs tab 

 
 

Level II Fieldwork Policies and Procedures 

The Level II Fieldwork information in the following section includes information for all 
occupational therapy programs at Alvernia University including students enrolled in the 5-
year BSHS & MSOT program and the Entry Level MSOT program 

I. Definition and Purpose  
The purpose of Level II Fieldwork “is to develop competent, entry-level, generalist 
occupational therapists.” Level II fieldwork provides experiences that promote clinical 
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reasoning and develop and increase the student’s skill in evaluation, planning, and 
intervention related to human performance. Level II Fieldwork shall include in-depth      
experience in delivering occupational therapy services to clients, focusing on the 
application of purposeful and meaningful occupation. 

This is a full time, 24-week (up to 4 different sites) or equivalent experiential education at 
approved fieldwork sites off campus (ACOTE 2018-C.1.10). Students on Level II fieldwork 
may participate in one community-based experience and one traditional setting. Under the 
supervision of a qualified practitioner who has a minimum of 1-year full time practice (ACOTE 
2018-C.1.11), the student integrates academic course work by focusing on the application of 
purposeful and meaningful occupation in the administration and management of Occupational 
Therapy services. Student supervision is initially direct, and decreases as the fieldwork 
continues, to support progression into entry-level competence (ACOTE 2018-C.1.13). The 
fieldwork experience includes but is not limited to; clinical reasoning and reflective practice; 
transmits the values and beliefs that enable ethical practice; and develops professionalism, 
competence, and compassion as career responsibilities. This is an in-depth experience in the 
delivering of Occupational Therapy interventions is an essential foundation for upper-level 
didactic courses. 

Prerequisites:  

All undergraduate Occupational Therapy courses must earn a grade “C” or better. All 
graduate OT courses must earn a grade of “B” or better. The student needs to have a 
satisfactory passing completion of Level I Fieldwork.  

This course is graded Pass/Fail based on receiving a passing score on the AOTA 
Fieldwork Performance Evaluation for the Occupational Therapy Student. 

 II. Supervision 
Under the supervision of a qualified practitioner who has a minimum of 1-year full-time practice  
(ACOTE 2018-C.1.11), the student integrates academic course work by focusing on the application  
of purposeful and meaningful occupation in the administration and management of Occupational 
Therapy services. Student supervision is initially direct, and decreases as the fieldwork continues, to 
support progression into entry-level competence (ACOTE 2018-C.1.13). Supervision in a traditional 
setting typically has a 1:1 ratio (1 student to 1 Fieldwork Educator) but may increase to 1:2 pending on 
fieldwork site availability. In nontraditional settings or emerging practice sites, the ratio is larger and 
may include 4 students to 1 Fieldwork Educator (4:1).  
 
Supervision (Where no Occupational Therapy Services Exist) 
Alvernia University offers Level II placements in areas where limited or no OT services exist 
(ACOTE 2018-C.1.14.) All students participating in a level II fieldwork where no occupational 
therapy services exist must be supervised by a licensed occupational therapist with at least 3 
years full-time or its equivalent of professional experience. Supervision must include a minimum 
of 8 hours of direct supervision each week of fieldwork experience. An occupational therapy 
supervisor must be available, via a variety of contact measures, to the student during all working 
hours. An on-site supervisor designee of another profession must be assigned while the 
occupational therapy supervisor is off site. The program must document that there is a plan for 
the provision of occupational therapy services. On- site supervision must be provided in 
accordance with the plan and state credentialing requirements. The student must receive a 
minimum of eight hours of occupational therapy supervision per week, including direct 
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observation of client interaction. Additionally, the occupational therapy supervisor must be 
readily available for communication and consultation during work hours. Such fieldwork shall 
not exceed 12 weeks. (ACOTE 2018-C.1.14) 

 
 III. Schedule  

Students and/or family members are not permitted to contact sites to schedule Level II 
Fieldwork.  Consequences for not adhering to protocol may include but are not limited 
to delayed fieldwork placement.  

All students are responsible for meeting with their advisor to register for the appropriate 
Level II Fieldwork course. The AFWC and the Academic Chair are NOT responsible for this 
process. Students are responsible for completing prerequisite courses, registering and paying 
for the Level II Fieldwork courses, and for meeting other obligations required for Level II  
Fieldwork. 

After completion of didactic course work students are scheduled to begin Level II 
fieldwork. A minimum of 24 weeks’ full-time Level II fieldwork. The student can complete    
Level II fieldwork in a minimum of one setting if it is reflective of more than one practice 
area, or in a maximum of four different settings. (ACOTE 2018-C.1.10) 

All Level II Fieldwork must be completed in sequence and within 24 months following 
completion of the didactic portion of the program. (ACOTE 2018-C.1.10).  

  
 IV. Site Assignment Process  

Various fieldwork sites and service delivery models that reflect current professional 
practice may provide the setting for Level II Fieldwork. Students acquire a rich 
background of experiences with clients across the age span with psychosocial and 
physical performance deficits and from diverse cultural and socioeconomic backgrounds. 
Evaluations and procedures, treatment planning, intervention and discontinuation of OT 
services occur in Level II fieldwork. Level II Fieldwork supervision is provided by a 
registered occupational therapist with at least one year of experience in a practice setting 
(ACOTE 2018-C.1.11). Level II Fieldwork is an opportunity to reinforce skills and 
concepts learned throughout the occupational therapy program. According to ACOTE C 
Standard 1.7., students are required to address and discuss (via Blackboard) behavioral 
health, psychological, and social factors influencing engagement in occupation, regardless 
of fieldwork site placement (ACOTE 2018-C.1.7.). 

In the academic year prior to starting level II fieldwork, students will submit an 
Occupational Therapy Department supplied request form to the AFWC. The form allows 
students to designate interest in areas of practice or locations. The form is used as a guide 
ONLY, and not a guarantee of placement. Once the AFWC has secured a Level II 
fieldwork placement, students are NOT permitted to alter or refuse a placement.  

A Contractual Agreement is required to be established between a site and Alvernia 
University prior to scheduling students for Level II Fieldwork. (ACOTE 2018-C.1.5.).  

