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Welcome from the Program Advisors

Dear Disability Services Majors,

We are pleased to welcome you to the Disabilities Services Program. We are excited to support
you on your journey to become a professional disability services provider. It takes special
people with passion, compassion, intelligence, patience, persistence, and dedication to serve in
this field. You will find your career choice to be rewarding, yet challenging and humbling role,
where you can, and will make a difference in the lives of the people with whom you work.

As your program coordinators, we have high expectations for each and every one of you. We
are committed to your success in the DISB program and to preparing professionals who will
serve as strong advocates for children and families. Our main expectations for you are as
follows:

e Read this handbook carefully and refer to it often when you have questions.

e Attend all of your classes. If you have an emergency or are sick, notify your professors
as soon as possible. It is your responsibility to get notes from your classmates and make
up any work missed during your absence.

e Be prepared for classes. Get the required books, read all assignments, and think about
how the material relates to your future as a teacher. Use what you learn from the
readings to be an active participant during your classes. Submit all work on the
day/time it is due.

e Respect yourself, your peers, your colleagues, your professors, and everyone you
encounter in the educational community.

e Think and act like a professional. Practice professional oral and written communication
skills, monitor your social network sites, and begin building your professional attire for
school visits and field experiences.

e Become actively involved in the opportunities afforded to you. Join professional
organizations and volunteer in our local schools, libraries, and service
organizations/agencies.

e Check your IUP e-mail regularly. Professors, Program Coordinators, Field Placement
Directors, Academic Advisors, and others will contact you regarding important
information, dates, and deadlines via e-mail.

Please contact us, your advisors, if you have any concerns and questions as we are both readily
available. We are excited about this program that provides you with so many career choices
upon graduation.

Program Academic Advisor: Program Academic Advisor:
Dr. Joseph Domaracki, Ph. D Dr. Annah L. Hill, D.Ed., CED
212 Davis Hall 215 Davis Hall
724.357.2456 724.357.5682
jwdomara@iup.edu A.LHill@iup.edu



mailto:jwdomara@iup.edu
mailto:A.L.Hill@iup.edu
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Mission Statement

The mission of the Disabilities Services is to prepare professionals to be successful in working
with persons with disabilities and their families in a variety of settings. We endeavor for our
graduates to be caring professionals working toward meeting individual needs and advocating
for individual rights.

Vision Statement
Graduates of the Disability Service Program will:

e Demonstrate a knowledge and understanding of models and theories of typical and
atypical growth and behavior across age groups.

e Demonstrate an understanding of current identification criteria, as well as the legal and
education definitions.

e Demonstrate knowledge of the laws that apply to persons with disabilities

e Demonstrate knowledge and understanding of the impact of a disability or
health/medical issues on the person, their family, neighborhood, school, and other
social networks.

e Be aware of professional literature, resources, and advocacy groups.

e Behave professionally with integrity and in an ethical manner.

e Be dedicated to serve their clients with the understanding that diversity is a strength to
be respected and valued

e Communicate effectively, both orally and in writing, with clients, colleagues, families,
paraprofessionals, related service personnel, administrators, agencies, and the
community

e Serve as ambassadors and spokespersons for the importance of individual rights and
integrity.
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Description of Program

Completion of this multidisciplinary curriculum in educational, social, and natural
sciences prepares graduates to work as professionals serving individuals with
disabilities in a wide array of public and private sector agencies and service providers,
including adult Behavioral and Developmental Health Programs. Students who
complete the program will earn a Bachelor of Science degree and will be prepared for
employment as instructional assistants in public or private schools, as therapeutic staff
support personnel, or in a wide variety of capacities in Behavioral and Developmental
Health Programs, community-based employment/living programs, early intervention
programs, residential treatment programs, preschool/day care programs, and other
agency service providers for individuals with disabilities. Many of our graduates have
used the Disability Services BS as a starting point to pursue a master’'s degree in a related field.

Admission requirements

Admission into the Disability Services program requires a 2.75 GPA.

Graduation Requirements

Qualifications for graduation are the successful completion of the Disability Services Program
course of study, 120 credit hours of course work including the IUP liberal studies requirements,
successful completion of the internship with a B or better and a 2.75 GPA.
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Course of Study

The Disability Service Program is a unique program combining courses from other programs to

create a course of study to prepare the student for a career providing services to a variety of

clients. Upon completion of these courses the student will be prepared to pursue a career

involving infants and toddlers through adults.

The program, also, has elective credits that allow the student to pursue a minor in their chosen

related field. Students moving on to a master’s degree can use these electives to full fill

undergraduate requirements that might not be a part of the Disability Service program.

Because of the high number of electives, it is important for the student to keep track of their

hours. It is possible to get to have completed the required courses but not be eligible to

graduate because you do not have 120 credits. The required 120 credits is not negotiable, you

can have more but not less.

