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INTRODUCTION

This handbook contains information about the Sage Dietetic Internship program.   Included is information regarding program philosophy, the faculty, Dietetic Internship (DI) program requirements and curricular sequence, and policies and procedures that faculty have established to guide students/interns through the educational process.

Please refer to this handbook throughout your tenure in the Dietetic Internship.  By accepting admission into this program the student/intern assumes responsibility for all professional behaviors, policies and procedures cited in this handbook, as well as those in the College catalog and all other official College publications.

We are excited about the program that we offer in Nutrition and are pleased that you have chosen to become a Nutrition and Dietetics professional.  Although our program is demanding, experience has shown that our students become excellent practitioners as a result of their hard work and perseverance.  We wish you every success in your chosen career.

THE SAGE COLLEGES HISTORY & MISSION

The Sage Colleges is a private institution of higher education delivering degrees in 71 major areas of study through three free-standing colleges. Sage serves more than 3,300 students each year on two campuses, in Albany and Troy, New York; on the campus of Hudson Valley Community College with joint degree programs in childhood education and physical education; and through Sage Online for distance learning courses and programs.
The motto of Russell Sage College, “To Be, To Know, To Do,” also informs the educational purpose of The Sage Colleges, where the common effort is to translate learning into action and application, within a framework of the value that recognizes the obligation of educated persons to lead and serve their communities.
The Mission:

· To Be: To provide the individual student with the opportunity and means to develop and advance personally and professionally, and thus to be successful in achieving life goals; 

· To Know: To contribute to the larger society a group of diverse, thoughtful and competent citizen-leaders who continue to be engaged in the pursuit of lifelong learning; and 

· To Do: To translate learning into action and application, recognizing the obligation of educated persons to lead and to serve their communities. 

SAGE GRADUATE SCHOOLS HISTORY & MISSION

The professional Connection

Sage Graduate School, established in 1949, is a coeducational environment offering advanced study for practice and leadership through master’s degrees and post-master’s certification in professional disciplines, as well as the doctorate in physical therapy. Areas of specialty include business and management, education, health services administration, nursing, nutrition, occupational therapy, physical therapy, psychology, and public administration. Sage Graduate School serves both recent college graduates and individuals already at work in their professions.

The Mission:

The Mission of Sage Graduate Schools is to educate men and women professionals to develop exemplary career competencies by combining sound theoretic preparation with professional practice. Graduate education at Sage shares a common bond with the undergraduate vision of liberal, professional and specialized study. 
Vision:
Sage Graduate Schools will take you beyond the basics - beginning to push the boundaries of knowledge. Education is exploring and graduate education is an adventure in the exploration of the frontiers of knowledge. At Sage we strive for a particular role in that exploration:
· The inventor is the creator of the intellectual property-the scientist, professional or otherwise, whose imaginative genius expands the base of human knowledge. At Sage you will learn to appreciate and understand the role of the inventor. 

· The entrepreneur recognizes opportunity and has the personal initiative to pursue that opportunity with confidence and the will to succeed. They are the risk-takers, who can act in the face of uncertainty. At Sage we will cultivate your leadership skills preparing you for a future of uncertainty and risk taking. 

· The innovator is the change maker. Innovators have the ability to creatively integrate and join existing technologies or ideas into new products, services, or otherwise useful things. They add value. This is Sage Graduate Schools’ special niche. 
At the graduate level, this vision has produced highly distinctive programs addressing a broad spectrum of human concerns while focusing on the acquisition of knowledge in the context of work. Sage graduate programs also reflect our sensitivity and responsiveness to the communities in which The Sage Colleges reside and to the demands of the broader society around us.

SCHOOL OF HEALTH SCIENCES MISSION 
Prepare expert practitioners, leaders and change agents who are committed to scholarly integration, community engagement and social justice in a diverse, global society.

SAGE DIETETIC INTERNSHIP MISSION

The mission of the Sage Graduate School Dietetic Internship (DI) is to provide a variety of practical experiences which will enable those enrolled in the Sage Dietetic Internship who are graduates of CADE accredited programs to become competent, entry level dietetic practitioners prepared for the challenges of a changing society challenges of a changing society through leadership in the profession, and to impress on interns the importance of lifelong learning and self-improvement.
PROGRAM GOALS & OUTCOMES
The following goals ensure the effectiveness of the Sage Dietetic Internship to achieve its mission.
1. Prepare graduates as leaders for a diverse array of entry-level dietetics positions and responsibilities; and
2. Promote the concept of lifelong learning as a personal and professional obligation for the practice of dietetics.

Over a five-year period, outcomes to assess achievement of the program goals include:
1. a) Over a five-year period, 95% of full time interns will complete all program requirements within 15 months of beginning the program and 80% of part time interns will complete all program requirements within 44 months of beginning the program, excluding July and August [CADE required outcome measure];
1.b) Over a five-year period, at least 85% of graduates who seek employment in dietetics will be employed within three months of program completion [CADE required outcome measure];
1.c) Over a five-year period, the pass rate for DI graduates taking the registration examination for the first time will be at least 80% [CADE required outcome measure];
1.d) Over a five-year period, 100% of interns will achieve a B grade or better for each practicum course (clinical, management & community: NTR 530, NTR 531 and NTR 532;
1.e) Over a five-year period, 90% of interns will achieve a B grade or better on the Management Process Improvement Project by successfully leading a group (PI) project to achieve a common goal; and
1.f) 25% of graduates will engage in leadership activities within the dietetics profession and/or an area of personal interest.
2.a) 75% of graduates will complete the Professional Development Portfolio within 6 months of passing the RD examination; and
2.b) 50% of graduates will pursue graduate school, an additional degree or specialty certification.

Concentration Area: Leaders in Emerging Dietetics Trends
In addition to the 38 core competencies listed in Appendix A-1, the Sage DI will provide a concentration area – Communication.  The concentration encourages students to come together and utilize various modes of communication to share information with each other, other healthcare facilities and the public.  
Upon completion of the Sage DI, graduates will be able to: 

1. Review, analyze and evaluate current literature to establish recommendations for best practices in treatment of nutritional conditions

2. Apply concepts and techniques from current web-based technologies and social media for use in nutrition and dietetics

DIETETIC INTERNSHIP DESCRIPTION

Dietetics is a diverse profession constantly evolving. Sage Graduate School DI provides experience in a variety of settings, e.g. clinical, food & wellness management and community to prepare nutrition practitioners for the future.  This program offers the knowledge and expertise required to provide comprehensive nutrition care throughout the lifespan.  Refer to the Appendix A-1 for a listing and description of the Competencies/Learning Outcomes for Dietetic Internship Programs.  The Dietetic 
Internship combines 1256 hours of supervised practice in the field with five graduate courses offered through Sage Graduate Schools.  The experience component focuses on three broad areas of practice; clinical, food and wellness management and community.  Communications is a concentration area designed to provide additional depth for future practice. Further developing communication skills enables interns to achieve a higher performance level as a dietetics professional. 
 The practicum hours are distributed into 13 weeks of clinical medical nutrition therapy, 13 weeks in food and wellness management and 6 weeks in community nutrition.  The supervised practice component exposes interns to Registered Dietitians employed in diverse settings: traditional clinical and administrative practice in a hospital environment; medical nutrition therapy in out-patient ambulatory care settings; management of a food service; management of a wellness program; operation of a food processing plant; food and nutrition experts in community programs such as Cooperative Extension, WIC, and the Office of Public Health; and serving the special nutrition needs of geriatric and developmentally disabled clients.  
In these varied settings the interns learn to assess the nutrition needs of a client or target population with different cultural backgrounds and at different stages of the lifespan.  Interns have the opportunity to work with Registered Dietitians and practice implementing the Nutrition Care Process, to meet the client’s or population’s needs. 
The Dietetic Internship has support from the NYS Office of Mental Health (which previously offered a Dietetic Internship), NYS Office of Public Health, Capital, Hudson, and Mohawk Valley Regions’ hospitals and nursing facilities, school lunch programs and many community health agencies.  Registered dietitians and food service managers in these facilities provide professional training, technical assistance and applied learning experiences to interns who have successfully completed a Didactic Program in Dietetics (DPD).  
The DI fosters a symbiotic relationship between interns and professionals.  Host facilities benefit from the creativity, enthusiasm and current education and nutrition knowledge interns bring to their facilities.  The intern gains knowledge of the practice of dietetics and develops skills exemplified by the dietitians within their unique settings and benefit from their area of expertise.  The internship offers opportunity for interns to apply their knowledge not only of clinical, administrative and community dietetics yet also food preparation, education, critical thinking, decision making, and counseling skills a supervised practice setting.

The Dietetic Internship is housed in the Sage Graduate Schools School of Health Sciences of The Sage Colleges.  In this setting, interns have opportunities to seek academic enrichment through post baccalaureate course work and through access to the college’s library, periodicals and databases, audiovisual, classroom and computer services.  Interns are required to complete five graduate courses.  Interns have the option of applying these graduate courses toward the requirements for a Master of Science degree offered through Sage Graduate Schools; MS/Applied Nutrition, MS/Health Services Administration, MS/Community Health Education. Refer to the Internship Schedule and Format Section for further details on the courses.  The DI Director is available for advisement about graduate course work.
ACCREDITATION STATUS

The Capital Region of New York State Approved Pre-Professional Practice Program (AP4) was initially approved through December, 1999 by the Council on Education (COE) Division of the Education Accreditation/Approval branch of the American Dietetic Association.

Effective April 22, 1995, the Commission on Accreditation/Approval for Dietetics Education of The American Dietetic Association granted a status change from an Approved Pre-Professional Practice Program (AP4) to Developmental Accreditation as a Dietetic Internship (DI). The program name changed from the Capital Region of New York State AP4 to Sage Graduate School Dietetic Internship.  As a result of the developmental accreditation status, a site visit by the Commission on Accreditation for Dietetics Education was conducted in March 1999.  

The Dietetic Internship at Sage is currently granted accreditation by the Commission on Accreditation for Dietetics Education (CADE) of The American Dietetic Association.  CADE is the only accrediting agency for dietetics education recognized by the United States Department of Education (USDE). The address and telephone number of CADE are: 120 South Riverside Plaza, Suite 2000, Chicago, IL. 60606-6995, 312-899-5400.  See Appendix A-3; CADE Complaint Policies and Procedures.
Sage Graduate Schools of The Sage Colleges is accredited by the Middle States Association of Colleges and Schools and is chartered by the Board of Regents of the University of the State of New York.

