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OCCUPATIONAL THERAPY STUDENT HANDBOOK 
 
 This Handbook contains information and policies adopted by the Programs in 
Occupational Therapy. Some of the information is contained only in the Handbook and is 
provided here in greater detail than in any other document.  All of the information relates 
to some aspect of your education, and it is important that you become familiar with the 
contents. 
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Limitations of Handbook 
 
This handbook is intended to provide information for the guidance Columbia University Occupational 
Therapy students.  While every effort has been made to ensure the accuracy of the information contained 
herein, accuracy cannot be absolutely guaranteed, and anyone who needs to rely on any particular matter is 
advised to verify it independently.  The contents of this handbook are subject to change, and the Programs 
reserve the right to depart without notice from any policy or procedure referred to in this handbook, or to 
revise and amend this handbook in whole or in part at anytime.  This handbook is not intended to and 
should not be regarded as a contract between the University and any student or other person. 

 
 

Introduction to the Programs in Occupational Therapy 
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Introduction 
 
 The curriculum of the Program in Occupational Therapy at Columbia University reflects 
the mission of the University, the philosophical base of the profession, the beliefs and values of 
the faculty about professional education at the graduate level, and the needs of the students who 
enter with a baccalaureate degree. 
 
 
Mission Statement 
 
 The mission of Columbia University is to provide a deep, broad, challenging education, 
beyond the acquisition of information and marketable skills, encouraging the hunger for 
understanding and the quest for enduring values.  
 
 The College of Physicians and Surgeons is guided by the principle that medical education 
is university education.  The acquisition of knowledge and skills is important in professional 
education, but far more vital is a profound understanding of the science, the art and the ethic 
within which both knowledge and skill are applied.  As a part of Columbia University, the 
College builds its curriculum, selects its officers of instruction, and marshals its enormous 
resources of equipment and clinical experience to develop in the student this understanding of 
medicine (Bulletin of the College of Physicians & Surgeons, Columbia University). 
 
 The Program in Occupational Therapy is guided by the principles of the College of 
Physicians and Surgeons, of which it is an integral part.  A decade ago, the College of Physicians 
and Surgeons launched a curriculum that acknowledges to a far greater extent than before the 
context of the family, the community, and society as part of the healing process.  Currently, the 
College is moving towards placing greater value on education, and its role in promoting clinical 
excellence and research. This expanded mission creates a favorable climate for the Occupational 
Therapy Program to build and enhance its curriculum beyond strict adherence to the medical 
model, guided by the beliefs of occupational therapy that emphasize the impact of illness or 
disease, and prevention: how these impact the daily lives of individuals.  Incorporated in this is 
the need to acknowledge the context of the individual in every aspect of health care.  
 
 The mission of the Occupation Therapy Programs at Columbia University is the 
preparation and/or the advancement of knowledge of occupational therapists who, by virtue of 
their respective graduate professional education, can engage in the health care field as clinicians, 
clinical instructors, program developers, scholars, and researchers. The programs various 
curricula are built on the premise that attainment of competence and scholarship requires that 
once having been provided with the resources, students learn how to learn independently and 
collaboratively.  This emphasis upon both independent and collaborative learning is viewed as 
the most effective mechanism for preparing students to practice in an evolving health care 
system. 
 
 Graduates of the programs are professionals who can identify human and non-human 
problems, can independently and collaboratively search for and create resources to develop 
solutions, and through a process of clinical reasoning determine and implement optimal 
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intervention strategies.  Mastery of these skills is achieved through a curriculum mode that 
simultaneously provides a variety of clinical and academic resources and teaches students to rely 
on their own resources.  The program also provides a foundation for graduates to assume 
responsibility for lifelong learning and for contributing to the growth and evolution of 
occupational therapy.  
 
 
Philosophy 
 
 The philosophy of each of the occupational therapy programs rests on a combined 
framework of educational theory as well as the beliefs expressed in the Philosophical Base of 
Occupation Therapy.  This model incorporates five distinct but related elements: the adult 
learner, professional education, occupational therapy, the health care system, and society. 
 
1. The Adult Learner 
 

♦ Students are mature adults who have previously demonstrated the ability to participate in 
a liberal arts education and may have demonstrated knowledge and skill in the world of 
work. 

♦ Students at the graduate level are adults with different needs and approaches to learning.  
The faculty must be willing to depart from the traditional teaching approaches to adjust to 
the needs of a variety. 

♦ Adult learners can assume responsibility for their own education.  They must be provided 
with resources and instructed in ways of accessing information in order to maximize their 
learning.  

♦ Adult students enter graduate education as motivated learners with a self-selected career 
goal.  Each new learning experience must allow students to use well-established skills to 
address unfamiliar, unexpected and more complex situations.  

♦ Adult learners are consumers of their educational system and must be included in 
formulation of policies in that system. 

 
2. Professional Education 

♦ Each profession has a unique body of knowledge that must be transmitted within a 
limited time frame to those who are entering the profession. Students must learn to 
manage their time in order to meet the temporal as well as the content requirements. 

♦ Education for practice must include making connections across disciplines, placing the 
discipline of occupational therapy in a larger context.  Students must be provided with 
opportunities for interdisciplinary and transdisciplinary learning.  

♦ Professional education must include ample time and opportunities to apply theories and 
skills to actual practice. 
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♦ The learning environment must include a variety of role models who embody those 
qualities that are valued by the profession. 

♦ Faculty in professional education are experienced practitioners who assume responsibility 
for transmitting the values of the discipline to the student.  This calls for a collegial 
environment in which faculty assumes the role of mentor, facilitator and coach rather 
than the student’s only source of knowledge. 

 
3. Occupational Therapy 
 

♦ A person is an active being whose development is influenced by the use of purposeful 
activity or occupation. 

♦ When normal development at any stage of life is interrupted by illness and disease, a 
corresponding breakdown in the activity pattern of that person may occur. 

♦ Occupational therapy through the provision of purposeful activity may be used to restore 
function, prevent dysfunction, or to adapt to irreversible losses. 

♦ The occupational therapy process involves a partnership between the recipient of care and 
the occupational therapist. 

♦ Provision of occupational therapy at any level includes assessment and problem 
identification, goal setting, planning intervention, implementation of multiple approaches, 
and evaluation of outcome based on the idiosyncratic needs of the individual.  Students 
must become familiar with each of these processes in a generic and specialized sense.  

♦ The occupational therapy process must acknowledge in equal measure the expertise of 
the occupational therapist in specific knowledge and interpersonal skill, as well as ability 
to communicate, collaborate and coordinate services in any given setting.  

 
4. Health Care 
 

♦ Currently, health care is in a state of flux.  Students must become familiar with change as 
an environmental reality and must learn ways of anticipating, planning for, and 
responding to change.  

♦ Health care delivery must be provided in many different settings.  Students must be 
prepared to translate occupational therapy principles and to provide services in these 
settings. 

♦ In anticipation of health care reform, education must prepare students to respond to as yet 
unanticipated fiscal realities in which they must be prepared to balance issues of quality 
and quantity. 

 
5. Society 
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♦ Membership in a profession carries privileges and responsibilities assigned to that 
profession by society.  These responsibilities include, but are not limited to, recognition 
of an adherence to ethical standards with which the student must be familiarized. 

♦ Students must recognize and be responsive to the changing composition of the 
communities in which they work. 

♦ Students must acknowledge that a profession has made a covenant with society to 
approach every recipient of service with the highest degree of integrity, to provide 
humane care to every person under their care, and to respect the cultural diversity and 
alternative lifestyles of individuals.   

♦ As members of the world society, students must acknowledge their relationships not only 
to people in geographic proximity to the university but also their connections to people 
all over the world. 

 
 
Curriculum Design: Professional (Entry-Level) Program 
 
 The curriculum design reflects the mission of the university and the philosophy of the 
Program in Occupation Therapy in the sense that the real issue of illness and disease is the 
impact on the individual in the context of his/her environment.  With this conceptual model in 
mind, the curriculum is built on four assumptions: 
  
 First, if occupational therapy education at the entry level is to prepare students to address 
this impact, then the educational program must provide the students with equal preparation in 
four major areas of life stages and clinical conditions of clients. 
 
 Second, professional education must provide ample time and opportunity to apply 
theories to practice in a broad spectrum of environments.  Throughout the four semesters 
students spend the equivalent of one day per week in a community or clinical setting where 
occupational therapy services are provided.  The nature of the fieldwork placement varies each 
semester.  It also varies according to the design of the clinical learning experience. 
 
 Third, the program is based on a framework that acknowledges the need to introduce 
adult learners to the body of knowledge of the profession by providing learning experiences with 
increasing complexity and increasing student independence.  Equally, with each ensuing 
semester the patient/client’s context is more carefully analyzed and takes the student into the 
client’s home, school or community setting.  
 
 Fourth, the expectation for professional education at the graduate level must include 
preparation for scholarly, educational, and management roles.  The importance of research is 
underscored throughout the four semesters with didactic preparation and the completion of a 
Master’s Project.  Class presentations foster confidence for educational roles.  Every course 
incorporates in some measure the beliefs and the mission, either in content, learning strategies or 
evaluation of outcome.  
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Rationale for Content, Scope, and Sequence 
 
 The curriculum is built on two organizing ideas that guide the selection of content and 
run concurrently through the four semesters: first, content that focuses on the individual and 
addresses performance components and performance areas; and second, content in 
preparation for professional roles and responsibilities in research, program development, 
health policy, education and management. Since the students come with a broad preparation in 
the liberal arts and clearly delineated prerequisite courses in the physical and behavioral 
sciences, as well as communication skills, all science content in the program builds on this 
earlier foundation.  Structure and function are reviewed in the first semester along with an 
introduction to pathology.  The pathology content during the second semester provides the basis 
for the problems and specifically for working with patients with mental disorders during their 
Level I and Level II fieldwork.  The research component of the program extends throughout the 
two years and culminates in a report of a research project at the end of the second year.  Also in 
the second year are the remaining three clinical courses and their corresponding fieldwork.  
 
 In collaboration with the staffs at the fieldwork sites, three different Level I models have 
been developed to emphasize different learning strategies that are required for each.  The first is 
the traditional model generally found in Level I settings where 1-2 students are supervised by 
one OTR one day per week over 12 weeks.  This is used for, Physical Disabilities I and 
Occupational Therapy With Children II.  In the second model, used for Mental Health, 
students go to their placements for two days per week during the last seven weeks of the course 
and receive direct supervision by an occupational therapist on-site or off-site.  This allows 
students to absorb all the didactic content before application to the clinical setting.  In the third 
model, used for Occupational Therapy with Older Adults, students are most frequently placed 
into a community setting and receive direct supervision from someone other than an 
occupational therapist.  An occupational therapist supervisor visits the students in the clinical 
setting.  Students assume greater responsibility for decision-making and for exercising 
professional judgment.  
 
