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Indian Capital Technology Center
Health Careers Education Handbook
Full-Time Adult

Practical Nursing - Radiologic Technology - Surgical Technology-
Occupational Therapy Assistant

Student Information and Procedures
2016-17
Program Handbook

This document is a supplement to the ICTC general student handbook. It contains specific
information and procedures related to the career majors it references. This handbook has
been written to align with the general ICTC handbook where possible. However, because
of the nature of the health careers education, students enrolled in such training programs
may have additional requirements and be held to standards similar to and generally
accepted by the health care industry and professional health career/allied health education
programs. Students are expected to comply with the policy and procedures of ICTC and the
health related career major(s) in which they are enrolled. This handbook and its contents

are approved by the ICTC Board of Education.
(Policy: Adult Health & HCC 7/2009)

Additional Information regarding Indian Capital Technology Center may be found at
our web site:
www.ictctech.com

Indian Capital Technology Center strives to assure that all program policies, procedures
and publications are current and accurately reflect the programsopractices. Review of
all policies, procedures and publications should occur annually or as necessary
changes need to be made. Revision or review dates should be recorded on each
document. Please report any discrepancies to program officials immediately

Non-Discrimination Statement

ICTC is an equal opportunity institution in accordance with civil rights legislation and does not discriminate on the basis
of race, color, religion, national origin, sex/gender, age, marital or veteran status, or disability in the operation of its
educational programs, activities, recruitment, and admission practices. Concerns regarding this policy should be
addressed to Sharon Billings, District Compliance Officer at 918-687-6383 or 1-800-375-8324, 2403 N. 41st. Street
East, Muskogee, OK 74403. Additionally each campus has a contact where complaints can be reported. Refer to page
37 of the ICTC student handbook for additional campus contacts.
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1.0 Faculty

The faculty at Indian Capital Technology Center is student focused and looks forward to
assisting students to meet their educational goals. All faculty members are qualified and
hold credentials that maintain the program in compliance with standards set forth by their
disciplines and respective approval agencies.

District Administration for Nursing and Health Careers Education

Debra Bartel, R.N. District Office:

Director i Nursing and Health Careers Education Sallisaw Campus
HC 61 Box 12

A.D.N., Westark Community College, Fort Smith, AR Sallisaw, OK 74955

B.S.N., Arkansas Tech University, Russellville, AR

M.Ed., University of Central Oklahoma, Edmond, OK 918-571-4050

debbie.bartel@ictctech.com

Lisa Martin, R.N. District Office:
Assistant Director i Nursing and Health Careers Sallisaw Campus
Education HC 61 Box 12

Sallisaw, OK 74955
A.D.N., Westark Community College, Fort Smith, AR
B.S. John Brown University, Siloam Springs, AR 918-571-4071
lisa.martin@ictctech.com

Additional Studies:
University of Oklahoma, Norman, OK
Northeastern State University, Tahlequah OK

Student Advisor/Recruiter

Karla James Muskogee Campus

District Advisor/Recruiter T Adult Health Careers 2403 North 415t Street East
Muskogee, OK 74403

B.S. Elementary Education, Oklahoma State University,

Stillwater, OK 918-571-3923

Masters-Counseling and Student Personnel, Oklahoma karla.james@ictctech.com

State University, Stillwater, OK
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Occupational Therapy Assistant

TBA
OTA Program Chair

Candice Elrod, COTA
Instructor/Fieldwork Coordinator

B.S. Science, Southwestern Oklahoma State University,
Weatherford, OK

A.A.S., Occupational Therapy Assistant, Southwestern
Oklahoma State University, Weatherford. OK

Muskogee Campus
2403 North 415t Street East
Muskogee, OK 74403

TBA
918-571-7986

Muskogee Campus
2403 North 415t Street East
Muskogee, OK 74403

candace.elrod@ictc.com

918-571-7995

Physical Therapy Assistant-(Program pending approval and accreditation from

CAPTE)

Sarah Foster, P.T.
Physical Therapist Assistant-Program Chair

M.P.T., University of Oklahoma Health Sciences Center
Oklahoma City, OK

TBA

Physical Therapist Assistant, Instructor/Clinical
Coordinator

Muskogee Campus
Muskogee Campus

2403 North 415t Street East
Muskogee, OK 74403
918-571-3928

sarah.foster@ictctech.com

Muskogee Campus
2403 North 415t Street East
Muskogee, OK 74403
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Practical Nursing Faculty

Josh Branham, R.N., M.S.N.
Practical Nursing Instructor

A.D.N., University of Arkansas-Fort Smith, Fort Smith, AR
B.S.N., Oklahoma Wesleyan, Bartlesville, OK
M.S.N. Northeastern State University, Tahlequah, OK

Additional Studies:
University of Central Arkansas, Conway, AR

Dana Chandler, R.N.
Nursing Transition/Practical Nursing Instructor

A.D.N., Bacone College, Muskogee, OK
B.S.N., Bacone College, Muskogee, OK
M.Ed., Oklahoma State University, Stillwater, OK

Cathy Crutchfield, R.N.
Practical Nursing Instructor

A.D.N., Bacone College, Muskogee, OK
B.S.N., Northeastern State University, Tahlequah, OK

Denise Daffin, R.N.
Practical Nursing Instructor

A.D.N., Connors State College, Warner, OK
B.S.N., Bartlesville Wesleyan University, Bartlesville, OK

Stephanie McCarter, R.N.
Practical Nursing Instructor

P.N., Indian Capital Technology Center
A.D.N., Connors State College, Warner, OK
B.S.N., Oklahoma Wesleyan, Bartlesville, OK

Connie Hunt, R.N.
Practical Nursing Instructor

A.D.N., Westark Community College, Fort Smith, AR
B.S.N., Northeastern State University, Tahlequah, OK
M.S, University of Oklahoma, Norman, OK

Sallisaw Campus
HC 61 Box 12
Sallisaw, OK 74955

918-571-4051
joshua.branham@ictctech.com

Muskogee Campus

2403 North 415t Street East
Muskogee, OK 74403
918-348-7962
dana.chandler@ictctech.com

Muskogee Campus

2403 North 415t Street East
Muskogee, OK 74403
918-348-7946
cathy.crutchfield@ictctech.com

Sallisaw Campus

HC 61 Box 12

Sallisaw, OK 74955
918-571-4055
denise.daffin@ictctech.com

W.P. (Bill Willis)-Tahlequah
Campus

240 Vo-Tech Way

Tahlequah, OK 74465
918-708-3685
stephanie.collins@ictctech.com

Stilwell Campus

Route 6 Box 3320

Stilwell, OK 74960
918-696-3111 ext. 8514
connie.hunt@ictctech.com
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Renee Sherrill, R.N.
Practical Nursing Instructor

A.D.N., Bacone College, Muskogee, OK
B.S.N., Northeastern State University, Muskogee, OK
M.S., University of Oklahoma, Norman, OK

Lisa Renfrow, R.N.
Practical Nursing Instructor

P.N., Indian Capital Technology Center, Muskogee, OK
A.D.N., Connors State College, Warner, OK
B.S.N., Oklahoma Wesleyan, Bartlesville, OK

Kerri Wolf, R.N.
Practical Nursing Instructor

Diploma, Baptist School of Nursing, Springdale, AR
B.S.N., Northeastern State University, Tahlequah, OK
M.S., University of Oklahoma, Norman, OK

Radiologic Technology Faculty

Dina Craven, M.S., R.T. (R)
Radiology Technology Program Chairperson
(Radiology Program Chair)

A.A.S. Radiology Technology, Bacone College

B.S. Biology, Northeastern State, Tahlequah, OK

M.S., Forensic Pathology, Oklahoma State University,
Tulsa, OK

Tracy Porter B.S., R.T., (R)
Radiology Technology Instructor
(Radiology Clinical Coordinator)

Certificate, Sparks Regional Medical Center School of
Radiologic Technology, Fort Smith, AR

B.S., Radiologic Technology, Northeastern State
University, Tahlequah, OK

John Treadway, B.S., R.T., (R)
Radiology Technology Instructor

W.P. (Bill Willis)-Tahlequah

Campus

240 Vo-Tech Way
Tahlequah, OK 74464
918-708-3703

renee.sherrill@ictctech.com

Muskogee Campus

2403 North 415t Street East

Muskogee, OK 74403
918-348-7911
lisa.renfrow@ictctec.com

Stilwell Campus

Route 6 Box 3320
Stilwell, OK 74960
918-696-3111 ext. 8509
kerri.wolf@ictctech.com

Muskogee Campus
2403 North 415t Street East
Muskogee, OK 74403

918-571-7930
dina.craven@ictctech.com

Muskogee Campus
2403 North 415t Street East
Muskogee, OK 74403

918-571-7956
tracy.porter@ictctech.com

Muskogee Campus
2403 North 415t Street East
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Certificate, Indian Capital Technology Center

B.S., Radiologic Technology, University of Arkansas, Fort

Smith, AR.

Surgical Technology

Rebecca Taylor, A.A.S., CST
Surgical Technology Instructor

A.A.S., Westark Community College, Fort Smith, AR
Additional Studies, Northeastern State University

Bobby McMurtrey, CST
Surgical Technology, Instructor Assistant

Certificate Surgical Technology, Indian Capital
Technology Center, Stilwell, OK

Muskogee, OK 74403

918-571-3924
john.treadway@ictctech.com

Stilwell Campus
Route 6 Box 3320
Stilwell, OK 74960

918-571-4075
Fax: 918-775-7305
becky.taylor@ictctech.com

Stilwell Campus
Route 6 Box 3320
Stilwell, OK 74960

918-571-4072
bobby.mcmurtree@ictctech.com
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2.0 General Information

Information on the following topics may be found in the ICTC general student
handbook:

Vision

Mission

Core Values

ICTC Goals

Components of School Excellence

School Improvement Model
Non-Discrimination Statement

Indian Capital Technology Center, District #4
Accreditation

Adult Student Information

Tuition and Fees

Refund Policy

Fees Fines and Charges

Field Trips and Excursions

Breaks

Changing Career Majors

Certificates

o Campus Security Policy/ Procedures and St u
(Policy: ICTC 7/2016)

OO0 0000000000000 O0OO0

Admission
Admission criteria include:
1 Be a high school graduate or have a GED
1 Complete a pre-entrance exam (if required by the career major) with a score acceptable
for admission to the career major (exam results are valid for a period defined by the
program application) and meet any specific career major requirements.
1 Complete application and forward required documents to ICTC or as stated on
application by stated deadline
1 Meet age requirements for the specific program for which they wish to enroll
o Radiology Technology students must be 18 years of age or older by the first day
of class
o Practical Nursing students must be 18 years of age or older by the by time of
program completion.
o Other programs may have age requirements
1 Meet age requirements for clinical experiences as required by specific to clinical
agencies
1 Students entering programs articulated with a college to grant a degree must also meet
admission requirements for that institution.

The application will list any additional criteria required for admission and/or information or
data required of the applicant. Applicants are selected based on an identified
criteria/process, which is outlined in the program application. Space may be limited.
Admission may be competitive. The selection notice will outline any additional
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requirements of the applicant on which admission is contingent. These may include but
may not be limited to: history/physical, criminal history and sex offender registry check and

drug screen.
(Policy: Adult Health 7/2016)

Transfer Credit

Transcripts from other accredited institutions or colleges will be evaluated and credit will
be given for the appropriate units of instruction and will be approved by the appropriate
administrator for the program in question.

Admission with Advanced Standing/ Credit for Previous Learning For Career Majors
(Non-Support-Technical) Course Work

Admission with advanced standing may be granted to individuals who have successfully
competed equivalent technical course work as determined by comparison of the courses
and requirements.

The student shall submit an official transcript documentin g a gr ade of ACO0 o
earned in the courses for which advanced standing is being requested. Admission should
occur within two years of previous related studies.

Faculty reserve the right to request verification of knowledge /skills by exam and/or lab
performance, etc. in order to assess the ind
student/ patient safety. The studentds perfo
affect their admission with advanced standing and/or continued enrollment in the

course/career major.

Applicant must meet admission requirements.
The requirement for pre-admission exam (if required by the career major) may be waived if
the studentdos transcript demonstrates they h

semester i n the same career major at a coll ege

The appropriate fees are paid and no pre-existing account balance with ICTC of more than
$200.00 at the time of enrollment,

Space is available.

Admission occurs at a time corresponding with regularly scheduled courses.

A studentds admi ssion with advanced standing
additional criteria set forth by ICTC.

Students admitted with advanced standing may be admitted on probation.

Students admitted with advanced standing may be required to repeat correlating clinical

course work for any theory course they are repeating, regardless of the clinical course

grade previously recorded.

Any course work for Career Majors falling under the cooperative alliance or other similar
agreement/articulation and for which a degree is granted by another institution shall also be
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subject to that institutionb6s policy for tra
(Policy: Adult Health 7/2015)

Admission with Advanced Standing/ Credit for Previous Learning For Career Majors
(Support) Course Work

Admission with advanced standing may be granted to individuals who have successfully
competed equivalent support course work as determined by comparison of the courses and
requirements.

The student shall submit an official transcr
earned in the courses for which advanced standing is being requested.

The appropriate fees are paid and no pre-existing account balance with ICTC of more than
$200.00 at the time of enrollment,

Admission should occur within three years of previous related studies. Students may
request an extension of the three year ti me
courses for which the student is requesting credit. Such extensions are at the discretion of

the administration and are generally only considered for academic support courses such as
Aanatomy & physiologyod and fAmedical terminol
support course work if a degree is held.) The time extension, if granted, will be reasonable

in relation to the career major the student
to the studentds obtaining competencies in t
which the student will enroll.

Faculty reserve the right to request verification of knowledge /skills by exam and/or lab
performance, etc. in order to assess the
student/ pati ent s af enanceon sudhtexamsperiornances hay p e
affect their admission with advanced standing and/or continued enrollment in the
course/career major.

q_.
Bl
o O

Any course work for Career Majors falling under a cooperative alliance or other similar
agreement/articulation and for which a degree is granted by another institution shall be

subject to that institut i omdcseditpatated tothatdegreae. t r a
(Policy: Adult Health 7/2015)

ReZAdmission Policy

To continue enrollment into the next semester of study, students must remain in good
standing with the Technology Center in order to be readmitted to finish their training. Good
standing is defined as: Having an account balance of less than $200.00 at the time of
enrollment, making satisfactory progress the previous semester and demonstrating a grade
of /A CAOP a srdetter.g i addition, student should not be in violation of ICTC
attendance policy.

Students who wish to return for training in a second, unrelated Career Major after
successful completion of a Career Major will be considered with the other applicants
ranked according to entrance/interview scores. Any subsequent Career Major
enroliments by the same student will be considered on a casedyZase basis.
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Any course work for Career Majors falling under a cooperative alliance or other similar
agreement/articulation and for which a degree is granted by another institution shall also be

subject to that i radmissiagnuti ondés policy for re
(Policy: Adult Health 7/2016)

Re-Admission Following Dismissal Related to Unsatisfactory Academic Progress/
Performance

Students seeking admission following dismissal related to unsatisfactory academic
progress/student performance may be re-admitted only once in a time frame not to
exceed two years from the date of dismissal. Re-admission requests extending beyond
the two year period and/or admission requests in excess of one re-admission shall be
reviewed by an admission committee consisting of instructors, administrators, and
counselors. The committee is not obligated to approve readmission. If re-admission is
granted at any point following dismissal, the student may be requested to meet certain
criteria and/or provide written evidence/documentation that actions or circumstances
resulting in dismissal have been resolved/corrected so not to negatively impact the
subsequent enrollment/successful completion. Admission extending beyond two years
from the initial date of dismissal shall result in the student repeating the entire training
program/career major.

Adult students may follow the grievance procedures outlined in Board Policy FBB to

address studentds concerns related to Suspen
(Policy: ICTC 7/2014)

Re-Admission Following Dismissal Related to Disciplinary Action

Unless otherwise noted/allowed by ICTC Policy, students may not be eligible for re-
admission if previously dismissed from the program for reasons of disciplinary action
related to behavior and/or misconduct.

Individuals seeking readmission after being dismissed from ICTCl/training
program/career major shall have admission reviewed by an admission committee
consisting of instructors, administrators, and counselors. The committee is not obligated
to approve re-admission. If re-admission is granted at any point following dismissal, the
student may be requested to meet certain criteria and/or provide written
evidence/documentation that actions or circumstances resulting in dismissal have been
resolved/corrected so not to negatively impact the subsequent enrollment/successful
completion. Such evidence/documentation may be specified at the time of dismissal
and/or upon application/consideration for re-admission. The admissions committee
reserves the right to establish criteria the student must meet/maintain as condition of re-
admission. Students re-admitted following a dismissal may be placed on probation upon
re-entry. Failure to abide by the grounds of the probation and/or meet criteria
established by the admissions committee may result in dismissal from the program.

Students dismissed from an ICTC/training program/career major due to a violent act(s)

or threat(s), and/or possession of dangerous weapons shall not be reconsidered for
admission.
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Transfer
Transfer within the Indian Capital Technology Center district may be permitted if the
following conditions are met:
1 Thestudentshoulds ubmit a written ARequest Director Tr art
for Nursing and Adult Health Careers, preferably 30 days in advance.
1 Space is available.
1 The admission occurs at a time corresponding with regularly scheduled courses. Mid-
course transfers may be difficult or impossible to accommodate, and are at the
discretion of administration.
1 There is no interruption in the instructional plan to insure the transfer does not result in
the student missing curriculum content (no gap in learning).
1 Only one transfer per student will be granted.
1 The student is not on probation for reasons of misconduct or unprofessional behavior.
The administration reserves the right to consider each request for transfer on an individual
basis. (Policy: Adult Health (7/2016)

Graduation

In order to graduate from the career major, the student must have completed all courses in
the career ¢ Ba s aviighdrcanpléted all clinical courses satisfactorily,
and completed all other course and/or career major requirements. Students in some career
majors may be required to complete competency exams in identified content area(s).

Any course work for Career Majors falling under a cooperative alliance or other similar
agreement/articulation and for which a degree is granted by another institution shall also be

subject to that meesngdegreetrequremirds apdagiladuatign. f or
(Policy: Adult Health (7/2016)

Completion Ceremony
The Indian Capital Technology Center recognizes the successful completion of program
requirements by awarding a Certificate of Achievement. A pinning ceremony may be held

at the end of training to recognize the achievements of the students who complete.
(Policy: Adult Health 7/2016)

Licensure/Certification

Upon completion of the career major students may be eligible for licensure/certification.
Such licensure and certification may be required in order to practice in the profession for
which the student is being trained. Information regarding licensure and/or certification can
be obtained from the faculty and/or the governing/accrediting body that oversees the
profession& licensure.