EXPECTED COSTS

Graduate School Course Tuition   

                                                     $15,240.00

    (24 graduate credits @$635.00 credit)

Incidentals              
                 $3660.00  

Total Approximate Cost              $18,900.00  

    plus room and board

The 2011-2012 tuition includes the Intern Handbooks, required field trips, and seminars.  Interns also have incidental expenses for books and a full length lab coat, ADA and affiliate district membership, professional liability insurance, personal health insurance, possible attendance at the 2011 ADA FNCE meeting, supplies such as printer cartridges and paper, plus room and board.  A car and valid license is required.  Travel (gas and tolls) to facilities and The Sage Colleges campuses must be budgeted.  Parking permits are required on campus.  Some cooperating institutions may also charge a parking fee. Housing is available off campus.  Tuition is paid each semester with course registration.  The Tuition Reimbursement Schedule for any courses dropped or withdrawn is found in The Sage Colleges Catalog, www.catalog.sage.edu/. 
Full Time Interns Register for:

Fall Term: 2 courses (9 credits) = $5715.00

Spring Term: 2 courses (9 credits)                                                     

                                                 =$5715.00

Summer Session 3-2011 1 course (6 credits) 
                                                = $3810.00+

Part-time Register For:

-Fall Term ’10: 2 courses (9 credits)
       (continues in Spring ‘11)    = $5715.00             
-Spring Term ’11: 0 course  
INTERN ROLE AND RESPONSIBILITIES

Professional Behavior
An intern is neither considered as a student nor an employee by the affiliates.  The intern functions in a learning capacity with the direct guidance and supervision of a professional preceptor.  Therefore, an intern is expected to work closely with their assigned preceptor(s), keep them informed of their daily activities and whereabouts, and present him/herself in a positive manner to the facility, the department and the DI in all interactions at the facility.  High standards of conduct have been established by the internship for the interns to perform the required competencies.

Becoming a professional involves learning and commitment beyond the mastery of the profession’s "body of knowledge."  It encompasses the integration of attitudes, values and behavior that reflect personal integrity, respect for self, respect for the right of differing viewpoints, and a sense of responsibility as a contributor to a community of people. Application of the ADA’s Code of Ethics is integrated into each course and the practical experiences. Our program has been designed with teaching/learning experiences that will allow students to continually work toward achieving the following:

1. A positive view of self and increased self-awareness as demonstrated by:

· self-advocacy

            

· self-initiating behaviors
· dependability
· comfort defending one's own position

· tolerance of error

· seeking and obtaining feedback, and constructive response to criticism     
· modifying behavior as appropriate

· direct verbal and nonverbal communication
· continual values clarification
· reflectiveness               
2. Interpersonal competence as demonstrated by:

· listening to and hearing others

· skills and strategies to increase collaboration

· empowering others

· sensitivity to the agenda and values of others

3. Commitment to learning and contribution to learning of others:

· seeking and contributing new ideas

· enthusiasm in learning situations

· contributing to or originating 

· discussion eliciting input, opinions and     participation of others

Personal characteristics and abilities which are important for the intern to develop and exhibit include, but are not limited to the following: flexibility, motivation, assertiveness, initiative, enthusiasm, accountability, able to use a variety of resources, responsible, credible, open minded; professional image, appearance, and demeanor; diplomatic, positive outlook, realistic idea of R.D.’s day; respect for privacy, confidentiality and facility property; time management, independent judgment, knowledge of professional networking vs. socializing, tactful, express self orally, willing to learn, accept criticism, good judgment, set priorities, analyze and solve problems.

Academic program responsibility remains in the hands of the intern, including the responsibility for completing course work and planned experiences in an honest and ethical manner.  Plagiarism, the theft of written material with the pretense of making the material represent your own work, is a serious offense in both the academic community and the working world.  Deliberate photocopying, copying information without sufficiently referencing the source, and closely simulating  information/ideas from an original reference are common forms of plagiarism.  Interns are expected to honestly research information and present it accurately, both in written and oral formats.  This may require obtaining information from more than one source to either thoroughly comprehend a concept, discuss the significance of recent research findings, accurately assess a patient’s needs, or make recommendations to improve a food service system.  Academic dishonestly in any of its forms, including plagiarism, cheating, and failure to comply with guidelines for the conduct of human research, will not be tolerated at Sage Graduate School.  See Appendix A-5, The Spirit of Learning for further details regarding academic responsibilities and policies.  
Since papers are required in many of the courses, you must demonstrate good writing style and proper technique in all written assignments.  Research papers require peer reviewed library research using professional literature and journals.  Refer to the American Psychological Association Publication Manual (5th edition) for correct style in writing papers and citing references. Refer to Appendix A-7 concerning copyright issues.

Practicum experiences also require professional responsibility.  The health care field is a highly regulated environment. This helps to ensure your safety and that of the patients, residents and clients you encounter as well as their privacy and confidentiality. Refer to Appendix B-1 through 8 for further details related to the issues of safety, rights and confidentiality.

Class/Online Forum Preparation

Interns are expected to complete reading materials and activities assigned to provide you with background information for application during the planned experiences and for discussion in classes and online forums.  Participation in projects and group discussions help you to problem solve and work as a team member.  Oral and written communication skills, vital to the practicing clinician, are emphasized throughout the curriculum. See Appendix A-8 for details regarding Characteristics of Graduate Courses. 
Computer Access.  Interns are expected to have access to a computer and software to accommodate Campus Cruiser, the college web-based intranet communication system.  Campus Cruiser and Moodle, an online learning web site will be utilized for all courses. Faculty communicate with interns via their SageNet account only. Proper e-mail etiquette is expected in all electronic communications.  Refer to Appendix A-9 for more details on e-mail etiquette. 
Record of Work Submitted. Because students sometimes have questions about final grades, it is important that each intern keep copies of all materials, submitted to and of materials returned by the course instructor, and copies of the course syllabus for future reference, such as transferring of credit to another institution.

Human Subjects Guidelines (TSC IRB).

Before completing each semester’s project proposal, the dietetic intern is responsible for carefully reading The Sage College’s Institutional Review Board (TSC IRB) Guidelines concerning human subject’s research, and discussing the guidelines and their project with the DI Director.  All procedures to apply for and obtain TSC IRB clearance to conduct the project must be adhered to. The Sage Colleges IRB requires that all researchers (including students) applying for a project review must demonstrate competency in human subjects research by completing the National Institute of Health’s Protecting Human Research  Participants Course. The intern is responsible for providing a copy of the TSC IRB written verification to the facility’s practicum preceptor project advisor before conducting the project. Refer to the SGS DI practicum manuals and the SGS web site, under Research, for details on receiving research approval involving human subjects, as required by federal and state regulations.  

Communications during DI

Current address, telephone and cell phone(s) numbers, and email addresses are necessary to maintain ongoing communications.  Interns are personally responsible to notify the DI Director, as well as the Registrar’s Office, of any changes with their mailing address and telephone number.  The form is to be completed with copies forwarded to both the DI Director and the Registrar.  Changes for the Registrar may also be accomplished via SageAdvisor.  The form is available by copying and pasting the following address into your web browser: www.sage.edu/resources/student_services/assets/name_address_chg_form.pdf 
Academic Advisement for Interns

The faculty in the Dietetic Internship believes that advising is a shared, collaborative process between faculty and students.  This process is ongoing, occurring both on a formal and informal basis. Together the DI Director and intern will:

· monitor intern academic progress and intervene accordingly (i.e. referral, updates of progress, problem solving);

· monitor intern progress towards fulfilling all practical supervised experiences, and  graduate course requirements;

· assist the intern during registration, and

· assist the student in transitions including adapting to the demands of the graduate school, clinical experiences and personal aspects of life as a graduate student.

The Faculty Advisor is responsible for:
Scheduling office hours each week; some of these are open office hours, available to students without an appointment.   Interns are urged to make appointments in advance with the DI Director.  This will allow scheduling of adequate time for advisement.  The DI Director is responsible for:

· conducting internship advisement,
· maintaining student files in good order, including a brief note verifying each student/faculty meeting, 

· meeting with advisees following any letter from the Sage Graduate School Dean which indicates the student is experiencing academic difficulty or there is a change of status (in the role of student advisor, advisors get a copy of these letters), and
· making referrals as appropriate for career counseling, financial aid, learning assistance/tutoring, and/or physical/psychological support and services (in the role of student advisor) (see college catalog - Financial Aid, Academic Support Service and Student Life).
The Student is responsible for:

· Notifying the DI Director of any changes in name, address and home/work telephone numbers.  These changes must also be made to the Registrar's Office, in writing. 

· Additional notices to the DI Director may include, yet are not limited to: anticipated changes in academic status, including leaves of absence, request for an incomplete in a course, adding or dropping courses, requests to take courses off campus, and requests to complete practical experiences outside of the Capital Region.   These requests must be made in writing, using appropriate forms if applicable (i.e. add/drop and incomplete forms).
· Meeting regularly with the DI Director to review the sequence and completion of the dietetic internship requirements.

The Preceptor is responsible for:

Preceptors focus on supervising practice-based learning.  They demonstrate the incorporation of theory into practice, suggest useful learning experiences to help interns achieve learning objectives, and identify the usefulness of self-evaluation.  Preceptors often view themselves as a professional role model and view the intern as a prospective co-worker.

DI and Graduate Testing Policy 
The DI will have a pre-test and quizzes during the orientation week.  The material covered tests knowledge of information which the intern obtains from their undergraduate nutrition program and from the summer self-study activities.  Poor performance on the pre-test (scoring less than 60%) will not automatically eliminate the intern from the DI. However, the intern will be required to complete remedial work prior to beginning their practicum to demonstrate basic knowledge required for the practical experience.  Interns also will be required to satisfactorily pass each practicum course final exam with a grade of 60% and the final DI comprehensive examination with a 65% grade or better to receive their Verification Statement. 
PROFESSIONAL IMAGE STANDARDS
Interns are expected to present themselves to facilities in professional attire, clean, neat and coordinated.  In some facilities, interns will be required to wear a full length lab coat over their clothes.  Casual dress [blue jeans, sweatsuits, sandals, sneakers, docksiders, stretch/tight and low-rise pants, miniskirts, jean skirts, halter tops, very low necklines (showing cleavage etc)], large and dangling earrings, numerous bracelets and chains, facial piercings, excessive makeup, bright nail polishes and gum chewing do not meet program standards and are to be reserved only for times interns are not participating in any DI related experience.  Colored nail polish and tips are not acceptable for all management rotations. Seminar meetings and class meetings at a health care organization also require professional attire unless otherwise indicated by the DI Director.

An intern who arrives in non-professional attire for a planned experience immediately receives a Warning Notice regarding lack of compliance with facility and DI policy.  The intern is then requested to change their dress prior to beginning the planned day. This may require the intern to leave the facility.  Any time lost from the planned experience due to improper attire is made up at a time convenient for the preceptor.  Interns are to verify any other attire requirements and need to alter their dress related to an activity with the facility preceptor.  Refer to the Appendix A-10, Warning Notice Policy and Appendix B-9, Dress Code Policy for further details.

