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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 
 
 
 
August 2008 
 
 
Dear Student, 
 

Welcome to Grossmont College and the Occupational Therapy Assistant (OTA) Program.  This handbook 

was prepared to assist you during your enrollment in the Program. 
 
We hope that your experience in the OTA Program will provide a foundation to build a life-long career.  
Our intent is to assist you as much as possible so that you can navigate successfully through the 
curriculum.  Your efforts will be critical to your success as well.  We are looking forward to a collaborative 
effort so that you will be prepared to be an entry-level occupational therapy assistant upon graduation. 
 
This manual is designed to provide information that will enhance your involvement in the Program.  We 
value your input and would appreciate your feedback to improve it for future students. 
 
Our excellent instructors look forward to working with each of you and will do their best to help you 
achieve your career goals. 
 
Sincerely, 
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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 
 
 
 

STATEMENT OF UNDERSTANDING  
Due August 2008 

 
 
This handbook was prepared to improve the communication between the college, faculty and students.  
The policies, procedures and general requirements were established to best ensure that graduates of 
this program are ready to meet the demands of the profession. 
 
Please read and sign the bottom portion of this page and return entire page to the Occupational Therapy 
Assistant Program Director. 
 
 
 
 
 
I,                                                                                                                                              ,  have  

 (print name) 
reviewed with the faculty the information contained in the Grossmont College Occupational Therapy 
Assistant Program Student Handbook.  
 
I understand the program expectations and agree to abide by them.  I understand the consequences of 
failure to comply with any policy discussed in this manual. 
 
*If you have any questions regarding the policies in the handbook before signing this form, please make an appointment with the 

OTA Program Director. 
 
 
 
 
____________________________________  _____________________ 
Student Signature      Date 
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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 
 
 
 

STATEMENT OF UNDERSTANDING  
Due January 2010 

 
 
This handbook was prepared to improve the communication between the college, faculty and students.  
The policies, procedures and general requirements were established to best ensure that graduates of 
this program are ready to meet the demands of the profession. 
 
Please read and sign the bottom portion of this page and return entire page to the Occupational Therapy 
Assistant Program Director. 
 
 
 
 
 
I,                                                                                                                                            ,  have  

(print name) 
reviewed with the faculty the information contained in the Grossmont College Occupational Therapy 
Assistant Program Student Handbook.  
 
I understand the program expectations and agree to abide by them.  I understand the consequences of 
failure to comply with any policy discussed in this manual. 
 
 
*If you have any questions regarding the policies in the handbook before signing this form, please make an appointment with the 

OTA Program Director. 
 
 
 
 
____________________________________  _____________________ 
Student Signature      Date 
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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 

COUNSELING STATEMENT OF UNDERSTANDING  
 

 

 It is the responsibility of the student to seek guidance from the Grossmont College Counseling 
office a minimum of 1 time each semester during enrollment in the OTA Program. 

 

 Courses that are transferred in to the college and courses taken concurrently at another college 
need to be reviewed by the Grossmont College Counseling/Evaluations Department for 
acceptance toward your degree. 

 

 Although the OTA Program Director can modify courses in the area of the OTA major, the 
Counseling/Evaluations Department determines if those courses can count toward your degree.  
It is therefore your responsibility, as the student, to seek follow up counseling after any 
modifications are made by the Program Director.   

 

 It is recommended that you ask for a formal evaluation during the first Summer after you start the 
program.  This is done through the Evaluations Department of Grossmont College.  This will allow 
you to have in writing what you officially need to complete in order to graduate. 

 

 It is also your responsibility to retain a copy of all paperwork that relates to your 
counseling/evaluation. 

 
 
Failure to follow the above requirements, may result in inability to go out on Level II Fieldwork and/or 
graduate on schedule. 
 
I understand the program expectations and agree to abide by them.  I understand the consequences of 
failure to comply with any policy discussed in this manual. 
 
 
____________________________________  _____________________ 
Student Signature      Date 
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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 

 COUNSELING STATEMENT OF UNDERSTANDING 
 
 

 

 It is the responsibility of the student to seek guidance from the Grossmont College Counseling 
office a minimum of 1 time each semester during enrollment in the OTA Program. 

 

 Courses that are transferred into the college and courses taken concurrently at another college 
need to be reviewed by the Grossmont College Counseling/Evaluations Department for 
acceptance toward your degree. 

 

 Although the OTA Program Director can modify courses in the area of the OTA major, the 
Counseling/Evaluations Department determines if those courses can count toward your degree.  
It is therefore your responsibility, as the student, to seek follow up counseling after any 
modifications are made by the Program Director.   

 

 It is recommended that you ask for a formal evaluation during the first Summer after you start the 
program.  This is done through the Evaluations Department of Grossmont College.  This will allow 
you to have in writing what you officially need to complete the OTA AS degree in order to 
graduate. 

 

 It is also your responsibility to retain a copy of all paperwork that relates to your 
counseling/evaluation. 

 
 
Failure to follow the above requirements, may result in inability to go out on Level II Fieldwork and/or 
graduate on schedule. 
 
I understand the program expectations and agree to abide by them.  I understand the consequences of 
failure to comply with any policy discussed in this manual. 
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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 
 

FIELDWORK SOLICITATION  STATEMENT OF UNDERSTANDING  
 

 
The Occupational Therapy Assistant Program understands that you may want a specific fieldwork site for 
your fieldwork experience.   
 
There are set procedures in place to give each student a chance to make their choices known. 
 
It is inappropriate for a student to make contact with a fieldwork site or potential fieldwork site. 
 
Please give the name of the site you are interested in to the Fieldwork Coordinator and she will pursue 
obtaining a contractual agreement with this site. 
 
If you make contact with the site and represent yourself as a student of the Grossmont College OTA 
Program, you will not be placed at this site for your Level II Fieldwork Experience. 
 
I also understand that if I am employed by or volunteer for a specific OT Department, I will not be eligible 
to choose that site for a Level II Fieldwork Experience.  
 
I understand the program expectations and agree to abide by them.  I understand the consequences of 
failure to comply with any policy discussed in this manual. 
 
 
____________________________________  _____________________ 
Student Signature      Date 
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Occupational Therapy Assistant Program 

8800 Grossmont College Drive 
El Cajon, CA 92020-1799 

 
 

FIELDWORK SOLICITATION STATEMENT OF UNDERSTANDING 
 

 
The Occupational Therapy Assistant Program understands that you may want a specific fieldwork site for 
your fieldwork experience.   
 
There are set procedures in place to give each student a chance to make their choices known. 
 
It is inappropriate for a student to make contact with a fieldwork site or potential fieldwork site. 
 
Please give the name of the site you are interested in to the Fieldwork Coordinator and she will pursue 
obtaining a contractual agreement with this site. 
 
If you make contact with the site and represent yourself as a student of the Grossmont College OTA 
Program, you will not be placed at this site for your Level II Fieldwork Experience. 
 
I also understand that if I am employed by or volunteer for a specific OT Department, I will not be eligible 
to choose that site for a Level II Fieldwork Experience.  
 
I understand the program expectations and agree to abide by them.  I understand the consequences of 
failure to comply with any policy discussed in this manual. 
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Occupational Therapy Assistant Program 

8800 Grossmont College Drive 
El Cajon, CA 92020-1799 

 

FIELDWORK DECLARATION  
 
LEVEL I FIELDWORK: 
 
It is the responsibility of the student to turn in all required paperwork by August 30 each year in order to 
be eligible for fieldwork placement.    
 
If a student has a flag on their paperwork from American DataBank, it is the studentôs responsibility to 
clear the flag or obtain from the fieldwork coordinator the contact person at the fieldwork site for 
clearance.    The fieldwork site makes the determination to clear or not clear flagged paperwork. 
 
LEVEL II FIELDWORK: 
 
A student is expected to finish Fieldwork Level II in two ten-week rotations referred to as OTA 240 and 
OTA 241.  The Grossmont College OTA program provides one placement in OTA 240 and one 
placement in OTA 241.  If a student has an unsuccessful attempt in OTA 240, one makeup will be 
provided for OTA 240 and OTA 241 must be completed successfully on first attempt.  If a student has a 
successful first attempt in OTA 240 and an unsuccessful first attempt in OTA 241, one makeup will be 
provided for OTA 241.  A student who has an unsuccessful attempt in Level II Fieldwork due to a critical 
safety incident may be immediately dismissed from program without re-entry privileges.    
 
An unsuccessful attempt is defined as follows: 
 
1. A student is asked to leave a fieldwork site because of unsafe, unprofessional, or  substandard 

performance before the end of the rotation. 
 
2. A student has absences (that exceed the allowable number) for ANY reason or excessive tardies.  

(Refer to OTA Student Handbook Attendance Policy) 
 
3.  A student has failed to adhere to the work schedule set by the facility. 
 
4. A student fails to complete required hours. 
 
5. A student who fails the fieldwork rotation as judged by the student evaluation form. 
 
 
I,                                                                                             ,  have read and understand the above.  I 
have no known reasons, personal or otherwise, that would hinder my Fieldwork Level I or II experience. 
 
____________________________________  _____________________ 
Student Signature      Date 
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Occupational Therapy Assistant Program 

8800 Grossmont College Drive 
El Cajon, CA 92020-1799 

 

FIELDWORK DECLARATION  
 
 
 
LEVEL I FIELDWORK: 
 
It is the responsibility of the student to turn in all required paperwork by August 30 each year in order to 
be eligible for fieldwork placement.    
 
If a student has a flag on their paperwork from American DataBank, it is the studentôs responsibility to 
clear the flag or obtain from the fieldwork coordinator the contact person at the fieldwork site for 
clearance.    The fieldwork site makes the determination to clear or not clear flagged paperwork. 
 
LEVEL II FIELDWORK: 
 
A student is expected to finish Fieldwork Level II in two ten-week rotations referred to as OTA 240 and 
OTA 241.  The Grossmont College OTA program provides one placement in OTA 240 and one 
placement in OTA 241.  If a student has an unsuccessful attempt in OTA 240, one makeup will be 
provided for OTA 240 and OTA 241 must be completed successfully on first attempt.  If a student has a 
successful first attempt in OTA 240 and an unsuccessful first attempt in OTA 241, one makeup will be 
provided for OTA 241.  A student who has an unsuccessful attempt in Level II Fieldwork due to a critical 
safety incident may be immediately dismissed from program without re-entry privileges.    
 
 
 
An unsuccessful attempt is defined as follows: 
 
1. A student is asked to leave a fieldwork site because of unsafe, unprofessional, or  substandard 

performance before the end of the rotation. 
 
2. A student has absences (that exceed the allowable number) for ANY reason or excessive tardies.  

(Refer to OTA Student Handbook Attendance Policy) 
 
3.  A student has failed to adhere to the work schedule set by the facility. 
 
4. A student fails to complete required hours. 
 
5. A student who fails the fieldwork rotation as judged by the student evaluation form. 
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Occupational Therapy Assistant Program 

8800 Grossmont College Drive 
El Cajon, CA 92020-1799 

 
 
 
 

LAB AGREEMENT  
 
 
The lab work for this program involves ñhands-onò demonstration and practice.  Professional behavior is 
expected at all times, as part of this program includes touching each otherôs bodies.  Respect and 
appropriate demeanor is essential. 
 
Please refer to the professional behaviors section of this manual for further clarification. 
 
 
______ I understanding and agree to the lab requirements for this program. 
 
 
 
____________________________________  _____________________ 
Student Signature      Date 
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Occupational Therapy Assistant Program 
8800 Grossmont College Drive 

El Cajon, CA 92020-1799 
 
 
 
 

LAB AGREEMENT  
 
 
The lab work for this program involves ñhands-onò demonstration and practice.  Professional behavior is 
expected at all times, as part of this program includes touching each otherôs bodies.  Respect and 
appropriate demeanor is essential. 
 
Please refer to the professional behaviors section of this manual for further clarification. 
 
 
______ I understanding and agree to the lab requirements for this program. 
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PHOTOGRAPHY AND VIDEOGRAPHY RELEASE  
 
 
I, _________________________, hereby consent and authorize Grossmont-Cuyamaca Community 
College District to use and reproduce my name, biographical information and photograph in all forms of 
media including publications, videography and advertising materials.  I will make no claim of any kind.  I 
understand I will not receive any compensation as a result of the use of my name, biographical 
information and photograph. 
 
This consent and release may be revoked only in writing delivered to the Public Information Office of the 
Grossmont-Cuyamaca Community College District.  Any such revocation will apply only to materials to 
be distributed in the future and not to any materials already printed or otherwise created at the time of 
revocation. 
 

Ǐ   I hereby warrant that I am of legal age and have the right to contract in my own name. 

Ǐ   I am the parent/guardian of _________________________, a minor. 

 
Date ____________________ Signature _______________________________ 
 

Parent/Guardian 
Signature 
(if under 18) _____________________________ 
 
Print Name______________________________ 
 
Address ________________________________ 
 
City, State, Zip ___________________________ 
 
Phone __________________________________ 

 
 
If mailing this form return to: 
 
Occupational Therapy Assistant Program 
Grossmont-Cuyamaca Community College 
8800 Grossmont College Drive 
El Cajon,  CA  92020 
(619) 644-7304 
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PHOTOGRAPHY AND VIDEOGRAPHY RELEASE  
 
 
I, _________________________, hereby consent and authorize Grossmont-Cuyamaca Community 
College District to use and reproduce my name, biographical information and photograph in all forms of 
media including publications, videography and advertising materials.  I will make no claim of any kind.  I 
understand I will not receive any compensation as a result of the use of my name, biographical 
information and photograph. 
 
This consent and release may be revoked only in writing delivered to the Public Information Office of the 
Grossmont-Cuyamaca Community College District.  Any such revocation will apply only to materials to 
be distributed in the future and not to any materials already printed or otherwise created at the time of 
revocation. 
 

Ǐ   I hereby warrant that I am of legal age and have the right to contract in my own name. 

Ǐ   I am the parent/guardian of _________________________, a minor. 

 
Date ____________________ Signature _______________________________ 
 

Parent/Guardian 
Signature 
(if under 18) _____________________________ 
 
Print Name______________________________ 
 
Address ________________________________ 
 
City, State, Zip ___________________________ 
 
Phone __________________________________ 

 
 
If mailing this form return to: 
 
Occupational Therapy Assistant Program 
Grossmont-Cuyamaca Community College 
8800 Grossmont College Drive 
El Cajon,  CA  92020 
(619) 644-7304 
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AUTHORIZATION TO OBTAIN STUDENT & EMPLOYER DATA  
 
 
I, _________________________, hereby consent and authorize Grossmont-Cuyamaca Community 
College District to release my name in an effort to obtain statistical data related to fieldwork experiences, 
employment experiences and educational experiences for program evaluation.   
 
This consent and release may be revoked only in writing delivered to the Occupational Therapy Assistant 
Program Office of the Grossmont-Cuyamaca Community College District.  Any such revocation will apply 
only to data requests distributed in the future and not to any data already received or requested at the 
time of revocation. 
 

Ǐ   I hereby warrant that I am of legal age and have the right to contract in my own name. 

Ǐ   I am the parent/guardian of _________________________, a minor. 

 
Date ____________________ Signature _______________________________ 
 

Parent/Guardian 
Signature 
(if under 18) _____________________________ 
 
Print Name______________________________ 
 
Address ________________________________ 
 
City, State, Zip ___________________________ 
 
Phone __________________________________ 

 
 
If mailing this form return to: 
 
Occupational Therapy Assistant Program 
Grossmont-Cuyamaca Community College 
8800 Grossmont College Drive 
El Cajon,  CA  92020 
(619) 644-7304 
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AUTHORIZATION TO OBTAIN STUDENT & EMPLOYER DATA  
 
 
I, _________________________, hereby consent and authorize Grossmont-Cuyamaca Community 
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This consent and release may be revoked only in writing delivered to the Occupational Therapy Assistant 
Program Office of the Grossmont-Cuyamaca Community College District.  Any such revocation will apply 
only to data requests distributed in the future and not to any data already received or requested at the 
time of revocation. 
 

Ǐ   I hereby warrant that I am of legal age and have the right to contract in my own name. 

Ǐ   I am the parent/guardian of _________________________, a minor. 

 
Date ____________________ Signature _______________________________ 
 

Parent/Guardian 
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(if under 18) _____________________________ 
 
Print Name______________________________ 
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City, State, Zip ___________________________ 
 
Phone __________________________________ 

 
 
If mailing this form return to: 
 
Occupational Therapy Assistant Program 
Grossmont-Cuyamaca Community College 
8800 Grossmont College Drive 
El Cajon,  CA  92020 
(619) 644-7304 
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HEALTH PROFESSIONS COMPUTER LAB POLICY 
 
a.  Computer lab usage by students in the OTA Program consists of specific assignments by individual instructors, and open lab 
hours during which students may work on Computer Aided Instruction and/or general word processing.  Hardware/software 
maintenance and legal/licensure issues necessitate the following guidelines.  Students need to enroll in CVTE198 to access the 
computer lab and tutoring. 
 
b.  Students are prohibited from editing any directory or subdirectory. 
 
V Students are prohibited from editing or copying any program, directory, or subdirectory. 
V Students are prohibited from adding personal software to the computer systems. 
V Students are prohibited from altering the hardware or software configuration of the computers in  
 the lab. 
 
c. Grossmont-Cuyamaca Community College District Computer System Security and Use Statement 
 
I understand that the Grossmont-Cuyamaca Community College District (GCCCD) network represents an essential asset of the 
district and that misuse of networking resources may result in the loss of privileges. Users may be held accountable for their 
conduct under any applicable District/campus policy, procedures, or collective bargaining agreement. Under California state law 
anyone who maliciously accesses, alters, deletes, damages or destroys any computer system, network, computer program or 
data is guilty of a felony. Complaints alleging misuse of network resources will be directed to those responsible for taking 
appropriate disciplinary action. 
 
