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This handbook was developed as a guide to the policies and procedures of the Physical
Therapist Assistant Education Program to aid students, instructors, clinical coordinators,
clinical instructors, and interested parties to the Carl Albert State College Physical
Therapist Assistant Program. This handbook is intended as a supplement to the Carl
Albert State College Student Handbook and not intended to replace it. This handbook
should be used as a guide to understand the academic and clinical policies of the PTA
program.

The regulations in this handbook are based upon present conditions and are subject to
change without notice. Carl Albert State College and the Physical Therapist Assistant
Program faculty reserve the right to modify any statement in accordance with
unforeseen conditions and to update and make policy and procedure changes when
necessary.

The Physical Therapist Assistant faculty welcomes recommendations for changes from
administration, academic and clinical faculty, and students. However, the Physical

Therapist Assistant faculty members reserve the right to update and make policy and

procedural changes when necessary. Policies are subject to change periodically and

the faculty of the PTA education program will inform all stakeholders prior to policy or

procedural change or implementation. Itis ultimatelythe st udent 0s torbesponsi b
aware of and adhere to all new or revised policies.

ADMINISTRATION AND ORGANIZATION

The PTA program exists as an academic unit in the Division of Health Sciences with the
associate degrees in nursing and radiography.

The Director of the Department of Physical Therapist Assistant Education reports
directly to the chairperson of the Divisions of Health Sciences, who reports to the Vice
President of Academic Affairs.

The program director and faculty all teach, develop curriculum, advise students, serve
on institutional and program committees and participate in clinical and professional
development activities.

RELATIONSHIP TO STATE HIGHER EDUCATION SYSTEM

Carl Albert State College (CASC) is a member of the higher education system of the
State of Oklahoma. CASC is administratively under its own governing Board of
Regents.
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ACCREDITATION

Carl Albert State College is Accredited by the:

Higher Learning Commission
North Central Association of Colleges and Schools
30 North LaSalle Street, Suite 2400
Chicago, lllinois 60602
1-800-621-7440

Physical Therapist Assistant Education Program at Carl Albert State College is
accredited by:

Commission on Accreditation in Physical Therapy Education
American Physical Therapy Association
1111 North Fairfax Street
Alexandria, Virginia 22314
1-703-684-7343
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ADMINISTRATIVE OFFICERS OF THE COLLEGE

President of Carl Albert State College..........ccccevvvveviiiiiiiinnnnennn. Dr. Brandon Webb
Dean of AcademiC AffaIIS.........ccoouiiiiiiiiiiiee e Dr. James Yates
Vice President for Student Affairs............ccccvveieeiiiiiiiiiiiceeeeeen Leah McLaughlin
Assistant to the President & CEO of the

CASC Development Foundation ...............eeuveiiiiiiiiiiiiieeeeeeeeeee, Garry lvey

Chief Financial OffiCer ... Ramona Bucker
Vice President for Technology.........ccccceeeeiiiiiiiiieiiieeee e

Public Relations OffiCer ... Marcus Blair

ACADEMIC DIVISIONS AND CHAIRS

Director of Sallisaw Campus

Dr. Kathy Harrell ... Sallisaw Campus
Business

Bill GANN .. Business Center
Communications and Fine Arts

BOb HENAIICKS ...oviieieeeeeeeee e Ollie Center/Hamilton

Complex

Environmental/Industrial Technology

Bill GANN .. Business Center
Health, Physical Education and Recreation

Leroy NOIaN .......oiiiii e Hemphill Hall
Health Science

Dr. LINda PArsON........ccuuiiiiiiiiiiee e Health Science
Mathematics

Jerry HORON. ..o Johnson Hall
Science

Jerry HORON. ..o Johnson Hall
Social and Behavioral Sciences

BOD HENAIICKS. . ... Ollie Center
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DEPARTMENT OF PHYSICAL THERAPIST ASSISTANT EDUCATION
FACULTY AND STAFF

Director/Instructor, PTA Education
Bill Carroll, MPT
Health Sciences 708
918-647-1358
bcarroll@carlalbert.edu

Academic Coordinator Clinical Education/Instructor
Jeri Hobday, PT
Health Sciences 709
918-647-1352
jhobday@carlalbert.edu

Associate/Adjunct Instructors
Kendal Repass, ATC
Stephen Billy, PTA
David Hoegh, PT
Jennifer Broyles, PTA

Health Sciences Division Chair
Dr. Linda Pearson
CASC Radiography Program, Eastern Oklahoma Medical Center
918-635-3313
Ipearson@carlalbert.edu

Health Sciences Administrative Assistant
Dee Steele
Health Sciences 717
918-647-1355
deesteele@carlalbert.edu

All PTA faculty may be contacted through the Health Sciences office on the campus of
Carl Albert State College in HS717 @ 918-647-1355.
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Telephone Numbers To Help You
Poteau Main College Number

What
Academic Affairs
Activities and Organizations
Admissions and Records
ADA Coordinator
Athletics
Bookstore
Business Office/Cashier
Campus Publications
Master Calendar of Events
Newsletter
Student Newspaper
Career Planning
Continuing Education/Outreach
Counseling

Child Care Center
Divisions (Academic)
Business Technology

Who to See

Vice President for Academic Affairs
Student Activities Coordinator
Registrar

Vice President for Student Affairs
Athletic Director

Bookstore Manager

Cashier

Admin Asst for VP for Student Affairs
Admin Asst for VP for Student Affairs
Public Relations Director

Career Center Counselor/Advisors
Continuing Education Office

Student Affairs Counselors

Student Support Services

Child Care Director

Division Chairperson

Communications & Fine Arts Division Chairperson
Environmental/Industrial Tect Division Chairperson

Health, Physidad. & Rec.
Health Sciences
Mathematics/Science

Division Chairperson
Division Chairperson
Division Chairperson

Social & Behavioral Sciences Division Chairperson

Emergency Services
During office hours
Evening and weekends

Financial Assistance

Insurance (Student)

Job Placement
on campus
off campus

Lost and Found

Library

Multicultural Services

President
College

Student Government Assoc.

Residence Life

Student Affairs

Study Skills/Tutoring

Testing Information

Transfer Guidelines/Information
Veterans Services

Vocational Rehabilitation

Building Abbreviations:

BC-F.L. Holton Business Center

JH-Johnson Hall

WL- Joe E. White Library

VP for Student Affairs
Poteau Police Department
Student Financial Aid Office
Student Affairs

Financial Aid Office

Career Center Counselor

Admin Asst for VP for Student Affairs
Librarian

Student Support Services

President

President

Office of Student Affairs

VP for Student Affairs

Learning Resource Center

Learning Resource Center/Admissior
Career Center Counselor

Registrar

VoeRehab Counselors

647-1200

# to call
1230
1374
1300
1370
1376
1390
1325

1371
1371
1452
1389
1232
1372
1366
1259

1215
1458
1215
1375
1350
1235
1458

1370
6478620, 911911
1343
1372

1340
1389
1371
1311
1366

1210
1372
1374
1370
1316
1389
1389
1300
6478121

CC- Costner Student Center
CB- CostneBalentine Student Center
HS Health Science Center

OCAGGeorge Ollie Jr. Center for Academic Excellence

Location
JH 200
HH 150
HH 112
HH140
HH 150
CB 908
HH 153

HH 140
HH 140
OC 1111
HH 150
JH 201
HH 150
HH130
HT 505

BC 835
OC 1103
BC 835
HH 150
HSC706
JH 202
OC 1103

HH 150

HH 102
HH 140

HH 102
HH 150
HH 140
WL 402
HH130

BC 873
HH 150
HH 150
HH 140
WL 408
HH 150
HH 150
HH 112
HH 106

HH- Hemphill Hall
HT- High Technology Bldg.



WHERE TO GO

Admissions Phone: (918-647-1300) Location: Hemphill Hall
http://my.carlalbert.edu/ics/Admissions/

http://www.carlalbert.edu/apply/index.htm

A Applications for Admissions/ Concurrent Enrollment

Maintains transcripts, GPA and course history

Keeps academic records, high school transcripts, immunization card, ACT
scores, GED certificates and applications for admissions

Verifies enroliments to insurance, VA, Choctaw Nation, Cherokee Nation, or
other tribal education offices

Center of International admission, VA Educational Benefits, Graduation, degree
checks, and advanced standing

> > >

Business Office Phone: (918-647-1325) Location: Hemphill Hall
http://www.carlalbert.edu/enroll/index.htm

A Make payment of tuition and fees

Pay fines

Check current accounts status

Deposit /disperse student organization money

Obtain parking tags for (commuter only) non residential students.
Disperse financial aid checks

Cash small personal checks (20$ or less with a student ID).

Give change for laundry and vending machines

I I D> D> >

Financial Aid Phone: (918-647-1343) Location: Hemphill Hall
http://www.carlalbert.edu/financial-aid/index.htm
http://www.carlalbert.edu/scholarships/index.htm

Students and their families receive individual counseling from our professional staff in
areas such as:

A Completing the Free Application for Federal Student Aid (FAFSA)

Free electronic filing of student financial aid applications

Extended assistance for students selected for the verification process

Provides assistance for students and parents interested in the student loan
process

Awards over 175 cash scholarships to current and prospective students each
year

Part time employment through the Federal Work Study Program for students who
qualify

Information and assistance to CASC students transferring to another college or
university

Financial aid workshops for area high school seniors and their parents.

> > > > D>I>DI>P


http://my.carlalbert.edu/ics/Admissions/
http://www.carlalbert.edu/apply/index.htm
http://www.carlalbert.edu/enroll/index.htm
http://www.carlalbert.edu/financial-aid/index.htm
http://www.carlalbert.edu/scholarships/index.htm
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Student Affairs Phone: (918-647-1370) Location: Hemphill Hall

http:'//www.carIaIbert.edu/student-life/index.htm

P N - N - N

Career counseling

CASC student ID, term stickers, and meal stickers
Residential parking passes
Transferring to another college
ACT testing and scores
Residential housing information
HPER Division

Recruiting information

Student Government Association
Athletics

Student Activities

Scholars Program information

Campus Security Phone: (918-649-7463) (918-647-8620) (911) (9-911) Location:

Johnson Hall
http://www.carlalbert.edu/student-affairs/campus police/index.htm

I I > >

Emergency
Reporting a crime
Jump starting a car
Opening locked cars
Safety programs


http://www.carlalbert.edu/student-life/index.htm
http://www.carlalbert.edu/student-affairs/campus_police/index.htm
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SECTION I

PTA PROGRAM GENERAL INFORMATION/ADMISSIONS

10



CASC PTA POLICY AND PROCEDURES updated Fall 2009

HISTORY OF THE PROGRAM

Carl Albert State College is a two-year community college situated in Poteau,
Oklahoma. The college was founded during the Great Depression to offer educational
opportunities to students who could not afford the cost of leaving home to attend school.
The college was originally name Poteau Junior College with a name change in the

19506s to Poteau Commu nlPAl o C&lAlbdrtdunier Callegdina gai n

honor of the Speaker of the U.S. House of Representatives who represented the
congressional district in which the school is located. In May 1990, the Oklahoma
Legislature approved another name change to the present named Carl Albert State
College.

Carl Albert State College offers Associate Degrees in Arts, Science, and Applied
Science and certificates of completion in many areas. The physical therapist assistant
program was approved by the Oklahoma State Regents for Higher Education October
1993.

Planning and development of a Physical Therapist Assistant Education Program at Carl
Albert State College (CASC) was initiated in July 1992 when institutional research
indicated a local geographic need and support of such a program. Initial interest in a
Physical Therapist Assistant Education Program was generated fromthe i Al | i e d
Sc i e nAddserg Committee of CASC. Following initial interest, administrative
personnel visited physical therapist assistant education programs at Tulsa Junior
College, Tulsa, Oklahoma, Northwest Arkansas Community College, Bentonville,
Arkansas, and the University of Central Arkansas, Conway, Arkansas.

In the fall of 1992, CASC conducted a needs assessment survey for a physical therapist
assistant education program. The area surveyed included: Southeastern Oklahoma and
those Western Arkansas counties bordering Oklahoma. Eighty-eight health care
agencies and 26 public school systems were contacted. Thirty-Nine of the health care
agencies responded (44%) and 15 public school systems (58%). Responses to this
survey indicated that there is an overwhelming need for licensed physical therapist
assistants in the surveyed area.

11
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MISSION AND PHILOSOPHY STATEMENTS

Carl Albert State College
MISSION STATEMENT

Carl Albert State College acknowledges the need to provide innovative and responsive
programs to the entire area it services. Through an institution-wide emphasis on
excellence in education, the college will meet these and other challenges. Only through
excellence can CASC contribute to strengthening the community, state, and nation. As
Carl Albert State College moves into the 21st Century, it is dedicated to being an
institution that fosters excellence, prepares students to meet the challenges of the
emerging global society, and instills in students a resolve to be the best.

Guided by these beliefs, the college has delineated the following purposes:

A to provide students a quality of education such that they excel upon transfer to
baccalaureate degree-granting institutions;

A to emphasize academic advisement, counseling, and career guidance with
retention being a natural by-product of this effort;

A to be in the forefront in providing outstanding applied science programs;

A to provide sound developmental education programs for those students who lack

basic academic skills and as an adjunct, increase the college's role in adult

literacy;

to provide responsive, community-oriented continuing education courses to meet

academic, vocational or leisure time needs;

Ato provide an assessment approach that inv
experience to insure that students are prepared to meet their goals and to assess
the effectiveness of the college through its academic programs and employees;

A to provide an appreciation for human values and ethics in the global society by
encouraging all students to be responsible and effective citizens;

A to maintain the economic development role of Carl Albert State College through
increasing and strengthening cooperative partnerships among other colleges,
business, industry, government, and all elements of education.

A to enhance the financial support structure for CASC so public and private
sector funding will be maximized to create a structure which will ensure
continuing responsiveness to the education and training needs of the community;

A To increase institution-wide planning, cooperation, and communication.

>\

12
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Physical Therapist Assistant Program Philosophy Statement

The Department of Physical Therapist Assistant Education implements an Associate in
Applied Science in Physical Therapist Assistant program whose graduate can
successfully pass the National Physical Therapist Assistant Licensure Exam and is
prepared to deliver physical therapy treatments in beginning staff positions in structured
health care settings under the supervision of a physical therapist. A successful pass
rate of 80% is expected of graduates of the program. The Physical Therapist Assistant
Education Program believes that the curriculum is sufficient to accomplish this outcome.

A goal of the Physical Therapist Assistant Education Program is to have every student
that is admitted to the physical therapist assistant program achieve success and
graduate with an Associate in Applied Science in Physical Therapist Assistant degree.
The Physical Therapist Assistant Education Program believe students learn best in a
structured environment which 1) encourages movement from dependent learning to
independent learning, 2) provides knowledge and experiences to serve as a foundation
for future learning, 3) develops readiness to learn by incorporating attitudes and values
with clinical and academic experiences, and 4) provides opportunities to apply
knowledge in clinical situations throughout the program. Physical Therapist Assistant
faculty provides frequent academic advisement and counseling sessions with students
in the PTA program. The faculty continuously assesses student progress through the
administration of well-planned, teacher-written examinations with careful analysis of
exam results.

The faculty of the Physical Therapist Assistant program concurs with the mission of the
college by recognizing the applied science in physical therapist assistant program as a
terminal degree program, which enables the graduate to obtain employment in the field
of study after successful completion of the program requirements. The faculty believes
the Physical Therapist Assistant is a terminal employment category and the curriculum
is not structured to provide foundation or clinical sciences appropriate to a
baccalaureate degree in Physical Therapy. A goal of the PTA program is that all
graduates will obtain employment at the time of graduation. Jobs information and
recruitment activities by area health care institutions are made available to students as
a method to achieve this goal.

Program satisfaction and continued professional development of the program's
graduates and academic and clinical faculty is of utmost importance in the outcome of
the program. Graduates of the program, clinical instructors, and employers are
surveyed after graduation in an effort assess program outcomes and to determine
satisfaction of the program and continued professional development of its graduates.
The faculty of the physical therapist assistant program attempt to meet at least yearly
with clinical faculty used by the program, graduates of the program, and the Advisory
Committee to evaluate program outcomes. Physical Therapist Assistant program
academic faculty regularly participates with both physical therapy and other
professionals in continuing education programs.

The Associate in Applied Science in Physical Therapist Assistant program at Carl Albert
State College prepare graduates who possess the skills, attitudes, and values

13
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necessary to maintain, restore, and promote functional movement activities throughout
the life cycle. The Physical Therapist Assistant Education Program believes it is the
obligation of the educational program to provide students not only a high level of
technical expertise, but also to transmit attitudes and values necessary to competently
practice in the evolving health care system in the United States. The graduates of the
program are prepared to function in three roles: provider of care, health care team
member, and member of the physical therapy profession. In these roles, the graduate
will accomplish the educational program objectives as follows:

A.

B.

Apply the principles of physical therapy to prevent, correct, or alleviate, acute or
prolonged movement dysfunction.

Demonstrate knowledge of the rationale and effectiveness of physical therapy
treatment procedures; ethical principles; the scope of their abilities and
applicable state and federal laws.

Implement a comprehensive treatment plan developed by a physical therapist
and demonstrate effective communication back to the supervising therapist on
the patient's status.

. Communicate effectively in written, oral, and non-verbal modes with the

supervising physical therapist, patients, families, colleagues, other health care
providers and the public.

Serve as an integral member of the health care team.

Assist the physical therapist in monitoring and modifying the plan of care by
performing appropriate assessment and measurement techniques.

. Interact with patients and families in a manner which provides the desired

psychosocial support including recognition of cultural and socioeconomic
differences.

. Participate in teaching of other health care professions, patients, families, and

community groups.

Demonstrate an ability to document care in a timely fashion.

Participate in coordination of care, discharge planning, and follow-up care of
patients.

Assume responsibility for carrying out the role and responsibility of the physical
therapist assistant in the health care delivery system.

14
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DEFINITION AND UTILIZATION OF THE PHYSICAL THERAPIST ASSISTANT

Definition

The physical therapist assistant is a health care worker who assists the physical
therapist in the provision of physical therapy. The physical therapist assistant is a
graduate of a physical therapist assistant associate degree program accredited by an
agency recognized by the Secretary of the United States Department of Education or
the Council of Postsecondary Accreditation.

Utilization

The physical therapist assistant is required to work under the direction and supervision
of the physical therapist. The physical therapist assistant may perform physical therapy
procedures and related tasks that have been selected and delegated by the supervising
physical therapist. Where permitted by law, the physical therapist assistant may also
carry out routine operational functions, including supervision of the physical therapy
aide or equivalent, and documentation of treatment progress. The ability of the physical
therapist assistant to perform the selected and delegated tasks shall be assessed on an
ongoing basis by the supervising physical therapist. The physical therapist assistant
may, with prior approval by the supervising physical therapist, adjust a specific
treatment procedure in accordance with changes in patient status.

When the physical therapist and the physical therapist assistant are not within the same
physical setting, the performance of the delegated functions by the physical therapist
assistant must be consistent with safe and legal physical therapy practice and shall be
predicated on the following factors: complexity and acuity of the patient's needs;
proximity and accessibility to the physical therapist; supervision available in the event of
emergencies or critical event; and type of setting in which the service is provided. The
physical therapist assistant shall not perform the following physical therapy activities:
interpretation of referrals; physical therapy initial evaluation or re-evaluation;
identification, determination of modification of plans of care (including goals and
treatment programs) final discharge assessment/evaluation or establishment of the
discharge plan; or therapeutic techniques beyond the skill and knowledge of the
physical therapist assistant.

15
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EQUAL OPPORTUNITY POLICY

The Board of Regents, president and administrative officers of Carl Albert State College
reaffirm the policy that no discrimination on the grounds of race, color, or national origin
will exist in any area of the college.

Carl Albert State College, in compliance with Title VI and Title VII of the Civil Rights Act
of 1964, Executive Order 11246 as amended, Title IX of the Education Amendments of
1972, the Rehabilitation Act, the Americans with Disabilities Act of 1990, the Civil Rights
Act of 1991 and other Federal Laws and regulations, does not discriminate on the basis
of race, color, national origin, sex, age, religion, handicap, disability or status as a
veteran in any of its policies, practices or procedures. This includes but is not limited to
admissions, employment, financial aid and educational services.

AMERICANS WITH DISABILITIES ACT (ADA) STATEMENT

Carl Albert State College complies with Section 504 of the Rehabilitation Act of 1973
and the Americans with Disabilities Act of 1990. Students with disabilities who need
special accommodations should make their request in the following way:

1 Talk with your instructor after class or during hours about your disability or
special needs related to work in class.

AND

1 Complete the Request for Special Accommodations Form with the ADA
Coordinator located in the Office of Student Affairs (HH 151).

ACCESS TO STUDENT RECORDS AND DIRECTORY INFORMATION

The following information concerning student records maintained by Carl Albert State
College is provided in compliance with the Federal Education Rights and Privacy Act of
1974 (PL93-380).The Act provides that all records maintained on a student be made
available for inspection by that student. The student must not only have access to the
full records, but must also be given the opportunity to challenge any portion of the
record.

The Act further provides that certain portions of the record are deemed directory
Information. Directory information may be released to the public without authorization
of the student. Carl Albert State College hereby designates the following student
information as public or "Directory Information.” Such information may be disclosed by
the institution for any purpose, at its discretion, but typically is used for graduation
announcements, honor roll publications, etc.

a. Student's name

b. Local and permanent addresses

16
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Telephone number

Date and place of birth

Major Field of study

Sex

Academic classification

Participation in officially recognized organizations, activities, and sports
Weight and height of participants in officially recognized sports
Educational institutions previously attended

Dates of attendance at Carl Albert State College

k. Degrees and awards granted

I. Degree(s) held, dates granted, and institution(s) granting such degree(s)
m. Part- or full-time enroliment status

S@ ™o a0

— —

Currently enrolled students may withhold disclosure of directory information under the
Family Educational Rights and Privacy Act of 1974. To withhold disclosure, written
notification must be received in the Office of Admissions at Carl Albert State College
prior to the third week of classes during the fall and spring semesters and prior to the
second week of classes during the summer semester. Forms requesting the withholding
of “"Directory Information" are available in the Office of Admissions.

All inquiries concerning information on students enrolled at Carl Albert State College
and former students must be submitted in written form. Carl Albert State College
assumes that failure on the part of any student to specifically request the withholding of
““Directory Information” indicates individual approval for disclosure.

Portions of the student record not included in directory information may be released to
the public without specific written authorization of the student.

Additional information about access to student records is available from the Director of
Admissions and Records.

Information related specifically to the physical therapist assistant program including but
not limited to, application information, immunization information, liability insurance, and
criminal background check are maintained in the physical therapist assistant offices and
will be treated confidentially. Only those persons involved in the student's educational
process will have access to his or her records. Access by any person other than the
above will require a release of information statement signed by the student.

17
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TECHNICAL GUIDELINES FOR ADMISSION TO AND RETENTION IN THE
PHYSICAL THERAPIST ASSISTANT PROGRAM

Enrollment in the Associate in Applied Science in Physical Therapist Assistant Program
is limited because of available laboratory facilities in the community as well as limited
faculty and financial resources.

Carl Albert State College fully subscribes to all principles and requirements of the
Rehabilitation Act of 1973 for qualified handicapped individuals and the Americans with
Disabilities Act of 1990. Therefore, applicants are encouraged to self-identify their
accommodation needs as part of the admissions process. It is important to note that in
order to successfully progress through the PTA curriculum and function as a practicing
physical therapist assistant upon graduation, an individual must be able to perform
certain physical activities that include vocal, visual, auditory, and dexterity requirements.