An identification name tag is required at most facilities.  A DI picture identification is to be obtained when the Sage photo ID is taken and worn on the lab coat or street clothes at all times during practicum experiences.  Some facilities will require their organization’s picture ID also and will arrange for this on the first day of the rotation.  

INTERNSHIP SCHEDULE AND FORMAT

The Sage DI does not follow The Sage Colleges’ Academic Calendar.

The internship will begin August 22, 2011 and will end on or about June 24, 2012.  There is one week of orientation before each semester and approximately three weeks of vacation planned.  See Appendix C-1 & 2 for orientation requirements.  A DI academic calendar is provided in July via e-mail. Course schedules and a more detailed program calendar are provided at the beginning of each semester.  The college’s academic calendar is in The Sage Graduate School Catalog and Course Schedule section for each semester, on The Sage Colleges’ website, www.sage.edu. Planned vacations and holidays are also indicated on the rotation schedule.  Interns are requested to carefully review the calendars and plan any personal appointments during vacations as much as possible. Interns are encouraged to consult with the DI Director to arrange for any special time-off need and for time-off related to personal religious holidays.
Full Time Interns
Full time interns are expected to complete the DI within the standard 10-month timeframe.  However, when extenuating circumstances arise, the intern may be granted up to 15 months, excluding the months of July and August, to complete the program.

In the fall semester, for NTR 530-Dietetic Internship Practicum 1, all interns complete a two-week orientation prior to beginning the practical experiences; 13 weeks of practicum rotations for a minimum of 512 hours, and one week for make-up days, presentations and finals.  Up to eight interns complete the clinical medical nutrition therapy rotations and up to eight interns complete the food and wellness management rotations.  
During the spring semester, for NTR 531-Dietetic Internship Practicum 2, interns complete a one-week orientation, 13 weeks of practicum rotations for a minimum of 512 hours, and one week for make-up days, presentations and finals.  Interns who completed the clinical rotation in the fall complete the management rotation, and the interns who completed the management rotation in the fall complete the clinical rotation. 
All full time interns complete NTR 525, Advanced Medical Nutrition Therapy during the fall semester, and NTR 549, Nutrition and Disease Management for Pediatrics during the spring semester.  The two lecture courses meet face-to-face for 12-30 hours prior to the beginning of each semester as well as on selected Saturdays.  Assignments and group discussions are also completed via Moodle.
All full time interns finish with the seven week community rotation during Summer Session 3, NTR 532- Dietetic Internship Practicum 3, with one day to one week of orientation and six weeks of practicum for a minimum of 232 hours.
We meet as a group June 18-22, 2011.  Paperwork required by the Commission on Dietetics Registration to qualify for the RD exam is completed; an optional two-day review course presented by Jean Inman –at an additional cost- is offered; the final examination is also given at that time and any other required business is completed.  A reception to honor graduates will be held on or about June 24, 2011, for interns, their family and friends.  Invitations are provided for interns in mid-May. Verification Statements are distributed at the reception to all who have completed the program requirements.
Part-Time Interns
Part time interns are expected to complete the DI within a 24 month timeframe.  However, when extenuating circumstances arise, the intern may be granted up to 36 months, excluding the months of July and August, to complete the program.

Part-time positions have been approved by the American Dietetic Association. They complete the DI over two academic years rather than one.  During the first year, part-time interns register for NTR 530-Dietetic Internship Practicum 1 and complete the Food & Wellness Management rotations; this course is completed during the Spring Semester.  During Summer Session 3, part-time interns begin NTR 532-Dietetic Internship Practicum 3 by attending the class lectures and completing a portion of the practicum. 
For the second year, interns register for NTR 531-Dietetic Internship Practicum 2 and complete the clinical medical nutrition therapy rotations, which are completed in the Spring Semester.  NTR 525, Advanced Medical Nutrition Therapy is taken in the fall and NTR 549, Nutrition and Disease Management for Pediatrics is taken in the spring semester of the second year.  The remainder of the practicum portion for NTR 532 is finished during Summer Session 3.  Completion of DI activities during July and August is not an option.

Practicum Placements
Assignments for the Clinical and Management Rotations are appointed by the Program Director.  Interns are actively involved with arranging their Community Rotation placements.  Interns are assigned to a variety of facilities, from one to eight weeks, for both the Clinical and Management experiences.   Usually, only one or two interns are at any one facility at a time. Each intern works independently with their assigned preceptor(s) to complete the required activities. When interns are paired or grouped at a facility, appropriate activities to develop team work may be assigned.  
The three practicum experiences are divided into a series of units and/or projects with major learning objectives to be achieved and demonstrated for each.  Each unit/project may take from a couple hours to three weeks or longer to complete.  The activities are based on achieving 38 competencies/ learning outcomes which represent entry-level skills and abilities as determined by The American Dietetic Association.   Refer to Appendix A-3, the course syllabi and the respective practicum handbooks for a list of the competencies/learning outcomes for each experience and guidelines for daily activities and projects.  While the DI presents additional nutrition knowledge to the intern, its focus is on developing the skills and abilities required to function as an entry-level dietitian.  Therefore, the majority of the time in the DI requires the intern to do and apply, not observe and follow, or sit in an office or at a computer.  This is the opportunity to practice in a structured environment, ask intelligent questions, be assertive, and use creativity when applying textbook theory to real life situations.

The clinical practice culminates in a three week entry-level assignment, where interns function as a generalist, entry-level dietitian with a case load of approximately 75% of the facility’s staff dietitians for patients.  A major literature-based research study with a paper and presentation is also completed during the clinical practicum.  To complete the management practicum, interns select a process improvement project to plan and implement, and conduct related research.  The intern functions as the Project Manager and leader to accomplish the goals jointly established between the intern, preceptor, and DI Director. A management report and presentation is also completed with this experience. 
Attendance is required for all graduate courses and assigned practical experience rotations. Two field trips are planned during the year; 1) a tour and business lunch at the Culinary Institute of America, Hyde Park, New York; and 2) attendance at the NYS Dietetic Association Annual Meeting, in the spring.  Further details will be provided with the spring rotation schedule.  Interns are responsible for their own travel/ transportation.  All other expenses for the trips are covered by the DI program fee. 
Additionally, since 2011 FNCE is in San Diego, attendance will not be required. 
All additional required attendance is included in the individual course schedules.  Any absences will need to be rescheduled and/or extra activities assigned to cover the necessary work to support knowledge and competency of the missed material. Due to this expectation, credit is not awarded for attending and participating in class.  Points will be deducted for tardiness and absences.  However, The Sage Colleges recognizes the value of participation in and observance of religious obligations and practices by individual students.  No Student will loose credit because a religious observance prevents participation in any class or practicum experience time.  A student who intends to be absent from classes for a religious observance must notify the DI Director and/or instructor in advance and make arrangements to complete the missed activities for an absence due to religious observance.
For all DI planned experiences, the preceptor notifies the facility if he/she is not able to meet the intern.  If the facility cannot accommodate the intern for the completion of the planned experience, the facility contacts the DI Director so a substitute experience can be planned.  Shifts generally run 8AM to 5PM, Monday through Friday, for a minimum of 8 hours per day, excluding breaks. However, for both full time and part time interns, experiences may begin as early as 6AM or end as late as 8PM.  Interns are expected to complete their assigned work each day, which may require more than the minimum of 8 hours per day.  Interns are expected to be in attendance the same hours as their preceptor unless other arrangements are made. Weekends also are not generally included in rotations.  However, graduate classes, special programs such as National Nutrition Month Activities and Nutrition Seminars/ Workshops may either be scheduled on weekends or evenings with participation expected.  Required attendance at special programs will be included in the course schedule.

Absence: Interns must immediately notify their preceptor if they are going to miss a rotation due to either illness or other extenuating circumstances.  The DI Director must also be notified of absences when they occur.  The Program Director may be reached at Ackerman Hall, 518-244-2396.  Voice mail is provided when the Director is not in the office.  Interns are required to make up any missed work/time from a planned rotation.  This also includes leaving early, arriving late, etc. during a scheduled day at any facility.  Interns are responsible for rescheduling any missed experiences with the respective preceptor.  Extended absences may require that the intern either withdraw from the program or request a leave of absence.  See Appendix A-11 for a copy of the Intern Absentee Form which must be completed by the intern and facility preceptor, and given to the DI Director within one week of the absence. All schedule request changes must be made in writing with this form.
Weather: Interns are expected to be in attendance at practicum rotation assignments on all scheduled days, despite winter weather conditions.  On class days if classes are either cancelled or delayed at The Sage Colleges, the DI classes will be cancelled or delayed. Listen for Sage weather-related information on WGY/WGFM, WROW, WYJB, WFLY, and WPTR, or call the Sage Inclement Weather Line at 244-4548, or access Campus Cruiser, from the main Campus page click on Sage Emergency Alerts to the right of the log in box. Additionally, interns are encouraged to register with e2Campus to receive these Sage emergency notices via cell phones, text or e-mail. 
Cell phone use: Cell phones are not permitted in the DI. Interns may carry their cell phone discreetly in their bag and keep it on vibrate mode; however, cell phones cannot be used at any time, except during breaks. Interns who use the cell phone during class time or during rotation will receive a warning. Three warnings and the intern will fail the rotation or the class.
ACADEMIC AND PROFESSIONAL STANDARDS STATEMENT

The DI Director reviews the SGS DI Academic and Professional Standards Statement with each intern prior to beginning the first practicum.  Interns then sign the Academic and Professional Standards Statement to indicate they are aware of and understand the academic and professional program requirements. Refer to Appendix A-12 for the Academic and Professional Standards Statement Form.

PROTECTION OF PRIVACY OF INFORMATION

Contents of intern files will be restricted to use by the DI faculty, but with written intern consent, it may be sent to prospective employers and other individuals as requested by the intern.  Refer also to The Sage Colleges’ Catalog and the SGS Student Handbook.

ACCESS TO PERSONAL FILES

Intern files are maintained in the DI Director’s Office.  These files include intern evaluations from rotations, assignments and grades earned in required graduate courses.  Interns may see any/all of their file by making an appointment with the DI Director.  The intern files are confidential and are made available only to the intern or faculty required to evaluate the intern.  Interns who sign recommendation waivers may not review their DI application recommendations.
STUDENT SUPPORT SERVICES

The following services are available to all dietetic interns: Financial Aid, Fitness Programs and Recreation facilities, Housing, Academic Advisement, Career Development, Health and Counseling Services, Academic Support, and Drug and Alcohol Abuse Prevention Program. Financial aid is available to all interns who are also matriculated into a degree bearing program at The Sage Colleges.
Please refer to the most recent edition of The Sage Colleges Catalog for the specifics of each program, www.sage.edu/catalog. 
LIBRARY SERVICES AND REQUIREMENTS

Library services include computer-based periodical indexes, interlibrary loan service, and on-line databases.  
Anyone wishing to use the library system, or to take books out of the library must have a Sage photo ID with updated sticker. ID’s and updated stickers can be obtained from the office of Public Safety, John Paine Building, Troy Campus, upon showing proof of registration. Students who already have a Sage Graduate School picture ID must obtain a 2010-11 bar coded update sticker.  Proof of registration is required.  