The following criteria is used for selecting fieldwork sites: 
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• The facility is accredited or approved by a recognized accrediting agency or the 
Alvernia University Occupational Therapy Program 

• Students are supervised by qualified fieldwork educators 
• There is an appropriately varied caseload of clients to meet the educational 

requirements of the student 
• Collaboration between the AFWC and the Fieldwork Educator can occur on a 

regular and as needed basis 
• On-going contact is maintained with fieldwork sites and students by the Alvernia 

University AFWC through: 
a. The AOTA Fieldwork Data Form 
b.  Site specific objectives 
c. Student evaluation of FW education (SEFWE) 
d. AOTA electronic FW performance evaluation  
e. Student contribution through Blackboard Discussion Posts 

 
V. Evaluation 

Students are evaluated by the Fieldwork Educator on the Fieldwork Evaluation for the 
Occupational Therapist (AOTA, 2020). (ACOTE 2018-C.1.15.). Students evaluate the 
fieldwork experience and their academic preparation and the Student Evaluation of Fieldwork 
Experience (AOTA, 2016). The  AFWC submits the final grade based on criteria described in 
the course syllabus. 

Supervision and evaluation of the student are joint responsibilities of the Fieldwork 
Educator and the AFWC. Both must maintain an ongoing involvement in your progress. 
The Fieldwork Educator provides direct supervision or assigns other experienced staff 
members to provide supervision. Regular meetings, approximately once a week, are 
suggested to provide constructive feedback and to discuss pending assignments and 
activities. The AFWC is available for consultation should questions or problems arise. 
Open and honest communication is encouraged throughout the fieldwork.There are 
two mandatory evaluation points during twelve weeks of Level II Fieldwork: 

• At week six (or midterm), the FW Educator will receive an electronic evaluation form, via 
Formstack, to complete. The same form will be emailed for the final evaluation, via Formstack. 
The scores from midterm will carry over to the final, however comments will not. You must 
have a score of “3” or above on items 1-3 to pass Level II Fieldwork. A score of a “1”, in any 
category on the final evaluation will result in failure of Level II Fieldwork. A score of 111 or 
higher must be obtained to pass Level II Fieldwork.  

• After completion of Level II Fieldwork, Fieldwork Educators will receive a 
Professional Development Unit form electronically, via Formstack.  

The AFWC is responsible for assigning a P/F grade for the OT fieldwork course, based on 
the AOTA Fieldwork Performance Evaluation Form and participation in Blackboard.    

VI. AFWC Responsibilities  
• Establishing new fieldwork sites. 
• Overseeing affiliation agreements and following all conditions outlined in the 

affiliation agreements between the Occupational Therapy Program at Alvernia 
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University and the fieldwork sites (ACOTE 2018-C.1.6). 
• Acting as a resource to the fieldwork sites in establishing and maintaining a 

suitable fieldwork education program. 
• Maintaining current information files on each fieldwork placement. 
• Orienting all students to the purpose and procedures for fieldwork education. 
• Advising students regarding fieldwork placement planning. 
• Assigning all eligible students to fieldwork experiences. 
• Providing all necessary information to the fieldwork site prior to the student’s 

arrival  
• Providing guidance and supervision for students while they attend fieldwork. 
• Ensuring that students receive proper assessment and supervision during the 

fieldwork experience (ACOTE 2018-C.1.4). 
• Ensuring that supervisors possess proper credentials and experience through 

documentation (ACOTE 2018-C.1.11). 
• Managing on-line forums during level II fieldwork experiences. 
• Conducting on-site visits on an as needed basis. 
• Collaborating with site supervisors (who arrange but do not necessarily 

supervise fieldwork) and FWE’s to design a quality fieldwork experience, 
including selecting appropriate personnel to supervise students (e.g., 
appropriate credentials, appropriate ratio of students to clinical educators) 
(ACOTE 2018- C.1.3, C.1.4, C.1.14) 

• Monitoring student supervision to ensure the protection of the student, clients, 
site, and the Alvernia University community via student communications (e.g., 
on-line forums, weekly objectives, student performance evaluations), site 
visits, and open lines of communication with site supervisors and clinical 
educators (ACOTE 2018- C.1.12, C.1.13). 

 
 

VII. Student Responsibilities  
Students and/or family members are not permitted to contact sites to schedule Level II Fieldwork.  
Consequences for not adhering to protocol may include but are not limited to delayed fieldwork 
placement. The student is ONLY to contact the site once confirmation is received to ask for 
requirements and other pertinent information including dress code, hours, directions, 
interview/visit before start date, information regarding types of client populations, and diagnoses. 

• Alvernia University Student I/D cards are used for identification purposes 
and are     expected to always be with the student when on site. 

• Obtain and provide a copy of all necessary clearances/certifications to the 
Fieldwork Educator on site. 

• Contact the site after contact is given to confirm specific dates/times and 
inquire about needed paperwork and clearances, including all 
vaccinations.  

• Check with site for dress expectations. 
• Complete the designated number of hours required for the fieldwork 

experience. 
• Write a thank you note to the site supervisor. 
• Students are responsible for all living expenses and transportation and 

driving expenses (tolls, parking, gas, parking tickets, etc.) to and from the 
fieldwork site. 
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• Students may have to travel up to 1 ½-2 hours one way to their 
placed fieldwork site. 

• Students must have completed all the didactic course work. Students are 
permitted to   take only the required COR 520 Ethics and Moral Leadership 
while enrolled in the Level II fieldwork placement if the student has not 
taken the course prior to fieldwork. Fieldwork may require additional 
reading, research, and participation in a variety of activities during    hours 
not spent in fieldwork setting. 

• Students engaging in level II Fieldwork are expected to participate in 
weekly Alvernia                  Blackboard discussions. Additionally, students 
enrolled in a community-based Level II program, will be required to 
conduct all documentation through Alvernia Blackboard 
 

VIII. Collaboration Between Student and Fieldwork Educator  
The relationship between students and FWEs is collaborative and frequent 
communication is essential. Students must be prepared for each day of fieldwork which 
includes client treatment, documentation and other any other required assignments. It is 
recommended that the FWE and the student spend time together at the start of the 
experience to discuss learning and supervisory styles, along with performance 
expectations. Students should develop individual learning goals for the fieldwork 
experience and discuss these with the FWE. The FWE will use various methods of 
instruction, some of which include student observation, co- treatment with the FWE, 
formal presentations, questioning, and discussion. Students will apply material learned in 
the academic setting while being exposed to new information based upon the client's 
needs and the setting. FWEs frequently require outside reading and written assignments 
to supplement and reinforce learning at the site. It is important to remember all fieldwork 
sites are different and requirements vary. There is no limit to assignment requirements, 
readings, etc. It is also important to know that hours spent at the fieldwork site may vary. 
The level II fieldwork requirement is full-time; however, the student may spend more 
than 40 hours a week at a site. If this time is significantly more than 40 hours and the 
student is struggling, the student should contact the AFWC to discuss further. 