Therefore, in order to be considered for admission to or retention in the physical
therapist assistant program after admission, all applicants will possess:

1. Sufficient visual acuity, such as is needed in the accurate preparation and
administration of medications, and for the observation necessary for client
assessment and physical therapy care.

2. Sufficient auditory perception to receive verbal communication from clients and
members of the health team and to assess health needs of people through the
use of monitoring devices such as stethoscopes, timers, cardiac monitors, fire
alarms, etc.

3. Sufficient gross and fine motor coordination to respond promptly and to
implement the skills required in meeting client health care needs safely. These
include, but are not limited to, manipulation of equipment and performance of
CPR.

4, Sufficient communication and language skills (speech, comprehension, reading,
writing) to interact with clients and the health care team to communicate
effectively, as may be necessary in the client's interest and safety.

5. Sufficient intellectual functions and emotional stability to plan and implement care
for clients.

The individual will need to notify the Department of Physical Therapist Assistant
Education Admissions Committee in writing if such a disability exists or occurs during
matriculation in the PTA program. Professional documentation may be requested
regarding the individual's ability to perform tasks required of a physical therapist
assistant.

An individual denied admission or continuance in the program due to the inability to
perform certain activities has the right to appeal any decision made. A complete copy of
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the Grievance Procedure may be obtained from the Americans with Disabilities Act
Coordinator located in the Office of Student Affairs.

ADMISSION OF PERSONS WITH AN ARREST AND/OR CRIMINAL CONVICTION

No individual may be admitted to the Associate in Applied Science (Physical Therapist
Assistant) program who has not or will not complete any parole and/or probationary
requirements prior to the applications deadline.

Individuals who have been arrested and/or convicted of a felony offense, a drug or
alcohol related offense, or certain offenses involving moral turpitude (i.e., larceny) prior
to admission to the PTA program are considered on an individual basis by the
Admissions Committee. In these deliberations, the Committee considers the following
factors:

The nature of the crime(s);

Evidence of rehabilitation;

Personal characteristics;

Behavior/action since the offense was committed;

The total criminal records; and

o g & w N oPE

The disciplinary action of the court.

Individuals with an arrest and/or criminal conviction are advised that the Oklahoma
State Board of Medical Licensure and Supervision will consider their application for
licensure by examination on an individual basis. This may require a personal
appearance before the Board in the final semester of the program. It is a prerogative of
the Board to grant or deny the application.

ADMISSION REQUIREMENTS

The applicant MUST meet the following criteria to be eligible for application/admission
to the Associate in Applied Science (Physical Therapist Assistant) program:

1. Eligible for admission to Carl Albert State College
2. ACT Composite Score

A. Original ACT (taken prior to September 1989) composite score of 15
required 1 or-

B. Enhanced ACT (taken after September 1989) composite score of 18
required.
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C. The minimum ACT composite score is not required for applicants who
have earned a prior degree; however applicants may elect to take the ACT
in order to earn points.

3. Grade point average:

A. A retention grade point average (GPA) of 2.0 (C) or above on academic
work completed is required.

B. Points will be given for GPA (college courses or high school) using the
following guidelines:

12 hours college credit or more attempted - use retention college GPA (high
school transcript not required i submit college transcripts)

11 hours college credit or fewer - use high school GPA (submit high school
transcript)

Note: Grades earned in zero level courses are not included in calculating the retention
GPA nor are they included in the 12 hours of college credit.

4, Reading Scores:
A. A 12" grade reading level is required.

B. Applicants whose i Or i g i narhbindd@Gadcial Studies and Natural
Sciences subtest scores are less than 28 will be required to take the
COMPASS Test for Reading and achieve a minimum score of 81.

C. Applicants whose i En h a n ¢ e Readh@slhitest score is less than 19 will
be required to take the COMPASS Test for Reading and Achieve a minimum
score of 81.

5. Math Competency

A. ACT Math Subtest Score of 19 required

B. Applicants w h o ACGT Math subtest score is less than 19 may meet this
requirement by having completed Math 0123 1 Intermediate Algebra or Math
151371 Col Il ege Al gebra with a minimum grade

6. Admission to the AAS PTA Education program is competitive. Meeting the
minimum requirements for admission does not guarantee acceptance. Applicants
are scored on a number of objective criteria. The criteria include:

1. ACT Composite Score;

2. Ret ent i on cdidgdhofrsizaliege GPA) (<11 college hours/HS GPA);

3. Completed general education courses that are required for the AAS PTA
degree;

4. Supplemental courses completed;
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5. Completion of a prior degree from an accredited college or university;
6. Completion of observation hours.

The PTA education program DOES NOT use subjective methods for admission
criteria such as a personal interview or personal reference.

Once it has been determined that an applicant meets the minimum criteria for
application/admission to the program, ALL applicants are scored using the Admissions
Summary Worksheet.

The sixteen (16) applicants with the highest score from each application year are
offered admittance to the AAS PTA education curriculum. The seventeenth (17) highest
applicant becomes the first alternate with the alternate list progressing based upon
applicant total score (17" = 1% alternate, 18" = 2" alternate, etc). The length of the
alternate list varies and is determined by the total number of applicants.
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10120111DEPARTMENT OF PHYSICAL THERAPIST ASSISTANT EDUCATION
ADMISSION SUMMARY WORKSHEET

Applicant Name Application Year
ACT Composite Score (Check)
Points Score Points Poss. [ | Enhanced [ ] Original
5 19-21 16-20
10 22-24 21-23
15 25+ 24+

Reading Requirement (Enhanced ACT 19; Original ACT 28; Compass Rdg 81)

ACT Subtest Score Compass Reading

ACT Math Requirement (Enhanced ACT i 19; Original ACT i 16)

ACT Subtest Score Math 0123 or Math 1513
Grade Point Average (GPA) (Check) L] College L] HS
_ GPA Retention GPA College Points HS Points
Points 250-2. 7466 6666.5666666614
275-2. 99¢é¢é éééél0eéeéée. é6é6é8
300-3. 24¢éé éééélbeéeéeeée. éé. .. 12
3256-3. 49¢éé éééé20eéeéé. éé...16
350-3. 74¢éé éééé25¢é¢éé. é6¢é...20
375-4. 00éé ééeéé30eéeée. éé. . .24
Required College Hours Completed (28 points possible) (Check)
. ___ENGL 1113 (3pts) 700 2124 (4 pts) ___HIST 1483 (3 pts)
Points | ENGL 1213 (3pts) 700 2114 (4 pts) ___POS 1113 (3 pts)

___PSY 1113 (3pts)

Supplemental College Courses Completed (Check)

Points

Points will be given as listed below if courses are completed:Points
Math 1513 (3 pts.) Ethics 1113 (2 pts.)

Prior Degrees Earned (Check)

Points Available Degree
Points 5 [ ] Associates

10 Bachelors

15 E| Masters

Observation Preference Points (Check) (5 points)

Points [] Yes [] No

TOTAL POINTS Scorero6s I nitial & Dat e
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PTA PROGRAM APPLICATION TIMELINE

October 1% -February 1% Applications for admission may be picked up
February 1% Application deadline

April of each year Notification of applicant status

August of each year PTA program begins

Year round Information packets available

Note: It is requested that applicants pick up application packets in person so that
specific information may be verified. If the applicant cannot come to the campus to pick
up a packet, one will be mailed upon telephone request by the applicant. An
application/information packet may be requested at the CASC PTA website;
www.carlalbert.edu/pta_web

Forms and information included in the application packet MAY NOT be copied without
written permission from the Health Sciences Division.

LATE APPLICANTS

Applicants, who submit an application after February 1st, may be considered IF the
admission quota is not met. Late applicants will be considered prior to classes starting
in the fall semester on a space available basis.

APPLICATION PROCEDURES

1. Complete the admission process for Carl Albert State College, including the ACT
college entrance test.

2. Complete an application form for admission to the Associate in Applied Science
in the Physical Therapist Assistant program. Application packets will be available
October 1st.*

3. Provide a copy of your ACT scores:

A. Applicants whose Original ACT combined Social Studies and Natural
Science subtest score is less than 28 will be required to take the
COMPASS Test for Reading and achieve a minimum score of 81.

B. Applicants taking the Enhanced ACT, administered after September 1989,
must have a minimum score of 19 on the Reading subtest. Applicants
with a score lower than this will be required to take the COMPASS Test for
Reading and achieve a minimum score of 81. A 12th grade reading level
on this test is required for admission into the PTA program.
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C. Math requirements - ACT Math Subtest Score of 19 required. Applicants
whose ACT Math subtest score is less than 19 may meet this requirement
by having completed Math 0123 7 Intermediate Algebra or Math 1513 7
Coll ege Al gebra with a minimum grade of

4. Provide an official copy of your transcript from high school (if not more than 12
college hours completed) and ALL colleges attended (including CASC).**

5. The application process must be completed by February 1st of each year. Itis
the applicant's responsibility to check with the division office to be sure all
required forms and/or information have been received before the February 1st
deadline.

6. Applicants will be notified by mail of the decision of the Admissions Committee.
Applicants who are not admitted may reapply in subsequent years.

*Only one class is admitted each year - in the fall semester. Application packets are
available in the Health Sciences Division office after October 1st each year.

**An official copy of ALL transcripts must be submitted with the application to the office
of PTA Education.

Upon admission into the PTA program, the applicant will be required to complete a
Health Survey form and Criminal Background Check.

THERE MAY BE ADDITIONAL COURSES YOU WILL NEED TO TAKE BASED ON
ACT SCORES AND/OR HIGH SCHOOL CURRICULAR DEFICIENCES, AND
*PREREQUISITES.

*Because the AAS is a non-transferable terminal degree, prerequisite courses may be
waived when a student has been admitted to the AAS Physical Therapist Assistant
Education program. The student should understand that the courses requiring a
prerequisite may not transfer (ZOO 2114 Human Physiology/ZO0 2124 Human
Anatomy). Until officially admitted to the PTA program, all prereguisite course
work must be completed.
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ESTIMATED COSTS
Cost of Training Information (Estimated)

Required Tuition, Fees, Etc. @ $75.00/Hr. General Education Courses and
$95.00 for PTA Courses

Tuition/fees for General Ed (23 hours) | $1,725.00
Books (approx. $500.00/semester) $2,000.00
Graduation Fee $15.00
Transcript Fee $25.00
Student ID $2.00
Miscellaneous*

Lab Jacket $40.00
CASC PTA Patch $5.00
Lab Kit $100.00
PTA Program Shirt $30.00
Immunizations/Titer $100.00
CPR Certification $50.00
Student PTA Assoc. Dues $20.00
APTA Dues $75.00
Liability Insurance $15.00
Dress Pants $50.00
Closed Toe Shoes $50.00
Campus Lab Clothing $25.00
Criminal Background Check $48.00
Total $8,365.00

*Does not included travel expenses. Each student is expected to supply their own
means of transportation to and from their clinical experience. A total of 14 weeks of full
time (5 days/week, 8 hours/day) clinical experience is required to graduate from the
program. The amount of money required to travel depends upon the distance of the
student s 06 pncato their olihicalrexpsriendee In the event that a student
requests or is assigned a clinical experience beyond commuting distance, the student is
responsible for any costs incurred for room and board they may require at a given
affiliation. The average distance to a clinical facility from CASC is approximately 45
miles.

25



CASC PTA POLICY AND PROCEDURES updated Fall 2009

DOCUMENTATION REQUIREMENTS FOR PTA STUDENTS

PTA students are to provide the PTA Office with documentation of the following
information by end of their fall freshman semester. This documentation must be on
official forms or letterhead, dated, and signed by a physician, nurse or other appropriate
healthcare provider. Failure to submit appropriate documentation in a timely fashion
may result in dismissal from the program. Before you have any tests or immunizations
done, check and see if you or your physician already has this information.

1.

TB Skin Test Results - This may be obtained at the County Health Department at
no charge. The two (2) step tuberculin skin test is required for initial testing and
then once a year thereafter. If the student is unable to receive a skin test due to
past positive results, a letter from the County Health Department indicating the
student is safe for public contact is required.

Proof of immunity to Tetanus and Diphtheria - within the last ten (10) years. You
may obtain a TD Immunization at the County Health Department. Usually this is
at little or no charge, but may be given only on specific days.

Proof of immunity to Rubella ( 3-day, German Measles ) - You may obtain a
MMR immunization at the County Health Department at little or charge. Females
should not be pregnant when receiving this immunization. If you think you have
had this disease and choose not to obtain the MMR immunization(s), you will
need to obtain a blood test for the IgG antibody titer results for previous infection
to Rubella. You will need to consult your physician for this blood test.

Proof of immunity to Rubeola ( Measles ) 1 If you have received two (2) MMR
immunizations you should be immune to Rubeola. You may obtain a MMR
immunization at the County Health Department at little or charge. Females
should not be pregnant when receiving this immunization. If you think you have
had this disease and choose not to obtain the MMR immunization, you will need
to obtain a blood test for the IgG antibody titer results for previous infection to
Rubeola. You will need to consult your physician for this blood test.

Proof of immunity to Varicella ( Chicken Pox ) - You will need to consult your
physician for this proof of immunity as this immunization is not given to persons
over 18 years of age at the County Health Department. Pregnant females should
also not receive this immunization. To prove immunity you may obtain the
Varicella-Zoster Vaccine (VZV) or if you think you have had this disease and
choose not to obtain the VZV immunization, you will need to obtain a blood test
for the 1gG antibody titer results for previous infection to Varicella.

Hepatitis B immunity is recommended, but not required at this time. You will
need to consult your physician regarding immunity to this disease.

Proof of current CPR certification. Certification must be the American Heart
Association Basic Life Support Healthcare Provider course covering Modules 1-
4.
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Criminal Background Check from the State in which you live.
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SECTION 1l
CURRICULUM
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PROGRAM DESCRIPTION:

The Physical Therapist Assistant Education Program at Carl Albert State College is
considered to be an integrated two year program. This type of program combines
general education requirements with PTA technical and clinical education requirements
over a two year, or 5 semester period. The PTA technical education requirements must
be taken in the order they are presented in the curriculum.

The designed curriculum provides the student a sequenced progression through
general education, technical support, and technical specialty courses. The first
semester allows the student to focus on written communication, social sciences, and
human anatomy while exploring the career of physical therapist assistantship. The
student also begins clinical sciences studies in the physical disabilities. Patient care
skills provided to the student in the first semester serve as a foundation to many health
care careers. If the student withdraws from the physical therapist assistant plan of study
at this point due to personal or academic reasons, the skills learned will enable the
student to seek employment as a physical therapy aide or home health aide.

During the second semester the plan of study expands the formal physical therapist
assistant education. At this point the students in the PTA program continue their basic
science studies with human physiology, and anatomy and physiology for PTAs. They
also begin clinical science studies in the physical disabilities course. Practice theory and
skills are learned in PHTA 1292 Physical Therapy Procedures | and observed in the
course PHTA 1231 Clinical Orientation.

The third semester continues basic science and clinical science studies with PHTA
2363 Kinesiology and PHTA 2353 Neurology and Pathology. Additional practice
courses in advanced procedures for basic therapeutic exercise are taken also in this
semester. The knowledge and skills learned throughout the third semester are practiced
in the clinic under supervision during PHTA 2332 Clinical Experience I.

The fourth semester focuses on the advanced therapeutic intervention skills necessary
to practice in rehabilitation and with complex patients. The psychosocial aspects of
physical therapy are presented in this semester to better allow the student to apply the
knowledge following experience in the third semester. The medical office management
course (PHTA 2382) is also offered this semester. Knowledge and skills learned
throughout the fourth semester are practiced in the clinic under supervision during
PHTA 2432 Clinical Experience II.

The fifth and final semester consists of two five week full-time clinical rotations during

the summer semester. The extended clinical experience will allow the student to work
under decreasing supervision and develop necessary practice management skills.
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*Because the AAS is a non-transferable terminal degree, prerequisite courses may be
waived when a student has been admitted to the AAS Physical Therapist Assistant
Education program. The student should understand that the courses requiring a
prerequisite may not transfer (ZOO 2114 Human Physiology/ZO0 2124 Human
Anatomy). Unitil officially admitted to the PTA program, all prerequisite course work
must be completed. Students admitted to the PTA Education program are able to
complete the program in 65 hours or less.

General Education Courses that require prerequisites (waived once accepted to the
PTA Education Program):

Course Prerequisite

Human Anatomy General Zoology

Human Physiology General Zoology T and-
Chemistry |

DEGREE REQUIREMENTS

The Associate in Applied Science in Physical Therapist Assistant (AAS-PTA) will be

awarded to students who successfully complete the listed courses with a minimum

grade of ACO and comply with all acad@mhic reg
Albert State College Physical Therapist Assistant Education program, and the

Oklahoma State Regents for Higher Education.

1. Length of program:
Five semesters (twenty-three months)
2. Required courses:

General Education 15 credit hours
Technical Support 8 credit hours
Technical Specialty 42 credit hours

Total 65 credit hours

THERE MAY BE ADDITIONAL COURSES YOU WILL NEED TO TAKE BASED ON
ACT SCORES AND/OR HIGH SCHOOL CURRICULAR DEFICIENCES, AND
*PREREQUISITES
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COURSES AND PREREQUISITE REQUIRMENTS

General Education i 15 credit hours required in the following courses (may be
taken prior to admission to the PTA education program:

Course Number Title Credit Hours  Prerequisites
ENGL 1113 Freshman Composition | 3 Adm to CASC
ENGL 1213 Freshman Composition Il 3 Adm to CASC
HIST 2483 American History 1492-1865 3 Adm to CASC
or
HIST 2493 American History 1865-Present 3 Adm to CASC
POS 1113 American Federal Government 3 Adm to CASC
PSY 1113 General Psychology 3 Adm to CASC

Technical Support 1 8 credit hours required in the following courses:

Course Number Title Credit Hours Prerequisites

Z00 2114 Human Physiology 4 Z0o0 1114, &
Chem 1115 or
faculty permission

Z00 2124 Human Anatomy 4 Zoo 1114 or
faculty permission
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Technical Specialty i 42 credit hours required- permission from Department of

Physical Therapist Assistant Education required for enrollment in all courses:

Course Number

PHTA 1113

PHTA 1203

PHTA 1231

PHTA 1283

PHTA 1292

PHTA 2343

PHTA 2353

PHTA 2363
PHTA 2373

PHTA 2382

PHTA 2413
PHTA 2432

PHTA 2442

Title

Introduction to
Physical Therapy

Anatomy and
Physiology for PTAs

Clinical Orientation

Physical Disabilities

Physical Therapy
Procedures |

Physical Therapy
Procedures Il
Neurology and
Pathology

Kinesiology

Therapeutic
Exercise |

Medical Office
Management

Rehabilitation

Clinical Experience
Il

Psychosocial
Aspects of Physical
Therapy

Credit Hours

Prerequisites

Adm to CASC PTA
Program

Z00 2124, Human
Anatomy, concurrent
enrollment in Zoo2114
Human Physiology
PHTA 1113 Intro to PT

PHTA 1113 Intro to PT

PHTA 1113 Intro to PT

PHTA 1113 Intro to PT

PHTA 1292

PHTA 1203, 1283

PHTA 1203, 1283
PHTA 1292

PHTA 2373

PHTA 2373
PHTA 2332

PHTA 2373
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PHTA 2473 Therapeutic 3 PHTA 2373
Exercise I

PHTA 2534 or Clinical Experience Il 4 or PHTA 2413

PHTA 2536 6
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PTA PROGRAM OF STUDIES
FIRST YEAR: SEMESTER HOURS

Fall Semester:

English 1113 Freshman Composition | 3

Zoology 2124 Human Anatomy (*Prereq Zoo1114) 4

Psychology 1113 Introduction to Psychology 3
3
3

PHTA 1283 Physical Disabilities
PHTA 1113 Introduction to Physical Therapy

Spring Semester:

Zoology 2114 Human Physiology (-Prereq zoo
1114 & Chem 1115)

4
English 1213 Freshman Composition I 3
PHTA 1203 Anatomy and Physiology for PTAs 3
1
3

PHTA 1231 Clinical Orientation

History 1483 American History 1492-1865 or

History 1493 American History 1865-Present

PHTA 1292 Physical Therapy Procedures | 2

Summer Semester:
Political Science 1113 American Federal Govt.

Fall Semester:

PHTA 2332 Clinical Experience | 2

PHTA 2343 Physical Therapy Procedures Il 3

PHTA 2353 Neurology and Pathology 3
3
3

PHTA 2363 Kinesiology
PHTA 2373 Therapeutic Exercise |

Spring Semester:

PHTA 2382 Medical Office Management 2

PHTA 2413 Rehabilitation 3

PHTA 2432 Clinical Experience Il 2
2
3

PHTA 2442 Psychosocial Aspects of Physical
PHTA 2473 Therapeutic Exercise Il

12 Total
Summer Semester:
PHTA 2534 Clinical Experience Il or 4
PHTA 2536 Clinical Experience Il 4 Total

Total 65 Cr. Hrs.
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CURRICULUM DEVELOPMENT

A. Program Development/Assessment
The following participants assist with ongoing and/or periodic evaluation and
program development:
1. Program Director
a. Active in all aspects.
2. PTA faculty
a. Active in all aspects.
3. PTA Students
a. Active in most aspects through communication with faculty and
through course/instructor evaluations.
4. Advisory/Admissions Committee
a. Active in most aspects through communication with the Program
Director and faculty, and through advisory committee meetings.
5. Health Sciences Division Chairman
a. Active in all aspects through assistance and supervision of
Program Director, PTA faculty, participation in Advisory
Committee meetings, annual program evaluation meetings, etc.
6. Vice President of Academic Affairs
a. Active in many aspects through program evaluation meetings,
administrative support and decision making.
B. Course Content, Descriptions, Hours and Numbers
Oklahoma State Board of Regents for Higher Education policy specifies
procedures for alteration of catalogue listings. Decision to alter catalogue listings
for the PTA program are based upon input primarily from program faculty,
students, Division Chairman and Advisory Committee with official review of, and
agreement on needed changes at each Spring Advisory/Admissions Committee
meeting. Details of course content are planned by the program faculty, especially
the Program Director.
C. Course Scheduling
The Program Director and Health Sciences Division Chair plan course schedules
and will make every attempt to accommodate faculty and student scheduling
needs.
D. Textbook Selection
PTA faculty will select textbooks with input from students. The Program Director
is responsible for supervising book selection. Textbooks will reflect course
content and should have the potential to be utilized as an adjunct learning tool.
E. Standing Committees*
1. Curriculum Committee
a. Meets 1x/ year or if a critical incident arises

Chair ACCE, PTA Education
Co-Chair Director, PTA Education
Member Adjunct/Associate Faculty
Member PTA 2" year student
Member PTA 1% year student

35



CASC PTA POLICY AND PROCEDURES updated Fall 2009

2. Admissions/Advisory Committee*
a. Meets 1x/academic year or if a critical incident arises

Chair
Co-Chair
Member
Member
Member
Member
Member
Member
Member
Member
Member
Member
Member

Director, PTA Education

ACCE, PTA Education

CASC Science Faculty

CASC Health Sciences Division Chair
CASC Vice President Student Affairs
CASC Vice President Academic Affairs
CASC Vice President Telecommunications
CASC Nursing Faculty

CASC Faculty

CASC Director of Libraries

CASC PTA Adjunct/Associate Faculty
Licensed/Practicing PT professional
Licensed/Practicing PTA professional

3. Faculty Committee*
a. Meets 1x/semester or if a critical incident arises

Chair
Co-Chair
Member
Member
Member

4. Core Faculty*

Director, PTA Education
ACCE, PTA Education
Adjunct/Associate Faculty
Adjunct/Associate Faculty
Adjunct/Associate Faculty

a. Meets throughout the semester in both formal and informal

settings

*Each member of each committee shall have an equal vote for determining policy and
procedure. A quorum for each committee shall consist of at least half the members for

that committee.