Interns for whom books have been borrowed from The Sage Colleges Libraries or any affiliating hospital’s library and who have not returned them by a date set by the corresponding Librarian shall not be permitted to receive their DI Verification Statement or credit in the course for which the books were borrowed until they have presented evidence satisfactorily to the College that the books have been returned.

Interns also have access to the Albany Medical College library. An orientation is provided at the beginning of the program. Interns also obtain a library card at this time.
AUDIO VISUAL EQUIPMENT

The Nutrition Science Department has laptop computers, LCD projectors as well as overhead projectors, VCRs, DVD and CD players available for internal presentations. These may be reserved through the Nutrition Science Department Administrative Assistant.  Most academic classrooms on The Sage Colleges campuses are now equipped with Smart Carts.
ACADEMIC COMPUTER CENTERS

Several assignments throughout the DI require the use and demonstration of working with computers. All DI courses also utilize the Moodle Online Learning Management System, an online teaching format. Computers are located in the libraries on both campuses of The Sage Colleges. Computer classrooms are also available on both campuses, and are utilized for the computerized final examinations for NTR 530 & 531 and the comprehensive finals, as well as other class projects. Nutritional analysis, word processing, PowerPoint, Excel and desktop publishing software as well as access to the Internet via SageNet are available. Students are encouraged to utilize the computer centers when their personal computers may not be compatible with Moodle or is not up to date with software.  Interns are responsible for printing costs of documents.
Each intern is provided with computer access identification at the beginning of the dietetic internship program.  Interns are responsible for maintaining their Internet account. All DI correspondences via electronic mail will be sent through SageNet accounts utilizing proper e-mail etiquette.  Refer to The Sage Colleges’ catalog for a copy of the Sage SageNet Account policy and Appendix-A-9 for e-mail Etiquette 101.  

CAREER PLANNING CENTER

Career development, planning and placement activities are available through the Career Development Center, 2nd Floor, Hart Hall of the Troy Campus.  Workshops are held throughout the year on various topics, and assistance is available for revising resumes, writing cover letters, etc.

INSURANCE REQUIREMENTS

Medical insurance is the intern’s responsibility while participating in the DI.  All interns must present proof of insurance to the DI Director prior to or upon beginning the program on August 23, 2010.  
Professional liability insurance is required and must be purchased by the intern on or after June 1, 2010 so it is valid for the entire program.  All interns must present proof of insurance to the DI Director prior to or upon beginning the program on August 23, 2010.

Liability for Safety in Travel: Automobile insurance is required in New York State.  The DI program assumes no liability.

Injury or Illness While in a Facility: Facilities must make emergency medical care available to interns who may become ill or injured while at the facility.  There may be a fee for this service dependent upon the nature of the illness or injury.

DRUG TESTING & CRIMINAL BACKGROUND CHECKS
Currently the DI does not require drug testing and criminal background checks. One placement facility, the Stratton VA Medical Center, Albany, NY, requires both. The DI Director assists all interns, who are assigned at the VA, with this process.
EDUCATIONAL PURPOSE OF THE DI

Interns are at facilities for the educational purpose of completing supervised practice experiences.  They are neither to be considered employees nor to replace employees.  Dietetic Interns may be placed at a facility in which they are employed based on the contingency that internship time and activities remain separate from the individual’s employment hours and responsibilities. Refer to Appendix A-13, Employment at a DI Practicum Facility, for the procedures to arrange this type of placement.

ACADEMIC/CLINICAL GRIEVANCES AND PETITIONS

In unusual circumstances, a difficulty may arise at a practicum placement.  Interns are encouraged to discuss complaints and questions with the clinical preceptor/academic instructor first.  If satisfaction is not attained or the intern feels that he/she cannot approach the clinical preceptor/academic instructor, he/she contacts the DI Director.  The director will arrange to meet with the intern and preceptor immediately to discuss and resolve the issue (s).  If the intern wishes he/she may either initially or further pursue the matter with the Nutrition Science Department Chair (518-244-2396), the Dean of the School of Health Sciences (518-244-2264) and/or the Commission on Accreditation for Dietetics Education (CADE) of The American Dietetic Association.  For CADE contact information, refer to the CADE Grievance/Complaint Procedure in Appendix A-3.
ASSESSMENT OF PRIOR LEARNING
The SGS DI Assessment of Professional Competence process provides limited waivers in a way that recognizes the learning achievements of students while conserving their resources of time and money in the pursuit of the supervised practical experience.  Interns accepted into the Sage DI are encouraged to complete the waiver application as soon as possible after official acceptance into the DI to have prior learning experiences applied towards the 1256 required hours.  Refer to the DI web site for all details, www.sage.edu/nutrition > Dietetic Internship > DI Professional Learning Waiver.

EVALUATION PROCEDURES &
FORMAL ASSESSMENT OF INTERN LEARNING
Interns receive evaluations following each of the practical rotations from their preceptor. Each intern is accountable for obtaining their evaluations and reviewing them with the DI Director. A copy is maintained in the intern’s personal file.  If a significant portion of the rotation is not completed satisfactorily, the intern is responsible to arrange with the DI Director and preceptor a specific plan to achieve competency of the experience.  The DI Director documents the plan for completing unsatisfactory work which is kept in the intern’s file.  The Intern Evaluation Policies and Procedures are provided with each Practicum Handbook.
Interns are evaluated by the DI Director as well as facility preceptors. Tools utilized to evaluate entry-level competence include, but are not limited to assignments, quizzes, observations during supervised practice experiences and exams at the end of each rotation.  The intern must successfully complete or pass each component and assignment to pass each course.  Each course syllabus provides the details of when and how intern performance and learning progress are evaluated. 

DI RETENTION AND REMEDIATION
The Sage DI strives for all interns to be successful.  The evaluation process is an ongoing, formative activity which allows each intern to progress at their own rate.   When issues arise, each situation is addressed based on the individual intern’s needs.  To support successfully achieving the ADA competencies/learning outcomes and the Sage DI concentration outcomes, the DI Director reserves the right to request interns take a leave of absence and/or repeat rotations where activities, objectives and competencies have not been met, and course assignments when a grade is below a B. Repeat work will receive a maximum grade of B (85%). Any academic and supervised practice requirements not completed by June 22, 2012, will be completed as soon as possible. Refer to each course syllabus and practicum handbook for further information pertaining to the planned experiences.
DISCIPLINARY AND TERMINATION PROCEDURES 

DI interns must abide by the policies and procedures of the affiliating organizations while completing their planned experiences.  Failure to comply with stated policies and procedures will compel the preceptor at the facility to issue a Warning Notice to the intern.  The Internship Director will also be given a copy of the Warning Notice.  Receipt of three warning notices will lead to termination from the program.  The Warning Notice Policy and Procedure is in the Appendix A-10.
Additionally, an intern may be suspended or terminated from the program if either 1) their actions are deemed insubordinate at a facility; 2) they do not abide by facility and program policies and procedures; and /or 3) their work is deemed unsatisfactory.
REQUIREMENTS FOR COMPLETION

The following components must satisfactorily be completed to receive the Verification Statement which qualifies the intern to sit for the Registration Examination.

1. All planned practicum experiences of the DI (clinical, community and management);
2. Pass all practicum final exams (minimum 60% score);
3. Earn a “B” grade or better in the five required graduate courses; and

4. Pass a final comprehensive examination (minimum 65% score).

DI Program requirements must be completed within two years of the start date.

CREDENTIALING & VERIFICATION STATEMENT PROCEDURES
Upon successful completion of the practical experiences, all assignments, the final DI comprehensive examination and the academic graduate component, the DI Director signs the Verification Statement substantiating completion of the program and provides each intern with four copies.  An original copy is maintained indefinitely by the Nutrition Science Department.  The DI Director completes and submits the registration eligibility application to CDR via the online Credential Registration Management System (CRMS) within 2 working days of the program completion date.  The Commission on Dietetic Registration (CDR) is the credentialing agency for The American Dietetic Association, and is responsible for establishing and enforcing standards and qualifications for dietetic registration and minimum competency for entry-level practice.  As of July 1, 1999, CDR utilizes a computer assisted test (CAT) format. The dietetic internship director provides information and guidance pertaining to the examination as the program progresses.  Extensive information is also available at CDR’s website, www.cdrnet.org.

New York State Certification of Nutritionists/Dietitians

New York State has a certification for nutritionists/dietitians to become certified with the New York State Education Department as a Certified Dietitian/Nutritionist (CDN).  The application process is reviewed at the end of the internship. The nutrition science program at Russell Sage College is registered with the New York State Education Department.

TRANSPORTATION

A car and valid driver’s license are necessary, as travel to facilities and field trips is required.  Students are responsible for automobile insurance and for safe travel to and from the assigned facilities.  Interns are generally assigned to facilities within a 50-mile radius of the Capital District.  Interns opting for placement in either the lower-mid Hudson Valley Region, the North Country or other areas outside the immediate Capital District are responsible for travel to and from The Sage Colleges to attend assigned graduate courses and to use and obtain library materials, references and media holdings at the Troy Campus library.  Distant interns are expected to be at class on time and make arrangements for overnight accommodations for certain placement assignments and when inclement weather is expected.  Monies for gas and tolls are the interns’ responsibilities during all rotations.  

Parking is available on both the Troy and Albany campuses.  A parking tag, which is valid on both campuses, is required.  Cars without a valid tag will be towed and/or ticketed.  Cars parked in non-designated lots will be ticketed.  Parking tags may be purchased at the campus Business Office.  Proof of course and vehicle registration is required to purchase the sticker.

Troy Campus Parking
*Ackerman Lot: evening only

*1st Street & Division (NE corner): any time

*1st Street & Division (SW corner): any time

*All other lots are reserved for visitors, faculty or staff

Albany Campus Parking
*All lots are open to students except where designated for faculty, staff or visitors.

Some facilities either charge for parking or provide a car sticker for the duration of the rotation.  Parking at the Albany campus is available during the day for the rotations at Albany Medical Center and the Capital District Psychiatric Center, which are two blocks away.