Students enrolled in programs articulated with a college to grant a degree, must complete
all degree requirements set by that institution in order to receive the degree. In such
situations, failure to receive t loappgifergr ee ma

licensure/certification.
(Policy: Adult Health 7/2016)
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3.0 Facilities and Services Available to
Students

A Listing of other Facilities and Services may be found in the general ICTC student
handbook. These include:

o Academic Center

o Guidance and Counseling Services

o Career Placement Services

Accommodations for Students with Disabilities

Students with a documented disability that will require academic adjustment, auxiliary aid,
or similar accommodations should notify the instructor/program administrator as soon as
possible. This will ensure reasonable accommodations may be implemented in a timely

manner.
(Policy: Adult Health & HCC 7/2009)

Services to Students with Disabilities
Any student with a disability requiring specific information regarding services should call
Student Services. Facilities on all ICTC campuses continue to pursue A.D.A. compliance.

Students with disabilities, who are enrolling in a fullZime or partZime class at ICTC and
wish to request accommodations for their disabilities, must obtain a Request for
Accommodation Form from their instructor or Student Services. The written request for
accommodations must be made two weeks prior to the assessment in order for reasonable
accommodations to be made. Completion of the necessary documentation is the
responsibility of the student making the request and for notifying the Student Services
District Administrator at the time of assessment scheduling.

The disclosed disability must be documented by a qualified professional in a field related
to the disability (i.e., a physician in the case of a physical disability, a psychologist or
psychiatrist in the case of a mental illness). Prior to delivery of service, ICTC staff must
approve the request. Action on accommodations will be provided in a timely manner
with regard to obtaining assistive technology, additional personnel, supplementary

services, etc. Accommodations must be related to the documented disability.
(Policy: ICTC 7/2014)

A Listing of other Facilities and Services may be found in the general ICTC student
handbook. These include:

Financial Aid

Student Eligibility

Satisfactory Academic Progress
Qualitative Standards
Quantitative Standards

SAP for VA Education Benefits

O o0OoO0Oo0o0o
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0 Bursar/Registrar
0 Motor Voter Act

NOTE: Consumer and gainful employment information is available at www.ictctech.com

(Policy: ICTC 7/2016)

Library Facilities Available to Students Enrolled in Adult Health Careers
Reference books, periodicals, audiovisuals, EBSCO, and other online resources etc. are

available for use by studentt o assi st i n enhancing the stud
(Policy: Adult Health & HCC 7/2016)
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4.0 Student Expectations

ATTENDANCE POLICY
ADULT HEALTH CAREER STUDENTS (REGULATION)

A student of Indian Capital Technology Center should have good attendance during any
grading period. Any student enrolled in a program classified as full-time Adult Health
Careers must not accumulate more than four (4) absences in a calendar quarter.
Absences will be counted in one half (1/2) day increments.

Accumulation of more than four (4) absences in a calendar quarter may result in the
student being dismissed from that career major. Calendar quarters are defined as
follows:

1 Julyi September

1 Octoberi December

1 January i March

T AprilT June

It is each student& responsibility to be aware of the number of absences they have
accumulated to avoid exceeding the maximum number allowed. It is also the student®
responsibility to check with instructors concerning make-up work as applicable. Students
are expected to be in class every day of school and take care of personal business on
their own time. A school calendar is available for your convenience.

Students should take note of the dates school is not in session and schedule doctor
appointments and personal business during these times. There are no excused
absences.

Failure to abide by the attendance policy may result in dismissal from the program.

Each student in a full-time career major who exceeds the attendance limit will be
allowed one (1) appeal per semester by an ICTC Appeals Committee. Areas of
appeal may include but are not limited to: medical condition/procedure of student or
immediate family member, death in immediate family, and subpoena for court
appearance as a witness and/or jury duty.

Tardies:

Students arriving late to class will be counted tardy. Students returning to class late from
break will be counted tardy. Three (3) tardies will accrue to equal one half (1/2) day
absence. If a student arrives more than one (1) hour late to class, this will be considered
a one half (1/2) day absence.

Leave Early:

Students leaving class early (less than one hour) will be recorded as (LE) leave early. If
a student leaves early and misses over one (1) hour, one half (1/2) or one (1) absence
(as applicable to the class day) will be recorded. Three (3) leave earlies will accrue to
equal one half (1/2) absence. Any combination of leave earlies or tardies that equals
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three (3) will accrue to equal one half (1/2) absence.

Inclement Weather:
When the student& assigned ICTC campus is closed, students are not expected to
attend class/clinical.

Perfect Attendance:

Indian Capital has established a reward system for attendance in order to recognize
students who maintain attendance standards expected by employers. A student who has
perfect attendance will have no (0) absences and no more than two (2) tardies or leave
earlies or a combination of both, not to exceed a total of two (2).

Make-up Work:

It is the student® responsibility to request make-up work from the instructor. Some work
including class and clinical work is difficult to make-up, so the instructor may choose to
assign written lessons at their discretion. Make-up work should be completed as directed

by the instructor.
(Policy FDCR2)
(Policy: ICTC 8/2015)

Documentation of Absences
Students should maintainrecordss uc h as doct berdpgropmatet e, or ot

documentation to be available in the event that an appeal is necessary.
(Policy: Adult Health 2015)

Negative Patterns of Attendance

Students demonstrating negative patterns of attendance may be counseled, and/or have
such reflected in clinical grade, and/or receive disciplinary action, and/or be subject to
program dismissal.

Students who do not attend school for 5 consecutive days and who have not contacted the

school/faculty regarding absences will be dropped from the career major.
(Policy: Adult Health 7/2009)

Additional Attendance Information for Student Enrolled in Flexible Option Formatd
Practical Nursing

Because of the nature of the instruction/learning format of the flexible option program,
students must attend class an average of 25 hours per week. With the exception of
mandatory class periods/activities, the student may not have to attend school every day as
long as the average 25 hour minimum weekly attendance is maintained. Attendance will be
averaged following the last day of school of each calendar month to ensure the 25 hour
weekly average has been maintained. Failure to do so may result in dismissal from the
career major.

The student must attend mandatory activities. The following are designated as mandatory
activities:

1. Scheduled class sessions
2. Scheduled clinical days
3. School/program activities deemed mandatory by instructor
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4. Scheduled appointments/meetings with an instructor or school official. (example:
clinical skills practice, check-of f 6 s, counseling meetings,

If students have received credit for previous courses and are attending part-time, hour

requirements may be adjusted with prior approval. Adjustments may affect financial aid.
(Policy: Adult Health 7/2009)

Notification of Faculty and Clinical Site of an Absence/Tardy

Communication with the faculty regarding an absence is critical in both the classroom and

clinical site. Students should first contact the instructor/seheel prior to any absence/tardy.

If the absence/tardy is during a clinical rotation/assignment the student must also notify the

clinical site. Failure to do so may be documented by the faculty and may result in

di sciplinary action and/ be reflected in the
to this requirement is if the instructor directs the student to do otherwise.

Failure to properly notify faculty and clinical sites may be documented by the faculty and
may result in disciplinary action and/ be re€

Students should document the date, time, name and title of any individual whom they
notified, if speaking to an individual other than an instructor. Students may be requested to

provide the instructor with this information (in writing) immediately upon return to school.
(Policy: Adult Health & HCC 6/2015)

Refer to ICTC General Student Handbook for the following:

o Withdrawal From School
(Policy: ICTC 7/2015)

Student Dress Code
Refer to the ICTC General Student handbook for general school policies related to student

dress and appearance.
(Policy: ICTC 7/2016)

Dress and Appearance Policy for Students Enrolled in Adult Health Careers
Students enrolled in health related training at ICTC shall adhere to additional standards for
dress and appearance.

The goal of health career programs at ICTC is to prepare students for employment in the
health care industry. Because students are being trained to enter a profession, students
shall exhibit a professional appearance when at school or any school sponsored events.
Dress and appearance standards will be reflective of the healthcare profession for which
the student is training. In all instances attire for students must be reasonable, modest, and
in such style as it will not cause exposure or cause distraction. Personal hygiene must be
maintained at all times and deodorant is required. Colognes, perfumes, or highly scented
products are prohibited.

Classroom Dress/Appearance

Generally while in the classroom setting, comfortable street clothes are appropriate.
Instructors may direct students to wear professional business or school uniform/scrub attire
on certain occasions when in the classroom, representing the school at community/school
events and/or during student organization activities.
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Clinical Practicum Dress/Appearance

1. Students shall wear a school approved uniform at all times unless otherwise directed
by faculty. The uniforms/clothing should fit properly to allow free movement and
prevent indecent exposure while rendering care/working.

2. Undergarments should be worn at all times and should not be visible through
uniform/clothing.

3. White undergarments should be worn under scrub tops as needed to appropriately
prevent exposure of skin when moving/bending/stooping, etc.

4, Uniforms/clothing should be laundered before each wear.

5. Uniforms/clothing should be pressed and wrinkle free.

6. Uniforms/clothing should be free of stains.

7. Students shall wear the school 6s student

directed by the instructor and/or prohibited in the clinical area where the student is
assigned. The badge should be clearly visible on the upper left bodice. The badge
should be worn only when the student is in the role of an ICTC student.

8. If patches are required on uniform they should be displayed on the left
upper sleeve of the garment top/lab coat, 2 inches below the true shoulder seam.

9. Shoes should be leather or vinyl (not canvas) duty shoes which provide total
enclosure of the foot. Color and style must meet instructor/career major approval
and be appropriate for the setting in which the student will be assigned. Shoes
should be kept clean and polished at all times. Exception/alteration of this
requirement will be outlined by the specific program/career major instructor.

10.  White hose or socks should be worn at all times. Exception/alteration of this
requirement will be outlined by the specific program/career major instructor

11. Hair should be clean and totally confined and off collar. Hair may be confined with a
small, inconspicuous device which is white or matches hair color. Facial hair must
meet requirements of clinical facility policy.

12.  Fingernails should be clean, short, smoothly filed, and unpolished.

13.  Atrtificial nails of any type are prohibited.

14.  Moderate/discreet makeup may be worn.

15.  Jewelry is limited to small stud-like earring (one per lobe). However, these may be
restricted in some clinical areas. No other visible jewelry is allowed. This includes
but may not be limited to nose rings/studs, eyebrow rings/studs, or tongue
rings/studs.

16. Health students (other than Surg Tech), may wear a school approved wrist watch
and wedding ring set (approved by faculty as being safe for clinical practice).
However, these may be restricted in some clinical settings.

17.  Students will wear/use personal protecti ve devi ces (PPD&6s) as
for the clinical situation.

***All clinical facility/department/area policies regarding dress and appearance will be
followed. Some clinical facilities may require visible tattoos be covered. In addition,
facilities may have additional requirements related to dress/appearance. Students are

must abide by such requirements.
(Policy: Adult Health & HCC 7/2015)

Refer to Section 8.0-8.4 of this handbooks for additional dress and appearance
guidelines that relate to a specific career major/program.
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Dress Policy for Graduation Ceremony

Graduation is an official, professional, and traditional ceremony. Practical nursing students
will be required to wear white uniforms or white scrubs for this ceremony. Dress policies for
other career majors will be established by faculty responsible for those career majors. All
other dress/appearance policy standards identified as appropriate for the professional

clinical setting should also followed during the graduation ceremony.
(Policy: Adult Health 7/2015)

Refer to ICTC General Student Handbook for Polices on the Following:
o Student Automobile Use
o Permission to Leave School

o0 Permission to Go to Parking Lot
(Policy: ICTC 7/2016}

Grading Scale - FullZime Adult Health Careers

94 Z100=A 4.0
871 93=B3.0
8071 86=C2.0

WI/P Z ¥ithdraw passing

WI/F Z &ithdraw failing

Incomplete Z @purse requirements not complete/pending
Minimum passing score is 80%

Below 80% constitutes a failing grade for theory courses. Clinical practice will be
assigned a Grade of fpassoor fafi | 0 .

In order to be promoted to the next course of study, the student must have completed the
previous course with an average score of 80% or higher in each theory course and have
successfully completed any clinical course/component. In the event the student does not
obtain an average of 80% in each course and/or does not satisfactorily complete the clinical
course, he/she will not be admitted into the next course in the career major and be required
to withdraw. The determination of the student @cademic grade is the responsibility of the

student Onstrudtor.
(Policy: ICTC 8/2015)

Grading procedures specific to a course may be outlined in the course syllabus and/or by

the instructor.
(Policy: Adult Health 7/2009)

Satisfactory Completion of the Clinical Course/Component
Satisfactory completion of the clinical course/component of a course will be defined in the
course syllabus and/or verbally by faculty and/or in the student handbook.

For practical nursing students satisfactory completion of a clinical course/component will be
defined as "Pass", which requires having failed no more than one clinical week in the
course. Failure of two clinical weeks will result in a grade of "Fail" for the clinical
course/component. In the case of a grade of "Fail", the student will not be allowed to
progress in the program.
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Radiology, Surgical Technology, and Occupational Therapy Assistant clinical course
passing standards will be defined by faculty at the beginning of the course. Students who
do not pass the clinical and/or fieldwork component of the program will not progress in the
program.

(Policy: Adult Health 7/2016)

Failure of a Theory Course while Concurrently Enrolled in a Clinical Course

If a student fails a theory course while concurrently enrolled in a corresponding clinical
course, the student will be required to drop the corresponding clinical course, regardless of
grade, at the time the theory grade is determined to be final in the failed course. This will

result in inability to progress in the career major and an incomplete clinical course grade.
(Policy: Adult Health 7/2011)

Academic Honesty

Honesty is a critical character trait for health care professionals to possess. For this reason

all students are expected to exhibit honesty in every aspect of the classroom, lab, and

clinical setting, including all written and verbal communications. All homework,

assignments, quizzes, and exams should be completed honestly. Any deviation from

ordinary standards for completion of class assignments, exams, etc., such as group work or
use of books on an fAopen booko exam wil!/ be

Cheating is defined as submitting work for academic evaluation thatis notthes t udent 6 s
own, copying answers from another student during an examination or assignment, using
prepared

notes or materials during an examination or other misrepresentations of academic

achievement submitted for evaluation and a grade.

Plagiarism in research writing is considered cheating. Plagiarism is defined by the MLA
(Modern Language Association) handbook as it
expressions in writing without acknowl edging
el seds esentmonre or | ess verbatim. oo

Students are expected to submit only their own work. They are expected to give credit with
borrowing, quoting, or paraphrasing using appropriate citations.

Violation of this policy may result in loss of points/failure of the assignment/activity involved,

disciplinary action, and/or dismissal from the program of study.
(Policy: Adult Health & HCC 7/2015)

Experimentation
The school reserves the right to experiment with innovative techniques, scheduling, etc.
Students will be informed of any experimentation if it is being done during the time in which

they are enrolled.
(Policy: Adult Health 7/2009)

Family Educational Rights and Privacy Act (FERPA)
(See ICTC Student Handbook)

Transfer and Release of Confidential Information
(See ICTC Student Handbook)
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Release of Information to Clinical Agencies

Indian Capital Technology Center recognizes the responsibility the clinical agency incurs
for the patientsod welfare and safety. Ble c a u
agency may require certain information about students and faculty such as health
appraisals/immunizations, food handlers permits, licensure/certification, criminal
background/sex offender history, drug screen results, demographics, social security
number, etc. in order to determine if any individual circumstance exists which may impeded
patient welfare, safety and/or violate facility policy and/or the licensure/accreditation status
of the facility. ICTC has the responsibility and reserves the right to release such
information to clinical facilities. The purpose of releasing such information is to
secure/confirm clinical placement. Information may be released upon preparation for
admission to the program as well as anytime throughout the student& enrollment. Students
should be aware that a clinical facility has the right to deny clinical access to any student or

instructor.
(Policy: Adult Health & HCC 7/2015)

Telephone Usage

See ICTC Student Handbook
(Policy: ICTC 7/2016)

Wireless Telecommunication Policy

See ICTC Student Handbook
(Policy: ICTC 7/2016)

Use of Phone by Students for Personal Reasons During Clinical

Personal phone calls, texting, etc. during clinical time and while at clinical agencies are
limited to emergency calls only. When possible, the student should notify the instructor if
the need to make an emergency call arises. The student may not use the phone in areas
where business, patient care, etc., is conducted. (Policy: Adult Health & HCC 7/2013)

Electronic Device Usage for Students Enrolled in Adult Health Career Programs
(including cell phones)

Electronic devices may be utilized in the Adult Health Careers classroom environment if
they are used for instructional/learning purposes. However, students should ensure use is
professional and appropriate at all times and with approval of faculty.

The use of electronic devices should be for approved instructional /learning purposes and
used only as directed by the instructor.

Inappropriate use of such devices may result in a violation of policy (including but not
limited to school or clinical facility), professional ethics and /or law. The student is
responsible for all actions as a result of use of such devices as they may relate to
school/education and or clinical facilities/experiences.

Any personal use of devices, including but not limited to texting, phone calls, etc. should
occur outside the classroom and clinical area. Personal use may be allowed in designated
areas on campus, but only during break periods or after class. Such use should not occur
in the classroom or clinical area unless approved by instructor.
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Use of electronic devices in the clinical area is allowed only for the purpose of
instruction/research. Any other use, including but not limited to videotaping / pictures/
audio taping/social media, etc. is strictly prohibited. Any use of electronic devices that
would result in violation of this policy, violation of patient confidentiality/ HIPPA law and /or
facility policy is also strictly prohibited.

In some clinical areas or situations, the faculty and/or clinical facility reserve the right to
prohibit students from using and/or carrying electronic devices.

Devices should be kept in silent mode at all times. In addition they should be utilized in a
manner that does not cause distraction of others and/or result in distraction of self from
classroom or clinical responsibilities.