I understand that the GCCCD computing systems are provided for the use of Grossmont-Cuyamaca Community College District 
students, faculty, and staff, in support of the educational programs of the colleges, and are to be used for such related activities 
only. Commercial uses are specifically prohibited. 
 
I agree to use the network in a legal and ethical manner which respects the rights, privacy, and needs of others, which honors 
copyright and license agreements, and which does not interfere with the operation, integrity, or security of the network. I 
understand that all communications are to reflect the mutual respect and civility expected in an academic community. 
 
I understand that I am responsible for all activity under my user name, and understand that abuse of the network privilege will 
result in the immediate suspension of network access. I understand that I may not transfer or confer these privileges to another 
individual, unless I provide explicit written permission to another person access to my e-mail accounts. The authorized user is 
responsible for the proper use of the system, including any password protection. 
 
I am aware that the network traffic may be subject to search under court order. System administrators may monitor network 
traffic or access user files as required to protect the integrity of the network. I am aware that all users have the right to be free 
from any conduct connected with the use of GCCCD computing systems which discriminates against any person on the basis of 
race, color, national origin, sex, sexual orientation, or disability or creates a hostile educational environment. 
 
Nothing in this statement supersedes the right of a network service provider to impose more restrictive terms. 
 
I have read the above GCCCD Computer System Security and Use Statement and agree to comply with all policies and 
procedures set forth by the Grossmont-Cuyamaca Community College District. 
 
 
            
Print Name       Identification Number 
 
 
            
Signature        Date 
 
 
For a complete statement clarifying District Computing operating guidelines and procedures, see District Operating Procedure IS8, Computer 
Systems/User Rights and Responsibilities. The Procedure is posted at all lab sites, the Learning Resource Centers, and is available for 

Administrative Network users on the Public drive.  
- J- 
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V Students are prohibited from adding personal software to the computer systems. 
V Students are prohibited from altering the hardware or software configuration of the computers in  
 the lab. 
 
c. Grossmont-Cuyamaca Community College District Computer System Security and Use Statement 
 
I understand that the Grossmont-Cuyamaca Community College District (GCCCD) network represents an essential asset of the 
district and that misuse of networking resources may result in the loss of privileges. Users may be held accountable for their 
conduct under any applicable District/campus policy, procedures, or collective bargaining agreement. Under California state law 
anyone who maliciously accesses, alters, deletes, damages or destroys any computer system, network, computer program or 
data is guilty of a felony. Complaints alleging misuse of network resources will be directed to those responsible for taking 
appropriate disciplinary action. 
 
I understand that the GCCCD computing systems are provided for the use of Grossmont-Cuyamaca Community College District 
students, faculty, and staff, in support of the educational programs of the colleges, and are to be used for such related activities 
only. Commercial uses are specifically prohibited. 
 
I agree to use the network in a legal and ethical manner which respects the rights, privacy, and needs of others, which honors 
copyright and license agreements, and which does not interfere with the operation, integrity, or security of the network. I 
understand that all communications are to reflect the mutual respect and civility expected in an academic community. 
 
I understand that I am responsible for all activity under my user name, and understand that abuse of the network privilege will 
result in the immediate suspension of network access. I understand that I may not transfer or confer these privileges to another 
individual, unless I provide explicit written permission to another person access to my e-mail accounts. The authorized user is 
responsible for the proper use of the system, including any password protection. 
 
I am aware that the network traffic may be subject to search under court order. System administrators may monitor network 
traffic or access user files as required to protect the integrity of the network. I am aware that all users have the right to be free 
from any conduct connected with the use of GCCCD computing systems which discriminates against any person on the basis of 
race, color, national origin, sex, sexual orientation, or disability or creates a hostile educational environment. 
 
Nothing in this statement supersedes the right of a network service provider to impose more restrictive terms. 
 
I have read the above GCCCD Computer System Security and Use Statement and agree to comply with all policies and 
procedures set forth by the Grossmont-Cuyamaca Community College District. 
 
 
            
Print Name       Identification Number 
 
 
            
Signature        Date 
 
 
For a complete statement clarifying District Computing operating guidelines and procedures, see District Operating Procedure IS8, Computer 
Systems/User Rights and Responsibilities. The Procedure is posted at all lab sites, the Learning Resource Centers, and is available for 

Administrative Network users on the Public drive.  
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EDUCATIONAL PHILOSOPHY 

GROSSMONT-CUYAMACA COMMUNITY COLLEGE DISTRICT 
 
 

 
The founders of the Grossmont-Cuyamaca College District believed that a community college should 
provide experiences, which will greatly broaden the studentsô educational opportunities and strengthen 
the societyôs democratic institutions.  The representatives of the community directed the college to 
provide an education through which students may create rewarding lives, productive for themselves and 
for society, based on an understanding of the relationship between the past, and the challenge of the 
present and the future. 
 
The Grossmont-Cuyamaca College District accepts, and is committed to the following premises: 
 

1.  The democratic way of life allows each individual the personal freedom and initiative consistent with 
his/her responsibilities to other persons. 

 

2.  The college recognizes the worth of the individual, and the fact that individual needs, interests and 
capacities vary greatly. 

 
3.  The maximum development of the personal, social and intellectual qualities of each individual must be 

encouraged. 
 

4.  The maximum development and fulfillment of the individual, and the development of the community 
are increasingly interdependent. 

 

5.  All segments of the college community are encouraged to contribute and participate in the operation 
of the college. 

 
An educational environment, dedicated to these philosophic premises, will produce individuals prepared 
for life and citizenship in a complex, viable society. 
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MISSION STATEMENTS 
 

Grossmont College: 
 
To be a responsive leader in developing effective and efficient quality educational programs, classes and 
services to meet the needs of students for transfer to baccalaureate institutions, job entry and job re-entry 
skills, and for lifelong and cultural enrichment necessary to a productive and socially responsible life. 
 

OTA PROGRAM 
 
To provide a quality educational program that values the uniqueness of all human beings and produces 
competent and professional entry level occupational therapy assistants that will serve diverse populations 
and settings in San Diego, the state and the nation.  It is also the mission of the OTA Program to 
encourage students to be life-long learners, provide community service and forge into uncharted areas of 
practice in response to the needs of an ever-changing society. 
 

DEFINITION OF THE PROFESSION OF OCCUPATIONAL THERAPY 
 

Occupational therapy is the art and science of directing an individualsô participation in selected tasks to 
restore, reinforce, and enhance performance; facilitate learning of those skills and functions essential for 
adaptation and productivity; diminish or correct pathology; and promote and maintain health.  The central 
agent in OT is the occupation.  Occupations are the ordinary and familiar things people do each day.  Its 
fundamental concern is the development and maintenance of the capacity throughout the life span to 
perform with satisfaction to self and others those tasks and roles essential to productive living. 
 
Occupational therapy provides service to those individuals whose abilities to cope with tasks of living are 
threatened or impaired by developmental deficits, the aging process, physical injury or illness, or 
psychological and social disability.  Occupational therapy serves a diverse population in a variety of 
settings such as hospitals and clinics, rehabilitation facilities, long-term care facilities, extended care 
facilities, sheltered workshops, schools and camps, private homes, and community agencies.  

 
OCCUPATIONAL THERAPY ASSISTANT PROGRAM PHILOSOPHY 

 
The Occupational Therapy Assistant Program at Grossmont College prepares the student for an 
Associate in Science Degree.  In addition to the core curriculum, the major requires selected general 
education courses from the biological, social and behavioral sciences. 
 
The scope and content of the Occupational Therapy Assistant Program at Grossmont College reflect the 
programôs view of humanity and the teaching/learning process, based on concepts defined by Keilhofner 
(Conceptual Foundations of Occupational Therapy, 1992) and Reilly (Play as Exploratory Learning, 
1976): 

 Human beings, as complex systems, function on many different levels and experience and 
change when growth occurs. 

 Human beings are intrinsically motivated to interact with their environments through 
purposeful activity to positively affect their health. 

 Human/environmental interaction is a continuous process of adaptation that promotes not 
only survival but also curiosity through exploration, competence and achievement. 

 Human beings, as open systems in a dynamic evolving interaction with the environment, 
process information through:  input, throughput, output, and feedback. 

 Human beings have an occupational nature, experience occupational dysfunction and use 
occupation as a therapeutic agent. 

 Occupational behaviors include purposeful activities that occur on a developmental 
continuum in the context of play behaviors as a child and leisure/work behaviors as an adult. 
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APPROACH TO LEARNING/INSTRUCTION 

 
The primary goal of the occupational therapy assistant educational process is to produce competent 
practitioners.  Competency is acquired through active exploration of the environment as behaviors are 
practiced to form skills.  Learning is an active, interactive and cooperative process as the individual builds 
skills related to objects, people and environment.  Cooperative learning provides a method to structure 
the educational environment and facilitate interaction with others for skill development. 
 
Diversity is critical for the occupational therapy assistant practicing in todayôs global environment.  
Diversity is a source of opportunity and knowledge.  The appreciation for differences in potential, unique 
practice areas and in human beings will enrich the profession of occupational therapy and develop 
diverse and culturally competent graduates.  Through cooperative learning, culturally diverse students 
and faculty help to create an environment where strategies can be learned through teaching others and 
collaborating with others to achieve mutual goals, thereby facilitating attainment of cultural competence 
and diversity. Appreciation of the rich mosaic of differences within the community will fuel growth in the 
profession. 
 
Experiencing volunteer community service through the Occupational Therapy Assistant Program is a life 
changing event.  The opportunity to explore feelings and emotions that are inherent in the practice of 
occupational therapy is experienced. The sense of giving through your own hands without expecting 
anything in return is integrated into the curriculum. 
 
A multimedia approach to education is utilized when possible in order to accommodate variations in 
learning styles, and to provide an environment, which stimulates, supports, and challenges the student.  
Emphasis is placed on self-assessment, evaluation, and motivation throughout the student's progress 
through the program.  It is expected that students assume responsibility for their learning and contact the 
appropriate faculty if academic resources designed to promote student success are available. 
 

OCCUPATIONAL THERAPY ASSISTANT 
PROGRAM OBJECTIVES 

 

1. Provide course work and Fieldwork Level II Experience leading to an Associate of Science 
Degree in Occupational Therapy Assistant that prepares students for the successful completion 
of the NBCOT certification examination and employment as COTAs. 

2. Create a learning environment that is safe for exploration of personal and professional attitudes 
and behaviors and that values the uniqueness, dignity and rights of the individual. 

3. Foster cultural sensitivity by incorporating culturally diverse material within the curriculum and 
modeling in the classroom. 

4. Employ teaching methods that foster the occupational therapy philosophy of experiential learning 
and use of purposeful activity to facilitate adaptation and mediate dysfunction for all age groups, 
disabilities and occupational roles. 

5. Prepare occupational therapy assistants to provide quality services in a wide variety of practice 
environments including uncharted areas of practice. 

6. Collaborate with the occupational therapy community to develop Fieldwork Level II Experiences 
that prepare practitioners for meeting the practice needs of the community.  

7. Provide continuing education programs to meet the retraining, technical advancement and career 
advancement needs of occupational therapy personnel. 

8. Promote the field of occupational therapy at every possible opportunity. 
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CURRICULUM DESIGN 

 

The Occupational Therapy Assistant Program curriculum design incorporates five themes woven into the 

curriculum and three levels of learning.  The design reflects the college mission statement, OTA mission 

statement and the OTA philosophy.  The curriculum design guides the placement of course content, 

sequence and the depth covered at each level. The location of the content within the curiosity levels of 

learning and adaptation creates the reinforcement of content that builds upon itself. This gradual stacking 

of concepts from exploration to competency and ending with achievement promotes graduation of 

professional, competent, diverse and service oriented lifelong learners. 

 

A tree was chosen as the symbol of the open system of our curriculum.  It is strong, growing and long 

lasting.  It can reach great heights if it is taken care of during its early stages of growth.  Input of 

knowledge through the roots provides the nutrients for the student to anchor to the ground and begin the 

journey upward during the early stages of exploration.  The trunk of the tree is made up layers of 

exploratory learning that supports the branches and begins shaping the crown.  The curriculum content 

increases in depth requiring increased critical thinking and practice of skills creating the competency 

level. The branches reach out of the trunk and intertwine high up into the crown of the tree where 

achievement begins to take place.  The application of the OTA curriculum content during the Level II 

Fieldwork experience gives the final shape to the crown and preparation for the OTA graduate to enter 

the profession at entry level competence. 

 

The layers of the trunk run from the roots to the leaves carrying nutrients throughout the tree.  The 

threads of our program run from the roots to the leaves giving the students nutrients throughout the 

program and reinforcing our mission. 

 

The leaves give the tree color as the new students give the profession color releasing fresh oxygen into 

the world of occupational therapy.   The program offers continuing education to assist with keeping the 

community renewed. 



 

 - 7 - 

 

EXPLORATION 
 
Exploration requires a safe environment for learning.  It is stimulated when something is new or different 
and behavior is engaged in for its own sake to support the capacity for object interest.  A highly pressured 
or anxiety provoking environment is an enemy to the process.  Exploration reflects an autonomous 
capacity to be interested in the environment.  Hope and trust are fostered as the imagination searches for 
rules of how people, objects and environments operate.  The foundations of learning occur at this level.  
The first sequence of courses is designed to facilitate exploration in learning the basic rules around 
principles, activities, communication, documentation and movement in the delivery of occupational 
therapy services. 
 
   OTA 100 - Fundamentals of Occupational Therapy 
   OTA 101 - Fundamentals of Activity/Therapeutic Media 
   OTA 110 - Interpersonal Relations in Occupational Therapy 
     (FW Level I) 
   OTA 120 - Documentation in Occupational Therapy 
   OTA 130 - Dynamics of Human Movement 
 
 

COMPETENCY 
 
Competency emerges from intrinsic motivation to deal with the environment, influence it actively and be 
influenced by it through feedback.  To become competent one needs to practice, repeat, and learn 
behaviors to the point of the establishment of habits.  Through practice, competence is accomplished.  
Fragmentation is a natural part of this process that occurs when sequences of tasks are broken down and 
reordered during learning.  Hope and trust are transformed to self-confidence and self-reliance at this 
level.  The second sequence of courses provides an opportunity to practice, reorder, and apply previous 
knowledge to a wide range of ages, disabilities, and contexts. 
 
   OTA 140 - Occupational Skills Development in Pediatric Roles 
     (FW Level I) 
   OTA 200 - Occupational Skills Development in Adult Roles 
     (FW Level I) 
   OTA 210 - Assistive Technology in Occupational Therapy 
   OTA 220 - Occupational Skills Development in Geriatric Roles 
     (FW Level I) 
   OTA 230 - Occupational Therapy Management 
 
 

ACHIEVEMENT 
 
Achievement builds on the previous two levels.  Competition with self or others occurs focusing on a 
standard of excellence.  There is an element of danger and risk taking involved at this level as the mind 
employs strategies to strive for success.  The student applies and integrates previously learned 
knowledge through clinical fieldwork. 
 
   OTA 240 - Fieldwork Level II/Rotation I 
   OTA 241 - Fieldwork Level II/Rotation II 
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GROSSMONT COLLEGE OCCUPATIONAL THERAPY ASSISTANT PROGRAM 
ASSOCIATE IN SCIENCE DEGREE REQUIREMENTS 

 
Associate Degree Major Requirements 
 

NOTE:  All courses in the major must be completed with a ñCò grade or  

better.      