IMMUNIZATION AND HEALTH REPORT REQUIREMENTS

To meet state and federal health code requirements, all interns must provide proof of immunization for a minimum of measles, mumps, rubella, and chicken pox, and submit a health report, which includes a physical examination and 2-step tuberculin test completed on or after June 1, 2011.  Interns will not be allowed into any health facility unless the physical examination report, complete immunizations, and necessary blood tests have been done. Tetanus, Hepatits B, seasonal flu and H1N1 vaccinations are recommended.  The DI Director must receive the completed forms by July 9, 2011.  This information is held in the intern’s file and released only according to HIPAA requirements.
AMERICANS WITH DISABILITIES ACT

The Sage Colleges are committed to responding to the needs of students with disabilities, as defined by the Americans with Disabilities Act.  Students who require accommodations or modifications related to a disability should first contact the College’s compliance officer, M. Katherine Norman, Coordinator of Disability Services, 244-6874.  You must register your request in writing for assistance with his office.  It is imperative that any student in need of classroom assistance or modification must alert the Professor to the particular condition or need within the first week of class. Refer to Appendix A and individual course syllabi for details.
INTERNSHIP DIRECTOR CONTACTS
The DI Director’s Office is in Ackerman Hall Room 301 of the Troy Campus of The Sage Colleges.  She may also be reached by telephoning 518-244-2396 or via e-mail: abusar@sage.edu, and fax 518-244-4586.  Appointments for meetings should be scheduled directly with the DI Director.  Voice mail and the Nutrition Department Administrative Assistant are utilized to take messages.  The Director checks these two sources on a regular basis and returns calls as soon as possible.  Please leave messages, which include a day and evening telephone number as appropriate, the time(s) to be reached at each number, and a brief description of what you need from the Director.

OTHER RESOURCES
The Sage Colleges Catalog, Calendars and Course Schedules are only available online, in a paperless format.  These documents provide the most current information and additional details, college policies and general information.  Interns will find policies on Health Services, Losses, Snow Emergencies, Library and Computer Center hours, Graduate Program requirements (other than the DI), etc., as well as course descriptions, faculty profiles and maps of both the Troy and Albany campuses of The Sage Colleges. Interns are required to use on-line registration and access all information from the college’s Catalogs, Calendars & Course Schedules section of the website. It is important to keep/print important course and program information from the brochure and catalogue for future reference, such as transferring of graduate course credit to another institution.

APPENDIX A
Academic Responsibilities and Policies

ELIGIBILITY REQUIREMENTS AND ACCREDITATION STANDARDS

Competencies/Learning Outcomes for Dietetic Internship Programs

1. Scientific and Evidence Base of Practice: integration of scientific information and research into practice.

Upon completion of the DI, graduates are able to:

DI 1.1 Select appropriate indicators and measure achievement of clinical, programmatic, quality, productivity, economic or other outcomes

DI 1.2 Apply evidence-based guidelines, systematic reviews and scientific literature (such as the ADA Evidence Analysis Library, Cochrane Database of Systematic Reviews and the U.S. Department of Health and Human Services, Agency for Healthcare Research and Quality, National Guideline Clearinghouse Web sites) in the nutrition care process and model and other areas of dietetics practice

DI 1.3 Justify programs, products, services and care using appropriate evidence or data

DI 1.4 Evaluate emerging research for application in dietetics practice

DI 1.5 Conduct research projects using appropriate research methods, ethical procedures and statistical analysis

2. Professional Practice Expectations: beliefs, values, attitudes and behaviors for the professional dietitian level of practice.

Upon completion of the DI, graduates are able to:

DI 2.1 Practice in compliance with current federal regulations and state statutes and rules, as applicable and in accordance with accreditation standards and the ADA Scope of Dietetics Practice Framework, Standards of Professional Performance and Code of Ethics for the Profession of Dietetics

DI 2.2 Demonstrate professional writing skills in preparing professional communications (e.g. research manuscripts, project proposals, education materials, policies and procedures)

DI 2.3 Design, implement and evaluate presentations considering life experiences, cultural diversity and educational background of the target audience

DI 2.4 Use effective education and counseling skills to facilitate behavior change

DI 2.5 Demonstrate active participation, teamwork and contributions in group settings

DI 2.6 Assign appropriate patient care activities to DTRs and/or support personnel considering the needs of the patient/client or situation, the ability of support personnel, jurisdictional law, practice guidelines and policies within the facility

DI 2.7 Refer clients and patients to other professionals and services when needs are beyond individual scope of practice

DI 2.8 Demonstrate initiative by proactively developing solutions to problems

DI 2.9 Apply leadership principles effectively to achieve desired outcomes

DI 2.10 Serve in professional and community organizations

DI 2.11 Establish collaborative relationships with internal and external stakeholders, including patients, clients, care givers, physicians, nurses and other health professionals, administrative and support personnel to facilitate individual and organizational goals

DI 2.12 Demonstrate professional attributes such as advocacy, customer focus, risk taking, critical thinking, flexibility, time management, work prioritization and work ethic within various organizational cultures

DI 2.13 Perform self assessment, develop goals and objectives and prepare a draft portfolio for professional development as defined by the Commission on Dietetics Registration

DI 2.14 Demonstrate assertiveness and negotiation skills while respecting life experiences, cultural diversity and educational background

3. Clinical and Customer Services: development and delivery of information, products and services to individuals, groups and populations

Upon completion of the DI, graduates are able to:

DI 3.1 Perform the Nutrition Care Process (a through d below) and use standardized nutrition language for individuals, groups and populations of differing ages and health status, in a variety of settings

DI 3.1.a. Assess the nutritional status of individuals, groups and populations in a variety of settings where nutrition care is or can be delivered

DI 3.1.b.Diagnose nutrition problems and create problem, etiology, signs and symptoms (PES) statements

DI 3.1.c. Plan and implement nutrition interventions to include prioritizing the nutrition diagnosis, formulating a nutrition prescription, establishing goals and selecting and managing intervention

DI 3.1.d. Monitor and evaluate problems, etiologies, signs, symptoms and the impact of interventions on the nutrition diagnosis

DI 3.2 Develop and demonstrate effective communications skills using oral, print, visual, electronic and mass media methods for maximizing client education, employee training and marketing

DI 3.3 Demonstrate and promote responsible use of resources including employees, money, time, water, energy, food and disposable goods.

DI 3.4 Develop and deliver products, programs or services that promote consumer health, wellness and lifestyle management merging consumer desire for taste, convenience and economy with nutrition, food safety and health messages and interventions

DI 3.5 Deliver respectful, science-based answers to consumer questions concerning emerging trends

DI 3.6 Coordinate procurement, production, distribution and service of goods and services

DI 3.7 Develop and evaluate recipes, formulas and menus for acceptability and affordability that accommodate the cultural diversity and health needs of various populations, groups and individuals

4. Practice Management and Use of Resources: strategic application of principles of management and systems in the provision of services to individuals and organizations.

Upon completion of the DI, graduates are able to:

DI 4.1 Use organizational processes and tools to manage human resources

DI 4.2 Perform management functions related to safety, security and sanitation that affect employees, customers, patients, facilities and food

DI 4.3 Apply systems theory and a process approach to make decisions and maximize outcomes

DI 4.4 Participate in public policy activities, including both legislative and regulatory initiatives

DI 4.5 Conduct clinical and customer service quality management activities

DI 4.6 Use current informatics technology to develop, store, retrieve and disseminate information and data

DI 4.7 Prepare and analyze quality, financial or productivity data and develops a plan for intervention

DI 4.8 Conduct feasibility studies for products, programs or services with consideration of costs and benefits

DI 4.9 Obtain and analyze financial data to assess budget controls and maximize fiscal outcomes

DI 4.10 Develop a business plan for a product, program or service including development of a budget, staffing needs, facility requirements, equipment and supplies

DI 4.11 Complete documentation that follows professional guidelines, guidelines required by health care systems and guidelines required by the practice setting

DI 4.12 Participate in coding and billing of dietetics/nutrition services to obtain reimbursement for services from public or private insurers 
CADE COMPLAINT POLICIES AND PROCEDURES

COMPLAINTS AGAINST PROGRAMS

The Commission on Accreditation for Dietetics Education (CADE) has established a process for reviewing complaints against accredited programs in order to fulfill its public responsibility for assuring the quality and integrity of the educational programs that it accredits. Any individual, for example, student, faculty, dietetics practitioner, and/or member of the public may submit a complaint against any accredited or approved programs to CADE. However, CADE will not intervene on behalf of individuals or act as a court of appeal for individuals in matters of admissions, appointment, promotion, or dismissal of faculty or students. It will act only upon a signed allegation that the program may not be signed by the complainant. Anonymous complaints will not be considered. The following procedures will be used in the investigation of a complaint against an accredited or approved program. 

1. CADE staff will forward all written complaints to the CADE chair within three weeks of receipt of the complaint.

2. If the CADE chair determines that the complaint does not relate to the accreditation standards or policies, the complaint will be notified in writing within two weeks of the chair’s review that no further action will be taken.

3. If the CADE chair determines that the complaint may relate to the accreditation standards or policies, the complaint will be acknowledged in writing within two of the chair’s review and the complainant will be provided a copy of the process for handling the complaint.

4. At the same time as the complainant is notified the complaint will be forwarded to the program by certified mail. The administrative officers of the institution or organization sponsoring the program, currently on file with CADE, will receive copies of the correspondence by first class mail. At the request of the complainant, the name of the complainant will be “blocked out” within the body of the written complaint that is sent to the program. 

5. The CADE chair will request the program to conduct a preliminary investigation and submit a report addressing the relevant accreditation standards or policies postmarked no more than thirty calendar days from receipt of the notification, as documented by return receipt of certified mail.

6. The CADE chair may also request further information or materials relating to the complainant from the complainant, the institution, or other sources.

7. In determining the appropriate action, CADE will consider the complaint, materials relating to the complaint, the review committee’s recommendation, if any, and additional evidence provided by the program if any.

8. CADE or the CADE chair may determine that legal counsel is needed to address the complaint. ADA accreditation staff will work with CADE and legal counsel to identify a plan to address the complaint.

9. If the complaint is determined to be unsubstantiated or not related to the accreditation standards or policies, no action will be taken.

10. If the complaint is substantiated and indicated that the program may not be in compliance with the accreditation standards or policies, appropriate action will be taken, which may include, but is not limited to, scheduling an on-site visit of the program,. If the complaint is substantiated and CADE determines that the program is not in compliance with the accreditation standards or policies, CADE may place the program on probation or withdraw accreditation or approval.

11. The program director and administration of the sponsoring institution will be notified of CADE’s decision and action in writing within two weeks of the decision. The complainant will be notified of the final decision and action when the reconsideration and appeals process expires.

12. The program will have the right to request CADE to reconsider a decision to place the program on probation or to withdraw accreditation or approval. 

