
1 
 

 

 

 

Audiology Clinic 

Handbook 
 

Procedural Manual to be used in Audiology Clinical Practicum 

 

M.D Steer Audiology and Speech-Language Clinics 

Department of Speech, Language, and Hearing Sciences 

College of Health and Human Sciences 

500 Oval Drive 

West Lafayette, IN 47907-2038 

Telephone:  (765) 494-3789 

Fax:  (765) 494-0771 

 

 

 

 
Revised Summer 2010



2 
 

TABLE OF CONTENTS  

 

Description of Services        6 

Purdue University Professional Protocol for Clinical Practice   7   

Professional Protocol Notice        9 

ASHA Code of Ethics         10 

ASHA Scope of Practice in Audiology      15 

Model Bill of Rights         28 

Clinic Facilities         29 

 Main Office         29 

 AuD Student Room        29 

 Graduate Student Room       29 

 Mailboxes         29 

 Patient Waiting Room        29 

 Resource Room        29 

 Computer Laboratory        30  

 Electronics and Technical Support      30 

 Adult Aural Rehabilitation Room      30 

 Copying Policy        30 

 Keys          30 

 Telephones         30 

 Handicap Access        31 

 Patient Parking        31 

 Parking Procedures        31 

Sample Parking Card         31 

Directions          32 

Map           33 

Clinical Practicum         34 

 General Guidelines         34 

 Progression of Clinical Assignments      34 

 Clinical Practicum Sequence       36 

 Dress Code         36 

 Titles          37 

 Attendance Policy        37 

 Liability Insurance        38 

 Logging Hours        38 

 Extra Activities        38  

 HIPAA/Risk Management       38 

Clinic Procedures         39 

 Assignments         39  

 No-show/cancellations       39 

 Scheduling Policy        39 

 Master Card File        39 

 Patient Folders        40 

 Folder Filing and Use Procedures      41 

 Forms          42 



3 
 

Billing Procedures         42 

 Schedule of Fees        42 

 Fee Payment Information       42 

 Charge Slip         43   

 Audiology Clinic Fee Program Flow Chart     44 

Audiology Clinic Maintenance       45 

 Malfunctioning Equipment       45 

 Start-up         45 

 Shut Down         46 

Audiologic Assessment Protocol       47 

 Case History Form        48 

 Audiograms         48 

 Word Recognition Lists       48 

 Contact Sheet         49 

Report Writing Procedures        50 

 HIPAA         51 

 Main Principles of Clinical Report Writing     51  

 Suggested Professional Vocabulary      52 

Assessing Documentation and Report Writing     52 

Acceptable Abbreviations for use in Patient Files     53 

Legal Release Forms         55 

 Acknowledgement of Receipt of Privacy Notice    55 

 Legal Release and Request for Admission     55 

 Designation of Individuals Involved in Treatment/Payment   55 

 Consent to Release Information Form     55 

 Medical Waiver        55 

 Medical Examination Form       56 

 Policy on Medical Referrals       56 

Masking          57 

Audio File Review         57 

Protocol for Re-Assessment of Children and Adults with Hearing Aids  58 

Pediatric Assessment Protocol       59 

General Expectations in Clinic from ALL Clinical Instructors   65 

Hearing Aid Procedures        69 

 Scheduling Procedure for Further Evaluations    69 

 Hearing Aid/Earmold Orders       69 

 Hearing Aid Evaluation       70 

 Hearing Aid Check        71 

 Procedures for Loaner Hearing Aids      72 

 Procedures for Hearing Aid Repairs      72 

Aural Rehabilitation Programs       74 

 Individualized Aural Rehabilitation Programs    74 

 Rehabilitative Auditory Communication Techniques (ReACT)  74 

Hearing Conservation Program       74 

 Occupational Safety and Hearing Administration (OSHA)   74 

OSHA Recordable Hearing Loss       76 



4 
 

Commonly Used Abbreviations in Hearing Conservation    77 

Evaluation of Clinical Practicum       79 

 Supervision of Practicum       79 

 Conferences         79 

 Factors Affecting Clinical Growth and Participation    79 

 Evaluation of Practicum       80 

Evaluation and Remediation Procedures for Audiology Clinic Practicum  85 

 Clinical Exams        86 

 Lines of Communication       87 

Risk Management         87 

 Hand Washing         87 

 Handling ITEôs and Earmolds      88 

 Toys          88 

 Disposable Items         88 

 Non-Disposable Items        88 

Injury and Illness         89 