This table lists the required courses in the Disability

Service Program. The table indicates the prerequisites

and the typical semester the class is offered.

Key:
F/S = Fall/Spring
FO = Fall Only

SO = Spring Only
SS =Summerlorll

Course Title Credits Prerequisites Semester(s) Offered
CDFR 218: 3 PSYC 101 F/S
Child Development May be offered in
summer. Consult HDES
Dept. Chair Sarah
Brown at
sarah.brown@iup.edu
CDFR 224 3 PSYC101 F/S May be offered in
Marriage and Family summer. Consult HDES
Relations Dept Chair Sarah
Brown at
sarah.brown@iup.edu
CDFR 310: 3 Grade of C or better in F/S
Child Observation & CDFR 218
Assessment
CDFR 315: 3 Grade of C or better in F usually but may be
Intro to Early Intervention CDFR 218, CDFR 224, and offered in
CDFR 310 Winter or summer.
Consult HDES Dept
Chair Sarah Brown at
DISB 440 1 Dept. Permission; to be SO
taken the spring prior to
internship semester.
EDEX 111: 3 None F/S
Introduction to
Exceptional Persons
EDEX 340: 3 EDEX 111, PSYC 101 FO

Behavior Managementin



mailto:fbowers@iup.edu
mailto:fbowers@iup.edu
mailto:fbowers@iup.edu
mailto:fbowers@iup.edu
mailto:fbowers@iup.edu
mailto:fbowers@iup.edu
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Special Education

EDEX 415: 3 3.0 Undergraduate GPA SO
Preschool Education for
Children with Disabilities
EDEX 458: 3 None FO
Transition for Youth with
Disabilities

EDEX 460: 3 PSYC 101 S, Summer Il
Family Perspectives on
Disability

EDEX 469: 3 Must be a DISB major F,S, SS
Education of Persons with
Emotional, Behavioral
Disorders, Learning
Disabilities, or Brain Injury
EDEX 478: 3 Must be a DISB major F,S,SS
Education of Intellectual
Disabilities, Developmental
Disabilities and
Physical/Multiple

Disabilities
EDEX 493: 12 Following completion of all F,S,SS
Internship/Field Training required course work, and

credit hours; MUST be the

last credits prior to

graduation.

You are allowed to take

CDFR 315 (online) with the

internship.
EDHL 114: 3 None FO
Intro to Deaf and Hard of
Hearing
EDHL 115: 1 None SO
Intro to American Sign
Language

Professional Education Sequence

EDEX 103: 3 None EDEX 103 --S
Special Education
Technology
EDSP 102: 3 PSYC 101 F,S
Educational Psychology
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Liberal Studies Requirements (51 Credits)

The following Liberal Studies Requirements are REQUIRED. For those not listed here, the student may consult a
current copy of the undergraduate catalog and select courses they feel are appropriate for them.

Course Title Credits Prerequisites Semester(s) offered
MATH 101 or Math 217 (Recommended) 3 None F,S,SS
PSYC 101: 3 None F,S,SS
General Psychology

SOC 151: 3 None F,S,SS
Principles of Sociology

HIST 195, 196, 197 3 None F,S,SS
ENGL 101: 4 None F,S,SS
College Writing

ENGL 121: Humanities Literature 3 ENGL 101 F,S,SS
ENGL 202: 3 ENGL 101 F,S,SS
Research Writing

CDFR 224: Marriage and Family 3 None F,S,SS
Writing Intensive — See below 6 F,S,SS
Global and Multicultural Awareness- See 3 F,S,SS
Catalog

Dimensions of Wellness — FDNT 143, 3 F,S,SS
HPED 143, NURS 143

Sciences — 2 sciences w/lab or 1 science 7/8 F,S,SS
w/lab and one non lab. See catalog for

list of approved Liberal Studies Sciences

Fine Arts — ARHI 101, DANC 102, FIAR 3 F,S,SS
101, MUHI 101, MUHI 102, THTR 101

Philosophy or Religion — PHIL 101, 120, 3 F,S,SS
221,222,223 or RLST 100, 110, 250, 290

Writing Intensive Requirements

The university requires two writing intensive courses for graduation. One of these courses must be in the student’s
primary major; the other(s) may be in Liberal Studies, college or major requirements, or free electives. DISB 493,
Internship, is writing intensive. EDEX 478 is the other course which is required.
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Course of study

