School-based Internship Orientation Manual
· Orientation outline
· Assignments
· Safety procedures/codes
· Behavioral objectives
· Week-by-Week Schedule of Responsibilities
· Confidentiality Information (Patient Rights)
· Guidelines for Documentation: 
· Completed samples of all forms 
· Acceptable abbreviations 
· Billing 
· [bookmark: _GoBack]Information on following HIPAA during clinical education
· Department Information (e.g. Policy and Procedures, Mission Statement, Dress Code)
· Organizational Chart for your facility
· List of Regularly Scheduled Meetings
· Date/time
· Location and directions
· Purpose of meeting
· Description of Responsibilities of Supervisor and Supervisee
· Guidance on writing IEP goals, including sample long-term goals and IEP benchmarks 
· Information on differences between Medical and Educational Models of Therapy Provision 
· Statement on your discipline as an educational relevant related service 
· Job Description for school-based practitioner in your discipline
· Information on legislation and policies which govern your discipline’s practice in school settings
· Sample Evaluation, Re-evaluation, IEP, and Transition Plans (using pseudonyms for all client-specific information)
· Relevant research articles supporting school-based practice
· Any relevant material from your LEA’s employee handbook or Human Resources Department