COMPLAINTS ABOUT CADE

An individual, for example, student, faculty, dietetics practitioner, and/or member of the public, may submit a complaint about the standards, policies, procedures, or conduct of CADE. The complaint must be signed by the complainant. Anonymous complaints will not be considered. The following procedure will be used in the investigation of a complaint.

1. CADE staff will forward all written complaints to the CADE chair and a public member within three weeks of receipt of the complaint.

2. If the CADE chair and the public member determine that the complaint does not relate to the standards, policies, procedures, or conduct of CADE, the complainant will be notified within two weeks of their review that no further action will be taken.

3. The CADE chair will appoint a review committee that will consider the complaint, along with all relevant information, and recommended appropriate action to CADE.

4. CADE or the CADE chair may determine that legal counsel is needed to address the complaint. The ADA staff will work with CADE and legal counsel to identify a plan to address the complaint.

5. CADE will consider the review committee’s recommendation as its next scheduled meeting. If the complaint is determined to be unsubstantiated or not related to the standards, policies, procedures, or conduct of CADE, no action will be taken. If the complaint is substantiated, appropriate action will be taken.

6. The complainant will be notified of CADE’s decision and action in writing within two weeks of the decision. 

College Policy Statements (Compiled by Secretary of the Curriculum 8/4/10)

THE SPIRIT OF LEARNING:  STATEMENT ON APPROPRIATE CONDUCT ON CAMPUS

All members of The Sage Colleges community are expected to conduct themselves in a way which respects the learning environment.  Thus, Sage has the right to remove any student from a classroom, other academic area, or program at any time if the student’s behavior is contrary to the spirit of learning or hinders the operation of the program in any way.  Violent, disruptive, harassing or intimidating behavior is not tolerated in the classroom or any other place on campus.  Any student whose conduct disrupts a class or other learning environment may be required to leave the premises immediately and subjected to disciplinary and/or legal action.

AMERICANS WITH DISABILITIES ACT

The Sage Colleges is committed to responding to the needs of students with disabilities, as defined by the Americans with Disabilities Act.  A student seeking academic adjustments under the Americans with Disabilities Act must make a request in writing to The Coordinator of Services for Students with Disabilities.  Any student in need of classroom assistance or modification under the Americans with Disabilities Act must inform the instructor of the needed adjustment no later than the first week of class, and provide documentation from the Coordinator of Services for Students with Disabilities.  The Coordinator can be contacted in Troy at 45 Ferry Street, Troy NY 12180 (518) 244-6874 or in Albany at 140 New Scotland Avenue, Albany NY 12208 (518) 292-8624.

POLICY ON ACADEMIC HONESTY

Academic dishonesty in any of its forms, including cheating, plagiarism, misuse of SageNet, and failure to comply with guidelines for the conduct of human research, will not be tolerated at The Sage Colleges.  A full statement of the policy on Academic Honesty can be found as an appendix to the Student Conduct Code on The Sage Colleges web site.  A hard copy can be requested from the Dean of Students in Albany Kahl Campus Center 145 (518) 292-1753 or in Troy Cowee Hall 2nd Floor 244-2207.  

For guidance in proper referencing of sources, as well as how to avoid plagiarism, consult the most recent editions of the following works, which are available in the reference section of the libraries on the Troy and Albany campus.

· Joseph Gibaldi and Walter S. Achtert, MLA Handbook for Writers of Research Papers, New York, Modern Language Association.  

· Kate L. Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations, Chicago, University of Chicago Press. 
http://www.wisc.edu/writing/Handbook/DocChicago.html

· American Psychological Association Publication Manual for the American Psychological Association, Washington, D.C., American Psychological Association.
http://apastyle.apa.org/

RELIGIOUS OBSERVANCE

The Sage Colleges recognize the value of participation in and observance of religious obligations and practices by individual students. No student will be denied admission or suspended because a religious observance prevents participation in any examination, study, or work requirement. A student who intends to be absent from classes for a religious observance must notify each instructor in advance and make arrangements to complete the examination, study, or work missed. An opportunity will be provided for each student to make up any examination, study, or work requirement for an absence due to religious observance.

E-Mail policy for The Sage Colleges
Sage considers CampusCruiser (username@sage.edu) the exclusive vehicle for official college e-mail communication.  As such, username@sage.edu will be considered the official e-mail address for writing and forwarding electronic correspondence.  All users are expected to regularly check their Sage e-mail account (on CampusCruiser) and to acknowledge messages in a timely manner. In addition to general College notices, faculty members frequently use the College's e-mail system to notify and correspond with members of their classes. It is recommended that students frequently access their College assigned e-mail account for information. All students are responsible for managing their disk quota such that there is room for new mail to arrive. Any electronic business conducted with the College must be done via a sage.edu account.

COPYRIGHT ISSUES

The U.S. Copyright laws, 17 U.S.C. 102(a)(1982) give protection to authors of works, whether or not actually published. If a work is copyrighted, it ordinarily cannot be reproduced without the permission of the copyright holder, which may include paying a royalty or purchasing the work. 

The “fair use” exception allows for limited copying of copyrighted works without incurring penalties for violation of the law. “Fair use” clearly allows, for example, the making of a single copy of an article for one’s personal use, or to place on reserve in the Library. Beyond this example, fair use has been determined on a case by case basis. 

Factors included in the law when considering whether a “fair use” exception is present include:

1) the purpose and character of use, including whether such use is of a commercial nature or is for nonprofit educational purposes;

2) the nature of the copyrighted work;

3) the amount and substantiality of the portion used in relation to the copyrighted work as a whole; and

4) the effect of the use upon the potential market for or value of the copyrighted work. (17 U.S.C. sec. 107)

When the copyright law was last amended, in 1976, considerable discussion was held in Congress about the role of photocopying, particularly of book chapters, articles, etc., for classroom use. During the hearings for the law, an Agreement on Guidelines for Classroom Copying was made part of the legislative history of the bill [91975 U.S. Code Cong. and Ad. News 5682, discussed in Basic Books, Inc., v. Kinko’s Graphics Corp., 758 F. Supp. 1522 (S.D.N.Y. 1991)]. The guidelines emphasize that copying for classroom use must be spontaneous, brief, and limited and that each copy must include a copyright notice. The Agreement went on to give examples of each of these characteristics. Spontaneous means that the decision to copy a work is made too late to obtain the necessary permission. Brief means an article of less than 2500 words, or an excerpt of not more than 1000 words or 10 percent of the article, whichever is less. Limited in effect means that there are no more than 9 instances of multiple copying for one course during one class term; limited to one course (i.e., one time) only; and not more than one piece of work per author.

Other restrictions include: copying cannot create, replace, or substitute for an anthology; cannot substitute for the purchase of books, reprints, or periodicals; and students cannot be charged more than the actual cost of the photocopying. 

New areas of copyright law concern the copying of computer software; the use of copyrighted materials (text, graphs, images, etc.) for multi-media classroom presentations; and downloading and uploading material on the Internet. Similar principles seem to be applying to these new uses for copyrighted materials.

While most of the litigation around the copyrighted law has concerned for-profit operations like Kinko’s, lack of profit, or no charge to students, is not enough to exempt a potential violator. The law provides for statutory damages, regardless of actual proven monetary losses, of up to $20,000 per infringement, plus attorney’s fees.

The safest rule of thumb is that if you are unsure whether making more than one copy of a copyrighted work is a violation of the law, it probably is!

SAGE GRADUATE SCHOOLS STATEMENT OF POLICY

CHARACTERISTICS OF GRADUATE COURSES

The Sage Graduate School Curriculum Committee requires that all graduate courses exhibit the following characteristics.

CONTENT

· An emphasis on theory and the translation of theory into practice

· A greater reliance on the development of critical evaluation skills through analysis of research literature

· The range of content covered addresses the depth and complexity of recent developments in the field at substantial, professional level

ROLE OF THE INSTRUCTOR

· The role of the instructor goes beyond that of a conveyor of information

· The instructor of a graduate course develops a learning environment that allows students to construct their own knowledge and understanding

· Graduate courses rely on interactive, collaborative problem solving to a greater extent, allowing students the opportunity to integrate and apply what is learned to relevant and current situations

ROLE OF THE STUDENT

· Graduate students are expected to assume responsibility for their own learning

· Graduate students are presumed to have knowledge based in the discipline that prepares them for independent pursuit of knowledge, expertise, and skills

Policy approved by the Graduate Degree Committee of

Sage Graduate School May 26, 2000 and Amended on April 8, 2004
E-MAIL Etiquette 101

Top 15 E-mail Etiquette tips

1. Never leave the “Subject” line blank, since doing so makes it difficult for the recipient to search for the e-mail later in their archives.  When writing a subject line, use keywords to identify the type of message: Question, Response, or Informational.  Then give a brief description of the content.

2. Use proper spelling, grammar, and punctuation.

3. Use proper structure and layout including short paragraphs and blank lines between paragraphs.

4. Use the high Priority option sparingly to guard against the “boy-who-cried-word” syndrome.

5. Don’t write in all CAPITALS.  You’ll appear to be shouting or angry.

6. Don’t leave out the message thread since it enables recipients to follow prior communications.  Place your most recent message at the top.

7. Don’t’ overuse Reply to All.  Reply only to those who need to see your message.

8. Use the “Bcc:” (Blind Carbon Copy) field when sending to multiple recipients so you don’t publicize others’ e-mail addresses.  

9. Review each e-mail before you press the “Send” button, and make sure you’ve actually attached the documents.

10. Avoid sending unnecessarily large files, such as digital photos that should be resized.

11. Use caution when sending rich text or HTML format since not all recipients can read them.

12.  Don’t forward chain letters.  Most are simply hoaxes or urban legends.

13. Use current antivirus software to help prevent spreading worms and viruses.

14. Use abbreviations and emoticons sparingly, if at all.

15. Don’t discuss or forward confidential information or make any questionable comments in e-mails, even if they are meant to be a joke.  Emails are not truly private.

From: Website Compass-Summer’09

SAGE DIETETIC INTERNSHIP 

WARNING NOTICE POLICY AND PROCEDURE

Policy:
The Faculty mentor or DI Director will document, on letterhead, any incident whereby an intern fails to comply with the policies and procedures of the affiliating organization and/or the SGS DI while completing their planned experience. 

Purpose:
To provide documentation of an incident which may lead to either an intern’s suspension or termination from the program.

Procedure:
1. Interns are expected to abide by policies and procedures of the affiliating organizations and the Sage Graduate School Dietetic Internship while completing their planned experiences.


2. The Facility mentor and or DI Director documents and incident contrary to policies and procedures or the SGS DI policies and procedures, and identifies the required corrective action(s). The DI Director may be consulted to determine what, if any, action to be taken.


3. The Document, which is known as a warning notice, is given to the intern in a timely fashion, i.e., within hours of the unacceptable action. The document is reviewed and signed by the intern, mentor and/or DI Director.