       

       

Subject & Number   Title             Units 

 

 

Occupational Therapy          Fundamentals of Occupational                   2 

  Assistant 100          Therapy 

 
Occupational Therapy          Fundamentals of Activity/                  2 

  Assistant 101          Therapeutic Media  

 
Occupational Therapy          Interpersonal Relations in                               4 

  Assistant 110          Occupational Therapy  

 
         FW I 

Occupational Therapy          Documentation in Occupational                    2 

  Assistant 120          Therapy  
 

Occupational Therapy          Dynamics of Human Movement                   4 

  Assistant 130  
 

Occupational Therapy          Occupational Skills Development                3 

  Assistant 140          in Pediatric Roles 
         FW I 

 

Occupational Therapy          Occupational Skills Development                3 
  Assistant 200            in Adult Roles  

          FWI 

 
Occupational Therapy          Assistive Technology in                              2 

  Assistant 210         Occupational Therapy 

 

Occupational Therapy          Occupational Skills Development              3 

  Assistant 220          in Geriatric Roles 

         FWI 
 

Occupational Therapy          Occupational Therapy              1 

  Assistant 230          Management  
 

Occupational Therapy          Field Work Level II - Rotation I                 4 

  Assistant 240 
 

Occupational Therapy          Field Work Level II - Rotation II               4 

  Assistant 241 
_______________________________________________________________ 

              34 

 

 

   Associate Degree Major Requirements                 34 

   Program Prerequisites                                             8 

   Program Requirements                                            6 

   General Education Requirements                          26 

 

   TOTAL PROGRAM REQUIREMENTS:       74 

 

Program Prerequisites                                                                            Units 

 

Biology  144  Human Anatomy and Physiology  I              4 
   and 

Biology 145  Human Anatomy and Physiology II              4 

    or 
Biology 140  Human Anatomy             (5) 

   and 

Biology 141  Human Physiology                                 (3) 
______________________________________________________________ 

                                                                                                                        8 

 

Program Requirements  (Choose any 2)   

 

Anthropology 120  Introduction to Cultural Anthropology               3 
 

Cross Cultural Studies 115  Cross Cultural Awareness              3 

 
PDC  120  Personal Development Counseling                      3 

 

Psychology 120 Introduction to Psychology                                  3 
Psychology 125 Cross Cultural Psychology                                   3 

or  

CCS 125  Cross Cultural Psychology                                   3 
Psychology 130 Psychology of Individual Adjustment                  3 

Psychology 220 Psychology of Learning                                    3 

Sociology 120 Introduction to Sociology                                    3 

______________________________________________________________ 

                                                                                                                        6 

 

General Education Requirements  
 
Art 126  Ceramics                                                            3 

    or  

Art 129  Three Dimensional Design:                              (3)
  Beginning Sculpture 

 

Communications 120 Elements of Human Communication               3 
  or 

Communications 122 Oral Communication:  Principles of    

  Oral Composition & Delivery                      (3) 
 

English 110  College Composition                              3 

  or 
English 120  Reading and Composition                              (3) 

  or 

English 124  Advanced Composition:   Critical                  (3)  
  Reasoning and Writing                  

 

Exercise Science  (select two activity courses)                                           2 
 

Family Studies 120 Human Development                                3 

 
Physical Sciences (GE Area B)                                                               3 - 5 

 

Quantitative Reasoning                                                                           3 - 5 
(GE Area A - math recommended) 

 

Humanities (GE Area C, section 1 or 2)                                                      3 
 

Sociology 114/CCS 114 Introduction to the Sociology                            3 

  of Minority Group Relations                  _______   

                                                                                                                   26 
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OTA ASSOCIATE DEGREE PROGRAM CONTENT AND SEQUENCE 

 
The following information describes course content as sequenced through the six semesters of the 
program.  This is a suggested sequence with the Occupational Therapy Assistant core courses offered 
in evening classes and the general educations courses offered days and evenings.  The OTA core 
courses must be taken in the sequence and time frame offered.  However, if a student has no college 
background and can only attend in the evening, the completion of GE courses would lengthen the time to 
earn the degree. 
 
 

PREREQUISITES 
 

Prerequisites to the OTA Program include two semesters of Human Anatomy and Physiology, either 
Biology 144, 145 or Biology 140 141, or the equivalent, which must be completed with a grade of ñCò or 
better.  Biology prerequisites represent foundation courses that explore the human body and prepare the 
student to learn the basic rules of structure and function.  Although not a prerequisite it is highly 
recommended that the student complete ENG 110 prior to the first Spring Semester.  
 

CORE COURSES 
 
Occupational Therapy Assistant core courses range from OTA 100 through OTA 241.  A complete 
description of the core curriculum is included in the Handbook.  OTA courses at the ñ100ò level are 
completed during the first year of study and ñ200ò level courses are completed during the second year of 
study.  Enrollment in OTA 299 ï Rehab Terminology, Diseases and Diagnoses and OTA 299 ï OTA 
Review is highly recommended. 
 
 

GENERAL EDUCATION COURSES 
 
Students should make an appointment with a counselor in the College Counseling Center to begin their 
planning early to ensure completion of general education courses to comply with graduation 
requirements. Many General Education (GE) courses are included in the recommended sequence for an 
Associate in Science in Occupational Therapy Assistant.  Prerequisite courses also fulfill a portion of the 
GE requirements for the A.S. degree.  Courses must be completed with a "C" grade or better. 
 
All General Education courses must be completed prior to going on to Fieldwork Level II. 
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RECOMMENDED SEQUENCE 
 

Summer Session (First Year) 
 
Physical Education course choice is a general education requirement that is experiential, encouraging 
personal awareness through movement with various options. 
 
ENG 110/120/124-Composition strengthens written communication skills and provides a foundation for 
documentation and other writing assignments. 
 

Fall Semester (First Year) 
 
OTA 100 - Fundamentals of Occupational Therapy is an introductory course that covers the history, 
definition and philosophical base of occupational therapy.   
 
OTA 101-Fundamentals of Activity/Therapeutic Media introduces the student to methods of activity 
analysis which will be employed throughout succeeding courses that implement purposeful activity as 
treatment.  Arts and crafts procedures are explored and learned as well as adaptations to daily living 
activities. 
 
OTA 110-Interpersonal Relations in Occupational Therapy provides the foundations for understanding 
the rules of how people operate including communication and group process.  Psychiatric occupational 
therapy models of practice and theory are introduced.  The therapeutic use of self, psychiatric conditions 
and treatment interventions in psychiatric occupational therapy are examined. 
 
OTA 299 ï Rehab Terminology/Diagnoses/Diseases ï Enrollment highly recommended. (Elective) 
 
PSY 120-Introductory Psychology introduces the student to the principles of motivation and 
psychosocial intervention. 
 
FS 120 - Human Development is a foundational course covering developmental tasks throughout the 
lifespan and is critical to understanding the implications of occupational role for adaptation.  
 

Spring Semester (First Year) 
 
OTA 120-Documentation in Occupational Therapy teaches basic documentation skills specific to 
various practice settings and reimbursement systems. 
 
OTA 130-Dynamics of Human Movement analyzes normal movement, anatomy, and body systems for 
function, and develops basic skills in handling techniques, goniometry and functional muscle testing.  
Physical dysfunction theory and conditions are introduced. 
 
OTA 140-Occupational Skills Development in Pediatric Roles is the first in a three-part sequence that 
integrates knowledge from other OTA courses to address specific role function and dysfunction in the 
child and adolescent.  Play as an arena for learning occupational performance components is 
emphasized.  Activity analysis is applied to play behaviors.  The family as the treatment environment is 
included. 
 
SOC 114-Minority Relations focuses on issues of cultural diversity, which is critical knowledge as the 
OTA interacts with a culturally diverse patient population. 
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Summer Session (Second Year) 

 
OTA 200-Occupational Skills Development in Adult Roles is the second course in the sequence to 
focus on age specific occupational roles.  Psychiatric and physical dysfunction conditions are integrated 
in this course to reduce dualistic ways of thinking about dysfunction.  Activity analysis and application is 
emphasized in relation to the occupational role of homemaker and the world of work. 
 
COMM 120-Human Communication provides an opportunity to practice oral communication skills and 
acquire further knowledge in communication as preparation for applying these skills in the health care 
environment. 
 
Physical Science course choice fulfills the general education requirements of the College in regards to 
a liberal arts background. 
 
OTA 299 ï Introduction to Hand Therapy ï (Elective) 
 
 

Fall Semester (Second Year) 
 
OTA 210- Assistive Technology in Occupational Therapy integrates and applies previous knowledge 
regarding patient treatment and teaches new knowledge of technology for low to high technology utilized 
in treatment to foster successful occupational role performance. 
 
OTA 220-Occupational Skills Development in Geriatric Roles is the third course in the sequence that 
focuses on age-related role behavior.  This course reviews specific conditions affecting the elderly and 
addresses leisure, retirement, supported living, and death and dying issues in treatment intervention. 
 
OTA 230-Occupational Therapy Management instructs the student in operations of an occupational 
therapy department.  
 
ART 126-Ceramics I or ART 129-Beginning Sculpture offers a choice of two media that meet general 
education requirements and provide exposure to therapeutic media for later application in OTA courses. 
 
Humanities course choice satisfies the general education requirements for the College and 
incorporates a liberal arts background into the curriculum. 
 
Quantitative Reasoning course choice (mathematics course recommended) satisfies a general 
education requirement. 
 

Spring Semester (Second Year) 
 
OTA 240 & 241-Fieldwork Level II/Rotation I & II presents the opportunity to synthesize learning as the 
student completes their two 10-week rotations in clinical practice. It is strongly recommended that 
students do not hold a job while completing their fieldwork requirements. 
 
OTA 299 ï Test Prep/Review ï Highly Recommended (Elective) 
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DESCRIPTION OF OTA CORE COURSES 

 
OTA 100  FUNDAMENTALS OF OCCUPATIONAL THERAPY   (2 lecture) (2) 
 
The definition, history and philosophical base of occupational therapy are explored.  An overview of 
Occupational Therapy and the health care delivery system is presented.  Various practice areas where 
occupational therapists are employed are reviewed.  The roles of the OT and the COTA are examined 
including supervisory issues.  Occupation as a health determinant is investigated.  Standards and ethics 
of the profession are reviewed as well as personal ethics required in practice.  Professionalism is defined.  
An understanding of the meaning and dynamics of occupation and purposeful activity will be explored.  
Occupation-based practice is emphasized since "occupations" comprise the ordinary every day familiar 
things we do that affect our health and well-being.   Students will be able to differentiate among 
occupation, activity, and purposeful activity.  Uniform Terminology/Practice Framework will be reviewed.  
Certification/licensure requirements are discussed including the importance of continued learning.  Health 
legislation, legal responsibilities, and professional liability are examined.  Medical terminology is 
introduced. 
 
OTA 101  FUNDAMENTALS OF ACTIVITY/THERAPEUTIC MEDIA  (1 lec, 3 lab)  (2) 
 
Through experimental learning, students will explore and develop skills in performing processes required 
in minor crafts, gross motor activities, games and simple work tasks.  Emphasis is on activity analysis and 
adaptation from the perspective of work and play/leisure tasks throughout the life span.  Safety in the use 
of therapeutic activities is emphasized.  A file of therapeutic media explored will be created.  Students will 
learn to teach techniques in applying therapeutic media to a group. 
 
OTA 110  INTERPERSONAL RELATIONS IN OCCUPATIONAL THERAPY   (3 lec, 3 lab)  (4) 
Individual and group interactions related to occupational therapy intervention are examined.  Theories of 
practice that explain interpersonal behavior from an Occupational Therapy perspective are reviewed as 
well as psychiatric conditions.  The therapeutic use of self and collaboration between OTR, COTA and 
other health care professionals is investigated with an emphasis on teamwork.  Interviewing, observation, 
communication, and group process skills with an emphasis on cultural differences are simulated and 
observed in clinic settings.  Group roles and stages are examined.  The differences between task groups 
and talk groups are analyzed.  Group leadership is practiced. 
 
OTA 120  DOCUMENTATION IN OCCUPATIONAL THERAPY     (2 lec)  (2) 
 
Record keeping for accountability and reimbursement is examined.  Emphasis is placed on learning the 
structure and function of daily note writing.  Patient/client evaluation techniques including data gathering, 
reassessment, treatment recommendations, and treatment termination are presented.  Students learn to 
write behavioral objectives and assist the OTR with goal writing.  Techniques of quality improvements are 
introduced.  Insurance systems and various methods for documentation are examined.  Medical 
terminology is emphasized. 
 
OTA 130  DYNAMICS OF HUMAN MOVEMENT     (3 lec, 3 lab) (4) 
 
The organization of the human nervous system and the structure of the human body in relation to joints, 
trunk and extremities is examined and analyzed in terms of functional movement required for work, play 
and self-care activities.  Occupational therapy theory in relation to physical dysfunction is reviewed along 
with interrelationships between central nervous system, peripheral nerves and the musculoskeletal 
system. Physical conditions that interfere with successful performance of occupational roles are 
examined.  Gross manual muscle testing and goniometry are simulated and practiced.  Principles of 
kinesiology and body mechanics are presented.  Safety procedures in relation to functional mobility are 
reviewed.  Principles of energy conservation, work simplification and joint protection are introduced. 
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OTA 140  OCCUPATIONAL SKILLS DEVELOPMENT IN PEDIATRIC ROLES (2 lec, 3 lab) (3) 
 
Biological, psychosocial and environmental conditions that lead to dysfunction in the roles of the child 
from neonate to adolescence are examined.  Adaptation and adjustment to limitations in occupational 
performance are explored.  The role of the occupational therapy assistant in prevention and rehabilitation 
programs within medical and community settings such as hospitals, infant programs, schools, and private 
practice is defined.  Evaluation and treatment techniques are examined including activities that facilitate 
age-appropriate balance of work, self-care and play/leisure behaviors is presented.  Emphasis is placed 
on collaboration with families, caregivers, teachers and significant others. 
 
 
OTA 200  OCCUPATIONAL SKILLS DEVELOPMENT IN ADULT ROLES  (2 lec, 3 lab) (3) 
 
Biological, psychosocial and environmental conditions that lead to dysfunction in the roles of adulthood 
including homemaker and worker roles are examined.  Exploration of the recovery process from acute 
care to rehabilitation for physical and psychosocial conditions is reviewed.  The role of an occupational 
therapy assistant in prevention and rehabilitation programs is defined.  Involvement in assessment, 
intervention, and therapeutic activities that facilitate age-appropriate occupational behaviors is practiced. 
 
 
OTA 210  ASSISTIVE TECHNOLOGY IN OCCUPATIONAL THERAPY  (4 lab/lec) (2) 
 
The technology employed by the Occupational Therapy Assistant is explored through laboratory practice 
and field site visits.  This technology will range from low technology including adaptive equipment for 
activities of daily living, functional orthoses, prostheses, positioning/seating equipment and extend to the 
higher technology of computer utilization for written communication, environmental control, and 
augmentative communication. 
 
 
OTA 220  OCCUPATIONAL SKILLS DEVELOPMENT IN GERIATRIC ROLES (2 lec, 3 lab) (3) 
Biological, psychosocial and environmental conditions that lead to dysfunction in the roles of volunteer 
and retiree in the elderly are examined.  Adaptation and adjustment to limitations in occupational 
performance are explored.  The role of the occupational therapy assistant in prevention, rehabilitation and 
maintenance programs is presented.  The physiological and psychological effects of aging are reviewed 
and issues relating to death and dying are explored.  Treatment approaches including reality orientation 
and remotivation are studied.  The clinical components of an activity program within a skilled nursing 
facility are emphasized including governmental regulations. 
 
OTA 230 OCCUPATIONAL THERAPY MANAGEMENT    (1 lec) (1) 
 
The routine operations required to manage an occupational therapy department are reviewed including:  
scheduling, budgeting, billing, ordering supplies and performing inventory.  Training and supervision of 
aides and volunteers is reviewed.  Quality assurance of an occupational therapy program is examined.  
Activity program management is explored.  Job interviewing techniques are described discussed and 
simulated.  Basic research techniques are presented.  The Americans with Disabilities Act is reviewed.  
Each student completes a personal resume.  Requirements for continuing education and professional 
development are defined.  Developing professional behaviors is emphasized. 
 
 
LEVEL I FIELDWORK 
 
The first level of clinical fieldwork is integrated with and complements the core curriculum.  The clinical 
setting is introduced through onsite visits for structured observation.  These hours are done during the 
daytime.  Documentation of observations and verbal reporting to peers is emphasized. 
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OTA 240 & 241 - LEVEL II ROTATION I & II      (8) 
 
Prior to starting OTA 240 & 241 you must have completed all OTA core courses and GE courses with a 
grade ñCò or better.  This experience involves 20 weeks of advanced Fieldwork Level II Experience under 
the direct supervision of a registered occupational therapist (OTR) or a certified occupational therapy 
assistant (COTA) with the student assisting in all phases of practice.  The 20 weeks of Fieldwork Level II 
Experience is offered as two separate 10-week rotations in different practice areas.  To ensure 
continuity of application of academic concepts, all Level II Fieldwork must be completed within 18 
months following completion of academic preparation 
 
 
ELECTIVES: 
 
OTA 299 ï Rehab Terminology/Diseases/Diagnoses 
 
OTA 299 ï OTA Review 
 
OTA 299 ï Introduction to Hand Therapy 
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STUDENT CODE OF CONDUCT 
 
The primary purpose of this policy is to provide information to all students in the Grossmont-Cuyamaca 
College District about the type of conduct that is expected of each student and to set forth procedures 
that are fair and timely, both to the student and to the District.  The California Education Code requires 
every community college governing board to adopt specific rules governing student behavior along with 
applicable penalties for violation of these rules and regulations.  Grievance procedures from a student 
enrolled in the program should begin with a conference with the instructor concerned, followed by a 
meeting with the Director of the Program, and the Dean (and/or Associate Dean) of Business and 
Professional Studies, in that order.  The complete Student Conduct Code is available in the office of the 
Dean of Student Activities.  The following is a summary of the Code. 
 
1.     Conduct for which a student may be disciplined, if it is college related: 
 

a. Theft or non-accidental damage to college property. 
b. Forgery, alteration or misuse of records, documents or identification. 
c. Cheating or plagiarism in connection with an academic program. 
d. Physical or verbal abuse or any threat of force. 
e. The sale or possession of controlled substances or alcoholic beverages. 
f. Unauthorized entry to or unauthorized use of college property. 
g. Engaging in lewd, indecent or obscene behavior. 
h. Possession or use of explosives or deadly weapons. 
i. Failure to comply with directions of college officials. 
j. Obstruction or disruption of the educational process 
k. Violation of any order of the college president or is designee or other college officials. 
l. Soliciting or assisting another to do any act which would subject another to penalties under 

this code. 
m. Sexual harassment.  (See SEXUAL HARASSMENT section in this Handbook.) 
n. Any other cause identified as good cause by the Educational Code not listed above. 