Violation of this policy may be reflected in the clinical grade, and/or disciplinary action,
dismissal from a clinical facility, dismissal from the program, state/federal fines and/or

prosecution.
(Policy: Adult Health & HCC 7/2014)

Internet Usage Policy

See ICTC Student Handbook
(Policy: ICTC 7/2016)

Transportation Policy for Students Enrolled in Adult Health Careers

Clinical training is necessary to complete the requirements professional health career
programs. Clinical assignments will be made on the basis of need for the student to obtain
the required clinical experiences as set forth by program curriculum and approved by
accrediting/approval agencies. Therefore, students will be required to travel to the
clinical facility and should have reliabl
Clinical assignments will not be made for the convenience of the student. The
transportation to and from the clinical sites is the responsibility of the student as well as any
associated expense. Students may also be required to travel to meetings and
professional/community/student organization activities within and outside the ICTC school
district unless otherwise notified this transportation and associated cost is the responsibility

of the student.
(Policy: Adult Health 7/2009)

Employment Policy for Students Enrolled in Adult Health Careers

While attending clinical, students of ICTC will be supervised by the instructor and/or clinical
staff under the direction of the instructor. Students are considered to be in a learning
situation and will not be made responsible for regular staff duties. Students will not be paid
by the clinical facility for work performed as part of the clinical assignment during
designated clinical/fieldwork hours.

Students who may incidentally also be employees of a facility where they are assigned to
clinical/fieldwork rotations may not wear the facility name or identification badges while in
the student role; nor, shall the student function outside the student role while assigned to
clinical rotation at the facility. Also, a student may not wear a school name or identification

badge or school uniform while performing work for compensation as an agent of the facility.
(Policy: Adult Health & HCC 7/201)
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5.0 Student Life

Student Organizations
(See ICTC Student Handbook)

Health Occupation Students of America (HOSA)

HOSA is a student organization which provides the opportunity to learn more about health
careers, while promoting leadership and professionalism among its members. The
organization provides opportunities for involvement at the local, state, and national level.
HOSA is inter-curricular and plays a vital role in the education of students enrolled in health
career programs.

In order to participate in state and national activities students must be passing all course
work, have a positive attendance record, and must not have a history of probation related
to behavior or conduct. In addition, to attend national activities, the student may not have
an outstanding balance owed to Indian Capital or the cooperative enrollment facility offering
a degree.

National Technical Honor Society
Membership is extended to students who have distinguished themselves through
leadership, academic scholarship, service, honesty, career development and skilled
workmanship.
Membership qualifications:

1 Nominated by instructor

1 Maintain an overall average of 90%

1 Have no more than 3 absences per semester

1 Participate in local student organization

Honors Granted to Students

|l ndi an Capital Technology Centero6s adul't
students and graduates who demonstrate exceptional academic achievement during their
enrollment in the career major. Each career major may give awards specific for that
program.

Honor Graduate

Adult Health Career Students graduating with an overall average of 94% or greater will be
identified as aaninddtitom studentS shauttl heve passing grades for
each clinical week. Students who have been placed on probation or received other
disciplinary action may not be eligible for this honor. Only course work completed at Indian
Capital Technology Center will be considered in determining this honor.

(Policy: Adult Health 6/2016)
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6.0 Student Discipline

Learning Environment

Because of the program of study and the health profession for which training is occurring,
the faculty upholds high standards of personal professional conduct for students. Such
standards include a learning environment that promotes a professional instructional
climate. Students are encouraged to conduct themselves in a professional manner with
respect for the rights of both students and faculty, as well the clinical facility and clients to
which they may be assigned. ICTC representatives reserve the right to act in situations
where student behavior violates established policy of the school or clinical agency, and/or
distracts from the ability of the student, faculty, or clinical agency representatives/clients to
function effectively. Such action may include disciplinary procedures issued by the faculty

and / or administration, or may lead to dismissal from ICTC.
(Policy: Adult Health & HCC 7/2009)

Refer to ICTC Student Handbook for general school policies related to discipline these
include:

o Control & Discipline

Student Behavior on School Bus

Weapons Free Schools

Search of Students

Drug, Alcohol, and Contraband Searches

Harassment, Intimidation, Bullying

Sexual Harassment

O O0OO0OO0OO0Oo

Student Complaints and Grievances

The procedures for filing and resolving discrimination complaints (FBB-P) are to be
followed if a student believed they have a grievance related to Title IV(race), Section 504
and the ADA (disabilities), Title IX (gender/sex), or veteran status

Every effort should be made to resolve complaints and grievances at the lowest level in
the chain of command.

Any student of Indian Capital Technology Center may file a complaint against any school
employee or any school rule or regulation. The complaint must be in writing. A
complaint against an employee must be filed within 20 days following the act or event
about which the complaint arose. The complaint must be specific and in reasonable
detail as to who, what, where, and when. Also the complaint must be dated, and signed
by the party filing the grievance. Complaints or grievances not filed within 20 days shall
be deemed to have been waived. Complaints or grievances concerning a board rule or
regulation may be filed with the campus director. (Policy FBB and Policy FBB-E)

A grievance report form can be obtained from the campus EEO/Compliance Officers.

Jennifer Rainbolt  Muskogee Campus (918) 348-7957
Cindy Lattimore Sallisaw Campus (918) 340-9119 X102
Tom Osborn Muskogee Campus (918) 340-9119
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Camille Clinton Stilwell Campus (918) 696-3111 X104
Jody Fletcher Stilwell Campus (918) 696-3111 X115
Cindy Jack Tahlequah Campus (918) 456-2594 X222
Bill Sprague Tahlequah Campus (918) 456-2594 X 266

To file an accessibility complaint, contact the accessibility compliance representative:
Ravonda Bethel, 2403 N. 41st. Street E., Muskogee, Oklahoma 74403 Phone (918)

687-6383, FAX (918) 687-6624. (Policy FBBE)
(Policy: ICTC 7/2016)

Refer to ICTC Student Handbook for general school policies related to discipline these
include:

0 Reporting Students Under the Influence of or Possessing Alcoholic Beverages/
Controlled Substances

o Drug and Alcohol Use by Students

0 24/7 Smoke Free Environment Policy

Control and Discipline
Refer to the ICTC General Student handbook for general school policies related to student

conduct.
(Policy: ICTC 7/2016)

Conduct Specific to Students Enrolled in Adult Health Careers

In addition to Indian Capital Technology Center regulations governing conduct, students
enrolled in health programs must conform to customary standards of conduct, professional
behavior, and ethics related to the profession for which they are training. Due to the nature
of the health profession and its associated training, high standards of student conduct and
adherence to policy/procedure are critical. Violation of any Indian Capital Technology
Center Policy and/or standards of conduct, program procedures, or faculty directives shall
be subject to disciplinary action including but not limited to counseling with faculty/staff,
verbal warning, written warning, probation, and/or dismissal for adult students. Such may
also be reflected in the clinical grade if applicable. High school students in violation will be
subject to sanctions outlined in ICTC policy. In some circumstances a plan of improvement
may be developed outlining a plan to assist the student in correcting the behavior that
resulted in the violation. Inappropriate conduct that may result in disciplinary action include
but are not limited to:

1. Unprofessional Conduct

Including but not limited to:

Inaccurate recording, falsifying, or altering patient's record.

Administering medications and/or treatment in a negligent manner.

Providing patient care in a negligent manner or failing to provide appropriate

carel/intervention consistent with level of training.

Failure to report a change in patientods he
Failure to immediately report critical classroom or clinical incidents involving clients, self,

or other pertinent individuals to faculty.

1 Violation of safety standards.

= =4 -4
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Misappropriating supplies, equipment, or drugs.

Leaving an assignment without properly advising appropriate personnel.

Failure to immediately noti fy faculty of a change in t

schedule/assignment.

1 Failure to report as directed for clinical assignment without proper
notification/communication.

1 Absence /tardy from clinical or classroom without notifying instructor, and when
applicable, the clinical facility.

1 Failure to report to assigned area/activity, or return from breaks and lunch at the
designated time without prior notification/approval from instructor.

1 Discourtesy or disrespect to faculty, fellow-students, patients, hospital staff, physicians,
or the public.

9 Insubordination.

1 Failure to adequately prepare for clinical assignment.

1 Discriminating in the rendering of patient care services as it relates to human rights and
dignity of the individual.

1 Behavior such as swearing/use of vulgar language, use of discriminatory actions or
language, creating a disturbance, gossiping, or slander.

1 Failure to adhere to policies and procedures of clinical training sites to which the student

is assigned.

Disclosure of patient information / violation of patient confidentiality.

Sleeping in class or at the clinical site during scheduled class time.

Any activity that jeopardizes or has the potential to jeopardize the health and/or welfare

of a patient, clinical facility staff/customers, other students, instructors, school

personnel, or self.

Lying or dishonesty of any type/form.

Failure to report a change in the health status of self.

Behavior that is in any way disruptive to the class and or clinical learning environment

Failure to adhere to standards of professional conduct / code of ethics acceptable to the

health profession for which the student is training.

9 Failure to conduct self in a professional manner at all times.

= =4 =4
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2. Involved in Deceit
Including but not limited to:
1 Resorting to fraud, misrepresentation, or false representation of facts. (eg: failure to
report to clinical, but stating you were there).
Cheating on exams and / or assignments.
Falsification of any records.
Failure to adhere to academic honesty policy.

= =4 =

w

Gross Negligence

Including but not limited to:

Omission to do something which the student has been taught to do.

Doing something outside of the scope of practice.

Deliverance of care that is below accepted standards, leading to justify the belief that
there was a conscious disregard for the health, safety, or welfare of the patient.

= =4 =
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4. Clinical

1 Failure to maintain safe, professional, and satisfactory performance in clinical courses.

1 Failure to adhere to clinical site and/or program policies and procedures related to
clinical.

1 Failure to meet clinical objectives, including but not limited to completion of paperwork,
attendance, mandatory skills, assignments, and paperwork

5.Attendance
1 Failure to maintain satisfactory attendance hours and comply with procedures within the
attendance policy.

6. Behavior

1 Failure to comply with any ICTC student policy and/or procedures.

1 Failure to comply with guidelines/directions set forth by faculty during the
instructional/learning process.

1 Failure to maintain a professional working relationship and interaction with other
students, faculty, or employees of clinical site.

7. Use of Prescription or lllegal Drugs or Alcohol
Including but not limited to:

1 Use and/or abuse of prescription medications that interferes with the quality of care
rendered to the patient, or that interferes with class/clinical performance and/or learning
environment.

1 Possession, distribution, use of, or under the influence of illegal drugs / paraphernalia
during clinical or class/school related activities.

1 Possession, distribution, use of, or under the influence of alcohol during clinical or
class/school related activities.

1 Positive drug screen.

8. Other
Including but not limited to:

1 A criminal history/sex offender status or change in criminal history/sex offender status
t hat would affect the individual 6s ability
requirements.

1 Failure to abide by any ICTC policy, procedures as well as those of the training program

and/or clinical facility.
(Policy: Adult Health & HCC 7/2016)

Conduct of Students at Professional Meetings, Seminars, and/or Student
Organization Activities

Students who attend any professional meetings, seminars, or student organization activities
are expected to conduct themselves in a manner that positively reflects ICTC and the
profession for which they are being trained. Students shall be dressed and groomed
professionally as directed by instructor, and in accordance with policy. Students should
also be attentive and represent themselves in a positive professional manner at all times.
Students are expected to abide by all policies related to conduct when attending/
participating in such activities. Failure to do so may result in actions which may include
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disciplinary procedures issued by the faculty and / or administration, or may lead to

dismissal from ICTC.
(Policy: Adult Health & HCC 7/2009)

Student Accountability

There are certain attitudes and patterns of behavior that students enrolled in a professional
health occupations program must demonstrate. These attitudes and behaviors are
expected of all students as they progress through the program. Students will be
accountable for:

Assuming responsibility for own learning as evidenced by:

1 Being prepared for clinical and classroom assignments

1 Initiating questions and discussions with the instructor for clarification and validation of
the results of their independent study.

1 Seeking new learning experiences in the classroom, practice laboratory and clinical

areas.

Accepting and implementing constructive criticism and suggestions.

Integrating the objectives of each course and continually applying previously learned

concepts in each new situation.

1 Adherence to laws of the community, rules and regulations of the program and policies

and procedures of all clinical sites.

Respect for the dignity and rights of all persons, peers, patients, personnel, and faculty.

Providing only those competencies for which the student is adequately prepared.

Independently seeks guidance for supervision for those activities in which he/she lacks

experience.

E
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Demonstrating responsibility for own behavior as evidenced by:

1 Consistent and prompt attendance at all scheduled learning experiences.
9 Consistent and prompt completion of all assignments.

1 Preparedness for all learning experiences.

1 Adherence to the dress code.

Failure to demonstrate accountability as evidenced by these actions may be reflected in the
studentés grade and may be cause for discipl

dismissal from the training program.
(Policy: Adult Health & HCC 7/2009)

Concerns of Students Enrolled in Adult Health Careers

The faculty believes that most concerns can be resolved through communication. If a
student has concerns they are encouraged to discuss those concerns with a faculty
member. Itis the hope of ICTC that most concerns would be resolved at that level. If
however, resolution is not obtained, the student may address the concern with the Director
or Assistant Director for Nursing and Adult Health Careers. Either of these individuals may
be contacted by calling

1-800-340-9119. If these individuals cannot be reached and/ or the concern requires

immediate attention, the student is invited to contact the local campus director. (Policy: Adult
Health Only 7/2016)
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Discipline Plan for Students Enrolled in Adult Health Career Programs

Counseling with Faculty / Faculty Advisement

Students enrolled in professional health occupations programs may anticipate frequent
feedback, praise, constructive criticism, and suggestions/directives for improvement from
faculty related to performance, behavior, conduct, and program progression, etc. This
feedback may occur in a formal and/or informal setting. The purpose of feedback is to
assist the student to grow academically and professionally and to also assist them in
meeting program objectives in preparation for eventual entry into the health profession.
Any time a faculty or staff member has conce
behavior, conduct, program progression, etc. they may choose to discuss such concerns
with the student. Students can anticipate faculty/staff will make suggestions related to
student improvement. Students are expected to heed suggestions to ensure continued
success in the program. Faculty may choose to refer the student to other appropriate ICTC
personnel / resources. In some circumstance failure to heed suggestions may result in

further disciplinary action and/or may be reflected in student grades/evaluation.
(Policy: Adult Health 7/2009)

Plan of Improvement

A plan of improvement is a written plan outlining specific steps a student should implement
in order to improve performance, correct behavior, correct conduct, and/or assist in
continuing positive progression in the program. The plan is developed with input from the
instructor and student, and in some circumstance other appropriate members of the ICTC
staff such as counselors, academic center instructors, or administrators. A plan of
improvement may occur independently of any disciplinary action, and may simply be
utilized as an instructional method to facilitate student growth and improvement. However,
a plan of improvement may also be implemented as a part of any level of disciplinary

action.
(Policy: Adult Health 7/2009)

Verbal Warning
A verbal warning may be given anytime a staff/faculty member has concerns related the

students performance, behavior, conduct, and/or program progression.
(Policy: Adult Health 7/2009)

Written Warning
A written warning may be given anytime a staff/faulty member has concerns related to the

student's performance, behavior, conduct, and/or program progression.
(Policy: Adult Health 7/2009)

Probation

Probation is defined as a period of testing and trial to ascertain fithess and suitability for
remaining in the program. Reasons for probation may include, but may not be limited to
failure to meet career major objectives, poor academic performance, poor clinical
performance, failure to meet attendance guidelines or negative patterns of attendance,
violation of any ICTC policy/procedure/conduct standard, failure to meet program
expectations/standards. Students who are placed on probation may be in danger of being
dismissed from the program if the criteria outlined in the probation are not met / maintained.
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The student will be notified of probationary status in a conference between the instructor
and/or administration, and the student during which time a plan of improvement will be
developed.

a. The student will be expected to sign the document(s) notifying them of probation and
allowing the student the opportunity to continue in the program.

b. A copy of the document(s) will be placed in the student's file.

C. A copy of the document(s) may be sent to the counselor, and the appropriate

financial aid officer or sponsoring agencies.

Withdrawal
(Also see ICTC Student Policy Handbook)
Withdrawal is the removal of oneself from the program.

Dismissal

Dismissal is the removal of a student from the program for reasons including but not limited
to violation of policies, unprofessional conduct or behavior, failure/inability to successfully
meet program objectives/requirements. ICTC Policy FOD shall govern the dismissal of
adult students.

Students should follow the same steps for terminating enrolment as outlined in ICT C6 s
Withdrawal Policy.

Dismissal Related to Unsatisfactory Student Behavior/Conduct/Actions/

Performance

A student may be dismissed from the career major/ICTC for behaviors/actions that are

violations and/or infraction(s) of policy/procedures, as well as for any infraction(s) for

which a student is already on probation. Probation or warning of any kind is not required

to precede a studentoés di smissal. Di smi ssal
repetitive actions of a related nature, or a pattern of unrelated actions. Students

dismissed from ICTC/training program may not be able to re-enter ICTC/training

program in the future, or may not be able to re-enter the program for a specified period

of time. Dismissals occurring prior to completing a course may result in loss of credit for

that course and/or career major/training program.
(Policy: Adult Health Careers 7/2013)

Suspension or Dismissal of Students

It is the policy of the Indian Capital Technology Center Board of Education that the

superintendent or designee may suspend or dismiss a student for:

1 Acts of immorality.

1 Violations of policy or regulations.

1 Possession of an intoxicating beverage, low-point beer (See policy FNCE).

1 Possession of missing or stolen property if the property is reasonably suspected to
have been taken from a student, school employee, or the school during school
activities.

1 Possession of a dangerous weapon or a controlled dangerous substance (Uniform
Controlled Dangerous Substances Act) (See policies FNCE and FNCGA).

1 Possession of a firearm shall result in out-of-school suspension of not less than one
year (See policy FNCGA).
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1 Any act which disrupts the academic atmosphere of the school, endangers or
threatens fellow students, teachers, or officials or damages property.
1 Adjudication as a delinquent for a violent or non-violent offense.

The above list is not inclusive of actions that may result in suspension or dismissal.