 
The FWE provides students with positive and constructive feedback on performance. 
Feedback is typically provided informally daily while formal, written feedback can be 
expected each week for Level II students. Students must carefully review feedback and 
reflect on making changes in performance on an ongoing basis. The AFWC is available 
to assist in this ongoing process of professional development. 

 
Portfolio Reminder: Students are reminded that a requirement of progression to the graduate 
phase of the 5-year BSHS & MSOT program is the completion of a portfolio documenting their 
growth toward becoming an entry-level professional occupational therapist. Students will 
reflect on the learning that has occurred during course work. Included in the portfolio will be an 
assignment from each course and an explanation of how the selected assignment contributed to 
their growth or learning. Since the portfolio is a significant project submitted during Level II 
fieldwork, students are advised to plan ahead to have this completed on time. 

 
IX. Fieldwork attendance/absences 
•  Students are expected to attend all fieldwork experience as scheduled. Once fieldwork 
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is scheduled students may not change or alter days, dates, or times of affiliation 
without pre- written approval of the AFWC. 

• If a student anticipates arriving late for fieldwork, it is his/her responsibility to inform 
the Fieldwork Educator immediately upon the site opening. Lateness is considered 
unprofessional behavior and will be reflected in the final evaluation. Repeated 
lateness is to be reported to the AFWC by the fieldwork site. 

• The student is assigned to a fieldwork site during their operational hours and is 
expected   to remain at the site until the FWE has given permission to leave. Early 
dismissal from the fieldwork site for personal business including a part-time job or 
transportation arrangements is unacceptable behavior. Emergency situations will be 
handled on an individual basis. 

• The student may be asked to remain at the fieldwork site after hours to complete 
patient treatments or associated work. Therapists may be required to work occasional 
evenings or weekends and these hours may be requested of you, especially if they 
reflect the schedule of your Fieldwork Educator. This is not an inappropriate request 
and flexibility on occasions reflects professional commitment to a chosen career. 

• While assigned to a fieldwork site, the student will follow the holiday schedule of 
the fieldwork site, not that of the University. 

• Absence from fieldwork experiences is only warranted in cases of personal health 
issues, and   death of an immediate family member. 

a. If the student will be absent from the site, he/she must contact the 
Fieldwork Educator immediately upon the site opening, the AFWC 
through email.  

b. In cases of death of an immediate family member, the student will be 
excused from the site according to the site bereavement policy. If a 
longer absence is needed, the AFWC must be notified as soon as 
possible, and make-up time will be determined in conjunction with the 
Fieldwork Educator 

• If the student has less than reliable transportation, please have alternative means 
of   transportation available. 

• The student’s best effort is expected to attend fieldwork in cases of inclement weather. 
While assigned to a fieldwork site, the student will follow the policy of the fieldwork 
site    not of the University for Inclement Weather. 

• Students are required to make up time due to any excused absences. 
Make up of absences are at the timeline discretion of the facility. Students who do 
not   make up absences will fail the FW experiences. 

• Absences for the purpose of job interviews are not permitted. 
 
X. Level II Fieldwork Failure Policy 

Termination of Fieldwork Due to Failure: While every effort is made to allow each student 
to experience a full 12-week (or the equivalent) fieldwork placement. It is important for 
students to understand that they are guests at their fieldwork sites. The privilege of being 
allowed to provide services to clients/patients who are sick and vulnerable is granted based 
upon demonstrated competence; it    is not a right because a student is enrolled in a class. 
Students and/or their families are NOT permitted to contact the fieldwork site upon 
termination of fieldwork. 
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When a Level II fieldwork placement is terminated a grade of “Fail” will be recorded. The 
student   will be able to Repeat/Delete the course only after enrolling and passing OT 485 
Fieldwork Progression Seminar. Upon passing OT 485 Fieldwork Progression Seminar, the 
student will be   permitted to begin their Level II fieldwork placement. The progression 
requirements for the OT program restrict students to repeat/deleting a total of three 
Occupational Therapy courses and the repeat/delete option can be used only one time for 
any particular course. 
 

A. The Fieldwork Educator in conjunction with the Academic Coordinator can terminate  
the student before the end of the 12-week placement for reasons including but not limited to:   

1. The student demonstrates behavior that is unsafe, unethical or breaks the work 
rules 

2. The student does not demonstrate fundamental work habits i.e. arrives late, 
takes unscheduled breaks, leaves early, does not follow the dress code, uses 
offensive language etc.  

3. When a student is not actively engaged in the learning 
4. When, in the opinion of the fieldwork educator, and in conjunction with the 

academic coordinator, the student will not make     sufficient progress to earn a 
passing score on the AOTA Fieldwork Performance Evaluation Form.  

 
In the case of behavior that is deemed unsafe, unethical, or breaks work rules, it 
is at the discretion of the fieldwork educator and in conjunction with the 
Academic Coordinator to determine further action, not limited to early 
termination of fieldwork. The Academic Fieldwork Coordinator will request a copy 
of the written explanation (may include the comments from the AOTA Fieldwork 
Performance Evaluation Form) from the fieldwork site and    will schedule a follow up 
meeting with the student. A grade of “F” will be recorded for the course. 

B. Failure to meet site specific mid-term objectives as determined by the Fieldwork Educator: 
1. At mid-term, all students are rated on the AOTA Fieldwork Performance 

Evaluation (FWPE) by their fieldwork supervisor. There is not a minimum 
passing score for midterm, however the Fieldwork Educator may express 
performance concerns to the student and the AFWC. 