First Semester 
 The Professional Foundations course and its full day clinical assignment introduce 
students to the philosophy of the profession.  In this course students learn what to expect from 
the profession and what will be expected of them as occupational therapists.  The weekly 
opportunities to explore practice with children, older adults, mental health, and physically 
disabled populations allow students to observe a variety of role models and to experience a 
occupational therapy outcomes to which the basic science courses in Human Anatomy and 
Neuroscience can be applied.  The course that emphasizes normal development of groups is 
Group Dynamics where students examine various group theories and apply these to classroom 
experiences.  This course also begins to look at groups as an important treatment modality for 
patients, a content area that is further developed in the Mental Health course of the second 
semester.  Also in preparation for Mental Health students have a course in Psychopathology that 
covers the symptoms and classification of mental illness.  Finally, the research sequence is 
introduced through the course in Research Methods that lays the foundation for planning and 
implementing the Master’s Project during the following three semesters. 
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Second Semester 
 While the emphasis of the first semester is on structure and function, the second semester 
focus is on dysfunction and treatment.  The major time commitment is given toward the Mental 
Health course that includes concentrated didactic preparation in the first six weeks, followed by 
six weeks of two full days per week of Level I fieldwork.  This content is balanced by our 
Clinical Conditions course, which addresses medical, neurological and orthopedic conditions.  
Students are introduced to Occupations that looks at the tasks of living from an anthropological 
perspective: what people do, when, where, why and how, and what happens when people are 
unable to do these things.  A course in Clinical Reasoning is part of this semester, as students 
explore the role of interpersonal relationships and counseling interventions, and where reflective 
and interactive reasoning is stressed. Kinesiology is included in this semester to continue ones 
understanding of structure and function, and includes a lab component that begins the skill 
development process of physical exams (range of motion, muscle testing, etc).  In keeping with 
the third unit in the Curriculum design that addresses preparation for professional responsibilities 
in research, students are introduced to the research agenda of the program and join with faculty 
on designing and carrying out a project.  The Evidence Based Practice I course provides the 
arena where students, in teams, develop the research proposal to be implemented in the second 
year.  Students have the option of taking two research courses in lieu of Evidence Based Practice 
I, II, and Final Project; these courses are offered in spring of year 1, followed by a course in fall 
of year 2, and have a research project embedded in them. 
 
Summer – Level II Fieldwork A – Mental Health 
 Students spend twelve weeks, full-time, in a mental health setting.  This could be an acute 
or long-term care facility, with inpatient or outpatient services, with age groups that range from 
pediatrics through the older adult.  An effort is made to provide a different type of setting from 
the Level I Mental Health fieldwork.  Students are given a choice of location and, when possible, 
setting.  
 
Third Semester 
 Evaluation and treatment, as well as prevention, are emphasized in the third semester in 
three clinical courses: Courses that focus on Physical Disabilities, Children and Older Adults 
each addresses the problems of specific patient populations.  The Level I experience in Physical 
Disabilities runs once weekly throughout the entire semester, while the half-day weekly Level I 
Older Adult experience starts during the last four weeks of the semester and runs throughout the 
fourth semester. (Please see the explanation above of the various Level I experiences.)  The 
Health Policy course introduces students to the changes in health care ads reflected in the 
policies and programs that influence and are influenced by the changes.  During this semester, 
students work with their research advisors in preparing the protocol for the Institutional Review 
Board of the University and, once having passed this, start the data gathering for their Master’s 
Project. This is done with the guidance of their faculty advisor, and through involvement in the 
third component of the research sequence: Evidence Based Practice II.  In the professional 
responsibilities unit, Indirect Service allows students consider various modes of service 
delivery, and to design a community based program for implementation. This includes preparing 
all the components of a grant, from strategic aims through budgets and marketing.  Indirect 
Service is a year long course that is completed during the final semester of the program. 
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Fourth Semester 
 In the final semester the clinical content increases in complexity and students begin to 
move out of the medical model for their Level I fieldwork.  The full-day, once weekly, 
Pediatrics fieldwork takes students into schools and day programs, while the Gerontology 
fieldwork exposes students to community agencies for the frail elderly and home care for more 
disabled seniors.  The second half of Physical Disabilities exposes students to evaluation and 
treatment of patients with neurophysiological problems.  Finally, the culmination of the 
Master’s Project occurs during this semester. Students not only submit their written work to a 
committee for review and feedback, but also present their work at the Occupational Therapy 
sponsored Interdisciplinary Research Day. This event brings together a broad university audience 
in which student research achievements are highlighted.   
 
Electives 
We have introduced a series of Electives in areas of interest to occupational therapy.  Each 
student is required to select at least two electives from a roster provided by the program.  
Occupational Therapy electives provide opportunity to study material in greater depth, and allow 
students to pursue particular areas of interest.  These electives can be taken at any time during 
the program of study, as long as prerequisites have been satisfied.  Most students take these 
during their final year of study.   
 
Summer – Level II Fieldwork B – Physical Disabilities 
Students spend twelve weeks in a variety of facilities where patients receive occupational 
therapy for problems primarily with a physical origin.  They are placed in a broad range of 
settings, ranging from acute care to chronic care, health promotion, and private practice. 
 
Fall – Level II Fieldwork C – Special Interest (optional) 
This optional fieldwork provides students with experience in additional areas.  This includes but 
is not limited to pediatrics; international work; or professional concerns with the AOTA. 
 
 
Educational Outcomes/Objectives 
 
 The goals of the Program are to educate occupational therapists who demonstrate the 
knowledge, skills, and attitudes that will enable them to: 
 

1. Work competently and collaboratively in any practice setting, integrating a range of 
evidence-based knowledge of therapeutic interventions 

 
2. Identify micro and global systems operating in each individual’s life, both 

hierarchically and longitudinally, and be able to address and respond to these systems 
 

3. Acknowledge and embrace similarities and differences in gender, ethnicity, class, 
culture, and age 

 
4. Instill and foster the direction toward leadership and scholarship in health care 
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5. Interpret and promote occupational therapy intervention approaches for: 
a. Patients/clients 
b. Health professionals 
c. The general public 
d. Fiscal intermediaries and legislators 

 
6. Think simultaneously as an occupational therapist generalist and specialist 

 
7. Acknowledge change as a persistent factor and respond proactively 

 
8. Assume responsibility for contributing to the health policy arena. 

 
The competencies for each of the objectives are met through individual courses 

throughout four semesters. 
 



 - 11 -

Fieldwork: Professional Program 
 
The fieldwork experiences in the professional program are carefully designed to provide students 
with a range of experiences in a variety of practice areas and in a variety of practice settings.  
The five fieldwork level 1 experiences are embedded in the Professional Foundation course 
during the first semester, and in each of the major clinical courses of all subsequent semesters.   
The objectives, goals, and assignments related to each of the level 1 experiences are included in 
the course materials for each course.  Assignment to each level 1 experience is made by each 
respective course director.   
 
Each of the level 2 fieldwork experience provides an in depth experience in the multiple roles 
and responsibilities of an occupational therapists.  Assignments to all level 2 experiences are 
made by the level 2 fieldwork coordinator, in collaboration with the student and with the faculty.  
All materials related to the level 2 experience are distributed by the level 2 fieldwork 
coordinator.  The level 2 experience is described in the next section of this document. 
 
Fieldwork Objectives 
The objectives of the overall fieldwork program, which includes all level 1 and 2 experiences, 
are as follows: 
 

1. Apply previously learned theoretical concepts to the actual therapeutic and 
professional situation. 

 
2. Utilize appropriate methods of evaluation to determine the needs and treatment goals 

of assigned patients/clients. 
 

3. Plan an effective treatment program for assigned patients/clients which includes 
appropriate goals, methods, and media to meet the needs and circumstances of 
assigned patients/clients. 

 
4. Implement treatment programs with assigned patients/clients according to the 

guidelines set forth in given treatment plans. 
 

5. Communicate effectively – orally or in writing – with patients/clients and staff for the 
purpose of contributing to the facilitating the collaborative treatment planning aspects 
of the therapeutic milieu.   

 
6. Interact professionally as a beginning occupational therapist with other members of 

the treatment team. 
 

7. Begin to define ways in which he/she would like to become a contributing member of 
the occupational therapy community. 

 
8. Increase and integrate his/her knowledge of the various environments in which an 

occupational therapist can perform and the various roles in which an occupational 
therapist can function. 
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9. Perform organizational and administrative tasks that are necessary for the 

maintenance, up-keep, and continued functioning of an occupational therapy unit. 
 

10. Participate in the supervisory process to become familiar with the process and to learn 
the value and techniques of giving and receiving feedback for purposes of learning 
and growth. 

 
11. Supervise other students, personnel, or volunteers to develop an awareness of the role 

and responsibilities of the supervisor. 
 

12. Cultivate professional attitudes and motivations, which include a sense of 
commitment to and involvement in the goals and functions of the professional team. 

 
Overview Of Level II Fieldwork 
(adapted from guidelines set forth by the Metropolitan Occupational Therapy Education Council, 
and Mercy College’s Occupational Therapy Program) 
 
Fieldwork II consists of supervised practical experience at various agencies or institutions 
associated by agreement with Columbia University.  A minimum of 24 weeks full time Level II 
Fieldwork Experience is required in order to sit for the certification examination.  This time may 
be completed on a full-time or part-time basis. 
 
1. Fieldwork placements are typically for 12 weeks full time [five days for the number of 

hours/day that is considered full time in the facility – not less than a six-hour day].  
Students follow the workday schedule of supervisors.  This may include some evening or 
weekend hours.  Students must make up all missed time, arrangements for doing so must 
be negotiated with the clinical supervisor. 
 

2. Completion of all fieldwork experience must be no later than 24 months following 
completion of the academic preparation unless the Program Faculty Review Committee 
grants an extension for extenuating circumstances.  While every effort is made to 
schedule fieldwork during specific time frames, fieldwork site availability may alter this 
sequence.  Consequently, some students may have breaks prior to starting fieldwork or 
between fieldworks.   
 

3. Students from Columbia may only affiliate at facilities where a signed and current 
fieldwork agreement exists.  If students would like to affiliate at a site that does not 
presently hold an agreement with Columbia University they should contact the fieldwork 
coordinator as soon as possible to explore the feasibility of completing fieldwork at the 
site. 
 

4. It is possible to complete a fieldwork placement in another state.  Students interested in 
this option should speak with the fieldwork coordinator when they enter the O.T. 
program.   
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5. An optional third Fieldwork placement in an area of specialization may be arranged upon 
the request of the student or the recommendation of the fieldwork coordinator.  These 
experiences provide additional knowledge and skills in an alternative practice area (e.g. 
pediatrics or hand therapy), or provide students with an opportunity to work in an 
administrative arena (e.g., working at the AOTA National Office in political lobbying 
efforts).  These fieldwork experiences are tailored to meet the goals of the individual 
student, and may be 8-12 weeks in length.  Students who participate in this optional 
fieldwork postpone their official graduation date until the Specialty Fieldwork has been 
completed. 

 
6. Once a student is assigned to a site for fieldwork, the student is expected to fulfill his/her 

obligation.  There are times, however, when a fieldwork site may alter its date or cancel 
its commitment.  In the event that there is a cancellation, Columbia University will make 
every effort to reassign the student. 

 
7. Some fieldwork sites have additional requirements, such as proof of immunization; 

screening for illicit substances; background checks (e.g., finger print screening). While 
these sites sometimes ask the Program to provide these assurances, it is our Programs’ 
policy that this is a student’s responsibility to provide the necessary documentation to 
that site.  More and more sites are requesting these additional requirements. It is best that 
all students assume that at some point during their academic preparation, they will be 
asked to comply. 

 
8. The occupational therapy office maintains files on all centers in which students may be 

affiliated.  These files contain any information that the centers send to the college.  These 
files may be reviewed to assist in making decisions about your preliminary placement 
selections.  They CANNOT be taken off our program’s premises.  The files are to be read 
in the department area. 

 
Assignment of Students to Level II Fieldwork Sites 
 
1. During the first year of the program, fieldwork coordinator meets with the students to 

discuss sites.  The students submit a list of preferences to the fieldwork coordinator.  The 
fieldwork coordinator, in conjunction with the faculty who assist with fieldwork 
placements, reviews each student’s choices and makes the final decision assignments 
based upon knowledge of the student’s academic records, learning style, interests, special 
skills and abilities along with knowledge of the facility’s student program, patient 
populations, work space, and types of learning experiences offered.  All placements are 
based upon the availability of the facility to host a student. 

 
2. Students are not permitted to approach facilities to negotiate their own placements 

unless they have spoken to the fieldwork coordinator.  Clinical sites frequency frown 
upon receiving calls from multiple students and students may not be aware of the 
placements of other students.  Any contacts, concerns, or questions related to fieldwork 
should be directed to the fieldwork coordinator. 
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3. Most fieldwork placements require a personal interview as part of a facility’s student 
selection process.  Some of these interviews are competitive in nature.  Fieldwork 
coordinator will advise students of interview requirements.  Students can practice 
interview skills with the fieldwork coordinator, if needed or required. Interview should be 
completed as soon as assignments are made or as soon as the site can schedule. 