PostZSecondary Students:

In accordance with the policy of the Board of Education policy FOD shall govern the
dismissal of adult students from ICTC. The authority to dismiss a student from the school
district is delegated to the respective Campus Director and/or their respective
administrative designee. Adult students may follow the grievance procedures outlined

above in Procedures for Filing and Resol ving
(Policy: ICTC 7/2015)
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7.0 Safety and Wellness

Refer to the ICTC General Student Handbook for the following policies:
1 Safety

9 Accident Insurance

9 Visitors

1 Contagious and Infectious Disease

1 Classroom Visitors

1 Classroom Visitation

1 Acquired Immune Deficiency Syndrome (AIDS)
1

1

1

1

1

P

Medication: Administering to Students
Reporting Child Abuse or Neglect
Hazing

Asbestos Management

Referral Agencies
olicy: ICTC 7/2015)

Immunization Standards for Students Enrolled in Health Occupations Programs
Unless otherwise directed, students must provide documentation of compliance to these
immunization standards prior to, or upon admission to the training program. Cost incurred
for compliance with these standards will be the responsibility of the student. Indian Capital
Technology Center does not provide or administer immunizations.

Guidelines set forth by Oklahoma State Health Department (OSDH) and the National
Centers for Disease Control (CDC) will be observed, as well as those of the clinical
facilities.

Tuberculosis

Provide documentation of current tuberculin skin testing (TST)

1. Annual TST or Interferon Gamma Release Assay (IGRA) for those persons who do not
have a documented previous positive.

2. TST booster for those persons who have not been tested within the past year. Do not
need to boost IGRA test.

3. Symptom screen from the County Health Department or private physician for those
persons with a documented positive TST or TB infection.

4. Compliance with recommendations from Oklahoma State Department of Health for
persons diagnosed with active pulmonary TB.

Mumps-Measles-Rubella (MMR)
Provide documentation of immunity to measles, mumps, and rubella:

1. Birth before 1957 is considered acceptable evidence of immunity to measles,
mumps,

2 and rubella, with the exception of rubella for females born before 1957 who can

3. become pregnant.

4 Persons born in 1957 or later can be considered immune only with documentation of

one of the following:
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1 Measles or mumps disease diagnosed by a physician or licensed
independent practitioner

Laboratory evidence of immunity to measles, mumps, and rubella
vaccination on or after the 15t birthday with two doses of live measles vaccine
separated by at least 28 days, and at least one dose of live mumps and one
live rubella vaccine.

= =4

NOTE: TB skin testing is not a prerequisite to measles or varicella vaccines. If needed, a
TB skin test can be given before or the same day as measles (or MMR) or varicella
vaccine. If a booster TB skin test is indicated, delay the measles (or MMR) or varicella until
the booster is administered or read.

Hepatitis B (HBV)

Provide documentation related to Hepatitis B (HBV):

1. Laboratory evidence of immunity

2. Documentation of completed immunization series (3 injections)

3. Documentation of initiation of the immunization series and signed statement of intent
to complete the series in accordance to guidelines set forth by the OSDH / CDC

4. Signed declination statement

If initiation of the series is chosen, it is strongly recommended to begin prior to the
beginning of clinical courses.

Tetanus / Diphtheria /Pertussis

Provide documentation of immunization against tetanus / diphtheria / pertussis:

1. Persons ages 11-64 who have not received a Tdap and have not had a TD booster
immunization in the last 10 years should receive a single dose of Tdap (rather than Td).

2. Adults >65 who have not had a Td booster in the last 10 years should receive Td.

3. A Td booster should be given every 10 years. Tdap may be given as one of these
boosters if you have not already received a dose.

Varicella (Chicken Pox)

Provide documentation of immunity to varicella

Persons can be considered immune to varicella if they have:

1. Areliable history (documented by physician or provider) of having had varicella

2. If they have received one dose of varicella vaccine on or after the 15t birthday prior to
the 13™ birthday

3. Two doses of varicella vaccine separated by at least 28 days on or after the 13%
birthday

4. Laboratory evidence of immunity

Flu

Documentation one of the following related to Flu:

1. Current immunization for Flu

2. Signed declination statement

It is recommended that the flu vaccine be taken in the Fall, prior to scheduled clinical
rotations. Clinical facilities may have specific policies and restrictions regarding the
vaccine, to which all ICTC students are obliged to adhere

(Policy: Adult Health & HCC 6/2015)
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Student Health and Physical Requirements Policy

Physical and mental/emotional health as required to meet the demands expected of the
health profession for which the student is training (including that which is required to assure
the safety of patients/self/others), must be maintained by the student. Some ICTC career
majors/training programs require students to submit a medical history/physical as a
condition of admission. Students who are aware of physical or mental/emotional health
issues that may require accommodations of any type should provide this information to
faculty in writing. This should include the nature of the diagnosis as well as any required
accommodations. The faculty reserve the right to request additional documentation at any
ti me f r om shbhaéh care puogidenthabtspecifically identifies the students current
physical and/or mental/emotional health status. This may include, but may not be limited to
restrictions/limitations, time frame of identified restrictions/limitations, possible/required
accommodations. Students, who because of the nature of the restrictions/limitations
cannot, in the opinion of the faculty/administration, meet classroom/clinical/program
objectives will not be able to continue in the training program.

If at any time a student has concern that their physical or mental health may potentially be
in jeopardy because of classroom/clinical assignments or situations they encounter or
anticipate they many encounter, they should immediately contact their instructor, as well as
their immediate facility supervisor if in the clinical setting. A student shall be responsible to
ensure their own safety as well as patients for whom they are assigned.

Anychangei n t he studentodos health status .MWisst
includes but is not limited to medical conditions, mental health conditions, surgical
conditions and pregnancy. The faculty reserves the right to require documentation/medical
evaluations and/or medical clearance during/after certain illnesses, medical conditions,
and/or surgeries, etc. in order to continue in program. If it is determined that continuation in
the program/clinical practice can not occur because of potential harm to the
student/patient/others, forced absenteeism, delay in program completion and/or dismissal
may result. The student must incur the costs of any and all medial appraisals/treatments,
etc.

Students must be free of communicable diseases and contagious illnesses. Students who
attend class or clinical with a fever or a contagious illness will be sent home.

Most health professionals are required to stand for long periods of time and should be able
to bend, walk, lift patients, and maintain good dexterity.

If a student becomes pregnant at any time during the course of the program, the instructor
should be notified immediately. Risks including but not limited to radiation exposure,
chemical fumes as well as standing for long periods may have negative effects during
pregnancy. A student may be requested to provide a medical clearance from a health care
provider in order to continue the program during pregnancy.

In general the student should be aware of the following related to health and safety while

enrolled at Indian Capital Technology Center: The following student health policy will be

enforced:

1. The District does not provide medical care for students.

2. Students are encouraged to seek health counseling or medical care when indicated.
Medical and dental appointments should be made after school hours, if possible.
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3. Students are expected to practice principles of personal health as they have learned
during the course of study.
4. Students are not to discuss health problems about themselves or their families with
physicians in the clinical area.
5. All cases of iliness, injury or infection must be reported to the instructor. Depending on
the nature of the condition, a written statement may be required from the physician for a
student to be able to return to school or the clinical area.
6. If a student becomes ill while in the clinical area he/she should report to the instructor
and supervising facility staff. The instructor may send the student home in the event of
illness.
7. In the event of injury, an accident report should be completed and placed on file in the
office of the campus director and district administrator for nursing and health careers.
8. In the event of injury while in the clinical area the policies of the clinical site should be
reported. However the student is not prohibited from seeking their own additional
medical care if desired.
9. Students are responsible for their own medical expenses for iliness or injuries. It is
suggested that each student carry hospitalization insurance. The school does not have
a physician assigned to the care of the students. In case of iliness, injury/ emergency,
each student must be able to call upon his/her own physician.
10.The District accepts no liability in the clinical area if a student is injured while
participating in school activities. The student should follow the policies of the school
and/or clinical agency. Students will be responsible for costs incurred.
11.1f a student exhibits symptoms of illness or inappropriate behavior that would affect
his/her safety or the safety of patients, he/she may be excluded from the clinical area.
The student may be asked to bring a fAreturn to
122Due to the nature of the studentdés clinica
surgery, communicable diseases or health p
wilbe required to provide a Areturn to wor k¢
any limitations.

Abilities Needed for Success in Health Careers

The student enrolled in a health careers education program will be learning through direct
participation in the classroom, laboratory, and clinical experience. This requires the student
to possess certain physical, mental and emotional abilities in order to effectively deliver
care and/ or skills to patients for whom they will be assigned to provide care. These
include:

Vision

Adequate ability to read very small print, diagrams, graphs, and calibrations such as
millimeters, and milliliters. In addition possess the ability to discriminate color changes of
skin, body exudates, etc.

Hearing
Ability to discriminate between conversational tones, identify different sounds within the

body such as heartbeats, breath sound, fetal heart tones with the use of adaptive medical
equipment such as a stethoscope. In addition possess the ability to hear signal alerts on
medical machinery.

Smell
To detect and discriminate between odors.
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Touch

In order to perceive, through the tactile sense, certain partsofaper son6és anat on
purpose of identifying reference site for various treatments/procedures, to collect data for
physical assessment/exam.

Mobility and General Fitness

Including strength, balance, and agility adequate to endure activities including, but not
limited to the following: several consecutive hours of walking standing, moving, and lifting
other persons, pushing and pulling various types of equipment such as wheelchairs and
gurneys (stretchers), bending and stooping. Fine motor skills are need to write, to
manipulated small equipment such as syringes, needles, surgical instruments, tubing, etc.,
and to maintain sterile fields. General physical fitness also including freedom from
infections disease which pose a significant risk of transmission to others in the work place
if reasonable accommodations will not eliminate that risk.

General mental/emotions fithess

Adequate to ensure informed judgment and individual competence on the part of the
student in accepting responsibilities and/or delegating activities to others and providing
care to patients.

Basic Academic Skills

Reading and math ability; prefer High School grade equivalent level as evidence on
approved program assessment exams(s). Skills should include penmanship legible; word
usage (written and Verbal) appropriate and correct within sentence structure, words spelled
correctly; working with whole numbers, fractions decimals, calculations of such things as IV

fluids, calibrating machinery/instruments, medication dosages, etc.
(Policy: Adult Health & HCC 7/2009)

Exposure to Blood and Body Fluids

Students are at some risk of being exposed to blood and body fluids due to the nature of
the work of the Health Care Providers. Safety precautions are taught and enforced
throughout the program in compliance with Occupational Safety Health Administration
(OSHA) standards. Should a student be exposed to blood or body fluids, the instructor and
the clinical facility supervisor must be immediately notified. Appropriate steps should be
taken to clean exposed area(s) and an incident report filed with the instructor. A copy of the
report should be placed in the students file and as well as with campus director and the
District Adult Health Careers office. If the student and/or guardian (if applicable) consents,
a follow-up medical evaluation should occur. The expense of such evaluation and any

resulting treatment is at the expense of the student.
(Policy: Adult Health & HCC 6/2014)

Criminal Background and Sex Offender Registry Checks

Indian Capital Technology Center ("Indian Capital”) seeks to provide eligible students with
clinical opportunities consistent with their occupational choices. As part of training and
preparation for a health career or related occupation, students may be required to practice
their skills in several hospitals and/or clinical agencies. These clinical opportunities may be
an elective of the student or may be a requirement essential to successful program
completion. In either case, the clinical site may require a criminal record background check
of the student prior to the student's commencement of the clinical experience. A clinical
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facility or Indian Capital has the right to grant or deny participation in clinical practice
rotations/training at its facility for any reason, including but not limited to a criminal
background check revealing a criminal history and/or registration as a sex offender. A
student who is unable to participate in clinical practice will be unable to meet the essential
requirements of an Indian Capital health career program. Accordingly, Indian Capital has
adopted and implemented this Policy on Criminal Record Background Checks ("Policy").
The purposes of background checks are to protect the safety and security of patients and
the public, ensure that students will be able to participate in clinical practice, and ensure
that, upon successful program completion, students will be able to meet the certification
and/or licensure requirements of the profession. In accordance with these purposes, Indian
Capital has established the following requirements:

. Any person over the age of 18 who is applying for enrollment in an Indian Capital health
career program must comply with the request for background check set forth in this Policy
and must also present a satisfactory check to Indian Capital. Students who are under the
age of 18 at the time of application for admission to an Indian Capital health career
program must comply with the request for background check and present a satisfactory
check within eleven (11) months of their 18th birthday, or earlier if so directed by Indian
Capital or a clinical facility. Notwithstanding these provisions, a student over the age of 18
must request a background check and present a satisfactory check to Indian Capital at any
time Indian Capital requests such a check, and a student under the age of 18 will be
required to comply with the request for background check if a clinical facility requests one.
Any reference to a background check in this Policy includes a Sex Offender Registry check.

. The cost of the background check or checks are the_responsibility of the student.

International students are subject to the same criminal history information review. It may
be necessary for an international student to contact his/her embassy or utilize a commercial
investigative service in order to comply with this requirement. International students are
also responsible for obtaining required background checks at the student's expense.

If more than three (3) months has passed from the date of the student's background check
to the date of the beginning of clinical practice rotations, then Indian Capital or a clinical
facility may require a new criminal background check, at the student's expense.

. A student's enrollment in an Indian Capital health career program is contingent on the
student's satisfactory criminal background check in accordance with this Policy. A student
may be denied enroliment in or disqualified from continuing with an Indian Capital health
career program for presenting a background check report that reveals criminal history
and/or registration as a sex offender.

. Students understand that all information obtained from the background checks, as well as
actual copies of the background records, may be furnished to clinical facilities.

Indian Capital reserves the right to request additional information from its students
concerning offenses committed, expunged offenses, municipal offenses and pending
offenses.
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A copy of the background report or reports copies of court records and related
correspondence shall be included in the student® record.

It is preferred that background checks be completed before admission to the training
program. However, it is recognized that due to the nature of some training programs and
the admission process at Indian Capital, it may be impossible in some situations to obtain a
completed background check prior to starting a training program. The following list is
developed to identify training program at Indian Capital in which the background check may
be obtained after admission but prior to any clinical rotation as outlined in the Indian Capital

Technology Center& Policy on Criminal Background Checks.

Indian Capital Technology Center Programs
Requiring Background Checks Prior to
Admission to Program, or for Which
Admission is Contingent Upon a Satisfactory
Background Check.

Indian Capital Technology Center
Programs Requiring Background
Checks Prior to Beginning Clinical
Rotations

Practical Nursing

Health Science Technology / Health
Career Certification

Radiology Technology

Certified Nurse Aide

Dental Hygiene

Certified Medication Aide

Surgical Technology

Certified Home Health Nurse Aide

Any other full-time &/or adult health related
training program requiring clinical rotations at a

Any other short term, adult &/or
secondary training program requiring

clinical rotations at a facility that request
background checks on students.

facility that requests background checks on
students.

Any other additional program in which admission
materials outline the need for a background check
prior to admission to the program.

INDIANCAPI TALG6 S P ROCE RBRENINGE@RIMINAL RECORD CHECKS
Indian Capital shall ensure that all background checks are examined by the appropriate
program administrator for the purpose of: (1) ensuring the student's compliance with Indian
Capital's policy concerning background checks; (2) ensuring the safety and security of
patients and the public; and (3) ascertaining the student's eligibility to participate in an
Indian Capital health career program and clinical rotations.

Indian Capital personnel assigned to review background checks shall examine the report(s)
to determine:

1. Whether the report discloses any criminal history.

2. Whether the sex offenders section of the report shows that there is no sex offender
record or registration.
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3. If criminal history is disclosed, the examiner will determine the criminal offenses and
report them to his or her supervisor for the purpose of determining whether the
offense is one which will jeopardize the security or safety of others and whether the
offense is one which affects the student's ability to successfully complete the
program or to participate in clinical rotations.

4, If the review of the report(s) indicates a criminal history or registration as a sex
offender, then Indian Capital shall request that the student obtain certified copies of
court records related to the criminal charge(s) and provide the copies to Indian
Capital. These records may be obtained from the courthouse in the county in which
the charges were filed. Certified copies of court records may vary from state to
state, but generally include an information sheet (with a description of the charge), a
statement of the charges, and a statement of the judgment and sentence rendered
by the court. The purpose of obtaining the records will be to learn more about the
charges and to determine the judgment and sentence rendered by the court.

5. If the student has a criminal history or registration as a sex offender, the examiner
will review the case with the appropriate administrative official(s) and other
appropriate individuals and, if relevant, with representatives of the clinical facility or
facilities to determine whether the student will be able to commence or complete the
Indian Capital health career program and/or clinical rotations. This process should
also be used to determine whether placement of the student in the program and/or
clinical rotations could jeopardize the safety of others. Indian Capital may choose to
ask the representatives of the clinical facility or facilities for their opinion in writing.

6. Based on the information obtained, the evaluation of the criminal history on the
safety and security of others, and the student's ability to complete the clinical
requirements of the Indian Capital health career program and/or clinical rotations,
Indian Capital will notify the student of the effect of the criminal history and any
related information on the student=s enrollment in or continuation of the Indian
Capital health career program and/or clinical rotations, including any restrictions
placed on the student.

7. In the event a decision is made that the student, for reasons arising out of the
criminal records check, is not eligible to enroll in or continue with the program, the
student will be advised of the determination in writing, including the basis for the

determination and opportunities, if any, for enroliment in alternative programs.
(Policy: ICTC 7/2009)

Drug and Alcohol Screening Policy

|l ndi an Capital Technology Center (Al ndian
students enrolled in health career programs have notice and knowledge of the ramifications
of alcohol and illegal chemical substance use, possession, purchase, sale or distribution
when the student is on school property, at a school sponsored event, in school vehicles, or
going to or from a school sponsored event, hereby adopts the following policy.

1. Statement of Purpose and Intent
1.1 The safety of patients served by the Indian Capital students enrolled in health career
programs is of paramount concern to Indian Capital.

1.2  Students who use drugs or alcohol pose serious safety risks to patients, as well as
other students and employees of Indian Capital and clinical facilities, at which students
engage in clinical practice rotations.
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1.3 The use of alcohol and illegal chemical substances has a direct and adverse effect
on the safety, personal health, attendance, productivity and quality of work of all students.

1.4  Recent scientific studies demonstrate that the use of alcohol and/or illegal chemical
subst ances reduces an individual s ability toc
consumption or use.

1.5 Due to the devastating impact that the use of alcohol and/or legal chemical

substances can have on the safety of patients, students, and employees of Indian Capital

and various clinical facilities at which students enrolled in health career programs may

perform clinical work, as well as the adverse effect alcohol and illegal chemical substances

can have on a st udent lingal sethng,lindianyCapttabwillhet tolerate m |
students who use, possess, distribute, purchase, sell or are under the influence of illegal
chemical substances or alcohol.