 
2.      Penalties that may result from violation of the Student Conduct Code: 
 

a. Warning - Verbal or written notice to the student describing behavior that may be cause for 
disciplinary action. 

b. Probation - May include exclusion from participating in privileges or extra-curricular 
activities for a specified period to time.  The imposition of disciplinary probation includes 
notification to the student in writing of the reason and conditions of probation. 

c. Short Term Suspension - (Instructor) May suspend for good cause as described above 
from a given class for the class period or the class period AND the next class meeting.  
Instructorôs decision is final and may not be appealed. 

d. Administrative Suspension - The college president or designee is authorized to suspend 
a student for good cause for a period not to exceed five (5) days. 

e. Withdraw of Consent to Remain on Campus - Affected when reasonable cause exists to 
believe the continued presence of the student constitutes a substantial and material threat 
to persons or property.  (Fourteen (14) calendar-day limit) 

f. Long Term Suspension - Not to exceed two (2) years.  Exclusion from student status.  
(Refer to complete Code for details.) 

g. Exclusion - Permanent denial to all campus privileges including class attendance. 
 

3. Appeals - Only long-term suspension and expulsion are subject to the hearing and appeal 

process.  These procedures are on file in the office of the Dean of Student Activities. 
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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. ñOccupational 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 lifeò (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  
 
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 recipientôs 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.  
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Principle 2. Occupational therapy personnel shall take measures to ensure a recipientôs 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 individualôs 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.  
 
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.  
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D. Take reasonable steps to ensure employers are aware of occupational therapyôs 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. 
D. Identify and fully disclose to all appropriate persons errors that compromise recipientsô safety.  
E. Accept responsibility for their professional actions that reduce the publicôs 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  

AutonomyðThe right of an individual to self-determination. The ability to independently act on oneôs 
decisions for their own well-being (Beauchamp & Childress, 2001)  

BeneficenceðDoing good for others or bringing about good for them. The duty to confer benefits to others  

ConfidentialityðNot disclosing data or information that should be kept private to prevent harm and to abide 
by policies, regulations, and laws  

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

DutyðActions required of professionals by society or actions that are self-imposed  

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

FidelityðFaithfully fulfilling vows and promises, agreements, and discharging fiduciary responsibilities 
(Beauchamp & Childress, 2001)  
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JusticeðThree types of justice are  

CompensatoryðMaking reparation for wrongs that have been done  

Distributive justiceðThe act of distributing goods and burdens among members of society  

Procedural justiceðAssuring that processes are organized in a fair manner and policies or laws are followed  

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

NonmaleficenceðNot harming or causing harm to be done to oneself or others the duty to ensure that no 
harm is done  

VeracityðA duty to tell the truth; avoid deception 
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 GROSSMONT COLLEGE OCCUPATIONAL THERAPY ASSISTANT PROGRAM 
PROFESSIONAL BEHAVIOR EVALUATION GUIDELINES 

(Adapted from Dominican University of California Department of Occupational Therapy, 2/07) 

 
It is the policy of Grossmont College OTA Program to evaluate students on their 
professional behaviors each semester.  We believe that this process will assist the 
student in developing their professional behaviors and enable them to succeed as OTA 
students throughout the program and as future health care professionals. 
 

 Each semester the student will receive a Professional Behavior 
Evaluation.   

 

 Faculty and professional staff will review each professional behavior 
indicated on the evaluation and provide input.   

 

 Students who receive one or more ñNeeds Improvementò marks on a 
professional behavior area at any time during the program will be required 
to meet with the OTA Program Director for advisement.  

 

 Student advisement may include a written Professional Behavior Plan or 
dismissal from the OTA Program. 

 

 Professional Behavior Evaluations and Professional Behavior Plans will be 
stored in the studentôs confidential academic file and a copy will be 
provided to the student.   
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GROSSMONT COLLEGE OCCUPATIONAL THERAPY ASSISTANT DEPARTMENT 
PROFESSIONAL BEHAVIOR EVALUATION 

 
STUDENT NAME:_________________________                            
SEMESTER:_________________ 

 
PROFESSIONAL BEHAVIOR EXCEEDS STANDARD MEETS STANDARD NEEDS 

IMPROVEMENT*  

COMMENTS**  

1.  Time Management: 
 
Attendance, punctuality, ability to 
plan ahead, complete 
assignments on time, prioritize 
responsibilities. 

    

2.  Respect and Cooperation: 
 
Respects legitimate authority, 
works through appropriate 
channels to resolve grievances, 
functions as cooperative 
contributing member of class and 
department. 

    

3.  Oral and Written 
Communication: 
 
Makes self understood clearly in 
formal and informal learning 
environments, meets college and 
departmental standards for 
academic and professional writing 
through correct use of grammar 
and vocabulary. 

    

4.  Motivation and Initiation: 
 
Actively engaged in learning 
process, seeks out new learning 
resources, takes responsibility for 
own academic and professional 
growth.  Demonstrates intellectual 
curiosity. 

    

5.  Feedback: 
 
Able to give appropriate and 
insightful feedback to peers to 
promote professional growth; able 
to receive and use constructive 
feedback from faculty and peers 
to promote professional growth.  
Modifies behavior as needed. 

    

6.  Organization: 
 
Organized and prepared for 
classes and meetings with 
required materials.  Able to 
prioritize tasks as needed.  
Consistently prepared for 
fieldwork and labs. 

    

7.  Interpersonal Skills and 
Emotional Maturity: 
 
Handles personal situations in a 
mature, responsible manner.  
Maintains positive relations with 
peers and faculty.  Expresses 
needs and thoughts clearly and 
directly.  Seeks professional 
guidance as needed. 

    

8.  Academic Honesty and 
Professional Ethics: 
 
Adheres to Grossmont Collegeôs 
Code of student conduct and 
AOTAôs Code of Ethics.  Displays 
honesty and integrity in all 
matters. 
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9.  Responsibility and Reliability: 
 
Volunteers for responsible 
projects including team 
leadership.  Follows through with 
commitments.  Can be relied 
upon to complete tasks.  
Developing leadership ability. 

    

10.  Professional Demeanor: 
 
Displays respect for self and 
others through attire, demeanor, 
and behavior.  Represents 
Grossmont College and the 
profession of occupational 
therapy in a positive manner. 

    

11.  Safety: 
 
Demonstrates concern for safety 
in labs, scenarios and classroom 
work.  Follows safety precautions 
set forth throughout program. 

    

12.  Other Professional Behaviors 
of Concern: (Specify) 
 
 
 
 
 

    

* Must schedule an appointment with OTA Program Director. 
**Any mark in the Needs Improvement column requires comments. 

 
Overall Evaluation (Circle One)    
 
EXCEEDS   MEETS   NEEDS   FAILS 
STANDARDS     STANDARDS      IMPROVEMENT   STANDARDS 
 
 
Comments: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
________________________________  _______________________________ 
Program Director  DATE  STUDENT  DATE 
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Success Checklist 
Use the counseling services at Grossmont College:  

 Talk to a counselor about what courses you should take. 

 Use a counselor for educational, career and personal counseling. 

 See a counselor at least once a semester. 

 Seek help from a counselor if you experience any difficulties that affect 

 your academic performance.  

  Get to know your instructors:  
  

 Sit up front and ask questions. 

 Talk with your instructors after class. 

 Make appointments to meet with your instructors in their offices. 

 Discuss ideas for term papers and class projects with your instructors.  

  Learn to manage your time.  
  

 Keep a monthly calendar, a weekly schedule and a daily "to do" list. 

 Stick to your calendar and weekly schedule. Don't let yourself get behind! 

 
Be realistic about the number of units you can take. Use the first semester to 
adapt to the academic challenges of college. 

 

Be aware of the symptoms of poor time management. They are: high anxiety, 
stress, little sense of accomplishment, insufficient time to study, poor grades and 
burnout. If you experience any of these symptoms, make an appointment with a 
counselor and review your time management skills.  

  Be an active learner in your classes:  
  

 Participate in classroom discussions. 

 Summarize major points and information in your textbook and notes. 

 Do additional reading on topics that were introduced and discussed in class. 

 Attend every class meeting. Be on time. 

 Sit near the front of the class. 

 Do all assignments. 

 Develop and practice good listening skills. Take notes. 

 Get organized.  

  Use the library:  
  

 Ask the librarian for help in finding material. 

 Learn how to use the on-line catalog. 

 

Acquaint yourself with the variety of resources available in the library: research 
materials, class items, current magazines and journals, books-on-tape, videos, 
and more.  
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  Improve your reading and writing skills.  
  

 
Take classes to develop effective reading and writing skills. 
    (ENGL 50-51, 52, 103, 110, 120, 124) 

 
Take advantage of free tutoring available in the English Writing Center, room 
571. 

 
Write a rough draft of a paper or essay and revise it before handing it in.  Have 
the English Writing Center proofread your paper. 

  Talk to your instructors about comments they write on papers you turn in.  

  Take advantage of college support services:  
  

 
Visit the Career Center, Transfer Center, Disabled Student Services, Financial 
Aid, EOPS, etc. 

 Seek help from tutors in the various study labs and Tutoring Center. 

 Become familiar with all of the support services available to students.  

  Get to know other students.  
  

 
Get to know other students by joining clubs and becoming an active member of 
Grossmont College's Associated Students. 

 Form study groups with other students in your classes.  

  Participate in campus activities.  
  

 Attend art exhibits, concerts, theatrical events, lectures and athletic events. 

 Join clubs and be an active participant.  
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SECTION III: 
 

PHYSICAL REQUIREMENTS 
IMMUNIZATION REQUIREMENTS 

CPR REQUIREMENTS 
DENTAL REQUIREMENTS 

BACKGROUND CHECK 
REQUIREMENTS 

DRUG SCREEN REQUIREMENTS 
MALPRACTICE REQUIREMENTS 
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STUDENT CHECKLIST  

 

FIRST YEAR:  

 

_____Background Check 
_____Drug Screen 
_____Dental Forms 
_____Physical Forms 
_____Immunization Forms 
_____CPR Card 
_____Malpractice Insurance 
_____AOTA Membership 
_____OTA Club Membership 
_____OTA Uniforms 
_____Gait Belt 
 

SECOND YEAR:  

 

_____Physical Forms 
_____Immunization Forms (as needed) 
_____CPR Card 
_____Malpractice Insurance 
_____AOTA Membership 
_____OTA Club Membership 
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MEDICAL & DENTAL EXAMINATION 
 
All students are required to provide proof of current medical and dental examinations prior to 
entering the OTA Program. All paperwork concerning CPR certification, TB screening, and 
immunizations must be turned in to the OTA office by September 15, 2008 for first year students 
and by December 19, 2008 for second year students.  Participation in the program requires that 
the student meets the standard physical requirements listed in this manual.   
 
Immunizations: 
 
The OTA Department requires documentation of immunity/seropositivity for polio, measles, 
mumps, rubella, diphtheria, tetanus, and Hepatitis B.  Current tuberculin test results and a 
varicella titer must be on file.  A low cost immunization program is available for most of these 
immunizations through the Grossmont College Student Health Services Department. 
 
TB Clearance Requirements: 
 
Each student must submit documentation of a PPD skin test or negative chest x-ray upon 
admission to the OTA Program.  Each student also submits documentation of a repeat PPD or 
questionnaire EACH YEAR, i.e. within one year from the date of the previous PPD or 
questionnaire.  It is the studentôs responsibility to submit copies of the PPD skin test results to 
the OTA Program.  The TB Questionnaire is available in the OTA Office.  The student will be 
denied access to a clinical setting if a current PPD skin test or TB Questionnaire is not on file at 
all times. 
 
ADDITIONAL TB INFORMATION: 
 
TB Clearance and Requirements: 
 
If non-reactive PPD skin test: repeat PPD within one year from the date of the previous PPD: 
Note:  Applicants who have received BCG vaccination still need to have a PPD skin test unless 
the student has documentation of a positive PPD skin test. 
 
If newly reactive PPD (see NIH guidelines): 
 
  Must have documentation of negative chest x-ray. 
 
  While prophylactic medical treatment is not required, the student is encouraged to discuss this 
option with their healthcare provider or at the Collegeôs Student Health Services. 
 
If previously (+) reactive with negative chest x-ray: 
 
   An annual TB questionnaire is required (available from Health Services Office) 
   Documentation of negative check x-ray must be in the studentôs file in the OTA Program 
office. 
 
PPD and pregnancy:  per the Centers for Disease Control (CDC) guidelines (April 2005), the 
PPD is considered safe and valid throughout pregnancy.  The PPD is not contraindicated during 
pregnancy.  PPD testing remains a requirement for the OTA Program unless one of the above 
criteria is met. 
 
    Quantiferon ï TB Gold Blood Test has not been evaluated for use during pregnancy. 
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REFUSAL TO OBTAIN IMMUNIZATIONS, TITERS or TB Requirements 
 
If the student refuses to comply with any or all requirements or if the student has 
contraindication(s) to a required immunization, then: 
 
 1.  The student must sign a Waiver Form indicating the specific immunization(s) or 
titers or test that is being voluntarily refused and the rationale for the refusal (Form available in 
the OTA Office). 
 2.  The student will indicate on the Waiver Form that he/she understands that the 
Program will make reasonable efforts to secure alternative clinical experiences for the student 
but these experiences may not be available. 
 3.  Note:  Lack of available clinical experiences may prevent the student from 
completing the OTA Program. 
 4.  The required immunizations/titers and tests are:  MMR injections or titer (Measles, 
Mumps, Rubella); Hepatitis B series or titer; Varicella (proof of positivity, injection, or titer); 
Tetanus/diphtheria (Td) injection.  The students should consult his/her healthcare provider 
regarding possible side-effects/contraindications to these immunizations and skin test. 
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Health Services Office 
 
 
 

Fall 2008 
 
 
 
 
Dear Health Profession Students, 
 
For Health Services offered on campus please call for 
office hours and prices (619) 644-7192. 
Or visit our website at www.grossmont.edu/HealthServices 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8800 Grossmont College Drive 
El Cajon, California 92020-1799 

Telephone: 619-644-7192 
Fax: 619-644-7922 

 

http://www.grossmont/
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GROSSMONT COLLEGE 
OCCUPATIONAL THERAPY ASSISTANT 

STANDARD PHYSICAL REQUIREMENTS FOR CLINICAL TRAINING 
 

The following are the Standard Physical Requirements for working in the clinical environment as 
a student in the Occupational Therapy Assistant Program at Grossmont College.  These 
requirements were established as a result of a survey of clinical affiliates that provide training to 
our students. 

 
PHYSICAL REQUIREMENTS 

 
A. Lift While Standing ï Light to Moderate ï Less than 50 pounds ï Frequent 

B. Lift While Sitting ï Light ï Under 25 pounds ï Frequent 

C. Lift with Assistance ï Heavy ï Over 50 pounds. (Patient Transfer, etc) ï Occasionally/Frequently 

D. Pushing ï Heavy ï Over 50 pounds ï Frequent 

E. Pulling ï Heavy ï Over 50 pounds ï Frequent 

F. Reaching (Full Extension ï Elbow Flexion) At shoulder level ï Occasional/Frequent 

G. Reaching (Full Extension ï Elbow Flexion) Above shoulder level ï Occasional/Frequent 

H. Standing for extended periods ï Frequent 

I. Sitting for prolonged periods ï Frequent ( 60 min.) 

J. Walking (Moderate distances within clinical environment) ï Frequent 

K. Carrying ï Light to Moderate ï Less than 50 pounds ï Occasional 

L. Bending ï Occasional/Frequent 

M. Stooping ï Occasional/Frequent 

N. Kneeling ï Occasional  

O. Turning ï Frequently 

P. Hand Manipulation ï (Hand controls, simple grasping, power grasping, fine manipulation) -Frequent 

Q. Foot Controls ï Occasional 

R. Visual Requirements ï Ability to observe alarms, indicators, measuring devices, patients and the 
public.  Ability to recognize and respond to safety issues. 

 
S. Auditory Requirements ï Ability to hear and understand orders from a physician or other health 

care professionals.  Ability to hear safety alarms and responds appropriately. 
 

 
I have read and understand these requirements, and I am physically capable of fulfilling 
them in the clinical setting. 
 
Student's Name:  
(Please Print)                
(Signature)  __________________________________________   Date:  ____________ 
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OCCUPATIONAL THERAPY ASSISTANT PROGRAM 

 
PRE-ENTRANCE DENTAL RECORD 

 
 

Name:                                                                     
 
This is to certify that the above named applicant completed a dental examination on:  __________________ 
            (Date) 

 
 
I found his/her teeth and gums are currently: 
 
                 In good health                  In need of treatment 
 
Please describe the treatment needed. 
 
 
 
 
 
 
 
 
Could the condition of this person's oral health in any way affect his/her general health? 
 
                 No                  Yes 
 
If YES, please explain: 
 
 
 
 
 
_____________________________________________  __________________________ 
  (Signature of Dentist)           (Date) 
 
 
                                                                                                                        
(Address) (City) (State)             (Zip)  
 
PLEASE MAIL THIS FORM TO: 
 
OCCUPATIONAL THERAPY ASSISTANT PROGRAM 
GROSSMONT COLLEGE 
8800 Grossmont College Drive 
El Cajon, CA 92020 

 
 

Please affix business card or include 

official office stamp here. 

 

 



 

 - 38 - 
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PHYSICAL EXAMINATION FORM 
(To be completed by Physician or Nurse Practitioner) 

 
 
Name _________________________________________________  Date  ________________ 
 Last  First   Middle 
 
Height           Weight              Temp            BP            P:           Resp           Sex       DOB______ 
 
Vision:  Last eye exam:                  R              L             with glasses?             with contacts?____ 
 
HISTORY:  (Include any significant information regarding previous medical and surgical 
conditions, and use of alcohol and/or drugs.) 
 
