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Purpose

This handbook is designed to serve as a reference for all members of the Education Externship Team:  the Supervising SLP, the Graduate Student Clinician, and the Educational Externship Coordinator.  The roles of each member of the triad are described, and the requirements of the Education Externship, with suggested timelines for completion, are included. Examples of all forms are included in the appendices of this manual.

An electronic copy of this handbook can be found on the Department of Speech, Language, and Hearing Sciences website: http://www.purdue.edu/hhs/slhs/. 
































































OVERVIEW & GENERAL INFORMATION

SLHS 64800, the practicum experience in a public school (Education Externship),
is arranged and coordinated by the Department of Speech, Language, and Hearing Sciences (SLHS). Graduate students who wish to receive speech-language pathology clinical training in preparation for working with school-age children should consider this externship when planning a course of study.  Students who wish to do Educational Externships are required to successfully complete SLHS 54400 School Clinical Methods prior to their externships

General Information: 

1. During each semester of the graduate program, students are asked to provide the Department of SLHS Educational Externship Coordinator with information to be used in planning the Education Externship.  

2. If a student is following the typical two-year plan of study, the Education Externship will occur during the last ten weeks of the final spring semester. The approximate time period for spring placements is late February through early May.  Some students may encounter circumstances that require the Education Externship to occur during the fall semester.  Placements for the Education Externship cannot occur during the summer.

3. To be eligible for this placement, the following criteria must be met: 

Coursework requirements- Prior to Education Externship placement, students are	 required to have completed the following graduate courses: Speech Disorders in Children, Language Disorders in Children, and School Clinical Methods.  All SLHS clinical program core classes must be taken either prior to, or simultaneously with the Education Externship.

Clinical experience requirements- Prior to Education Externship placement, students 
must have had at least 2 semesters of clinical assignments working with children, 
earning a minimum of 50 clinical hours (75 preferred) with grades of "B" or better and no
‘U’s (Unsatisfactories) on the Clinical Skills Evaluation Form (CSCF).

4. To successfully complete this externship, a student must be given a final grade of B or better by his/her SLHS 64800 Teacher or Record and a “Satisfactory” in all “Professional Protocol Behaviors”. A student’s final grade will be lowered if she/he receives a SLHS Professional Infraction Notice or a College of Education Form D-2 (i.e., disposition assessment form).

5. 	Exemplary professional behavior is both expected and required. Failure to comply with the Purdue Professionalism Agreement will result in a SLHS Professional Infraction Notice. In the case of a significant breach of professionalism, a student may immediately be terminated from his/her placement and may not be eligible to complete that or another Educational Externship.

Role of the Educational Externship Coordinator

The Educational Externship Coordinator will communicate with the Supervising SLP and Student Clinician during the Education Externship to discuss on-going progress.  A series of conference calls, emails, and submission of documents will be used to ensure expected progress.  Site visits will be arranged on an as needed basis at the discretion of the Supervising SLP, Student Clinician, or Educational Externship Coordinator. 

The Educational Externship Coordinator should be contacted if any questions or concerns arise at any time during the Externship.  She/he will recommend the final grade based on   
1) the mid-term & final evaluations completed by the Supervising SLP, 2) the ongoing input received from the Supervising SLP, and 3) completion of required assignments by the Student Clinician.  The Student Clinician is required to complete the following assignments for the Educational Externship Coordinator to review and evaluate. All PHI should be removed before submitting.

	At least one lesson plan for an on-going speech or language therapy session.
	At least one progress report, approved by the Supervising SLP
	One Educational Evaluation Report, approved by the Supervising SLP
	One IEP, approved by the Supervising SLP
· Two projects







Educational Externship Supervisor Checklist of Expectations
Supervising SLPs are Master’s level Speech-Language Pathologists who maintain their CCCSLP (ASHA) and are currently employed in a school setting. The individual differences of school settings and personal styles of organizing and managing school programs are respected. Therefore, the role of the Supervising SLP is defined by basic requirements but is expanded and modified to accommodate various types of school programs and areas of service delivery. This document identifies the supervising SLP, the student, and the facility. It also briefly describes the expectations for the supervising SLP which cannot be modified. Your signature on this document indicates you have received and reviewed the Educational Externship Handbook and you understand and agree to the basic expectations identified below.  