 
2. Once the Academic Fieldwork Coordinator is informed of the situation by 

the Fieldwork Educator, the student and the Academic Fieldwork 
Coordinator will: 

a. Initiate a meeting with the student and the site supervisor 
(this may be a     face-to-face meeting or through electronic 
communication) 

b. Assist in the development of a Learning Contract with 
specific objectives    and timelines.  

c. Assist both the student and the site supervisor in identifying 
resources to support corrective actions.  

d. File an Academic Alert/Early Warning Alert 
 

3. The Fieldwork Educator, in conjunction with the AFWC, will closely monitor 
the progress of the student to meet the Learning Contract and will provide 
support to both the student and the Fieldwork Educator as requested. 
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4. Failure to participate in the Learning Contract may result in failure of Level II 
Fieldwork, as determined by the Fieldwork Educator.  

5. At the end of the Learning Contract the student will be informed if: 
i. They are on track to pass the fieldwork, or they are not on 
track to pass the fieldwork.  
ii. If this is the case, the student   will be rated on the AOTA 
Fieldwork Performance Evaluation (FWPE) by their 
Fieldwork Educator and a  final score will be given. Students 
who have not met the terms of their Learning Contract, as 
determined by the Fieldwork Educator, may be terminated 
from the fieldwork site before the scheduled end date of the 
fieldwork. 

6. Once a copy of the AOTA FWPE has been received from the fieldwork 
site, a grade of “Fail” for the   course will be posted by the Academic 
Fieldwork Coordinator.  

7. The student will schedule a meeting with the Academic Fieldwork 
Coordinator within 10 days of the termination. 
 

XI. Cancellation of Fieldwork Placement  
In the event of a site cancellation of a fieldwork placement following student assignment, 
the student should immediately contact the AFWC or the AFWC will contact the student. 
An alternate placement will be found as soon as possible. Depending on the timing of the 
cancellation, the alternate placement may be delayed.  
 
XII. International Fieldwork 
Alvernia University offers international fieldwork placements (ACOTE 2018-C.1.16).  
If students are to attend an international level II fieldwork, the Academic Fieldwork 
Coordinator will ensure that proper qualifications of the FWE are furnished to the 
Academic Fieldwork Coordinator. Qualifications include at a minimum; the occupational 
therapist has graduated from a program approved by the World Federation of 
Occupational Therapists and has 1 year of experience in practice (ACOTE 2018-C.1.16). 
Alvernia University has placed three students on Level II international fieldwork in the 
past three years. 
 
XIII. Part Time Fieldwork 
“Level II fieldwork may be completed on a part-time basis if it is at least 50% of a FTE 
(full-time equivalent) at that site. The FTE depends on the fieldwork placement’s usual 
and customary personnel policies. The setting and the academic program determine the 
total hours required to comprise a full-time equivalent” (ACOTE, 2022).  

Alvernia University adheres to this policy and provides part-time fieldwork on an 
individual basis. Alvernia’s minimum part time requirement is 20 hours per week for a 
duration of 24 weeks. This can be completed for both Level II Fieldwork experiences. The 
Level II Fieldworks must be completed in sequence and within 24 months following 
completion of the didactic portion of the program. (ACOTE 2018-C.1.10). 
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Level II Fieldwork Forms 
 

Level II 
• Personal Data Sheet (used by both student programs) 
• Student Evaluation of FW site (SEFWE-an electronic version will be provided)  
• Fieldwork Performance Evaluation (a link to the electronic version will be 

provided) 
• Site Specific Objectives 
• Orientation Form 
• AOTA Data Form  

 
 

 All documents are available online through the following steps: 
• Log in to MyAlvernia 
• Click on the Portal (in the upper right-hand corner) 
• Click on Forms and Docs (left side column) 
• All documents are listed under the Professional Programs tab 

Guidelines for Level I and Level II Fieldwork Attire, Grooming and Related Safety 

Occupational Therapy students are expected to adhere to the following guidelines when 
completing assignments at fieldwork sites, during lab sections and when attending class 
related fieldwork trips. Your appearance and attire should be appropriate for the type of 
facility, as well    as the type of clients you will be working with. 

Below is a list of guidelines to follow in relation to appropriate attire, grooming and related 
safety. Remember, specific requirements for attire as established by the fieldwork site (Level 
I, Level II and class related field visitations) supersedes Alvernia University’s protocol.  

Prior to beginning any type of Fieldwork, the student is responsible for inquiring at 
their Fieldwork site for specific policies regarding attire and professional behavior that 
is expected at the site. 

Clothing 

• Neat and tailored long pants are usually preferable to skirts/dresses. 
• If skirt/dress is worn it should be approximately knee length or longer. 
• Shoes with closed toes and backs (no straps), low or no heel should be worn for 

safety.  
• Socks should always be worn with any attire. 
• Sweaters and tops should be loose fitting. It should be large enough to be 

unrestrictive. If you raise your arms and the top gets “stuck” on any part of you it is 
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not appropriate for Fieldwork (i.e. stomach shows when you raise your arms). 
Additionally, low cut shirts, sweaters, revealing midriffs are not to be worn. 

• Shirts should have sleeves and should be void of inappropriate messages, logos, etc. 
• Tee shirts, sweatshirts and hats are not to be worn. 
• Sweatpants, denim jeans, spandex or legging pants, and shorts are not to be worn. Pants 

should be worn at the waist and not too low or baggy. To assess if pants are appropriate, 
bend and squat as if assisting a patient. Does your shirt pull out, are your undergarments   
showing? If so, these pants are not appropriate for Fieldwork. 

• All garments (including face masks) should be void of logos, inappropriate messages, 
or political statements.  

Jewelry/Piercing/Tattoos 

• Jewelry of any type is to be kept to a minimum, bracelets, rings, necklaces, earrings, and watch. 
• Tattoos must be covered unless otherwise stated by the facility. 
• Visible facial piercing of the nose, lip, tongue, eyebrow, etc. should be removed 

unless otherwise stated by the facility. 

Grooming 

• Hair should be clean with no extreme coloring. 
• Long hair should be pulled back and tied. 
• Facial hair should be neatly trimmed or shaved as appropriate. 
• Good body and oral hygiene should be maintained. 
• Fingernails should be clean, and maintained at an appropriate length for patient care and  

infection control  
• Strong perfumes, colognes and after shave lotions should be avoided. Some facilities 

may not allow any scents to be worn for the client’s protection. 
• Makeup should be worn in moderation. 