 
 
 
 
 
 
 
 
 
 
 
General Appearance:           
 
 
           
 
 

Normal Abnormal Check each item in 
appropriate column 

Describe every abnormality in detail 
(Attach sheet if necessary) 

  Eyes-ears-nose-throat  

  Mouth-teeth-neck  

  Thyroid  

  Heart and vascular  

  Lungs  

  Abdomen and Viscera  

  Hernia (if indicated)  

  Scars  

  Back, Vertebrae  

  Rectal, anus (If indicated)  

  Extremities  

  Skin  

  Neurological  

  OTHER:  

  OTHER:  

 
OVER 
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Please affix business card or include 

official office stamp here. 

 

 
LABORATORY DATA  (Specific lab findings, when necessary for diagnostic purposes.) 
 
 
Name of Test    Results  
 
 
 
Name of Test    Results  
 
 
RECOMMENDATIONS BASED ON YOUR PHYSICAL EXAMINATION 
Is applicant free of any restrictions in his/her ability to turn and/or move heavy objects?   
If no, please describe:      Yes   No   
 
 
 
 
 
 
 
Is the applicant able to see and hear adequately to practice a health care profession safely?  
If no, please explain:    Yes       No     
 
 
 
 
 
 
Is the applicant free of any pathological conditions, either physical or mental, which would 
interfere with the practice of a health profession?   
If no, please describe:    Yes   No   
 
 
 
 
 
 
           
Telephone of Physician, Physician's Assistant or Nurse Practitioner 

 
           
Signature of Physician, Physician's Assistant or Nurse Practitioner       

           
       Address of Physician, Physician's Assistant or Nurse Practitioner 
 
PLEASE RETURN THIS FORM TO: 
OCCUPATIONAL THERAPY ASSISTANT PROGRAM 
GROSSMONT COLLEGE 
8800 Grossmont College Drive 
El Cajon, CA 92020-1799 
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OCCUPATIONAL THERAPY ASSISTANT PROGRAM 
 

GROSSMONT COLLEGE 
HEALTH PROFESSIONS 

 
Immunization Record and Consent for Release Form 

 
 

Date:_________________ 
 

Name:                                                                                                    Birthday:                 

Last                 First                     Middle    Month/Day/Year 
 
Address: 
          Street   City, State, Zip         Telephone 
 
 
CONSENT FOR RELEASE OF HEALTH REPORT 
 
I realize that the various health agencies where Health Professions' students gain experience may 
wish these students to be certified in good health.  I hereby consent to the communication of my 
health record from Grossmont College to those cooperating agencies as they may request. 
 
 
SIGNATURE :  X                                                        DATE:                                   
   (Applicant) 
 
 
HEALTH QUESTIONNAIRE:  (To be completed by applicant.  Please respond to each 
question) 
 
 
Do you have any physical limitations, which would affect 
your ability to lift, turn or transfer patients? 

                  Yes   
 

No  ________ 

Do you have any limitation in use of your senses, such as 
in sight or hearing, which would limit your ability to 
practice a health profession? 

                   Yes   
 
 

No  ________ 

Do you have any other condition which might interfere 
with your ability to practice a health profession safely? 
 

                   Yes  
 

No  ________ 

 
 
If you have answered yes to any of the above, please explain your limitations in detail on a 
separate sheet of paper. 
 
List any medications you have been taking on a regular or frequent basis during the past year: 
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Name _____________________________________ 
 
 
DOCUMENTATION MUST BE SUBMITTED (Signature of physician, nurse practitioner, 
physician assistant, or Grossmont College Health Services nurse) 
 
TUBERCULOSIS SCREENING 
Intradermal PPD (Mantoux) within three months unless previously positive. If positive, bring 
documentation of positive test and clear chest x-ray to Health Services for verification. 
 
Date                   Results:  pos___ neg ___  Health Providerôs Signature      
 
 OR 
 
(If PPD positive) Chest X-ray within three months or TB Symptom Questionnaire 
 
Date                      Results                      Health Providerôs Signature       
 
IMMUNIZATIONS REQUIRED 
Documentation of completed series OR seropositivity required.  
 
MMR (Measles, Mumps, 
 
           Rubella) OR 
Seropositivity 

Date #1     
Date #2     
Date          

Signature    
Signature    
Signature    

 
If born before January 1, 1957 only 1 dose of MMR or seropositivity is required. If date is after January 
1, 1957 two doses of vaccine are required or seropositivity. 
 
Hepatitis B (3 doses) 
 
 
  OR 
Seropositivity 

Date #1     
Date #2     
Date #3     
Date          

Signature    
Signature    
Signature    
Signature    

 
Tetanus/Diphtheria 
 (within past 10 years) 

Date          Signature    

 
Varicella (chickenpox) 
 
  OR 
Seropositivity 

 
Date #1     
Date #2     
Date          

 
Signature    
Signature    
Signature    
 

 
Influenza vaccination is strongly recommended, but not required. This is available every fall in your 
Health Services. 
 
Note: If you have documentation of these vaccinations and tests, bring them to the Health Services 
Office, Room 114, to have them signed off. 
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CPR CARD  
 
All students must have a current CPR Card during the entire program. 
 
CPR Requirements:  Students are required to have a current American Heart Association Basic 
Life Support (BLS) for Health Care Providers card.  A copy of the CPR card must be submitted 
to the OTA Office.  CPR certification must be maintained while a student in the OTA Program.  It 
is the studentôs responsibility to submit copies of CPR renewal to the OTA Program.  The 
student cannot participate in fieldwork I or II without a current CPR card on file at all times. 
 
On-line CPR classes are acceptable if the course has an online portion and a skills validation 
portion at an authorized American Heart Association Training Center. 

 
 

MALPRACTICE INSURANCE 
 

All students must have  a current malpractice insurance during the entire program.  Online 
enrollment is available at www.HPSO.com/ot  and this is the quickest method to receive your 
insurance policy.  Insurance forms are available in the Occupational Therapy Assistant office 
and the cost is approximately $29.00 per year.  It is the studentôs responsibility to submit copies 

of malpractice insurance renewal to the OTA program.  
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BACKGROUND CHECK AND DRUG SCREEN 
 
Dear Prospective Student: 
 
Changes are taking place within healthcare facilities nationally.  These changes affect all health 
occupations programs. 
 
The Joint Commission of Accreditation of Healthcare Organizations (JCAHO), which accredits healthcare 
facilities across the country, requires background-screening effective September 2004, and has set 
requirements mandating that whatever their policy states regarding background checks be followed to the 
letter of the law.  The full policy, Background Check/Drug Screen Process is attached. 
 
A background investigation and drug screen must be completed each year.  Each person is responsible 
for payment of the background investigation and drug screen.  American DataBank (ADB) must conduct 
the background investigation and Quest Diagnostics must conduct the drug screen through an agreement 
with the Health Professions Programs.  The cost of the back ground check and drug screen is 
approximately $65.00 depending on the studentôs history.  The fee must be paid again if a retake is 
necessary for any reason.  You must complete your drug screen in a timely manner as the application will 
expire, failure to do so will result in paying the fee again. 
 
The following searches are required: 

1. Criminal History Record Search (3 counties) 
2. Social Security Number Trace (residential history, year and state SSN issued) 
3. OIG/GSA-Medicare/Medicaid Excluded List 
4. Nationwide Sex Offender Registry 
5. 10-Panel Drug Screen 

 
The Background Check and Urine Drug Screen are mandatory for the Occupational Therapy Assistant 
Program. 
 
The applicant Student will: 
 

1. Go on line at www.grossmontbackgroundcheck.com , read the descriptive information, 
privacy policy and download the Disclosure and Release Form.  This form must be 
completed and returned by fax or mail to ADB prior to the company initiating their 
investigation. 

2. Proceed by completing Step 1 (Applicant Information), Step 2 (Residence History) and Step 
3, Payment. 

3. After receiving payment, the applicant will receive a confirmation e-mail from ADB indicating 
that the investigation is in progress.  A copy of this e-mail, indicating payment, must be given 
to Occupational Therapy Assistant Secretary. 

4. Go to the Occupational Therapy Assistant Program Secretary, with copy of e-mail, to receive 
the Chain of Custody Drug Screen Request (Lab Request). And the location of the 
collection site to complete your drug screen.  [The locations of the Quest Diagnostic sites are 
attached.]  **Do not wait to complete this portion or you may have to pay the processing fee 
again** 

5. Go to the location listed to provide your urine sample. 
a. You are strongly recommended to complete the urine drug screen as soon as 

possible after you received notification that the background check has been 
completed.  If the urine drug screen is not done in a timely manner, then the list sent 
to the OTA Program Director will list the student as ñincompleteò.  In other words, the 
background company will not send a completed result until both the background 
check and urine drug screen are done. 

b. Do not drink excessive water/beverage prior to testing as a diluted result may occur.  
If your results are diluted, you will be required to repeat the process and pay the fee 
again. 

http://www.grossmontbackgroundcheck.com/
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American DataBank will: 
 

1. Assist students/staff with questions they may have concerning imputing their order on the 
customized website. 

2. Complete background checks generally within 48 hours. 
3. Report drug screen results within 48 hours after the Quest Laboratory received them from the 

collection site. 
4. Upon receipt of the spreadsheet roster from a school, enter results as incomplete, clear or 

flagged and electronically send this spreadsheet to the facilities where the school affiliates. 
5. Periodically alert programs of students with missing and/or incomplete reports. 

 
If you have questions about the general process, refer to the FAQôs on the website or below.  For support 
in the use of the website, use the Contact Us link on the home page of 
www.grossmontbackgroundcheck.com or call 1-800-200-0853.  For any other questions, contact the 
Coordinator of the Occupational Therapy Assistant Program. 
 
Sincerely, 
 
Christi Vicino, BA, COTA 
Program Director 
Occupational Therapy Assistant Program 
Grossmont College 

http://www.grossmontbackgroundcheck.com/
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Frequently Asked Questions (FAQôs) 
 
FAQôs 
 

1. Question:  Why are we suddenly doing all this checking of students? 
Answer:  In 2004, the Joint Commission on the Accreditation of Healthcare Organizations (JCAHO) 
mandated that clinical sites demonstrate that not only employees, but also affiliating students have 
clear background checks and drug screens.  Thus, we are responding to that mandate so that each 
schoolôs students have clinical placement opportunities to complete program requirements. 
 
2. Question:  What if the student has already had a background check from another vendor? 
Answer:  As health professions students use multiple clinical sites that have their individual 
requirements, a common procedure was adopted that would cover the use of any of these sites.  
Overall, this will simplify the process for students and make it more cost effective than meeting the 
clinical siteôs requirements individually.  Many of the clinical sites do not currently require a urine drug 
screen, but others do.  It was agreed that all would participate for the initial year trial, at which time we 
can re-look at the process.  We agreed to use only one vendor for the backgrounds, again to simplify 
the process, and also so that we would be able to negotiate a better price for the students.  
Furthermore, clinical sites will not have to determine whether a particular background check is 
comprehensive enough or use someone elseôs judgment that a record is clear. 
 
3. Question:  Who will receive the results of my background investigation? 
Answer:  All results will go to ADB and then to the Associate Dean of Health Professions who will 
give the information to each program coordinator. 
 
4. Question:  Are the agencies or schools charged for any part of this process? 
Answer:  No, the cost of the background check is paid by the applicant. 
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Quest Diagnostics Collection Site Locations 
 
Please contact one of the Quest Diagnostics locations below to set up an 
appointment for your drug screen. 
 
 
Quest Diagnostics -     Quest Diagnostics ï  
Oceanside     Encinitas/North Coast 
3231 Waring Ct. Ste A    477 N. El Camino Real Ste B201 
Oceanside,  CA  92056    Encinitas,  CA  92024 
(760) 758-9113     (760) 753-0281 
 
 
Quest Diagnostics - Orange   Quest Diagnostics ï Orange 
1310 W. Stewart Dr. Ste 304   1201 W. La Veta Ave Ste 103 
Orange,  CA  92868    Orange,  CA  92868 
(714) 289-7682     (714) 639-4840 
 
 
Quest Diagnostics ï Chula Vista  Quest Diagnostics ï Eastlake 
480 4th Avenue Ste 101    Eastlake Chula Vista 
Chula Vista,  CA  91910    765 Medical Centre Ct. Ste 204 
(619) 425-4833     Chula Vista,  CA  91910 
      (619) 397-0294 
 
 
Quest Diagnostics - El Centro  
1550 Pepper Dr. Ste A 
El Centro,  CA  92243 
(760) 353-0885 
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Occupational Therapy Assistant Program ï Grossmont College 
Background Check/Drug Screen Process 

 
Policy:  Students must have clear criminal background checks and drug screens to participate in 
placement in clinical facilities.  Students under 18 years of age are exempt from this requirement. 
 

1. All participating health professions programs agree to adhere to a standardized process for student 
screening. 

2. The background check is not a requirement for admission to the program; however, the process will be 
completed after an invitation for admission is received. 

3. Students must have clear criminal background checks to participate in placement(s) in clinical facilities. 
4. Background checks will minimally include the following: 

a. Seven years residence/background history 
b. Address verification 
c. Sex offender database search 
d. Two names (current legal and one other name) 
e. Three counties 
f. OIG search 
g. Social Security Number verification 
h. Search through applicable professional certification or licensing agency for infractions if student 

currently holds a professional license or certification (e.g., C.N.A.) 
i. Drug screen with urine sample 

5. Students will be unable to attend clinical facilities for appropriate reasons, including the following 
convictions: 

a. Murder 
b. Felony assault 
c. Sexual offenses/sexual assault 
d. Abuse 
e. Felony possession and furnishing (without certificate of rehabilitation) 
f. Other felonies involving weapons and/or violent crimes 
g. Class B and Class A misdemeanor theft 
h. Felony theft 
i. Fraud 

6. A yearly background check satisfies this requirement during continuous matriculation through the program; 
should the educational process be interrupted, a new background check will be required. 

7. The student will contact American DataBank at sdnsebackground.com to arrange for the required check. 
8. Upon completion the results will be delivered to the applicant by American DataBank.  Students must 

provide information allowing American DataBank to conduct a background check with the authorization to 
share any positive or flag results on the background check with healthcare facilities to which students may 
apply or to which students may be assigned for clinical courses or clinical rotation (the schoolôs clinical 
affiliates).  American DataBank will conduct an internal review, verify student information, and send any 
flagged or positive results to the OTA Program Director for review. 

9. The school will advise the clinical site of the students assigned to their facility ten days in advance of their 
arrival. 

10. Upon receipt of a ñpositiveò background check, the clinical site will make the final determination whether the 
student will be accepted into the facility.   

11. If the studentôs record is not clear, the individual may be unable to attend the clinical rotation.  The clinical 
site will notify the campus of their denial of any clinical students. 

12. If the studentôs record is not clear, they will be responsible for obtaining documents and having the record 
corrected to clear it. 

13. If this is not possible, the student will be unable to attend clinical rotations. 
14. Students may be denied access to clinical facilities based on offenses appearing on the criminal record, 

which may have occurred more than seven years ago. 
15. Final placement status based on background check information is the clinical siteôs determination. 
16. American DataBank shall include in any document used to obtain information from students for the purpose 

of conducting a background check, a waiver and release of liability wherein the student specifically agrees to 
allow school/American DataBank to share the results of the background check with the clinical sites to which 
student may apply or be assigned.  The student shall further agree that such information may be used to 
deny the student from participating in clinical rotation. 

17. Schools shall indemnify and hold healthcare facilities harmless from any and all actions or claims that may 
be asserted by students arising out of healthcare facilitiesô rejection of any student from clinical rotation 
based on the results of a criminal background check or any claim that such a background check was 
conducted improperly.  American DataBank shall be solely responsible for conducting background checks in 
accordance with applicable laws and regulations, including but not limited to California Civil Code Section 
1786, et seq. 
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SECTION IV: 
 

ACADEMIC POLICIES OF GROSSMONT 
COLLEGE AND THE OTA PROGRAM 
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ACADEMIC FRAUD 
 

The profession of Occupational Therapy demands the highest moral and ethical standards. All students at 
Grossmont College are expected to comply with the institutionôs high standards of academic integrity and 
avoid instances of dishonesty at all times. Such acts of dishonesty include cheating, plagiarism, fraud, 
false citations or data, and the fraudulent use of Internet resources.  
 
Academic fraud is a serious violation of the Student Code of Conduct, as published in the Grossmont 
College Catalog. Academic fraud includes, but is not limited to the following situations:  
 
Plagiarism is using someone elseôs ideas or work without proper or complete acknowledgement. 
Plagiarism encompasses many things and is by far the most common manifestation of Academic fraud. 
For example, copying a passage straight from a book into a paper without quoting or explicitly citing the 
source is plagiarism. In addition, completely rewording someone elseôs work or ideas and using it as 
oneôs own is also plagiarism. It is very important that students properly acknowledge all ideas, work, and 
even distinctive wording that are not their own. Students unsure of how or when to properly acknowledge 
sources are encouraged to consult their instructor.  
 
Plagiarism on the Internet: Purchasing research papers on the internet and submitting them as your 
own constitutes a gross case of plagiarism. Cutting and pasting from a website without putting the text 
being used in quotation marks and/or without properly citing the sources also constitutes plagiarism.  
 
Cheating is copying of any test or quiz question or problem, or work done in a class that is not the 
studentôs own work. It also includes giving or receiving unauthorized assistance during an examination 
whether it was intentional or not. Obtaining or distributing unauthorized information about an exam before 
it is given is also cheating, as is using inappropriate or unallowable sources of information during an 
exam.  
 
False Data is a fabrication or alternation or data to deliberately mislead. Examples include but are not 
limited to: falsifying level of participation, altering the medical record.  
 