	Supervising SLP:
	
	Student:
	

	Facility:
	
	Start Date:
	

	Principal:
	
	End Date:
	



The Supervising SLP must: 
	1.
	
	Maintain CCC-SLP at initiation of, and throughout the Education Externship.

	2.
	
	Verify the completion of continuing education in clinical supervision as required by ASHA.
(Your signature on this document indicates you have completed the required CEUs)

	
	
	

	3.
	
	Provide on-site supervision throughout the Education Externship. Initial supervision of 90-100% is expected with supervision tapering as student gains independence.  While ASHA requires a minimum support of 25%, SLHS encourages an average of 50% of hours supervised. 

	
	
	

	4.
	
	Orient the student to the facility/school routine and provide any policy/administrative material concerning school operations to include a faculty handbook for reference.

	
	
	

	5.
	
	Notify the building level principal of the supervising SLP’s commitment to provide clinical education for the assigned student.

	
	
	

	6.
	
	Provide written and/or verbal feedback to the students on a weekly basis.

	7.
	
	Update licensure and certification information in SLHS’s information tracking system, Calipso.

	8.
	
	Utilize Calipso for all Mid-term and Final evaluations and review the evaluations with students. 

	9.
	
	Monitor and approve clinical hours submitted by students weekly and ensure that hours submitted are direct contact hours only.

	
	
	

	10.
	
	Communicate with the Educational Externship Coordinator. 



The Supervising SLP is encouraged to: 
a. Follow the suggested general outline of assignments/experiences detailed in the Educational Externship Handbook. 
b. Accept the Student Clinician as a colleague-in-training. Include him/her in as many of your daily responsibilities as possible. 
c. Consider the Student Clinician as a member of the school faculty. Introduce him/her to school staff, include him/her in meetings, and encourage participation in extracurricular activities. 





	Supervising SLP Signature
	
	Date




FOR THE SUPERVISING SLP AND EDUCATION EXTERN

Suggested General Components and Timeline
For the Education Externship Experience


Prior to Week One:
· Supervising SLP: Complete steps 1 to 7 of Calipso instructions for Clinical Supervisors


Week One: 
· Supervising SLP: Student Orientation
· Introduce the Student Clinician to the faculty and staff of your school. 
· Provide information about the school’s programs, facility layout, daily schedules, and school calendar.  
· Include any pertinent information about risk management and safety procedures.  
· Make sure that the Student Clinician is familiar with all child protection policies and procedures.
· Share any school corporation’s forms that will be used for evaluation reports, IEP development, progress reports, etc.  
· Supervising SLP: Supervision and Assignments
· Have the Student Clinician observe you working with your caseload.
· Have the Student Clinician read student files and research low incidence disorders.  
· Verify that you have access to Calipso, the web-based application for externship data management. (see appendix of this manual for Calipso Instructions).
· Complete Week One requirements on Calipso (upload schedule and licenses).
· Supervising SLP and Student Clinician
· Review all assignment due dates with the Supervising SLP
· Discuss which type of supervisory style best fits the Student Clinician’s learning style. Adjust the style as needed over the course of the externship. Student Clinicians typically appreciate both written and verbal feedback. Do not be afraid to ask for more or a different type of feedback.
· Discuss and determine two projects that the Education Extern will complete. The projects must be things above what the Student Clinician would normally be expected to do.
· Suggested projects include: 
· Develop a bulletin board for the “Speech Therapy Room” or school. 
· Present an in-service activity for either a school faculty meeting or a meeting of the Parent-Teacher Organization. 
· Schedule a meeting with the school principal to get acquainted and discuss her/his thoughts/concerns about education and special education services. 
· Develop and implement a collaborative therapy activity with a classroom teacher. 
· Develop and provide a speech and/or language stimulation activity in a regular education classroom. 
· Put together summer home work packets.
· Organize the Supervising SLP’s materials
· Write a grant
· Activities which do not meet this criterion are those things which the Student Clinician would routinely do in the course of a day (e.g., develop specific materials or activities to be used in S/L therapy). The Student Clinician is highly encouraged to observe the different models of school service delivery that are provided in the Supervising SLP’s corporation or another corporation (e.g., preschool, high/middle school, life skills room). An observation does NOT count as a project. 
· Student Clinician
· Log your hours weekly.  For ASHA certification, record hours as you have done in other clinic practica: For example, 15 hours, child articulation therapy; 10 hours, child speech diagnostics.  Hours should be entered into the online system weekly for verification by the Supervising SLP and Educational Externship Coordinator.  Clients aged 18 or older are considered adults. A general goal for hours to be attained in this experience is approximately 120 hours of therapy/diagnostics.  Individual settings may result in some variation. If significantly fewer hours are expected, notify and discuss the situation with both the Supervising SLP and the Educational Externship Coordinator.  
· Review all disorder categories and project hours (specific to areas) in which you need experience.  Share this information with your Supervising SLP and make plans for you to earn needed hours.  
· Complete the Weekly School Schedule form and upload to Calipso. The information on this form will be used throughout the externship to facilitate university-school contact.