Other 

• Student should abstain from chewing gum, vaping, and smoking at the clinical sites. 
• Students must wear the Alvernia ID tag as identification unless an alternate badge is issued  

at the site.  
 Occupational Therapy students may not be able to continue their fieldwork due 
to inappropriate or unsafe attire until the student completes remediation strategies to 
correct the problem.  The remediation strategies will be identified by the Fieldwork 
Educator, in conjunction with the AFWC. 
 

Additional Information 
 

Alvernia University Social Media Policy  
See Alvernia University Student Handbook  
 https://www.alvernia.edu/current-students/student-handbook 

 
Fieldwork Site Cell Phone Policy/Social Media Policy 

**Please clarify and strictly abide by the fieldwork site policy. Violation in 

https://www.alvernia.edu/current-students/student-handbook
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policy could result in termination of Level I or     Level II fieldwork by the site.** 
 

Alvernia University Harassment Policy 
For further information, refer to Student Code of Citizenship in the Student Handbook. 
https://www.alvernia.edu/current-students/student-handbook 

 
Alvernia University Occupational Therapy Department Procedure for Complaints 

Our guiding principle is to settle disputes in a prompt and fair manner, in keeping with the 
underlying Franciscan values of Alvernia University. Formal complaints may be initially 
received by any Occupational Therapy faculty or staff member, but no action can be taken 
until the Occupational Therapy Department Chair is notified of the complaint. When this has 
occurred, the person will be notified that their formal complaint against the program has been 
received. After initial screening by the Occupational Therapy Department Chair, the 
complaint will be channeled to the individual, group or office judged to be most directly 
relevant and appropriate to resolve the complaint.  

A formal complaint against the Occupational Therapy program is defined as a written 
expression   of serious dissatisfaction related to a specific aspect of the Occupational Therapy 
program at Alvernia University. Anonymous complaints are not accepted. A complaint is 
distinguished from a dispute about a course grade or other academic matter, which is handled 
under the Academic Grievance Procedures described in the relevant Undergraduate Student 
Handbook or Graduate Catalog. Alvernia University also has procedures for addressing 
Student Grievances related to university policies, and complaints related to Ethics, Research 
(Institutional Review Board), Non- discrimination, Equal Employment and Harassment. If the 
complaint is found to relate to one of these areas, it will be forwarded for disposition to the 
appropriate office and the person who initiated the complaint will be notified of this action. 

 
A written response will be conveyed to the person who initiated the complaint by the 
Occupational Therapy Department Chair or College Dean within 90 days of 
acknowledgement of the receipt of the complaint. The Occupational Therapy Department 
Chair will keep a record of the disposition of all formal complaints. Disposition of formal 
complaints against the program will be reported in the Occupational Therapy Program 
Annual Evaluation Report. 

https://www.alvernia.edu/current-students/student-handbook
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Alvernia University Academic Compliance Requirements – AY 2023-2024  
ALL clearances must be submitted to Academic Compliance for approval, prior to placement!      

Applies To Requirement Frequency   Notes/How to Proceed 

All Students 

 

 

NOTE: 

APPLE 

products 

(MACC, IPad, 

Safari) may 

not be 

compatible 

to PA STATE 

and you will 

NOT be able 

to complete 

clearance. 

 

PA Criminal 

Record Check - 

$22.00 

 

 

 

Completed yearly Notes:  Clearance MUST have copy of seal (no receipts or invoices will be accepted) 

• Certificates marked as “Volunteer” purpose will NOT be accepted. 
• EPATCH will no longer send out clearance, it is the responsibility of the student to 

print out the PATCH clearance, receipts will not be accepted in Academic Compliance 
• Student’s responsibility to save/print certificate, Academic compliance will not 

accept receipts 
 

Students going to ST. LUKES OR Wellspan for internship – DO NOT DO VOLUNTEER 
(accepting employment) 
Steps: 

1. Access the PA Criminal Background Check (PATCH) site:  Pennsylvania Access To 
Criminal History - Home (pa.gov) 

2. Click Record Check (upper right), then New Record Check 
3. Accept to the terms & conditions  
4. Select “Individual Request” option. 
5. Reason for the check should be “Employment” 
6. Fill in required information, use your Alvernia email for notifications from PA State 

Police  
7. Verify your information is correct, then Proceed. 
8. Fill in required information, leave blank – ID Theft #, MUST use calendar for DOB 
9. Submit request, you can verify info by clicking your name, Save 
10. Submit, Check out – Credit Card info - $22 fee that must be paid online  
11. 1st email from PA State Police will be confirming the request, 2nd email of completion.  
12. Save 2nd email for it has the R Control # on it which can be used to search for 

certificate. 
13. Click on the control # hyperlink to retrieve clearance, click on Certification Form 
14. Save clearance to a folder on desktop and print, send clearance WITH emblem to 

academic.compliance@alvernia.edu – RECEIPTS will not be ACCEPTED 
 

 

https://epatch.pa.gov/home
https://epatch.pa.gov/home
mailto:academic.compliance@alvernia.edu
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All Students PA Child Abuse 

Clearance 

$13.00 

Completed yearly Notes  Keep your login information to be able to retrieve your results/reapply as needed. 

• Certificates marked as “Volunteer” purpose will NOT be accepted. 

• Student’s responsibility to save/print certificant—receipts are not accepted. 

Students going to ST. LUKES OR Wellspan for internship – DO NOT DO VOLUNTEER 
(accepting employment) 
Steps: 

1. Access the PA Child Abuse Clearance through the Child Welfare Information Solution 
site:  https://www.compass.state.pa.us/cwis/public/home 

2. On the Child Welfare portal, select either to “Create Individual Account” (for first time 
users) or “Individual Login” (if you have an account already set up). 

3. For “Create Individual Account” users, provide information to set up account. 
a. When creating an account, note that “Keystone ID” is a username you create. 
b. An email will be sent with a temporary password.  Copy the password and 

click on the “Child Welfare Portal” link in the email to access your account.  
Use your Keystone ID (username) and password to log in. 

4. For “Individual Login” users, use your Keystone ID (username) and password to log in. 
5. If prompted, verify your account and select the type of device you are using.  Select a 

new password. 
6. For application purpose, student should select “Individual 14 years of age or older 

who is applying for or holding a paid position” (which will give an “Employment” 
reason for the request on the clearance)  

a. Note - for education students only, we would accept a clearance if you used 
“School Employee Governed by Public School Code” for the reason for the 
clearance. 