Intentional Deception is the submission of false documentation (absence excuse, proof of attendance, 
etc.) or falsifying any official college record. A student who misrepresents facts in order to obtain 
exemptions from course requirements has committed an act of intentional deception and may be subject 
to disciplinary action.  
 
Students who engage in academic fraud will be subject to authorized penalties at the discretion of the 
instructor of record in the class. Such penalties may range from an adjusted grade on the particular exam, 
paper, project, or assignment to a failing grade in the course. The instructor may also summarily suspend 
the student for the class meeting when the infraction occurred as well as the following class meeting. In 
addition, academic fraud can result in a suspension or expulsion as stipulated by the Districtôs Student 
Disciplinary Procedures administered by the Vice President of Student Services and Assistant Dean of 
Student Affairs.  

 
DRUG AND ALCOHOLIC BEVERAGES 

 
The faculty of the OTA Program supports the policies related to drug or alcohol abuse as defined by the 
Grossmont College Board of Trustees as follows: 
 
The Board recognizes that drug and alcohol abuse is an occupational hazard of medicine.  It therefore 
recommends that students be apprised, at an early point in their instruction, that abuse of drugs, alcoholic 
beverages or other chemicals, can prevent them from continuing in the program and lead to criminal and 
civil censure.  Students who have these tendencies should be referred to appropriate support facilities 
and directed into other professions or occupations. 
 
Any student who uses, sells, or distributes alcoholic beverages, narcotics, or hallucinogenic drugs or 
substances on any site of the Grossmont Community College district or affiliated clinical site will be 
suspended immediately by the appropriate President for up to five days.  In addition, action for dismissal 
from the college may be recommended to the Governing Board. 
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It is the policy of the Board to prohibit the possession or drinking of alcoholic or malt beverages at college 
functions on campus, at college-sponsored events or official functions of college organizations in 
accordance with the California Administrative Code, Section 24. 
 

ATTENDANCE POLICY 
 
Classroom Policy - ATTENDANCE AND CLASS PARTICIPATION: 

1. All students are expected to attend all lectures and labs.  Tardiness, leaving early during 
class time or taking unscheduled breaks will negatively affect your grade. A student is 
considered tardy when she/he is not in class by the end of the attendance taking.  A student 
will be given a warning when a pattern of tardiness is evident.  If this behavior does not 
cease, the instructor may exercise his/her right to impose a short-term suspension (one class 
session) upon the student. This suspension time is included in the calculation of the total of 
no more than three and one half missed hours for being dropped from the course. The same 
policy will apply to leaving class early or taking unscheduled breaks during class. 

2. Students are responsible for all material missed due to absences. 
3. Active class participation is expected and will be graded. 
4. A student who misses more than the number of hours a class is offered in a week in any 

sequence may be dropped from the course.  If a student must be absent, prior notification 
must be given by calling the program secretary at 644-7304. 

5. A student is considered to be tardy when he/she is not in class by the end of attendance 
taking.  Tardiness, especially habitual tardiness, is a disruption of the educational process.  A 
student is considered to be tardy when he/she is not in class by the end of attendance taking.  
More than 2 tardies will count as 1 class absence.     

 
 
Fieldwork Policy: - The Occupational Therapy Assistant Program requires a major commitment of time 
and energy.  This is especially true during the level II fieldwork experience which requires a minimum of 
40-hour/week commitment in addition to other responsibilities the student may have.   The student must 
attend ALL fieldwork I and II dates.  If absence is excused, unavoidable and appropriate make up 
experiences are available, the student may make arrangements with the fieldwork coordinator.  A student 
who is 30 minutes late for fieldwork may be sent home and this will constitute a clinical absence.  A 
student who is late less than 30 minutes on more than three occasions may be sent home and this will 
constitute an absence.  The Dress Code must be consistent with the dress code of the facility to which 
the student is assigned and meet the Grossmont College OTA Program standard.  Students may be sent 
home if infractions of the dress code occur.  This will result in an absence.  If a fieldwork site has a more 
stringent policy for attendance, tardies or dress, their policy will supersede the policy stated here.   It is 
virtually impossible to fully participate in the OTA Program without the use of an automobile due 
to the variety of experiences and scheduling required.  Students are encouraged to plan ahead!  
 
Students in the OTA Program have specific activities for which they must assume responsibility and 
maintain a certain degree of flexibility.  If caseloads are particularly light, the clinical schedule may be 
altered.  Advance notice of changes in scheduling will be made in the timeliest fashion possible. 

 
IT IS THE RESPONSIBILITY OF THE STUDENT TO NOTIFY THE OTA SECRETARY ON 

HIS/HER ABSENCE. 
 
Notification to Instructor of Absence - Notification to the secretary of an illness must be done 
prior to the assigned class time.  Please notify Carolina Cruz, OTA Secretary at 619-644-7304 
and she will contact the appropriate instructor.  Do not send reports of illness via a classmate. 
Any class material missed due to illness must be completed by the student at the convenience 
or discretion of the instructor. 
 
Extended Sick Leave or Pregnancy Leave - Antepartum - Physician verification and 
clearance to continue in the program must be provided to the Program Director as soon as 
pregnancy is determined.  Physician clearance to continue must be provided monthly following 
determination.  The student may remain active in the program until delivery, provided course 
objectives are met and attendance record is satisfactory.  Early notification and continued 
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physician clearance is mandatory so that Fieldwork Level II Experiences may be modified for 
safety of the mother and fetus.  
 
Postpartum - The student must present a written physicianôs clearance to the Program Director 
and may return to the program no sooner than one week following delivery.  
 
 
Extended Illness and/or Post Operative - A physician's clearance is required and restrictions 
stipulated by the physician will be honored, provided progress in the program continues.  The 
maximum absence policy of the College will apply unless judged inappropriate to individual 
cases by faculty review.  The student must be able to meet weekly objectives to remain in good 
standing in the Program.  The teaching team, with student input, will determine whether 
imposed medical restrictions allow accomplishment of clinical and academic objectives. 
 
**CLINICAL FIELDWORK SITES MAKE THE FINAL DECISION REGARDING ALL 
FIELDWORK PLACEMENTS AND RE-ENTRY AFTER INJURY, ILLNESS AND MATTERS 
RELATED TO PREGNANCY** 
 
Safety - All students are required to purchase a gait belt and have it available for use in all 
clinical areas. Professional Medical Supply ï (619) 449-0400, 700 N Marshall Ave, El Cajon, 
CA. 
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GRADES AND RECORDS 
 
 
General Information: 
 
California Education Code Section 76224 (a) states:  ñWhen grades are given for any course of 
instruction taught in a community college district, the grade given to each student shall be a 
grade determined by the faculty member(s) of the course and the determination of the studentôs 
grade by the instructor, in the absence of mistake, fraud, bad faith, or incompetence, shall be 
final.ò 
 
Grades - The method used to determine individual test scores, written assignment evaluation, 
and final course grades will be posted, assigned, and processed in accordance with current 
College policy.  The OTA Program utilizes the following grading system in all OTA core courses.  
It is the studentôs responsibility to track test scores and grades throughout the course.  It is the 
studentôs responsibility to discuss grades with the OTA instructor. 
 
The scale for letter grades is as follows: 
 
 91-100%       =  A 
 82-90%         =  B 
 75-81%         =  C 
 63-74%         =  D 
 Below 62%   =  F 
 
Incomplete Grades - Students must apply for assignment of an "incomplete" through the 
Admission and Records office.  Incomplete grades must be satisfied and corrected in 
accordance with the method prescribed by the instructor of the course and the college catalog.  
In general, incomplete grades must be satisfied within a specified time-line in order to remain 
enrolled in the program.  Incomplete grades not satisfied as required automatically revert to an 
"F" on the student transcript. 
 
 

OTA SKILLS CHECKLIST 
 
 
Students must complete each ñ*ò skill on the OTA Skills Checklist with a 3 at the completion of 
OTA 220 in order to pass OTA 220 and move forward in the program.   
 
 

FAILING GRADE 
 
 
Students who fail to complete a core course (one designated "OTA") with a grade of "C" or 
better will be dropped from the OTA program and scheduled for an exit interview with the OTA 
Program Director.  The student retains the right to repeat the failed course one time only to 
earn a passing grade and be reinstated based on availability and the discretion of the program 
director.  If a student fails to complete the exit interview process within one month of exit, re-
entry into the program may be denied. 
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COURSES WITH FIELDWORK I 
 

A student is subject to a course failure resulting from failure of Fieldwork I despite the grade 
achieved in the classroom portion.  Grounds for failure of Fieldwork I may include (but are not 
limited to) the following: 

1. Failure to display stable mental, physical or emotional behaviors which may affect 
the well being of others. 

2. Serious violation of professional, legal or ethical conduct (dishonesty, lack of 
confidentiality, academic fraud etc.) 

3. Attempting activities without adequate orientation or theoretical preparation or 
appropriate supervision. 

 

CLINICAL INCIDENT 
 
A clinical incident is defined as a situation in which a student places a patient in actual or 
potential danger, is unprepared to participate in clinical activities, or demonstrates 
unprofessional conduct.  A Fieldwork Student Counseling Agreement will be prepared with any 
occurrence as noted above in order to: 
 

1.  Identify those students who need assistance in performing the OTA Competencies for 
any given semester. 

2.  Identify specific problems of unprofessional behavior. 
3.  Determine remedial measures that will assist the student in successfully completing 

the program. 
 
A serious clinical incident may result in dismissal from fieldwork, course or program. 
The Fieldwork Student Counseling Agreement is retained in the studentôs record. 
 
 

EXIT INTERVIEW POLICY 
 
Should it become necessary for a student to leave the program for any reason, an exit interview 
will be conducted by the Program Director and an "Exit Interview Form" will be completed.  This 
form will become part of the student's record and will be reviewed by the faculty in considering 
readmission should the student desire to continue at a later date.  If a student fails to complete 
the Exit Interview Form and meet with the Program Director within one month of exit, 
reinstatement to the OTA Program may not be possible. 
 

FIELDWORK GRADING 
 

Students will receive a midterm evaluation from fieldwork educators.  The purpose of the 
midterm is for feedback only and is not considered part of the final grade.  The grades on 
Fieldwork II rotations will be on a credit/noncredit basis.    In order to receive credit, the student 
needs to achieve a minimum of 70 points or more on the AOTA Fieldwork Evaluation Form. 
 

LAB REQUIREMENTS 
 
Lab work is included in many of the OTA courses.  These labs typically involve "hands on" 
demonstration and practice.  Professional behavior is expected at all times, as a large part of 
the labs include touching each otherôs bodies.  Respect and appropriate demeanor is essential.  
Any student who displays inappropriate or unprofessional behavior in the lab setting may be 
subject to disciplinary action. 
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CHANGES IN PERSONAL INFORMATION/EMERGENCY CONTACTS 

 
All students are required to submit changes of personal information including name, 
address, telephone number, e-mail address etc. to each of the following:  the OTA 
Department, Instructors and Admissions and Records.  All students are required to 
submit an up to date emergency contact number to the OTA Office.   
 
 

E-MAIL AND COMPUTERS 
 
All students are required to have an e-mail address and computer access throughout 
enrollment in the OTA Program.  The College can provide a student with an e-mail 
account if necessary.  Students are required to submit their e-mail addresses and any 
subsequent changes to the OTA Office and to their instructors.  Computers are 
available in the Health Professions Computer Lab and the LRC. 
 

CELL PHONES, PAGERS AND TAPE RECORDERS 
 

Cell phones and pagers must be set to ñvibrateò mode.  If expecting an emergency 
message, please discuss the issue with the instructor prior to class. Tape recorders can 
only be used with the approval of the individual instructor. 
 

CONFIDENTIALITY  
 

In accordance with state regulations and College policy, no information can be released 
except with the permission of the student.  Course grades, fieldwork rotations and any 
other document with studentsô names cannot be posted for public viewing.  Course 
grades can be individually retrieved online through the college website.  Fieldwork and 
other course information may be distributed through Blackboard, private user groups or 
through e-mail. 
 
No personal information can be released over the phone or in person by any faculty or 
staff person except with the studentôs prior permission.  This includes disclosure of 
information to studentôs parent, spouses, family members, employers, etc.   
 
If confidentiality is a particular concern for the student, the student is strongly 
encouraged to discuss this issue with the faculty and staff.  Campus Security can also 
be a valuable resource for students who have confidentiality and safety concerns. 
 
 

COUNSELING AND MODIFICATION OF MAJOR 
 

It is the responsibility of the student to seek guidance from the Grossmont College 
Counseling office a minimum of 1 time each semester during enrollment in the OTA 
Program. 

 
Courses that are transferred into the college and courses taken concurrently at another 
college need to be reviewed by the Grossmont College Counseling/Evaluations Department 
for acceptance toward your degree. 
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Although the OTA Program Director can modify courses in the area of the OTA major 
(Modification of Major), the Counseling/Evaluations Department determines if those courses 
can count toward your degree.  It is therefore your responsibility, as the student, to seek 
follow up counseling after any modifications are made by the Program Director.   

 
It is recommended that you ask for a formal evaluation during the first Summer after you 
start the program.  This is done through the Evaluations Department of Grossmont College.  
This will allow you to have in writing what you officially need to complete the OTA AS degree 
in order to graduate. 

 
It is also your responsibility to retain a copy of all paperwork that relates to your 
counseling/evaluation. 

 
Failure to follow the above requirements may result in inability to go out on Level II Fieldwork 
and/or graduate on schedule. 
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CLINICAL FACILITIES/AFFILIATIONS 

 
The Occupational Therapy Assistant Program at Grossmont College maintains clinical 
affiliations with San Diego area hospitals, clinics and community organizations.  Clinical sites 
are available throughout the entire San Diego County and may require driving in traffic and/or to 
areas that are not in the vicinity of your residence or the college. Students are responsible for 
their own transportation to and from clinical sites. 

 

TRANSPORTATION 
 

Reliable transportation is required.  It is virtually impossible to attend the Occupational Therapy 
Assistant Program without the use of an automobile due to the many fieldtrips, fieldwork I and 
fieldwork II experiences.   Carpools can be used.  However, all experiences cannot be arranged 
to accommodate several students riding together.  
 

STUDENT HEALTH INSURANCE 
 
It is recommended that every student carry personal medical insurance.  Additional student 
insurance may be purchased.  Forms are available in the Health Services office. 
 
 
 

PERSONAL HYGIENE 
 
The structure of many of the labs in the program requires students to act as patient-models for 
performance of assessment or handling techniques by peers.  For this reason and for 
development of professionalism it is essential that all students maintain high standards in their 
personal hygiene and grooming.  This is equally important in relation to fieldwork experiences. 
 

 

CHILD CARE 
 

The Occupational Therapy Assistant Program requires great commitment of time and energy on 
the part of the student.  Please make sure that you have adequate arrangements made in 
advance for child care.  In addition, please make sure that you have alternate arrangements set 
in place in advance of level II fieldwork. 
 

GRADUATION 
 

All courses required for the Associate in Science in Occupational Therapy Assistant, including 
level II fieldwork, must be completed prior to graduation.  It is the responsibility of the student 
who expects to graduate to have all college transcripts on file with Admissions and Records 
prior to filing a written application for graduation.  The graduation application must be completed 
prior to the end of the semester which precedes the semester in which the student will complete 
degree requirements.  Graduation application forms are available in the Admissions and 
Records Office.  It is the responsibility of the student to investigate the process required for 
graduation. 
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SCHOLARSHIPS 

 
The American Occupational Therapy Association (AOTA) and The Occupational Therapy 
Association of California (OTAC) offer scholarships to qualified student members.  Scholarship 
information is available from the Program Director.  
 
Information on scholarships for occupational therapy students is also available from the 
American Occupational Therapy Foundation (AOTF).  Students need to be in their second year 
of the OTA program.  Send a stamped, self-addressed business envelope to:  AOTF, PO Box 
31220, Bethesda, MD  20824-1220, or call (301) 652-2682. 
 
The Carolyn Shushan Scholarship is offered each year.  Applications may be obtained through 
the financial aid office at Grossmont College. 
 
 

OCCUPATIONAL THERAPY ASSISTANT CLUB 
 
The Occupational Therapy Assistant Club is chartered through the Associated Students of 
Grossmont College.  All OTA students are requirement to be members of the OTA Club.  The 
goals of the OTA club are to promote student interaction, develop professional relationships, 
enhance visibility of the program, and other activities that support the program.  
 
 

STUDENT SERVICES 
 
Grossmont College offers a wide range of Student Services, including:  admission, assessment 
and counseling; financial aid; tutoring and supervised computer labs; career planning and job 
placement; support programs for special populations; student government, athletics and special 
events; and other resources designed to facilitate student success.  For your convenience, a 
brief summary of primary student service areas is provided.  For additional information see the 
Grossmont College Catalog. 
 
The Occupational Therapy Assistant Program is committed to the individual studentôs learning 
process. Students desiring tutoring in OTA courses should contact the instructor for assistance.  
The student and appropriate faculty will define specific learning objectives and develop a plan to 
help the student meet the stated objectives of the course.  Emphasis is placed on self-
assessment, evaluation, and motivation throughout the studentôs progress through the program. 
 
Additional areas for which students may be referred to facilitate their success in the OTA 
program include physical or learning disabilities, English as a Second Language (ESL) classes 
and accent reduction for non-native speakers of English.  These services are available on 
campus through Disabled Student Services Programs and Services (DSP&S), the ESL 
department and the Communication Department. 
 