Disability Services Program

Sample curriculum sequence for 120 credit program

First Semester

Second Semester

Phil or Religious Studies Elective 3 EDEX 103 Special Ed Tech
PSYC 101 General Psych 3 ENGL 101 College Writing
Natural Science Option l or Il 4 Natural Science Option | or Il
HIST 195, 196, 197 3 Mathematics 101 or 217

recommended
SOC 151 Principles of Sociology 3 Free Elective
16 credits 17 credits
Third Semester Fourth Semester
EDHL 114 Intro to Deaf/HH 3 EDEX 111 Intro to Ex Persons
CDFR 218 Chld Development 3 EDHL 115 Sign |
ENGL 121 Humanities Lit 3 EDEX 340 Intro to Behav Manag
Health/Wellness 3 CDFR 310 Child Ob & Assess
Global and Multicultural Awareness 3 EDSP 102 Ed Psych
15 credits 15 credits
Fifth Semester Sixth Semester
EDEX 469 E/BD, LD, TBI 3 EDEX 478 MD, DD, P/M D
LBST Elec. — CDFR 224 Marr & Fam 3 EDEX 415 Preschool Inclusive Ed
ENGL 202 Research Writing 3 DISB 440 Prof and Ethical Beh.
Free Elective 3 Fine Arts (theater, dance, music, art)
Free Elective — Writing Intensive 3 Free Elective

Free Elective
15 credits 16 credits
Seventh Semester Eighth Semester
EDEX 458 Trans for Youth w/Dis 3 EDEX 493 Internship
EDEX 460 Fam Perspect on Dis 3 CDFR 315 Intro to Early Interv. (online)
Social Science Elective 3
Free Elective 3
Free Elective 3

15 credits

* Apply for Graduation

* Apply for Internship
*Apply for Act 24, 34, 126, and 151
*FBI Fingerprinting
*Speech/Hearing clearance
*TB Test

15 credits

w w www w s b w
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Minor Information

The Disabilities Service Program includes 21 hours of elective credits. The students are
encouraged to use the electives to acquire a minor in a related field. IUP offers a wide range of
minors in several colleges. A complete list can be found on the IUP Advising and Testing
website, http://www.iup.edu/page.aspx?id=18549. The requirements for each minor are listed

in the IUP Undergraduate catalog.

MINORS to CONSIDER:

Child Development and Family Relation (CDFR): This is a logical choice for students who will
be pursuing work in the early intervention field, with teens, or families. The online description
of the program states: The (hild Development and Family Rehtions program preparesstudernts
for professional positions working with children, youth, and familiesin educational programs
and community serviceson the local, state, and national levels. A minor requires 18 credits; the
DISB program has 12 of the required 18 credits. This means only 6 additional credits beyond
the DISB requirements.

The Sociology Department has designed two specific minor tracks to partner with the DISB
degree. If you are considering one of the Sociology Minors, you are encouraged to explore the
option of a dual major with second major in Sociology. A dual major has you even more
prepared for employment or graduate studies. It is recommended you make an appointment
to visit with the Chair of the Sociology department to further explore the dual major and 2
minors.

Sociology of Disability Services: This minor provides the DISB major with additional
background in working with a background in human services. This minor will prepare students
with an in-depth understanding of the human services and working with individuals with
disabilities and their families within the system. There is an emphasis on the knowledge and
skills for direct practice working using a sociological perspective.

Human Services Track: This minor prepares the DISB major for employment as Therapeutic
Support Staff personnel, careers in mental health or adult cogitative impairment agencies, early
intervention programs, residential treatment programs, aging programs, and other agency
service providers for individuals with disabilities.

When you have selected the minor you wish to take, you will need to go and declare that minor
by completing paperwork in the individual department. After you have declared your minor,
inform your adviser with your minor requirements to file with your advising materials.

©lUP 2018 Page 10
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Student Advisement

What is an advisar?
Your advisor is an IUP faculty member who can assist you in planning your schedule,

understanding your program, and providing information and counsel during your
undergraduate years with [UP.

Who ismy advisar?
The Chairperson will assign an advisor to each of you. You will receive a notification of your

advisor through URSA, or directly from your advisor. Advisors post their office hours and
teaching schedules to their office doors. As advisors occasionally need to revise office hours to

accommodate other professional responsibilities, you may want to call the main office to
confirm hours. Feel free to visit your advisor during the posted office hours. Occasionally, it may
be necessary for the Chairperson to change your advisor; however, this will occur infrequently,
if at all. At no time will an advisor be changed at the request of a student without a compelling
reason.

Whenshoud I meetwith my advisar?
Students are required to meet with their advisors each semester prior to registration in order to

discuss progress in the program and to address individual questions. Advisors usually add

additional office hours prior to the beginning of the registration period so that students will
receive pertinent and timely registration information. Consult with your advisor to determine
how they prefer to schedule appointments.

What should Ido when| meetwith my advisorat registration time?
The following suggestions will be helpful as you work each semester with your advisor.

e Maintain a folder with your own course sequence sheet and checklist and copies of ALL
important documents. Bring the folder with you, so you can double-check requirements
and recommendations for courses.

e Before your advising meeting, write down questions you may have. Be sure to ask
questions!

e All students are expected to bring a current copy of the IUP transcript (printed from
URSA is fine) to their advisement meeting and have completed a proposed schedule for
the upcoming semester.

e Complete your advisement form to the best of your ability prior to seeing your advisor.