 
4. Level II fieldwork is generally completed on a full time basis at the end each academic 

year of course work. Part-time fieldwork can only be considered after all of the 
program’s academic work is completed, and with permission from the fieldwork 
coordinator. 

 
 

Level II Fieldwork Attendance Policy 
 

1. During the fieldwork experience students are expected to follow the daily work schedule 
of the occupational therapists at the facility to which they are assigned.  This may include 
working some evenings or weekend days.  There are no personal or “vacation” days 
during this experience.  Up to three “sick days” are allowed, for which the student may 
be required to submit a doctor’s note (please note that sick days are not to be used for 
“personal days” unless the site agrees).  Fieldwork sites have the right to request a 
physician’s note for the missed day(s) . If a student uses more than 3 sick days, that 
student is required to make up those days at the end of the experience.  Therefore, 
students should not make non-refundable vacation plans for the week following their 
anticipated completion of fieldwork. 

 
2. There are occasions when a fieldwork experience needs to be extended in order to 

reinforce a student’s knowledge and skill.  This decision is made in collaboration with the 
supervisor, the fieldwork coordinator, and the student.  Again, students should not make 
non-refundable vacation plans for the week following their anticipated completion of 
fieldwork. 

 
3. There may be extenuating circumstances for which students need to be excused early on 

Fieldwork days.  Students must make such arrangements directly with their on-site 
Fieldwork supervisor.  If granted an excused absence, the student must make up this time, 
and is responsible for arranging with the supervisor to do so.  The Fieldwork supervisor 
reserves the right to limit or disallow absence based on patient and clinic needs.   
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Curriculum Design: Doctoral (Ed.D.) Program 
Columbia University's Programs in Occupational Therapy has teamed with the Movement 
Science/Kinesiology Program at Teachers College, Columbia University, to offer a unique 
program leading to the Ed.D. in Movement Sciences with a specialization in Occupational 
Therapy.  This program will allow students who already have a Masters in Occupational 
Therapy and clinical experience to gain from combining study in both areas. Students take core 
and research preparation course work in the movement science program, and coursework in the 
occupational therapy program. The research would be carried out largely under the supervision 
of occupational therapy faculty, with the additional support of movement science faculty.   
 
This degree is directed toward preparing the current and the next generation of leaders in 
occupational therapy with interests in movement and daily function. These leaders will assume 
professorial roles in universities and colleges within departments of occupational therapy. The 
degree may lead to: 

• Tenure-track faculty position in occupational therapy departments  
emphasizing teaching and applied research.  

• Research Coordinator (university, hospital, clinic)  
• Director/Administrator (university, teaching hospital)  

 
Students enrolled in the Ed.D. Program will have an opportunity to integrate and contribute to 
basic and applied science as it relates to occupational therapy and movement science.  
 
Broad areas of research fall under the following categories: 

• How movement and posture support participation in daily living. 
• Movement impairment and its impact on functional daily living skills. 
• Development and testing of real world / ecologically valid assessments of motor function. 
• Development and testing of occupation-based practice guidelines related to movement 

impairment. 
 
Examples of Current and potential areas of specific research foci include: 

• The role of perception, motor, and cognition in the context of daily living. 
• How mental imagery and practice affects recovery after central nervous system 

dysfunction. 
• Vestibular, sensory, and motor impairment as manifested in patients with psychiatric 

disorders, and its impact on participation in daily living.   
 
Students in the Ed.D. program in Movement Science with a specialization in Occupational 
Therapy have a unique opportunity to study with faculty of both programs.  Although students 
are enrolled in Teachers College, each is assigned an academic advisor from the Programs in 
Occupational Therapy, who, in collaboration with the faculty of TC, plan out a program of study 
that combines the science of motor learning within the context of occupation.  Students in this 
program are expected to maintain continuous enrollment  
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Coursework is taken on both campuses.   As per university policy, the Ed.D. requires 90 credits 
beyond the bachelor’s degree. Since most students with entry-level masters in OT have at least 
45 graduate credits in related areas, we expect that 45 credits will be transferred from another 
qualified institution and that the doctorate will be comprised of approximately 45 credits beyond 
the existing Masters. The credit allocation is to be shared among the existing programs in 
Movement Science and Occupational Therapy. 
 
Summary of Credit Point Distribution By Area 
 
Teachers College:  
Movement Science:  (15 points)  
Research Preparation: (9 points) 
Occupational Therapy (15 points) 
Electives (6 points) 
 
Thesis 
Ongoing Evaluation of Doctoral Students. At least once a year, the progress of doctoral 
students is formally reviewed by at least two faculty members (one from occupational therapy 
and one from movement sciences) who then meet with the student to discuss their evaluation and 
give advice.  
 
Certification Examination. This examination covers the research area of the student’s 
dissertation work. The student will prepare a bibliography of material to be covered and will 
have it approved by the sponsor (OT faculty member) and one member of the movement science 
faculty, both of whom will prepare and evaluate the exam. Successful performance on the 
certification examination will be required prior to formal review of the dissertation proposal. 
 
Dissertation Proposal. The student submits a dissertation proposal to the faculty in occupational 
therapy/movement science. The dissertation proposal should include pilot work.   Upon 
acceptance of the dissertation proposal, continuous enrollment is required (comparable to three 
points of credit or non-credit dissertation advisement) until the successful completion of the 
degree. 
 
Preparation and Defense of the Dissertation.  The final oral defense of the dissertation involves 
a specially appointed committee of at least four faculty members including the sponsor (from the 
OT faculty), a movement science faculty member, a second person from the OT faculty and an 
out of department representative from Teachers College. 
 
Please refer to the program’s bulletin, and to Teachers College, for additional information. 
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Professional Values Statement  
 
 Your successful entry into the profession of occupational therapy depends on many 
factors.  These include your academic achievement and your recognition and demonstration of 
professional behavior.  Students who make a smooth transition into professional practice possess 
a set of internal values that are closely aligned with the values of their chosen profession. 
 
 What is value? 
 
 Basically, a value is a belief held as one’s own that guides behavior.  As you are faced 
with choices about how to respond to situations in life, your personal values will guide the 
choice of response you select. 
 
 What are professional values? 
 
 Professional values are beliefs that are observed as guides for conduct in behaving, in this 
instance, as an occupational therapist.  These professional values can differ from personal value 
preferences.  AOTA has identified seven core values and attitudes:  Altruism; Equality; 
Freedom; Justice; Dignity; Truth; Prudence. 
 
 What are professional values at Columbia? 
 
 Professional values and their corresponding behaviors at this university begin with the 
concept that we are a community composed of many individuals.  While individual needs in this 
community are important, of paramount importance is the understanding that we are all current 
or future members of a professional group.  Professionals are often called upon to lay aside 
personal concerns and to consider the values of the professional group. 
 
 During your student career, you will become familiar with the Code of Ethics of your 
profession.  This document represents the values held by your profession and is a guide to 
conducting yourself as a health professional.  These professional values will likely cause you to 
examine your personal values for signs of congruence or lack thereof. 
 
 The faculty and administrative staff members of the Program in Occupational Therapy 
will assist you in the socialization process of your chosen profession.  It is expected that your 
personal values of honesty, integrity, and responsibility will remain active while you are a 
student and will be incorporated into your professional values.  In the spirit of establishing a 
community for learning which will benefit all of us and which will assist you on your path 
towards becoming a professional, we expect all faculty, administrative staff, and students to 
conduct themselves according to specified behavioral standards when interacting with each 
other.  These standards are based on mutual respect, a desire to maintain an atmosphere of 
civility, and tolerance for individuality.  We believe that adherence to these standards by all of us 
will establish the foundation for mutually rewarding relationships.  This foundation will 
ultimately enhance the atmosphere for teaching and learning and will afford all of us 
opportunities for professional growth.  
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Academic Standards for Occupational Therapy 
The Programs in Occupational Therapy use a letter grade system for all courses.  A grade of “C” 
is considered the minimum passing grade.  The records of students receiving  grades of C , or of 
students in jeopardy of academic probation, are subject to review by the program’s Progress and 
Promotions Committee.    
 
The grades are defined as follows: 
 
Excellent: 
A  Excellent achievement. 
A-  Close to excellent work. 
 
Good: 
B+  Very good;  expected of most graduate students. 
B  Good, acceptable achievement. 
 
Fair: 
B- Acceptable achievement, but below what is generally expected of graduate students.  This 

is the minimal acceptable grade for a clinical course. 
 
Minimally Acceptable: 
C+ and C  Minimally acceptable achievement. 
 
 
Failure: F  
 
 
Numerical values are often given on tests and assignments.  These values translate to letter 
grades as follows: 
 
A 4.0 = 94-100 C+ 2.33 = 77-79 
A- 3.67 = 90-93 C 2.0 = 74-76 
B+ 3.33 = 87-89 F 0  73 or lower 
B 3.0 = 84-86     
B- 2.67 = 80-83     
 
 It should be noted that the assigned percentages for each grade might vary slightly in 
courses other than those that are exclusively for occupational therapy students.  The syllabus for 
the course should serve as the guidelines for such situations.  
 
 Level II fieldwork is given for a grade of P/F (Pass/Fail).  A few selected courses offered 
by Columbia University may be taken for pass/fail or for a letter grade.  The student’s election of 
either grade option is subject to the instructor’s approval.  Upon matriculation, students may, 
with faculty approval, transfer a maximum of 3 semester credits of elective graduate course work 
from another regionally accredited college or university toward satisfying the degree 
requirements; or up to 9 semester credits if requesting a transfer of courses taken within an 
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occupational therapy program.  Courses must carry graduate credit and must be evaluated with a 
letter grade; the minimal acceptable grade is B.  Requests should be submitted in writing to the 
Director with a university catalog that contains the course description.  
 
 Full-time students can expect to complete the program in 24 calendar months and part-
time students in 36 months.  All students must complete at least one fourth (15 points) of the 
program in an academic year in order to maintain satisfactory progress.  In instances where a 
student may withdraw from the program, be granted a leave of absence, or interrupt the program 
of study because of mitigating circumstances, a determination of satisfactory progress will be 
subject to faculty review.  Transcripts of students’ records are issued at the end of each term, and 
the academic performance of each student is reviewed by faculty.  In order to continue in good 
standing, whether enrolled full- or part-time, students must maintain an average term grade of B- 
(2.67).  Students who fall below this average will be placed on academic probation.  To continue 
in the program the student must achieve a B- by the end of the following term.  Any student 
unable to achieve this average, or who is placed on academic probation for a second time, is 
subject to dismissal.  
 
 A student failing more than one course throughout the student’s tenure in the 
Occupational Therapy Program may not continue in the program.  A student who receives a 
grade of F in a required course or fieldwork experience must repeat that course or fieldwork 
experience in our program and may do so only one time. A passing grade must be earned in the 
repeated course or fieldwork experience in order to be permitted to continue in our program and 
advance to the next level of professional courses or fieldwork.  The courses in the first semester 
serve as prerequisites for the second semester courses.  The failing grade (F) remains on the 
student’s official transcript and is included in the academic record, whether or not the student 
repeats the course and passes it after the second attempt.  All courses in each subsequent 
semester serve as prerequisites for the next semester. A student who has failed one course 
(including Level II Fieldwork) will be placed on a leave of action until the course is satisfactorily 
completed.  The course must be completed in our program the following year. 
. Grades of C in required courses are subject to faculty review.  In treatment courses that 
are prerequisites to fieldwork, the record of students receiving less that B- are subject to the 
review prior to Level II Fieldwork.  In addition, in courses in which there is a Level I Fieldwork 
experience, students must pass the Level I Fieldwork in order to pass the course. 
 