OCCUPATIONAL THERAPY ASSISTANT OFFICE 
 
The Occupational Therapy Assistant secretary is located in room 340 ABCD.  Phone:  (619) 
644-7304.  The OTA Office (room 341), (Program Director) and classroom/laboratory (room 
345A) are located in the Science & Technology Building (Bldg. 36 on campus map). To reach 
the OTA Director dial (619) 644-7305 and the Fieldwork Coordinator at (619) 644-7307.  To 
request an instructorôs extension or voice mail number dial (619) 644-7000. 
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LEARNING RESOURCE CENTER 
 
The Learning Resource Center (LRC) is located at the center of the campus.  Online cataloging 
and interlibrary loans facilitate access to a broad range and depth of print and non-print 
information.  The Library contains books, periodicals, specialized collections and other 
reference resources.  Professional librarians provide a variety of services to assist users.  The 
Computer Laboratory (SETL) offers assisted instruction and independent learning via networked 
access to major software programs.  Use of the SETL Lab requires a small materials fee.  
Instructional Media Services provides individual carrels for viewing course-related videos.  
Telephone:  Circulation (644-7355) or Reference (644-7361). 
 
 

TUTORING CENTER 
 
The tutoring center is located in the Learning Resource Center.  Tutoring is available in a variety 
of subject areas.  Call for schedule and/or appointment:  644-7387. 
 
 

COUNSELING CENTER 
 
The Counseling Center is staffed with professional counselors who are trained to assist 
students with academic planning, career exploration, crisis situations, personal adjustment, 
interpersonal relations, marriage and family concerns, divorce adjustment and stress reduction.  
Personal development classes focusing on careers and study skills are available for college 
credit.  Appointments may be made by calling the Center at 644-7208, Monday through 
Thursday, 8:00 am - 7:00 pm, and Friday from 8:00 am - 3:00 pm.  All contacts are confidential. 
 
 

CAREER CENTER 
 
The Career Center offers a wide range of occupational and educational resources and services, 
including vocational assessment and job search preparation.  Knowledgeable staff provide 
personalized assistance in the use of computerized programs, written materials and other 
resources.  Drop in or call for an appointment (644-7614). 
 
 

JOB PLACEMENT 
 
The Student Job Placement Office coordinates campus-wide full-time and part-time placement 
for Grossmont College students.  Work experience positions which will enhance the studentôs 
course of instruction are also offered.  Part-time job placement serves students seeking jobs to 
provide income while completing their education.  The Placement Office is located on the north 
side of the Student Center Building.  Call 644-7611. 
 
Job opportunities are also listed through the local and state organizations of the Occupational 
Therapy Association of California (OTAC), the AOTA website ï joblink, and the AOTA magazine 
OT Practice. 
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ENGLISH WRITING CENTER 

 
The English Writing Center has moved to the new Learning and Technology Resource Center. 
Please visit us in our new and expanded location.  The services of the English Writing Center 
will now be provided in two rooms:  

Room 70-119  is the new the English Writing Center, where students have access to both 
reading and writing tutors and to the English 51 and English 52 courses. 

Room 70-122  is the new English/ESL Independent Studies, where ESL students can 
accomplish their lab assignments associated with ESL 95, 96, 100, 103, and 106.  Also, the 
English 090 classes and/or lab time will be taught in the English/ESL Independent Studies room 
70-122.  Additionally, students who want to use the English grammar software on an 
independent basis will use this roomôs computer software programs. 

 No food or drinks are allowed in the Learning and Technology Resource Center.  

 Please turn off all pagers and cell phones while in the Learning and Technology 
Resource Center.  

EWC Hours:  

Monday:  9 am - 8 pm 

Tuesday 9 am - 8 pm 

Wednesday 9 am - 8 pm 

Thursday 9 am - 8 pm 

Friday 9 am - 2 pm 

ESL/Independent Studies Hours:  

Monday:  9:30 am - 8 pm 

Tuesday 9:30 am - 8 pm 

Wednesday 9:30 am - 8 pm 

Thursday 9:30 am - 8 pm 

Friday 9 am - 2 pm 

Location:  
New Learning & Technology 
Resource Center 
Room 70-119 & 70-122  
 
Lab Phone: 
(619) 644-7516 

Learning Assistance 
Center Specialist: 

Joyce Phillips 
(619) 644-7516 

 
Faculty Coordinator: 

Cathy Harvey 
(619) 644-7494 

http://www.grossmont.edu/ewc/esl
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STANDARDS FOR WRITTEN WORK: 
 
The Occupational Therapy Assistant Program is dedicated to assist our students with the rigorous process of 
library research and writing reports and term papers.  The preparation of a scholarly paper requires that the 
students adhere to departmentally established minimal organizational guidelines, which will undoubtedly contribute 
to the overall quality of the assignment.  The American Psychological Association (APA) format will be used 
 
In an effort to clarify the above statements, the following guidelines and exemplary models are provided as a basis 
for the required written work. 
 
a. For clarity and ease of reading, it is important that all papers be in type-written form on standard 8 ½ x 11 inch 

white bond paper. 

 The Health Science computer lab has computers available for your use in preparing term papers.  Word 
processing programs are on each computer station as well as printer capabilities.  You will need your 
own disk in order to save your data. 

 
b.  For ease of storage and handling, it is requested that all submitted papers by stapled in the upper left-hand 

corner.  Avoid submitting papers in folders of any kind, and above all, refrain from the use of paper clips as a 
means of securing the paper. 
 

c. For identification purposes, your paper should be faced with a title sheet.  Refer to the sample Title Page on 
page 30. 
 
d. So that your teachers will be able to easily record comments on your paper, double space  your paper 

throughout, except of course, where single spacing might be appropriate (i.e., long lists, direct quotes over 3 
lines in length, mathematical computations, etc.) 
 

e. To enhance the organizational qualities of your paper, you should adhere to consistent margins throughout the 
paper.  It is suggested that the left margin be 1-½ inches and top, bottom, and right margins all be 1 ¼ inches. 

 
f. For aesthetic reasons, it is important that you utilize the same type font throughout the paper. 
 
g.   Type on one side of the page only. 
 
h.  Number the pages of the report. 
 
i.  Whenever possible, your teacher will provide exemplary papers for your perusal in the reserve room of the 

library and/or the departmental library. 
 

j.  For most students, the major task involved in writing this paper is merely getting started.  Unfortunately, many 
students dwell on the task as a whole rather than deciding what is to be done first and setting about to 
accomplish such.  One of the keys to successful writing is the careful preparation of an outline.  A topical outline 
sketches the content, line of reasoning, and the structural pattern of the paper. 

 
k.  It is also suggested the references and notes pertinent to the chosen topic by systematically during preparation 
of the paper on index cards in the acceptable bibliographic format.  These cards are merely for the studentôs 
use and will not be required to be submitted with the studentôs completed paper. 

 
l.   It is important that all thoughts that are not original be documented; however, the author should be given credit 

to paraphrased material which is not original.  
 
m.   Alphabetize the final bibliography, number it, and place it on a separate page at the end of the paper.  (See 

attached example Number II). 
 
n.   Utilize the Author-and Number Format for referencing.   In this format, all references are listed at the end of the 

paper in alphabetical fashion and then numbered sequentially.  
 
The number of the item in the list of references becomes the means for referring to the work in the text.   
(See attached example Number III) 



 

 - 63 - 

 
 
 
 
 

SAMPLE TITLE PAGE FOR CLASS-ASSIGNED PAPER 
(Attached Number I) 

 
 

GROSSMONT COLLEGE 
 

(TITLE OF THE PAPER) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BY 
 

(Studentôs Name) 
 
 
 
 
 
 
 
 
 
 

(NUMBER AND NAME OF COURSE) 
(CLASS MEETING TIME) 
(INSTRUCTORôS NAME) 

(DATE) 
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Using American Psychological Association (APA) Format  

(Updated to 5th Edition)  

Brought to you by the Purdue University Online Writing Lab  

If you are asked to use APA format for a paper, the book to consult is the Publication 

Manual of the American Psychological Association (5th edition), which the American 

Psychological Association has recently updated. Citing electronic sources was a major 

part of this update as these types of sources are increasingly common in research 

within the social sciences. Below, you will find some examples of these updated 

citation styles. If you want to or der an APA manual or view the latest updates about 

electronic sources in more detail, visit the new APA style web site at 

http://www.apastyle.org .  

This handout covers the following issues:  

ƀ  General Form at  

ƀ  Handling Quotations in Your Text  

ƀ  Your Reference List  

ƀ  Examples  

ƀ  Notes  

ƀ  Other references   

General Format 
Your essay should be typed, doub le-spaced on standard -sized paper (8.5 X 11 inches) with 

margins of 1 inch on all sides. Your final essay should include, in the order indicated below, 

as many of the following sections as are applicable, each of which should begin on a 

separate page:  
 

 title page, which includes a running head for publication, title, and 

byline and affiliation  

 abstract  
 text  

 references  
 appendixes  

 author note  
 footnotes/endnotes  

 tables  
 figure captions  

 figures  
 

http://www.apastyle.org/elecref.html
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The pages of your manuscript should be numbered consecutively, beginning with the title page, 
as part of the manuscript header in the upper right corner of each page. Your references should 
begin on a separate page from the text of the essay under the label References (with no 
quotation marks, underlining, etc.), centered at the top of the page. Appendices and notes 
should be formatted similarly. 
 
Here is a sample title page in APA format. Note how it includes the running head and page 
number in the upper right hand corner, defines the running head that will title all manuscript 
pages, and enters the title in the middle of the page. Always remember to consult your instructor 
if you are writing a paper for a class; s/he may have different guidelines for how a title page 
should appear. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Handling Quotations In Your Text 
 
When using APA format, follow the author-date method 
of citation. This means that the author's last name 
and the year of publication for the source should 

appear in the text, and a complete reference 
should appear in the reference list at the end of the paper. 
 
Examples: 
Jones (1998) compared student performance ... 
 
In a recent study of student performance (Jones, 1998), ... 
 
In 1998, Jones compared student performance ... 
 
If there is no author to cite, such as when you are citing a web page that lists no author, use an 
abbreviated version of the title of the page in quotation marks to substitute for the name of the 
author.  

 



 

 - 66 - 

 
Webber did a similar study of students learning to format research papers  
("Using APA," 2001).  
 
If you are citing a work that has no author, no date, and no page numbers, use the first few 
words from the title, then the abbreviation n.d. (for no date), and then use paragraph numbers (if 
available) or simply leave out any reference to pages.  
 
In another study of students and research decisions, it was discovered 
that students succeeded with tutoring ("Tutoring and APA," n.d.).  
 
Short Quotations 
To indicate quotations of fewer than 40 words in your text, enclose the quotation within double 
quotation marks. Provide the author, year, and specific page citation in the text, and include a 
complete reference in the reference list. Punctuation marks, such as periods, commas, and 
semicolons, should appear after the parenthetical citation. Question marks and exclamation 
points should appear within the quotation marks if they are a part of the quotation but after the 
parenthetical citation if they are a part of your text. 
 
Examples: 
 
She stated, "Students often had difficulty using APA style,"  
(Jones, 1998, p. 199), but she did not offer an explanation as to why.  
 
According to Jones (1998), "Students often had difficulty using APA style,  
especially when it was their first time" (p. 199). 
 
Jones (1998) found "students often had difficulty using APA style" (p. 199);  
what implications does this have for teachers? 
 
Long Quotations (block quotes) 
Place quotations longer than 40 words in a free-standing block of typewritten lines, and omit 
quotation marks. Start the quotation on a new line, indented five spaces from the left margin. 
Type the entire quotation on the new margin, and indent the first line of any subsequent 
paragraph within the quotation five spaces from the new margin. Maintain double-spacing 
throughout. The parenthetical citation should come after closing punctuation mark. 
 
Example: 
 
Jones's 1993 study found the following: 
 
Students often had difficulty using APA style, especially when it was 
their first time citing sources. This difficulty could be attributed 
to the fact that many students failed to purchase a style manual 
or to ask their teacher for help. (p. 199) 
 
Choosing double or single quotation marks 
If you are using a quotation that uses quotation marks as a short quotation, use single quotation 
marks to set off the material that was originally enclosed in quotation marks. If you are using a 
quotation that uses quotation marks in a block quote, use double quotation marks to set off the 
material that was originally in quotation marks.  
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Your Reference List 
Your reference list should appear at the end of your paper. It provides the information necessary 
for a reader to locate and retrieve any source you cite in the body of the paper. Each source you 
cite in the paper must appear in your reference list; likewise, each entry in the reference list 
must be cited in your text. Your references should begin on a separate page from the text of the 
essay under the label References (with no quotation marks, underlining, etc.), centered at the 
top of the page. It should be double-spaced just like the rest of your essay.  
 
Basic Rules 
Authors' names are inverted (last name first); give the last name and initials for all authors of a   
particular work. Your reference list should be alphabetized by authors' last names. 
 
If you have more than one work by a particular author, order them by publication date, oldest to 
newest (thus a 1991 article would appear before a 1996 article). 
 
When an author appears both as a sole author and, in another citation, as the first author of a 
group, list the one-author entries first. If no author is given for a particular source, alphabetize 
using the title of the work, which will be listed in place of the author, and use a shortened 
version of the title for parenthetical citations. 
 
Use "&" instead of "and" when listing multiple authors of a single work (in text citations in 
parentheses, too). 
 
All lines after the first line of each entry in your reference list should be indented one-half inch 
from the left margin. This is called hanging indentation. 
 
Capitalize only the first word of a title and subtitle of a work. 
 
Italicize titles of books and journals. 
 
Note that the italics in these entries often continue beneath commas and periods. 
 
Basic Forms for Sources in Print 
 
An article in a periodical (e.g., a journal, newspaper, or magazine)  
Author, A. A., Author, B. B., & Author, C. C. (Year, add month and  
    day of publication for daily, weekly, or monthly publications). 
 
    Title of article. Title of periodical, volume number, pages.  
 
NOTE: You need list only the volume number if the periodical uses continuous pagination 
throughout a particular volume. If each issue begins with page 1, then you should list the issue 
number as well: Title of Periodical, Volume number(Issue number), pages. Note that the issue 
number is not italicized. 
 
A nonperiodical (e.g., book, report, brochure, or audiovisual media)  
Author, A. A. (Year of publication). Title of work: Capital letter  
    also for subtitle. Location: Publisher. 
 
NOTE: For "Location," you should always list the city, but you should also include the state if the 
city is unfamiliar or if the city could be confused with one in another state. 
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Part of a nonperiodical (e.g., a book chapter or an article in a collection) 
Author, A. A., & Author, B. B. (Year of publication). Title of chapter.  
    In A. Editor & B. Editor (Eds.), Title of book (pages of chapter).  
    Location: Publisher. 
 
NOTE: When you list the pages of the chapter or essay in parentheses after the book title, use 
"pp." before the numbers: (pp. 1-21). This abbreviation, however, does not appear before the 
page numbers in periodical references. 
 
Basic Forms for Electronic Sources 
 
Article in an Internet Periodical 
Author, A. A., & Author, B. B. (Date of publication). Title of article. 
    Title of journal, volume number(issue number if available).  
    Retrieved month day, year, from http://Web address. 
 
Nonperiodical Internet Document (e.g., a Web page or report) 
Author, A. A., & Author, B. B. (Date of publication). Title of article.  
     Retrieved month date, year, from http://Web address. 
 
NOTE: When an Internet document is more than one Web page, provide a URL that links to the 
home page or entry page for the document. Also, if there isn't a date available for the document 
use (n.d.) for no date. 
 
Part of Nonperiodical Internet Document 
Author, A. A., & Author, B. B. (Date of publication). Title of article.  
    In Title of book or larger document (chapter or section number).  
    Retrieved from http://Web address. 
 

 
 
Examples 
The Publication Manual of the American Psychological Association provides extensive 
examples covering a wide variety of potential sources. Below are some of the most commonly 
cited kinds of sources. If your particular source is not listed below, use the basic forms (above) 
to determine the correct format, check the Publication Manual, consult the APA style website at 
http://www.apastyle.org, or contact the Writing Lab for help at (765) 494-3723 or 
owl@owl.english.purdue.edu.  
 
Journal article, one author 
Harlow, H. F. (1983). Fundamentals for preparing psychology journal articles.  
     Journal of Comparative and Physiological Psychology, 55, 893-896. 
 
Journal article, three to six authors 
Kernis, M. H., Cornell, D. P., Sun, C. R., Berry, A., & Harlow, T. (1993).  
     There's more to self-esteem than whether it is high or low: The 
     importance of  stability of self-esteem. Journal of Personality  
     and Social Psychology, 65, 1190-1204. 
 
Journal article, more than six authors 
Harris, M., Karper, E., Stacks, G., Hoffman, D., DeNiro, R., Cruz, P., 
     et al. (2001).  Writing labs and the Hollywood connection. Journal of  
     Film and Writing,  44(3), 213-245. 
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NOTE: The phrase et al. stands for "and others." 
 
Work discussed in a secondary source 
Coltheart, M., Curtis, B., Atkins, P., & Haller, M. (1993). Models of  
     reading aloud: Dual-route and parallel-distributed-processing  
     approaches. Psychological Review, 100, 589-608. 
 
NOTE: Give the secondary source in the references list; in the text, name the original work, and 
give a citation for the secondary source. For example, if Seidenberg and McClelland's work is 
cited in Coltheart et al. and you did not read the original work, list the Coltheart et al. reference 
in the References. In the text, use the following citation: 
 
In Seidenberg and McClelland's study (as cited in Coltheart, Curtis,  
Atkins, & Haller, 1993), ... 
 