4. The DI Director is notified immediately of actions which warrant a suspension.


5. The DI Director receives a copy of the warning notice from the mentor. The copy is maintained in the intern’s file for the duration of the program.


6. Receipt of three warning notices will lead to termination from the program. 

INTERN ABSENTEE VERIFICATION


Complete this form for each period of absence from rotations, and Seminar Meetings. The Mentor and Program Director must sign the form which will be maintained by the Director in the Intern Personal File. 

Intern Name ​​​​​​​​​​​​​​​​​​​​​​​​​​_________________________________________________________________________

Date of Absence______________________ Amount of Time Missed _______________________

Mentor/Facility/Director Notified, include the time and method of notification: __________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

Explanation/Reason for Absence (please be as specific as possible): __________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

How and when will the rotation/Seminar be completed?

__________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

Intern Signature___________________________________________________________

(Date)


Mentor Signiture__________________________________________________________
(if applicable)
  







(Date)


Director Signature_________________________________________________________
(Date)


Sage Dietetic Internship Program (DI)

Academic and Professional Standards Statement

Please complete this form and return to the dietetic Internship Director by August 24, 2008

Name ________________________________________________________________________________
School Address ________________________________________________________________________
School Telephone (
) _______________________________________________________________
Home Address _________________________________________________________________________
Home Telephone (
) _______________________________________________________________
TO: Dietetic Internship Program Director:

I am aware of the criteria I must meet in order to maintain my status as a Dietetic Intern and to be able to be eligible for continuation in the supervised practice component of the program.

I understand I must achieve a grade of “B” or better in all Dietetic Internship courses (NTR). Should I achieve a grade of “B-“ or lower in any professional level course, I understand I will be required to either repeat the course or complete other remedial work to assume competence for clinical practice. I understand I must also successfully complete all oral presentations (minimum passing grade is 80%), successfully complete all practicum exams (minimum grade is 60%), successfully complete the final comprehensive exam (minimum grade is 65%), and demonstrate effective professional behavior, including interpersonal communication skills and judgment, necessary for the clinical education experiences and professional practice. 

I agree to maintain the standards outlined above and understand that failure to meet these standards may result in my dismissal from the professional program.

I understand I must be continually enrolled in the program. In the event a leave of absence is required, this must be requested by the student and approved by the Program Director to maintain a place in the program and eventually be eligible to receive the American Dietetic Association Verification Statement. 

I understand that upon completion of the Sage Graduate School Dietetic Internship, I am expected to successfully pass the registration examination for dietitians. 

Signature _______________________________________________ Date ________________________
SAGE DIETETIC INTERNSHIP

Employment at a DI Practicum Facility

POLICY: 

Dietetic interns may be placed at a facility in which they are employed based on the contingency that internship time and activities remain separate from the individual’s employment hours and responsibilities. 

PROCEDURES:

1. It is the Dietetic Intern’s responsibility to notify the Dietetic Internship (DI) Director of their anticipated employment situation while completing the dietetic internship.

2. The DI Director discusses with the intern their employment status, responsibilities, hours etc.

3. If an intern Desires to complete a portion of the DI practicum at their place of employment, the Dietetic Intern shares information about the DI with their supervisor, manager, etc., to determine the feasibility of completing a portion of the DI at the respective facility. Key items to discuss include, yet are not limited to: DI hour requirements, learning activities required for the practicum, Affiliation Agreement requirements, and benefits for the facility.

4. when the facility determines that either they will consider having the employee complete some of the DI practicum at the facility or they decide an employee may complete some of the DI practicum activities while being employed at the facility, the DI Director meets with the facility to review program requirements and clarify any concerns regarding conflict of interest, schedule, etc. 

APPENDIX B
Professional Responsibilities
OSHA REGULATIONS – DEFINITIONS
Blood Borne Pathogens mean pathogenic microorganisms that are present in human blood and can cause disease in humans. These pathogens include, but are not limited to, hepatitis B virus (HBV) and human immunodeficiency virus (HIV).

Contaminated means the presence or the reasonably anticipated presence of blood or other potentially infectious materials on an item or surface.

Exposure Incident means a specific eye, mouth, other mucous membrane, non-intact skin, or parenteral contact with blood or other potentially infectious materials that results from the performance of an employee’s duties.

Other Potentially Infectious Materials (1) The following human body fluids: semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, amniotic fluid, saliva in dental procedures, and body fluid that is visibly contaminated with blood, and all body fluids in situations where it is difficult or impossible to differentiate between body fluids; (2) Any unfixed tissue or organ (other than intact skin) from a human (living or dead); and (3) HIV-containing cell or tissue cultures, organ cultures and HIV or HBV-contaminating culture medium or other solutions; and blood, organs or other tissues from experimental animals infected with HIV or HBV. 

Personal Protective Equipment is specialized clothing or equipment worn by an employee for protection against a hazard. General work clothes (e.g. uniforms, pants, shirts, or blouses) not intended to function as protection against a hazard are not considered to be personal protective equipment. 

Regulated Waste means liquid or semi-liquid blood or other potentially infectious materials; contaminated items that would release blood or other potentially infectious materials in a liquid or semi-liquid state if compressed; items that are caked with dried blood or other potentially infectious materials and are capable of releasing these materials during handling; contaminated sharps; and pathological and microbiological wastes containing blood or other potentially infectious materials. 

Universal Precautions is an approach to infection control. According to the concept of Universal Precautions, all human blood and certain human body fluids are treated as if known to be infectious for HIV, HBV, and other blood borne pathogens

Right to Know – employees (interns) have the right to know about all types of chemical hazards. Information concerning chemical hazards is transmitted by container labeling, material safety data sheets (MSDS), and employee training.

INFECTION CONTROL

Universal Blood and Body Fluid Precautions 

(Universal Precautions)

General Information

The following information is a summary of key points for the Infection Control of Universal Blood and Body Fluid Precautions (UP). Detailed guidelines vary by facility. Consult a Mentor as needed. 

1. Universal precautions are designed to protect the heath care worker from exposure to potentially infectious agents through the use of barriers such as gloves, gowns, masks, and protective eyewear. The universal blood body fluid precautions are used with all patients and patient care equipment. Traditional isolation precautions are still used , but are only implemented when the patient is known or suspected of have a specific communicable disease
2. All health care workers must routinely use the appropriate barrier(s) (i.e. gowns, gloves, masks, eye protection) to prevent skin and mucous membrane exposure when in direct contact with blood or body fluids. 

3. Unsterile later or vinyl examination gloves are not the most common barrier worn for touching blood and body fluids, mucous membranes or non-intact skin of all patients, and for handling items or surfaces soiled with blood or body fluids. Gloves must be changed after contact with each patient followed by hand washing. NOTE: Sterile gloves are worn for procedures involving contact with normally sterile areas of the body. 

4.  Masks and protective eyewear or face shields must be worn during procedures that are likely to generate droplets or aerosolization of blood in order to prevent exposure to mucous membranes of the mouth, nose and eyes.
5. Moisture resistant gowns or aprons should be worn during procedures that are likely to generate splashes of blood or other body fluids. 
6. Never recap used needles. Always discard into locked sharps containers. Never bend or break needles by hand.
7. Discard all sharp (razor/scalpel blades, suture needles and syringes) into locked harps containers.
8. Emergency mouth to mouth resuscitation devices should be readily available in all areas where resuscitation is predictable. 

9. Gloves must be worn when cleaning up all blood spills. Rubber utility work gloves are available for all cleaning procedures.

10. Any health care worker who has contact with blood or sharps in their day-to-day activities should consider receiving the Hepatitis B Vaccine. Contact Employee Health Clinic for more information.
INFECTION CONTROL – GENERAL CONSIDERATIONS

“Hospitals should do the sick no harm” (Florence Nightingale, 1856)

1. The infection control program is implemented for the development of systems within a health care facility in order to provide a high level of patient care through the surveillance, prevention and control of nosocomial (hospital acquired) infections

2. Hand washing is the single most effective way of preventing the spread of infection to both patients and employees. 
3. Each facility has an Infection Control Policy Manual which contains infection control policies and procedures. These provide guidelines and standards to prevent infections to both employees and patients/residents. Consult a mentor as needed for a specific facility’s policy.
4. The two main goals of the Infection Control Program are to 
1) Prevent patients from acquiring infections while they are hospitalized (nosocomial), and 

2) Prevent employees from being unnecessarily exposed to communicable or infectious diseases. 
5. All employees must have documented an infection control in-service annually. Education is an important aspect in preventing infections.
6. The employee’s understanding of the infection control program is one of the key elements to controlling and reducing infections
7. All needle sticks or cutes from contaminated sources should be reported by completing the facility’s Incident Report form. Splashing of body fluids into eyes, mouth or onto non-intact skin should also be reported on the Incident Form. When the source (the patient) is known, ALWAYS identify them on the Incident Form.
8. Employee Health Clinic is responsible for all follow-up, related to contaminated needles sticks, and bloody mucous membrane exposures. Notify your mentor for immediate treatment procedures. 
NURSING FACILITIES - RESIDENT RIGHTS
As a nursing home resident, you have the right to:

· Dignity, respect and a comfortable living environment

· Quality of care and treatment without discrimination
· Freedom of choice to make your own, independent decisions
· The safeguard of your property and money
· Safeguards in admission, transfer and discharge
· Privacy in communications
· Participate in organizations and activities of your choice
· An easy to use and responsive complaint procedure
· Exercise all of your rights without fear of reprisals
DIGNITY AND RESPECT

Resident Rights

You have the right to:

· be treated with dignity, respect and consideration at all times;
· privacy in the treatment and care of your personal needs;
· choose activities, schedules and health care consistent with your interests and plan of care;
· communicate with and have access to people and services inside and outside the facility;
· be consulted when the facility sets policies about your rights and responsibilities and about aspects of your life in the facility;
· staff assistance in the interpretation of your rights.
Facility Responsibility

The facility must:

· ensure that you are treated as an individual and encourage you to participate in programs and services of your choice;
· provide you with safe, clean and comfortable rooms and surroundings;
· protect you from any kind of harsh and abusive treatment;
· provide you privacy in communicating and associating with people of your choice.
HOSPITALS - PATIENT’S BILL OF RIGHTS

As a patient in a hospital in New York State, you have the right consistent with law, to:

1. Understand and use these rights. If for any reason you do not understand or you need help, the hospital MUST provide assistance, including an interpreter.

2. Receive treatment without discrimination as to race, color, religion, sex, national origin, disability, sexual orientation or source of payment.

3. Receive considerate and respectful care in a clean and safe environment free of unnecessary restraints.

4. Receive emergency care if you need it.

5. Be informed of the name and position of the doctor who will be in charge of your care in the hospital.

6. Know the names, positions and functions of any hospital staff involved in your care and refuse their treatment, examination or observation.