F. Program Assessment

The PTA program uses various means to assess the effectiveness of its faculty,
students, curriculum, physical space, supplies/equipment and budget.

The goals and objectives of the PTA program are reviewed on an
annual/continual basis by a variety of feedback mechanisms. Mechanisms used
by the PTA program include:

= =4 -4 _-48_-5_9_2

Academic faculty/staff meetings (formal/informal)
Clinical faculty meetings (formal/informal)
Student course evaluation

Student clinical evaluation

Post graduate assessments

Clinical educators evaluations
Admissions/Advisory committee meetings
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1 Graduate Employers
9 Student instructor evaluations

The PTA program also relies on formal and informal meetings with the Division
Chair, Vice President of Academic Affairs, Vice President of Student Affairs,
Chief Financial Officer and others.

Clinical faculty is involved with course evaluation and program evaluation through
clinical faculty meetings, site visits, mailings, online surveys and telephone calls.

Situations may arise that necessitate a more urgent review of any aspect of the
program. These situations are termed Critical Incidents. Ciritical incidents may
occur anytime throughout the course of an academic year. Such critical incidents
may include, but are not limited to:

NPTAE licensing three year ultimate pass rate falls below 80%
Greater than 50% of students fail the exit exam on the first attempt
Negative feedback from clinical instructors

Not sufficient clinical resources for student placement

Not sufficient faculty to meet the program objectives

Negative feedback from employers

Budgetary shortfalls

Noak~wnNpE

Course Evaluation

Student evaluations of courses taught by faculty, including adjunct faculty, are
conducted toward the end of the fall term. Each adjunct instructor is required to
administer proper forms for each course. The Office for Academic Affairs will
provide these material s. It is the instru
and help further complete the process. The evaluations are conducted using

procedures specified by the divisions according to a schedule prepared by the

division chairperson. Students should be informed that the instructor will not see

the results until the following term. Further, the instructor should make

arrangements for a student to deliver the completed instruments to the office that

is noted on the evaluation packet. Ensure that the completed forms are not in

the instructoré6és possession at any ti me.
during the response time. The evaluations are primarily intended to provide

feedback for the improvement of instruction. Summarized evaluation results are
provided to each faculty member at the following term.

Faculty Evaluation

Evaluations of the instructors are administered strictly to improve teacher
performance and effectiveness. Student evaluations, self-evaluation, and
supervisor evaluations of the faculty comprise the total evaluation model and are
completed during the fall semester. Adjunct faculty are evaluated in a minimum
of one class during the fall semester. The class to be evaluated is selected by
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the division chair. To ensure quality, any instructor at CASC is subject to
classroom evaluation at any time.

Peer Evaluation of Instruction

One time per academic year each faculty member will solicit instructors from
outside the health sciences division to attend a class taught by that instructor.
The goal of the peer evaluation is not to evaluate course content, rather the
teaching process. The peer evaluator will use the standard course evaluation of
faculty used by the college or a form of their choice. The PTA faculty member
will collect the assessment and review it. The Director will also examine the
assessment as well.

Clinical Evaluation

The clinical education program is evaluated in several ways by the PTA program
of CASC. The overall clinical program is evaluated by the didactic faculty and
Advisory Committee for adequacy in number, accessibility by students, scope of
learning experiences, support of a program admission and reflective of current
physical therapy practice. This evaluation is formally accomplished annually
through the year through meetings held.

Individually, the clinical sites are evaluated by assigned students following each
rotation and the evaluation is reviewed by the CI. These evaluations are
reviewed at the time of submission by the Academic Coordinator of Clinical
Education. A copy of the student evaluation will be sent to the clinical setting
upon request.

Communication between the academic and clinical faculty will occur during the
cycle of clinical education meetings and clinic visits, and through inclusion of
clinical faculty in all program evaluation activities.

Student Evaluation of Clinical Instructor/Clinical Facility

Each student will perform an evaluation of their Cl (or person providing direct
supervision) at final evaluation.

The formal tool for the evaluation of the CI will be provided by the ACCE and
brought up to the facility by the student on the first day of the affiliation. The
evaluation will be reviewed and signed by the student, the person providing the
majority of direct supervision (if other than CI) and the CI. The evaluation will be
returned to the ACCE within the prescribed time limit following the end of the
affiliation.

The matrix below should be used as a guide for the assessment procedures used by
the program.
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CASC PTA Assessment Matrix

What is Time Assessed Assessed By Administered By Reviewed By Performance Actions to be taken
assessed Criteria
Faculty Fall Semester 1  Academic M Academic Affairs 1  Spring Semester |  No critical incidents 1  No action
Critical Incident Affairs 1 Division Chair 1  Academic Affairs |  >20% negative comments |  Plan of improvement
1 Students M  Director 1  Division Chair
1  Division Chair 1  Director
1 Self 1 Faculty
1 Peers
Curriculum Odd Years 1 Core Faculty T Director T Odd Years T No critical incidents 1 No action
Spring Semester | {  Students Spring Semester |  NPTAE pass rate <80% 1  Adjustment of curriculum
Critical Incident 1 Admissions/Advi 1  Core Faculty 1  Exit Exam 1* time pass 1 Make recommendations to
sory Committee 1  Admissions/Advis rate <50% Admissions/Advisory
1  Graduates ory Committee 1  >50% failure Committee
1  Employers comprehensive final 1  Make recommendations to
1  Negative feedback from Division Chair
>20% of concerned
parties
Clinical Program Spring Semester |  ACCE 1 ACCE T  Summer T No critical incident 1 No action
& Critical incident 1  Students Semester 1  Sufficient clinical contracts |  Make recommendations to
Instructors 9  Clinical T ACCE 1  Negative feedback from Director
Instructors >20% of CIl ds,
1  Graduates or employers
1  Employers
Facilities 5 years 1 Faculty 1  Director 1 Attime of 1 No critical incident 1 No action
Critical Incident |  Students assessment 1  Negative feedback from 1  Correct problem
T Faculty concerned parties 1 Make recommendations to
Administration
Budget Fall Semester T Director T Director 1 Attime of T No critical incident 1 No Action
Critical Incident 1 Faculty assessment 1  Negative feedback by 1 Adjustment to operating
1  Director concerned parties expenditures
1  Seek alternate funding
1 Make recommendations to
Administration
Equipment Critical Incident 1 Faculty i Director T At time of T No critical incident 1 No Action
1  Students assessment 1  Negative feedback by 1  Upgrade Equipment
1  Core Faculty concerned parties 1 Make recommendation to
Administration
Policy and Critical Incident 1 Faculty i Director T Faculty T No critical incident 1 No Action
Procedure Spring Semester 1  Policy does not reflect 1  Update policies

current practices
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DESCRIPTION OF PTA ADMINISTRATION AND FACULTY

The following definitions and qualifications have been adopted by the CASC PTA
Education program as defined by the EVALUATIVE CRITERIA FOR ACCREDITATION
OF EDUCATION PROGRAMS FOR THE PREPARATION OF PHYSICAL THERAPIST
ASSISTANTS: Accreditation Handbook, PTA Criteria, Appendix AT 1.

A. Core Faculty:
Physical therapists (PT) and physical therapist assistants (PTA) who are employed by

the institution and appointed to the PTA program. The Core Faculty is comprised of the
Program Director, the ACCE, and other appointed faculty members (PT/PTA) within the
program. Members of the Core Faculty typically have full-time appointments, although
part-time faculty members may be included among the Core Faculty. The Core Faculty
may hold tenured, tenure track, or non-tenure track positions. The primary
responsibilities of the Core Faculty in the program are development, implementation,
and evaluation of the technical and clinical education components of the PTA
curriculum.

B. Program Director:

Core Faculty member who is designated as and has responsibility for the management
of the PTA program, that includes, but is not limited to: submission of required fees and
documentation, including reports of graduation rates; performance on state licensing or
certification examinations and employment rates; notification of expected or unexpected
substantive change(s) within the program and of any change in institutional
accreditation status or legal authority to provide postsecondary education; coming into
compliance with accreditation criteria within two years or the length of the program,
whichever is shorter. The program director is employed full-time by the institution that
houses the PTA program and usually has a faculty appointment.

The program director of the physical therapist assistant education program is a physical
therapist or a physical therapist assistant. The program director demonstrates the
academic and professional qualifications and relevant experience in education requisite
for providing effective leadership for the program, the program faculty, and the students.
These qualifications include all of the
licensure (if a physical therapist), or licensure, certification, or registration in states
where applicable (if a physical therapist assistant); experience in clinical practice;
didactic and/or clinical teaching experience; experience in administration; experience in
educational theory and methodology (curricular design, development, implementation
and evaluation); experience in instructional design and methodology; and experience in
student evaluation and outcomes assessment.

C. Academic Coordinator of Clinical Education:
Core Faculty member who has responsibility in the program for coordinating the clinical
education portion of the curriculum.
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The ACCE a minimum of two years of experience as a center coordinator of clinical
education (CCCE) and/or clinical instructor (ClI), or experience in teaching, curriculum
development, and administration in a physical therapist assistant or physical therapist
program, clinical or educational administration experience, experience in human
resource management, experience in a variety of areas of teaching (academic, clinical,
continuing education, in-service).

D. Adjunct Faculty:

Individuals who have classroom and/or laboratory teaching responsibilities in the
program and who are not employed by the institution, though they may receive
honoraria or other forms of compensation. The adjunct faculty may or may not hold
faculty appointments. The adjunct faculty may include, but are not limited to, guest
lecturers, contract faculty, instructors of course modules, laboratory instructors, teaching
assistants, and tutors.

E. Supporting Faculty:

Individuals with faculty appointments in other units within the institution who teach
courses in the Technical Education portion of the curriculum. Supporting Faculty are
generally not physical therapists or physical therapist assistants.

F. Academic Faculty:

Faculty members whose primary teaching responsibilities are in the didactic (classroom
and laboratory) portion of the curriculum. The Academic Faculty is comprised of the
Core Faculty, Adjunct Faculty, and Supporting Faculty.

G. Clinical Education Faculty:

Individuals who provide the clinical instruction and supervision of students when
students are engaged in the clinical education portion of the curriculum. Clinical
Education Faculty are generally comprised of the Center Coordinators of Clinical
Education (CCCEs) and Clinical Instructors (CIs). While these individuals are not
usually employed by the institution that houses the PTA program, they do agree to
certain standards of behavior through contractual arrangements for their services.

H. Program Faculty:
Faculty involved with the PTA program, including the Program Director, Core Faculty,
Adjunct Faculty, Clinical Education Faculty, and Supporting Faculty.

I. Faculty [unmodified]:

When used without a modifier (academic, adjunct, core, clinical education, program, or
supporting), the term faculty can be interpreted generically. The Commission has
modified the term in those cases when a specific faculty group is being addressed.
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COURSE DESCRIPTIONS
PHTA-1113 INTRODUCTION TO PHYSICAL THERAPY (3 Credits)

History, philosophy, ethics, settings, and trends in Physical Therapy. Delineation of
roles of the health care team, and of Physical Therapy personnel, with interpersonal
skills needed to function as a health care provider and team member. Principles and
procedures of basic patient care skills, documentation, and medical terminology.
Observation of treatment in health care facilities. Prerequisites: Admission to the PTA
program and concurrent enrollment in required PHTA courses or permission of
instructor. Credit: 3 semester hours--2 hours theory, and 1 hour laboratory.

PHTA-1203 ANATOMY AND PHYSIOLOGY FOR THERAPISTS ASSISTANTS
(3 Credits)

A supplementary study of the human body's structure and function as these relate to the
practice of Physical Therapy. Emphasis will be placed on musculoskeletal, circulatory,
and nervous systems. Prerequisites: Admission to the PTA program and concurrent
enrollment in required PHTA courses or permission of instructor.Credit 3 semester
hours, 2 hours theory, 1 hour laboratory.

PHTA-1231 CLINICAL ORIENTATION (1 Credit)

An orientation and observation of physical therapy services through scheduled tours of
different types of Physical Therapy Clinics. Prerequisites: Admission to the PTA
program and concurrent enrollment in required PHTA courses or permission of
instructor.Credit 1 semester hour

PHTA-1283 PHYSICAL DISABILITIES (3 Credits)

A study of selected anatomical, physiological and pathological factors which relate to
specific clinical conditions seen in physical therapy. Emphasis on basic treatment
therapy. Prerequisites: Admission to the PTA program and concurrent enroliment in
required PHTA courses or permission of instructor.Credit: 3 semester hours, 3 hours
theory.
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PHTA-1292 PHYSICAL THERAPY PROCEDURES I (2 Credits)

Principles and techniques of massage, hydro collator packs and pulmonary
rehabilitation. Emphasis on physiological changes and effects in commonly seen
diagnoses and in response to treatments. Laboratory practice with emphasis on
positioning and manual skills. Prerequisites: All previous PHTA coursework and
concurrent enroliment in required PHTA courses or permission of instructor. Credit: 3
semester hours, 2 hours theory, 1 hour laboratory.

PHTA-2332 CLINICAL EXPERIENCE | (2 Credits)

Supervised clinical experience including observation and application of physical therapy
services. Group discussion of selected clinical cases in a seminar format. Prerequisites:
All previous PHTA coursework and concurrent enroliment in required PHTA courses or
permission of instructor. Credit: 2 semester hours, 2 hours laboratory.

PHTA-2353 NEUROLOGY AND PATHOLOGY (3 Credits)

Pathology--a study of the structural and functional changes in tissue and organs of the
body in conditions seen in the practice of physical therapy. Neurology-a comprehensive
review of the anatomy and physiology of the nervous system and the musculo-skeletal
system. Prerequisites: All previous PHTA coursework and concurrent enroliment in
required PHTA courses or permission of instructor. Credit: 3 semester hours, 3 hours
theory.

PHTA-2373 THERAPEUTIC EXERCISE | (3 Credits)

General and specific exercises for conditions commonly referred to physical therapy.
Principles involved in the theory and practical applications of specific therapeutic
exercise and mechanical appliances. Prerequisites: All previous PHTA coursework and
concurrent enrollment in required PHTA courses or permission of instructor. Credit: 3
semester hours, 2 hours theory, 1 hour laboratory.

PHTA-2432 CLINICAL EXPERIENCE II (2 Credits)

Supervised clinical experience in clinical observation and application of physical therapy
services. Group discussion of selected clinical topics in a seminar format. Prerequisites:
All previous PHTA coursework and concurrent enrolliment in required PHTA courses or
permission of instructor. Credit: 2 semester hours, 2 hours laboratory.
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PHTA-2343 PHYSICAL THERAPY PROCEDURES II (3 Credits)

Theory, physiology, and application of heat, cold, light, water, electricity, and
mechanical compression/distraction in therapeutic treatment. Overview of medical
physics. Prerequisites: All previous PHTA coursework and concurrent enrollment in
required PHTA courses or permission of instructor. Credit: 3 semester hours, 2 hours
theory, 1 hour laboratory.

PHTA-2363 KINESIOLOGY (3 Credits)

A study of anatomical structures and movement as related to physical therapy
procedures. The basic principles of the relationship between joint motion and
mechanical action. Application of principles with emphasis on the analysis and
biomechanics of all human motion. Prerequisites: All previous PHTA coursework and
concurrent enrollment in required PHTA courses or permission of instructor. Credit: 3
semester hours, 2 hours theory, 1 hour laboratory.

PHTA-2382 MEDICAL OFFICE MANAGEMENT (2 Credits)

This course focuses on the administrative theory and functions of medical office
management. Emphasis will be placed on the particular role of the allied health care
worker and the medical office manager as they participate in the health care delivery
system. Discussion of health laws and regulations, health information systems, quality
improvement, fiscal management, and ethical issues will be included. Prerequisites: All
previous PHTA coursework and concurrent enroliment in required PHTA courses or
permission of instructor. Credit: 2 semester hours, 2 hours theory.

PHTA-2413 REHABILITATION (3 Credits)

A study of principles and treatments of selected physical disabilities and diseases, this
course covers theory and therapeutic application of rehabilitative techniques and
equipment. Prerequisites: All previous PHTA coursework and concurrent enrollment in
required PHTA courses or permission of instructor. 2 hours theory, 1 hour laboratory.

PHTA-2442 PSYCHOSOCIAL ASPECTS OF PHYSICAL THERAPY (2 Credits)

A survey course explaining the psychological and sociological effects of Physical
Therapy intervention on patients with various physical disabilities. Prerequisites: All
previous PHTA coursework and concurrent enrollment in required PHTA courses or
permission of instructor. Credit: 3 semester hours, 3 hours theory.
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PHTA-2473 THERAPEUTIC EXERCISE Il (3 Credits)

A continuation of Therapeutic Exercise | and additional theory and application of
exercise techniques, this course emphasizes treatment of orthopedic disabilities.
Prerequisites: All previous PHTA coursework and concurrent enrollment in required
PHTA courses or permission of instructor. 2 hours theory, 1 hour laboratory

PHTA-2534 CLINICAL EXPERIENCE III (4 Credits)

Supervised application of physical therapy procedures in the treatment of patients at a
variety of selected physical therapy clinics. Prerequisites: All previous PHTA
coursework and concurrent enrollment in required PHTA courses or permission of
instructor. Credit: 4 hours laboratory.

PHTA 2536 CLINICAL EXPERIENCE Il (Web Enhanced) (6 Credits)

Supervised application of physical therapy procedures in the treatment of patients at a
variety of selected physical therapy facilities with additional assignments as provided by
the instructor. Prerequisites: Internet/email access. This course may be taken in place
of PHTA 2534. Prerequisites: All previous PHTA coursework and concurrent
enrollment in required PHTA courses or permission of instructor. 2 hours theory, 4
hours laboratory
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SECTION IV
PROGRAM POLICIES AND PROCEDURES
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GENERAL POLICIES

A. INCLIMENT WEATHER
a. The CASC PTA Education program will hold classes as long as the
college remains open.
b. Students are urged to use their discretion as to the safety of traveling
during inclement weather to class or clinical.
c. Absences acquired because of inclement weather (even if the college
remains open) will not be counted against the student.
d. All clinical time missed because of inclement weather must be made up to
successfully complete any given clinical rotation.
e. Students are urged to call the department and/or their clinical instructor to
notify them that they will be absent because of inclement weather.
B. STUDENT MESSAGES
a. In case of an emergency, every attempt will be made to get a message to
a student; however, routine messages will be placed in the student
message center. Students are responsible for checking their mail boxes
daily.
C. EMERGENCY CONTACT
a. Students should provide the school or child care center with the name and
telephone number of a relative who may be contacted in case of an
emergency. If students are in classes other than PTA classes or in transit
on the way to clinical lab, we may be unable to contact them.
D. PTA classes are not open to audit, visitors, or children.
E. FORBIDDEN ITEMS
a. The following items forbidden on campus, on the person of any student, or
in automobiles on campus parking lot:
1. Alcohol
2. Narcotics or illegal drugs
3. Firearms or explosives (including fireworks)
4. Weapons of any type
b. Any student found on campus under the influence of, or in possession of,
any of the aforementioned items will be subject to disciplinary dismissal
from the college.
F. HONESTY AND HONOR
a. Honesty and Honor constitute measures of individual worth. Cheating,
falsification, stealing, or any other form of dishonesty is not in accordance
with standards of the college and will result in dismissal from the program.
G. UNAUTHORIZED POSSESSION OF EXAMINATIONS
a. Any student who illegally obtains possession of or access to a copy of an
examination before the examination is given is subject to suspension from
school.
H. FALSIFICATION OF RECORDS
a. Any student falsifying any college record is subject to disciplinary action.
. CHEATING
a. The following will apply in connection with academic dishonesty:
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1. The instructor and his/her academic superiors have final authority
over the grades given to students or lowering of grades because of
cheating or plagiarism.

2. Ifitis established beyond reasonable doubt that cheating or
plagiarism has occurred:

1. The instructor may take appropriate disciplinary action which
may include the awarding of "F" on the particular assignment
or in the course.

2. The instructor may make a report of the incident and of
action taken, if any, to his/her own department head and the
Vice-President for Instruction and Student Affairs.

3. The student conduct committee may review the record and
may assess additional penalties, including conduct probation
or suspension.

4. The student may be dismissed from the program

3. The student may, if he/she so desires, discuss the matter with the
student conduct committee.

STUDENT HEALTH AND PHYSICAL CONDITION

Students will sign a statement of fithess to perform course related physical activities at
the time of their acceptance into the program. This signature indicates that the student
accepts responsibility and liability for his own physical/mental condition and ability to
complete assigned course activities.

A.

Pregnancy-A student wishing to continue her PTA education while pregnant must
present a written statement by a licensed physician that the student is capable of
handling the physical exertion required within the didactic and clinical course
work. The letter will be submitted to the PTA Program Director by the end of the
first trimester. Following childbirth, a licensed physician's written verification of
fithess to return to class and clinical is required. Any clinical absence due to
pregnancy will be subject to the same rules and regulations as stated in clinical
attendance policies.

lliness or Injury-A student who has an extended iliness, surgery and/or injury will
be required to submit a physician's written verification of fitness in order to return
to classes or clinical. This letter will be directed to the attention of the PTA
Program Director and a conference with the Program Director will follow.

CONDUCT AND BEHAVIOR

Students are expected to conduct themselves in a courteous, considerate and
professional manner during all aspects of their PTA education.

A. Classroom

1. Be on time for all classes.
2. Read assignments before class.
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3. Participate and allow others to participate in learning activities.

4. Avoid actions which could distract instructor or other students.

5. Adhere to appearance and hygiene guidelines

. Laboratory

1. Be ontime.

2. Be prepared to participate in learning activities and allow others ample
opportunity for participation.

3. Maintain a professional, considerate manner toward peers and instructor during
lab activities.

NE QOO A

Adhere to all lab procedure as outlined by instructor.
Wear prescribed lab clothes.
. Adhere to appearance and hygiene guidelines
linical setting
Be on time to all clinical.
Adhere to appearance, hygiene and uniform requirements of the PTA program
less otherwise specified by the Clinical Instructor.
3. Take needed materials to clinical.
4. Be prepared to perform a variety of activities as directed by the Clinical

Instructor.

5. Cooperate fully with the clinical staff and accept direction from appropriate staff in

addition to the Clinical Instructor.

Independently utilize learning opportunities.

Adhere to each facility's regulations regarding release of information, photo

releases, consent forms, confidentiality documentation procedures, safety

procedures, etc. Students will refer matters concerning any of the above

information to their Clinical Instructor unless told otherwise by the Clinical

Instructor.

8. Conduct themselves in a professional, appropriate manner at all times, putting
their patients needs first and maintaining high quality performances at all times.

. Student Practice/Demonstration

1. Students are all expected to act as "patients" for demonstration and practice as a
part of their lab experience. Consent to participate in practice and demonstration
activities are assumed upon enrollment in the course.

2. Students may be expected to appear in photographs or other media
presentations.

. Consideration of other's rights and privacy

1. Students are responsible for assuring the rights and privacy of those people with
whom they come in contact during their PTA education other students,
instructors, patients, and their families, clinical staff, etc.).

No

. At all times the student will

1. Conduct them-selves in a professional, considerate manner.

2. Maintain a professional appearance.

3. Act competent and responsible at all times.

4. Obtain assistance as needed to deliver high quality care.

5. Refrain from discussing information obtained during lab or clinical with any
person not directly associated with the student's assignment.