Magazine article, one author 
Henry, W. A., III . (1990, April 9). Making the grade in today's schools.  
     Time, 135, 28-31.  
 
Book 
Calfee, R. C., & Valencia, R. R. (1991). APA guide to preparing  
     manuscripts for  journal publication. Washington, DC:  
     American Psychological Association. 
 
An article or chapter of a book 
O'Neil,  J. M., & Egan, J. (1992). Men's and women's gender role journeys:  
     Metaphor for healing, transition, and transformation. In B. R.  
     Wainrib (Ed.), Gender issues across the life cycle (pp. 107-123).  
     New York: Springer. 
 
A government publication 
National Institute of Mental Health. (1990). Clinical training in serious  
     mental illness (DHHS Publication No. ADM 90-1679). Washington, DC:  
     U.S. Government Printing Office. 
 
A book or article with no author or editor named 
Merriam-Webster's collegiate dictionary (10th ed.).(1993).  
     Springfield, MA: Merriam-Webster. 
 
New drug appears to sharply cut risk of death from heart failure.  
     (1993, July 15). The Washington Post, p. A12. 
 
NOTE: For parenthetical citations of sources with no author named, use a shortened version of 
the title instead of an author's name. Use quotation marks and italics as appropriate. For 
example, parenthetical citations of the two sources above would appear as follows: (Merriam-
Webster's, 1993) and ("New Drug," 1993). 
 
A translated work and/or a republished work 
Laplace, P. S. (1951). A philosophical essay on probabilities  
     (F. W. Truscott & F. L. Emory, Trans.). New York:  
     Dover. (Original work  published 1814) 
 
NOTE: When you cite this work in text, it should appear with both dates: Laplace (1814/1951). 
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A review of a book, film, television program, etc. 
Baumeister, R. F. (1993). Exposing the self-knowledge myth  [Review  
     of the book The self-knower: A hero under control]. Contemporary  
     Psychology, 38, 466-467. 
 
An entry in an encyclopedia 
Bergmann, P. G. (1993). Relativity. In The new encyclopedia  
     britannica (Vol. 26, pp. 501-508). Chicago: Encyclopedia Britannica. 
 
An online journal article 
Kenneth, I. A. (2000). A Buddhist response to the nature of  
     human rights. Journal of Buddhist Ethics, 8(4). Retrieved  
     February 20, 2001, from:  
 
     http://www.cac.psu.edu/jbe/twocont.html     
 
Chapter or section of an online document 
The Foundation for a Better World. (2000). Pollution and banana  
     cream pie.In  Great chefs cook with chlorofluorocarbons  
     and carbon monoxide (Chap. 3). Retrieved July 13, 2001, from:  
 
     http://www.bamm.com/cream/pollution/bananas.htm 
 
NOTE: Use a chapter or section identifier and provide a URL that links directly to the chapter 
section, not the home page of the Web site. 
 
Message posted to an online newsgroup, forum, or discussion group 
Frook, B. D. (1999, July 23). New inventions in the cyberworld 
     of toylandia [Msg 25].  Message posted to  
 
     http://groups.earthlink.com/forum/messages/00025.html 
 
NOTE: If only the screen name is available for the author, then use it. Be sure to provide the 
exact date of the posting. Follow the date with the subject line, the thread of the message (not in 
italics). Provide any identifiers in brackets after the title, as in other types of references. 

 
 
A Note on Notes 
 
Because long explanatory notes can be distracting to readers, APA style guidelines recommend 
the use of endnotes/footnotes. In the text, place a superscript numeral immediately after the text 
about which you would like to include more information (e.g., Scientists examined the fossilized 
remains of the wooly-wooly yak.1) Number the notes consecutively in the order they appear in 
your paper. At the end of the paper, create a separate page labeled Notes (centered at the top 
of the page). Below are examples of two kinds of notes. 
 
1. evaluative bibliographic comments 
1. See Blackmur (1995), especially chapters three and four, for 
an insightful analysis of this extraordinary animal. 
 
2. On the problems related to yaks, see Wollens  
(1989, pp. 120-135);  for a contrasting view, see  
Pyle (1992). 
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2. explanatory or additional information considered too digressive for the main text  
 
3. In a recent interview, she (Weller, 1998) reiterated  
this point even more strongly: "I am an artist, not a yak!" (p. 124). 
 

 
Other References 
 
If you need more help using APA style, check the Publication Manual, visit the APA website at 
http://www.apastyle.org, or contact the Writing Lab for help at (765) 494-3723 or 
owl@owl.english.purdue.edu. We also have a PowerPoint presentation available at 
http://owl.english.purdue.edu/workshops/pp/index.html that covers APA style basics.  
 
Purdue's OWL also offers information about other citation methods and electronic sources. We 
have the following handouts: 
 
Using MLA Format (http://owl.english.purdue.edu/handouts/research/r_mla.html)  
Formatting in Sociology (http://owl.english.purdue.edu//handouts/research/r_docsocio.html) 
 
Resources for Documenting Sources 
(http://owl.english.purdue.edu/handouts/research/r_docsources.html)  
 
Citing Electronic Sources (http://owl.english.purdue.edu/handouts/research/r_docelectric.html) 
 
For more information about writing research papers, see our workshop at 
http://owl.english.purdue.edu/workshops/hypertext/ResearchW/index.html on this subject.  
Handout revised November 2001, David Neyhart and Erin Karper 

 

 
The following information must remain intact on every handout printed for distribution. 
This page is located at http://owl.english.purdue.edu/handouts/print/research/r_apa.html 
Copyright ©1995-2002 by OWL at Purdue University and Purdue University. All rights reserved.  Use of this 
site, including printing and distributing our handouts, constitutes acceptance of our terms and conditions of 
fair use, available at http://owl.english.purdue.edu/lab/fairuse.html.  
 
To contact OWL, please visit our contact information page at http://owl.english.purdue.edu/lab/contact.html 
to find the right person to call or email.  

 

mailto:owl@owl.english.purdue.edu


 

 - 72 - 

 

ADULT RE-ENTRY 
 
The Adult Re-Entry program assists men and women who are returning to college after an 
extended absence.  The support system includes peer assistance, registration assistance, 
workshops and courses designed to enhance the college experience.  The Adult Re-Entry 
Center is located inside the Student Job Placement Office.  The phone number is 644-7697. 
 
 
 

DISABLED STUDENT PROGRAMS AND SERVICES 
 
Disabled Student Programs and Services provide services to students with various disabilities 
including testing taking accommodations, learning disability, speech, language difficulties, vision 
and hearing or mobility impairment.  Diagnostic assessment and individualized tutoring is also 
available.  Call 644-7112 for more information. 
 
 
 

FINANCIAL AID 
 
Students who need financial assistance to complete their education may apply for aid in the 
form of grants, scholarships, loans and work.  The Financial Aid Office is located in the 
Administration Building.  For detailed information, contact the Financial Aid Office, 644-7129. 
 
 
 

STUDENT HEALTH SERVICES 
 
Health services are available to all registered students who have paid the health fee.  Services 
include:  immunizations, professional nursing services, accident and emergency illness 
insurance, first aid and emergency care, health counseling and education; vision, hearing and 
blood pressure screening; voluntary health and accident insurance plans.  Injuries and illnesses 
must be reported to the Student Health Office (room 114, Administration Bldg.). 
 
 
 

STUDENT AFFAIRS 
 
The offices of Student Affairs and the Associated Students of Grossmont College (ASGC) 
support such activities as clubs, dances, dramatics, forensics, student publications, athletics, 
musical programs, rallies, speakers, films, elections, cultural events and scheduled social 
affairs.  The college has a wide variety of clubs and organizations in which students may choose 
to participate.  Questions pertaining to student activities can be directed to the Student Affairs 
Office, located in the Student Center Building (644-7600). 
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ASSOCIATED STUDENTS OF GROSSMONT COLLEGE (ASGC) 
 
 
 
The ASGC student government program offers students the opportunity to participate in self-
government as well as a general means for campus involvement and developing interpersonal 
relations.  Students active in ASGC are in an excellent position to receive an overview of the 
college operation and experience interaction among students, faculty and administration.  
ASGC Benefit Cards may be purchased and entitle students to discounts on bookstore 
purchases, movie tickets, typing services and various community services and events.  ASGC 
also provided funding and donates equipment and services to support various campus 
programs and activities.  The ASGC Office is located in the Student Center Building, (644-
7604). 
 
 
 

VETERANS AFFAIRS OFFICE 
 
The Veterans Affairs Office, located in the Admissions and Records Office, assists students with 
specific information regarding service-connected benefit programs.  For additional information 
visit the office or call  (619) 644-7310. 
 
 
 

EXTENDED OPPORTUNITY PROGRAMS AND SERVICES (EOPS) 
 
The EOPS program is designed to assist students who have faced financial and academic 
challenges in meeting their educational goals.  Eligible students are provided with a wide range 
of support services such as counseling, workshop, book services and/or financial grants.  Call 
(619) 644-7617, for more information, or visit the EOPS Office located on the north side of the 
Student Center Building. 
 
 
 

COOPERATIVE AGENCIES RESOURCES FOR EDUCATION (CARE) 
 
The CARE program was established to assist eligible single parent students who are AFDC 
recipients and have children less than six years of age.  CARE grants help with child care needs 
and other student issues.  Applications may be obtained at the EOPS Office. 
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PROFESSIONAL ORGANIZATIONS 
 

OCCUPATIONAL THERAPY ASSOCIATION OF CALIFORNIA 
(OTAC) 

 
This organization is based in Sacramento, California.  The address is 1401 El Camino Ave., Ste. 
230, Sacramento, CA 95815.  The phone number is: (916) 567-7000 and the FAX number is (916) 
567-7001.  Students may join OTAC through the local San Diego Chapter, which meets monthly.  
Contact the Grossmont College OTA Office:  (619) 644-7304 to request a membership application. 
 

AMERICAN OCCUPATIONAL THERAPY ASSOCIATION 
(AOTA) 

 
This is the national organization for the profession of Occupational Therapy.  The address is:  4720 
Montgomery Lane, PO Box 31220, Bethesda MD  20824-1220.  Many resources are available 
through this organization, including extensive publication department and scholarship information. 
For more information you may log on to www.aota.org or call 1-800-SAY AOTA.  A copy of the 
membership card must be turned in to the OTA Program secretary. 
 
***AJOT, OT PRACTICE and AOTA website access  ARE REQUIRED FOR THE OTA 
PROGRAM.  STUDENT PLUS MEMBERSHIP IS THEREFORE REQUIRED FOR 2 YEARS*** 
 

CERTIFICATION 
 

Students who have successfully completed all the requirements of course work and fieldwork are 
eligible to sit for the national certification exam offered by the National Board for Certification in 
Occupational Therapy (NBCOT).  A passing score on the examination and payment of the 
certification fee entitles you to use the designation of COTA.  Exam results are sent directly to the 
student.  In order to practice as a COTA, the student must determine the state licensing 
requirements of the state he/she intend to work.  It is the responsibility of the student to research the 
process, obtain the proper forms and complete the process.  If a student in this program has been 
convicted of a misdemeanor or felony crime, he/she is urged to call NBCOT (301-990-7979) for 
advisement and planning prior to continuing in the program. 

 
LICENSURE 

 
California requires state certification for all occupational therapy assistants.  Applications can be 
obtained at www.bot.ca.gov.  Students seeking employment outside of California should contact that 
stateôs occupational therapy licensure board for specific licensure requirements. .  It is the 
responsibility of the student to research the process, obtain the proper forms and complete the 
process. 
 

DENIAL OF LICENSURE 
 
The California Board of Occupational Therapy protects the public by screening applicants for 
licensure in order to identify potential unsafe practitioners.  The law provides for denial of licensure 
for crimes or acts, which are substantially related to Occupational Therapy practitioner qualifications, 
functions, or duties.  A crime or act meets this criterion if, to a substantial degree, it evidences 
present or potential unfitness to perform necessary functions in a manner consistent with the public 
health, safety or welfare. 
 
If a student in this program has been convicted of a misdemeanor or felony crime, he/she is urged to 
call the CBOT (916-322-3394) for advisement and planning prior to continuing in the program. 

http://www.aota.org/
http://www.bot.ca.gov/
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NBCOT
®
ôs character review program serves the public interest by screening illegal, 

unethical, and incompetent behaviors of individuals who are yet to be certified by 
NBCOT®. To ensure that occupational therapy practitioners meet standards of 
professional conduct prior to entering the profession, all applicants for certification are 
required to provide information and documentation related to affirmative responses to 
character questions on the examination application.  

Candidates applying for the NBCOT
®
 Certification Examination for OCCUPATIONAL THERAPIST 

REGISTERED OTR
®
 (OTR) or CERTIFIED OCCUPATIONAL THERAPY ASSISTANT COTA

®
 (COTA) 

must answer each of the following questions on the examination application:  

 Have you ever been charged or convicted of a felony? (NOTE: Candidates must answer 
affirmatively if records, charges, or convictions have been pardoned, expunged, released or 
sealed.) 

 

 Have you ever had any professional license, registration, or certification revoked, 

suspended or subject to probationary conditions by a regulatory authority or certification 

board?  
 

 Have you ever been found by any court, administrative, or disciplinary proceeding to 

have committed negligence, malpractice, recklessness, or willful or intentional 

misconduct which resulted in harm to another?  
 

 Have you ever been suspended and/or expelled from a college or university? 
 

If the answer to any of these questions is ñyes,ò the candidate must submit the following information to 
NBCOT

®
ôs Regulatory Affairs Department:  

Á An explanation of events regarding the incident(s) (question) to which the candidate answered 
ñyesò;  

Á Copies of official documentation related to the incident(s); and  

Á Any additional information or documentation the candidate may wish to include, such as remedial 
measures taken since the incident.  

NBCOT
®
 will review the information submitted on an individual basis and determine whether the 

incident(s) has a direct relationship to a potential violation(s) of the Candidate/Certificant Code of 
Conduct. If a direct relationship is found, the NBCOT

®
ôs Qualifications and Compliance Review 

Committee may impose sanctions, including barring a candidate from becoming certified by NBCOT
®
 

either indefinitely or for a designated period of time. For additional information see Procedures For The 
Enforcement Of The NBCOT Candidate/Certificant Code Of Conduct. 
 
All information must be submitted and reviewed by NBCOT

®
 before eligibility to take the certification 

examination is determined.  
 
Any questions a candidate may have regarding whether or not there would be problems being licensed in the field 
would have to be answered by the regulatory entity in the jurisdiction where the candidate intends to practice. While 
all jurisdictions that regulate occupational therapy accept NBCOT

®
 certification as one of the prerequisites for 

licensure, each makes its own decision and has its own rules and criteria for reviewing matters regarding good moral 
character. For additional information on licensure requirements, see Getting Licensed.  
 
On the whole, an incident(s) that is more than 10 years old, where an individual can clearly demonstrate that he or 
she has taken remedial or rehabilitative measures to change their behavior, is generally reviewed favorably. 
Whereas, a more recent incident(s), (e.g., where an individual might still be under probationary conditions or 
restrictions), is reviewed with more caution and scrutiny, and may be subject to sanction by NBCOT

®
ôs Qualifications 

and Compliance Review Committee.  

http://www.nbcot.org/WebArticles/articlefiles/59-code_cert_conduct.pdf
http://www.nbcot.org/WebArticles/articlefiles/59-code_cert_conduct.pdf
http://www.nbcot.org/WebArticles/articlefiles/59-code_cert_conduct.pdf
http://www.nbcot.org/WebArticles/articlefiles/121-enforcement_procedures.pdf
http://www.nbcot.org/WebArticles/articlefiles/121-enforcement_procedures.pdf
http://www.nbcot.org/WebArticles/articlefiles/121-enforcement_procedures.pdf
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Early Review  
 
An individual who is considering entering an educational program or has already entered an educational 
program can have his or her background reviewed prior to actually applying for the exam by requesting 
an early determination review. The fee for this review is $100.00. Click here to download the payment 
form. In this ñearly determinationò process, the NBCOT

®
 may give early or prior approval to take the 

certification exam, as it pertains to good moral character, provided that the information reviewed is not 
found to be a violation of any of the principles of the Code of Conduct. 
At the time an individual, who has received a favorable early determination review, applies to take the 
certification examination, he or she will still be required to respond to the character questions posed on 
the certification examination application. Provided that no additional incidents relating to good moral 
character have been incurred since the favorable review, the individual will simply need to submit a 
statement with his or her examination application that refers to the favorable early determination and 
affirms that no additional incidents have been committed since the review. He or she would not be 
required to resubmit the information reviewed in the early determination process. 
For Early Determination a candidate must submit the following information to NBCOT

®
ôs Credentialing 

Services Department:  

Á An explanation of events regarding the incident(s) for review;  

Á Copies of official documentation related to the incident(s); and  

Á Any additional information or documentation the candidate may wish to include, such as remedial 
measures taken since the incident.  

**Please make sure you contact CBOT or the state licensing board where you intend to practice also 
to address your concerns.** 

For Additional Information  

If you have additional questions or would like additional information, you may contact Credentialing 
Services at NBCOT, located at 800 S. Frederick Avenue, Suite 200, Gaithersburg, Maryland 20877  (301) 
990-7979. Contact character.review@nbcot.org. 
 

http://www.nbcot.org/pdf/ed_payment_form.pdf
http://www.nbcot.org/pdf/ed_payment_form.pdf
http://www.nbcot.org/pdf/ed_payment_form.pdf
mailto:character.review@at
mailto:character.review@at
mailto:character.review@at
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