 A student can request a mark of INC from the instructor in writing if he/she has 
satisfactorily met all the requirements of a course but has been compelled for reasons beyond 
his/her control to postpone certain assigned papers or reports.  The outstanding work must be 
completed prior to the end of the next semester or before being permitted to advance to Level 
II Fieldwork.  In the event that a student does not complete the requirements during the extended 
time period, the grade will convert to a failing grade. 
 
 
Additional Academic Requirements and Competencies 
• In order to assist students in meeting the standards of our Program, we may require those 

who earn grades on exams that are minimally acceptable (e.g. “C”) or in the fail range to 
participate in tutoring sessions.  This requirement is intended to remediate performance. 
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• There are several exams that must be passed (with a minimum grade of 80%) in order to 

progress through our program.  Some of these exams are associated with courses, and must 
be satisfactorily completed during the semester that the course is given.  Others may be 
health science campus wide exams, but must also be completed during a specific time frame.  
These time frames are provided during the course or semester.  
o Students in the entry level program in Occupational Therapy are required to pass an exam 

related to Medical Terminology.  This competency is included as part of the requirement 
for the Professional Foundations class. 

o Students in all Programs in Occupational Therapy are required to pass an exam related to 
Good Clinical Practices.  This exam is given to all health science students and faculty, 
and is required prior to involvement in research projects.  Entry level students must pass 
this exam prior to completing Evidenced Based Practice I, and as part of the requirements 
for that course. Please refer to page 23 for more information. 

o Students in all Programs in Occupational Therapy are required to pass an exam related to 
the Health Insurance Portability and Accountability Act (HIPAA).  This exam is given to 
all health science students and faculty, and is required prior to clinical involvement and 
involvement in research projects.  Entry level students must pass this exam prior to their 
level 1 mental health fieldwork experience, and prior to completing Evidenced Based 
Practice I (whichever comes first).    Please refer to page 23 for more information. 

 
Change in Programs of Study 
 
Once registered, students may drop or add courses or change sections by filing a formal change-
of-program application with the Office of Student Administrative Services (Black Building, 
Room 1- 141) during the change-of-program period each term (see Academic Calendar). All 
such changes must first be approved by each student’s adviser. 
 
Students may drop courses after the change-of-program period by following the same procedure; 
however, for courses dropped after the last day for change-of-program in each term, no 
adjustment of tuition will be made. Last dates to drop courses are indicated in the Academic 
Calendar. Failure to attend classes or unofficial notification to the instructor does not constitute 
dropping a course and will result in a failing grade in the course. 
Students who begin the professional program’s full time course of study but wish to change to 
the three year option must do so early in the first semester, or between semesters. Approval from 
the faculty Committee on Progress and Promotions is required.  
 
Students who enter the professional program as part-time students will register for courses 
according to a predetermined schedule. Schedules and prerequisite courses of students on or 
changed to part-time status will be determined on an individual basis according to program 
policy.  
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Student Writing Guidelines 
 
These fundamental writing guidelines pertain to all courses in the Occupational Therapy 
program.  The requirements for papers should meet those described in the individual course 
syllabus as specified by the course director.  The Programs in Occupational Therapy rely on the 
guidelines from the APA electronic style guide 2007. You can also refer to the  Publication Manual of 
the American Psychological Association (6th ed.).  The references below are from the APA 
manual.  
 
I. General Guidelines 
 The following are the general guidelines that you should follow when writing papers.   

1. Double space,12 point font,1 inch margins 
2. There should be only 1 space between sentences. 
3. Check grammar, spelling, and punctuation (See attached poem) 
4. Number pages and stick to the number of pages required by assignment 
5. Use heading level as specified by APA 
6. Unless a faculty member asks you to, final papers are NOT to be faxed or e-mailed—

they should be turned in to course director in print format. 
7. Faculty members may ask that you first submit your paper to the Turnitin website for 

review.  The process on how to do this will be reviewed with the class. 
8. Grades follow criteria and percentage described in the course syllabus addressing basic 

writing mechanics, organization, and content.   
9. Papers are due when posted in the course syllabus.  Unexcused late assignments may or 

may not be accepted by the course director.  If accepted, a grade reduction for every day 
of lateness could occur.  

 
II. APA Format   

Our program requires that you use the APA electronic style guide 2007 for the body of the paper 
and for reference section.  Focus on the following sections:  

i. Punctuation  
ii. Headings  
iii. Quotations  
iv. Tables & Figures  
v. Referencing Citation in Text  
vi. Reference List 

 
III. Common Problems and Errors 

1. Over use of quotations and paraphrasing:  paraphrasing and quotations should be used 
sparingly to make or emphasize a critical point. You are the author of the paper.  
Therefore, it should have your original thoughts.  A paper full of quotations and a great 
deal of paraphrasing is unacceptable.  

2. Poor use of quotations and punctuation  
3. Individual chapter authors should be referenced not just the editor(s) of the textbook  
4. Reference Citations in Text 

i. One work by one author 
-use surname and the date when inserted in the text e.g., Cote (2002) states …. or 
…ADLs are consistently used with the geriatric population. (Cote, 2002) 
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-Within a paragraph, the author’s name and the year only need to be cited once.  
Subsequent references within the paragraph only need the authors’ name.  e.g., 
Cote (2000) states that….Alternately, Cote also found that… 

 
ii. Citing one work by multiple authors 

-2 authors: cite the authors’ name every time 
 
-3-5 authors: cite all the names the first time and use surname of first author 
followed by et al. and the year for subsequent use. 
 
-6 or more authors: cite the surname of the first author followed by et al. and the 
year. 
 

5. Use of Ampersand 
-use ampersand sign (i.e., &) before the last author when cited after the text; e.g., ADLs 
are consistently used with the geriatric population. (Cote & Bryan, 2000).  Use and 
before the last author when included within the text; e.g., Cote and Bryan (2000) state… 

 
6. Use of Numbers 

-general rule is to use figures to express numbers 10 and above and words to 
express numbers below 10. Measurements, number of subjects, and time are 
always expressed as numerals. 

 
7. Reference List 

-reference list is only for work cited in the text. 
-need to distinguish works written by primary author vs. chapters written in edited text. 

-Citations from other sources:  
i.  World Wide Web/Electronic Media  
ii. Newspaper clippings  
iii. Magazines  

 
 

I have a spelling checker, 
It came with my PC; 

It plainly marks four my revue 
Mistakes I cannot sea. 

I’ve run this poem threw it, 
I’m sure your please too no, 

Its letter perfect in it’s weigh, 
My checker tolled me sew!  
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University Requirements for Participating in Research 
 

Entry-level occupational therapy students are required to complete a master's research 
project at the conclusion of the research course sequence: OTM6571-4 (more specifics are found 
in the masters project guidelines and course syllabi).  Postprofessional students are required to 
complete a master’s thesis.  Doctoral students are required to complete a dissertation.  All 
research protocols at Columbia University must be approved by the Columbia University 
Institutional Review Board (IRB) in order for the study to proceed.  The university's IRB Board 
serves to protect human participants in biomedical and behavioral research.  As of January 1, 
2001, the Dean of Health Sciences at Columbia University mandated that any essential 
investigator (including individuals who obtain consent, collect data, administer tests) submitting 
a research protocol to the IRB, or participating in the study, must fulfill specific requirements.  
While these requirements are subject to change, at this time the requirement is a passing grade on 
the Good Clinical Practice examination.  This examination reflects the investigator's knowledge 
of inherent concepts for appropriate human subject protection and good clinical research.  To 
fulfill this university requirement, occupational therapy students are required to submit proof of 
passing the Good Clinical Practice test at the conclusion of OTM6572. Meeting this requirement 
will be discussed in OTM6571x and OTM6572y.  You may learn more about this requirement by 
accessing the rascal page of Columbia's website (see instructions below).  
https://www.rascal.columbia.edu. 

 
Students involved in clinical research are also expected to comply with the Health 

Insurance Portability and Accountability Act (HIPAA).  In order to do so, each student is 
required to review the course content associated with HIPAA, which is available on line, and to 
successfully complete the HIPAA exam, also available on line.   
 

To take either the GCP course and test, or the HIPAA course and test, 
simply go to the rascal page of Columbia's website. The direct link is: 
https://www.rascal.columbia.edu 
the under the Compliance section, click on "training center".   
Then log in with your ID and password 
Go to "Course Listings", then following either tract below: 

 
 
 GCP 

 
Click   TC0006 - Health 
Sciences: Protection of Human 
Research Participants (GCP) - 
for Investigators in 
Epidemiology and the Social 
and Behavioral Sciences  
then a panel will appear with 
the links for the course study 
content, and the test. 

HIPAA 
 
Click   TC0019 - HIPAA: 
Health Insurance Portability 
Accountability Act Training 
Course  
then a panel will appear with 
the links for the course study 
content, and the test. 
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Academic and Clinical Integrity 
 
 Throughout the two years at Columbia University and in university affiliated clinical 
settings, every student is expected to carry out assignments as an individual, unless otherwise 
assigned, and to avoid the incorporation of the ideas or work of others without proper attribution.  
All sources of ideas and direct quotations must be clearly documented.  Failure to do so 
constitutes plagiarism that is punishable as an academic offense. 
 
 In clinical and academic settings, students are expected to carry out assigned 
responsibilities with discretion and integrity in relations with patients/clients and professionals 
and to conduct themselves in a professionally responsible manner at all times.  In keeping with 
this, all occupational therapy students are expected to comply with Health Insurance Portability 
and Accountability Act (HIPAA).  In order to do so, each student is required to review the course 
content associated with HIPAA, which is available on line, and to successfully complete the 
HIPAA exam, also available on line.  Refer to page 23 of this manual for directions in finding 
the website.  Continuing development of appropriate professional behaviors is required for 
advancement throughout the Occupational Therapy Program. 
 
 The Faculty of the Programs in Occupational Therapy reserves the right to dismiss, or to 
deny admission, registration, readmission, or graduation to any student who in the judgment of 
the Faculty of the Programs in Occupational Therapy is determined to be unsuited for the study 
or practice of Occupational Therapy. 
 
Proprietary Rights in Intellectual and Technological Products 

Students, as part of a class assignment, may create, invent, and/or develop a product that 
has commercial value.  Prior to the marketing of such products, all individuals involved must 
provide a report to the program outlining the plan for commercialization.  The University has the 
right to maintain control over the marketing plan. Any proceeds from such products may be 
shared between the individuals involved, the Programs in Occupational Therapy, and the 
University, as described by the policies set forth by the Columbia Innovative Enterprises.   
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PROGRAM’S POLICIES AND PROCEDURES 

 
Guidelines for Student Conduct 
 
 The faculties of the Programs in Occupational Therapy have formulated the following 
guidelines as a framework for ethical and responsible behavior.  A student in the Programs has 
the responsibility to: 
 

1. Behave honorably at all times; 
2. Be sensitive to the needs and concerns of others; 
3. Make conscious efforts to understand and respect the values and practices of others 

who are different from him/herself; 
4. Carry out assignments as an individual, unless otherwise assigned, and to avoid the 

incorporation of the ideas or works of others without proper attribution.  All sources 
of idea and direct quotations must be clearly documented.  Failure to do so constitutes 
plagiarism that is punishable as an academic offense. 

5. Be respectful of classmates’ and of faculty work; do not forward information, course 
material, slides or handouts provided to you in any form of media, whether in hard 
copy, online, via email attachments, or via courseworks, to anyone who would not 
ordinarily have access to this information.  Keep in mind that material prepared for 
you by faculty is typically under copyright control. 

 
Students in the Programs in Occupational Therapy are expected to meet all standards set 

forth in our Program’s Honor Code, a copy of which is in this handbook. 
   

Columbia University Student Email Communication Policy 
 

Columbia University, recognizing the increasing need for electronic communication with 
students, has established email as an official means of communication with students.  An official 
Columbia University email address is required for all students. The University has the right to 
send official communications to the University email address, which is based upon the 
University Network ID (UNI) assigned to the student. 