1.6  This Policy will apply to all students of Indian Capital who are enrolled in health
career programs.

1.7  Violations of this Policy will subject the student to disciplinary action, including, but
not limited to, immediate dismissal from Indian Capital.

2. Definitions

21 Al ll egal chemical subst armacewhicloan indivitlwalngy me
not sell, possess, use, distribute or purcha
chemi cal substanceo includes, but is not | in

Oklahoma Uniform Controlled Dangerous Substances Act, all prescription drugs obtained
without authorization, and all prescribed drugs and over the counter drugs being used for
an abusive purpose. By way of example only, the drugs which may be tested for are:
amphetamines, cannabinoids, cocaine, phencyclidine (PCP)/hallucinogens, methaqualone,
opiates, barbiturates, benzodiazepines, synthetic narcotics, designer drugs, or any
metabolite of any of these substances.

22 AAl cohol 0 means et hyl alcohol or ethanol
23 @MWJnder the influenceo means a student of |
illegal chemical substance or the metabolites thereof present in the student's body in any

amount which is considered to be fAposi tsi veo

using any scientifically substantiated alcohol or drug use screen test and alcohol or drug
use confirm test.

24 APositived when referring to an al cohol (o
Policy means a toxicological test result which is considered to demonstrate the presence of
alcohol or an illegal chemical substance or the metabolites thereof using the cutoff

standards or levels determined by the State Board of Health for drug or alcohol testing of

students or in the absence of such State Board cutoff levels, the cutoff levels customarily
established by the testing laboratory administering the alcohol or drug use test.
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25 ASchool propertyo means any property ownhne
Capital, including but not limited to school buildings, parking lots and motor vehicles.

26 ADrug or alcohol use testo means a chemic
determining the presence or absence of alcohol or illegal chemical substances or their
met abol i tes i n @adlstissuedfleidst peoductd lirineg death dr hair.

27 ARandom selectiono or meanaantacanisms ferlsedecting on b
students for alcohol and/or drug testing that:

A. Results in an equal probability that any student from a group of students subject to
the selection mechanism will be selected; and
B. Does not give Indian Capital discretion to waive the selection of any student selected

under the mechanism.

28 MNAReasonable suspiciond means a bel coleofort ha
drugs in violation of this Policy drawn from specific objective and articulable facts
and reasonable inferences drawn from those facts in the light of experience, and
may be based upon, among other things:

A. Observable phenomena, such as:
(1) the physical symptoms or manifestations of being under the influence of alcohol
or a drug while on school property, at a school sponsored event, in school vehicles,
or going to or from a school sponsored event, or
(2) the direct observation of alcohol or drug use while on school property, at a school
sponsored event, in school vehicles, or going to or from a school sponsored event;
B. A report of drug or alcohol use while on school property, at a school-sponsored
event, in school vehicles, or going to or from a school sponsored event, provided by
reliable and credible sources;
C. Evidence that a student has tampered with an alcohol or drug test; or
D. Evidence that a student is involved in the use, possession, sale, solicitation or
transfer of alcohol or drugs while on school property, at a school sponsored event, in
school vehicles, or going to or from a school sponsored event.

3. Procedures for Alcohol or Illegal Chemical Substance Testing

3.1  Any alcohol or drug use test administered under the terms of this Policy will be
administered by or at the direction of a professional laboratory licensed by the Oklahoma
State Department of Health and using scientifically validated toxicological methods that
comply with rules promulgated by the State Department of Health. The professional
laboratory shall be required to have detailed written specifications to assure chain of
custody of the samples, proper labeling, proper laboratory control and scientific testing, with
all samples to be taken under the supervision of appropriate laboratory employees at a
school site or site designated by the laboratory. All aspects of the alcohol and drug use
testing program, including the taking of samples, will be conducted so as to safeguard the
personal and privacy rights of students to the maximum degree possible and shall be
conducted under reasonably sanitary conditions. The test sample shall be obtained in a
manner which minimizes its intrusiveness. In the case of urine samples, the samples must
be collected in a restroom or other private facility behind a closed stall; a sample shall be
collected in sufficient quantity for splitting into two (2) separate samples, pursuant to rules
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of the State Board of Health, to provide for any subsequent independent confirming
analysis of the first sample; the test monitor shall not observe any student while the sample
is being produced, but the test monitor may be present outside the stall to listen for the
normal sounds of urination in order to guard against tampered samples and to insure an
accurate chain of custody; and the test monitor may verify the normal warmth and
appearance of the sample. If at any time during the testing procedure the test monitor has
reason to believe or suspect that a student is tampering with the sample, the test monitor
may stop the procedure and inform the test coordinator. The test monitor shall be of the
same gender as the student giving the sample.

If a student is determined to have tampered with any specimen or otherwise engaged in
any conduct which disrupts the testing process of any student, then the student will be
deemed to have violated this policy and will be subject to disciplinary action, including, but
not limited to, immediate dismissal from Indian Capital.

The test monitor shall give each student a form on which the student may, but shall not be
required to, list any medications he has taken or any other legitimate reasons for his having
been in recent contact with alcohol or illegal chemical substances.

3.2 If the initial drug use test is positive for the presence of an illegal chemical substance
or the metabolites thereof, the initial test result will be subject to confirmation by a second
and different test of the same sample. The second test will use the gas
chromatography/mass spectroscopy technique or an equivalent scientifically accepted
method of equal or greater accuracy as approved by rules of the State Board of Health, at
the cutoff levels determined by Board rules. A student will not be subject to disciplinary
procedures unless the second test is positive for the presence of illegal chemical
substances or the metabolites thereof.

3.3 If an initial alcohol use test is positive for the presence of alcohol, the initial test
result will be subject to confirmation by a second test using any scientifically accepted
method approved by rules of the State Board of Health, at the cutoff levels determined by
Board rules.

3.4  Upon written request, the student will be furnished with a free copy of all test results
performed under this Policy. All test records and results will be confidential and kept in files
separate from t he st udmgiantCapstal Technologyaentemwdl incue c o r
the expense of drug screens performed becaus
only. The student may incur the expense of initial and random screens, as well as any

expense associated with challenging results of any and all screens performed under any
circumstance.

3.5 Any student who is subject to disciplinary action as a result of testing positive (with
confirmation by a second and different test) for an illegal chemical substance, for being
under the influence of alcohol or an illegal chemical substance while on school property, at
a school sponsored event, in school vehicles or going to or from a school sponsored event
will be given a reasonable opportunity, in confidence, to explain or rebut the alcohol or drug
use test results. If the student asserts that the positive test results are caused by something
other than consumption of alcohol or an illegal chemical substance by the student, then the
student will be given an opportunity to present evidence that the positive test result was
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produced by something other than consumption of alcohol or an illegal chemical substance.
Indian Capital will rely on the opinion of the laboratory which performed the tests in
determining whether the positive test result was produced by something other than
consumption of alcohol or an illegal chemical substance.

3.6  The laboratory reports and results of alcohol and drug use testing will be maintained
on a confidential basis except as otherwise required by law. The laboratory performing
alcohol or drug use tests for Indian Capital will not report on or disclose to Indian Capital
any physical or mental condition affecting a student which may be discovered in the
examination of a sample other than the presence of alcohol or illegal chemical substances
or the metabolites thereof. The use of samples to test for any other substances will not be
permitted.

4. Student Alcohol and Drug Use Tests i When Required

4.1  All students enrolled in full-time adult Health Career programs or other Health
Career programs identified by Indian Capital Technology Center may be tested for drugs
and/or alcohol upon their entry into an identified program.

4.2  Any student enrolled in a health career program will be tested for drugs and/or
alcohol prior to the start of their participation in any type of clinical practice if required by
Indian Capital or a facility at which the student will participate in clinical practice.

4.3  All students enrolled in health career programs may be tested for drugs and/or
alcohol at any time on a random selection basis. The decision of when to conduct drug
and/or alcohol testing on a random selection basis is entirely within the discretion of Indian
Capital.

4.4  Any student enrolled in a health career program whose behavior while on school
property, at a school sponsored event, in school vehicles, or going to or from a school
sponsored event creates a reasonable suspicion that the student is under the influence of
alcohol or an illegal chemical substance may be required to take an alcohol and/or drug
use test. Nothing in this Policy shall require alcohol and/or drug use testing of any student
nor prohibit Indian Capital from disciplining any student in the absence of an alcohol or drug
use test of the student.

4.5 Any student testing positive for or found to be in the possession of, alcohol and/or
illegal substances as outlined in this policy will be subject to disciplinary action, including
but not limited to dismissal from Indian Capital.

4.6  Any student who refuses or fails to participate in or cooperate with any part of the
testing process will be deemed to have violated this policy and will be subject to disciplinary
action, including, but not limited to, dismissal from Indian Capital, to the same extent as if
the student tested positive for the presence of alcohol or an illegal chemical substance.

5. Persons Authorized to Order Alcohol or Drug Testing

The following persons have the authority to require alcohol or drug use testing of students
under this Policy:

a. The Superintendent of Indian Capital; or
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b. Any employee of Indian Capital designated by the Superintendent or the School Board to
exercise such authority.

6. Due Process Procedures

Any secondary school student who is subject to an out-of-school suspension for violation of
this Policy shall be afforded appropriate due process procedures consistent with that
required to be provided to common secondary school students under Oklahoma law. Adult
education students have no due process rights under Oklahoma law and are subject to
immediate dismissal from Indian Capital, however adult students dismissed from Indian
Capital pursuant to this policy may follow the grievance procedure outlined in Board Policy.

7. Circulation of Policy
This policy shall be given broad circulation to all Indian Capital students enrolled in health

career programs, which shall include prominent posting at various places in Indian Capital.
(Policy: ICTC 7/2009)

HIPAA / Social Medial/ Confidentiality

Students are responsible for maintaining a standard of strict confidentiality in every aspect
of patient care. Students must comply with the Health Insurance Privacy and Portability Act
(HIPAA). The act sets standards for protecting patient privacy. Students receive HIPAA
training upon admission to the career major. Students must not participate in unauthorized
disclosure of patient information.

Students should not discuss or post any information about patients, family members,
clinical experience or any clinical facility on any social media site or by electronic
communication / venue (ie: Facebook, Twitter, cell phones, etc.). Nor should a student
save any patient, family, or clinical facility information on any electronic device.

Patient related information may be discussed with the instructor and during pre/post
conference. Students should keep all patient-related discussions confidential. Students
found to be in violation of this policy are subject to disciplinary action including but not
limited to immediate dismissal. Additional compliance requirements related to the students'
role in maintaining confidentiality an HIPAA may be found beginning in section 9 of this

handbook.
(Policy: Adult Health & HCC 7/20016)

Identification, Security, and Access to Restricted Areas

For reasons of safety and security, access to certain areas of clinical sites may be
restricted to approved personnel. Students should always ensure they have permission
and appropriate reason directly related to patient care and/or an approved learning
experience to be in any area of the clinical facility.

Students should always ensure they have taken the appropriate safety/security precautions
and/or are utilizing the appropriate personal protection devices when entering any area in
order to protect themselves, patients, and others.

When assigned to a clinical site the student should always wear the school name tag,

clearly identifying them as a student. In situations (such as surgery) where it may not be

possible for student identification to be visible, the student should clearly and verbally
identify themselves to each healthcare provi
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trainingo. The student should also identify
are enrolled.

Students should not wear or use any clinical facility/school identification badges or school
uniforms at anytime other than when they are actively participating in an ICTC
approved/scheduled learning experience/clinical rotation. Students should not use such
identification to gain access to a clinical site or area within the clinical site unless they are
specifically assigned to be in the clinical site/area at that time. At no time should the
student misrepresent themselves as being actively in training in order to gain access to a
clinical site/area, when they are not approved by faculty to be there and are not actively
engaged in a school approved clinical rotation/learning experience.

Students shall not allow others access to school/facility issued identification badges,
uniforms, etc. Students are cautioned to guard the security of such items.

Students shall securely guard any passwords/access codes to facility computers, patient
documents, equipment, etc., to which they have access as a student. Students shall not
use these passwords/access codes at any time other than when they are specifically
authorized to do so in the role of the student. Use of such passwords/access codes at
times other than when actively in the student role during an approved clinical
rotation/learning experience is prohibited. Students shall not disclose such
passwords/access codes to any other individuals, including but not limited to other facility
personnel or students.

Failure to comply with these standards will result in disciplinary action including but not

limited to dismissal.
(Policy: Adult Health & HCC 7/2009)

Risk Management
All students are required to pass a written safety test with a 100%. score during the first
three weeks of enrollment.

Individuals who work in health care settings should ALWAYS direct their actions so that
patient safety and personal safety will be maintained, thus avoiding danger and risk of
injury. The following list is developed to alert the student to potential safety hazards which
could present problems to patients and workers in health care settings.

Environmental Safety

Healthcare workers and students training for health professions deal with equipment,

solutions, gases, hazardous materials etc. which pose a threat to health when not used
appropriately. In order to protect from potential hazards, all equipment, solutions, gases,

etc. should be used according to manufactur e
anything with which you are not familiar. Ask for instructions and demonstrations from the
appropriate authority.

The definition of a HAZARDOUS MATERIAL ACCORDING TO THE Code of Federal
Regulations (Title 49) is any substance or material capable of posing an unreasonable risk
to health, safety, and property.
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The Occupational Safety and Health Act of 1970 (OSHA) is federal legislation concerned
with workerdés health and safety. Under the C
information about hazardous chemicals which are used in the work place.

General Information Reqgarding Hazardous Materials
A manual containing Material Safety Data Sheets (MSDS) will be located in each
classroom setting.

Infection Control

Patients may have active infection, or suffer from a condition which would be compromised
by infection. It is imperative that all health workers perform their job duties to avoid infecting
themselves or others. The best way to prevent the spread of infection is to USE PROPER
HAND HYGIENE IMMEDIATELY BEFORE AND AFTER EACH CONTACT WITH THE
PATIENT. Also, concurrent medical aseptic technique should be utilized. Be alert to avoid
puncture wounds from contaminated needles and surgical instrument

Blood-Borne Pathogens

The Occupational Safety and Health Administration (OSHA) set guidelines for working with
infectious diseases. It is imperative that all health workers perform their job duties so as to
meet OSHA guidelines and to avoid infecting themselves and others with blood-borne
pathogens. The most effective means to accomplish this goal is to observe UNIVERSAL
PRECAUTIONS/STANDARD PRECAUTIONS.

Universal Precautions/Standard Precautions are a set of standards which are designed to
regulate the handling of body fluids and potential carriers which may be contaminated with
blood-bor ne pat hogens -borietpathog @m dn rMmdéd o D-draducing s e as e
microorganism that is present in human blood and can cause disease in humans. These
pathogens include, but are not limited to, hepatitis-B virus (HBV), Hepatitis C and human
immunodeficiency virus (HIV). All persons should be assumed infections for HIV and other
blood-borne pathogens. Therefore, Universal Precautions/Standard Precautions should
always be utilized.

In addition to blood, other materials are considered potentially infectious and must be

handled with the same caution as blood and blood products. These materials are semen,

vaginal secretions, cerebrospinal fluid, synovial fluid, peritoneal fluid, pleural fluid,

pericardial fluid, amniotic fluid, saliva, 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. In addition, the following articles are potentially hazardous:

1 Sharps - any contaminated object that can penetrate the skin, such as needles,
scalpels, broken glass, etc.

1 Laundry - linens, clothing, etc. which have been soiled with blood or other potentially

infectious materials, or may contain sharps.

Any unfixed tissue or organ (other than intact skin) from a human (living or dead).

HIV - or HBV -containing cell or tissue cultures, organ cultures, blood, organs, or other

tissues from experimental animals infected with HIV or HBV.

T
T

Universal Precaution/Universal Standards include the following mandatory requirements of
all health care workers, including students, to prevent skin and mucous membrane
exposure when contact with blood or other body fluids of any person is anticipated.
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Gloves should be worn for touching blood and body fluids, mucous membranes, or non-
intact skin of all patients, for handling items or surfaces soiled with blood or body fluids
and for performing or assisting with veinipuncture and other vascular access
procedures. Gloves should be changed after contact with each patient.

Masks and protective eyewear should be worn during procedures that are likely to
cause splashing or generate droplets of blood or other body fluids to prevent exposure
of mucous membranes of the mouth, nose and eyes.

Impervious gowns or plastic aprons should be worn if soiling of clothes with blood or
body fluids is likely.

Precautions should be taken to prevent injuries caused by needles, scalpels, and other
sharp instruments or devices during procedures, when cleaning used instruments,
during disposal of used needles, and when handling sharp instruments after
procedures. To prevent needle stick injuries, needles should not be recapped,
purposely bent or broken by hand, removed from disposable syringes, or otherwise
manipulated by hand. After they are used, disposable syringes and needles, scalpel
blades, glass slides, and other sharp items should be placed in designated, puncture-
resi sSHARPS caditainers.

Wash hands immediately after contact with blood or body substances, and immediately
after gloves are removed.

Eating, drinking, smoking, applying cosmetics or lip balm, and handling contact lenses
are prohibited in work areas where there is a reasonable likelihood of occupational
exposure.

Food or drink shall not be kept in refrigerators, freezers, shelves, cabinets, or on
counter tops or bench tops where blood or other potentially infectious materials are
present.

All procedures involving blood or other potentially infectious materials shall be
performed in such a manner as to minimize splashing, spraying, splattering, and
generation of droplets of these substances.

Specimens of blood or other potentially infectious materials shall be placed in a
container which prevents leakage during collection, handling, processing, storage,
transport, or shipping.

When unanticipated exposures or any type of injury occurs, remove blood or body
substances by washing hands and other skin surfaces immediately. No matter how
minor the exposure or injury, notify instructor and supervisor immediately and follow up
according to appropriate clinical agency or school policy.

Transmission based precautions (i.e. contact, droplet, airborne) if applicable should be
followed | addition to universal precautions.

Body Mechanics

Many patients are trying to cope with impaired physical mobility and are unable or reluctant
to move about. When assisting the patient with physical movement/activity, the health care
worker must implement all principles of good body mechanics to preserve the integrity of
the musculoskeletal system of themselves and the patient. The safest way to handle clients
and equipment is to SIZE UP THE LOAD, GET APPROPRIATE HELP, AND APPLY ALL
PRINCIPLES OF BODY MECHANICS.
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Identification of Patient

Proper patient identification is extremely important for patient safety. Many of the patients
cared for by nurses will have impaired communication skills by virtue of age, medical
diagnosis, reaction to medication, etc. The most correct way to assure patient identification
is to CHECK THE ID BAND AND USE ONE ADDITONAL PATIENT IDENTIFIER.