Drape patient/peer appropriately for all activities.

o
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STUDENT APPEARANCE

A. General Considerations:
1. Students must dress in a manner that is respectful to other students,
faculty, and the profession.
a. Excess cleavage, midriff, and low-back exposure are not
acceptable unless specified for certain lab activities.
b. The student shall also maintain appropriate daily hygiene. Body
odor, excessive perfume, or excessive cologne will not be tolerated.
c. Should a student violate any of the above general considerations
the student will be sent home and the remainder of the day shall be
counted as an absence.
d. Excessive violation of these general considerations, as determined
by the PTA faculty, will result in dismissal from the program.
B. Students may wear street clothes to class. They will wear prescribed lab clothes
to lab and specified PTA program uniform to clinical.
C. Lab Appearance
1. Good personal hygiene must be maintained;
a. Excessive body odor will not be tolerated
b. hair should be restrained away from the face
c. nails short, clean and without polish
d. no excessive jewelry
e. sparing use of makeup and cologne
2. Loose shorts which permit freedom of movement, halter top which ties in
back and at the neck for women, T-shirts for men, socks and clean tennis
shoes
D. Clinical Appearance
1. In the knowledge that many times our personal appearance makes a
strong impression on the patient's attitude towards the school and the
hospital, it is beneficial both to the student and school that certain
regulations be followed.
a. Male students
1. Must keep hair neatly trimmed and combed
2. Beards, mustaches and sideburns must be neat
3. Nails must be short and clean.
4. Only one identical pair of earrings may be worn, one in each
ear.
No facial or other body piercing may be evident in the clinical
area.
Tattoos must be covered by clothing.
Clothing must cover midriff at all times including bending and
reaching
8. No bracelets may be worn in the clinical area.
9. Only wedding and/or engagement rings may be worn in the
clinical area.
b. Female students

o
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1. must keep hair clean, neat and restrained in a professional
manner off shoulders and away from their face

2. Nails must be short and clean.

3. No bracelets may be worn in the clinical area.

4. Only wedding and/or engagement rings may be worn in the
clinical area.

5. Only small gold, silver, or pearl earrings that do not cover the
entire earlobe may be worn.

6. No enamel, decoratively colored or drop earrings are to be
worn in the clinical area.

7. Only one identical pair of earrings may be worn, one in each
ear.

8. No facial or other body piercing may be evident in the clinical
area.

9. Tattoos must be covered by clothing.

10. Clothing must cover midriff at all times including bending and
reaching.

STUDENT UNIFORMS FOR CLINICAL

A. Students should wear:

a. clean street shoes with a low heel,
b. non-skid soles (clogs, open toe or open heel shoes are not acceptable),
c. pants with a blouse or shirt and a white lab jacket,
d. Name tag,
e. CASC arm patch sewn on the left sleeve three inches below the shoulder
seam on the lab jacket,
Uniform must be neat, clean, and free from wrinkles and fit appropriately.

—h

SAFETY

Safety is of prime importance during both lab and clinical activities. The student is
expected to take responsibility for his own and other's safety.

A.

The students will

a. Not use any faulty equipment or supplies and report any such defects to
his instructor or clinical instructor; immediately placing the defective item
where others will not use it

b. Maintain a calm quiet atmosphere, attending to the patient, task at hand
and the immediate environment.

c. Never leave a patient or fellow student unattended without a call system.

d. Obtain complete instruction/information regarding the assigned task and

the patient or student's condition

Follow prescribed procedures exactly.

®
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—h

Notify instructor or clinical instructor of any problems or unexpected
effects immediately.

Know his limitations and seek assistance when needed.

Perform within the bounds of his training and role.

Keep walkways clear of obstruction, cord, etc.

Wipe up any moisture on floors immediately.

Unplug machines immediately after use.

Clean all equipment, utensils, etc., immediately.

Dispose of waste items, linen, etc., properly and promptly.

Inform instructor or clinical instructor of any safety infraction observed.
Document any injury, no matter how minor, which occurs, in accordance
with facility policy.

ACCESS TO LABORATORY

Students are encouraged to practice in the laboratory in addition to formal laboratory
sessions. Access to the laboratory may be obtained 8:00-4:30, Monday through
Thursday, and 8:00-4:00 on Friday by obtaining permission from the course instructor
and requesting a key from the Health Sciences Office. The laboratory must be unlocked
and the key returned immediately, prior to starting work in the laboratory. If another
class is using the lab, you must ask the permission of the instructor in the lab to share
the lab or to use the storeroom.

Students are held responsible for their own safety and the safety/welfare of their
student-partners and all laboratory contents and equipment when working
independently in the laboratory.

PROGRESSION POLICIES

In order to continue in the PTA curriculum, students must have satisfactorily completed
both clinical and theory in previous courses.

A. A letter grade of "C" will indicate satisfactory performances according to Carl
Albert State College Associate in Applied Science (PTA) program standards in
both theory and clinical.

B. Requirements for general education and support courses are as follows: A "C"
(2.0) grade point average must be earned in all support courses. A "C" (2.0)
grade is required in the following courses: Zoology 2124 Human Anatomy,
Zoology 2114 Human Physiology.

C. Progression will be interrupted when the student:

1. Does not achieve a grade of "C" in PTA or science courses.

53



CASC PTROLICY AND PROCEDURES updated Fall 2009

2. If a second year student receives a coursegradeof i D0 f or any sing
technical course in the second year, or Human Anatomy or Human
Physiology while admitted to the PTA education program, the student will
be allowed to progress with their class, but must retake that course again
the next time it is offered in the curriculum. The student will not be
allowed to take the exit exam until all PTA courses have been passed with
a grade of a ACO0O or higher.

3. Ifafirstorsecondyearst udent r e c eforany sne cowse, aiil Do s
ADo for angr 2o0ceuiiBesfor any course in
curriculum or Human Anatomy or Human Ph
progression will be halted and the student removed from the program.

4. 1 f a first year student receives a fADO

PTA curriculum they will not be allowed to progress with their class to the

second year because of course scheduling conflicts with second year

courses. The student will be allowed to repeat the course the next time it

is offered in the curriculum.

Does not maintain a retention GPA of 2.0 or above.

Does not achieve a passing grade in any clinical experience.

Excessively violates general considerations for student appearance

Fails to comply with documentation requirements in a timely fashion

Fails to pass the comprehensive final with a total score of 74% in any

semester

10. Fails to achieve a passing score for the exit examination

11.Requests permission to delay progress for a period not to exceed two (2)
years. If a student's progress in the PTA program is interrupted for longer
than two years, the student will be required to retake all PTA courses. In
addition, all science courses that were taken more than five (5) years prior
to the student's readmission to the program will have to be retaken.

12.1s dismissed from the program or denied readmission to the program.

13. Willfully endangers patients or fellow students

14.Continually shows poor judgment, as determined by safe practice
standards, towards fellow students, instructors, or patients.

15.1s arrested and/or convicted of a felony offense, a drug or alcohol related
offense, or certain offenses involving moral turpitude (i.e., larceny)

16.Commits intentional plagiarism

17.1s guilty of cheating in any form

18.When progression is interrupted and/or the student withdraws from the
program, the student is requested to schedule an exit interview with the
director of the PTA program.

D. Readmission to the PTA program:

1. Students who have failed or withdrawn from the PTA program must submit
a letter to the Director of the Department of Physical Therapist Assistant
Education along with an updated transcript if they wish to be considered
for readmission. The letter should include a brief explanation of
circumstances or events surrounding the student's inability to successfully
complete the program.

©oNOoO
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2. Each student requesting readmission will be considered on an individual
basis by the Admissions Committee.

3. Acceptance will be dependent upon the capacity of the program to
accommodate additional students at that level.

4. Students requesting readmission must meet the Admissions
Requirements for entry into the PTA program.

5. The following criteria will be considered by the Health Sciences Division
Faculty Committee if more persons apply for readmission than spaces are
available:

a. GPA, reason for withdrawal,

b. number of general education hours completed,
c. ACT composite score

d. extenuating circumstances

6. Students who re-enter the PTA program will be given a current student
handbook and be held to the policies therein.

7. Students will be readmitted to the PTA program one time only following
withdrawal from the program for academic reasons.

8. Other reasons for withdrawal or interruption of progress will be considered
on an individual basis.

PTA GRADING & EVALUATION TECHNIQUES

All courses in the technical portion of the PTA education program will have a grading
scale and outlines as follows (clinical education will have separate guidelines)

A. Grading Scale

A=90T 100
B=821 89
C=7471 81
D=6571 73

F = 64 and below

1. In order to pass each course the student must receive,
a. An overall average of a 74% on theory exams;
b. An overall average of 74% on lab exams and activities;
c. An overall average of 74% on theory assignments
d. Failure to achieve a 74%average in each independent portion of the
course will result in a grade no higherthanai Do f or t he cour se
2. Once the minimum of each portion of the course is met, the final grade will be
calculated.
a. In courses with a lab, 75% of the overall grade will be based upon the
theory (tests & assignments), 25% on lab (tests & assignments).
b. In courses with theory portions only, 100% of the grade will be based
on theory (tests & assignments).
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All courses in the PTA Education program must
be retained and progressed in the PTA Program.

All written assignments must be turned in for successful completion of the PTA courses
and become the property of CASC PTA Education Department.

B. Lab skill performance

a. Competency to perform a task will be determined by the instructor during
either an informal skill check out or a formal lab practical

b. The pointvalueorgr ade wi | | be according to the
system as outlined in the course syllabus.

c. The instructor may determine certain skills and activities taught in PTA
courses are essential for the safety of the patient and therapist in the
performance of certain physical therapy interventions.

1. If a student does not achieve a passing grade for any of these skills
or activities on the first attempt, the student may reattempt the skill
an additional time without remediation. If the student then passes
the skill, the original grade will be recorded.

2. If the student does not pass the skill satisfactorily on the second
attempt, the student will then be required to meet with the instructor
to discuss remediation for the skill, and the highest grade earned of
the two previous attempts will be recorded.

3. The student will be required to continue to attempt passing the skill
(for no score) until the skill has been passed or the course has
ended.

4. If the student has not passed the skill by the end of the course, the
PTA Faculty Committee will review the failing skill and make
recommendations to the instructor.
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ATTENDANCE POLICY

Each student will be allowed only as many absences as the number of credit
hours for each course. Example: 3 credit hour course, 3 absences.

After the all owed numb e rfinabcbursadrasleewllbereduced he st u
by 5% per absence. Three tardies is the equivalent of one absence. NO
EXCEPTIONS.
Examples:
Course Grade: 92% A Course Grade: 92% A
Total Absences: 4 Total Absences: 6
Final Grade = 87% B Final Grade = 77% C

Problems with childcare do not constitute an excuse for excessive absence.

MAKEUP EXAMINATIONS

The student is expected to take each examination during the class period for
which it is scheduled.

If you cannot take the examination during the scheduled period, you must contact the
instructor before the examination,

A. Exams may be made up the last week of the semester.

B. The make-up exam may be an essay or a different exam over the same content
as the scheduled exam.

C. Failure to follow this procedure may result in the grade of zero (0) being recorded
for your score.

D. Quizzes will not be made up.

THE COLLEGIATE CLASSROOM

The collegiate classroom is a very special place and should be treated as such. Itis a
place where scholars meet to acquire new knowledge, examine previous beliefs and
values, challenge current societal practices and work together to extend the intellectual
capacity of all present.

To enhance the learning environment each member must be focused on the topic at
hand. The behavior of each learner affects the level of scholarship. As a scholar in this
community, you are expected to comply with the following rules:

A. During lecture time and audio-visual presentations, students are expected
to refrain from talking.
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B.

Food, drink, or tobacco products will not be used in the classroom. A
tightly closed bottle of water or soft drink may be stored on the back
counter until break time.

Since all present must focus on the topic at hand, creating disturbances,
working on other material or sleeping in class will not be tolerated. Those
who do so will be asked to leave the classroom. Do not bring cell phones,
pagers, tape recorders, or children to the classroom.

In order to be an effective member of the learning community, you must
be present for class. Each member is responsible for increasing the
learning of others. Excessive absences may result in the student being
unsuccessful in the course. Any absence from class above two (2) must
be discussed with the Course Coordinator.

You are expected to be in your seat when class begins. Do not enter the
classroom if you are late and the door is closed. You must wait until the
class goes on break and then you may join them

Students are expected to dress in a manner that properly represents the
PTA program and does not interfere with the learning process. Tight
fitting or provocative clothing is not considered appropriate. Underwear
and midriffs should be covered at all times unless pre-approved by the
instructor for certain laboratory procedures. Faculty reserves the right to
ask any student they regard as inappropriately dressed to leave the
classroom or laboratory setting.

To increase your understanding of the material, it is expected that you will
read your assignments and prepare prior coming to class. Completion of
a daily assignment may be required for entrance into the classroom.

Group work should be handled in a professional manner and each
member of group needs to contribute to the maximum.
Student led announcements will be presented upon returning from break.

REQUIREMENTS FOR GRADUATION

A. Complete the required courses in the PTA curriculum with a "C" or better in both
theory and clinical,

B. Have a 2.0 grade point average in all general education requirements

C. Each student must pass a proctored exit exam before being able to graduate
from the Carl Albert State College Physical Therapist Assistant Education
program.

1. The exit exam will be administered at a date determined by the PTA

Faculty no sooner than the last day of Clinical Experience Ill.

2. The faculty of Carl Albert State College Physical Therapist Assistant

Education reserves the right to choose the exam that will be administered
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to the students on a year by year, class by class, or individual basis.

3. The faculty of the PTA education program also reserves the right to set
appropriate passing scores for the students on a year by year, class by
class, or individual basis.

4. The student will be allowed to take the exit examination as many times as
is necessary until the student passes with a satisfactory score set by the
faculty.

a. If a student fails the exit exam they will be required to complete
remediation determined on an individual basis by the faculty.

b. The CASC PTA program will provide the cost of the exit exams to
the student as program budget restrictions allow.

c. The faculty believes that the exit exam process is an integral part of
student preparation for passing the National Physical Therapist
Assistant Exam to obtain licensure. The policy allows the program
to be flexible in setting passing scores and allows the program to
adjust passing scores as appropriate based on scoring trends or
extenuating unforeseen circumstances.

POLICY FOR STUDENT APPEAL OF EXAMINATION QUESTIONS

Students wishing to question the validity of an examination question are to proceed in
the following manner.

A. The instructors realize the learning opportunities that are available during the
review of the exam. Students are encouraged to challenge any answers in a civil
matter with the instructor so that all students may learn. After discussion if the
student still feels the need to challenge a question they should submit the
guestion(s) in writing along with documentation of your sources to the instructor
before the next class session.

B. The instructor will evaluate the student's input and validate the examination
guestion.

STUDENT GRIEVANCE PROCEDURE IN THE DEPARTMENT OF PHYSICAL
THERAPIST ASSISTANT EDUCATION

When a student has a grievance with a staff or faculty member in the Department of
Physical Therapist Assistant Education, the following procedure will be followed:

A. Talk to the person directly about the problem.

B. Ifitis not resolved at this point, a conference with the PTA program director
should be arranged.

C. If successful resolution is not obtained in step 2, the problem may be taken to the
Chairperson, Health Sciences Division.

D. If successful resolution is not obtained in step 3, the student and/or the
Chairperson may refer the problem to the Vice President of Academic Affairs.
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BLOOD AND BODY FLUID INFECTION CONTROL PRECAUTIONS

The following precautions, originally published by the Centers for Disease Control in
1987 and updated in the 1988 and 1989, have been adopted by the faculty of the
Division of Health Sciences to assist the students to practice safely in the clinical area,
and to prevent the transmission of infectious diseases.

A.

It is the responsibility of each student to maintain current knowledge and practice
of any revisions in these precautions. It is also the responsibility of each student
to immediately report to the clinical instructor any exposure to blood/body fluids
via direct contact.

Since medical history and examination cannot identify all clients infected with
blood-borne pathogens, blood and body fluid precautions should be consistently
used for all clients.

. All health care workers should routinely use appropriate barrier precautions to

prevent skin and mucous membrane exposure when in contact with blood or
other body fluids of any client.

1. Gloves should be worn for touching blood or body fluids, mucous
membranes, or non-intact skin of all clients, for handling items or
surfaces soiled with blood or body fluids

2. Gloves should be changed after with each client. Masks, protective
eyewear or face shields, and gowns or aprons should be worn during
procedures that are likely to generate droplets or splashes of blood or
other body fluids.

. Hands and other skin surfaces should be washed immediately and thoroughly if

contaminated with blood or other body fluids. Hands should be washed between
clients and immediately after gloves are removed.

Precautions should be taken to prevent injuries caused by needles, scalpels, and
other sharp instruments during disposal of used needles and when handling
sharp instruments after procedures.

Needles should not be recapped, purposely bent, or broken by hand, removed
from disposable syringes, or otherwise manipulated by hand.

. After they are used, disposable syringes and needles, scalpel blades, and other

sharp items should be placed in puncture-resistant containers for disposal.

. Mouthpieces, resuscitation bags, or other ventilation devices should be used

when mouth-to-mouth resuscitation is likely to be performed in emergency
situations.
Health care workers who have exudative lesions or weeping dermatitis should
refrain from all direct client care and from handling client-care equipment until the
condition resolves.
Pregnant health care workers are not known to be at greater risk of contraction
Human Immune Deficiency Virus (HIV) infection than health care workers who
are not pregnant; however, if a health care worker develops HIV infection during
pregnancy, the infant is at risk of infection resulting from perinatal transmission.
1. Because of risk, pregnant health care workers should be especially familiar
with and strictly adhere to precautions to minimize the risk of HIV
transmission.
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GRADUATE/EMPLOYER FOLLOW UP

Graduates and employers of graduates of this program may expect to be contacted
regarding their employment situation and related topics in periodic surveys from the
PTA Program. It is a professional responsibility of the graduate to respond to these
inquires in order to assist with further evaluation and development of this program. It is
requested that the graduate keep up to date contact information with the CASC PTA
Education Department

Program graduates and employers will be contacted in one or more of the following
ways:

A. Telephone

B. Letter

C. Emall

D. Personal contact

Online forms for completion of both the Graduate and Employer follow-up are available

at http://www.carlalbert.edu/pta web/and f ol |l owi ng the | ink AGrad:
Questionnaireso. The form may be filled out
to the CASC PTA program. All graduates and employers are encouraged to use the

online form at any time they please. Multiple submissions are welcome.

LICENSURE

Upon graduation from an accredited program, a physical therapist assistant student is
considered to be a candidate for the certification examination offered by the Federation
of State Boards of Physical Therapy. The Program Director will send the Licensure
boards a list of eligible candidates. Itisthec a n d i despgomsibikty to complete the
application form and return it with payment of fees to the testing agency.

All persons must contact their state board to apply for licensure for that state in which
they want to work. Most states have some form of licensure or certification required.

It is the students/graduates responsibility to initiate the licensure process with the state
of their choice. The PTA program will send transcripts to the respective states that the
student requests.

AMERICAN PHYSICAL THERAPY ASSOCIATION MEMBERSHIP

Any physical therapy student enrolled in an accredited program is eligible for student
membership in the APTA and we strongly encourage your participation in this
professional organization. Your membership and active involvement with the APTA
does not only strengthen this organization but will also strengthen and advance your
career as well. Upon payment of dues the student is entitled to receive publications and
regular mailings about conferences and workshops.
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The student is also encouraged to participate in their choice of a state Physical Therapy
Association. Most states have monthly meetings and educational programs for its
members. Non-members and students are usually welcome at these meetings.
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SECTION V
CLINICAL EDUCATION POLICIES
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CLINICAL EDUCATION PROGRAM
ACDEMIC COORDINATOR OF CLINICAL EDUCATIN
Definition

The Academic Coordinator of Clinical Education (ACCE) is an academic faculty
member with responsibility for coordination and management of the clinical
education portions of the curriculum. The ACCE is the person who receives all
inquiries or concerns about the clinical program or students on clinical affiliation.

Qualifications

A minimum of two years of experience as a center coordinator of clinical
education (CCCE) and/or clinical instructor (Cl), or experience in teaching,
curriculum development, and administration in a physical therapist assistant or
physical therapist program. Clinical or educational administration experience, and
experience in human resource management experience in a variety of areas of
teaching (academic, clinical, continuing education, in-service)

CLINICAL FACULTY
Definition

Clinical faculties are the personnel of clinical education sites who teach and
supervise students in the practice setting. Two levels of clinical faculty are
recognized: the Center Coordinator of Clinical Education (CCCE) and Clinical
Instructor (CI).

Qualifications

The Center Coordinator of Clinical Education (CCCE) is responsible for
coordinating the assignments and activities of students at the clinical center. To
gualify as CCCE, individuals would be experienced in clinical education,
interested in educating students, possess good interpersonal relationships,
communication, and organization skills; and be knowledgeable of the clinical
center and its resources; and serve as a consultant in the evaluation process. In
small facilities, the CCCE may serve as both the CCCE and Cl. The CCCE may
be a physical therapist, physical therapist assistant, or other experienced person.
A physical therapist or physical therapist assistant skilled clinician must be
available to assist the non-therapist CCCE.

The Clinical Instructor (CI) is the person responsible for direct clinical supervision

of students and must be a physical therapist or a physical therapist assistant.

Cl6s must demonstrate a willingness to wor
experiences to develop knowledge and skills in clinical teaching. One year of

clinical experience is normally considered the minimum criteria for a Cl, however,

individuals should be evaluated on the ability to perform the ClI duties as opposed
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to solely their number of clinical years of experience. Cls should possess the
ability to plan, conduct, and evaluate a clinical education experience based on
sound educational principles.

Appointment i Term of Service

Center coordinators of clinical education and clinical instructors are appointed by
the clinical facility and serve until removed. Facility administrators should
consider the APTA Guidelines for Center Coordinators of Clinical Education and
the APTA Guidelines for Clinical Instructors when making appointments. The
Academic Coordinator of Clinical Education or the Program Director may make
recommendations for clinical faculty appointments to the facility administration.

Center coordinators of clinical education shall be considered the primary clinical
faculty member to the physical therapist assistant program and will be
considered adjunct volunteer faculty in the physical therapist assistant
educational program. Clinical instructors will be included in clinical faculty listings
at the request of the clinical facility.

Rights, Responsibilities, and Privileges

Clinical faculty of the PTA program includes all professions who supervise or
provide instruction to students in patient care or professional employment
settings. The rights or privileges of the clinical faculty are non-discriminatory and
commensurate with similar appointments in the child development and nursing
programs of the institution. The identified rights and privileges include the
following:

a. Clinical faculty receive no remuneration for their services from the educational
institution.

b. Clinical faculty are affiliated with an institution having a formal clinical
affiliation agreement with CASC.

c. Clinical faculty are provided an orientation to the policies and procedures of
CASC PTA program.

d. Clinical faculty may be provided educational workshops pertinent to clinical
education by CASC.

e. Clinical faculty have the right to be included in all faculty meetings of the
CASC PTA program.

f. Clinical faculty provide written and verbal assessment of student performance
and serve in an advisory capacity to the Academic Coordinator of Clinical
Education for awarding of a grade to an individual student.

g. Clinical faculty will have an opportunity to participate in a review of the clinical
education program with representatives of CASC.

h. Clinical instructors are given the opportunity to provide input to the program
regarding student competencies, course content, evaluation techniques, etc.
at any time.

i.  Clinical instructors will be provided with information regarding the student
necessary to plan an appropriate learning experience.
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. Clinical instructors will be provided appropriate information (i.e. suggested
learning activities, copy of evaluation tools, etc.) prior to each clinical in which
their facility is participating.

