OCCUPATIONAL THERAPY GRADUATE PROGRAM

APPLICATION INSTRUCTIONS 

Keep these instructions until you are notified whether you are accepted into the program.

· Complete the “OCCUPATIONAL THERAPY GRADUATE PROGRAM APPLICATION 2010.” The application can be downloaded from our web site http://hsc.unm.edu/som/ot.  Once completed, it will be


to your benefit to review your application for thoroughness and accuracy, including correct spelling.   

· Typed Application

· Make sure you list any former names you have used. We need this information if there is any possibility that we will receive a transcript under a different name from the one you are currently using.  

· Clearly indicate the preferred address, most importantly your email address and phone numbers for all correspondence. If you change your address, please notify us promptly.

· Complete and sign a letter of intent.  Your letter of intent should address two questions: 
1. Having learned about occupational therapy, why specifically do you want to become an occupational therapist? 

2. Having learned about the Occupational Therapy Graduate Program at the University of New Mexico, in what specific ways do you believe this program will help you achieve your professional aspirations?

· Your letter of intent should provide well-constructed, thoughtful, and specific answers to the above questions.  It should be typed with 11 to 12 point font, double spaced, with 1 inch margins and between 2 to 4 pages in length. 

· Request that 1 official, sealed transcript of all academic courses taken at the college level be sent to UNM’s Office of Graduate Admissions.

· Hand deliver or email a scanned copy of your transcript(s) to the Occupational Therapy Graduate Program, so that we can expedite the selection process while we are waiting for the official transcripts sent to Admissions.  (Unofficial or copies of transcripts are acceptable)

· Order transcripts early so they will be received by the January deadline.  

· A transcript from each post-secondary school must be sent.  Transcripts listing transfer credits without grades are not acceptable.  

· Again, official transcripts must be sent to the Graduate Admissions Office. 

· Complete the prerequisite course work summary.  Prerequisites must have been completed in the past 5 years, unless you have submitted for a waiver in advance.

· Repeated courses: If you have repeated a course, taken initially over 5 years ago, only the most recent grade will be recorded.  

· Higher Level Course Substitution: Grades for advanced level courses may be substituted if the basic prerequisite course was taken and can be found on your transcript. Only after completion of the required prerequisite with a grade of C or better, may you elect to substitute a grade from a “higher level” course in the same category. A higher-level course must have the same classification (such as PSYCH) and have a higher course number than the original prerequisite taken. 

· If you have taken a similar course with a different course number and/or name at an out-of-state institution, evidence of course equivalency is required. This evidence includes either a detailed catalog description or a course syllabus.  This evidence must be approved by the Admissions Chair.

· The 5 year limit on course completion may be waived if the student can: 1) produce official transcripts of courses taken demonstrating grades of 3.0 or above, and 2) demonstrate that they have used the knowledge from pre-requisite courses in their work or other life experiences.  Students who wish to have the 5-year limit waived should enter the course information on the application and enter the intent to waive the 5-year limit.  

· In rare cases, prerequisites may be waived if the applicant can document in writing comparable knowledge gained by life experiences or alternative learning methods (e.g. workshops or distance learning).  Please discuss alternative methods of meeting prerequisites with the Admissions Coordinator or Faculty Admissions Chair. Requests for waivers must be pre-approved and attached to the application. 

· Course department and number: List the course numbers in the first column.  Students who have taken prerequisite courses at institutions other than the University of New Mexico MUST list the department names and course numbers as they appear on the transcript.

· Institution: Name of college/university where course was taken. 
· Term/Year: Use academic calendar dates (e.g. Fall 2003). You must complete all prerequisite courses by the end of Summer Semester 2008.  Enter the course #, Institution, Term and Credit hours on the application for those courses you plan to take this Spring and Summer.  Your Spring and Summer transcript will be required to complete your file if you are selected for the program. 

· Semester Hours: Indicate the number of semester credits earned in the fourth column.  If you have taken courses under a quarter system rather than a semester system, you will need to convert the credits (for any quarter hour value, multiple by .667 and round to 1 decimal place).  If substituting quarter credits you must be within one credit of the semester requirements (5 credit quarter course = 3.3 semester credits).

· Numerical Grades:  Indicate the numerical grade received in course.  A minimum grade of a 3.0 (B) is required for all program prerequisites. We will be reviewing your entire transcript. Convert letters using the following table:

Letter Grade to Numerical Grade Conversion Chart

	A+
	4.33     
	B
	3.00
	C-
	1.67

	A
	4.00
	B-
	2.67
	D+
	1.33

	A-
	3.67
	C+
	2.33
	D
	1.00

	B+
	3.33
	C
	2.00
	
	


· Overall GPA: The Overall GPA is the Grade Point Average from your undergraduate degree program and postgraduate coursework.  Your overall GPA for the last 50 credits completed must be at least a 3.0 on a 4.0 point scale.  We will calculate your GPA from the transcripts you provide. 

· If courses are repeated more than two times or if course withdrawals are noted to be a pattern, points will be deducted from the overall application score.

· Request references from three individuals who can address your academic skills, work habits and aptitude for a health care profession. 
· It is highly recommended that you request at least one reference from an occupational therapist or another health care professional with whom you have worked or volunteered. 

· Persons who complete references must use the OT Graduate Program form included in this packet.  (Do not use the OGS Graduate Admissions form).  
·  Please check your preference in the waiver of rights section.  


· Distribute the reference forms to the three selected individuals.  Your references are instructed to mail the forms back to the Occupational Therapy Graduate Program.  

· You might want to supply your references with an addressed, stamped envelope for their convenience.

· Office of Graduate Admissions Application:  Include, in your application to the Occupational Therapy Graduate Program, a copy of the Admissions application confirmation page, and evidence of payment.
· Two Application Fees: There are two application-processing fees. 

· Please submit a check for the $35.00 program application fee made out and mailed to the UNM Occupational Therapy Graduate Program.  

· Please also submit a separate $50.00 UNM application fee (paid online or mailed) to the UNM Office of Graduate Admissions.
· Make a copy of your completed application for your records.  This is useful should your application get lost in the mail or if you need to discuss your application with the Occupational Therapy Graduate Program.

· Your application must be received or postmarked by January 15, 2010 in order to be considered in the first round of student selection.  
· Your application must be typed.  Only typed and complete applications will be considered for review.

· Direct any questions regarding the application process to Heidi Sanders, UNM OT Graduate Program Admissions Coordinator at 505-272-6914 or via e-mail at hsanders@salud.unm.edu. 