7. Agree to terms & conditions and submit personal information. 
8. There is a $13 fee that must be paid online by credit card. 
9. Important – keep your keystone ID and password so you can return to the account to 

retrieve your result.  Otherwise, you will need to redo the entire process (including 
payment). 

10. Once you complete the application process, a link to the results will be emailed within 
14 days.  Follow the link and log into your account to retrieve your results. 

https://www.compass.state.pa.us/cwis/public/home
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11. Save and print the certificate.  Scan or take a picture of the clearance and email a 
copy to academic.compliance@alvernia.edu 

 
 

All Students 

 

 

Students 

MUST use 

SERVICE 

CODES 

according to 

their major. 

 

 

 

 

 

 

 

 

 

 

FBI 

Fingerprinting 

Background 

Check  

$25.25 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Completed yearly 

 
 
 
 
 
 
 

 

 

 

 

 

 

Follow 

individual 

guidelines if 

assigned to 

Notes:  Pre-registration appointments are best for electronic fingerprinting.  Walk In 
appointments are not guaranteed. 

Steps: 

• Access the FBI Fingerprinting Clearance through IdentoGO site: 
https://uenroll.identogo.com  

• There is a prompt to enter a Service Code. Depending on the type of academic 
program, the codes differ. Students should enter codes as listed below in the 
following categories that match Alvernia’s academic programming.   

o Students need to be aware that depending on the facility, they may will 
require additional documentation OR a different FBI request. 

• Schedule or Manage Appointment 
• Personal information needed to fill out 
• It is suggested that you enter your Alvernia email 
• Employer information is Alvernia University, 400 Saint Bernardine St. Reading, PA 

19607 
 

THERE IS NOW AN OPTION TO RECEIVE AN ELIGIBILITY LETTER VIA EMAIL, WHICH CAN ONLY 
BE OPENED ONCE!! AND CAN NOT BE ACCESSED AGAIN. THIS IS A GREAT OPTION FOR 
STUDENTS ON A TIMELINE FOR INTERNSHIP AND THE ORIGINAL WILL BE MAILED – WHICH 
WILL STILL BE NEEDED IN THIS OFFICE.  

• You must be prepared to download, save or print the Result Letter when accessing it the 
first time because you will only be able to access the link once. 

• Email will come from:  PASafeCheck 
• The email link cannot be reset or re-emailed. 
• After clicking the emailed link, you will have three attempts to correctly answer your 

Security Question to retrieve your Eligibility Letter. 

 
BELOW ARE CODES TO BE USED BY DESIGNATED MAJOR 

Some facilities may require additional clearances! 

mailto:academic.compliance@alvernia.edu
https://uenroll.identogo.com/
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SERVICE 

CODES for 

designated 

PROGRAMS 
 

school 

district, etc. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have questions?, ASK!!, rather than do the wrong clearance!! 

Dept of Human Services: 

AMH, AT, BUS, CJ, COM, OT, HCS, POL, NUR, DNP, DPT, SCI, 

PSY, MACC, SW, MSW students:  

Service Code: 1KG756 (Department of Human Services) 
Employer:  Alvernia University, 400 St. Bernardine St., 
Reading, PA 19607 
 

AT, DPT, OT - (St. Luke’s) 1KG756- (verified w/site) 
AT, DPT, OT – (Wellspan) Use 1KG756 – (verified w/site) 
OT (PTS/ School District) 1KG6XN 
 
 
Dept of Aging:  1KG8RJ 

**Lehigh Valley Hospital/satellite locations: ANY major and Non-Resident of PA 

**Tower Health/satellite locations: ANY major participating at TH and is not a 
resident of the State of PA for 2 years needs to do a Dept of Aging FBI 
 

Service Code:  1KG8RJ (Department of Aging) 
Facility ID:  14537 (Alvernia University) 
Position type: Students/Trainees 
Position Applied For:  Students/Trainees 
 
AT, (IF going to S/D) EDU, PhD students: Dept of Education 

Service Code:  1KG6RT (PDE) 
AT: Service Code: 1KG6XN if you are doing internship at 
PDE/School Districts 
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International students – Use your Passport for I/D 

Citizenship Page – Use F1 for Non-Immigrant VISA/Status  
 

• Select a location which you will need to go to in order to have your fingerprints 
taken.  Fingerprinting locations near you can be located on the IdentoGO website.   

Local sites close to Alvernia main campus include: 
Mail-N-Ship 4U                                   Yurconic Agency 
96 Commerce Drive                          3657 Penn Avenue 
Wyomissing, PA  19610                    Sinking Spring, PA. 19608 

Local sites close to Alvernia Philadelphia Center include: 
8302 Old York Rd,  
Elkins Park, PA 19027 
450 S Easton Rd,  
Glenside, PA 19038 

Local site close to Alvernia Schuylkill Center include: 
2221 W. Market Street 
Pottsville, PA  17901 

• The cost is $25.25 after fees.  Payment is accepted at the fingerprinting site at the 
time of the appointment.  No cash is accepted. 

• Confirmation of the appointment will be sent to your email within 24 hours.    
• Photo ID (whatever method you chose) is required by the fingerprinting location 

before they are allowed to process the request. Such as a Passport, Photo ID issued 
by a federal, state (driver’s license), VISA or local government is required.  Alvernia’s 
photo ID is not accepted. 

• The electronic fingerprinting appointment is approximately 10 minutes.  Keep a copy 
of the receipt with the UE ID number on it.  The UE ID number is important in case 
you do not receive the results in the mail. 

• Unofficial results will be emailed within 7-10 days as long as no criminal charges are 
found.  Important – only open the email when you have time to review the results 
and save the document.  Once the email is accessed, you CANNOT access it again. 