Your advisor will review and sign your advisement form and give you one of the copies.
Keep your form in your personal folder throughout your studies.

e With your advisor, complete two graduation checklists. Keep one checklist in your

©IUP 2018 Page 11
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personal folder and your advisor will also maintain one in the office.

In addition to the advisement meetings, general informational meetings may occur each
semester. Students are expected to attend and are responsible for the material presented in
the meetings. Students are expected to use IUP’s e-mail system and to check e-mail accounts
regularly. IUP professors frequently correspond with students via e-mail.

What are my regponsibilitiesin termsof underganding my program?
All students are expected to take personal responsibility for reading about, understanding, and

following their required academic program. While the advisor can provide assistance and
guidance, you, as the student, must be sure that you are fully aware of the expectations of your
department and your program. Although your advisors are partners in your academic success, it
is ultimately your responsibility to understand your program and to make certain that you are
taking the correct courses in the correct sequence.

IUP is dedicated to providing students with excellent advisement. Students are expected to take
responsibility for being fully informed every step of the way about their programs. Through this
partnership, students are ensured to have a positive and successful advisement experience.

How do Itake a classfrom anather higher education institution and apply it to my major?
Consult the “Credit Evaluator” on-line for information
(http://www.iup.edu/page.aspx?id=6147), then visit Transfer Admissions (117 Sutton) to
complete the required paperwork.

What is an override?
An override is a procedure where students may be assisted in gaining entry into certain classes.

Overrides will not be issued to students for courses for which they are not qualified, nor will
they be issued under normal circumstances for course sections that are full/closed. See your
advisor for information regarding specific questions/circumstances. When you are granted an
override for a course you will add that course by typing in the CRN, not by searching to add the
course.

Registration Process

All students must register at IUP every semester! It is important that you register on time so
that book orders, financial aid, and classroom assignments are correct. Please follow these
detailed instructions in order to complete this important process correctly:

e Log onto www.iup.edu/ursa and print your transcript from |UP.

e Use your IUP transcript to complete/update your IUP Program of Study Checklist.

©lUP 2018 Page 12
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e Please register PROMPTLY so that you will get the courses and schedule that you need.

e Before you can register with IUP, you will need to schedule an appointment with your
advisor.

e At your advisement session:

0 You will receive your Personal Identification Number (PIN) for IUP’s online
registration system, as well as your specific registration date. Please note that
your PIN changes each semester.

0 You will also receive registration instructions with the IUP courses required for
the upcoming semester. Each course will have a Course Reference Number
(CRN) that is used to register on IUP’s online system.

e Go to www.iup.edu/ursa to register for your IUP courses. Use your PIN when prompted
and use your registration instructions to enter the CRN for each course. (You do not
have to search for the course; instead, go to “Add classes.”)

e Please be sure to print your registration when you are done, so that you have a record
of your IUP schedule. (If you have a “hold” on your IUP account, you will be unable to
access your transcript and/or register for classes. Having a “hold” often means that your
account is not paid. Check with IUP Student Accounts at (724) 357-2207 to clear this
matter up as quickly as possible.

©lUP 2018 Page 13
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INTERNSHIP

The internship experience is designed to allow the student to demonstrate competencies
working in a public or private agency providing services to persons with disabilities. Activities
may include but not be limited to: writing and analyzing comprehensive evaluation reports,
counseling individuals with disabilities, understanding agency and or service delivery
responsibilities and limitations, referral and follow up processes, use of various assessment
approaches in evaluating an individual’s capacity to function independently in a broad range of
community settings or any other assignments the agency may wish to assign.

It is expected that the intern will work a 37 1/2 hour week, typical of most human services
agencies, for 15 weeks during the regular year and 13 weeks in the summer. The internships
begin the first day of classes and end the last day of finals for the regular year. In the summer,
the internship begins for first day of pre-session and ends the last day of summer two.

Supervision of the internship will primarily be done by a cooperating agency. Communication
via telephone and/or e-mail with the supervisor will occur on a regular basis with the assigned
IUP supervisor. The intern will be expected to submit regular written summaries of their work
to the university supervisor, as well as a portfolio of examples of products produced during the
internship experience. Because confidentiality is a concern, no products will contain
information that may be in violation of FERPA, HIPPA or the Gramm-Leach-Bliley Act.

The agency will set up goals and expectations for the intern that meet the needs for both the
intern and the agency. Because the nature of internships varies greatly, we do not have a single
evaluation instrument for use by cooperating professionals. Rather, we suggest that the
evaluation instrument used for the position the intern is filling be used to evaluation.