Clinical Il nstructordés Right and Responsibilit

The clinical instructor will communicate in a timely manner regarding the student
progress by:

a. Meeting at least once a year (in person or by telephone) with the visiting
ACCE during each clinical term in which their facility is participating.

b. Completing evaluation forms thoughtfully and thoroughly.

c. Phoning the ACCE to discuss any student or curriculum-related problems
which occurs between ACCEG6s visits/calls.

d. Providing information regarding the student necessary to plan an appropriate
learning experience.

e. Providing appropriate information (i.e., suggested learning activities, copy of
evaluation tools, etc.) prior to each clinical rotation in which their facility is
participating.

Clinical Evaluation

The clinical education program is evaluated in several ways by the PTA program
of CASC. The overall clinical program is evaluated by the didactic faculty and
Advisory Committee for adequacy in number, accessibility by students, scope of
learning experiences, support of a program admission and reflective of current
physical therapy practice. This evaluation is formally accomplished annually
through the year through meetings held.

Individually, the clinical sites are evaluated by assigned students following each
rotation and the evaluation is reviewed by the CI. These evaluations are
reviewed at the time of submission by the Academic Coordinator of Clinical
Education. A copy of the student evaluation will be sent to the clinical setting
upon request.

Communication between the academic and clinical faculty will occur during the
cycle of clinical education meetings and clinic visits, and through inclusion of
clinical faculty in all program evaluation activities.

Student Evaluation of Clinical Instructor/Clinical Facility

Each student will perform an evaluation of their CI (or person providing direct
supervision) at final evaluation.

The formal tool for the evaluation of the CI will be provided by the ACCE and
brought to the facility by the student on the first day of the affiliation. The
evaluation will be reviewed and signed by the student, the person providing the
majority of direct supervision (if other than CI) and the CI. The evaluation will be
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returned to the ACCE within the prescribed time limit following the end of the
affiliation.

CLINICAL AFFILIATION AGREEMENT

All arrangements for clinical education sites are formalized through separate
contractual agreements. Carl Albert State College will offer each interested
facility a standard clinical affiliation agreement to be signed and approved by the
appropriate administrative officials in the clinical site. Clinical sites may choose to
use their own version of a clinical affiliation agreement or to modify the standard
contract though addendum.

The clinical affiliation agreement will be renewed by letter or agreement between
the two parties.

In situations where the designated clinical instructor in a facility is not an
employee of the facility and functions in the facility under contractual
arrangement or clinical privileges, a separate clinical affiliation agreement will be
required for the clinical instructor.

CLINICAL SITE INFORMATION FORMS

All clinical education sites are required to complete the standard form of the

APTAGS Clinical Site I nformation For m. Th
the academic program to collect information from the clinical education center for

the benefit of students and the program. This information is used to facilitate

clinical site selection, student placements, and the assessment of learning

experiences and opportunities available to students through clinical practice.

The form is designed in two sections: Information for Academic Programs- Part I,
and information for Students- Part Il. The form is designed using a check-off
format wherever possible to reduce the amount of time required for completion.
The form is available from the APTA Website.

Clinical education centers should update the Clinical Site Information form
regularly.

CLINICAL CURRICULUM

The clinical education program is designed to provide the student with
observation, supervised treatment, independent treatment, and teaching
opportunities. Clinical instructors are encouraged to structure learning
experiences based on the strengths of their facility and in accord with the skills
and competencies outlined in the course syllabi and the clinical evaluation
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instrument. Students must pass all clinical rotations in order to graduate from the

program.

The clinical section of the curriculum includes four approved courses shown:

Course Title Credit Hours Contact Hours Semester Scheduled
PHTA 1231 1 18 (on campus seminar and 1% Spring Tours of clinics,
Clinical Orientation clinical tours) different

settings, facilities

PHTA 2332 2 80 (2 week rotation) 2" Fall Daily for 2 wks: 8
Clinical Experience | 15 (on campus seminar) hr/day
(clinical lab)
PHTA 2432 2 80 (2 week rotation) 2" Spring Daily for 2 wks:8
Clinical Experience 15 (on campus seminar) hr/day
Il
(clinical lab)
PHTA 2434 4 200 (5 week rotation; A) 2" Summer 10 wks full-time at
Clinical Experience 200 (5 week rotation; B) completion of all
11 courses

OR
PHTA 2436 Clinical 6 200 (5 week rotation; A) 2" Summer 10 wks full-time
Experience IlI 200 (5 week rotation; B) at completion of all

(clinical lab)
32 (internet guided)

courses

The initial intent of the curriculum is to provide all students experience in the inpatient,
out-patient and rehabilitation setting. Successful implementation of this intent will be
dependent on the appropriate numbers and varieties of clinical sites.

The initial course, Clinical Orientation, will be used to provide an awareness of a variety
of sites in the geographic area. Plans are to include rural and urban facilities offering
acute, out-patient and rehabilitation physical therapy in addition to facilities in public
schools, long-term care, home health care, primary care facilities, and private practice.

Clinical Experience | is designed to allow students to gain competencies in acute care,
out-patient, skilled nursing facilities and rehabilitation facilities, dependent on the
appropriate numbers and varieties of clinical sites. This clinical course will allow the
student to practice basic skills in patient care in addition to assisting with modalities,
massage, basic exercise, and assistive device gait training treatments.

Clinical Experience Il and Clinical Experience Il are designed to allow the student to
practice skills and integrate curriculum. These clinical experiences are designed to allow
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the student to be scheduled in an inpatient setting for one rotation and in an outpatient
setting for the other as allowed by clinical affiliations available.

Integrated into the academic courses, students will gain experience with special

populations of patients such as geriatrics, developmental disabilities, sports, pediatrics

and home health. Specialty affiliations during the full-time clinical experiences will be

all owed by faculty permission based on the 1in

PLEASE NOTE THE FORMAT ASSIGNED TO EACH OF THE CLINICAL ROTATIONS

PHTA 23321 CLINICAL EXPERIENCE | (FALL)
Rotation: Monday i Friday from 8:00 a.m. i 5:00 p.m. for 2 weeks in December at the
end of the semester.

PHTA 24321 CLINICAL EXPERIENCE II (SPRING)
Rotation: Monday i Friday from 8:00 a.m. i 5:00 p.m. for 2 weeks in March

PHTA 2534 & 2536 1 CLINICAL EXPERIENCE Il (SUMMER)
Rotations IllIA- Daily from 8:00 a.m. 7 5:00 p.m. for five weeks in May, June
Rotations IlIB- Daily from 8:00 a.m. T 5:00 p.m. for five weeks in June, July

CLINICAL ASSIGNMENT

Students are assigned to clinical sites by the Academic Coordinator of Clinical
Education. The Center Coordinator of Clinical Education may request changes to
the proposed assignments. Students will be assigned to clinical facilities with the
major priority to provide each student with experience in inpatient, out-patient,
and rehabilitation care settings. Geographic convenience will be considered but
not guaranteed.

CLINICAL GRADING

Assigning of course grades for all clinical experiences is solely by the ACCE. The
ACCE will seek input from the Cl and the CCCE in determining the students final
grade.

Clinical Experience I:

Grading Components:
Grading Criteria: CPI

C- 10% - 20% on VAS Criteria 17 8
B- 20% - 30% on VAS Criterial71 8
A- 30% - 40% or greater on VAS Criteria1l - 8
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These are guidelines for 100% of your final grade. Any clinical incident report will be
considered by the Academic Coordinator of Clinical Education (ACCE) and the Clinical
Instructor, and may affect your grade.

The failing of a student at a clinical experience is decided by the ACCE and academic
faculty after thorough communication between the ACCE, clinical instructor, and
student.

The student will bring their clinical notebook with them to the clinic the first day. The
notebook will contain the CPI and instructions for use; a copy of the clinical faculty
handbook; the student clinical policies; the syllabus for Clinical Experience I; all updated
immunizations/required documentation for the clinical experience and an attendance
sheet.

CLINICAL EXPERIENCE I
Grading Components:

In-service Presentation in class 5%
CPI 95%

Total 100%
Grading Criteria: CPI
C -2571 40% on VAS Criterial7 8, 0T 25% criteria 971 20
B - 40% - 50% on VAS Criteria 17 8, 26% - 40% criteria 9 - 20
A - >50% on VAS Criteria 1 7 8, 41% or greater criteria 9 - 20
Lack of opportunity to perform will be considered on criteria 9 7 20.

These are guidelines for 100% of your final grade. Any clinical incident report will be
considered by the Academic Coordinator of Clinical Education (ACCE) and the Clinical
Instructor, and may affect your grade.
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CLINICAL EXPERIENCE III:
Grading Components:

CPI

Grading Criteria: CPI

C -100% on VAS Criteria 11 8, 100% on 9 of the 12 remaining
criteria, 75% to 100% on the remaining 3.

B -100% on VAS Criteriali 8, 100% on 11 of the 12 remaining
criteria, 75% to 100% on the remaining 1.

A - 100% on VAS Criteria1li 20.

100% of the CPI is expected to be completed, either through patient interaction or

through mock patients established with the clinical instructor. If an indicator in the CPI

is not completed due to | ack of patient/ oppor
responsibility to ask the CI for mock patients to discuss

treatments/precautions/interactions needed. Each criteria not completed with 100% on

the VAS will be considered and discussed by the ACCE and clinical instructor for lack of

opportunity or reason for non-completion.

These are guidelines for 100% of your final grade. Any clinical incident report will be
considered by the Academic Coordinator of Clinical Education (ACCE) and the Clinical
Instructor, and may affect your grade.

The failing of a student at a clinical experience is decided between the ACCE and the
academic faculty, after thorough communication between the ACCE, clinical instructor,
and student.

The student will bring their clinical notebook with them to the clinic on their first day.
The notebook will contain the CPI and instructions for use; a copy of the clinical faculty
handbook; the student clinical policies; the syllabus for Clinical Experience llI; and all
updated immunizations/required documentation for the clinical experience and an
attendance sheet.

STUDENT EVALUATIONS

Each student must receive a written evaluation of his/her performance and a verbal
explanation by the last day of each clinical rotation. The formal tool for evaluation will be
provided to the CI by the student when he/she arrives the first day. It is the students
responsibility to return the evaluation instrument to the ACCE within the prescribed time
limit.

Mid-Clinical evaluations concerning clinical skills should be performed and reviewed
with the student during Clinical Experiences I, II, and Ill. Student performance should be
critically evaluated at this point. Strengths and weaknesses should be discussed in
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detail with specific recommendations made on how to correct perceived weaknesses.
The student should be evaluated at any time during the rotation.

The evaluation form must be reviewed and signed by the student and the CI.

Al t hough the evaluation of the studentds clin
responsibility of the clinical instructor, the assignment of the grade for the course

work is a responsibility reserved for the academic faculty. All information given to

the school regarding the studentds clinical p
course grades.

STUDENT SUPERVISION POLICY

PTA students are to be supervised by either a registered physical therapist or a
registered physical therapist assistant. A registered physical therapist or physical
therapist assistant must be on site during clinical experiences of physical therapist
assistant students.

The clinical instructor will provide adequate and easily accessible supervision to

students, supervising no more than two students at one time. If more than two students

are affiliating at once, supervision should be delegated to another RPT and RPTA,

preferably one more experienced in clinical education. The clinical instructor should

orient the assisting clinical instructor the
the level of function of the student, the supervision needs of the student, and the

requirements of the school regarding the ACCE visitation and evaluation form.

The clinical instructor should maintain open communication with the student, providing
feedback regarding his/her performance and input on ways to improve it. Toward this
end, the clinical instructor will:

1. Meet with the student on the first day to orient them to the surrounding, the
facilityés policies and procedures, docun
arrangement, etc.

2. Meet with the student at the end of each day during Clinical Rotations | and Il
and at least weekly during Clinical Rotation .

3. Complete midterm and final evaluation forms for all clinical rotations and
discuss them with the student.

4. Schedule learning activities for the student to assist him/her in reaching
his/her learning goals for the affiliation.

If the CI requests or expects the student to perform a skill or task in the clinic upon a
patient for which the student has not been instructed, the CI will assume the
responsibility for the instruction of the skill or task, assess competency of the student,
and supervise the skill performance appropriately.
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Reporting Clinical Incidents/Dismissal

1. Any problem concerning studentds appearanc
of knowledge, interpersonal relations with staff or patients, tardiness, lack of
adequate supervision, etc., should be discussed confidentially between the CI
and the student.

2. Discussion of these problems should occur immediately if a potentially harmful
situation exists. Otherwise, an appropriate time and place should be chosen to
discuss problems, solutions and goals as soon as possible.

3. If the CI or student deems necessary, a meeting with the ACCE may be
scheduled.

4. Review of a clinical incident. A student, CCCE, and/or Cl may request a review of
incident which occurs in connection with a clinical laboratory experience. Some
examples include but are not limited to: inadequate clinical preparation,
excessive fatigue, emotional liability, lack of certification of professional liability
insurance coverage, and failure to follow specific guidelines when absent from or
late in arriving at a clinical experience. Actions that may be taken as a result of a
faculty review are:

a. Anecdot al Note to be Placed in Student o
documentation of the incidentis placedinthe st udent 6s per manen

b. Plan to Improve Clinical Performance. A written plan developed by the
ACCE/CCCE/CI and student which describes specified objectives that the
student is to complete within the specified time frame.

c. Unsatisfactory Clinical Performance/Incident. Four unsatisfactory clinical
incidents wil/l result in the studentods

d. Unsafe Clinical Performance/Incident. Defined as harming or threatening
harm or danger to a client. Some examples include, but are not limited to:
student under the influence of drugs (including prescription) resulting in
i mpaired functioning, and verbally or n
physical or psychological well-being. One unsafe clinical incident may
result in the student being dismissed from the PTA program.

Any student engaging in unethical, unprofessional conduct as described above, or
exhibiting poor clinical performance may be placed on probation by the ACCE. The
ACCE reserves the right to place the student on probation. If the student receives one
unsafe clinical incident, the student will be placed on probation provided they are not
dismissed from the PTA program.

One to three unsatisfactory clinical incidents may result in probation or
dismissal.
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Probation results in weekly phone or personal contact between the ACCE and CCCE
I/Cl as well as the student. Probation will remain in effect for the rest of that particular
rotation or until the ACCE removes the student from probation.

Students removed from a clinical site due to excessive clinical incidents, or poor clinical
performance (a failing grade) will be required to repeat the complete rotation time in
another facility following successful remediation by academic remediation activities,
removal from the program may occur. All due process procedures will be available to
the student in case of removal.

Students removed from a clinical site due to clinical site organizational problems will be
required to complete clinical time in another facility. The amount of time required to be
completed will be determined by the ACCE and CCCE in the new facility. Student will
be required to complete the designated competencies for the clinical affiliation
regardless of time required.

Students requesting removal from a clinical site will be required at a minimum to
complete the remaining clinical time in the rotation. The ACCE may, at their discretion,
require the student to complete additional time in the new clinical rotation.

When students are removed from a clinical rotation, all efforts will be made to place
them as soon as possible in a new clinical site, if appropriate. However, if a student has
not been able to be placed in a timely manner, the removal may jeopardize continuance
in the program on the original time schedule.

Timely acknowledgement by the Cl and/or student of the problems or areas of
improvement is essential for satisfactory completion of the clinical affiliation

STUDENT CLINICAL RESPONSIBILITIES
Attendance

Student must complete the total required number of hours for each clinical experience.
Students must advise the Cl and the ACCE of an absence prior to time scheduled to be
in the clinic. Attendance, make-up, and tardiness are to be documented on the
Aatdaemce | o0go.

Inclement Weather Policy

On occasion when ice and/or snow makes roads impassable as determined by the
college administration, and announcement will be made early in the morning on radio
and television. The college may: 1) close all day, 2) close only for evening classes, or 3)
open late in the morning.

If this occurs on a clinical day:

1. The student may elect to miss his/her clinical that day.
2. If the student leaves home for clinical before the announcement, he/she may:
a. remain at the clinical and receive credit for the time spent in the clinical
rotation.
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b. arrive late with no penalty, and make up missed time, if late arrival
exceeds one hour.
3. Snow days will be made up with no penalty for absence.

If the college remains open and roads are hazardous, the decision to go to clinical must
be the studentds. Students should not jeopard
contact ACCE or CCCE of their plans.

Make-up Scheduling

All missed time must be made up. Make-up scheduling is to be approved by the Cl and
the ACCE. An extended absence will require special make-up scheduling, to be
arranged by the ACCE. Make-up time should be scheduled at the time of the phone call
notifying the Cl and ACCE of the absence, if at all possible.

Tardiness

Students are to arrive at the clinic promptly and observe regular clinical hours.
Excessive tardiness will result in a requirement to make-up lost time. Students arriving
30 minutes after scheduled time will be considered tardy. More than three tardies will be
considered as a day missed and made up according to make-up policies previously
outlined.

DRESS CODE AND CLINICAL APPEARANCE

Clinical Appearance-In the knowledge that many times our personal appearance makes
a strong impression on the patient's attitude towards the school and the hospital, it is
beneficial both to the student and school that certain regulations be followed. Male
students must keep hair neatly trimmed and combed, beards, mustaches, and
sideburns must be neat, nails must be short and clean. Female students must keep
hair clean, neat and restrained in a professional manner, off shoulders and away from
their face, nails must be short and clean. No bracelets may be worn in the clinical area.
Only wedding and/or engagement rings may be worn in the clinical area. Only small
gold, silver, or pearl earrings that do not cover the entire earlobe may be worn. No
enamel, decoratively colored or drop earrings are to be worn in the clinical area. Only
one identical pair of earrings may be worn, one in each ear. No facial or other body
piercing may be evident in the clinical area. Tattoos must be covered by clothing.
Clothing must cover midriff at all times including bending and reaching. Students are
not allowed to carry their cell phones with them in the clinical experience unless an
emergency exists in which they will then ask permission from the CI to keep the cell
phone in their pocket on vibrate. It can only be utilized to take care of the emergency
situation. Personal cleanliness must be maintained at all times. Perfumes/colognes are
not to be worn during clinical experiences for patient consideration.

STUDENT UNIFORM

Students should wear: clean street shoes with a low heel, non-skid soles (clogs, open
toe or open heel shoes are not acceptable), pants with a collared shirt and a white lab
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jacket. Name tag, CASC arm patch sewn on the left sleeve three inches below the

shoulder seam on the lab jacket, and the uniform must be neat, clean, and free from
wrinkles and fit appropriately. The lab jacket does not have to be worn unless required
by the clinical instructor. Clinic scrubs may be worn when approved by the clinic. The

scrubs must match tops and bottoms, be neat, clean, and wrinkle-free, and look
professional.

CONDUCT AND BEHAVIOUR
In the clinical setting, students will:

1. Be ontime to all clinical rotations.
2. Adhere to appearance and uniform requirements of the PTA program unless
otherwise specified by the clinical instructor. Scrubs will be allowed when

approved by the clinical instructor. The scrubs must match, have no wrinkles

and look professional.
3. Take needed materials to clinic.

4. Be prepared to perform a variety of activities as directed by the clinical instructor.
5. Cooperate fully with the clinical staff and accept direction from appropriate staff in

addition to the clinic instructor.
6. Independently utilize learning opportunities.
7. Adhere to facilityés regulations r

egarding

consent forms, confidentiality, documentation procedures, safety procedures, etc.
Unless instructed otherwise by the clinical instructor, students will refer matters

concerning any of the above information to their clinical instructor.

8. Conduct him/herself in a professional, appropriate manner at all times, putting his

patientbés needs first, and maintai
CONFIDENTIALITY

Student information and records will be treated confidentially. Only those persons
involved in the studento6és educational
Access by any person other than the above will require a release of information
statement signed by the student.

Students will be oriented to and will observe all procedures related to patient
confidentiality and release of information during all clinical contact.

DEMONSTRATION

ning hig

process

Students are expected to act as fApatientso fo

courses. This is considered to be part of their education experience. Therefore,

consent is assumed upon enroliment in the course. If students are expected to appear

in photographs or other media presentations, a photo release statement should be
signed by the student before participation.
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Students will not be expected or required to act as subjects in any investigative projects
conducted by clinical experience sites, except as volunteers selected according to the
subject selection procedures of the study and outside of clinical education hours.

ACCESS TO LEARNING OPPORTUNITIES

Students are encouraged to practice skills for which patients are unavailable or the
situation warrants that patients not be used.

The clinical instructor is requested to provide appropriately supervised opportunities for
practice when patients are unavailable or the situation warrants patients not be used.

Materials such as equipment manuals, treatment protocols, and home programs should
be made available to and utilized by students.

Students are required to attend all departmental in-services if scheduling permits.

ASSIGNMENTS MADE IN CLINICAL

In addition to assignments listed in the clinical course syllabi, the clinical instructor may

assign projects or presentations which are pe
clinical education and within a reasonable score for the student. Such assignments are

encouraged during Clinical Rotation Ill. Students are required to present an in-service

on a topic of mutual interest to the staff during Clinical Experience 11l on both rotations.

CLINICAL VISITS

While on Clinical Rotations | and Il, students will be visited at least once in person or by
telephone by the ACCE. During Clinical Rotation Ill, students will be visited once during
each rotation or in situations where the clinical experience is too far to travel to, phone
communication will be maintained regularly. If a clinic visit is requested by the CI or
CCCE at the clinical site, one will be scheduled.

STUDENT PHYSICAL CONDITION

1. Pregnancy.

a. A student wishing to continue her PTA education while pregnant must
present a written statement by a licensed physician that the student is
capable of handling the physical exertion required within the didactic and
clinical course work. The letter will be submitted to the PTA director by
the end of the firstseme st er . Foll owing childbirth,
written verification of fitness to return to courses and clinical rotations is
required. Any clinical rotation absence due to pregnancy will be subject to
the same rules and regulations as stated in clinical attendance policies.

2. lliness or Injury.
a. A student who has an extended illness, surgery and/ or injury will be
required to submit a physiciands writte

77



CASC PTROLICY AND PROCEDURES updated Fall 2009

return to courses or clinical rotations. This letter will be directed to the
attention of the PTA program director, and a conference with the director
will follow.

LIABILITY INSURANCE

All students will be expected to maintain current liability insurance coverage which is
included in fee payment through the CASC Student Physical Therapist Assistant and a
copy will be supplied to facilities upon request. Also the students will have a copy in
their clinical notebook.

UNIVERSAL PRECAUTIONS/HEALTH STATUS/HAZARDOUS MATERIALS

After acceptance into the program, BEFORE Clinical Orientation begins in the spring
semester, the student MUST provide the following documentation:

1. TB skin test results (TB skin test may be obtained at the local health
department). If POSITIVE, results of a chest x-ray must be provided. Thereafter,
follow guidelines issued by the Oklahoma State Department of Health.

Proof of Diphtheria-Tetanus (DPT) Immunization within the last 10 years.

Proof of immunity to rubella (rubella titer) or immunization for MMR (measles,

mumps, rubella).

4. Proof of immunity to rubeola (measles) or immunization for MMR.

5. Proof of immunity to Tetanus and Diphtheria - within the last ten (10) years. You
may obtain a TD Immunization at the County Health Department. Usually this is
at little or no charge, but may be given only on specific days.

6. Proof of immunity to Varicella (Chicken Pox).

7. Proof of CPR certification. Certification must be in the Oklahoma or Arkansas
Af fili at eorBasiulifs e #f CO

8. Proof of Hepatitis B Immunity- vaccine (3 doses) or signed Hepatitis B vaccine
form. (All PTA students will be required to complete an educationally unit on
Blood Bourne pathogens during their first PTA class)

9. Proof of current professional liability insurance- copy of current policy with a
minimum coverage of $1,000,000/3,000,000 for a student PTA. This must be
obtained through the Department of Physical Therapist Assistant Education.
Application for the coverage will be given to you by your instructor and the
approximate cost is $20. The student is required to turn this in to the PTA
Secretary buy August 20 in order to keep current insurance coverage.