The University expects that every student will receive email at his or her Columbia 
University email address and will read email on a frequent and consistent basis.  A student's 
failure to receive and read University communications in a timely manner does not absolve that 
student from knowing and complying with the content of such communications. 

Students may elect to redirect (auto-forward) email sent to their University email address. 
Students who redirect email from their official University email address to another address do so 
at their own risk. If email is lost as a result of forwarding, it does not absolve the student from 
the responsibilities associated with communications sent to their official University email 
address. 

All use of email will be consistent with other Columbia University policies including the 
Acceptable Use Policy (http://www.columbia.edu/cu/policy), and the Responsible Use of 
Electronic Resources, included in this handbook. 
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Communication within our Program 
 
 All students are expected to remain in communication with each course director, with the 
fieldwork educators, and with the Programs in Occupational Therapy.  To this end, daily access 
to the Columbia University Internet system for ongoing communications within courses and 
about courses, department broadcasts, course assignments/readings, etc. is required.  All students 
must activate and use their Columbia University identification (UNI) and password to access 
Courseworks and email.   
 Courseworks is an Internet based program through which information related specifically 
to courses is disseminated.  Everything from course syllabi, reading materials, class handouts, to 
course-based group discussions and exams, may be distributed / conducted.  Each course director 
will review how Courseworks is incorporated into each course.   
 If, for any reason, a student is unable to attend class or fieldwork, that student must notify 
the course director, the fieldwork educator, and the fieldwork supervisor in advance of the 
absence.  Please refer to the sections on attendance, pages 13-14, 28-29. 
 
Policy on Electronic Transmission of Written Assignments 
 
Policy Statement:   

Unless otherwise required, students are expected to submit all written assignments in 
person. If that is not possible, papers may be mailed directly to the faculty member responsible 
for the assignment, if the faculty member has given permission.  If time constraints exist, 
students should submit (at their expense) assignments through overnight, express, or priority 
mail systems.  

There are some extenuating circumstances, however, in which students find it necessary 
to submit short, written assignments to a faculty member through electronic means such as e-
mail or facsimile transmittals.  If a fax is to be used, no more than 3 pages may be submitted, and 
the student must have permission from the instructor prior to transmitting the assignment.  
Additional pages will not be accepted.  If an e-mail attachment is to be used, the student must 
have permission from the instructor prior to transmitting the assignment.  In either case, it is the 
student’s responsibility to confirm that the assignment was received, and it is the student’s 
responsibility to submit to the instructor a paper copy of the assignment as soon as one returns to 
school 
 
Intent:  To insure that assignments submitted by students to faculty are readable, reflect ample 
prior planning on the part of the student, and are submitted and received in a timely fashion. 
 
Applicability:  All students, full and part-time, enrolled in any of our occupational therapy 
programs. 
 
Consequence:  Faculty members are under no obligation to read assignments longer than three 
pages that are submitted via fax or e-mail.  Subsequently, students are at risk of receiving a 
reduced or failing grade for such assignments. 
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Laboratory/Classroom Conduct 
 
 The limited laboratory/classroom space calls for special consideration by all students for 
personal and university property.  This includes keeping each area clean and orderly.  Students 
are expected to: 
 

1. Arrive to class on time. 
2. Handle all laboratory materials with care.  (Special instructions will be provided for 

care of the Anatomy laboratory); 
3. Return materials to their original place; 
4. Return all borrowed materials; 
5. Report broken or non-working equipment to the instructor; 
6. Restore the space to order at the end of the class by replacing furniture as directed, 

removing any trash, and cleaning up after themselves. 
7. Be considerate and respectful of instructor and classmates.  This includes turning off 

cellphones; paying attention to instructor; not talking to classmate during lecture; 
inappropriate use of technology (texting, IM, internet surfing). 

 
Examination Conduct 
 
 To allow every student equal opportunity to succeed in an examination, the following 
procedure will be followed: 
 

1. Students must appear on time for an examination.  Proctors may allow or deny a 
student the right to begin the examination later than the designated time based on the 
student’s justifiable excuse for being late. 

 
2. If a student is unable to be present for an examination, he/she must notify the 

instructor or the departmental office prior to the beginning time of the examination.  
Unless such notice is received by the instructor or recorded in the office, make-up 
examinations need not be given.  

 
3. All personal belongings must be placed away from the seating area, including cell 

phones.  
 

4. Each student should be allowed equal open space around him/her.  Students should be 
seated as far apart as possible. 

 
5. The proctor will provide general instructions verbally after distribution of 

examinations, but prior to the timed examination period.  Questions regarding the 
examination should be clarified at that time. 

 
6. Students cannot ask questions during the exam.  If a student has a question about the 

exam, it can be written on the test and submitted.   
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7. If for any reason, other than asking a question about a test item, you need to speak to 
the proctor, please approach one at a time, ask your question as briefly as you can and 
return to your seat.  It is not a time for discussion.  While waiting to ask a question, 
please remain in your seat until the person in front of you has completed. 

 
8. If a student needs to be excused while the examination is underway, he/she cannot 

leave his/her seat without permission from the proctor.  If given permission, all 
belongings and the exam are left with the proctor. 

 
9. Students who finish the examination early may leave but must do so without 

distracting others. 
 

10. A student has the responsibility during examinations neither to give information nor 
to seek it from another student, or from any unauthorized source.  If there is any clear 
evidence of any student violating this rule, the proctor will have that student turn in 
his/her examination immediately and leave the room.  (A confiscated paper is equal to 
a failed examination).  The Ethics Committee will review any student whose 
examination has been confiscated. 

 
Attendance 
 
 Students are required to attend all classes, and all fieldwork assignments, as scheduled.  If 
a student is not in class, he/she is expected to contact the course director in advance of ones 
absence.  In the event that a student is absent due to illness, he/she may be expected to submit a 
physician’s note.  Please note that attendance is taken in each class. 

 Excused absence:  Any absence due to a major life event is excused; absence due to a 
planned major event (for example, one’s own wedding!) must however be cleared 
with each instructor at the beginning of each semester.  Such excused absences, 
unless otherwise noted, are generally limited to one day.  Extensive absences 
following a major life event may be subject to a leave of absence, with resuming ones 
education the following term / year.    
Absences due to religious holidays are subject to the terms identified in the following 
sections: Major Religious Holidays 

 Unexcused absence:  Any absence due to a vacation or other personal preference is 
considered “unexcused”.  Unexcused absences will result in the lowering of course 
grades. The student cannot request to have assignments or examinations rescheduled.  
Missed assignments and examinations are subject to a grade of “0”. 

 
The Programs in Occupational Therapy follow the general university calendar.  However, 

there are on occasion exceptions to the schedule identified by the university.  Examination dates, 
study dates, etc. may follow a different timetable.  It is imperative that each student review the 
Program’s schedule each semester, and review each course’s syllabi, before making any plans 
that are contingent on the calendar.  All dates are subject to change. 
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Major Religious Days 
It is the policy of the University to respect its members' religious beliefs. In compliance 

with New York State law, each student who is absent from school because of his or her religious 
beliefs, will be given an equivalent opportunity to register for classes or make up any 
examination, study, or work requirements which he or she may have missed because of such 
absence on any particular day or days. No student will be penalized for absence due to religious 
beliefs, and alternative means will be sought for satisfying academic requirements involved. 

Officers of administration and of instruction responsible for the scheduling of academic 
activities or essential services are expected to avoid conflict with major religious days as much 
as possible. If a suitable arrangement cannot be worked out between the student and the 
instructor involved, students and instructors should consult the appropriate dean or director. If an 
additional appeal is needed, it may be taken to the Provost. 

 While the Programs in Occupational Therapy will do its best to accommodate religious 
beliefs and observances by its students, requested adjustments must be reasonable, made 
well in advance of the requested day(s), and allow for the fulfillment of academic 
requirements.  Absences from class and fieldwork will not be accommodated on those 
holidays when work is permitted.  Absences on days when work is permitted are 
considered unexcused; anything scheduled, including exams, presentations, 
fieldwork, etc., cannot be made up.  Such absences may be subjected to a lowering 
of course grade, or failure of fieldwork experience. 
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Policy related to Attendance and Conduct on NI 8 
 

The 8th floor of the Neurological Institute building is home to the Programs in Occupational 
Therapy and the Program in Physical Therapy.  Access to this floor is provided 24/7; after 
hours, card key access is available.  The official hours for the Programs are 8:00 AM to 6:00 
PM Monday through Thursday and 8:00 AM to 5:00 on Friday.  The policies that follow are 
designed to provide a clean and safe environment for all students.   

 
1. The use of cell phones is prohibited except in designated areas.  On 

NI8, the lobby by the elevator and the student lounge are our 
designated areas.   This policy will be strictly enforced! 
 

2. We understand how tempting it is to congregate near the reception 
area or outside faculty offices.  However, the noise that naturally occurs makes it 
difficult for our receptionist to handle the everyday tasks, including answering the 
telephone.  Please refrain from using the reception area and the hallways as a place 
for social interaction.   
 

3. Please refrain from placing items on top of lockers, as this causes a safety hazard and 
theft hazard.  Any items found on the 8th floor will be held by the Receptionist until 
Friday of each week, at which time all unclaimed articles will be discarded. 
 

4. The student lounge is available for snacking and for meetings.  Vending machines are 
on hand for your use, as are the waste receptacles.  In addition, any food or drink item 
brought anywhere on the 8th floor must be discarded in the waste receptacles. 
 

5. Please leave the classrooms set up for class use.  Although chairs may be rearranged 
for meetings and seminars, it is imperative that the rooms be returned to their 
customary setup.  
 

6. Only authorized students, faculty, and staff are to use the photocopiers or have access 
to the faculty / staff mailboxes.  A list of authorized students will be posted in Room 
802.  If you need to drop something off for a faculty member, such as a book or a 
paper, there is a designated drawer in the reception area for this purpose.  Students 
may also place material for faculty and staff mailbox outside each faculty member’s 
door, if this is agreed upon by the faculty member. 
 

7. Students may use the conference room only if a faculty member reserves the room in 
the Schedule Book, in the name of the student and faculty member. 
 

8. Announcements of immediate importance to the student will be displayed on the easel 
at the front of the receptionist’s desk.  Nothing is to be taped to the glass entrance 
door. Bulletin boards and mail boxes will be used for ongoing communication to 
students. 
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9. All OT students have access to NI8 24/7.  If you should need to come to NI8 after 
hours and you are alone, please limit your visit to a 10-minute period of time.   If you 
are coming with other students and plan to study on NI8, under no circumstance 
should you leave the front door open to allow another person to gain access.  Only 
OT and PT students with a valid identification badge are allowed on this floor. 
 

10. Plinths are available for practice use after hours.  However, they must be returned to 
the classroom from which they were taken. No stationary plinths are to be brought to 
the corridor.  Folding plinths may be brought to the Student Lounge, but must be 
returned to the South classroom after use each day. 
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Responsible Use of Electronic Resources 
Use of Copyrighted Material on Columbia’s Computer Systems and Network 

 
As a member of the University you must be aware of the University’s policies, and the law, on 
use of electronic resources, including computers, networks, email, and online information 
resources, and the use of copyrighted material on Columbia’s computer systems and network.   
 
The University has received increasing numbers of allegations of illegal possession and 
distribution of copyrighted materials by its members.  Peer-to-peer file sharing programs, like 
Kazaa, Morpheus and Gnutella, have made it much easier for individuals to get and share 
unauthorized copies of copyrighted works, such as music and motion pictures.  Such activity is 
against the law and exposes both you and the University to legal liability.   
You can be held legally liable if you download or share music, movies or other files without 
permission from the copyright owner.  Under the law, repeated copyright violations by any 
network user may result in permanent termination of network access.   
 