Weeks Two-Three:
Student Clinician begins working directly with students under the supervision of the Supervising SLP.  The amount of time and exact implementation procedure is at the discretion of the Supervising SLP. That is, many Supervising SLPs gradually transition the Student Clinician into taking over therapy sessions. Typically, the Student Clinician observes for about 1 week and then gradually assumes the caseload over the next 1-2 weeks. The Student Clinician should log all direct therapy and/or diagnostic hours weekly in Calipso.  The Supervising SLP should provide the Student Clinician with verbal and/or written feedback regarding his/her performance. 


Weeks Four-Five:
Student Clinicians are typically seeing all of the caseload by this week.  In some cases, the transition may still be underway, but is nearly complete.  
· Student Clinician 
· If you have not already discussed your progress with the Supervising SLP, request to do so during your MID-TERM EVALUATION.  
· If you have not yet identified a client for the evaluation and IEP writing assignment, do so now.  The IEP should be written, with your Supervising SLP’s assistance, on the school corporation’s IEP software program (e.g., IIEP).  
· Project your clinical hours for the remaining weeks to ensure that you will meet the minimum requirements.  
· Supervising SLP
· Complete Week Four requirements: Clinical Skills Midterm Evaluation in Calipso
· Concerns should be discussed with the Student Clinician and with the Educational Externship Coordinator. Students are not required to complete a mid-term evaluation.  
Week Six:
Student Clinician continues to gain independence with caseload management. 
· Supervising SLP and Education Extern
· Complete Week Six requirements: uploaded to Calipso (Project One and Lesson Plan)


Weeks Six-Seven:
Student Clinician continues to see caseload and participate in other related activities (such as Placement Conferences, IEP review meetings, School Faculty Meetings). Continuous feedback should be provided to the Student Clinician.  Progress on all projects should be monitored. Concerns should be discussed with the Student Clinician and with the Educational Externship Coordinator.  


Week Eight:
· Supervising SLP
· Give your student clinician a list of skills that she/he must demonstrate at a higher level in order to earn a grade of A or B. 
· Supervising SLP and Education Extern
· Complete Week Eight requirements: Upload to Calipso (Education Evaluation Report and IEP)


Week Nine:
· Student Clinician
·  Schedule a time for your final evaluation with the Supervising SLP
· Make sure all projects are completed and have been reviewed by the Supervising SLP and Educational Externship Coordinator


Week Ten:
· Complete Week Ten requirements
· Student Clinician
· Educational Externship Survey and ASHA Site Supervisor Survey (Links to be sent by Educational Externship Coordinator); Project Two uploaded to Calipso.
· All requirements are on the checklist
· Return all materials, books, and/or equipment belonging to the Supervising SLP and/or the school corporation.     
· Supervising SLP
·  Clinical Skills Final Evaluation in Calipso




















  COLLEGE OF EDUCATION

 Professionalism Agreement 
During my field experiences, I am a guest at the school site or other educational or community setting. I understand that my task is to learn so that I can become a more effective educational professional. I agree to abide by the specific institutional values and policies as well as highest standards of professionalism at all times. 