10. Criminal Background check from the state in which the student lives. If a more
thorough background check for the student is required by a facility, the student
will be informed of the requirement and will be responsible for obtaining the
required background check and for the cost.

wn

DRUG SCREEN POLICY

When a clinic requires a drug screening for a student prior to the clinical experience, the
student will be informed of the requirement for the drug screen before being assigned to
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that facility. The student will be responsible for obtaining the required drug screen and
for the cost of the drug screen.

SAFETY

Safety is of prime importance during clinical activities. The student is expected to take
responsibility for his/ her own and otheroés sa

The student will:

1.

9.

Not use any faculty equipment or supplies, and report any such defects to his/her
instructor or clinical instructor immediately, placing the defective item where
others will not use it.

Maintain a calm, quiet atmosphere, attending to the patient and task at hand, and
the immediate environment.

Never leave a patient unattended without a call system.

Obtain complete instructions/information regarding the assigned task and the
patientdés condition.

Follow prescribed procedures exactly.

Notify instructor or clinical instructor of any problems or unexpected effects
immediately.

. Know his limitations and seek assistance when needed.
8.

Perform within the bounds of his training and role.
Keep walkways clear of obstructions, cords, etc.

10.Wipe up any moisture on floors immediately.

11.Dispose of waste, linen, etc. properly and promptly.

12.Inform clinical instructor of any safety infractions observed.

13.Document any injury which occurs, no matter how minor, in accordance with

faculty policy.

SUGGESTIONS TO CLINICAL INSTRUCTORS

1.
2.

Let other staff members know you have a Physical Therapist Assistant student.
At the beginning of the day, the student should have an approximate schedule of

the daysé activities. I't may be hel pful to

Cl to schedule special learning activities throughout the affiliation.

At the conclusion of each day, verbally review the stude nt 6 s over al
that day and indicate areas to work on the following clinical day. It is important for
students to have specific learning goals for each day.

Obtain input from the student regarding the type and amount of supervision
which he/she feels will best meet his/her needs.

Have the student critique himself/herself and discuss his/her own strengths and
weaknesses. Self-assessment is a critical skill that students should practice.

ORIENTATION OF STUDENTS

The student should receive orientation in regard to:

1.

Department working and treatment hours.
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Parking.

Employee lunch.

Charge system.

Patient scheduling method.

Patient transport system.

Other students and staff.

Pertinent emergency procedures.
Departmental/instructional roles and regulations.
10 Charting system and procedures.

11.Department layout.

12.Department equipment and supplies.

13. Special services, clinics, outreach program, or other learning opportunities.
14. Availability of any opportunities to view surgeries.
15. Opportunity to observe in other departments.

CoNoOO~WN

LEARNING OPPORTUNITIES

1. Students have been instructed to observe procedures as assertively as is
appropriate, considering setting, patient and therapist involved. They should be
encouraged to pursue this, with any limitations explained in advance.
2. Students have been instructed to ask questions as assertively as possible,
considering setting, patient and therapist involved. You can maximize their
opportunity to pursue this by:
a. Orienting staff to PTA studentds presen
b. Instructing the student in preferred question and answer format (i.e.,
saving all questions until the end of treatment).
c. Allowing and encouraging ample opportunity for questions.
3. Students have been instructed to orient the CI to wait to be invited to participate
in treatments other than those activities assigned to them by the CI.
4. Students have been instructed to orient the CI to their learning needs and optimal
learning methods.
5. Whenever possible and appropriate, you can allow students to:
a. Gain exposure t o owithhspecialiPed éxperti;send PTAOG S
b. Attend or participate as appropriate in staff development meetings and
department activities.
c. Work as a team with other PT or PTA students in the clinic. Students tend
to learn very well from each other.

HAZARD EXPOSURE INFORMATION

Hepatitis B Vaccine All CASC health science students have been educated as to the
risk of participating in laboratory and clinical settings which may put them at risk of
exposure to environmental and physical hazards. These hazards include but are not
limited to needle sticks, inhalation of microorganisms, and contact with infected body
fluids. Students are instructed in the use of universal precautions and other infection
control measures. It is the responsibility of every allied health student to further protect
themselves by maintaining safe practices and providing their own health care insurance.
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Carl Albert State College recommends that students be vaccinated against Hepatitis B
prior to enrolling in an allied health program. In the event that students do not choose to
receive the Hepatitis B vaccine, a signed waiver is required upon admission.

We are aware that some of the clinical settings require affiliating student to have the
Hepatitis B vaccination before they are allowed to participate in clinical education.
Students who affiliate at these institutions will be required to provide proof of
vaccination.

Carl Albert State College assumes no responsibilities for any expenses students may

incur associated with personal insurance premiums, Hepatitis B vaccinations, personal
protective equipment, or other medical expens
exposure to environment or physical hazards while they are participation in clinical

education.
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SECTION VI; PROGRAM RESOURCES
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1. Students
a. The faculty and staff of CASC PTA Education department believe that its

students are its greatest resource. Without the willingness of the student
to learn, the PTA program cannot meet it philosophy or objectives. The
PTA program does not recruit any special populations of students, but
rather gives equal opportunity to all applicants. The faculty and
Admissions Committee believe that the admissions criteria and application
process is sufficient to maintain an applicant pool and students for the
program to carry out its philosophy and goals.

2. Faculty
a. Faculty is the second greatest resource, behind only the student, of the

PTA Education program. Because of this, the faculty is committed to the
instruction, professional and personal development of all its students.

b. The current faculty of the CASC PTA program consists of 2 full-time
licensed physical therapists, and 1 adjunct licensed physical therapist, 2
adjunct physical therapist assistants, and 1 associate certified athletic
trainer. The full time faculty have experience that cover all major areas of
contemporary physical therapy practice.
Year Graduated Area of Specialty Years of Classroom Years of Clinical
with Teaching Teaching
Professional Experience Experience
Degree
_ 1992 Orthopedics 1994-Present 1993-Present
Director Sports Medicine
Kinesiology
ACCE 1984 Neurology 1996-Present 1988-Present
Geriatrics
Home Health
Acute Care
PT Adjunct 1979 Orthopedics 1994-Present 1983-Present
Acute Care
Home Health
PTA Adjunct 1996 Geriatrics 2006-Present 2005-Present
Acute Care
Wound Care
Home Health
PTA Adjunct 1990 Outpatient 2008-Present 2003-Present
Home Health
Geriatrics
Pediatrics
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ATC Adjunct 2002 Sports Medicine 2006-Present 2002-Present
Orthopedics
Exercise Science

c. Members of the faculty are encouraged to participate in CASC faculty
development activities, and are wholly supported by the administration in
participating in continuing education workshops and conferences.

3. Physical

a. Carl Albert State College has allocated space for the Physical Therapist
Assistant Education program in the Health Sciences Building. The PTA
program is currently occupying the following space:

Area Location | Amount of Space (ft?)
Directorods of fi HS708 132
ACCEG6s office HS709 132
PTA Classroom HS720 600
Health Science Computer Lab HS721 600
Athletic Training Room MT700 600
PTA Classroom storage HS720A 35
Health Science Computer Lab HS721A 35
storage
PTA Laboratory HS725 1518
PTA Laboratory storage HS725A 224
Formal Conference Room HS710 224
(share with Nursing Dept.)

Library/informal Conference HS707 132
Room (share with Nursing
Dept.)
PTA Secretary office HS716 132
Work-study/Copy-Fax room HS718 96
4460 ft?
TOTAL
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b. Men and womendés public restrooms with r
the Health Sciences building approximately 10 feet from the PTA lab.
Also, the PTA lab storage area has locking doors and may be utilized by
the students for changing. Lockers are available for storing clothing and
personal items in the PTA storage room for use by the students. Sufficient
space exists in the Health Science Center for the PTA program to carry
out teaching, administrative, and skills instruction needs.

c. Students have access to the Carl Albert State College Joe E. White
Library and learning Resource Center for independent study. In addition,
students may request the use of the PTA laboratory at times when classes
are not being held and proper security and supervision is available. The
normal time the lab is open and available is 8:00 am- 4:30 pm Monday
thru Thursday, and 8:00 am to 4:00 pm on Friday. The Costner-Balentine
Student Union is also available for students desiring a place on campus
for independent study.

d. The PTA facilities as a whole are adequate in providing space for the
preparation of audiovisuals and other instructional aides. The Direct or (
of fice, as well as the ACCEOGs office ha
security for preparing instructional materials, advising students, and
storing records and materials. Adjunct instructors have offices off campus
and may use the Health Sciences conference room when needed for
advisement and other duties.

e. Classroom

i. The PTA program has a dedicated classroom with sufficient seating
for 16 students seated at tables instead of traditional desk seating.
The classroom has wired and wireless internet access. It also has
an instructional computer, document camera, DVD player, and
VCR hooked up to a 7lassroo®aisohdasBoar d.
dry erase board.

d. Laboratory

I. The present laboratory and classroom supplies and equipment
represent one of the strengths of the department and is reflective of
contemporary practice. The budget for supplies and equipment for
supportive activity is adequate to develop instructional materials
and maintain appropriate correspondence. Repair and inspection
for safe operating condition of equipment is scheduled on a yearly
basis by Sparks Medical Centerods Bio
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Documentation of this inspection is maintained on the respective

units and on file in the PTA office

e. Computer lab

i. Adjacent to the PTA classroom is the Health Sciences computer lab
that contains 25 computers, laser printer, and dry erase board. The

computer lab has both wired and wireless internet access.

f. Equipment

I. A core equipment list that the PTA program owns for classroom and

laboratory use is as follows:

Description

Adjustable traction table

Adjustable, mobile whirlpool chair with locking wheels and safety belt

Adult posture mirror

Adult under arm crutches, wood adjustable

Aluminum Canes, adjustable

Aluminum Quad Cane, large base

Articulated adult human skeleton with stand, numbered and colored for origin and insertions

Assorted weighted balls

Assortment of cuff weights: %2 Ibi 10 Ib

Cervical traction system adaptable for traction unit

Combination US-EStim machines

Convertible Staircase. Four 60 high steps

Disarticulated adult human skeleton

Electronic digital control traction unit

Exercise skate; foam padded, ball bearing casters

Folding walkers

Forearm crutches

Gel cold packs; assorted sizes
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Goniometers

Gymnastic Physioball; 85cm, (2) 120cm

Hand operated ti | tbrakes hemevable4oodt baara,3 rtestmiser sivaps h

Hand/foot/ankle portable whirlpool; 16 gallon capacity

Hemiwalker

Human vertebral column, flexibility mounted with occiput and pelvis, spinal nerves, vertebral
arteries, and simulated discs

Hydraulic Hand Dynamometer

Hydrocollator Heating Unit-Intermediate size

Hydrocollator Hot packs; assorted sizes

lontophoreser

LifeLine Gym

Mat Pl atform, variable height with hand cr

Mat Platform, Wall mount

Mats, bonded foam, folding, 406 x 8086 x 20

Non-folding walkers

Paraffin unit, 120 x 60 x 60 with temperat

Plyoback

Plyoback Balls

Portable NMES

Portable parallel bars; height and width adjustable

Powder Board; 290 x 400 x 70 with coll apsi

Recumbent stationary bike with adjustable seat height and tension

Refrigerator

Shoul der finger ladder, 540 | ong

Stand alone EStim unit

Stand alone US units

Tape measures
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Television 460 Flat panel LCD

TENS Units

Terry-cloth hydrocollator covers; assorted

Theraband ,Theratube, Theraputty

Traction accessory package: includes; 1 adjustable cervical traction halter, 1 thoracic
restraint, 1 pelvic belt, 2 restraint straps, 2 cervical pillows, 2 pillow covers, 1 spreader bar

Treadmill; non-motorized

Treatment tables with plain shelf, upholstered top

Upper Body Ergometer

Upright Stationary bike with adjustable seat height and tension

Wii with balance board and Fit

Wooden transfer boar d; 80 x 300 x o, wi t h

Youth under arm crutches, wood adjustable
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4. Library
a.Joe E. White Library & Delores 06Guin M

The libraries at Carl Albert State College strive to meet the information needs

of students through resources provided by the Joe E. White Library, located

on the Poteau campus adjacent to Johnson
Mitchell Library, located on the Sallisaw campus.

The Joe E. White Library houses a collection of more than 17,000 volumes,
including print, electronic books and audio-visual materials. The Joe E.
White is also the home to the Carl Albert Museum.

The Delores OO0Gui n Miot-teekad électroticilitraryar y i s a
providing students with access to a comprehensive collection of information

from any location with Internet access. The library serves as a central

gathering place for students, fostering an atmosphere for learning and

collaboration with peers.

CASC students have access to an extensive array of library materials 24
hours a day, 7 days a week through the availability of state-of-the-art
electronic resources such as an online public access catalog (OPAC), 200
cataloged electronic books and over 3,400 publicly accessible electronic
books, as well as over 30 full-text databases containing millions of articles.
Computers and wireless Internet are provided in each library for students.
Students may easily access library materials remotely by using their CASC
ID and PIN numbers. Students utilizing library computers must comply with
the CASC Student Computer Conduct Code.

A valid student identification card is required for checking out materials and

using library computers. Books are checked out for a three-week period and

may be renewed for three additional weeks, providing no other patrons have

requested them. There is a limit of two books per topic and six books per

patron. Students on the Sallisaw campus wishing to use print materials held

at the Joe E. White Library may submit a request by accessing the online

catalog or contacting the Circulation Desk at the Delores O6 Gui n Mi t chel |
Library.

Audio-visual materials are to be used in the library and equipment is
available for viewing. Copy machines are also available in both libraries.
Copies cost ten cents per page.

Anyone who checks out library materials is responsible for returning the

items in good condition. If an item is lost or damaged, the replacement cost

of the book plus a $10 processing fee will be charged. Failure to pay for

damages or return library materials will result in restricted privileges,

inctk udi ng a fiholdo placed on the studentos
the student from receiving grades, a diploma or an official transcript.
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Interlibrary loan is available for books that are not available in the library
collections, providing all resources have been utilized. Most materials can
be obtained free of charge; however, occasionally the lending library will set
a fee. Interlibrary loan forms are available at the circulation desk.

The libraries at Carl Albert State College are here to help you succeed in

your educational goals. Students are encouraged to ask for help and may

contact the library staff in person, by e-mail at tsutton@carlalbert.edu or by

phone at 918-647-1311 (Joe E. White Library) or 918-775-2226 (Delores

O6Guin Mitchell Library). Li brary hours

Electronic resources are available 24 hours per day, 7 days per week.

FALL AND SPRING

Monday 1 Thursday ...8 a.m.i 8:30 p.m.
Friday.............. 8am.i 4p.m.
Saturday and Sunday . .Closed

SUMMER
Monday 1 Thursday ...8 a.m.i 8 p.m.
Friday, Saturday and Sunday . .Closed

The libraries are not open evenings between semesters and are closed on
the holidays listed on the campus calendar, the same as other campus
offices. Accelerated session hours will be posted at the library and on the
library Web page.
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SECTION VII: ACADEMIC FACULTY POLICIES
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The following academic faculty policies are taken from the CASC Faculty Handbook

APPOINTMENTS

The President of the college submits to the CASC Board of Regents the names
of individuals recommended for faculty hiring. The Vice-President provides
advice and/or recommendations for hiring to the President for Academic Affairs,
the Division Chairperson, and a screening committee. Hiring procedures follow
the guidelines established with the Affirmative Action Policy.

PROMOTIONS

Promotions at CASC are not automatic, but are competitive and an outgrowth of
review of successful performance. Although Division Chairpersons will give to the
President written evaluations of such performance, other supervisory
recommendations will be taken in consideration.

RENEWAL OR DISMISSAL

Division Chairpersons will give to the President written evaluations of a faculty
member for the purpose of recommending retention or release. The evaluations
used are part of a four-part evaluation model that have been based on
professional growth, teaching and advisement performance, and supervisor
measurements. It is the exclusive responsibility of the CASC Board of Regents to
retain or dismiss a faculty member and will be made only after reviewing
administrative decisions.

Right of Due Process

Employees may be dismissed for various reasons, including incompetence or
inefficiency, insubordination against reasonable rules of the Board of Regents,
moral misconduct or immorality, disability as shown by competent medical
evidence, elimination of the position, and other due and sufficient cause. Such
employees shall be accorded due process as listed below after every attempt
has been made to resolve the situation at the divisional or departmental level:
Employees who are dissatisfied with the decision made at the divisional or
departmental level may present an appeal to the President's Council of the
College.

Employees who are dissatisfied with the decision made by the President's
Council may appeal further to the President, and Vice-Presidents of the College.
Employees who are dissatisfied with the decision made by the President and
Vice-Presidents may appeal further to the Board of Regents. All final decisions of
personnel dismissal shall be the responsibility of the Board of Regents.

RESIGNATIONS
Instructors are asked to submit letters of resignations in writing to the Division
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Chair or the Vice-President for Academic Affairs. Others employees should
submit their letters of resignations to their supervisors. Adjunct faculty or non-
salaried part-time employees do not submit resignation letters at the end of the
semester, since their contract period is for a specific class for one semester.

TENURE
The policy of tenure for faculty is not approved at CASC at this time.

INJURIES ON THE JOB

The workman's compensation coverage applies to any on-the-job or occupational
injury incurred by all employees of CASC (including all full-time, part-time,
adjunct faculty, and work study). Report any injury to the immediate supervisor.
Injured employee or supervisor must first contact the Personnel Division of the
Fiscal Affairs Office to obtain authorization for medical attention.

INSURANCE

This section will briefly describe those benefits belonging to the part-time
instructor working 3/4 time or 1/2 time that receives one benefit or who is also a
full-time employee or instructor. The following information does not apply to
adjunct instructors. It is advisable for the employee to call the Insurance
Coordinator located in the Office for Fiscal Affairs for specifics on insurance,
benefits, or other details. The details outlined below are subject to change after
printing of this handbook.

The college pays 100% of employees' medical and dental insurance with the
Oklahoma State and Education Employees Group Insurance Program. Optional
medical and dental coverage, and dependent life is available to spouse and
dependents at employees' expense. Call the Insurance Coordinator located in
the Office for Fiscal Affairs for specifics on insurance, benefits, or other details.

CLAIM PROCESSING OF DENTAL AND HEALTH INSURANCE FORMS

Participating network providers (doctors, pharmacies, labs, clinics, and hospitals)
electronically process your claims to the insurance office. For non-network
providers, the employee/member must file their own paper claims; call the
Insurance Coordinator or information before visiting a non-network provider.
Dental Insurance

CASC pays 100% of the employees' dental coverage with the Oklahoma State
and Education Group Insurance Program. Spouse and dependents may be
optionally enrolled at the expense of the employee. A $25.00 deductible has to
be met for basic and major services. A member's spouse and dependent can
enroll in dental only if they are covered for health by other group insurance.
Preventive dental care (cleanings, x-rays, and routine oral exams) is covered at
100% with no deductible charged.

Basic coverage (extraction, fillings, and root canals) for dental is provided at 85-
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15% coinsurance rate. Maximum annual benefits covered are $1500.00.

Major dental work (dentures, bridgework, and crowns) covered at 60-40%
coinsurance rate.

Maximum allowable benefit for preventive, basic, and major dental is $1500.00
Orthodontic services have a $50.00 deductible and are covered at a 60-40%
coinsurance rate. A maximum lifetime benefit of $1500.00 is covered for persons
under 19 or for others approved through pre-certification.

HEALTH INSURANCE

CASC pays 100% of the full-time employees health insurance coverage with
Oklahoma State and Education Employees Group Insurance Program. A
$300.00 deductible applies. The employee member will pay a co-payment fee
for provider services, including a $20.00 co-payment fee on doctor office visits,
$100.00 on emergency room or center visits (waived if hospitalized), and $20.00
on prescription drug purchases. Stop loss payment by employee member is
$2,300.00 per individual member per year and/or $2000.00 per individual
member per year for the fourth member of a family that also had three other
family members each meet the $2300.00; after this amount, member is insured
at 100% coverage.

NETWORK HEALTH PROVIDERS
The Oklahoma State and Education Employees Group Insurance Program is
available only to State of Oklahoma employees. This insurance group has
organized statewide a "network" of health care providers who have agreed to
provide services and supplies at a price no greater than the maximum schedule.
Providers include doctors, hospitals, dentists, and other practitioners who have
agreed to a set fee schedule. Two Ft. Smith clinics, Holt-Krock and Cooper
Clinics, are now network providers.

NON-NETWORK HEALTH PROVIDERS
The non-network health provider is that hospital, doctor, dentist, or other
practitioner who has not agreed to charge you within a limited fees range. If you
choose to use a non-network provider, you will be reimbursed at 75-25%
coinsurance rate of the maximum fee-schedule agreed to by "network" providers.
Deductibles will apply, including a $300.00 medical deductible, a $300.00
deductible for each hospital confinement, and no maximum lifetime or annual
stop loss benefit limits. The individual member will be responsible for all
disallowed charges. When the non-network provider is emergency care or
specialist care, it is requested that you call 800-848-8121 for advise and filing
procedures. Call Office for Fiscal Affairs for detailed information.

COBRA CONTINUATION COVERAGE
COBRA is the initials of the 1985 Federal legislation called the Consolidated
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Omnibus Budget Reconciliation Act. This act gives temporary continued
coverage (generally 18 months) in the health and dental plans for those
employees and dependents covered by the Group Insurance Program in the
event termination (except for gross misconduct), resignation, or other qualifying
events occur.

DISABILITY/Salary protection INSURANCE
Insurance may be obtained covering the employee in case of disability, illness, or
injury. This insurance is carried by American Fidelity and is available at employee
expense.

Life Insurance
Group life insurance is carried by American Fidelity and is provided for all full-
time personnel at college expense. This insurance provides coverage in an
amount equal to double their yearly contract salary rounded to the nearest even
thousand dollar figure. Double indemnity is provided for accidental death.
Additional coverage is available through the Oklahoma State and Education
Employees Group Insurance Program.

LEAVE OF ABSENCE
Days absent from work with or without pay are considered a benefit. Such leaves
of absences include convenience, other emergency, maternity, sick, medical
emergency, and bereavement. The following is a full outline and definition of
these days off from work and to whom they apply:

Convenience and Emergency Leave

Full-time employees have three days of convenience or emergency leave
available per year upon application and approval by the President. This cannot
accumulate from year to year and does not apply to adjunct or non-salaried part-
time employees.

Maternity Leave

General rules of sick leave apply to maternity leave. Other needs or emergencies
should be directed to the Vice-President for Fiscal Affairs.

Sick Leave

Leave or absence from work is at times unavoidable. The instructor who
becomes ill must contact the Division Chair or supervisor so that a substitute for
the one class period or for an extended period of time.

Full-time employees have sick leave available at the rate of one and one-quarter
days per month. An employee can accumulate up to 60 days. Upon termination,
unused sick leave will not be compensated and sick leave days taken in excess
of the amount earned will be deducted from the final paycheck. Sick leave may
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be used for dental or medical appointments. This does not apply to adjunct or
some part-time employees.

The extended illness

lliness that extends for a lengthy period may necessitate the need for a substitute
instructor. In the case of a brief illness, the work may be absorbed by other
employees of the college. An instructor should first visit with the Division
Chairperson.

Medical Emergency Leave and Bereavement

The President and/or the Board of Regents may grant other emergency leaves in
cases of upon medical emergencies involving the employee or immediate family
members or bereavement.