Copyright Law and Policy.  To copy, distribute, share, or store any information or material on 
the Internet will infringe the copyright for that information or material, unless the user has the 
express permission of the copyright owner or the user qualifies for a legal exception under the 
law.  All network users must comply with federal copyright law. Violations of copyright law are 
also violations of University policy.  
Copyright protection covers any original work of authorship that is fixed in some tangible 
medium of expression. A work is protected from the moment it is created, and it does not have to 
contain a copyright notice to be protected.  This broad protection means that just about any work 
you come across--software, books, music, film, video, articles, cartoons, pictures, email--whether 
on the Internet, a CD, DVD, or tape -- is likely to be protected by copyright. While there are 
exceptions under the law that allow the copying or distribution of copyrighted works, it is fair to 
say that the use of peer-to-peer software programs to make and share copies of copyrighted 
music and movies, without permission of the copyright owner, would virtually never qualify for 
an exception. 
 
Responsibility.  By using University electronic resources and services you assume personal 
responsibility for their appropriate use and agree to comply with all relevant University policies, 
as well as State and Federal laws and regulations.  Please see 
http://www.columbia.edu/cu/policy/copyright-info.html for more on copyright and the Digital 
Millennium Copyright Act.  See http://www.columbia.edu/acis/policy for complete information 
on the University's Computer and Network Use Policy.  Abuses of network privilege are a 
matter of student conduct and are dealt with by your Dean.   
Copyright Abuse.  The University must take immediate action when notified of copyright 
infractions.  You will be notified of the alleged illegal activity and your network access may be 
terminated until you have corrected the problem.  You are personally responsible for any 
violation and subject to legal action on the part of the copyright holder.  A copyright owner can 
request a subpoena requiring the University to identify a person engaging in unauthorized 
copying, downloading or sharing.   
Use of Services.  The University provides an array of electronic resources and services for the 
primary purpose of supporting the business of the University and its missions of education, 
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research, and service. Our Internet connections are also shared with the Health Sciences Campus 
and with New York Presbyterian Hospital to support its mission of patient care.  Uses that 
threaten any of these activities or the integrity of the systems are prohibited.   
The University recognizes the dependence of students on the services and resources the network 
delivers in support of education.  As a student, you have a right to access and appropriately 
utilize the network in pursuit of your education.  However, your personal use of the network 
for recreation is, at best, a privilege.  When such use violates copyright law it is strictly 
prohibited. When such use impinges on the primary activities of the University, limits on use, 
even use that does not violate any laws, will be enforced.   
 
Monitoring.  The various technology offices on campus do not monitor the network for content, 
only for volume of use.  However, third-party enforcement agencies acting on behalf of copy-
right holders do routinely survey networked computers looking for violations of copyright laws.  
You may be in violation just by storing illegally obtained copies of such material.  Even 
unintentional infringement violates the law.  For information on disabling programs like 
Kazaa, Morpheus and Gnutella, see http://www.columbia.edu/acis/security/kazaa.html 
 
Network Abuse. File-sharing programs typically consume large amounts of network bandwidth.  
The University will automatically limit Internet access for computers generating excessive 
network traffic.  If such abuse threatens the missions and activities of the university, access to the 
network may be suspended.  For the current limit, see 
http://www.columbia.edu/cu/policy/bandwidth-frame.html. 
 
 
Alan Brinkley,  Provost and Dean of Faculties 
Elizabeth J. Keefer, General Counsel 
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Photography Release 
 

The Programs in Occupational Therapy at Columbia University and its representatives on 
occasion take photographs for the school’s use in print and electronic publications. This serves as 
public notice of the Programs in Occupational Therapy’s intent to do so and as a release to the 
Programs in Occupational Therapy of permission to use such images as it deems fit. If you 
should object to the use of your photograph, you have the right to withhold its release by filling 
out a form at the Programs in Occupational Therapy, Neurological Institute, 8th fl, rm. 805. 
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Programs in Occupational Therapy 
Honor Code for Academic and Professional Conduct 

 
 
The Programs in Occupational Therapy are committed to the highest academic and professional 
standards.  To this end, there is an expectation that all students, faculty and staff will act in ways 
consistent with these standards.  Conduct must reflect honesty and integrity in all activities 
associated with our programs and with all parts of the university.  The following reflects our 
programs’ Honor Code, and applies to but is not limited to classroom and clinical settings. 
 
To signify your understanding and agreement with these standards, please read the following and 
sign where indicated.  Note that academic work includes but is not limited to all assignments 
handed in for review; all presentations; all labs; and all fieldwork assignments, as determined by 
course directors and/or clinical instructor; and all extracurricular assignments associated with 
Columbia University.  Clinical settings are those settings in which students are placed for any 
assignment used in fulfillment of our programs requirements, or as part of an extracurricular 
activity associated with Columbia University. 
 

• Students in the Programs in Occupational Therapy are expected to fully engage in all 
aspects of the academic curriculum.  This includes fulfilling all requirements of each 
class, as delineated in each course syllabus, and in the student handbook. 

• All assignments and examinations will reflect full participation in accordance with the 
guidelines established by the course directors. 

• Each student must fully contribute to all assignments that are collaborative or group 
based. Under no circumstance will a member of a collaborative effort be “carried” by 
their group, or receive credit when that student did not contribute.  

• All submitted assignments will reflect original work.  Any information that is not original 
must be properly referenced according to the APA guidelines. 

• All students are expected to be respectful of classmates’ and of faculty work; do not 
forward information, course material, slides or handouts provided to you in any form of 
media, whether in hard copy, online, via email attachments, or via courseworks, to 
anyone who would not ordinarily have access to this information.  Keep in mind that 
material prepared for you by faculty is typically under copyright control. 

• No assistance, unless authorized by the course director, will be used on any assignment or 
examination.  Under no circumstance will cheating, including plagiarism, be tolerated. 

Cheating is defined as:  “the giving or receiving of unauthorized and or unfair 
aid in academic work. This may occur by, but is not limited to: lying, 
deceiving, stealing, talking, signaling, copying from other students, and 
unauthorized usage of books, data (both in hardcopy and electronic formats), 
study aids, or other sources in a manner inconsistent with the expectations 
established by”1 the Programs in Occupational Therapy. 

“Plagiarism includes but is not limited to: 
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•  Submitting essays, or portions of essays, or other prose 
written by other people as one’s own;  
•  Failing to acknowledge, through proper footnotes and 
bibliographic entries, the source of ideas essentially not 
one’s own;  

 
•  Failing to indicate paraphrases or ideas or verbatim 
expressions not one’s own through proper use of quotations 
and footnotes;  
•  Submitting an essay written for one course to a second 
course without having sought prior permission from both 
instructors;  
•  Collaborating with other students or outside sources on an 
assignment or examination without specific permission from 
the faculty member to do so;  
•  Using another person’s or institution’s research or data 
without attribution.”1 
 

It is each student’s responsibility to direct any questions or concerns about what constitutes 
academic and clinical integrity to a faculty member.  Within the Programs in Occupational 
Therapy, the Faculty and the Due Process Committee shall be responsible for reviewing charges 
of academic misconduct brought against a student. The consequences of a violation will be 
determined by the faculty.   The Programs in Occupational Therapy reserves the right to dismiss, 
or to deny admission, registration, readmission, or graduation to any student who in the judgment 
of the Faculty of the Programs in Occupational Therapy is determined to be unsuited for the 
study or practice of Occupational Therapy. The Programs in Occupational Therapy reserves the 
right to require its students to sign the Honor Code annually. 

My signature below signifies that I read, understand and am fully committed to the Honor Code. 
 
 
______________________________________________________________ 

Name (please print)      
 
 
 
______________________________________________________________ 

Name (signature)    
 
 
 
_____________________________________ 
   date 
                                                 
1 SIPA. http://www.sipa.columbia.edu/prog/deans.html  Accessed June 9, 2006 



 37

COLUMBIA  UNIVERSITY 
COLLEGE OF PHYSICIANS & SURGEONS 

PROGRAMS IN OCCUPATIONAL THERAPY 
 
 
Essential Functions for Admission and Matriculation to the  
Programs in Occupational Therapy, Columbia University 
 
 
Students enrolled in Columbia University’s Programs in Occupational Therapy are 
expected to meet standards and functions in addition to academic competence. These 
standards and functions, which parallel the professional behavior standards outlined in 
our student handbook (available on our website) reflect personal characteristics necessary 
for successfully completing our course of study.  These characteristics are not related to 
one’s ability to function in a specific role as an occupational therapist, but rather to be 
able to function in any role as an occupational therapist and in any practice setting.  In 
order to succeed in our program, students must be able to demonstrate multiple skills and 
abilities that span the academic, motor, emotional, and social nature of our profession.   
 
Please review the essential functions1 as described in this document, and verify with your 
signature that you have the capability to meet these standards.  This document must be 
returned to our office along with your acceptance of admission to our program. 
 
If you have any questions regarding this document, please contact Dr. Janet Falk-Kessler. 

                                                 
1 These standards were derived from documents prepared by the American Occupational 
Therapy Association (Educating Students with Disabilities: What Academic and Fieldwork 
Educators Need to Know, 1997) and from the New York Institute of Technology (Technical 
Standards for Admission and Matriculation to the Occupational Therapy Program / Student 
Handbook, 1998). 
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COLUMBIA  UNIVERSITY 
COLLEGE OF PHYSICIANS & SURGEONS 

PROGRAMS IN OCCUPATIONAL THERAPY 
 

Essential Functions for Occupational Therapy Students 
 

• The commitment to work in an intense setting which challenges the individual to 
meet the needs of people of diverse cultures, age groups, and challenges. These 
individuals may be severely injured, limited by cognitive, emotional and 
functional deficits and whose behavior may create at times an aversive reaction.  
The ability to interact with these individuals without being judgmental or 
prejudiced is critical in establishing ones professionalism and therapeutic 
relationship. 

• The ability and commitment to work with individuals without regard to the nature 
of their illness or disability, culture, gender or age group as demonstrated by 
active participation in all learning experiences in and out of the classroom. 

• The ability to communicate verbally and in writing, using appropriate grammar 
and vocabulary, in order to build relationships with faculty, advisors, fellow 
graduate students, coworkers and clients and their significant others.  Proficiency 
in communication includes transactions with individuals and groups in learner, 
collegial, consultative, leadership and task roles.  Students must be able to elicit 
information, gather information, describe findings and understand non-verbal 
behavior. 

• The ability to meet the challenges of any environment that requires a readiness for 
immediate and appropriate response without interference of personal or medical 
problems.  This requires training for emergencies (e.g., CPR, infection control). 

• The ability to travel independently to and from classes and fieldwork assignments 
on time, and the organizational skills and stamina for performing required tasks 
and assignments within allotted time frames. 

• Commitment to the adherence of policies of the university, the occupational 
therapy program, and the fieldwork sites.  This includes matters ranging from 
professional dress and behavior, to attending to the occupational therapy 
program’s academic schedule, which may differ from the University’s academic 
calendar and be subject to change at any time. 

• Emotional health for full utilization of intellect, the exercise of good judgment, 
prompt completion of responsibilities and the development of mature sensitive 
and effective relationships with others.  Working with persons in need often 
requires taxing workloads and adaptation to changing and challenging 
environments requiring flexibility and a spirit of cooperation. 
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• Critical thinking skills in order to be able to problem solve creatively, to master 
abstract ideas and to synthesize information in order to handle the challenges of 
the academic, laboratory, and fieldwork settings. 

• Capability to handle clients and to direct clients in varied practice settings.  Visual 
acuity and independent mobility, fine and gross movements, equilibrium and the 
use of touch are essential to assure safety of clients, significant others, and staff. 

• Commitment to the code of ethics of the profession and behavior that reflects a 
sense of right and wrong in the helping environment. 

 

I have reviewed the essential functions for the Occupational Therapy Programs at 
Columbia University.  My signature below indicates that, to the best of my knowledge, I 
am able to meet these standards.   
 