I agree to maintain professional, legal, and ethical conduct at all times. I will respect the privacy of children, families, and school personnel and protect the confidentiality of confidential academic or personal information that I encounter. 

I agree to be on site when and where I am expected. In the event that I cannot attend or will be late, I will follow proper notification procedures to let the appropriate individuals know in advance. 

I agree to maintain a professional demeanor and appearance, in accordance with the standards of the site where I am placed. 

I agree to complete my assigned tasks, duties, and responsibilities on time. 

I agree to interact and communicate in a positive and professional manner with students, peers, school and university personnel, and others. I will avoid bias, prejudice, or lack of fairness toward individuals or groups of people. 

I agree to remain committed to student learning at all times. I will not make offensive or demeaning comments about students/participants or their abilities to learn or about teachers or their abilities to teach. 

I agree to remain committed to improving my own instructional practices and teaching activities. I will remain flexible and open to feedback from others. 

I agree to demonstrate commitment to my field of study and to the teaching profession. 

I understand that failure to comply with this agreement may result in the execution of a disposition assessment form (Form D-2) and/or placement termination. The accumulation of three disposition assessment forms will result in a disciplinary review that may result in removal from the teacher education program. 

_____________________________________ ____________________ 
Course Instructor (printed) Course 

_____________________________________ _____________________ 
Signature of Candidate Date 





College of Education

 


FAQs





Frequently Asked Questions About the Education Externship


Q.  	Is the Education Externship a requirement for attaining the MS-SLP degree in the Department of Speech, Language, and Hearing Sciences?
A.  	No, you are not required to complete an Education Externship.  The experience is recommended to prepare you for working with school age children with communication disorders, and to help you understand and learn about the professional role of the speech-language pathologist in a school setting.  Completion of the Education Externship is required for school licensure in most, but not all, states.

Q.	Can I complete my Education Externship in another state?
A. Yes, all that is required is a contract between Purdue and your ed extern’s school corporation.


Q.	Can I complete my Education Externship back in my hometown?
A.	Quite possibly.  The university coordinator will contact your hometown special education director to see if any SLPs with their CCCs are available and willing. You should have a backup plan (e.g., another city close to your hometown) in case no one is available.


Q.	What are my chances of being placed in the Lafayette area?
A.	Only fair. There are always many more students who request being placed in Tippecanoe County than there are available SLPs.


Q.	Who gets priority regarding local placements?
A.	Priority is given to students who have children, health concerns, and lack of transportation.


Q.	For how many course credits of SLHS 64800 should I register? 
A.	You must register for 6 credits.

Q. 	Who assigns my final grade?
A.	You final grade is assigned by the 64800 teacher of record (Tamar Greenwell).



Attendance Policy
ATTENDANCE IS REQUIRED FOR TEN INSTRUCTIONAL WEEKS (Full time). SLHS’s official policy is based on IDOE requirements that all missed days need to be made up; however, SLHS is given some flexibility. With permission from the Supervising SLP and the Educational Externship Coordinator, a maximum of one day may be missed given a valid excuse (illness, professional development). All other missed days, no matter what the reason, must be made up.









All absences should be reported via email to the Educational Externship Coordinator and noted in Calipso when logging therapy hours for the week. In your email, indicate how the day will be made up.  


Unexcused absences can be made up by:
· extending your externship by additional day(s)
· observing or working with another CCC-SLP over your spring/fall break


I have listed common scenarios which hopefully will answer most questions. Email me if your situation is different. 
· You want to go to ISHA or another conference/workshop.
· Answer: You may not need to make up day(s) if your absence is pre-approved by your school and university SLPs and if you have not missed more than one other day. 
· You are sick or someone dies in your family.	
· Answer: You do not need to make up day(s) if your absence is approved by your school and university SLPs and if you have not missed many other days. 
· There is a snow day or a planned school vacation such as spring break.
· Answer: You do not need to make up the day 
· The school is holding a professional development day for teachers/ SLPs.
· Answer: You need to attend with your SLP or observe or work with another SLP or teacher.
· You have personal business (e.g., wedding, sick child or family member, taking Praxis, CF interview).
· Answer: All days must be made up.
· Your SLP is going to be out of the building (e.g., is sick, has a doctor’s appointment). 
· Answer: It is OK for you to stay and do therapy only if you and she/he are completely comfortable with the idea. Usually Ed Externs don’t do this until about the 6th week or so. Your Supervising SLP needs to consider liability issues and make sure the building principal is ok with the plan. ASHA says that supervisors need to observe 25% of your sessions over the course of your clients’ treatment. ASHA does not say that supervisors need to be onsite. If you or your school slp is not comfortable with you doing therapy while she is out of the office, you may do observations in or out of that building. You may also work (not observe) with another SLP who has her/his CCCs. You can count these hours as clock hours.   