PAYROLL DEDUCTIONS
Members of the faculty and other professional employees are required by State
law to participate in the Oklahoma Teachers Retirement System. Such
employees are required to deposit into an annuity program through payroll
deductions an amount equal to 5 percent of salary up to $25,000. Contributions
by the employee and matching contributions by the college are made monthly.
For further information, contact Terri Krebs in the payroll office.

RETIREMENT

Age of Retirement

Employees in general are no longer required to retire at the end of the contract
period, but can work until age 70. Early retirement is optional to eligible full-time
faculty and administrators

in the Oklahoma State System of Higher Education at the age authorized or
permitted by the Oklahoma Teacher's Retirement System laws.

Social Security

All employees regardless of classification of the CASC are covered by Social
Security and are required to participate. Except for full-time students whose
employment status is secondary to their student status.

TEACHER'S RETIREMENT SYSTEM OF OKLAHOMA

Membership in TRS is mandatory for faculty members, executive officers,
professional staff, supervisory staff, managerial staff, and administrative officers.
All contributions on the first $25,000.00 of salary is paid by the college.
Contributions can be made up to $40,000.00 (with percentage being split
between employee and college on the last $15,000.00). In addition, all
employees receiving teacher's retirement as a benefit are required to contribute
5% of their annual contracted salary up to $25,000 (or $1,250 per year) into an
annuity account of their choice.
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This retirement program is made available as a voluntary payroll deduction for
the classified employee at their expense.

SALARIES

Salaries are written into contracts and determined on an individual basis, taking
into account experience, educational background, and position sought. Overload
pay applies to the instructor who teaches in excess of the contract load, usually
15 hours, per semester. VACATION

Vacation is considered a benefit and is available to full-time employees.
Employees shall receive two weeks of paid vacation annually, except for full-time
faculty who shall receive vacation time as designated on the school calendar for
students.

An empl oyeebs I mmedi at e s uomeMacatiosleave must ap
may not be used until the end of six months employment, after which time days
are earned at 1-1/2 days per month. Vacation time may be scheduled in its
entirety or in parts with supervisor approval.

Vacation time cannot be accumulated from year to year, and no payment will be
made for unused vacation time. The President may grant an employee three
days of convenience or emergency leave if warranted. Application should be
made though the Vice President for Fiscal Affairs. Contact Terri Krebs for
detailed explanation. Faculty are not awarded vacation time.

WORKERS COMPENSATION

The workman's compensation coverage applies to any on-the-job or occupational
injury incurred by all employees of CASC (including all full-time, part-time,
adjunct faculty, and work study). An on-the-job injury refers to an occupational
illness occurring during the hours an employee is at work.

Report any injury to the immediate supervisor. Further action, if required, will be
recommended and outlined. Any serious injury should of course be directed to
the emergency care unit of the local hospital.

TRAVEL AND TRAVEL REQUESTS

Request for Travel Form

A "Request for Travel" should be filed in advance of traveling off-campus for
insurance and reimbursement purposes. Attach a routing slip and route the form
to the Division Chair, supervisor, Vice-Presidents, and President for their
signatures. These signatures provide the employee with proper authorization to
travel off-campus and allow for travel reimbursement. Generally travel includes
overnight lodging, registration fees, toll, parking, and other expenses. When
personal vehicles are taken, instructors should log miles to and from destination
site. Upon return, contact the Business Office and report mileage and time;
reimbursement will then be figured.

Faculty traveling to off-campus locations should drive a school vehicle when
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available. Reimbursement will be allowed when a school vehicle is not available.

Reimbursement for Travel

|l nstructors who claim mileage may file a i
Vehicle Usage and Request ferally, thRappledbtar s e men
the faculty member who travels to and from the Sequoyah County campus to

teach classes or who log roundtrip miles to a meeting outside of Poteau. Travel
reimbursements are distributed by separate check.

VEHICLE RESERVATION

Employees who travel on college business can use the CASC vehicles, when
available. If these vehicles are not available, employees may drive their personal
vehicle and file a travel claim for mileage reimbursement. Vehicles may be
reserved from the Construction and Maintenance Office.

FIELD TRIPS
Field trips can be incorporated into a course but must receive prior approval from
the Division Chairperson and Vice-President for Academic Affairs. College
vehicles may be reserved for this activity.

FACULTY RESPONSIBILITIES

FACULTY ASSOCIATION

The CASC Faculty Association was organized on January 30, 1978, and was
sanctioned by the CASC Board of Regents on March 21, 1978. It is affiliated with
a state organization of the same name and is open to both faculty and staff. A
membership fee is required. This organization can effect changes in policy at
CASC and can serve as a vehicle for such recommendations to the college
president.

DEVELOPMENT AND GROWTH

Carl Albert State College encourages its faculty members to pursue activities,
which promote the professional growth and increased expertise within their
academic areas. Suggested activities include graduate work; participation in
professional and civic organizations; attendance in workshops, study groups, and
seminars; travel; private instruction; publishing research works; and other such
learning activities. Professional growth and development is considered a
fundamental part of the overall evaluation of the faculty member. Division
chairpersons or other supervisors will evaluate each faculty member's
development progress and see that such activities are placed in the permanent
files located in the Office of Academic Affairs.
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EVALUATIONS

The Division Chairperson will be responsible for administration of the evaluation

forms to all faculty, including adjunct, part-time, and full-time. These forms are

distributed and completed during the fall semester. The requisite forms will be

dispersed once a year during a specified week by the Office of Academic Affairs

and are kept on file in this office. The evaluation model is composed of four

parts:
A Student evaluation of teaching performance,

A Student evaluation of advisement performance,
A Faculty self-evaluation, and
A Supervisor evaluation of the faculty .

Evaluations of the instructor are administered primarily to improve teacher
performance and effectiveness, but can also be used as criteria for salary
increases and promotion. Any action of personnel retention or dismissal shall be
exclusive responsibility of the CASC Board of Regents.

COMMITTEES
Recognizing the effectiveness of the committee method in developing policies,
procedures and educational programs in higher education, the president of Carl
Albert State College will yearly appoint all faculty and staff to various standing
committees. The president, who serves as an ex-officio member of all
committees, also appoints a number of ad hoc committees.

OFFICE HOURS

The instructor is required to maintain and post the hours during which a student
can visit. The office hours of each instructor are to be posted outside the
instructors' office door. These hours are to be included in the course syllabus and
a copy filed with the Vice-President for Academic Affairs.

PARTICIPATION IN SCHOLASTIC MEET
During the month of April, the Office of Student Affairs sponsors an annual high
school scholastic competition called the "Scholastic Meet". Test material faculty
generate will be given to high school students competing for first, second, and
third place finishes in individual and school competitions. First place finishers
advance to state competition. All faculty are expected to participate in this annual
event in either administering tests or in other capacities.

PHOTOCOPYING

Copy machines are available in several offices throughout the campus, but the
majority of copying is done in the copy room in Johnson Hall. A full-time person
is employed to do copying; faculty and staff can leave material for photocopying.
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Two machines are available for use in the copy room. . One machine will copy
single sheets in duplex, collate and staple, enlargement or reduction, sort, or
book bound fashion. The following is available in the copy room:

A Binding supplies

A Postal services

A Mailboxes

A copy paper (variety of colors)
A CASC envelopes

A Overheads

A Stationary

A Envelopes

A Shredder

A audiovisual equipment

ACADEMIC FREEDOM AND RESPONSIBILITES

The ultimate school authority rests with the Board of Regents and it should be
the responsibility of the faculty and administration to investigate, in a timely and
competent manner all questions relative to academic freedom and
responsibilities of the teacher and to recommend appropriate action to the
administration and to the Board. The following guidelines are appropriate to this
statement.

Society, to remain free, requires citizens to be not only well schooled in the
traditional knowledge, but more fundamentally, capable of critical evaluation of
both new and old ideas. An institution of higher education can best foster growth
in a democratic society when both student and teacher can freely participate in
the process of sifting and weighing traditional approaches and creating and
evaluating new ones. Through the community and its college, society should
provide an academic atmosphere in which questioning is encouraged, where
alternatives can be explored, where one may follow where inquiry leads. ltis,
therefore, imperative that the teacher enjoys full freedom in the discussion of
his/her subject and related matters both in and beyond the classroom, the
ultimate purpose of such freedom being the pursuit of truth.

As a citizen, the teacher is entitled to all the personal and civil liberties pertaining
thereto, and his/her legal exercise of these privileges should in no way prejudice
his/her position as a member of the teaching staff.

As a teacher, his/her right to express himself/herself in matters of college policy
shall not be denied or abridged, nor should such expression jeopardize his/her
academic position.
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When the teacher speaks of rights as a citizen, he/she should be entirely free
from institutional censorship or discipline, but his/her special position in the
community obliges his/her to remember that the public may judge his/her
profession and his/her institution by the validity of his/her opinions and the
manner in which he/she should indicate that he/she is not an institutional
spokesman.

Whenever the teacher speaks or writes as a citizen or as a teacher, he/she
should strive to be accurate and objective, to exercise appropriate emotional
restraint, and to show respect for the convictions of others.

AMERICANS WITH DISABILITIES ACT

Americans with Disabilities of 1990 (ADA) makes it unlawful to discriminate in
employment against a qualified individual with a disability. CASC supports this ADA
mandates that outlaws discrimination against individuals with disabilities and has
devoted personnel and resources to bring this campus into compliance.

GRADUATE-COLLEGE WORK

Faculty is required to possess a minimum of a bachelor's degree from an accredited
college or university. They are encouraged to pursue degrees beyond the bachelor
level. Consult with the Division Chair concerning your interest prior to enroliment. After
successful completion of the class, submit the grade to the Business Office for
scholarship award.

ID FOR CASC EMPLOYEES

All full-time faculty and staff should have an ID card. The cards can be made in the
Business office at no charge. The ID card has a magnetic bar coding that allows
instructors to check out books in the library. This does not apply to adjunct faculty.

INSTRUCTOR'S TEXTBOOKS

The college allows instructors the freedom to choose instructional materials, including
textbooks. The Division Chair will give adjunct instructors course textbook and manuals.
Instructional aides such as audiovisual equipment and videotapes can be obtained
through the library.

Procedures are provided that allow the faculty member to recommend a change in
textbooks. These and other guidelines relating to textbook change are as follows:
The instructor should make recommendations for textbook selection to the Division
Chair. Usually, the Chair will consult with other instructors in the department for their
opinions.
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The Chair will recommend to the Vice-President for Academic Affairs a textbook choice
for approval.

Additionally, the instructor must generate a course syllabus for the textbook and file it in
the Academic Affairs Office. Syllabi can be obtained from this office.

The adjunct faculty member is expected to follow the recommendations of the Division
Chair. The Division Chair may include the adjunct member in textbook selection.

The textbook will be used for at least two years unless decided otherwise by the Vice-
President for Academic Affairs or Division Chair.

The Division Chair requests a faculty committee to evaluate the continued use of
adopted textbooks at least every four years.

The Division Chair should give to the Bookstore information on the intention to change a
textbook requirement and all author, title, publisher, and edition number or year. The
deadline for notification of change is as follows:

Summer Term -- March 1
Fall Term -- May 15
Spring Term -- October 15

KEYS TO OFFICES AND CLASSROOMS

Keys to office or classroom buildings are generally not given to the part-time or adjunct
faculty member. Buildings and rooms should be open and accessible to both instructor
and student during scheduled classroom hours. Full-time employees may receive keys
to their offices or buildings after consulting with the immediate supervisor or division
chair.

MAILBOXES

Mailboxes for all full-time instructors and employees of CASC are located in the
mailroom in Johnson Hall. Adjunct faculty usually does not have a mailbox but can
receive mail through the division chair and messages may be taken at the switchboard.

TEACHING LOAD

An instructor's contractual teaching assignment will not normally exceed fifteen credit
hours of lecture classes. (Lab hours will be equated on a two-for-one basis.) Courses
taught in excess of 15 credit hours are considered overload hours and compensated for
the full-time instructor and employee at $400.00 per credit hour and $400.00 for the
adjunct instructor. Exceptions may be made in any given semester if necessitated by
college needs. The normal summer load will be eight hours; the salary scale currently
in force sets compensation.
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TEACHING PLANNING

An instructor must be prepared for that lecture or class. Planning takes time adequate
planning will assure that class objectives are being met. There are three key elements
to a formal teaching plan. They are: the course syllabus, the course outline, and the
lesson plan.

THE COURSE SYLLABUS

A syllabus should outline the main points of a course and state the official policy for the
course. The syllabus allows the stude nt t o f ol l ow and understand
in the course. A syllabus is on permanent file in the Office for Academic Affairs and is
part of the instructional records of the college.

Before attempting to generate a new syllabus, check with the Academic Affairs Office
for a copy of one on file. When a syllabus is created for either a new course or new
book edition, forms for completion are available in the Office for Academic Affairs. The
syllabus should be given to the students the first day of class with time devoted to
reviewing its details. Once the syllabus is explained, the student has the obligation to
understand its content just as the instructor has the obligation to abide by its
commitment.

THE LESSON PLAN

The lesson plan is a tool the instructor uses for day-to-day operation of classroom
instruction. Its composition depends on instructor and course taught. It is suggested
that the lesson plans for a course be accumulated and filed chronologically in a
permanent place. This will yield an uncomplicated system for reference and review, and
ease the process of updating.

THE COURSE OUTLINE

While the lesson plan is a daily guide of materials and activities to be covered in a given
class period, the course outline assembles the daily lesson plans and structures them
into a blueprint of the material to be taught. Course objectives should be considered and
used as a guideline when generating the outline.

FACULTY RESPONSIBILITY

All instructors share certain responsibilities regardless whether they are adjunct, part-
time, or full-time. Those responsibilities include, but are not limited to, providing a
syllabus for each course taught; maintaining and reporting office hours; meeting class at
scheduled time and being prepared; cooperating with evaluation procedures; signing all
needed employment papers; signing time sheets for payroll; and putting the student
first.
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ACADEMIC ADVISEMENT

Faculty members will be expected to offer academic advisement to students who plan to
pursue a degree within the faculty members' respective academic areas. Since a direct
link exists between sound academic advisement and student satisfaction and retention,
several steps should be followed when advice is given to the first time entering
freshman or to the student with specific degree goals in mind.

The advisor should question the student about his desires to seek a specific career or
major. How firm is his commitment and to what four-year college will he transfer? Do not
make decisions for the student; help them make their own choices. Do not guess about
degrees or transfer of credit; refer to college catalogs, handbooks, etc., when
necessary. Most of all, be a good listener and establish a rapport with your advisee.

ENROLLMENT

Procedure

Whether the student is enrolling for the first time or applying for re-admission, the
following steps outline the enrollment process:
1. Admissions - The student must first visit the Admissions Office to complete
admission forms, at which time a high school transcript and ACT scores must
be submitted.

2. Advisement - The student is given an enrollment card, a copy of their
transcript, and ACT scores and sent to an advisor within the degree or career
interest.

1 Deficiencies - This applies only to students 20 years of age and younger. The
Admissions Office will review the student's ACT scores and high school
transcripts to determine whether deficiencies courses are to be required (See
"ACT" for deficiency explanation). The advisor should inform the student that
all deficiencies are to be completed in their first 24 semester hours and before
higher level courses can be taken.

1 Adult students - Those students ages 21 years of age and older may test with
CPT or ACT. Adult students with low test scores are not required to
remediation.

9 The advisor will encourage the student to express academic interests or
career goals so that course selection will have a direction.

1 The advisor will help the student select courses from the Class Schedule
based upon interest and deficiency requirements and complete the enrollment
card.

1 Students with declared majors will be sent to an advisor in that area, so that
career goals will match the appropriate CASC university parallel degree
program.
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3. Admissions Office - The student returns to the Admission Office once
advisement and enrollment in courses is completed. Course selection will be
placed in the Admission Office computer for confirmation.

4. Business Office - The student will be sent to the Business Office to receive
course schedule confirmation and bill for tuition and fees.

ENROLLMENT AFTER CLASSES BEGIN

Generally, students will not be permitted to register or add a course after the second
week of a semester. Other requests after the second week can be petitioned by the
student to the Division chair and the instructor. Late enrollment does not reduce tuition
or fees.

Concurrent enrollment of high school senior or junior

A high school senior or junior may enroll at CASC while attending high school under a
Oklahoma State Board of Regents. The Student must meet the published criteria of the
State Regents for admission to the institution for which application is being made. This
includes:
1. having participated in the American College Testing Program or a similar
battery of tests,

2. be enrolled in less than a full-time load at the high school (19 semester hours
equivalent) which they attend, as attested by the high school principal,

3. be eligible to complete requirements for graduation from high school no later
than the spring of the senior year, as attested by the high school principal,
and

4. for juniors, achieve a composite score which places them at or above the 90th
percentile on the American College Test using Oklahoma norms, or whose
combined verbal and mathematical score on the Scholastic Aptitude Test
places them at or above the 90th percentile using national norms.

Students will not be allowed to enroll in zero-level classes designed to remove high
school deficiencies, but may enroll in any subject for which ACT and curricular
guidelines are met. The college portion of the student's workload must be taken from
regular faculty members of the institution. Students may enroll in off-campus courses
designated for strictly for concurrent enrollment and approved by the State Regents.

A student may enroll during the summer semester at CASC without being concurrently
enrolled in high school for the summer. Students eligible under this policy may enroll in
a maximum of 9 semester-credit-hours during a summer semester at CASC or at any
college in the State System. A student may be admitted to CASC without completing
high school curricular requirements; although, admission will only be permitted to
students who enroll in curricular areas where requirements for CASC have been met.

Concurrent enrollment of any public school age student

All other students not qualified by grade level as in the 11th or 12th grade and meets
the specified requirements above may be considered for full enroliment or concurrent
enrollment under the Opportunity Admissions Category. Such a student must have
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achieved a composite score that places them at or above the 99th percentile on the
ACT test (using Oklahoma norms). See the Office of Admissions for further details.

Teaching - COURSE LOAD

Carl Albert State College considers a normal academic load to be 16-17 semester hours
during the spring and fall semesters, which is approximately a semester hour for each
calendar week in a semester. However, recent regulations by the State Regents for
Higher Education allow superior students to carry an academic overload 25% greater or
20 credit hours and above.

No shows

Instructors are asked to keep record attendance of students. Those who do not attend
classes in the first week of classes will be dropped automatically by the instructor. This
is accomplished when the Admissions Office routes attendance rosters at the end of the
first week; instructors identify which students are no shows and returns it. The
Admissions Office will notify students that they have been withdrawn and will incur zero
expenses.

ADD AND DROP COURSES

Students are allowed, upon approval of an advisor, to change class schedules during
the first 10 days of a fall or spring semester, and the first five days of a summer
semester. There will be an add/drop fee of $5 for each transaction. Students will not be
permitted to add a course to their schedules after the second week of the fall and spring
semesters, nor after the first week of the summer session.

Generally, student may withdraw from any or all courses during the first two weeks of
classes and will not be charged for tuition or fees.

In the event a student wishes to discontinue taking a course, add/drop forms must be
completed in the Office of Admissions and Records. A withdrawal from any course after
the second week of any semester and prior to the end of the 12th week will be recorded
as a "W". After this time period, a student will be awarded a "W" or "F" depending on the
student's standing in the class.

The instructor is asked to complete a "Retention Roster" provided by the Office of
Academic Affairs and Student Affairs. Those students so identified by the instructor will
be notified by mail that irregular attendance or low grades have been recorded. It is the
student's responsibility to drop or withdraw from a class or seek tutorial or instructor aid.

CLASS CHANGES OR SECTION CHANGES

A student will be allowed to change his schedule by using add/drop forms during the
first 10 days of school to add a course, drop a course, change a section, or withdraw.
There will be a clerical fee of $5 for each course change after the first day of school.
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GRADING

The Office of Admissions and Records will give to the instructor a computer grade sheet
prior to the last week of classes for each course taught. Once final grades have been
determined, the instructor is given a deadline, usually the Monday following the last day
of finals week, to return them to the Admissions Office. Once grades have been
recorded in the campus computer, a grade report will then be mailed to the student
within the week.

GRADE BOOK

A grade book is to be kept by all instructors to record grades and absences of the each
student. A grade book may be obtained from the division chair.

GRADING POLICY AND STATEMENT

The matter of determining grades is left to the discretion of each instructor and should
be specified in the course syllabus. Each instructor is expected to employ good
judgment and fairness when assigning student grades. All instructors are expected to
assign letter grades consistent with following grading policy recognized by Carl Albert
State College:

TABLE -- EXPLANATION OF GRADES

Grade Description Points earned
per Credit Hour

A Excellent 4
B Good 3
C Average 2
D Below Average 1
F Failing 0
I Incomplete -
AU  Audit status none
AW  Administrative Withdrawal none
w Withdrawal none
P/F  Pass or Fail none

LETTER GRADES A - F

Letters A - F designate the grade an instructor assigns measuring the academic
performance earned by a student. The Office of Admissions records on the student's
transcript the grade they earned in a class. A four-point scale is used in computing the
GPA.

INCOMPLETE

An instructor can award a letter grade of | to a student who did not complete all the
course requirements for the semester but who has the major portion of the coursework
accomplished with a passing grade. The instructor must agree to give the student an |
prior to the final recording of grades the end of the semester.

Auditing Courses
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Students who are interested in learning course material but do not seek a course grade
may enroll in the course in audit status. No letter grade will be given and a student is not
required to take the examinations; the transcript will record a letter grade of AU. A
student may change to audit status within the first 10 days after classes have begun
with a $1.00 fee assessed for the course change. Tuition will be assessed the same
amount per credit hour for audit as for credit.

ADMINISTRATIVE WITHDRAWL

Administrative withdrawal indicates that a student has been involuntarily withdrawn by
the institution on instructor request and approved by the Division Chair and then by the
Vice President for Academic Affairs. This withdrawal is GPA neutral. No withdrawals will
be permitted after the Friday prior to finals week.

WITHDRAWL

A student can initiate withdrawal procedures and have a "W" grade recorded on the
transcript. A grade can be recorded for this type of withdrawal as either GPA neutral or
an "F". An "F" grade is calculated into GPA and is dependent upon the time during the
semester in which the student withdraws. No withdrawals will be permitted after the
Friday prior to finals week

PETITION FOR CHANGE OF GRADE

A student may challenge a grade received in any course by making petition to the
Academic Affairs Committee within 90 days after the grade in question appears on the
permanent record. When a time has been set for the student to appear before the
Academic Affairs Committee, the student should bring a copy of his/her transcript,
semester class schedule, course grade, course exams/papers, ...and other documents
the committee deems appropriate.

REPEATING GRADES

The State Regents for Higher Education have established guidelines whereas a student
may repeat a course or an entire semester for the purpose of improving a retention
GPA, a Graduation GPA, a liberal arts GPA, or cumulative GPA. In each case, the
original course remains listed on the transcript with a notation explaining action, and
resultant grade(s) and GPA. Students may pick up "Academic Forgiveness Request
Forms" from the Office of Admissions and Records.

When a course is repeated once, a student may be allowed to repeat the course and
have the second grade earned calculated in GPA. This is only valid when twelve credit
hours or less of courses are repeated and the original grade was either a "D" or "F".
When a course is repeated more than once, all grades from the repeated course will be
averaged together and the average grade calculated in GPA.

The grade from the original course and repeated course will always be averaged
together when more than twelve hours of courses have been repeated.
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ACADEMIC REPRIEVE

A student may be allowed to repeat an entire semester or two consecutive semesters
when either school officials or instructors of the course(s) judge that extenuating
circumstances exist sufficient to warrant a reprieve. A student must petition the
Academic Affairs Committee and must meet certain criteria to qualify. Such criteria state
that three years must have elapsed between the semester of reprieve and reprieve
request and that prior to requesting a reprieve a student must have earned a minimum
of 12 credit hours and a 2.0 GPA with no grade lower than a "C".