 
 
__________________________________________             _____________________ 
Signature        Date 
 
 
 
 
__________________________________________    
Print Name 
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 Professionalism and Professional Behavior 
 
 The development and maintenance of professionalism, as seen through actions 
and communications, is an important component of occupational therapy practice. The 
Professional Development Assessment is a guide for the development of professionalism.  
It is expected that all students will consistently demonstrate the qualities outlined in the 
form.  Advisors will review with each student their progression towards professionalism, 
using this report form as a guide.  However, in the event that an instructor notes a 
deviation from the expected behavior in one or more of the qualities defined, the 
instructor and / or advisor will note the behavior and will meet with the student to 
identify and discuss the issue at hand.  The faculty member and student will sign the 
form.  Copies will be given to the student and to the student’s academic advisor.  Where 
indicated, these assessments will be used by the advisor and fieldwork coordinator to 
prevent or forestall problems during fieldwork. 
 
 

POLICY FOR THE DEVELOPMENT OF PROFESSIONAL BEHAVIOR 
 

The faculty of The Programs in Occupational Therapy is dedicated to enabling students 
to become respected professionals.  To this end, we expect all students to consider their 
academic environment as they would a clinical setting.  Faculty will be using this 
Professional Development Report as a guide for providing feedback to every student.  In 
addition, we have constructed a policy that will assist in counseling students who 
consistently demonstrate behaviors that are unacceptable.   If a report is completed on a 
student, the classroom instructor will discuss the form with the student, and have the 
student sign the report to acknowledge its completion.  It is then to be submitted to the 
student’s advisor.  The advisor will retain all reports. 
 
 
The Professional Development Report should be completed for any student who 
demonstrates one or more of the following behaviors on a consistent basis:

• Lack of attentiveness and respect in 
the classroom 

• Consistently late for class 
• Leaving class early 
• Leaving class to obtain food/drink 
• Leaving class to go to the restroom 
• Making appointments during class 

time 
• Cutting class 
• Tardiness in submitting 

assignment(s) 
• Careless work 
• Inappropriate conversation in class 

• Reading/studying during class 
lecture 

• Not contributing to a group 
assignment 

• Disrespectful to faculty, staff, or 
student 

• Sleeping during class 
• Disregard for copyright policies 
• Transmitting other’s work 

(classmates, faculty) without 
permission. 

• Disregard for university policy

COLUMBIA UNIVERSITY 
PROGRAMS IN OCCUPATIONAL THERAPY 
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PROFESSIONAL DEVELOPMENT REPORT 

 
 

STUDENT: ______________________________ SEMESTER/YEAR: ___________ 
 
This form is used by both faculty and students in order to assess your progress towards the 
development of professional skills as an occupational therapist. The following ratings reflect 
faculty assessment of your attributes.  Completion of the form is based on observations in 
classroom and/or clinical situations that reflect professional behavior.  
 
HONESTY/INTEGRITY COMMENTS 

 
Behavioral Descriptors: 
 
Adheres to Code of Ethics 
Adheres to the Honor Code 
Takes responsibility for and corrects errors 
Maintains confidentiality 
Represents the facts/situation in an accurate manner 
Respects the work prepared by others 
Respects and returns borrowed materials 
 

 

 
RESPONSE TO FEEDBACK/SUPERVISION COMMENTS 
Behavioral Descriptors: 
 
Respectful of others 
Chooses appropriate times to approach instructor 
Proactively identifies problem and possible plan 
Discusses problem and ideas with instructor 
Accepts feedback in a positive manner 
Modifies performance in response to feedback 
 

 

 
ABILITY TO WORK AS TEAM MEMBER 
 

COMMENTS 

Behavioral Descriptors: 
 
Aware of others verbal/nonverbal reactions 
Responsive and respectful to the needs of others 
Allows others to express their opinions 
Remains open minded to different perspectives 
Tactful in giving others suggestions/feedback 
Participates collaboratively 
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COMMUNICATION 
 

COMMENTS 

Behavioral Descriptors: 
 
Actively participates in discussions 
Initiates thoughtful/relevant questions 
Communicates ideas and options clearly and concisely 
Attends to class agenda 
 

    

 
INITIATIVE/MOTIVATION 
 

COMMENTS 

Behavioral Descriptors: 
 
Independently seeks out learning experiences 
Takes initiative to direct own learning 
Assumes responsibility for learning 
Uses adequate and appropriate resources to achieve goal 
 

    

 
DEPENDABILITY/RESPONSIBILITY 
 

COMMENTS 

Behavioral Descriptors: 
 
Takes responsibilities for one’s own actions 
Attends all scheduled sessions 
Is on time for class/scheduled meetings 
Hands in assignments/papers when due 
Complies with program/course expectations 
Follows through with commitments and responsibilities 
Maintains a safe and clean environment in class/lab 
Adheres to scheduled office hours 
 

    

 
JUDGMENT 
 

COMMENTS 

Behavioral Descriptors: 
 
Uses an inquiring or questioning approach in class 
Analyzes options prior to making a judgment 
Develops rationale to support decision 
Demonstrates awareness of possible bias 
Makes sound decisions based on factual information 
Gives alternative solutions to complex issues/situations 
Adheres to organizational and interpersonal boundaries 
Handles personal and professional frustration 
appropriately 
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ORGANIZATIONAL ABILITY 
 

COMMENTS 

Behavioral Descriptors: 
 
Comes to class prepared 
Manages time/materials to meet program requirements 
Uses organizational skill to contribute to the 
development of others 
 

    

 
PROFESSIONAL PRESENTATION 
 

COMMENTS 

Behavioral Descriptors: 
 
Wears neat, clean clothing appropriate to setting 
Presents self in a manner that is accepted by peers, 
clients, supervisors 
Uses body posture that communicates interest or 
engaged attention 
Displays a positive attitude towards becoming a 
professional 

    

 
 
STUDENT COMMENTS: 
 
 
 
 
 
 
 
 
 
 
 
 
__________________________________   ___________________________________ 

Signature of Student Acknowledging 
Receipt of Copy 

 
 
 

Signature of Faculty Member Completing 
Form 

 

__________________________________ ___________________________________ 
Signature of Faculty Advisor Date 

 
(Based on forms from Scranton University, Medical College of Georgia, Mercy College, and 
Duquesne University) (Revised 10/95)  
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Due Process Procedures 
Program in Occupational Therapy 

 
Academic Grievance Issues 
 
Any student in the Program in Occupational Therapy who disagrees with a decision that affects 
his/her standing in the program has the opportunity to appeal. 
 
Procedure 
 
The student who disagrees with a decision must first try to resolve the issue at the point of origin 
with the person or persons concerned.  This is considered the first step of an appeal process.  If 
the issues cannot be resolved at the point of origin, further steps of the appeal process are as 
follows: 
 

1. Director of the Programs in Occupational Therapy 
2. Grievance Committee – the Grievance Committee decision is presented as a 

recommendation to the Chairman of the Department of Rehabilitation and 
Regenerative Medicine.  Copies of the recommendation are forwarded to the Director 
of the Programs and to the Associate Dean of the College of Physicians and 
Surgeons. 

3. Associate Dean of the College of Physicians and Surgeons. 
 
Nature of the Appeal 
 
If a student chooses to appeal a decision, the appeal must be presented as follows: 
 

1. The appeal shall set forth a concise statement of the incident to include times, dates, 
people involved, the grounds for the appeal, and the specific request that the student 
is making. 

2. The appeal shall be filed with the appropriate person within seven working days 
following the incident in question. 

 
Every effort should be made to resolve the appeal at the level at which it occurs.  If at any step 
the appeal is not resolved to the satisfaction of the student, the student may pursue the matter at 
the next step according to the procedure outlined above. 
 
Academic Grievance Committee 
 
The Grievance Committee includes 4 voting members and one nonvoting ex officio member as 
follows: 

a. Three faculty members from a health science program other than the full-time 
occupational therapy faculty. 

b. One student member from any health science program other than occupational 
therapy. 

c. One occupational therapy faculty member who participates in an ex officio 
capacity, without a vote. 
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The academic grievance committee meeting is a fact-finding, not an adversarial courtroom-type 
proceeding; the student may not necessarily be present to hear other witnesses and there is no 
formal cross-examination of witnesses or objecting to evidence.  In addition, although students 
are always free to consult with an attorney, they may not have an attorney present during a 
disciplinary hearing or at any appeal. 
 
Dean’s Discipline 
 
 A student charged with a disciplinary infraction2 subject to “Dean’s Discipline” is 
entitled to notice of the charges, an opportunity to be heard and an opportunity to appeal a 
disciplinary decision to the Associate Dean of the College of Physicians and Surgeons. Persons 
entitled to file a complaint include any officer or staff member of Columbia University, as well 
as any matriculated student at Columbia University. Notice of charges must be filed by the 
Director of the Program in Occupational Therapy within sixty days of the alleged infraction. 
 
 Ordinarily, a disciplinary proceeding begins with a written communication from the 
Director of the Programs in Occupational Therapy requiring the student to attend a disciplinary 
hearing to respond to a specified charge.  (In rare cases, the proceeding may begin with an oral 
communication requiring the presence of the student at a hearing.)  The hearing is held before an 
ad hoc committee comprised of three faculty members not integral to the case; one from 
occupational therapy, two from other programs / schools at the medical center.  The hearing is a 
fact-finding, not an adversarial courtroom-type proceeding; the student may not necessarily be 
present to hear other witnesses and there is no formal cross-examination of witnesses or 
objecting to evidence.  In addition, although students are always free to consult with an attorney, 
they may not have an attorney present during a disciplinary hearing or at any appeal. 
 
 At the hearing, the student is informed of the evidence that led to the charges against him 
or her and asked to respond.  The student may offer his or her own evidence.  This includes the 
student’s own appearance at the hearing and may include the appearance by others (witnesses) 
on his or her behalf and any written submission or relevant documents the student may wish to 
submit. 
 
 After the committee has considered all of the evidence, its members will reach a 
determination and notify the student in writing of that decision.  If the student is found to have 
committed a disciplinary infraction, the penalty can include censure, probation, suspension and 
dismissal. 
 
 The student has the right to appeal a decision that results from a disciplinary hearing to 
the Chair of Rehabilitation and Regenerative Medicine, and then to the Associate Dean of the 
College of Physicians and Surgeons.  The appeal must be made in writing within seven days 
from the date the student is notified of the decision, and it must clearly state the grounds for the 
appeal.  Such appeal should be sent to the Chair of Rehabilitation and Regenerative Medicine 
who will notify the student and the Program Director of the final decision. 
                                                 
2 Disciplinary infraction may include but is not limited to violations of standards of ethical and professional conduct. These 
include but are not limited to what is outlined in both the Essential Functions Form, and the Program’s Honor Code.   The 
University-wide Rules of University Conduct govern conduct incident to demonstrations, rallies and picketing and may replace 
“Dean’s Discipline” on cases of serious violations. 
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 Normally, on such an appeal, the Associate Dean relies solely upon the written record 
and does not conduct a new factual investigation. The Associate Dean, however, may request 
any additional evidence which may help determine the merit of the decision. The Associate Dean 
focuses upon whether, in the Associate Dean’s view, the decision made and the discipline 
imposed are reasonable under all of the circumstances of the case.  There is no further appeal 
within the University. 
 

Official University Regulations 
 
The University’s official regulations are included in the University student handbook 
(www.columbia.edu/cu/facets), FACETS.  This handbook is available on line and at the Office of 
the University Senate, 406 Low Memorial Library.  Because university policies and procedures 
are subject to change, please check the Web site for FACETS for the most current information.   
 