**Note: Observing another therapist or observing in an academic or resource classroom is not considered an absence and does not need to be made-up. The SLP or teacher you observe does not have to have her CCCs.






How does one get licensed to work in a school in the state of Indiana?

· For school practice you need 2 licenses
· 1 license is issued by the IPLA’s SLPA Board
· 1 license is issued by the IDOE’ Division of Professional Standards

· Step 1:  Finish graduate school. I will notify the Purdue College of Education’s Office of Professional Preparation and Licensure (OPPL) that you are a “Program Completer”  (i.e., you successfully completed a school methods class and a student teaching experience (i.e., educational externship)).
· Step 2: Get a school job. 
· Step 3: Register with ASHA as a Clinical Fellow. ASHA’s website has all the necessary information regarding process and forms. 
· Step 4: Register with the Indiana Professional Licensing Agency (IPLA).  Mail completed APPLICATION FOR REGISTRATION FOR SPEECH-LANGUAGE PATHOLOGY AND AUDIOLOGY CLINICAL FELLOWSHIP YEAR to the IPLA with:
·  Website:    http://www.in.gov/pla/speech.htm
· $50 fee
· Photograph taken within 8 weeks of the submission of the application
· Official transcript issued by Purdue or a letter from Purdue which indicates that all requirements have been completed and the date you will graduate.
· It is possible to start your job before actually graduating. In such a case, you must submit a letter from Purdue that says that all requirements have been completed and lists the date you will graduate. This replaces the official transcript. Contact Vicki Black if you are in this position. The SLHS Graduate Chair (currently Amanda Seidl, Ph.D.) will sign the letter. 

CF Information:  
· You may not begin your CF until your IPLA application has been approved and your registration number has been issued.
· The clinical fellowship may not exceed a maximum period of 18 consecutive months. The CF shall consist of 9 months full-time employment or its equivalent. A CF of fewer than 15 hours per week will not fulfill any part of the supervised experience requirement.
· Registered clinical fellows who fail to complete their requirements within the allotted 18 months must apply for a new CF registration and the experience hours earned during the initial 18-month period will not count toward the requirements for licensure.

· Step 5: Upon completion of your CF, apply for:
· ASHA certification http://www.asha.org/Certification/SLPCertification.htm 
· IN Speech-Language Pathology license http://wwwla/speech.h.in.gov/ptm
· IN DOE Original Rules 2002 Communications Disorders (SLP) license http://www.doe.in.gov/licensing 





State Licensure Requirements and Contact Information
http://www.asha.org/advocacy/state/
About state contacts and licensure information.
	Alabama 
Alaska 
Arizona 
Arkansas 
California
Colorado 
Connecticut
Delaware 
District of Columbia 
Florida 
Georgia
	Hawaii
Idaho 
Illinois
Indiana 
Iowa 
Kansas 
Kentucky
Louisiana 
Maine 
Maryland 
Massachusetts
Michigan
	Minnesota 
Mississippi 
Missouri 
Montana 
Nebraska 
Nevada 
New Hampshire 
New Jersey
New Mexico
New York
North Carolina
North Dakota
	Ohio
Oklahoma 
Oregon 
Pennsylvania 
Rhode Island 
South Carolina 
South Dakota 
Tennessee
Texas 
Utah
Vermont
	Virginia 
Washington 
West Virginia 
Wisconsin
Wyoming

U.S. Territories

Overseas Association of Communication Sciences 
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Forms and Document Checklist

The following forms must be completed and submitted to your Calipso during your educational externship.  It is important that you submit them no later than the end of the week indicated.  Your final grade cannot be given until all forms have been submitted and reviewed.