• Save AND print the certificate.  Scan or take a picture of the clearance and email a 
copy to academic.compliance@alvernia.edu 

mailto:academic.compliance@alvernia.edu
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          Certification Requirements 

Applies To Requirement Frequency Notes/How to Proceed 

NUR 

  

AT: CPR course 
 with 

curriculum 
 

OT req: 
CPR/AED & 

First Aid 
 

DPT req: ONLY 

Basic Life 
Support 

(BLS)CPR/AED 
for Healthcare 
Professionals 

RQI system 

 

 

 

 

CPR Certification 

or Re-

Certification 

 

 

 

 

 

• Maintained 

during entire 

program time 

Accepted Courses:   OT - Must be blended course – online training and classroom testing 

• Basic Life Support for Healthcare Professionals by the American Heart Association  - DPT, 
OT 

• Adult & Pediatric First Aid/CPR/AED-BL certification by the American Red Cross (OT 
students first aid included) 

• Adult & Pediatric CPR/AED & First Aid for Healthcare Providers certification by the 
American Red Cross (OT students first aid included) 

 
Notes:  Certification usually lasts for two (2) years.  

• Certification MUST demonstrate skills, therefore, online only courses are NOT accepted. 
• Certification must have certification in a Healthcare Provider course that includes adult, 

child, infant, and AED certification. (OT includes First Aid) 
Steps: 

1. To find local American Red Cross BLS/CPR courses: 
https://www.redcross.org/take-a-class 
2. To find local American Heart Association BLS/CPR courses: 
https://cpr.heart.org/en/courses/basic-life-support-course-options 
3. RACC and emergency responder organizations (fire department/police) often have CPR 

courses open to the public. 
4. Alvernia University course PED 133 CPR/AED for the Professional (1 credit) fulfills this 

requirement with the BLS certification through the American Red Cross. Does not include 
first aid. 

5. Once the course is complete, save or print the certificate.  Scan or take a picture of the 
clearance and email a copy to academic.compliance@alvernia.edu 

 

 
 
 

 
    

https://www.redcross.org/take-a-class
https://cpr.heart.org/en/courses/basic-life-support-course-options
mailto:academic.compliance@alvernia.edu
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Training Requirements 

 
Applies To Requirement Frequency Notes/How to Proceed 

AT, DPT, 

EDU, OT 

AND/OR 

Per agency 

affiliation 

agreement 

Recognizing and 

Reporting Child 

Abuse 

• Completed once 

before start of 

1st clinical 

fieldwork 

• Once and done 

Notes:  For licensed professionals, this course is approved for 3 continuing education credits for 

compliance with the PA Department of Human Services and Department of State to meet 

mandatory reporting. 

Steps: 

1. Access online program at https://www.reportabusepa.pitt.edu ACT 126 
2. If you have not previously registered please click the "Registration" link at the top of the 

page. 
3. Make sure to complete all fields accurately.  
4. Please refer to the frequently asked questions (FAQ) section after login. 
5. Expect to spend approximately 3 hours to complete the entire program and quizzes.  The 

program allows for you to take a break and come back to complete the course at another 
time.   

6. Once the course is complete, save and print the certificate.  Scan or take a picture of the 
clearance and email a copy to academic.compliance@alvernia.edu 

 
 
 
 
 
 
 

https://www.reportabusepa.pitt.edu/
mailto:academic.compliance@alvernia.edu
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AT, DPT, 

NUR, OT 

ALL Trainings 

 

Education 

Interface 

 

 

 

 

 

 

 

Programs 

exceptions: 

• AMH, HCS, PSY, 

BSW, MSW must 

complete the 

HIPPA link. 

                                  Education Interface 

 

• Notes:      Trainings are done only once during your time at Alvernia. 

• Training modules must be completed by all students. You will be sent an email from 
Academic Compliance with a username, password and instruction. Training will vary 
according to your major. 

 
o Fire Safety 
o Infection Control/Standard Precautions 
o Bloodborne Infections 
o Electrical Safety 
o Lifting to Prevent Injury 
o HIPAA Compliance 
o Covid 19 Precautions 

 
Steps:. 

1. Access the online Education Interface Log in: Education Interface Log In | Online Courses 
with user name and password assigned to you by email. 

2. Complete all training modules that are assigned to you required of your major which is 
designated. 

3. Once you complete all training modules assigned your will send the final Progress Report to 
Academic.compliance@alvernia.edu  

 

 
 

https://www.educationinterface.com/log-in/
mailto:Academic.compliance@alvernia.edu
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Health Requirements (Before Entering Clinical/Fieldwork/Internship) 

 
Undergraduate students must complete this section before the first day of their very first clinical/fieldwork/internship class.   

• Undergraduates include traditional day, adult evening, and online students enrolled at Alvernia University or any of its satellite campuses.   
 
All post-graduate students must complete this section before the first day of their very first clinical/fieldwork/internship experience.   

• Post-graduate students include master’s and Doctoral students enrolled in a traditional or online course at Alvernia University or any of its 
satellite campuses. 

Important Notes: 
• All health requirements may be completed by a private physician, nurse practitioner, or physician’s assistant and submitted to the Health and 

Wellness Center Portal. 
• Students who are completing their clinical/fieldwork/internship with a department or location on-campus are required to complete the same 

requirements as students who are participating at a location off-campus. 
 
Applies To Requirement Frequency Notes/How to Proceed 

All Students  Off Campus 

Educational 

Experience Form 

• Once and done Steps: 

1. Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

3. Click pending forms or my forms in the center of the next page to access your incomplete 
medical forms.  This form automatically is deployed to your portal once you become a 
student.  If the form is not listed as a pending form, you may have already completed it. 

AT, DPT, 

NUR, OT 

AND/OR 

Per agency 

affiliation 

agreement  

Physical Exam • Annual 

requirement 

while in field 

Notes:  Written documentation from healthcare provider of an annual physical exam visit 

summary is not adequate.  Must be full documentation of physical or Alvernia physical form.  

• The Alvernia University Physical Exam form is located at the bottom of the Student Health 
Portal homepage.  

Steps: 

1. Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

https://alvernia.studenthealthportal.com/
https://alvernia.studenthealthportal.com/
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3. Upload to the Alvernia Health and Wellness Portal.  
AT, DPT, 

NUR, OT,  

AND/OR 

Per agency 

affiliation 

agreement 

Influenza Vaccine Annual 

Requirement while 

in field 

Notes:  Attend a Health and Wellness Center Flu-Vaccine Clinic, Pharmacy or make appointment 
with your medical provider. 