Patient Rights

Many patients are experiencing fear, anxiety, changes in body image, and knowledge

deficits about their health status. They may even demonstrate violent behavior. The

healthcare worker has a legal and an ethical responsibility to maintain and preserve the

dignity of the patientandtoprote ct t he patient dés rights. He al
MAINTAINING CONFIDENTIALITY OF ALL INFORMATION PERTAINING TO THE

PATIENT, ACTIVELY LISTENING TO THE PATIENT (even if the patient is confused),
EXPLAINING ALL NECESSARY INFORMATION SO THAT THE PATIENT CAN MAKE AN
INFORMED CHOICE, AND GETTING APPROPRIATE HELP WHEN DEALING WITH
ANYAGGRESSIVE BEHAVIOR THAT MAY BE DEMONSTRATED BY A PATIENT.

Students will be required to review information related to the privacy provisions of the

federal law, the Health Insurance Portability and Accountability Act of 1996 (HIPAA) in

order to comply with the | aw and patientso r

Fire Safety
Oxygen is frequently prescribed for patients. This gas will support combustion when

combined with heat and fuel. Various other gases are used in health care settings.
Healthcare workers must be aware of the risks involved and take precautions to avoid fires.
Patients may not only suffer burns but may also suffocate as a result of fire.

Be Alert to Areas Where Combustible Gases are in Use and Enforce Pertinent Requlations:
DO NOT SMOKE

DO NOT USE LIGHTED CANDLES OR OPEN FLAMES

DO NOT USE OIL-BASED SUBSTANCES

DO NOT USE UNAUTHORIZED ELECTRICAL EQUIPMENT

USE THREE-PRONG ELECTRICAL PLUGS

CHECK FOR APPROPRIATE AUXILIARY GROUND FOR ELECTRICALEQUIPMENT
AVOID SPILLING LIQUIDS ON ELECTRICAL EQUIPMENT

AVOID STACKING ITEMS ON ELECTRICAL EQUIPMENT

DO NOT USE PATIENT-OWNED ELECTRICAL APPLIANCES

VERIFY ELECTRICAL CORDS AND WALL OUTLETS ARE IN GOOD CONDITION
RECOGNIZE FIRE ALARM SYSTEM AND FOLLOW APPROPRIATE PROTOCOL
LEARN LOCATION AND USE OF FIRE EXTINGUISHER

FAMILIARIZE YOURSELF WITH EXITS AND EVACUATION ROUTES

=4 =88 _9_-9_9_40_4_92_2_2._--°_-°

In areas where smoking is allowed, monitor all smokers and observe ashtrays, trash cans,
etc. for fires.

Interpretation of Physician Orders
If a healthcare worker has within their scope of practice to interpret and/or implement
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physiciansd orders, they should proceed ONLY
healthcare worker should clarify with the physician ANYTHING which is not clearly written,
understood, or appropriate to the specific situation.

Personal Safety Rules

Wear clothing appropriate to the task

Confine long hair

Wear protective clothing cover such as mask, gown, and gloves, whenever necessary
Remove rings and other jewelry when working

Conduct self in a manner conducive to safe practice

Ask for clarification when in doubt

Keep fingernails, short, clean, and smoothly filed

Use soap and water hand wash before and after patient care and as needed

= =4 =4 -8 _-48_95_9_-°

Student Identification
Students should always be clearly identifiable when in the clinical setting and should wear
an appropriate identification badge identifying them as such.

General On-the-Job Safety Rules

Disconnect power from machines before performing maintenance

Retain all guards and safety devices on power equipment

Operate machines and equipment only when permitted by instructor and supervisor
Move heavy objects only with supervision and assistance

Report defective equipment, supplies, etc. immediately, and remove from use
Report all accidents and unusual incidents to instructor immediately regardless of
nature of severity

Report all hazardous conditions immediately

Keep work area clear of scraps and litter

Do not stack items or equipment higher than your visual field

Keep hoses and electrical cords trip-free

Exercise caution when near overhead objects

E R

eneral Classroom and Laboratory Safety
Work safely! Utilize personal protective equipment, universal precautions and wash
your hands in order to effectively and safely utilize the skills lab often. Students must
wear safety goggles in the laboratory setting as if they were in clinical.
Read over the skill check-off sheet that you are going to practice; gather supplies and
equipment needed. Request help from your instructor, if needed. Use your time
effectively.
1 Operate equipment correctly. Always have demonstration from your instructor on
proper operation before using and have instructor help you when using for the first time.
1 Use chemicals and other lab supplies carefully and safely. Know the hazards and
safety precautions before using chemicals or gases. Ask your instructor for help in using
chemicals for the first time. Be familiar with where the MSDS information is located.
1 Handle SHARPS safely. Sharps are anything with a sharp edge, such as needles,
glass, lancets, and blades. Dispose of all sharps in the designated sharps container in
the lab. NEVER discard in the trash can. Utilize safety precautions so that you don't
accidentally puncture or cut someone.

A =m=a=a-a-a
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1 Use only equipment you have been trained to use and have checked off with an
instructor.

1 Report any accident, injury, or hazardous spill, or unsafe condition/behavior immediately
to the instructor for proper management.

1 Return equipment, furniture, chemicals, supplies and linen to the proper area. Request
assistance from instructor for any items that must be returned to a locked storage area.

1 If supplies are low and need to be restocked, please notify faculty and/or follow
classroom procedures to ensure items are re-stocked.

1 If equipment or furniture is not in good working order, report it immediately to the

instructor.

Work and talk quietly. Be respectful and courteous to others utilizing the lab.

Clean up the lab area before you leave. Please return all supplies and equipment to

their proper location, clean up the work area, make the bed and return to low position,

pick up trash, put linens in the laundry receptacle, and fold/return unsoiled linen for

further use.

Do not enter lab area unless instructor has given clearance/approval to do so.

= =

1
NOTE:
This information is not intended to be inclusive of all safety hazards health care workers
and/or students might encounter. We hope you will remain alert to all threats to the welfare
and safety of your patients and yourselves. We encourage you to add to this list as you
become more proficient in your work. Failure to abide by safety guidelines at all times may

be reflected in the students grade and/or result in disciplinary action.
(Policy: Adult Health & HCC 04/2010)

EMERGENCY PREPAREDNESS

Program instructor has information available on the procedures that are specific to each
campus during emergency situations (i.e. fire, tornado, etc.). This information is located in
the Crisis Quick Guide and is available for reference as needed. Specific required drills will
be conducted throughout the year to ensure that students are aware of proper procedure.
Please contact instructor for additional information.

BLOOD BORNE PATHOGENS

BLOOD BORNE PATHOGENS are microorganisms that are present in human blood and
cause disease. These pathogens include, but are not limited to, Hepatitis C Virus (HCV),
Hepatitis B(HBV), and Human Immunodeficiency Virus(HIV).

HEPATITIS C VIRUS (HCV) T _This virus causes Hepatitis C, and infection of the liver.

9 Virus is found in body fluids.

1 Transmission is through contact with blood/fluids, contaminated needles or other
injection drug equipment. Less commonly, may be transmitted through sexual contact
and accidental needle stick.

Incubation period is 14-180 days. (average: 45 days)

There is no vaccine at this time.

There are various treatments that would be required.

= =4 =4

HEPATITIS B VIRUS (HBV)-This virus causes Hepatitis B, an infection of the liver, it is also
known as fAserum hepatitis. o
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Virus is found in body fluids.

Transmission is through contact with infected fluids/blood and also through sexual
contact.

1 Incubation 2-6 months, with symptoms that are flu-like, and include dark urine and a
yellowing of the skin/eyes.

Disease can be very serious even fatal.

90% will resolve the infection in approximately 4 months; 10% will go onto become
carriers.

1 There is a vaccine available at this time.

= =4
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HUMAN IMMUNODEFICIENCY VIRUS(HIV)-This virus cause AIDS, it infects and causes

the deterioration of the immune system. When the immune system is destroyed the body is

susceptible to any and all diseases.

1 Virus is found in body fluids.

1 Transmission is through sexual contact, contact with infected fluids/blood,
maternal/child.

1 Window period is approximately 3-6 months, at this time antibodies can be detected in
the blood.

Infection can progress to AIDS.
There are various treatments at this time that have helped to improve the quantity and
quality of life but no cure has been found!

1
1

NOTE:

This information is not intended to be inclusive of all safety hazards health care workers and/or

students might encounter. We hope you will remain alert to all threats to the welfare and safety of

your patients and yourselves. We encourage you to add to this list as you become more proficient

in your wor k. Failure to abide by safety gui de

grade and/or result in disciplinary action.
(Policy: Adult Health & HCC 04/2016)
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8.0 Program Specific Information

8.1 Occupational Therapy Assistant

Welcome OTA Students:

The occupational therapy assistant (OTA) program is a cooperative program between
Indian Capital Technology Center (ICTC) and Connors State College (CSC). The faculty
and staff are glad you have chosen ICTC/CSC for your journey in the exploration of
occupational therapy as your chosen career. ICTC/CSC offers an adult learning model
based OTA curriculum with a focus outcome for our OTA students to emerge from the
program with an understanding of entry-level evidence based practice and its application
within the community in traditional and non-traditional settings. The ultimate goal of this
cooperative program is to develop professional skills, knowledge, attitude and behavior
consistent with the occupational therapy assistant educational standards set forth by the
Accreditation Council of Occupational Therapy Education (ACOTE).

This student handbook has been designed as a quick reference for use throughout your
educational experience. It describes the mission of ICTC and the OTA program. It also
includes policies and procedures that will help to optimize your learning experience. In
addition, it included the didactic curriculum portion and course descriptions are presented in
detail for your reference. Details about fieldwork level | and Il are located in a separate
Fieldwork Handbook available to you on Canvas.

The OTA faculty and staff will be glad to assist you with questions. The general phone

number for the OTA program is 918-687-7999986. Office hours are 7:30 a.m. - 4:30 p.m.
Monday through Friday.
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Occupational Therapy

April 14, 2011, the Representative Assembly of the American Occupational Therapy
Association (www.aota.org) adopted the following definition of Occupational Therapy
Practice (Agenda A13, Charge 18).

The practice of occupational therapy means the therapeutic use of occupations, including
everyday life activities with individuals, groups, populations, or organizations to support
participation, performance, and function in roles and situations in home, school, workplace,
community, and other settings. Occupational therapy services are provided for habilitation,
rehabilitation, and the promotion of health and wellness to those who have or are at risk for
developing an iliness, injury, disease, disorder, condition, impairment, disability, activity
limitation, or participation restriction. Occupational therapy addresses the physical,
cognitive, psychosocial, sensory-perceptual, and other aspects of performance in a variety
of contexts and environments to support engagement in occupations that affect physical
and mental health, well-being, and quality of life. The practice of occupational therapy
includes:

A. Evaluation of factors affecting activities of daily living (ADL), instrumental activities of
daily living (IADL), rest and sleep, education, work, play, leisure, and social participation,
including:

1. Client factors, including body functions (such as neuromusculoskeletal, sensory-
perceptual, visual, mental, cognitive, and pain factors) and body structures (such as
cardiovascular, digestive, nervous, integumentary, genitourinary systems, and structures
related to movement), values, beliefs, and spirituality.

2. Habits, routines, roles, rituals, and behavior patterns.

3. Physical and social environments, cultural, personal, temporal, and virtual contexts and
activity demands that affect performance.

4. Performance skills, including motor and praxis, sensory-perceptual, emotional regulation,
cognitive, communication and social skills.

B. Methods or approaches selected to direct the process of interventions such as:

1. Establishment, remediation, or restoration of a skill or ability that has not yet developed,
is impaired, or is in decline.

2. Compensation, modification, or adaptation of activity or environment to enhance
performance, or to prevent injuries, disorders, or other conditions.

3. Retention and enhancement of skills or abilities without which performance in everyday
life activities would decline.

4. Promotion of health and wellness, including the use of self-management strategies, to
enable or enhance performance in everyday life activities.

5. Prevention of barriers to performance and participation, including injury and disability
prevention.

C. Interventions and procedures to promote or enhance safety and performance in

activities of daily living (ADL), instrumental activities of daily living (IADL), rest and sleep,
education, work, play, leisure, and social participation, including:
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1. Therapeutic use of occupations, exercises, and activities.

2. Training in self-care, self-management, health management and maintenance, home
management, community/work reintegration, and school activities and work performance.
3. Development, remediation, or compensation of neuromusculoskeletal, sensory-
perceptual, visual, mental, and cognitive functions, pain tolerance and management, and
behavioral skills.

4. Therapeutic use of s e insights, penceptiongjanthg oneds
judgments, as part of the therapeutic process.

5. Education and training of individuals, including family members, caregivers, groups,
populations, and others.

6. Care coordination, case management, and transition services.

7. Consultative services to groups, programs, organizations, or communities.

8. Modification of environments (home, work, school, or community) and adaptation of
processes, including the application of ergonomic principles.

9. Assessment, design, fabrication, application, fitting, and training in seating and
positioning, assistive technology, adaptive devices, and orthotic devices, and training in the
use of prosthetic devices.

10. Assessment, recommendation, and training in technigues to enhance functional
mobility, including management of wheelchairs and other mobility devices.

11. Low vision rehabilitation.

12. Driver rehabilitation and community mobility.

13. Management of feeding, eating, and swallowing to enable eating and feeding
performance.

14. Application of physical agent modalities, and use of a range of specific therapeutic
procedures (such as wound care management; interventions to enhance sensory-
perceptual, and cognitive processing; and manual therapy) to enhance performance skills.
15. Facilitating the occupational performance of groups, populations, or organizations

The OTA program is committed to providing an educational program that both challenges
and enhances a studentdéds ability to | earn.
standards and taught by learned faculty, students progress along a professional journey
that will lead to entry into the field of occupational therapy. ICTC/CSC is dedicated to
producing occupational therapy assistants that are capable of serving Oklahoma in a
variety of healthcare settings.

American Occupational Therapy Association. (2013). Policy Manual. Adopted by the
Representative Assembly. Retrieved from http://www.aota.org/-
/media/Corporate/Files/AboutAOTA/Governance/2013-Policy-Manual.pdf

Accreditation Status

The ICTC/CSC occupational therapy assistant program is accredited by the Accreditation
Council for Occupational Therapy Education (ACOTE) of the American Occupational
Therapy Association (AOTA), located at 4720 Montgomery Lane, Suite 200, Bethesda, MD
20814-3449. ACOTE's telephone number c/o AOTA is (301) 652-A0TA and its Web
address is www.acoteonline.org. Graduates will be eligible to sit for the national certification
examination for the occupational therapy assistant administered by the National Board for
Certification in Occupational Therapy (NBCOT). After successful completion of this exam,
the individual will be a Certified Occupational Therapy Assistant (COTA). In addition, most
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states require licensure in order to practice; however, state licenses are usually based on

the results of the NBCOT Certification Examination. Note that a felony conviction may

affect a graduate's ability to sit for the NBCOT certification examination or attain state

licensure. A student may apply for NBCOT early determination at:
http://www.nbcot.org/early-determination

A felony conviction may affect a graduat eos
requirements and therefore may require seeking early determination prior to starting

an academic program.

Occupational Therapy Assistant: The Profession

An occupational therapy assistant (OTA) works under the supervision of an occupational
therapist to provide rehabilitative services to persons of all ages with physical, mental, or
developmental disabilities. The goal of intervention is to enable the clients to lead
independent, productive and satisfying lives. The OTA may work in many environments
that include acute care hospitals, rehabilitation centers, long term facilities, outpatient
clinics, public schools, private industry, and mental health facilities.

Historical Background of Connors State College

CSC is a public two-year community college, founded in 1908, offering transfer and

occupational certificate and degree programs at locations in Warner and Muskogee,

Oklahoma. Warner, the original campus location, is a community of 1,430 citizens while
Muskogeeb6s population is 38,310. Muskogee is
sites in downtown and northeast Muskogee. CSC is governed by the Board of Regents for

the Oklahoma Agricultural and Mechanical Colleges and accredited by the Higher Learning
Commission. Approximately 2,100 students attend CSC each semester. Students can

attend the Warner or Muskogee Campuses, or attend both campuses.

Historical Background of Indian Capital Technology Center

ICTC is a Career and Technology Center. It is a public institution, approved by the
Oklahoma Department of Education and Oklahoma Department of Career and Technical
Education. The school was established in Muskogee, Oklahoma in 1967. There are three
satellite campuses located within a radius of approximately fifty miles in Northeastern
Oklahoma. The ICTC district covers seven counties in Northeastern Oklahoma. It has
partnerships with CSC, as well as thirty-one secondary schools, one private school, one
state school, and twenty-two dependent school districts. ICTC currently serves 1226
student s t htimedayg progiamss dn addiidn|ICTC also houses satellite
campuses for the Oklahoma School of Science and Math, and provides customized training
programs through Business and Industry and Adult Career Development. ICTC has a rich
history of providing education for both secondary and adult students.

Both ICTC and CSC campuses sit adjacent to each other. The OTA faculty/classrooms/lab
woul d be | ocated on I CTC6s Muskogee, Okl ahon
projected to enter the program August 17, 2015, as it was awarded of Candidacy Status by
ACOTE. Level Il field work will tentatively begin March- April, 2016. The first class is

expected to graduate by end of July, 2016.The first graduate is projected to sit for NBCOT
certification August, 2016.
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Indian Capital Technology Center/Connors State College
Occupational Therapy Assistant Program Organizational Chart
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ACOTE Educational Standards

The American Council for Occupational Therapy Education (ACOTE) 2011 OTA associate-
degree-level Standards are the minimum standards of quality used in accrediting programs
that prepare individuals to enter the occupational therapy profession. Compliance with
theseeducati onal standards determines a progr at
review the standards as part of the annual program evaluation.