This website lists agencies in Pennsylvania that are appropriate for you to look at for
internships: http://www.disabilityresources.org/PENNSYLVANIA.html. The following list
contains specific locations used in the past for internships.

TYPES OF INTERNSHIP SITES:

The Arc of Indiana County

The Arc of Westmoreland County

Association for the Blind Facilities (Indiana and
Ebensburg)

Behavioral Health Facilities

Center for Personal Development

Children’s Institute

Colleges & Universities (Disability Support Offices)
Competitive Employment Opportunities
Schools & Facilities for the Deaf & Persons
with hearing loss

Easter Seals Society

Early Head Start 0-3

Head Starts of Indiana County

Hiram G. Andrews Center

Hope Enterprises

Independent Living Facilities

Lark Enterprises

Life Steps

Mental Health Centers

Occupational Development Institute
Offices of Vocational Rehabilitation
People’s Oakland

Psychiatric Institutes & Facilities

Sharp Visions, Inc.

Skills, Inc.

St. Andrews Village

Sheltered Workshops (Indiana County Workshop Vocational Services)
Vocational Training/Rehabilitation Centers

©IUP 2018 Page 14
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LOCATING AN INTERNSHIP ASSIGNMENT

The student is responsible for locating their individual placement location. There is a wide
range of opportunities and it is a very individual decision. The internship needs to relate to
where the student intends to head in their career. Chose a placement that broadens your
background and provides you the opportunity to try out what you think you want to do in the
future. Beginning with the incoming class of 2011-2012 the internship site must be within a 60-
mile radius of IUP. An affiliation agreement must be completed at least 6 months before your
internship. Current affiliation agreements are held in the College of Education. You will need
to contact the program coordinator to see if the agency you are considering has an affiliation
agreement with IUP.

Internship supervision requirements for agency supervisor

e Must possess a degree above a high school diploma (e. g. bachelor’s or master’s degree)
e Must be in the same supervisory position for the past 3 years prior to internship experience
e Must not have Conflict of Interest

0 Must not be a blood relative or family member through marriage

0 Must not be a former instructor or trainer

FILLING FOR INTERNSHIP

Complete the following forms and submit to the coordinator or the department secretary.
Include with the application a letter of acceptance from the agency you are doing your
internship at, copies of your clearances, fingerprinting report, TB test results, speech and
hearing screening results, and proof of liability insurance. The completed application must be
on file by the following deadlines, depending upon the semester you are completing your
internship. Failure to complete and submit all materials by the application deadline will delay

your internship for a semester. Starting spring of 2018, all interns must use Castlebranch:
https://portal.castlebranch.com/IH40

You are eligible to do your internship after you have taken all other course work, including electives. Your
internship is the last thing you do prior to graduation BUT if the agency you wish to work with doesn’t have
an affiliation agreement with us, we need to secure one or you need to choose another agency. Sometimes
the affiliation agreement takes 6 months to secure so we need to start processing the paperwork well in
advance.

You must register for DISB 493 (WI) and file the internship semester documents. The registration is done
during your regular registration period. You file for the internship with the Department of Special
Education office on the following dates:

Fall Spring Summer

15t Monday in May 2"d Monday in November [2" Monday in April

Apply for Dec. graduation [Apply for May graduation |Apply for Aug. graduation

* If you are graduating in August, you may walk in the May commencen

©IUP 2018 Page 15
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Starting SPRING 2018 Castlebranch must we utilized: DISB- Requirements for Clearances

Castlebranch can be found in LiveText- https://www.livetext.com/doc/9835289?review=#section-
44460414 133132087

It must be purchased for $38.50 (because it then comes with Act 34 and Act 151).

For review of the documents, students must provide and demonstrate (open documents) for the
coordinator to review.

Green checkmarks will display if all clearances are accepted.

Failure to submit all required materials, clearances, and insurance documentation will result in not being
able to do your internship until the next semester. See the Internship Checklist for what all is required.
Remember to sign the agreement and have your signature witnessed.

Required Clearances Checklist:

1. Speech and Hearing Screening- The IUP Speech and Hearing Clinic does these on specific days of the
semester. https://www.iup.edu/special-ed/speech/speech-and-hearing-screenings-for-education-majors/

2. TB test and results
3. ACT 24- Arrest/Conviction Report

http://www.iup.edu/Workarea/linkit.aspx?Linkldentifier=id&ItemID=132670

4. ACT 34- Criminal Background Check

https://epatch.state.pa.us

5. ACT 114- FBI Fingerprinting

https://www.pa.cogentid.com/index pdeNew.htm

ARIN 1U 724-463-5300
6. ACT 126- Child Abuse Recognition and Reporting Act
Documented completion of ACT 126 Training- www.reportabusepa.pitt.edu

https://www.reportabusepa.pitt.edu/webapps/portal/execute/tabs/tabAction?tab tab group id= 2 1

7. ACT 151- Child Abuse History Clearance

https://www.compass.state.pa.us/cwis/public/home

8. Liability Insurance

http://www.psea.org/students.aspx?id=154

Liability Insurance (NOT auto liability insurance): Proof of Liability Insurance (annual update required) —
PSEA membership or Private insurance (Must have a minimum of $1,000,000.00 per claim and an aggregate
of $3,000,000.00 per occurrence if obtained via private

insurance). http://www.psea.org/general.aspx?id=158

The required forms are on the following pages (17-19).