Association Information        89 

 ASHA: The American Speech-Language-Hearing Association  89 

 NSSLHA: The National Student Speech-Language and Hearing Assoc. 90 

 ISHA: The Indiana Speech-Language and Hearing Association  90 

 AAA:  American Academy of Audiology     90 

 ARO:  Academy for Research in Otolaryngology    90 

 ASA:  Acoustical Society of America     91 

Certification and Licensure        91 

Practicum Record Form        92   

Appendix of Forms         93  

 Daily Log Sheet        94 

 Schedule Sheet        95 

 White Card         96 

 Charge Slip         97 

 Case History Form: Infant       98 

 Case History Form: Child       101 

 Case History Form: Adult       105 

Audiogram          109 

 Contact Sheet         110 

 Sample Reports        111 

 Names and Titles to be used on Reports     122 

 Legal Release and Request Form      123 

 Consent to Release Information Form     125 

 Designation of Individuals Who Are Involved in My Payment or  

  Treatment Decisions       126 

 Hearing Aid Selection Agreement Form     127 

 Hearing Aid Agreement       128 

 Assistive Listening Device Purchase Agreement    130 

 Triplicate Form        131 

 PU Packing List Form        132 



5 
 

 OSHA Case History Form       133 

 OSHA Purdue University Industrial Hearing Test Form   134 

 OSHA Definitions        135 

 OSHA Age Correction        136 

 OSHA Age Correction Values       137  

 OSHA Purdue REM Hearing Conservation Program From   138  

 OSHA Hearing Protection Device Attenuation Verification Form  139 

 OSHA Missed Appointment Form      140 

 PU Audiology Clinic Daily Grade Sheets     141 

 Clinical Skills Competency Form      144 

 Local Physicians        152 

 First Step Services        153 

 GLASS and Local Schools       155  



6 
 

Description of Services 
 

 The Audiology Clinic offers services to people of all ages, from infants to adults.  The 

Clinic's goal is to improve communication through diagnostic evaluation and rehabilitative 

intervention.  The initial contact with the patient is typically an audiological assessment to 

determine the hearing status of the patient and the extent of the problem.  Based on the results of 

this evaluation, and the patientôs needs, recommendations are made to the patient and his or her 

family regarding the avenues available for improved hearing and communication.   

 

 The Audiology Clinic dispenses hearing aids and assistive listening devices (i.e., FM 

listening systems, personal amplifiers, telephone amplifiers, and alarm/warning devices).  An in-

depth orientation is provided to patients and their family members to insure the proper care and 

use of these devices, along with communication strategies to gain the most benefit within the 

individual's unique listening environment. 

 

The Audiology Clinic provides the following diagnostic and rehabilitative services: 
 

 Preschool speech, language and hearing screening program 

 Adult hearing and speech-language screenings 

 Hearing Conservation Program 

 First Steps (Birth to three) Program  

o Diagnostic hearing evaluation of infants and toddlers 

Á Auditory Brainstem Response (ABR) testing 

Á Otoacoustic emissions (OAE) assessment  

 Greater Lafayette Area Special Services  

o Comprehensive pediatric hearing assessment     

o Central Auditory Processing Disorder (CAPD) evaluation 

 Comprehensive adult hearing assessment 

 Hearing aid program for infants, children and adults 

o Hearing aid selection, evaluation and fitting  

o Assistive listening device evaluation and dispensing 

 Aural Rehabilitation program 

o Group adult aural rehabilitation 

o Individual pediatric and adult aural rehabilitation (in conjunction with the Speech-

Language Clinic) 

 

Community Based Programs: 

 

 Lafayette Ear, Nose and Throat Associates (Unity Health Care) 

 Riggs Community Health Center 
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Purdue University 

M.D. Steer Audiology and Speech-Language Clinics 

Professional Protocol for Clinical Practice  -- Revised 2004 
 

A. ETHICAL PRACTICES 

 Conducts all clinical work in accordance with the Purdue University Professional 

Protocol and the Code of Ethics set forth by the American Speech-Language-Hearing 

Association. 

 

B. DEPENDABILITY 

 Prepares for and conducts clinical services as assigned. 