Compliance with ACOTE Accreditation Standards

The ACOTE Standards provide essentials addressing sponsorship of the occupational
therapy assistant program (accreditation and authority to grant the degree), academic
resources (administrative, faculty, and clinical or support personnel; financial support;
physical facilities; equipment and supplies; library and instructional support), student
related services (admission, evaluation and retention, health, and guidance), operational
policies (strategic plan, fair practices, and student records), program evaluation (outcomes
and results of ongoing program evaluation), curriculum framework (mission, philosophy,
and curriculum design), foundational content requirements (liberal arts and sciences:
biological, physical, social, and behavioral sciences); occupational therapy theory and
practice; management of occupational therapy services; professional ethics, values, and
responsibilities (didactic portion) and fieldwork education. A copy of the ACOTE Standards
2011 is available in the-lfatovgw. aota.omd.i r ect or

In compliance with ACOTE (2011) standard Al.4 Indian Capital Technology Center and
Connors State College are directly responsible for appointment of faculty, admission of
students, planning of curriculum. This includes but may not be limited to course content,
satisfactory completion of the educational program. The OTA technical course work is
offered at Indian Capital Technology Center. The associate degree will be granted by
Connors State College. As employees, the faculty under supervision of the sponsoring
institutions coordinate classroom teaching and supervised fieldwork practice. They also
provide assurance that the practice activities assigned to students in fieldwork are
appropriate to the program

In compliance the ACOTE (2011) standard A1.5 Indian Capital Technology Center and
Connors State College are responsible for the OTA program including, but not limited to:

T

1

=

Informing ACOTE of any transfer of the program sponsorship or change of the
institutionds name within 30 days of t
Inform ACOTE within 30 days of the date of notification of any adverse accreditation
action taken to change the sponsoring
probationary withdrawal of accreditation action taken to change the sponsoring
institutionds accr eddrwithdrawa of acsrédaation.s t o
Notify and receive ACOTE approval of any significant program changes prior to the
admission of student into the new/changed program.

Inform ACOTE within 30 days of the resignation of the program director or
appointment of a new or interim program director.

Pay accreditation fees within 90 days of the invoice date.

Submit a Report of Self-Study and other required reports (e.g. Interim Report, Plan
of Correction, Progress Report) within the period of the time designated by ACOTE.
All reports must be complete and contain all requested information.

63|Page

6s

he

i ns

pro



Indian Capital Technology Center

1 Agree to a site visit date before the end of the period for which accreditation was
previously awarded.
1 Demonstrate honesty and integrity in all interaction with ACOTE.

Occupational Therapy Assistant Program Facility
The occupational therapy assistant program is located on the campus of the Indian Capital
Technology Center. Itis located:

Indian Capital Technology Center

Occupational Therapy Assistant Program

2401 N 418 S Street East

Muskogee, OK 74403-1799

I ndian Capital Technology Center & Conn
ICTC mission statement is to prepare people for success in the workplace.

CSC mission statement is to utilize the highest standards in its cowmito provide affordable,
innovative, lifelong learning opportunities that enable students to succeed in a global societ
Excellence

Curriculum Design

In order to achieve its mission and that of ICTC and CSC, the OTA program provides:

1 A comprehensive student-centered educational program that includes the scope of
practice of occupational therapy while bui | di ng on the student
science foundational knowledge in preparation for life-long learning and practice.

1 A learning environment that develops professional behaviors that include values and
attitudes of caring, honesty, and respect.

1 Didactic, laboratory, clinical, and service experiences that provide learning
opportunities in a wide-range of health care delivery models.

1 Learning opportunities that prepare the student to be a life-long learner and support
evidence-based professional practice, critical thinking, clinical reasoning, self
reflection, and advocacy for the profession and the consumer.

1 An education as a generalist in the practice of occupational therapy with a broad
exposure to delivery models currently practiced and where it is emerging as a
service.

1 Exposure to the professional roles and responsibilities of the occupational therapist
and the occupational therapy assistant in the supervisory process.

As stipulated by the ACOTE Standards (2011), a graduate from an ICTC/CSC OTA Program

must:

1 Have acquired an educational foundation in the liberal arts and sciences, including a
focus on issues related to diversity.

1 Be educated as a generalist with a broad exposure to the delivery models and systems
used in settings where occupational therapy is currently practiced and where it is
emerging as a service.

1 Have achieved entry-level competence through a combination of academic and fieldwork
education.
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1 Be prepared to articulate and apply occupational therapy principles and intervention tools
to achieve expected outcomes as related to occupation.

1 Be prepared to articulate and apply therapeutic use of occupations with individuals or
groups for the purpose of participation in roles and situations in home, school, workplace,
community, and other settings.

1 Be able to apply occupational therapy interventions to address the physical, cognitive,
psychosocial, sensory, and other aspects of performance in a variety of contexts and
environments to support engagement in everyday life activities that affect health, well-
being, and quality of life.

1 Be prepared to be a lifelong learner and keep current with the best practice.

1 Uphold the ethical standards, values, and attitudes of the occupational therapy
profession.

1 Understand the distinct roles and responsibilities of the occupational therapist and
occupational therapy assistant in the supervisory process.

1 Be prepared to effectively communicate and work inter-professionally with those who
provide care for individuals and/or populations in orderto clarify each member 6 s
responsibility in executing components of an intervention plan.

1 Be prepared to advocate as a professional for the occupational therapy services offered
and for the recipients of those services.

(ACOTE Standards, 2011)

The Philosophical Base of Occupational Therapy

Man is an active being whose development is influenced by the use of purposeful activity.
Using their capacity for intrinsic motivation, human beings are able to influence their
physical and mental health and their social and physical environment through purposeful
activity. Human life includes a process of continuous adaptation. Adaptation is a change in
function that promotes survival and self-actualization. Biological, psychological, and
environmental factors may interrupt the adaptation process at any time throughout the life
cycle. Dysfunction may occur when adaptation is impaired. Purposeful activity facilitates
the adaptive process.

Occupational therapy is based on the belief that purposeful activity (occupation), including
its interpersonal and environmental components, may be used to prevent and remediate
dysfunction, and to elicit maximum adaptation. Activity as used by the Occupational
Therapist includes both an intrinsic and a therapeutic purpose.

This statement was adopted by the April 1979 Representative Assembly of the American
Occupational Therapy Association, Inc. as Resolution C #531-79.

The philosophical base of occupational therapy. American Journal of Occupational
Therapy, 33, 785.

Philosophy of Occupational Therapy Education

Occupational therapy education is grounded in the belief that humans are complex beings
engaged in a dynamic process of interaction with the physical, social, temporal, cultural,
psychological, spiritual, and virtual environments. Through active engagement within the
internal and external environments, humans evolve, change, and adapt. Occupational
therapy educators advocate the use of occupation to facilitate health promoting growth,
change, and/or adaptation with the goal of participation in meaningful occupation that
supports survival, self-actualization, occupational balance, and quality of life.
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The profession of occupational therapy is uniqgue and dynamic, grounded in core principles
of occupation, and is influenced by emerging knowledge and technologies. Thus, the
education of future occupational therapists and occupational therapy assistants must
consistently reinforce the development of new knowledge supporting the use of occupation,
the application of clinical reasoning based on evidence, the necessity for lifelong learning,
and the improvement of professional knowledge and skills.

Occupational therapy education promotes competence through educational experiences

t hat foster t he occupationaler apger apisdtssanh
potential and scholarship development. Occupational therapy educators use active learning

that engages the learner in a collaborative process that builds on prior knowledge and
experience and integrates professional academic knowledge, experiential learning, clinical
reasoning, and self-reflection. Occupational therapy education promotes integration of
philosophical and theoretical knowledge, values, beliefs, ethics, and technical skills for
broad application to practice in order to improve human participation and quality of life for

those individuals with and without impairments and limitations.

The occupational therapy education process emphasizes continuing critical inquiry in order

that occupational therapists and occupational therapy assistants be well prepared to

function and thrive in the dynamic environments of a diverse and multicultural society,

using the power of occupation as the primary method of evaluation, intervention, and health

promotion.
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ICTC/CSC Occupational Therapy Assistant Program Philosophy

Human beings are ever evolving learners, of predictable developmental stages, that
transcends over a lifespan. However, their unique thumbprint is their assimilation of
culture, life experience, virtual environment, spirituality, religion, politics, socioeconomic,
sociodemographic and education of which they experience throughout their life. ICTC and
the OTA program educational focus is to embrace the vast diversity of OTA students as
adult life-long learners through critical inquiry in tandem with clinical reasoning to be
equipped to deliver occupational therapy services in the mirrored diverse and multicultural
community in which they will serve for the implementation of occupation to assess, treat
and promote wellness.
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ICTC/CSC Occupational Therapy Assistant Program Curriculum Design
The philosophy of occupational therapy education acts as the root of the ICTC/CSC OTA
programb6s curriculum design. The curricul un
(Knowles, Holton Ill, & Swanson, 2005) and the Information Processing Theory (Keating,
D.P. & Sasse, D.K. 1996). The andragogical model is based on the following six
assumptions:
1. The adult learner must know why they need to learn the material before engaging in
learning it.
2. The adult learner needs to be seen by others as being capable of self-direction.
3. The adult learner has unique experiences.
4. The adult | earnerdéds readiness to | earn 1is
order to participate in meaningful tasks.
5. The adult learner uses a task-centered or problem-centered orientation to learning.
6. The adult learner is responsive to extrinsic and intrinsic motivation.
The Information Processing Theory:

T he Information Processing System:
Levels of Processing VvvVersion

Executive Control Processes
—
Mai Elaborative
hearsal

Long-Term
Memory

<nowledge from
LTnmM

The OTA faculty strives to move the students from the rehearsal phase of cognitive
processing, as the primary learning model where they have not improved long term
memory, to reflective learning making cognitive connections to existing knowledge through
the process of elaborative rehearsal. In this phase the students begin to establish new
schema in the long term memory as they are engaged in deep processing connecting the
new information to existing knowledge. This rationale supports the end goals of the
curriculum to facilitate the studentso6é under
occupation, the application of clinical reasoning based on evidence, the importance of
continuing education and lifelong learning, and to develop a sound theoretical knowledge
base. The OTA faculty uses learning strategies that actively engage the learner to build on
previous learning and experience and integrate professional knowledge and technical skills.
The learning tasks are meaningful and relevant to the students. According the Keating &
Sasse (1996), critical thinking is always linked to meaningful activity. The curriculum design
adheres to the philosophy of the occupational therapy profession and supports the
missions of ICTC and CSC and the OTA program to provide opportunities for students to
obtain skills, knowledge, and cultural appreciation that lead to productive lives and effective
citizenship.

The curriculum seeks to provide a broad based knowledge in the scope of practice for
occupational therapy. This will include physical science, social science, and
communications in order to provide the student with an overall of human behavior. This
educational background is designed to provide the student with a rich knowledge base of
basic academics on which they can continue to build and connect new learning. These
courses provide the student with problem solving skills and medical language, which allows
one to understand how sociological, economic, political and ecological factors can influence
the development of the dimensions of human occupation.
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The occupational therapy assistant program has identified three common threads that are
consistent with the ACOTE standards. These threads are interwoven throughout the
curriculum design and sequence and support |
threads are:

A Life-Long Learning

A Professional Competencies

A Assimilation of Culture Diversity

Life-long learning: The OTA program is designed to sti:
motivation to seek knowledge. Project-based learning will be treaded throughout course
instruction and assignments. This process will enable the student to objectively analyze

subject content for its validity, reliability and application.

Professional competencies: The OTA program course content will be presented from the
most current research and clinical evidence. Throughout the learning process students will
demonstrate synthesis of sequential and concurrent knowledge in the form of activity
analysis, written documentation and Fieldwork Level | & Il experience.

Assimilation of culture diversity: The OTA program course design will inherently
facilitate awareness of cultural diversity as it is represented in the student body and
reflected within the community. Discussion and lab/fieldwork experience will incorporate
societal awareness to meet the ever changing needs.

In the first semester (August - December) at ICTC, students will build on knowledge gained
from the prerequisite courses. This semester can be thought of as a foundational
semester. The students begin to learn essential information about occupational therapy
theory and professional behavior in Introduction to Occupational Therapy (OTAT 1012).
Kinesiology for the OTA (OTAT 1023) and Disease Pathology (OTAT 2212) build on the
science based prerequisites. Therapeutic Activities (OTAT 2101) and Physical Dysfunction
and Treatment (OTAT 2113), serve as an introduction to the occupational therapy process
and its underlying premises and the professional language as published in the Framework.
Healthcare Systems and OT Management (OTAT 2002) emphasizes the trends of health
care in the past, present, and future. It also explores various occupational therapy
management styles, techniques, and applications. Proper documentation, methods, and
reasoning for quality assurance will be covered. This course will also address fiscal
management of occupational therapy service, the marketing of occupational therapy staff,
and the importance and variety of research in occupational therapy services. Fieldwork IA
(OTAT 2020) students are introduced to current practice settings (e.g. hospital, school, long
term care, outpatient clinic and community re-entry) to foster the development of
professional behavior and observation skills and lay a foundation for critical inquiry. A
variety of contexts are utilized to engage the student in the occupation of education. This
includes the lecture room, laboratory, clinic, and mock clinic. To promote the therapeutic
use of self the students engage in self-reflection to function as an effective occupational
therapy practitioner. Educational activities encourage critical thinking, are student-
centered, and provide opportunities for self-reflection.

The second semester (January-April) builds on the concepts of occupational therapy
practice across the life span including emerging areas of practice to support the pediatric
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and aging in place. The relationship between occupation and how engaging in occupations
can be used to support participation in context is the focus of treatment planning and
intervention in Pediatric Care in OT (OTAT 2133), Psychosocial Dysfunction and Treatment
(OTAT 2153) and Therapeutic Media (OTAT 1101). Elder Care in OT (OTAT 2143)
provides an introduction to OT practice across the life span with an emphasis on
occupation based interventions. Fieldwork 1B (OTAT 2121) integrates the academic
intervention courses with fieldwork experience given opportunities to observe and assist in
practice with an occupational therapist and/or occupational therapy assistant in diverse
settings. Fieldwork Level Il A (OTAT 2205) consists of 1 eight week rotation. Level Il
fieldwork is designed to provide students with extended practical opportunities for applying
academically acquired knowledge to evaluating, planning, and implementing occupational
therapy intervention.

The third semester (April T July) consists of 1 eight-week Level Il fieldwork experiences
(OTAT 2215). Level Il fieldwork is designed to provide students with extended practical
opportunities for applying academically acquired knowledge to evaluating, planning, and
implementing occupational therapy intervention

Fieldwork Il must be completed within 6 months following completion of OTA
coursework.

Keating, D.P., & Sasse, D.K. (1996). Cognitive socialization in adolescence: Critical
period for a critical habit of mind. In G.R. Adams, R.  Montemayor, & T.P.
Gullotta (Eds.), Psychosocial development during adolescence. (pp.232-258).
Thousand Oaks, CA: Sage.

Knowles, M.S., Holton, E.F., lll, & Swanson, R.A. (2005). A theories of adult

learning: Andragogy. In The adult learner(6 ed.). (pp.64-68). Burlington, MA:
Elsevier
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OCCUPATIONAL THERAPY ASSISTANT
Technical Occupational Courses
COURSE SEQUENCE

Total AAS dege Credit Hours = 36 (CSC) + 31 (ICTCLxe@it Hours

Course Number Course Title Credit Hours Clock Hours

Semester | (Falll)

OTAT 1012 Introduction to 2 64
Occupational Therapy
(with lab)

OTAT 2211 Disease Pathology 1 32

OTAT 2021 Fieldwork LA 1 96

OTAT 102 Kinesiology for OTA 2 64
(with lab)

OTAT 2101 Therapeutic Activities | 1 48
with Lab

Semester | (Fallll)

OTAT 2112 PhysicaDysfunction 2 64
and Treatment (with lab

OTAT 20@ Health Care Systems & | 2 82
Occupational Therapy
Management
Semester Credits 11 450
Semester 2 (Sprind)
OTAT 2121 Fieldwork 1B 1 96
OTAT 212 Pediatric Care in 2 64
Occupational Therapy
(with lab)
OTAT 1101 Therapeutic Media 1 32
OTAT 212 Psychosocial 2 64
Dysfunction and
Treatment
OTAT 214£ Elder Care 2 64
Semester 2 (Spring
1))
OTAT 2206 Fieldwork II-A 6 320
Semester Credits 14 640
Semester 3
(Summer)
OTAT 2216 Fieldwoik I1-B 6 320
Semester Credits 6 320

OTAT2002 is on track for approval to increase credit hours from 1 to 2 for Fall 2016 semester by the OSU & A&M
Board.
OTAT?2206 is on track for approval to increase credit hours from 2 to 6 forgS}9itv by the OSU 8A&M Board.

Total Degree Credit HouGranted = 67
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OTA Course Descriptions

OTAT 1012 INTRODUCTION TO OCCUPATIONAL THERAPY WITH LAB

2 CREDIT HOURS/64 CLOCK HOURS

This course is designed to establish a knowledge base for the prospective OTA in that it
emphasizes the human element of health care and the role the Occupational Therapy
Assistant performs in providing this component. It focuses on the history and philosophy of
occupational therapy and teaches treatment documentation, activity analysis, therapeutic
purpose and clinical applications. Theoretical frameworks and approaches, understanding
of occupational therapy, and the dynamic of purposeful activity, as well as basic concepts
of human development are also covered.

OTAT 2211 DISEASE PATHOLOGY

1 CREDIT HOURS/32 CLOCK HOURS

This course is designed to help OTA students become familiar with the various mental and
physical health problems commonly dealt with in Occupational Therapy practice. This
course will introduce the etiology, prognosis, signs and symptoms of these health
problems.

OTA 2021 FIELDWORK I-A

1 CREDITS/96 HOURS

This fieldwork experience will consist of exposure in various settings where occupational
therapy services may be present. These experiences will allow the student to observe
occupational therapy or other health related services. Students will do this to gain a better
understanding of what OT is, where it may be found, and how it fits in with other related
services. Students will also use this experience to develop professionalism, observation,
and documentation skills.

OTAT 1022 KINESIOLOGY FOR OTA WITH LAB

2 CREDIT HOURS/64 CLOCK HOURS

This course builds on basic anatomic and physiologic concepts of human movement,
emphasizing the kinesiological, anatomic and functional aspects of the skeletal
musculature of the human body and their application to human motion.

OTAT 2112 PHYSICAL DYSFUNCTION AND TREATMENT TECHNIQUES WITH LAB

2 CREDIT HOURS/64 CLOCK HOURS

This course includes the study of occupational therapy principles, techniques of evaluation,
and methods of treatment for individuals with problems in physical function. This course will
present assessment and evaluation of occupational performance, therapeutic mechanism,
and intervention strategies in treating individuals with neurological and orthopedic
dysfunction as well as discharge planning and written documentation of client behavior and
performance.