Regulations in this handbook include but are not limited to: 

 
Policy on Access to Student Records  
Policy on Possession of Firearms on Campus 
Rules of University Conduct 
Policies on Alcohol and Drugs 
Equal Opportunity and Nondiscrimination Policies and Procedures on 
Discrimination,  Harassment, and Sexual Harassment 
The Romantic Relationship Advisory Statement 
Sexual Assault Policy and Disciplinary Procedure 
Policy on Partisan Political Activity 
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OCCUPATIONAL THERAPY CODE OF ETHICS (2005)  
 

PREAMBLE 
 

The American Occupational Therapy Association (AOTA) Occupational Therapy Code of Ethics 
(2005) is a public statement of principles used to promote and maintain high standards of conduct 
within the profession and is supported by the Core Values and Attitudes of Occupational Therapy 
Practice (AOTA, 1993). Members of AOTA are committed to promoting inclusion, diversity, 
independence, and safety for all recipients in various stages of life, health, and illness and to 
empower all beneficiaries of occupational therapy. This commitment extends beyond service 
recipients to include professional colleagues, students, educators, businesses, and the community.  
Fundamental to the mission of the occupational therapy profession is the therapeutic use of everyday 
life activities (occupations) with individuals or groups for the purpose of participation in roles and 
situations in home, school, workplace, community, and other settings. “Occupational therapy 
addresses the physical, cognitive, psychosocial, sensory and other aspects of performance in a variety 
of contexts to support engagement in everyday life activities that affect health, well being and quality 
of life” (Definition of Occupational Therapy Practice for the AOTA Model Practice Act, 2004). 
Occupational therapy personnel have an ethical responsibility first and foremost to recipients of 
service as well as to society.  
 
The historical foundation of this Code is based on ethical reasoning surrounding practice and 
professional issues, as well as empathic reflection regarding these interactions with others. This 
reflection resulted in the establishment of principles that guide ethical action. Ethical action goes 
beyond rote following of rules or application of principles; rather it is a manifestation of moral 
character and mindful reflection. It is a commitment to beneficence for the sake of others, to virtuous 
practice of artistry and science, to genuinely good behaviors, and to noble acts of courage. It is an 
empathic way of being among others, which is made every day by all occupational therapy 
personnel.  
 
The AOTA Occupational Therapy Code of Ethics (2005) is an aspirational guide to professional 
conduct when ethical issues surface. Ethical decision making is a process that includes awareness 
regarding how the outcome will impact occupational therapy clients in all spheres. Applications of 
Code principles are considered situation-specific and where a conflict exists, occupational therapy 
personnel will pursue responsible efforts for resolution.  
 
The specific purpose of the AOTA Occupational Therapy Code of Ethics (2005) is to:  

1. Identify and describe the principles supported by the occupational therapy profession  
2. Educate the general public and members regarding established principles to which 
occupational therapy personnel are accountable  
3. Socialize occupational therapy personnel new to the practice to expected standards of 
conduct  
4. Assist occupational therapy personnel in recognition and resolution of ethical dilemmas  
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The AOTA Occupational Therapy Code of Ethics (2005) defines the set principles that apply to 
occupational therapy personnel at all levels:  
 
Principle 1. Occupational therapy personnel shall demonstrate a concern for the safety and 
well-being of the recipients of their services. (BENEFICENCE)  
Occupational therapy personnel shall:  

A. Provide services in a fair and equitable manner. They shall recognize and appreciate the 
cultural components of economics, geography, race, ethnicity, religious and political factors, 
marital status, age, sexual orientation, gender identity, and disability of all recipients of their 
services.  
B. Strive to ensure that fees are fair and reasonable and commensurate with services 
performed. When occupational therapy practitioners set fees, they shall set fees considering 
institutional, local, state, and federal requirements, and with due regard for the service 
recipient’s ability to pay.  
C. Make every effort to advocate for recipients to obtain needed services through available 
means.  
D. Recognize the responsibility to promote public health and the safety and well-being of 
individuals, groups, and/or communities.  

 
Principle 2. Occupational therapy personnel shall take measures to ensure a recipient’s safety 
and avoid imposing or inflicting harm. (NONMALEFICENCE)  
Occupational therapy personnel shall:  

A. Maintain therapeutic relationships that shall not exploit the recipient of services sexually, 
physically, emotionally, psychologically, financially, socially, or in any other manner.  
B. Avoid relationships or activities that conflict or interfere with therapeutic professional 
judgment and objectivity.  
C. Refrain from any undue influences that may compromise provision of service.  
D. Exercise professional judgment and critically analyze directives that could result in 
potential harm before implementation.  
E. Identify and address personal problems that may adversely impact professional judgment 
and duties.  
F. Bring concerns regarding impairment of professional skills of a colleague to the attention 
of the appropriate authority when or/if attempts to address concerns are unsuccessful.  

 
Principle 3. Occupational therapy personnel shall respect recipients to assure their rights. 
(AUTONOMY, CONFIDENTIALITY)  
Occupational therapy personnel shall:  

A. Collaborate with recipients, and if they desire, families, significant others, and/or 
caregivers in setting goals and priorities throughout the intervention process, including full 
disclosure of the nature, risk, and potential outcomes of any interventions.  
B. Obtain informed consent from participants involved in research activities and ensure that 
they understand potential risks and outcomes.  
C. Respect the individual’s right to refuse professional services or involvement in research or 
educational activities.  
D. Protect all privileged confidential forms of written, verbal, and electronic communication 
gained from educational, practice, research, and investigational activities unless otherwise 
mandated by local, state, or federal regulations.  
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Principle 4. Occupational therapy personnel shall achieve and continually maintain high 
standards of competence. (DUTY).  
Occupational therapy personnel shall:  

A. Hold the appropriate national, state, or any other requisite credentials for the services they 
provide.  
B. Conform to AOTA standards of practice, and official documents.  
C. Take responsibility for maintaining and documenting competence in practice, education, 
and research by participating in professional development and educational activities.  
D. Be competent in all topic areas in which they provide instruction to consumers, peers, 
and/or students.  
E. Critically examine available evidence so they may perform their duties on the basis of 
current information.  
F. Protect service recipients by ensuring that duties assumed by or assigned to other 
occupational therapy personnel match credentials, qualifications, experience, and scope of 
practice.  
G. Provide appropriate supervision to individuals for whom they have supervisory 
responsibility in accordance with Association official documents, local, state, and federal or 
national laws and regulations, and institutional policies and procedures.  
H. Refer to or consult with other service providers whenever such a referral or consultation 
would be helpful to the care of the recipient of service. The referral or consultation process 
shall be done in collaboration with the recipient of service.  

 
Principle 5. Occupational therapy personnel shall comply with laws and Association policies 
guiding the profession of occupational therapy. (PROCEDURAL JUSTICE)  
Occupational therapy personnel shall:  

A. Familiarize themselves with and seek to understand and abide by institutional rules,  
applicable Association policies; local, state, and federal/national/international laws.  
B. Be familiar with revisions in those laws and Association policies that apply to the 
profession of occupational therapy and shall inform employers, employees, and colleagues of 
those changes.  
C. Encourage those they supervise in occupational therapy-related activities to adhere to the 
Code.  
D. Take reasonable steps to ensure employers are aware of occupational therapy’s ethical 
obligations, as set forth in this Code, and of the implications of those obligations for 
occupational therapy practice, education, and research.  
E. Record and report in an accurate and timely manner all information related to professional 
activities.  

 
Principle 6. Occupational therapy personnel shall provide accurate information when 
representing the profession. (VERACITY)  
Occupational therapy personnel shall:  

A. Represent their credentials, qualifications, education, experience, training, and 
competence accurately. This is of particular importance for those to whom occupational 
therapy personnel provide their services or with whom occupational therapy personnel have a 
professional relationship.  
B. Disclose any professional, personal, financial, business, or volunteer affiliations that may 
pose a conflict of interest to those with whom they may establish a professional, contractual, 
or other working relationship.  
C. Refrain from using or participating in the use of any form of communication that contains 
false, fraudulent, deceptive, or unfair statements or claims.  
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D. Identify and fully disclose to all appropriate persons errors that compromise recipients’ 
safety.  
E. Accept responsibility for their professional actions that reduce the public’s trust in 
occupational therapy services and those that perform those services.  

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

A. Preserve, respect, and safeguard confidential information about colleagues and staff, 
unless otherwise mandated by national, state, or local laws.  
B. Accurately represent the qualifications, views, contributions, and findings of colleagues.  
C. Take adequate measures to discourage, prevent, expose, and correct any breaches of the 
Code and report any breaches of the Code to the appropriate authority.  
D. Avoid conflicts of interest and conflicts of commitment in employment and volunteer 
roles.  
E. Use conflict resolution and/or alternative dispute resolution resources to resolve 
organizational and interpersonal conflicts.  
F. Familiarize themselves with established policies and procedures for handling concerns 
about this Code, including familiarity with national, state, local, district, and territorial 
procedures for handling ethics complaints. These include policies and procedures created by 
AOTA, licensing and regulatory bodies, employers, agencies, certification boards, and other 
organizations having jurisdiction over occupational therapy practice. 
 
 

 
 

 Note. This AOTA Occupational Therapy Code of Ethics is one of three documents that constitute the Ethics 
Standards. The other two are the Core Values and Attitudes of Occupational Therapy Practice (1993) and the 
Guidelines to the Occupational Therapy Code of Ethics (2000).  
 

 
Glossary  
Autonomy—The right of an individual to self-determination. The ability to independently act on 
one’s decisions for their own well-being (Beauchamp & Childress, 2001)  

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

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

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

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

Ethics—A systematic study of morality (i.e., rules of conduct that are grounded in philosophical 
principles and theory)  

Fidelity—Faithfully fulfilling vows and promises, agreements, and discharging fiduciary 
responsibilities (Beauchamp & Childress, 2001)  

Justice—Three types of justice are  

Compensatory—Making reparation for wrongs that have been done  
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Distributive justice—The act of distributing goods and burdens among members of  

society  

Procedural justice—Assuring that processes are organized in a fair manner and  

policies or laws are followed  

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

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

Veracity—A duty to tell the truth; avoid deception 7  
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*The calendar is subject to change. 

FALL 2009 

Wednesday & Thursday September 2-3 Orientation 

Monday September 7 Labor Day - University Holiday 

Tuesday September 8 First Day of Classes 

Friday September 18 End of Change of Program Period; Last Day to Add a Class 
Last Day to Receive Tuition Refund for Class Dropped 

Tuesday October 13 Last Day to Drop Class 

Wednesday October 21 October Degrees Conferred 

Thursday October 22 Midterm Date 

Tuesday November 3 Election Day - University Holiday 

Wednesday 
 
Thursday 

November 25 
 
November 26 

Program closed: no classes 
 
Thanksgiving Day - University Holiday 

Friday November 27 University Holiday 

Monday December 14 Last Day of Classes 

Tuesday - Wednesday December 15-16 Reading/Study Day   

Thursday December 17-23 Final Exam Period 

SPRING 2010 

Monday January 18 Martin Luther King, Jr.'s  birthday observed - University Holiday 

Tuesday January 19 First Day of Classes 

Friday January 29 End of Change of Program Period; Last Day to Add a Class 
Last Day to Receive Tuition Refund for Class Dropped 

Wednesday February 10 February Degrees Conferred 

Monday February 15 Presidents’ Day: no MS1 classes;  
MS 2 fieldwork is scheduled according to clinic’s calendar 

Monday March 8 Midterm Date 

Monday March 15-19 Spring Break (MS1 fieldwork may begin during this time period; refer to 
course calendar) 

Monday May 3 Last Day of Classes 

Tuesday-Wednesday May 4-5 Reading/Study Day 

Thursday May 6-13 Final Exam Period 

Thursday May 13 Interdisciplinary Research Day 

TBA 
 
Tuesday 

TBA 
 
May 18 

Occupational Therapy Commencement Ceremony 
 
University Commencement Ceremony  

 June - August Level 2 Fieldwork  

 September – December Level 2 Optional Fieldwork scheduled within this timeframe. 

 

Academic Calendar, 2009-2010 
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