Pre-Externship
1. Complete Supervisor Registration on Calipso Steps 1-7. 


Week One – Schedule form to be completed and licensure uploaded
1. Educational Extern Schedule - to be filled out by Student Clinician and uploaded to Calipso.  
  

Week Four – Midterm Evaluation Forms: 
1. Clinical Skill Midterm Evaluation in Calipso


Week Six: 
1. Project one uploaded to Calipso
2. Lesson Plan uploaded to Calipso


Week Eight - 
1. Education Evaluation Report uploaded to Calipso
2. IEP uploaded to Calipso


Week Ten:
1. Student Clinician 
· Educational Externship Survey link to be sent
· Site Supervisor Survey link to be sent
· Project two uploaded to Calipso
2. Supervising SLP:
· Clinical Skills Final Evaluation in Calipso

Education Extern Schedule	Semester_____________________

STUDENT INFORMATION:

Name  	
Address where you will be living during your educational externship
	
Cell Phone ________________________ Email Address_______________________________
SUPERVISING SLP INFORMATION:  
Name:	
Cell Phone ________________________Email Address_______________________________	
ASHA certification number:  	
State license number: 	
School Corporation/COOP (NOT INDIVIDUAL SCHOOLS- LIST THOSE BELOW)	 
	
School Assignments:
1. 		Phone 	
2. 		Phone 	
3. 		Phone 	
4. 		Phone 	

Weekly Schedule - list the school’s name(s) and specific hours you are in the building(s):  
Monday AM 		PM 	
Tuesday AM 		PM 	
Wednesday AM 		PM 	
Thursday AM PM 	
Friday AM 		PM 	
Fall/Spring Break Dates: 		
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Off Campus Placement Evaluation

All sites are evaluated based on the student’s experience. A rating of Strongly Disagree, Disagree, Neutral, Agree, and Strongly Agree is selected for each of the statements below. 

Overall
1. This practicum experience met my training goals and interests
2. This practicum experience met expectations regarding clinical population, workload, and documentation
3. The site furthered my efforts to achieve my professional goals
4. The site provided a reasonable balance between direct clinical contact hours vs related clinical responsibilities
5. There were opportunities to discuss the process of ethical decision making
6. Evidence-based clinical practice was utilized
7. In general, I felt welcomed at this site
8. I felt prepared to meet the challenges and expectations of this practicum site
9. I would recommend that this site be used for future practicum placements

The practicum site provided adequate:
1. Supervision by clinical supervisor
2. Training and orientation
3. Physical facilities and work space
4. Equipment and materials to engage in effective service delivery
5. Administrative/clerical support

The Practicum site allowed appropriate opportunities for:
1. Diagnostic experience
2. Treatment
3. Client and family interactions
4. Interactions with other professionals
5. Interactions with culturally and linguistically diversified populations
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4 CALIPSO A
cal o INSTRUCTIONS FOR
CLINICAL SUPERVISORS

\ https://www.calipselient.com/purdue )

Step 1: Register as a Supervisor on CALIPSO

(Clinical Assessment of Learning, Inventory of Performance, and Streamlined Office-Operations)

o Before registering, have available your 1) PIN provided by the Clinical Coordinator, 2) ASHA card,
3) state licensure card, and 4) teacher certification information if applicable. If possible, have
available scanned copies of your certification and licensure cards for upload during the registration
process.

Go to https://www.calipsoclient.com/purdue

Click on the “Supervisor” registration link located below the login button.

Complete the requested information and click “Register.”

On the following screen, again complete the requested information and click “Save” at the bottom of
the page. A “Registration Complete” message will be displayed and you will automatically be
logged into CALIPSO.

[ Step 2: Login to CALIPSO ]

e For subsequent logins, go to https://www.calipsoclient.com/purdue, and login to CALIPSO using
your 8-digit ASHA number and password that you created for yourself during the registration
process (Step 1).

[ Step 3: Select Supervisee / Student ]

Locate “Change class to:” and select from the drop-down menu the appropriate class
Click “Change.”