©lUP 2018 Page 16



https://www.livetext.com/doc/9835289?review=#section-44460414_133132087
https://www.livetext.com/doc/9835289?review=#section-44460414_133132087
https://www.iup.edu/special-ed/speech/speech-and-hearing-screenings-for-education-majors/
http://www.iup.edu/Workarea/linkit.aspx?LinkIdentifier=id&ItemID=132670
http://epatch.state.pa.us/
https://www.pa.cogentid.com/index_pdeNew.htm
https://www.reportabusepa.pitt.edu/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_2_1
https://www.compass.state.pa.us/cwis/public/home
http://www.psea.org/students.aspx?id=154
http://www.psea.org/general.aspx?id=158

Disability Services Student Handbook _

Department of Communication Disorders, Special Internship Dates:

Education, and Disability Services
Disability Services Internship Application

Students are required to complete this application and turn it in to the departmental coordinator to be approved in time for the
deadlines listed below. Failure to meet the application deadlines will delay your internship by one semester.

Fall - 1°* Monday in May Spring — 2™ Monday in November Summer — 2" Monday in April
Bannerid: @ IUP E-Mail
First Name: Middle Initial: Last Name:

Home Address:

Street City State Zip Phone

University Address:

Street City State Zip Phone

Cell Phone:

Internship Information

Company/Agency:

Address:

Phone: On-Site Agency Supervisor’s Name:

On-Site Agency Supervisor’s Phone: On-Site Agency Supervisor’s Email:

Site address (if different from agency address):

Street City State Zip Phone
IUP Program Coordinator Signature Date
IUP Department Chairperson Signature Date

©IUP 2018 Page 17
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IUP

Department of Communication Disorders, Special
Education, and Disability Services

Agreement Related to Disability Service Internship Experiences

1, understand that the following conditions apply to my internship experience:

Please print full name

1) My grade point average (GPA) must be 2.75 or higher to start my placement according to university rules

2) |am responsible to review my transcript with my advisor prior to beginning my internship placement to ensure that | qualify for
graduation.

3) lunderstand that | will be at the placement from the first day of the semester through the last day of finals. (Summer internship —
first day of Pre-Session in May through last day of Summer ll).

4) | understand that | work the agency schedule while in the placement, observing their holidays and days off. | will not be observing
IUP’s holidays or break schedule.

5) I am responsible to check my IUP email daily for messages from my IUP supervisor and will respond in a timely fashion when
asked.

6) |understand that the following professional conditions apply to my placement. My failure to adhere to them could result in a
lower final grade.

A. | will adhere to the dress code established by the agency or my agency supervisor. | will take responsibility for
obtaining this information within the first week of my placement.
B. I will prepare all written documents, paperwork for the agency, weekly journals and writing assignments for your

University Supervisor, etc., in a professional style and manner. The documents will be grammatically and structurally
correct as determined by my internship supervisor.

C. I will arrive each morning at the time established by the agency or my agency supervisor, and | will leave each
afternoon at the time they establish. | will assume responsibility for obtaining this information within the first week of
placement. Three or more days of unexcused tardiness will result in a penalty of one letter grade each time that such a
period of tardiness occurs.

D. I will not be absent without informing my agency supervisor in sufficient time (if possible) for him or her to planon a
means for assuming my tasks. | will inform my University supervisor of my absences.

E.  lwilladhere to all professional ethics, laws related to privacy, and standards of department established by the agency
supervisor. Violation of this policy will result in immediate withdrawal from the placement and assignment of a grade
of F.

F. | understand that it is my responsibility to accept the constructive criticism of my supervisors positively and to attempt

conscientiously to amend my behavior in the way or ways suggested. Failure to do so may result in immediate
withdrawal from the placement and assignment of a grade of F.

G. lunderstand that it is my responsibility to complete all assignments on time. Failure to do so will decrease my final
grade.
H.  lunderstand that it is my responsibility to implement and maintain a professional relationship with all agency

personnel with whom | interact frequently. | realize that | have the responsibility to treat agency professional
personnel and clients with the same respect given to the professors in my major program of study.