MAKE-UP EXAMS

The instructor has full discretion to determine whether to allow make-up exams and
when to give them. The instructor should indicate in the course syllabus the policy on
make-up exams.

FINAL EXAMS

The Admissions Office will distribute a schedule of final exam dates and times at least
three weeks prior to the first final exam. Final exams will be given at advertised times
during a semester. It is the responsibility of the instructors to notify the students of the
date of the final exam and to decide what material the student should be tested over or
if a final exam is to be given. The course syllabus should reflect the instructor policy.
The Office of Admissions will distribute to each instructor a final grade sheet on which
the instructor is expected to record grades according to the grade policy established by
Carl Albert State College. Final grades are to be returned to the Office of Admissions
and Records no later than the following Monday after the last day of final exams.

COURSE CREDIT HOUR

The semester hour is the unit of credit given at the college and is defined generally as
the amount of credit given for one recitation hour per week for a 16-week semester. A
class requiring laboratory work or skill practice may meet for more hours per week than
the number of credit hours conferred.

The length of classes during summer, evening, and Saturday offerings will be
proportioned according to the clock hours of a course meeting during the regular
semesters.

DEVELOPMENTAL COURSES AND POLICY

This policy applies to students ages 20 years and younger. Adult students, those 21
years and older, must test for admissions, but are not required to remediation.

Carl Albert State College specifies that students must meet certain criteria for regular
admission, and when these criteria are not met, the student must enroll in zero-level
courses that help prepare the student for entrance into freshman level curriculum. The
student must remove all deficiencies within the first 24 semester hours. Such criteria for
regular admission includes completing all high school curricular requirements as set by
the State Board of Education and testing at a minimum score on the ACT subtest.

109



CASC PTROLICY AND PROCEDURES updated Fall 2009

These deficiencies must be removed prior to enrollment into the corresponding regular
college-level curriculum.

Not all students must complete deficiency classes. The exception involves the student
who is classified as a "Special Student". "Special Students" are listed as those who are
not officially pursuing an academic major and who are enrolled in less than nine
semester credit hours, these students may enroll in continuing education courses,
refresher courses, self-improvement courses, or less than nine basic curriculum
courses.

Students (ages 20 and younger) can remove a deficiency by either "testing”
appropriately with the ACT subtest, test out with CPT, or by enrolling in the appropriate
zero-level course. For specific information concerning how deficiencies are removed or
to whom they apply, visit with the Office of Admissions.

DISCIPLINE POLICY

Students who violate the following rules are subject to dismissal and to a limited extent
possible legal sanction. It is the responsibility of the instructor to enforce proper adult
behavior in the classroom and on the college campus. If violations occur, visit with the
Division Chair and, if warranted, the Office of Academic Affairs. Additional information
on disciplinary regulations and the administrative procedure is outlined in the "Policy &
Procedures Manual".

CLASS ATTENDANCE

The instructor is asked to record absences in their classes and should define during the
first class period the class policy on irregular attendance. A student who has not
attended the class a sufficient number of days and is in danger of failing should be
identified by the instructor and officially notified by mail.

Although there is no formal policy, it is recommended that a maximum number of
allowable unexcused absences (usually three) be clearly defined in the syllabus and
explained during the first days of classes. Academic success can be enhanced for most
students by regular classroom attendance.

CLASS CANCELLATION

Students will be informed of class cancellations and given time to change their
schedules accordingly. Generally, the instructor is made aware prior to the first day of
class of the enrollment numbers. It is the responsibility of the instructor to meet the first
day of scheduled classes and advise them of low enrollment numbers.

Classes may be canceled because of low enrollment or other reasons. The instructor
will receive official notice of class cancellation by the Vice-President for Academic
Affairs. The Admissions Office will officially drop a student from a canceled class with no
tuition incurred. Although no action is required of the student to drop a canceled class, it
is the responsibility of the student to add an additional class or section.

CLASSROOM GUIDELINES
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Several guidelines of classroom behavior are to be observed by the students and
enforced by the instructor. They are:

Eating, drinking, smoking, or tobacco products are not permitted in the classrooms.
Students are to behave like adults in the classroom.

The instructors have the right to ask any student to leave if they are disrupting the class.
The instructor may at his discretion forbid visitors during the class period.

CLASSROOM VISITORS

The policy for visitors in the classrooms is dependent on the class and the instructor. If
the class is too full or too intense the instructor may ask for no visitors during class
periods. Visitors include both children and adults.

CONTESTING GRADES

Students may also protest a grade. One of the functions of the Academic Affairs
Committee is to provide an opportunity for students to challenge a final grade, provided
that a solution cannot be reached through proper academic channels. Appeals for this
purpose must be made within 90 days after the grade is available from the Registrar's
Office. Appeals should be directed to the Office of Academic Affairs.

ACADEMIC AFFAIRS

This department is directly responsible to the President for the coordination and
administration of policies and procedures that develop the proper atmosphere for
effective teaching and learning. Division chairpersons guide the eight academic
departments.

FINANCIAL AID

CASC participates in several federal and state sponsored financial aid programs for
college students. Detailed information about them may be obtained from the Student
Financial Aid Office on the Poteau campus.

Students applying for tuition waiver scholarships must do so by March 15 to qualify and
must maintain a 3.0 GPA and carry 12 hours or more to renew. Direct questions
concerning financial aid or scholarships applications to the Director of Financial Aid with
offices located in Hemphill Hall.

FIRE EMERGENCIES & ALARMS

Fire extinguishers are located in each building and inspected annually. A hand activated
alarm system is located in the Hamilton Complex. When excessive heat is detected
above the cafeteria stoves, overhead extinguishers will self-trigger. In other buildings,
smoke detectors and smoke alarms are not installed. Therefore, when smoke is
detected all building occupants should leave the building through the nearest exit.
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Faculty and staff should see that students have vacated the emergency area being sure
to close doors behind them.

Do not assume the fire department has been notified. Call 911.
HONOR ROLL

The Honor Roll contains the names of students who have completed 12 or more credit
hours at the close of a semester with a grade average of "B" (3.00) or better. The
President's Honor Roll is for students with a grade average of "A" (4.00); the Vice-
Presidents Honor Roll is for students with a grade point of 3.00 and no course grade
below a "C".

JANITORIAL SERVICES

Routine cleaning of the college offices is contracted to an outside agency. If a special
need exists such as vacuuming at an unscheduled time, a work order or a "Maintenance
and Repair Work Request" should be sent to the office of Construction and
Maintenance. Work order forms or other maintenance questions can be found in the
Business Office and Academic Affairs. Any repair work requiring structural alterations to
existing buildings should be referred to Garry lvey and the Construction Department.

KERR COUNTRY MANSION

In February, 1978, the Kerr Foundation, Inc., donated to the State of Oklahoma the
country home and approximately 40 acres of the late Senator Robert S. Kerr.

The Robert S. Kerr Mansion is now one of the most sought after conferences facilities in
the state. The Kerr Mansion offers you scenic beauty, retreat facilities, sleeping
accommodations, and outstanding cuisine. Some of our most honored guests have
been President John F. Kennedy, President Lyndon B. Johnson, President Gerald Ford,
President Jimmie Carter and President George Bush. Reservations for rooms or meals
can be obtained by calling 647-8221.

KERR MUSEUM

The Kerr Museum, also housed adjacent to the home of the late Senator Kerr, contains
a mock setup of the Senator's Washington office, sections of the natural history of the
area, Indian artifacts, materials dealing with the famous Runestones, artifacts from the
Spiro Mound complex, and articles used by Oklahoma and western pioneers in the
building of the Indian territory. Museum hours and other information can be obtained by
calling 647-8221.

MAINTENANCE

The Maintenance Office is located in the F.L. Holton Business Center. Special requests
such as repairs, moving of equipment, wall mounting, etc., should be routed to the
Construction and Maintenance Office. Maintenance should be notified of impending
work by a work order request or "Maintenance and Repair Work Request" form. Any
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repair work requiring structural alterations to existing buildings should be referred to
Garry lvey and the Construction Department.

In the event that there is immediate need, maintenance personnel can be paged
through the Construction and Maintenance office.

PARKING

Students and employees are allowed to park in any of the CASC parking lots located
around campus, but are restricted from parking in spaces reserved for all fire zones,
handicapped spaces, loading ramps, or any other designated spaces. Any vehicle in
these restricted zones will be ticketed and/or towed.

All instructors who teach on-campus are required to obtain a parking permit for their
vehicle and register it with the payroll office.

PURCHASE ORDERS

A purchase order (PO) represents the business form CASC uses to record
authorizations for purchase. Signature approval must be received prior to the purchase
of any item. The general steps required to gain purchase order approval are as follows:

Obtain forms from Office of Academic Affairs or Business Office.
Consult with the Division Chair about purchase.

Itemize the purchase item's quantity, description, price, and the vendor's Federal ID or
social security number.

Attach routing slip and route P.O. for signatures and approval: the Division Chair, Vice-
Presidents, President, and Business Office.

All purchases require prior approval.

Any teaching materials required by the instructor for class can generally be purchased
in the bookstore. The instructor should notify the Division Chair that a purchase is
required and to receive prior approval.

SCHOLARSHIPS

Many types of scholarships are available to students at CASC. Civic and professional
groups, individual donors as well as the college itself provide funding for scholarships.
Scholarship applications can be obtained from the Financial Aid Office.

TUITION AND FEES
Faculty and Staff Scholarships

Faculty and staff who enroll in courses at another college receive a reimbursement of
tuition costs and are responsible for all fees, books, and mileage costs. Reimbursement
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will be made after the Business Office receives an official transcript shows the course
has been successfully completed. The amount of reimbursement can vary according to
the number of employees who enroll in college courses.

Faculty and Staff Dependent Waivers

Dependents of full-time faculty and staff who take courses at CASC will be reimbursed
for full tuition costs but will be responsible for fees and book costs. Faculty and staff
who enroll in CASC courses pay one-half tuition costs and are responsible for fees and
books. Application is not required.

COST SCHEDULE

Tuition is set by the Oklahoma State Regents for Higher Education. The schedule may
be altered without notification. Tuition charged a student is based on number of credit
hours of enrollment. All students are charged fees for services in addition to tuition.
Other fees may be added, such as fees for laboratories, graduation, and advanced
standing tests.

WORKSHOPS

Throughout the year, workshops for staff and professional development will be
advertised and made available to all full-time and part-time employees. Instructors
desiring to attend a workshop either on-campus or off-campus must first seek
permission of the Division Chair and complete all necessary paperwork.

COMPUTER SERVICES - Telecommunications & information

This office supervises and maintains all campus computers both micro and mainframe;
keeps backup copies of all microcomputers files; purchases hardware and software;
and can generate reports. It is important that microcomputer backups should be done
each Thursday with disks provided by the Office of Computer Services.

If you are having problems with your microcomputer hardware or software and need
assistance, contact Keith Barnett. If you are experiencing problems with your mainframe
terminal or backups and need assistance, contact Jerry Ellis. If you are experiencing
problems with the network or OneNet services, contact Richard Reif.

COMMITTEES

Recognizing the effectiveness of the committee method in developing policies,
procedures and educational programs in higher education, the president of Carl Albert
State College will yearly appoint all faculty and staff to various standing committees.
The president, who serves as an ex-officio member of all committees, also appoints a
number of ad hoc committees.
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OFFICE HOURS

The instructor is required to maintain and post the hours during which a student can
visit. The office hours of each instructor are to be posted outside the instructors' office
door. These hours are to be included in the course syllabus and a copy filed with the
Vice-President for Academic Affairs.

PARTICIPATION IN SCHOLASTIC MEET

During the month of April, the Office of Student Affairs sponsors an annual high school
scholastic competition called the "Scholastic Meet". Test material faculty generate will
be given to high school students competing for first, second, and third place finishes in
individual and school competitions. First place finishers advance to state competition.
All faculty are expected to participate in this annual event in either administering tests or
in other capacities.
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SECTION VIII: ADJUCNT/ASSOCIATE FACULTY POLICIES
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The following policies and procedures are taken from the CASC Adjunct Faculty
Handbook.

Welcome to CASC. We are very proud of the quality of instruction in the College.
Adjunct faculty at CASC contributes to the quality of our instructional programs. Adjunct
faculty consist of individuals with combination of degree credentials, graduate level
course-work, and professional experiences that qualifies them for providing specific
supplemental instruction in one of our programs. An adjunct faculty appointment is
typically made for the purpose of offering a section of a particular course in a particular
term. Each division in the College maintains an active pool of potential adjunct faculty.
Each term the division chairpersons are responsible for matching supplemental College
instructional needs to adjunct faculty whose qualifications meet necessary
requirements.

Adjunct faculty provides vital services to our instructional programs and often brings
substantive experiences that add tone and texture to our professional development.

All instructors share certain responsibilities. Responsibilities include, but are not limited
to, meeting classes at scheduled times, being prepared, cooperating with evaluation
procedures, signing all needed employment papers, signing time sheets for payroll, and
putting the students first.

Faculty Evaluation

Evaluations of the instructors are administered strictly to improve teacher performance
and effectiveness. Student evaluations, self-evaluation, and supervisor evaluations of
the faculty comprise the total evaluation model and are completed during the fall
semester. Adjunct faculty is evaluated in a minimum of one class during the fall
semester. The class to be evaluated is selected by the division chair. To ensure
quality, any instructor at CASC is subject to classroom evaluation at any time.

Issues and Events that Precede the Term

Course Organization
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Each course in the curriculum has an identified content expectation. The
documents specifying the curriculum content guidelines are on deposit in the Office of
Academic Affairs. Please secure a copy of the document related to the course taught.
Input from adjunct faculty on the appropriateness of basic course materials is always
welcome.

Adjunct faculty normally derives a specific course organization by utilizing not
only the course text, but also other materials available from the divisions. These
materials include course syllabi and handouts. Adjunct faculty generally should consult
with regular faculty who has prior experience with the course to resolve questions that
arise about course details. Check with each division chairperson to see if that division
has any specific expectations or requirements that adjunct faculty is expected to follow.

Adjunct faculty must submit their course syllabi to the division chairperson. The
division chairperson may ask for copies of the examinations, assignments, and other
materials adjunct faculty may use.

All faculty, including adjunct faculty, are expected to provide students with a
course syllabus outlining for the student both course organization and instructor
expectations. It is advisable to articul ate
submissions, make-up tests, academic integrity, and office hours and location.

It is important for instructors to provide students with ample feedback as to their
progress during the term. In particular, this means sufficient graded exercises so that
students know their standing in the course prior to the published college drop date
(shortly after mid-term; the exact date is given in the term schedule of courses. See the
section on fAwithdrawal so under the topic head

Room Assignments

Room changes can be made only through the formal room assignment process.
Classrooms that appear to be empty during a specific time period may actually be on
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reserve for other uses. An instructor must not move a class unless a formal request to
do so has been processed through the division chairperson. Chairs and desks are
placed in each classroom according to the fire code room capacity. Problems with
classrooms or instructional support equipment should be reported to the division office.

Student Grading

CASC uses the following grades A, B, C, D, and F. Not figured in GPA are: AW
(Administrative Withdrawal), | (Incomplete), W (Withdrawal), P/F (Pass or Fail), and AU
(Audit). Mapping letter grades to a numeric scale is an instructor prerogative. Itis
important for the students to understand how the instructor arrived at his or her grade
and how it corresponds to letter grades. Therefore, it is important to emphasize this
process during the initial class meeting and to include it in the course syllabus. The
Coll ege applies Aquality pointso to grades (4
for D, and O for F) and maintains a grade point average for each student. Viking Alerts
are mailed out at any given time after the second week of each semester.

Excessive Absences

An instructor is no longer permitted to drop a student when too many class periods have

been missedto successfull y pass the course. The | ast day
point of the course or semester. For example, during a traditional semester based

course (16 weeks), the last day to drop is at the end of the twelfth week. For classes

meeting eight Saturdays, the last day to drop would be the sixth Saturday. Note: if a

student identified as a veteran misses one class period, contact V.A. Coordinator Dee

Ann Dickerson immediately.

Office Hours

Every instructor is required to set aside time to be available to individual students
who wish to meet regarding class issues. Adjunct faculty are provided with office space
near the division office that may be used for that purpose. Adjunct offices are shared
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with other adjunct faculty. Please check with the Division Chair concerning
appropriated/available office space.

Available Division Services

Copying services, materials and supplies are available through the division office
to support class instruction. Copying services are also available through the mailroom
located in Johnson Hall.

Student Services

A wide range of student services is available at CASC through the Office of Student
Affairs. A student can always be referred to this office or to an academic advisor if a
difficult question regarding student services is voiced. General course support services
in the form of peer tutors, test preparation workshops, study seminars, reading/writing
assistance, and the like are provided through Student Support Services. SSSis a
federally funded program designed to include a series of academic and personal
support systems to assist students in goal setting. The program includes group tutoring,
academic advisement, study skills development; personal counseling services;
individual counseling; financial aid information; and referrals to appropriate campus and
community

Class Cancellation

Students will be informed of class cancellations and given time to change their
schedules accordingly. Generally, the instructor is made aware prior to the first day of
class of the enrollment numbers. It is the responsibility of the instructor to meet the first
day of scheduled classes and advise them of low enrollment numbers.

Classes may be cancelled because of low enrollment or other reasons. The instructor
will receive official notice of class cancellation by the Vice-President for Academic
Affairs. The Admissions Office will officially drop a student from a canceled class with
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no tuition incurred. Although no action is required of the student to drop a cancelled
class, it is the responsibility of the student to add an additional class or section.

Contesting Grades

Students may also protest a grade. One of the functions of the Academic Affairs

Committee is to provide an opportunity for students to challenge a final grade, provided

that a solution cannot be reached through proper academic channels. Appeals for this
purpose must be made within 90 days after the
Office. Appeals should be directed to the Office of Academic Affairs.
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SECTION IX:
FORMS
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PTAACCEPTANCE FORM

, Wish to accept / decline (circle one) the

admission position offered to me by the Carl Albert State College Department of
Physical Therapist Assistant Education for the 2009 Fall PTA Admission.

| understand that | must return this acceptance form to the CASC
Department of Physical Therapist Assistant Education. This form
must be received in the PTA office by Tuesday, March 24, 2009
and | must pre-enroll during designated enrollment dates March
23rd ~ April 3" or the position will be given to an alternate.
Enrollment is from 1:00 p.m. ending at various times. You are
encouraged to enroll early if you need general education classes.

| also understand my admission to the PTA program is
conditional upon my achieving and maintaining a retention GPA
(grade point average) of 2.0 or higher at the end of the summer
2009 semester.

Reci pientds Name

Home Address

City, State

Zip Code

Home Phone Number

Date

RETURN TO:

Attn: Department of PTA Education
Carl Albert State College

1507 S. McKenna

Poteau, OK 74953
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PTAACCEPTANCE FORM (ALTERNATES)

l, , Wish to accept / decline (circle one) the
alternate position offered to me by the Carl Albert State College Department of Physical
Therapist Assistant Education for the 2009 Fall PTA Admission.

U lunderstand that | must return this acceptance form to the CASC
Department of Physical Therapist Assistant Education. This form
must be received in the PTA office by Tuesday, March 24, 2009
and | must pre-enroll during designated enrollment dates in April
or the position will be given to the next alternate.

U lalsounderstand my admission to the PTA program is
conditional upon my achieving and maintaining a retention GPA
(grade point average) of 2.0 or higher at the end of the summer
2009 semester.

Reci pientds Name

Home Address

City, State Zip Code

Home Phone Number

Date

RETURN TO: Attn: Department of PTA Education
Carl Albert State College
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1507 S. McKenna
Poteau, OK 74953

March 13, 2009

Dear:

CONGRATULATIONS! You have been selected for admission to the Associate in
Applied Science in PTA program at Carl Albert State College. Admission to the PTA
program is contingent upon your maintaining a retention grade point average (GPA) of
2.0 or higher at the completion of the summer 2009 semester. You need to do the
following:

x Return the completed PTA Acceptance Form to the PTA Office in Poteau no
later than_Tuesday, March 24, 2009. If we have not received the completed
acceptance form by this date, your space in the class will be granted to an
alternate.

x Return the completed Health Survey Form with the PTA Acceptance Form.

x  Pre-enroll for the PTA program during the designated pre-enroliment period of
March 23, - April 3, 2009. Enrollment times begin at 1:00 with ending times
varying. If this is your first time to attend CASC, please go to the Admissions
Office before enrolling to complete any necessary paperwork. When you
come to the PTA Office for your actual enroliment, please identify yourself as
a student admitted to the program.

Welcome to the PTA Program! You will be hearing from us again regarding other
requirements needed for the program. If you have questions, please feel free to contact
the Division of Health Science at 918-647-1355.

Sincerely,

Bill Carroll, MPT

Director

Department of PTA Education
BC:JW

Enclosures
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CARL ALBERT STATE COLLEGE
DEPARTMENT OF PHYSICAL THERAPIST ASSISTANT EDUCATION
EVALUATION OF FACULTY DEVELOPMENT

Name of Faculty Member

Area of Development

Method of Development (CAI, Seminar, Journal Articles etc.)

Date Activity Began Date Activity Completed

Title of Activity (if journal/book reviews, provide bibliography). Attach separate
sheet if necessary.

This development activity met my expectations.

1 2 3 4 5
Highly Disagree Neutral Agree Highly
Disagree
Agree
Explain:

This development activity will benefit the PTA education program.

1 2 3 4 5
Highly Disagree Neutral Agree Highly
Disagree
Agree
Explain:
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CARL ALBERT STATE COLLEGE
DEPARTMENT OF PHYSICAL THERAPIST ASSISTANT EDUCATION
FACULTY DEVELOPMENT PLAN

Implemented By:  Director, Physical Therapist Assistant Education

Instruments Needed (completed):
PTA Administered Forms:

1. PTA Faculty Self-Assessment

2. PTA Peer Evaluation

3. Clinical Evaluation Tool: Academic Program Strengths and Weakness
Sections

4. PTA Faculty Development Plan

5. PTA Department Evaluation of Development Activity

6. Program and Course Objectives

College Administered Forms:

1. Student Evaluation of Instructor

2. Faculty Self Appraisal

3. Supervisor Evaluation of Instructor
4. Student Appraisal of Advisement

Instructions:

At the request of the Director, the faculty member should collect all appropriate
evaluation for ms. The faculty member shoul d
Devel opment o form and meet with the Director/
development activities. When the development activity has been accomplished the

faculty member should complete the APTA Depar
Activityo form and then meet with the Directo
development activity has met the needs of the program.

See flow chart on next page:
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CARL ALBERT STATE COLLEGE

DEPARTMENT OF PHYSICAL THERAPIST ASSISTANT EDUCATION
FACULTY DEVELOPMENT PLAN

PTA Department
Administered

l

PTA Faculty Self-
Assessment

(Form)

(FLOW CHART)

PTA Peer
Evaluation

(Form)

Clinical Evaluation
Tool: Academic
Program
Strengths and
Weakness Section

Continue

Development

No

\ 4

Development Need

\ 4

Program and Course
Objectives

A\ 4

A

PTA Faculty
Development Plan
(form)

A\ 4

Meeting with PTA
Director/Division Chair

\ 4

Development Activity

\ 4

PTA Department
Evaluation of
Development Activity
(form)

A\ 4

A

Development Activity
Meet Expectations and
is Beneficial?

College

Administered

l

Student Evaluation

of Instructor
(Form)

Faculty Self Appraisal
(Form)

Supervisor Evaluation

of Instructor

(Form)

Student Appraisal of

Yes

Advisement

(Form)

Implement

v

Development
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