• Proof of influenza immunization with current seasonal influenza vaccine 

Steps: 

1. Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

3. Upload to the Alvernia Health and Wellness Portal. 
 

AT, DPT, 

EDU, NUR, 

OT 

AND/OR 

Per agency 

affiliation 

agreement 

Tuberculosis (TB) 

Testing 

 

OT: required to 

have a 2-step 

PPD annually on 

each level of 

fieldwork 

• Annual 

Requirement 

while in field 

 

Notes:  Two negative skin tests; one within the past year and one within the past two years or one     
Quantiferon TB Gold blood test within the past year. 

• Schedule tuberculosis skin tests with the Health and Wellness Center during the PPD clinics 
offered in the spring semester. 

•  Schedule tuberculosis testing with your private healthcare provider. TB forms and 
guidelines are available at the bottom of the Student Health Portal homepage. 

Steps: 

1. Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

3. Upload to the Alvernia Health and Wellness Portal. 
 

All Students  Hepatitis B 

Declination Form 

• Once and done Notes:  Proof of immunization and signed Hep B Titer Declination Form or proof of immunity with 
blood titer lab results. 
Steps: 

1. Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

3. Upload to the Alvernia Health and Wellness Portal. 
 
 

https://alvernia.studenthealthportal.com/
https://alvernia.studenthealthportal.com/
https://alvernia.studenthealthportal.com/
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All Students  Pneumovax 

Vaccine 

• Once and done Notes:  Proof of immunization or signed declination. 

Steps: 

1. Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

3. Upload to the Alvernia Health and Wellness Portal. 
 

AT, DPT, OT  

AND/OR per 

agency 

affiliation 

agreement 

 

***NUR  

COVID-19 & 

boosters 

  

 

Notes:  Students enrolled at all campuses should provide documentation of an FDA authorized 
(Emergency Use of fully licensed) vaccination.  Alvernia will allow for request of medical and 
religious exemptions. 
EXCEPTIONS: 

***Nursing program requirement – NO exemptions will be allowed for the program 

***OT Program – Proof of Covid Vaccine required prior to start of Level II Fieldwork 

 Student should be aware that not all facilities are accepting exemptions within the campus. 

Steps: 

1.  Access the Alvernia Health and Wellness Portal on the Alvernia website or 
https://alvernia.studenthealthportal.com  

2. Enter your username and password; this username/password will be the same as your 
Alvernia computer/email login. 

3. Upload to the Alvernia Health and Wellness Portal. 
DPT, NUR, 

OT 

AND/OR 

Per agency 

affiliation 

agreement 

Drug Screen • Each Semester, 

prior to starting 

fieldwork 

Notes:  12-panel urine drug screen performed by Penn State Health St. Joseph.  Test includes THC, 
Opiates, Opiate 2000, Cocaine, Amphetamines, PCP, Barbiturates, Benzodiazepine, Oxycodone, 
Methoqualone, Propoxyphene, and Methadone. 

• Alvernia is directly charged for your drug screen. 
• For “positive results” please refer to academic department policy or consult Health and 

Wellness Center. 
Steps: 

1. Students can get the referral form with list of laboratory locations from their Fieldwork 
Coordinator. 

2. Student will need the referral form and photo ID to complete the test. 
3. Each student will sign a release to allow Penn State Health St. Joseph to report results 

directly to the Health and Wellness Center. 

https://alvernia.studenthealthportal.com/
https://alvernia.studenthealthportal.com/


 

47 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alvernia University 
400 St. Bernardine St., Reading, PA 19607 
WAIVER AND RELEASE FROM LIABILITY 

 
On behalf of myself, or in my capacity as the parent/guardian of the participating minor, and INTENDING TO BE LEGALLY BOUND, the undersigned hereby releases Alvernia 
University, its agents, officers and employees from all responsibility and any liability for any injuries, illness and/or loss which may result from or arise out of, or be connected with 
any participation in the University’s program known as: ____________________________________________________________ ______________________ (course or program)  
 
for the academic year(s) of __________________________________.  
 
This Release extends and applies to, and also covers and includes, all unknown, unforeseen, unanticipated, and unsuspected injuries, damages, loss and liability, and the 
consequences thereof. The provisions of any State, Federal, Local or Territorial law or statute providing in substance that releases shall not extend to claims, demands which are 
unknown or unsuspected to exist at the time, to the person executing such release, are hereby expressly waived.  
In signing this release, I acknowledge that any travel may be dangerous and may result in harm to me and my property. I voluntarily accept and assume these risks and dangers and 
release Alvernia University from all responsibility and any liability for any injuries and/or damages which may result from my decision to participate in this program,  
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I further promise, covenant and agree not to bring, commence, prosecute or maintain, or cause or permit to be brought, commenced, prosecuted or maintained, any suit or action, 
either at law or in equity, in any court in the United States, or in any State thereof, or elsewhere, against Alvernia University, Its agents, officers and/or employees for personal injury, 
property damage or any other type of loss, arising out of, or In any way connected with my participation in said program.  
I also agree to indemnify and hold harmless Alvernia University, its agents, officers and employees from all liability, claims, demands and damage or cost, arising out of my 
participation in said program.  
I authorize university personnel or representatives to approve emergency medical treatment for myself in the event of injury or illness during my participation in the program. I 
represent and warrant that I am and will be covered throughout the program by a policy of comprehensive health and accident insurance which provides coverage for injuries and 
illnesses I sustain or experience while in the program and, more specifically, in the countries in which I will be living and/or traveling while on the program.  
I understand and agree that this release is binding on me and my heirs, executors, administrators, personal representatives and next-of-kin. My signature denotes my understanding 
of and agreement with this statement and its implications.  
I agree that this document shall be interpreted and governed by the laws of the Commonwealth of Pennsylvania.  
I agree that if any provision of this document shall for any reason be held invalid or unenforceable, such invalidity or unenforceability shall not affect any other provision of this 
document.  
 
 
IN WITNESS WHEREOF, intending to be legally bound, I have hereunto set my hand this _____ day of _______________, 20____.  
 
 
___________________________________       __________________________________________________  
Witnessed By Signature of Program        Participant or Parent/Guardian of minor  
 
___________________________________ __________________________________________________  
Print Name of Minor Participant Printed Name of Participant or Parent/Guardian of minor  
 
Emergency Information  
 
______________________________        _______________________________  
(Who to Contact in Case of Emergency)           (Relationship)  
 
______________________________        _______________________________  
(City and State)              (Phone Number) 
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