Click on “Student Information”

Locate “Add Student of Interest” and select your student from the drop-down menu.
Click “Add.”









CALIPSO 

INSTRUCTIONS FOR 

CLINICAL SUPERVISORS 

Before registering, have available your 1) PIN provided by the Clinical Coordinator, 2) ASHA card,

3)state licensure card, and 4) teacher certification information if applicable.  If possible, have

available scanned copies of your certification and licensure cards for upload during the registration

process.

Go to https://www.calipsoclient.com/purdue

Click on the “Supervisor” registration link located below the login button.

Complete the requested information and click “Register.”

On the following screen, again complete the requested information and click “Save” at the bottom of

the page.  A “Registration Complete” message will be displayed and you will automatically be

logged into CALIPSO. 

For subsequent logins, go to https://www.calipsoclient.com/purdue, and login to CALIPSO using

your 8-digit ASHA number and 

password that you created for yourself during the registration

process (Step 1). 

Locate “Change class to:” and select from the drop-down menu the appropriate class

Click “Change.”

Click on “Student Information”

Locate “Add Student of Interest” and select your student from the drop-down menu.

Click “Add.”
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[ Step 4: View Student Clock Hour Records ]

e Click on “Clockhours” then “Experience Record” to view a summary of clock hours obtained and
clock hours needed.

e Students may be required to gain a minimum of (20) hours in the evaluation and treatment of
children and adults for both speech and language disorders which is summarized in the table at the
bottom of the page.

e Please note the student’s Clinical Competency Level (I, II, or III) on the page header if applicable.

e Print/save clock hour record by clicking “Print Experience Record.”

e Click “Student Information” located within the blue stripe to return to the student list.

[ Step 5: View Student Cumulative Evaluation ]

e Click on “Cumulative evaluation” to view a summary of your student’s clinical competency across
the 9 disorder areas.

e Upon completion of the clinical program, students must obtain a competency score set by the
program for all clinical skills listed on the form.

e Please make note of any areas of deficiency (highlighted in orange.)

e Click “Student Information” located within the blue stripe to return to the student list.

[ Step 6: View Student Immunization and Compliance Records ]

e C(Click “Compliance/Immunizations” to view a record of compliance and immunization documents.

e To create a document to save and/or print, click “PDF.”

e An electronic file of the original documents can be accessed, if necessary and if uploaded by the
Clinical Coordinator, by clicking “Files” located within the blue stripe.

e C(Click “Home” located within the blue stripe to return to the home page.
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[ IStep 7: Complete Site Information Form ]

IThis form will take approximately 20 minutes to complete. The bulk of the information requested is
used by the graduate program to maintain their ASHA accreditation. This form only needs to be
completed once unless the requested information changes.

From the home page, click on the “Site Information Forms” link under the Management header.
Click “Add new form.”

Complete the requested information. Click “Save.”

The new site form will post to a table. To finish completing, click on the “Edit” link in the Basic
Info column. Check to see that all of the information is complete, and check the box that states
“Check here to mark this section as complete.”

Continue to complete the remaining 5 sections of the form by clicking on each remaining tab
(Facility/Department/Patient/Student/Miscellaneous) and completing the requested information.
After completing the information in each section, check the box that states “Check here to mark this
section as complete”. Click “Save.”

After all tabs have been completed, click on the “Site Form List” link located near the top of the
page or on the “Site Forms” link located within the blue strip.

If any sections are incomplete, they will be flagged with a red explanation point. To complete those
fields, just click on “edit” and make the necessary changes.

Once each section is assigned a green checkmark, a “Submit” link will display within a column of
the table. Click “Submit” and verify that the status changes to “Submitted.”

To Edit/Update a Submitted Form:

To edit a previously submitted form, simply click the “Copy” link located in the next to the last
column. Edit each section as necessary by clicking on the “Edit” link for the corresponding section,
making changes, and clicking “Save.” Once editing is complete, click “Submit” and verify that the
status changes to “Submitted.” Delete the older version by clicking on the red “X”.

[ Step 8: Upload Files for Student or Clinical Administrator (optional)

The file management feature allows you to upload any type of file (e.g. Word, PDF, JPEG,
audio/video) pertinent to the clinical experience for a specific student.