Signature Witness

Date Date
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Requirements to Completeand

***Office use only***

Application for NOTES:
: R . . Received:
Dlsab"lty Servicesl nternShlp Affiliation agreement secured: YES / NO

Today’s Date:
Applying for: Fall Spring Summer

PLEASE PRINT CLEARLY

NAME:

BANNER ID: @ IUP E-MAIL

LOCAL ADDRESS:

CITY: STATE ZIP

CELL PHONE: OTHER PHONE:

HOME ADDRESS:

CITY: STATE ZIP

Thefollowing infor mation and documents are required to be submitted with your application to the
Department of Communication Disorders,Special Education, and Disability Services Office, DavisHall 203,
beforeyour application will be conddered complete. Failure to submit these by the deadline date will delay
your internship a ssmester.

*»***OFFICE USE: The DISB program coordinator will check these off as they are received**
ACADEMICS: CLEARA NCES with expiration date:

A 2.75GPA A ACT 24 Arrest or Conviction Report
A ACT 34 Criminal History
SCREENINGS: A ACT 114 FBI Fingerprinting
A TB Test (expiration date) A ACT 126 Protection of Minors
A Speech and Hearing Screening A ACT 151 Child Abuse
APPLICATION: PROOF of LIABILI TY INSURANCE

p>2

A Signed Application Receipt or Card indicating coverage through
A Signed Contract the duration of your internship.
A Letter of Invitation from Agency

Eailure to turn in all the above materials by the application deadline
will result in a semester delay in taking your internship.

The following table gives the deadline dates for applications based upon the
semester you intend to do your internship.

Fall Spring Summer
1* Monday in May 2"" Monday in November 2" Monday in April
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Clearancesand Screenings

Students in the Disability Service Program will be required to obtain the following clearances
and screenings prior to entering their internship assignment.

e Act 24 Arrest or Conviction Report

http://www.iup.edu/Workarea/linkit.aspx?Linkldentifier=id&IltemID=132670

Changes to Section 111 of the Public School Code were amended effective September 28,
2011. All candidates (participating in classroom teaching, internships, clinical or field
experience) who have direct contact with children must provide to their institution an original
Act 24 (Arrest or Conviction Report) in a sealed envelope as part of their application.

e Act 34 Criminal Record Check

Act 34 is the criminal record check acquired through the Pennsylvania State Police
Repository for in-state residents. For out-of-state residents, an FBI clearance is required.
Act 34 criminal offenses are those which involve doing something against someone else,
i.e. assault, sexual molestation, rape, etc. There are eighteen crimes listed for Act 34.
However, an Act 34 check will yield a complete RAP sheet on the person. Thus, DUI may
show up if the person was fingerprinted and if the local police department forwarded

the offense to the State Police Repository. Any criminal charge or conviction beyond a
minor traffic violation may be enough to keep a person from being certified as a

teacher.

The Act 34 Criminal Record Check may be completed on line at the Pennsylvania State
Police website. (http://www.psp.state.pa.us/portal/server.pt/community/psp/4451) Click
on the Criminal History Request button. You’ll need a credit card for the $10 fee.

At the end of the process, be sure to print a copy of the verified clearance. This page will
have a state seal in the background.

Refer to the IUP’s Student Affairs website for information regarding violations.
e Act 114 FBI Fingerprinting

Act 114 is the Federal Criminal History Check. Students must register online for this
screening through Cogent Systems, (http://www.pa.cogentid.com/index.htm) and

follow the directions given. This clearance is good for the entire college career as long as
the student is continuously enrolled (taking classes every Fall and Spring semester) at
the same college or university. Any incident for which the student was fingerprinted
may be included in this report. Charges or convictions beyond a minor traffic violation
may create complications for field-experience placements and certification and should
be reported to the College of Education and Educational Technology.

ARIN IU 724-463-5300
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ACT 126 Child Abuse Recognitionand Reporting Act

Documented completion of ACT 126 Training is required- www.reportabusepa.pitt.edu
https://www.reportabusepa.pitt.edu/webapps/portal/execute/tabs/tabAction?tab_tab group_id= 2 1.
This Act mandates professional development in the recognition and reporting of child abuse. For more
information, see http://act126.com/.

Act 151 Child AbuseClearance

https://www.compass.state.pa.us/cwis/public/home

Act 151 is the Child Abuse Clearance acquired through the Department of Welfare in
Harrisburg. These clearances are good for only one year from the time they were dated
and issued. This clearance must still be submitted by mail, and can take as long as a
month to be returned to you. Forms are available at the College of Education and
Educational Technology Dean’s office in 104 Stouffer Hall.

Completion of Speech and Heain g Test

In order to effectively collaborate with others it is important to be able to communicate
effectively you must intelligible speech and adequate auditory ability. The screenings
are required before students may be admitted into the enter their Junior year. The IUP
Speech and Hearing Clinic offers free speech and hearing screenings. Information is
available in the Speech Clinic on the second floor of Davis Hall or by calling 724-357-
2451.