7. A no smoking room.

8. Receive complete information about your diagnosis, treatment and prognosis.

9. Receive all the information that you need to give informed consent for any proposed procedure or treatment. This information shall include the possible risks and benefits of the procedure or treatment. 

10. Receive all the information that you need to give informed consent for an order not to resuscitate. You also have the right to designate an individual to give this consent for you if you are too ill to do so. If you would like additional information, please ask for a copy of the pamphlet “Do Not Resuscitate Orders – A Guide for Patients and Families.”

11. Refuse treatment and be told what effect this may have on your health.

12. Refuse to take part in research. In deciding whether or not to participate, you have the right to a full explanation.

13. Privacy while in the hospital and confidentiality of all information and records regarding your care.

14. Participate in all decisions about your treatment and discharge from the hospital. The hospital must provide you with a written discharge plan and written description of how you can appeal your discharge.

15. Review your medical record without charge and obtain a copy of your medical record for which the hospital can charge a reasonable fee. You cannot be denied a copy solely because you cannot afford to pay.
16. Receive an itemized bill and explanations of all charges.

17. Complain without fear or reprisals about the care and services you are receiving and to have the hospital respond to you and if you request it, a written response. If you are not satisfied with the hospital’s response, you can complain to the New York State Health Department. The hospital must provide you with the Health Department telephone Number. 
CONFIDENTIALITY OF HIV RELATED INFORMATION

Public health law – Article 27-F Part 63

Sub-Chapter G in 10 NYCRR

“This information has been disclosed to you from confidential records which are protected by state law. State law prohibits you from making any further disclosure of this information without the specific written consent of the person to whom it pertains, or as otherwise permitted by law. Any unauthorized further disclosure in violation of state law may result in a fine or jail sentence or both. A general authorization for the release of medical or other information is not sufficient authorization for further disclosure. Disclosure of confidential HIV information that occurs as the result of a general authorization for the release of medical or other information will be in violation of the state law and may result in a fine or a jail sentence or both.” 
GENERAL INCIDENT REPORTING SYSTEM
Definition


An Incident is any unexpected event, including yet not limited to an injury or illness while in a facility for supervised practice, involving a patient, visitor, employee, physician, volunteer, student or piece of equipment. 

Purpose

· Rapid identification of all situations with liability potential so they can be investigated immediately and action can be taken to reduce losses and prevent a recurrence.

· Identification of situations which present a risk to patients or staff so that corrective action can be taken to prevent injuries. 

· Review of all incidents for problems or opportunities to improve care/service so action can be taken to correct the problem or improve the care/service. 

· Identification of educational topics to promote facility-wide safety and reduce liability and losses.

Procedures
· Refer to the facility’s Incident Reporting Policy for details.

· Complete an incident report when an unexpected event is identified.

· The person discovering the incident completes the form no later than the end of that shift.

· Notify your preceptor of all incidents and give them the completed incident report.

· If unsure an event is an “incident,” ask your preceptor.

· New York State requires that certain types of incidents with injury be reported to the Department of Health. The details of this process and what types of incidents are reported will be provided to those interns involved in identifying State reportable incidents.

· If you become ill or have an accident at a facility, they are required to proved immediate medical care. However, depending on the nature of the situation, you may be billed for services rendered.

IF YOU HAVE ANY QUESTIONS, CONCERNS OR SUGGESTIONS, PLEASE DISCUSS WITH YOUR MENTOR. 
GENERAL SAFTEY PRECAUTIONS

Intern Will:

· Report all conditions considered unsafe to the Mentor/Department Head if they cannot correct the problem themselves.

· Use caution when operating or closing doors to avoid injury to other close by.

· Make a practice of picking up any waste, refuse, fruit skins, or other things which might cause someone to slip, fall or trip.

· Not place disposable items or equipment in the laundry.

· Remove or turn down nails which stick out wherever found, especially in crating or containers.

· Be sure to keep supplies and materials properly labeled and stacked or arranged securely in bins or racks

· Use ladders to reach overhead work. Chairs, boxes, tables, shelves, or other makeshift supports may result in a serious fall.

· Not remove guards from electric or other power drive equipment while in operation. Do not operate without guards. If repairs have to be made, guards must be replaced before the equipment is used again. 

· Not attempt to touch or operate electrical equipment unless trained in its operation.

· Walk going up or down stairs, not run, and use handrails.

· When lifting a heavy object, be sure to have good footing, bend at the knees to grasp the weight, keep the center of gravity of the object close to the body, get a firm hold, and keep arms and back as straight as possible. 

· Make sure that wet or slippery floors are properly designated. 

PROFESSIONAL IMAGE STANDARDS - DRESS CODE
PRIVATE 
Sage Graduate School Dietetic Internship

POLICY:     All DI interns are to wear professional attire during all DI planned experiences.

PURPOSE:  To properly represent the DI and affiliate Dietary Departments as professional health care workers; to comply with standards of professional responsibility in the day-to-day work environment; and to promote self development.

PROCEDURE:

1.
Dress code for DI interns is to match professional standards of the facilities responsible for planned experiences.  

2.
Casual dress such as blue jeans, sweatsuits/sweatshirts, sandals, sneakers, docksiders, khakis, stretch pants, mini-type skirts, jean skirts, halter tops, and very low neck lines (cleavage is unacceptable); large and dangling earrings, numerous bracelets and chains; facial piercing, excessive makeup, bright nail polishes, and gum chewing do not meet program standards and are to be reserved only for times students are not participating in any DI related activities.  Colored nail polish and nail tips are not acceptable for all management rotations.  Additionally visible tattoos are not accepted.
3.
A lab coat is to be worn over street clothes at all times during planned experiences, as required by individual facilities.

4.
An intern who arrives in non-professional attire for a planned experience receives a Warning Notice and is requested to change their attire prior to beginning the work day.  This may require the intern to leave the facility.   

5.
The Warning Notice, regarding lack of compliance with facility policy, is completed immediately by the facility mentor.  Refer to the Warning Notice Policy in Appendix A for details.  


 
6.
Any time lost from the planned experience due to improper attire is to be made up at the convenience of the facility.

7.
Interns who are to be involved in physical activity, e.g., management rotation inventory assignment, are to verify any other attire with the facility mentor.

DRESS FOR SUCCESS

Business Wear for Women

A person dressed quietly in fashion, in what is obviously quality clothing and appropriate for his or her business life, projects a strong quality image for his or her business. A well tailored suit is appropriate for women. If you wear a skirt, the skirt length should be to or below the knee. A dark color suit or a subtle pattern with a neutral blouse are most acceptable. Avoid low cut and tight garments. Shoes should have a closed heel and toe.

Before buying apparel, ask yourself these questions:

· Considering my job and the company for which I work, is this appropriate for me to wear?

· Is it good basic fashion or is it faddish?

· Does it fit properly?

· Is it right for this season?

Tips to remember:

· Be very wary of dressing in clothes that are too tight

· Avoid wearing dressy fabrics to the office that are really only suitable for evening, eg. Satin, brocade, cut velvet, lame, etc. 
Head to Toe Grooming

· Makeup carefully and sparingly applied – this is not the day to experiment with new colors

· Fragrance applied sparingly

· No makeup on top of dress, blouse, or sweater

· Slip does not show

· Nail polish is in perfect condition (for clinical or community placements)
· Pantyhose are run-free – you may want to carry an extra pair in case of emergency
Makeup

Cosmetics can enhance a woman’s appearance. A smart woman realizes that for her office life “less is truly more.” She never wants her makeup to be the first thing one notices about her. She therefore uses less makeup at the office than she does in her leisure hours. 

Nails

Clean, well shaped nails and a healthy cuticle are as important to a man’s appearance as they are to a woman’s.  Hands are on a constant view and are an important part of one’s presence. A woman who wears nail polish should use a quiet color – again, the antithesis of distraction. Long sharp nails covered in bright red or “passionate purple” are a magnet for everyone’s attention.  Nail polish and tips are not allowed in foodservice settings.
Accessories

Accessories are personal fashion statements that differ greatly from woman to woman. In the office, accessories should never be overly conspicuous in their color, shape, or sound. Fashion in an office is wrong if it is distracting. 

Be modest with fragrances or a splash of cologne. Jewelry should be minimal. Less is best and stay with good quality jewelry. Avoid dangling and large earrings. 

Jewelry

Wearing jewelry requires fashion know-how. Here are a few things you should remember about jewelry:
· Jewelry should be completely noiseless in the office. Noisy jewelry is irritating and distracting to anyone near you.

· Long, dangling earrings are an evening look as a rule and do not really belong in the work environment. 

· Do not wear rings on all your fingers. It is very distracting and unbusinesslike.

· Big, bold costume jewelry makes a great accent, but after you have put it all on, look at yourself in a full-length mirror and start taking it off, piece by piece, until you are wearing only one striking piece or two small items. 

The Fancy Leg

Lacy stockings and pantyhose embroidered with flowers, birds, polka dots, and such should not be part of a woman’s personal daytime dress, because they are conspicuous and draw constant attention to her legs.

APPENDIX C
Intern Orientation Program

SAGE GRADUATE SCHOOL DIETETIC INTERNSHIP

INTERN ACKNOWLEDGEMENT

INTERN ORIENTATION PROGRAM

Policy: all interns shall be required to attend a five day orientation program on the subject matter listed below.

_____ Academic/Clinical Grievances and Petitions

_____ Academic Honesty and Copyright Issues

_____ Academic Services: Libraries (Sage, AMC), Computer Centers, and Career 

Development Center

_____ Accident/Incident/Emergency Reporting Systems

_____ Americans with Disabilities Act

_____ Dietetic Internship & Sage Graduate School Missions

_____ Disciplinary and Termination Procedures

_____ Dress Code

_____ Evaluation Criteria and Procedures

_____ HIPPA: health Insurance Portability and Accountability Act of 1996

_____ Immunization and Health Requirements

_____ Insurance Requirements: Professional Liability, Medical, Automobile

_____ Internship Description

_____ Internship Format and Schedules

_____ Intern Role and Responsibilities

_____ OSHA Regulations: Universal Precautions, Blood borne Pathogens Standard, 

Infection Control Procedures, Right to Know

_____ Patients/Residents Bill of Rights

_____ Personal Files: Access, Confidentiality

_____ Professional Code of Ethics for Dietetics Professionals

_____ Program Goals

_____ Requirements for Completion

_____ Transportation Requirements

This is to acknowledge that the above listed topics have been reviewed with the intern. He/She understands that they should first consult the Internship handbook for additional questions. Either the DI Director or immediate mentor may be contacted for further clarification. 

______________________________

______________________________

Intern Signature/Date




Internship Director Signature/Date

______________________________

______________________________

Intern Name (print)




Internship Director Name (print)
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