Select the desired student and then click on the “Clinical Placement” link to upload your own file
and/or view a file uploaded by your student.

First, select a folder by clicking on the folder name or create a new folder or subfolder. To
create a new folder or subfolder, type in desired folder name in the "Add folder" field and press
"create."

Upload a file by pressing the “Browse” button, selecting a file, completing the requested fields, and
clicking "upload." The upload fields will display if you have selected an unrestricted folder. Set the
file permission by choosing “public for student and clinical administrator access or “private” for
clinical administrator access only.

Move files by dragging and dropping from one folder to another.

Delete files by clicking the “delete” button next to the file name. Delete folders by deleting all files
from the folder. Once all the files within the folder have been deleted, a “delete” link will appear to
the right of the folder name.
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[ Step 9: Complete Midterm Evaluation

Login to CALIPSO (step two)

Select the desired “Class” and click “change.”

Click “New evaluation™.

Complete required fields designated with an asterisk and press save.

Continue completing evaluation by scoring all applicable skills across the Big 9 using the provided
scoring method and saving frequently to avoid loss of data.

Once the evaluation is complete, review it with the student. Type his/her name with the
corresponding date as well as your name with the corresponding date located at the bottom of the
page.

Check the “final submission” box located just below the signatures.

Click “save.”

Receive message stating “evaluation recorded.”

Please note: you may edit and save the evaluation as often as you wish until the final submission box
is checked. Once the final submission box is checked and the evaluation saved, the status will
change from “in progress” to “final”. Students will then have access to view the submitted
evaluation when logged into the system.

To view the evaluation, click “Student Information” located within the blue stripe then “evaluations”
located to the right of the student’s name.

[ Step 10: Complete Final Evaluation ]

Login to CALIPSO (step two)

Select the desired “Class” and click “change.”

Click “Student Information” then “evaluations” located to the right of the student’s name.
Identify the evaluation completed at midterm and click on “Make a duplicate of this evaluation.”
The duplicated evaluation will appear in the evaluations list.

Identify the duplicate (noted as “in progress”) and click on the “current evaluation” link highlighted
in blue.

Change “Evaluation type” from midterm to final.

Complete evaluation by changing and/or adding scores for applicable skills across the Big 9 using
the provided scoring method and saving frequently to avoid loss of data.

Once the evaluation is complete, review it with the student. Type his/her name with the
corresponding date as well as your name with the corresponding date located at the bottom of the
page.

Check the “final submission” box located just below the signatures.

Click “save.”

Receive message stating “evaluation recorded.”
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[ Step 11: Approve Clock Hours ]

e At the completion of the rotation or as often as directed, your student will log their clock hours into
CALIPSO.

e An automatically generated e-mail will be sent notifying you that clock hours have been submitted

and are awaiting approval.

Login to CALIPSO (step two.)

Click “clockhour forms pending approval.”

Identify your current student’s record.

Click “View/Edit” in the far right column.

Review hours, making changes if necessary.

Complete the % of time the student was observed while conducting evaluations and providing

treatment.

e Approve clock hours by selecting “yes” beside “Supervisor approval” located at the bottom of the
page.

e C(Click “Save.”

[ Step 12: View Your Supervisory Summary ]

e For an official record of this supervisory experience (past or present), click on the “Supervision
summary” link located under the Management header on the home page.
e Select “Printable view (PDF)” to create a document to save and/or print.

[ Step 13: View Your Supervisory Feedback ]

e At the completion of the rotation, your student will complete a supervisory feedback form in
CALIPSO.

An automatically generated e-mail will be sent stating that you have feedback available to view.
Login to CALIPSO (step two)

Select the desired “Class” and click “change.”

Click “Supervisor feedback forms.”

Click “View/Edit” in the far right column.

[ Step 14: Update Your Information ]

e Update e-mail address changes, name changes, certification expiration dates with corresponding
scanned copies of your card by logging into CALIPSO (step two.)

e C(Click “Update your information.”

e Make changes and click “save” and/or click “Edit licenses and certification.”

e Update information and upload supporting files and click “save” located at the bottom of the screen.
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