TB Test- Tuberculosis

These are available at the IUP’s Center for Health and Well-Being located in Suites on
Maple, 901 Maple Street. Their phone number is 724.357.9355. A TB test can be
obtained free of charge at county health departments.

Liability Insurance

http://www.psea.org/students.aspx?id=154

Proof of Liability Insurance (annual update required) — PSEA membership or Private insurance (Must
have a minimum of $1,000,000.00 per claim and an aggregate of $3,000,000.00 per occurrence if
obtained via private insurance).
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The Top Ten FAQs about IUP Libraries

Q1: When is Stapleton Library open?
A1l: Regular hours of operation are:

o Stapleton Library, Room 203
431 South Eleventh Street
Indiana, PA 15705

e Phone: 724-357-2340

e Fax: 724-357-4891

Stapleton Library Hours

Sunday: 1:00 p.m.—9:00 p.m.
Monday-Thursday: 8:00 a.m.—10:00 p.m.
Friday: 8:00 a.m.=5:00 p.m.

Saturday: 11:00 a.m.=5:00 p.m.

For library hours during breaks and summer sessions, click on the “Exceptions to Regular Library
Hours” link at the bottom of the IUP Libraries homepage (http://www.iup.edu/library).

Q2: How do | search for a book in Stapleton Library?

A2: Books, online government documents, and media may be located using IUP Libraries’ online
catalog (PILOT). PILOT is accessible through the IUP Libraries homepage
(http://www.iup.edu/library) on or off campus without your I-card by clicking on the “Books &
More” link.

Q3: How do | locate a book or a video in Stapleton Library?
A3: Write down or text (using the “text me this call number” feature) the call number of the
item you’d like to locate. Call numbers...

e that begin with REF (designating a reference book) are located on the first floor.

e that begin with the letters A — L are located on the second floor.

e that begin with the letters M —Z are located on the third floor.

e that begin with the word OVERSIZE are located on the third floor.

e that begin with VCV (VHS tapes) or DVD designate videos. Videos are housed at the Media
Circulation Desk on the first floor.

e Children’s books will display their library location as “Children’s Collection” in PILOT. The
Children’s Collection is located on the second floor across the breezeway in the Stabley section
of the library. Children’s books either have Dewey (designating a nonfiction book) or LC
(designating a fiction book) call numbers.

e Books that are part of the popular reading collection, or “Schafer Collection,” are located on the
first floor by the elevators.
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Q4: How long can | check out a book or video?

A4: Undergraduate students may check out a book for 30 days and renew it twice (30 days each time).
Videos may be checked out for two days with no renewal.

Q5: Where do | go to access digital library resources?

A5: |[UP Libraries’ databases may be accessed through the library’s homepage
(http://www.iup.edu/library). Click on the “Articles & More” link to search for a database by
title, keyword, or subject.

Q6: How do | access IUP Libraries’ databases from off-campus?

A6: When you click on the database title, you will be taken to the KLN PASS page. In the block on
the left, where it asks for library barcode or ID, enter the 16-digit number on your I-card and
then your last name. The system will check you against our patron database and, if you are a
valid user, pass you through to the database you want. If you are unable to authenticate, please
contact the Circulation Desk at (724) 357-2340.

Q7: How do | access databases that are designated “ON-CAMPUS ONLY or VPN” from off-
campus?

A7: To access “on-campus only” databases from off-campus, you must set up a virtual private
network (VPN) on your home computer. Instructions for setting up the VPN can be found under
the “Distance Education” link on the IUP Libraries homepage (http://www.iup.edu/library).

Q8: Can | print in the library?

A8: Yes. However, you have to have money on your I-card in order to use the printers. A
machine for putting money on your I-card can be found on the ground floor of the library. If you
forget your I-card, there is an I-card at the Circulation Desk (located on the first floor) that you
can use. You will need to give the worker at the desk your driver's license to hold until you
return the card, and you will need to pay for your copies. Currently, copies are 4 cents per page
for black-and-white and 25 cents per page for color.

Q9: Where do | go to find materials that my professor has put on reserve?

A9: Print reserve materials are housed at the Circulation Desk. You will need to provide your
professor’s last name. Digital reserve materials may be accessed through the IUP Libraries
homepage (http://www.iup.edu/library) by clicking on the “Electronic Reserve” link. Your E-
Reserve password is the first three letters of your professor’s last name, the course prefix, and
the course number (no spaces).

Q10: Where do | go if | have questions about my research?

A10: Stop at the Reference Desk on the first floor of Stapleton Library. Reference librarians are
trained to assist you in finding appropriate resources. They can often help you find what you
need in less time. If you need more specialized service, contact the Education Librarian, Dr.
Kelly Heider (kheider@iup.edu), to set up a consultation.
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