 Prepares for and conducts meetings/conferences/consultations (reviews appropriate files, 

develops questions and/or key points for discussion).  

 Carries out all duties to accomplish total case management (e.g., forms, phone calls, 

referrals, etc.).  

 Makes appropriate arrangements and notifies all concerned regarding any 

schedule/location change or cancellation. 

 

C. PUNCTUALITY  

 Conducts clinical contacts within appropriate time frame.  

 Begins and ends session promptly in order to allow sufficient time for clean up and 

setting-up the next session.  

 Does not cancel appointments without approval from Clinical Instructor. 

 In case of student clinician illness, accepts responsibility to 

 (a) Notify clinical instructor first 

 (b) Call patient/parent if needed 

(c) Discuss arrangements for make-up appointments with clinical instructor.  

 When a patient is late, checks with appointment secretary to see if they cancelled. Then 

checks with clinical instructor. Never leaves the clinic without notifying/checking with 

clinical instructor first.  

 Requests approval for absence from clinic in writing in advance of any anticipated 

absences from professional responsibilities.  

 Submits all written assignments (e.g., test results, reports, letters, etc.) in acceptable form 

(appropriate grammatical usage, paragraph structure, punctuation, and spelling) by 

scheduled deadlines.  

 Attends all meetings/conferences/consultations on time. 

 

D. CONFIDENTIALITY 

 Retains clinic folders in assigned locations in clinic, main office, therapy rooms, or 

graduate room.  

 Utilizes discretion concerning patient information in written and oral communication 

with others. 

 

E. PERSONAL APPEARANCE 

 Utilizes discretion in dress and behavior in professional activities. 



8 
 

 Wears name badge to provide patients, family members, and others with a means of 

easily identifying graduate students.  

 Maintains and promotes a positive professional image. 

 

F. COMMUNICATION 

 Utilizes appropriate communication in all professional activities.  

 Provides appropriate communication model for patient and family.  

 Uses appropriate written and oral communication with all persons involved in the case 

including clinical instructor, co-clinicians, and other professionals.  

 Contacts clinical instructor regarding inability to complete work by designated deadline.  

 Checks mailboxes at least once per day. 

 

G. ACCOUNTABILITY  

 Keeps a working folder (including test results and patient-clinician analysis) up-to-date 

for the full semester during which the patient is seen for services. (For aural rehabilitation 

cases) 

 Keeps documentation (test results, data on specific goals, correspondence, release of 

information, hearing aid status etc.) up-to-date and filed in the patient's clinic folder.  

 Fills out appropriate billing forms in a timely manner.  

 Reviews information in the Purdue University Audiology Handbook each semester. 

 

 Failure to meet these standards will result in probationary status to be determined by the 

Audiology Clinic Director and the Clinical Instructors directly involved.  The result may also be 

lowering of the semester clinical grade and/or termination of clinical responsibilities. 

 

 If exhibited behaviors violate these standards of our profession, the clinical instructor 

who deems your conduct as inappropriate will complete a Professional Protocol Notice. (See 

sample form on the next page)  
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Professional Protocol Notice 

 

 

To: _____________________________________, Student Clinician 

 

 

From: _____________________________________, Clinical Instructor 

 

 

Date: _____________________________________ 

 

 

On _________________(date), you  __________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

This behavior is not consistent with the standards of clinical behavior at Purdue Universityôs 

Audiology Clinic. Please review the Protocol of Professional Behavior, and the Written and 

Oral/non-verbal Communication Protocols described in the Audiology Clinic Handbook and the 

Clinical Skills Competency Form. If you have questions following that, please make an 

appointment to discuss them with me. You will be notified if a remediation plan is appropriate 

and we will meet to formulate this plan in consultation with either the Director of Clinical 

Education in Audiology or the Audiology Clinic Director. 

Please review the Graduate Handbook which describes in detail Clinical Practicum Privileges, 

Policies and Implementation: Evaluation of Clinical Practicum Performance and Progress. 

Please indicate that you have read this memo by signing and dating it and leaving it immediately 

in my mailbox. 

 

 

_____________________________      ________________ 

Student Clinician       Date 

 

_____________________________     _________________ 

Clinical Instructor       Date 

 

Cc: Jennifer Simpson, Director of Clinical Education in Audiology 

       

____________________________________, Advisor 
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