	Task
	Expected Time Frame
	Responsible Party
	Complete



	Get EPIC set up (see Krissy, Danielle, or Adele if needed) 
	1st Week
	CI/FWE and Student
	

	Email Barb Paul with Name, CI/FWE, End Date and Pager number. 


	1st Week
	Student
	

	Get student badge (access to the dept will be available in approx 1 week). Student to keep receipt. 

· Email Supervisors (to gain access to dept) with Name, Badge # and End Date. 
	1st Week 

Badge Office Hours

T, W, Th 7-9, 11-12, 2:30-3:30
Fri: 6-12, 1-2:30pm. 
(Renee or Jessica can complete with student)
	Student
	

	CI & student complete 1 week follow-up email from coordinator
	2nd Week
	CI/FWE/

Student
	

	Complete Lab Values Test, AFMS, Vital Signs competencies
	2nd Week (get from Supervisor)
	Student
	

	Confirm in-service topic and reserve room if needed, make selections from student opportunities list. 
	Midterm
	Student
	

	Student meets with coordinator for midterm interview (may be done via e-mail), CI/FWE and coordinator touch base.
	Midterm
	Student/FWE
	

	Return badge. Bring copy of your receipt for easy refund of money. 
	Last Thursday with Renee/Jessica. If student parks in Lothrop, see CCCE.  
	Student
	

	Student meets with coordinator for exit interview (may be done via e-mail or SEFWE for OT)
	Last week
	Student
	

	Return gait belt and pager to coordinator
	Last day
	Student
	

	Place copy of site eval in coordinator’s mailbox 
	Last day
	Student
	

	Place copy of eval form in coordinator’s mailbox, If not electronic.

OT’s: please mail out your completed AOTA evaluation forms to the university. A delay may cause a delay in graduation. 
	Last day
	Student/FWE/CI
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