OTAT 2101 THERAPEUTIC ACTIVITIES WITH LAB

1 CREDIT HOUR/48 CLOCK HOURS

This course provides the student with experience conducting individual and group activities,
promoting the idea of therapeutic use of self. This course will acquaint the student with life
skills activities, games, and everyday coping skills. This course will emphasize adaptation
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techniques for a variety of life activities and their purpose in treatment, and will introduce a
variety of additional therapeutic techniques and applications.

OTAT 2002 HEALTH CARE SYSTEMS & OCCUPATIONAL THERAPY MANAGEMENT
2 CREDIT HOURS/82 CLOCK HOURS

This course will teach the OTA student the trends of health care in the past, present, and
future. It will also explore various occupational therapy management styles, techniques,
and applications. Proper documentation, methods, and reasoning for quality assurance will
be covered. This course will also deal with fiscal management of occupational therapy
service, the marketing of occupational therapy staff, and the importance and variety of
research in occupational therapy services.

OTAT 2121 FIELDWORK I-B

1 CREDIT HOUR/96 CLOCK HOURS

In this course students will be able to initiate and apply concepts and techniques learned
during academic preparation for practical situations. Students will work with clinical
instructors, patients/clients, and team members in a therapeutic milieu. Written
documentation and actual treatment will be the focus.

OTAT 2132 PEDIATRIC CARE IN OCCUPATIONAL THERAPY WITH LAB

2 CREDIT HOURS/64 CLOCK HOURS

This course offers a comprehensive study in the approach of OT treatment in pediatrics.
The course content will include normal development, diagnostic problems, frames of
reference, documentation, and theory as it relates to pediatric intervention. It will also cover
family/caregiver issues as related to pediatric OT and an introduction to pediatric
evaluations, and basic concepts to human development.

OTAT 1101 THERAPEUTIC MEDIA

1 CREDIT HOUR/32 CLOCK HOURS

The purpose of this course is to acquaint the student with basic craft techniques which may
be utilized in a variety of treatment settings. Properties of crafts will be discussed and their
application to different populations.

OTAT 2152 PSYCHOSOCIAL DYSFUNCTION AND TREATMENT TECHNIQUES

2 CREDIT HOURS/64 CLOCK HOURS

This course includes the principles and techniques of evaluation and treatment for
individuals who present emotional, cognitive, and psychosocial problems. Intervention
strategies with selected individuals with psychosocial disturbances are covered. Emphasis
is placed on oral and written documentation of client behavior and treatment techniques.

OTA 2142 ELDERCARE IN OCCUPATIONAL THERAPY

2 CREDIT HOURS/64 CLOCK HOURS

This course offers a wide variety of treatment programs, media and modalities useful in
working with late-life adults. It includes a comprehensive review of the aging process, with
all of its psychosocial and physical ramifications. It is also a study of concepts of aging and
intervention techniques to be employed in different practice settings, and specific concerns
of working with both the well elderly and those with dysfunction; individually or in groups.
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OTAT 2206 FIELDWORK II-A

6 CREDIT HOURS/320 CLOCK HOURS

This fieldwork experience enables the student to apply knowledge and skills learned in the
classroom to practical situations. Students may be assigned to various clinical settings. The
students will collaborate with faculty, fieldwork educators, client/patients, and team

members. They will practice using occupation to restore wellness in clinical settings.
*NOTE: Al'l ACOTE ABO c ontecdnpladaddncousewdrk, ar e
prior to students going out on Level Il fieldwork.

OTAT 2216 FIELDWORK II-B

6 CREDIT HOURS/320 CLOCK HOURS

This fieldwork experience enables the student to continue the synthesis of knowledge and

skills learned in the classroom to practical situations. Students may be assigned to various
clinical settings. The students will collaborate with faculty, fieldwork educators,

client/patients, and team members. They will practice using occupation to restore wellness

in clinical settings. This fieldwork course will allow the student to become competent as an
entry | evel occupational therapy assistant.
required to be completed, in coursework, prior to students going out on Level Il fieldwork.

Student Dress and Personal Hygiene

- Neatness and appropriate dress are important at all times. It is assumed that
students who attend ICTC will exercise mature discretion in regard to their personal
appearance and hygiene.
Dress in such a way that respects yourself and others. Extreme modes of dress that
cause undue attention, interfere with the educational process or exercise poor taste
are discouraged.
Professional dress is required for all field trips and fieldwork. This would exclude
jeans, shorts, or midriffs. Other exceptions are at the discretion of the OTA faculty.

Occupational Therapy Assistant students work very closely with patients/clients and other
staff members. Good personal hygiene is required. The following guidelines should be
followed:

Maintain good oral and physical hygiene.

The use of perfume, after-shave, or cologne should be little to none. This is
offensive to ill patients. Some facilities may prohibit the use of perfume, after-
shave or cologne for this reason.

Avoid heavy makeup. Clothing should be conservative.

Hair must be neat and clean. Extreme hairstyles should be avoided. In fieldwork
settings, hair should be out of the eyes and pulled back if longer than shoulder
length. Beards and mustaches must be clean and neatly trimmed.

Students must have clean, well-filed fingernails, kept at a conservative length.

The American Occupational Therapy Association-Occupational Therapy Code of
Ethics
Refer to the AOTA website for code of ethics
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8.2  Practical Nursing

Program Approval and Accreditation

The Practical Nursing Program is approved by the Oklahoma Department of Career and
Technology Education and the Oklahoma Board of Nursing. This program is accredited by
the Accrediting Commission for Education in Nursing (ACEN).

For information regarding length of program, tuition and fees, you may also contact:

Accrediting Commission for Education in Nursing (ACEN)
3343 Peachtree Road NE, Suite 850

Atlanta, Georgia 30326

Phone: (404) 975-5000

Fax: (404) 975-5020

Email: info@acenursing.org

Web: www.acenursing.org

Organization

The Practical Nursing Program is administered by the Indian Capital Technology Center
(ICTC). The program is approved by the Oklahoma Board of Nursing (OBN). Graduates of
this program who meet licensing requirements are eligible to take the National Council
Licensure Examination for Practical Nurses (NCLEX-PN).

The Health Occupations Education Division of the Oklahoma Department of Career and
Technology Education (ODCTE) serves as an advisory agency. The program is also
accredited by the Accrediting Commission for Education in Nursing (ACEN)

Advisory Committee

The practical nursing program utilizes an advisory committee which presents suggestions
and recommendations concerning the current status of practical nursing, including such
topics as:

Job descriptions for the practical nurse

Curriculum development

Program evaluations

Current trends in health occupations programs

Inter-group and inter-agency relationships

Communication improvement

Student selection

Employment opportunities

Job placement

= =2 =0 _-9_-9_-95_49_42._-2

Membership in this committee is inclusive of representatives from the student body,
community, governmental agencies, health care industry, nursing, and specifically, practical
nursing.
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Clinical Facilities

Clinical facilities serve a vital part in the education process. Facilities which are chosen are
those that, in the opinion of the faculty, most readily meet the objectives of the program and
the needs of the student. All clinical facilities are surveyed annually according to the
Oklahoma Board of Nursing requirements and evaluated periodically by Practical Nursing
faculty and students. Availability of positive clinical experiences based on objectives for the
course /experience is a major factor in selection.

Clinical facilities shall:

-Provide appropriate learning experiences for students.

-Agree to provide resources for student practice.

-Be agreeable to no exchange of monies between the school and the facility.

Reserve the right to deny the student an opportunity to practice in the facility if the student
shows evidence of unsuitability for nursing.

Not use students as staff members by decreasing number of staff because the students are

in the facility.
(PN: Revised 6/02; Reviewed 6/2015)

Rationale For Program Development

The Indian Capital Technology Center Practical Nursing Program is designed to produce a
safe practitioner, who can become licensed as a practical nurse, and who can function in
accordance with the Oklahoma Nurse Practice Act. Recognizing legal constraints, and
subsequently all other constraints, boundaries, regulations, and policies, the program is set
forth to remain to conformity with:

1. The Oklahoma Board of Nursing, Rules and Regulations relating to Nursing
Education, Licensure, and Practice in the State of Oklahoma.

The philosophy and operation procedures of the Indian Capital Technology Center.
The advice of the Oklahoma Department of Career and Technology Education,
Health Occupations Education Division.

The advice of the Practical Nursing Program advisory committee.

The practices of the health care industries served by the school district.

The code of ethics for practical nurses.

Standards set forth by the Accrediting Commission for Education in Nursing (ACEN).

w N

No ok

Recognizing certain principles of learning, such as typical progression from simple to
complex, and such as the uniqueness of individual learning styles, a variety of learning
opportunities that may accommodate individual learning styles is offered. With these factors
in mind, the following outline is used in developing the program:

I.  Philosophy
A. Indian Capital Technology Center
B. Practical Nursing Program

[I. Conceptual Framework

[ll. Organization

IV. Policies

V. Program Objectives

VI. Course Competencies
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VII. Courses of Study
A. Course Objectives
B. Course Sub-Objectives
C. Time Allocation
D. Methods of Teaching
VIII. Clinical Practice
IX. Evaluation
A. Students
1. Theory
2. Clinical Practice
B. Program
1. Course/Instruction
2. Clinical
3. Placement
4. Satisfaction

Adjustments in the educational plan will be made whenever an opportunity for enhanced
learning occurs. Utilization of experts in non-nursing specialties will be incorporated into the

educational plan whenever appropriate.
(Revised 3/01; Reviewed 6/15)

Philosophy of the Practical Nursing

The faculty of Indian Capital Technology Center Practical Nursing Program believes in the
inherent dignity of the individual. We view each individual as holistic and capable of
decision-making and thus should be encouraged to actively participate in the delivery of
health care.

Society consists of a variety of groups such as families and communities. It is recognized
that the ethnic, cultural, and racial diversity of each group may vary, but that within all these
groups certain relationships exist between the individuals who comprise that group.
Because of these relationships, the health/iliness status of an individual will directly or
indirectly affect other members of the group. For this reason, these relationships and
diversities should be considered in the planning, communication, and delivery of safe
effective health care.

Nursing as a profession is a vital component of the health care team. It is a goal-directed
service which utilizes the nursing process and evidenced based practice to deliver care.
Nursing is aimed toward assisting society to promote, maintain, and restore health and,
when inevitable, to experience death with dignity.

The licensed practical nurse (LPN) has an integral role in nursing and on the health care
team. The licensed practical nurse functions in this role by providing nursing care under the
supervision or direction of the registered nurse (RN), licensed physician, or dentist. The
LPN functions within this directed scope of practice by contributing to the development,
implementation, and evaluation of the plan of care. Duties of the LPN may include providing
safe, effective nursing care through implementation of basic nursing skills and principles,
teaching of basic nursing skills and principles, and delegation of tasks in conformity with the
Nurse Practice Act. The LPN is also capable of performing additional nursing skills
acquired through education beyond basic nursing preparation in conformity with facility
policy and in compliance with the Nurse Practice Act.
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The Practical Nursing Program recognizes students have the right to an educational
climate which will enhance their ability to learn. Students are expected to actively
participate in learning and take responsibility for learning, by assisting faculty to identify
learning needs. In addition, students are expected to use learned information & technology
as a basis for which to expand their individual knowledge, skills and educational
experience. Nursing faculty shall play the role of teacher and/or facilitator by providing a
variety of learning experiences and opportunities which will enhance personal and
professional achievement.

Education, is a lifelong process which includes all those experiences through which a
person acquires knowledge and develops skills and values that enable one to experience
personal growth. Through the educational process, the individual is prepared to be a
contributing member of his/lher community and society. Nursing Education requires the full
and active participation of the student in a systematic program of study. The education
prepares the graduate to utilize clinical reasoning by applying nursing theory, technical and
clinical experiences. These experiences are designed to provide graduates with the
opportunity for licensure while preparing the student for success in the workplace and
participation in professional and community activities. (Revised 3/01; Reviewed 7/09; 7/15; 5/2016)
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Program Formats

Indian Capital Technology Center offers Practical Nursing programs on the Muskogee,
Sallisaw, Stilwell, and Tahlequah (Bill Willis) campuses. Classes offered on the Muskogee
Sallisaw, and Tahlequah campuses are presented in a lock-step format. This program
format is approximately 11 months in length. Classes begin once a year at a designated
time and are scheduled 5 days a week, 6-8 hours per day. Classes on at the Muskogee,
Sallisaw, and Tahlequah campuses are offered primarily during daytime hours.

The Stilwell campus offers a flexible-option format of instruction. Designated portions of the
classroom instruction are teacher facilitated. The student has some flexibility in scheduling
certain components of their training. However some mandatory (non-flexible) class, lecture,
lab, and /or clinical time can be expected each week. The amount of mandatory time may
change depending on the point at which the student is in the curriculum plan. The student
must attend class an average minimum of 25 hours per week and must complete the entire
curriculum plan within approximately 16 months from the date of entry. Class on the Stilwell
campus is offered during daytime hours with some clinical required during evening hours.

General Plan of Instruction-Lock Step

Design

This program is designed for individuals who wish to complete a formal educational
program on a full-time basis in a one year period. Students are expected to complete the
components of the program on specific dates. Students must be self-motivated and able to
spend a large amount of non-class time studying and preparing assignments.

Curriculum
Curriculum is presented in a traditional classroom format with a variety of instructional
methods being used to assist students in achieving learning objectives.

Instructional Overview
Instruction is divided into three main areas: theory, laboratory, and clinical. A variety of
teaching strategies are employed in each instructional area to facilitate learning styles.

Based on the principles of adult learning, the student assumes the responsibility for
learning and is involved in diagnosing learning needs, planning the learning process, and
evaluating the learning process. The instructor facilitates the learning, serving as a
resource and guide.

Progress
Progress is monitored by the studentodés satis

specific dates.

Attendance/Participation

Students are expected to regularly attend school according to a specific schedule. While in
school students should actively participate in learning activities. Additional field trips,
professional/student meetings, and learning activities may be required.

Clinical Rotations
Clinical rotations are an essential component of the Practical Nursing Program and are
scheduled by the instructor.
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Evaluation

Evaluation of student comprehension and performance is ongoing and utilizes methods that
include skills lab check-offs, mandatory skills, clinical performance ratings, assignments,
quizzes, and examinations. Students may be required to successfully complete / meet
minimum identified standards on content related competency exams in designated areas of
the curriculum before progressing in the program and/or program completion.

General Plan of instruction-Flexible Option

Design

This program is designed for individuals who wish to complete a formal educational
program and maintain some limited flexibility in scheduling. Students must be self
motivated and capable of acquiring knowledge through self-study. Several hours per week
of home/out of classroom study is expected of students.

Curriculum

Curriculum is presented in Learning Modules. Each module is a self-contained unit of
instruction consisting of learning objectives and activities that assist instructors to facilitate
student learning.

Instructional Overview
Instruction is divided into three main areas: theory, laboratory, and clinical. A variety of
teaching strategies are employed in each instructional area to facilitate learning styles.

Although flexible-option students progress through portions of the theory and laboratory
areas of the curriculum on an independent basis, instructors are available to assist with
learning needs and to facilitate classroom activities. The instructors facilitate progression
through the clinical portion of the curriculum. Mandatory lecture and class times are
scheduled on a weekly basis.

Based on the principles of adult learning, the student assumes the responsibility for
learning and is involved in diagnosing learning needs, planning the learning process, and
evaluating the learning process. The instructor facilitates the learning, serving as a
resource and guide.

Class/Seminar
Some mandatory class and /or lecture time is required on a weekly basis according to a
class schedule.

Clinical Rotations

Clinical rotations are an essential component of the Practical Nursing Program and are
scheduled by the instructor. Opportunities for individual clinical rotations are space
dependent and may not be a viable option during every clinical week. Required curriculum
for clinical rotations is listed on the Clinical Progression document.

Evaluation

Evaluation of student comprehension and performance is ongoing and utilizes methods that
include skills lab check-offs, mandatory skills, clinical performance ratings, assignments,
quizzes, and examinations. Students may be required to demonstrate /meet minimum
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identified standards on content related competency exams in designated areas of the
curriculum

Program Objectives
The graduate of Indian Capital Technology Center School of Practical Nursing will:

1. Recognize that man is a holistic individual deserving of respect and dignity.

2. Communicate effectively in personal and professional relationships, both orally and
through documentation.

3. Communicate effectively within therapeutic relationships.
4, Successfully function as an effective member of the health care team.
5. Participate in the formulation of the plan of care by utilizing the nursing process and

nursing diagnoses in order to promote, maintain, and restore health.
6. Effectively prioritize the needs of patients.

7. Utilize acquired knowledge, science, skills, and professional ethics while delivering
and delegating safe, competent nursing care.

8. Provide Instruction and education to patients according to their needs.
0. Recognize the need for changes in the plan of care.

10. Collaborate with other members of the health care team in evaluating and revising
the plan of care.

11. Identify normal structure and function of body systems.
12.  Collect data in order to recognize deviations in health status.
13. Identify the role of the Licensed Practical Nurse in the health care delivery system.

14.  Practice within the scope of practical nursing as set forth by the Oklahoma Board
of Nursing.

15.  Function as an advocate for the health care consumer.
16.  Evaluate personal potential for career mobility opportunities.
17.  Continually seek knowledge and personal/professional growth and improvement.

18.  Actively participate in professional organizations and community service activities.
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Requirements for Phlebotomy Certificate

Successfully complete the unit of instruction, exam and lab check-off with an 80% or
greater. Satisfactorily complete 5 live venous stick in the laboratory setting.
Satisfactorily complete venous sticks in the clinical setting as evaluated by instructor.

Requirements for IV Therapy Certificate

Successfully complete the unit of instruction, exam and lab check-off with an 80% or
greater. Satisfactorily complete a live IV stick in the laboratory setting.

Satisfactorily complete 3 1V sticks in the clinical setting as evaluated by the instructor.
Perform basic IV therapy / care in the clinical setting as evaluated by the instructor.
Complete the practical nursing program.
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PRACTICAL NURSING CURRIULCUMd TOTAL 1463 Hours

Course Hours

Long Term Care Nurse Aid 75

Medical Terminology 45

Anatomy and Physiology For Practical Nursing | 120

Introduction into Nursing 40

Fundamentals of Nursing 160

Pharmacology and IV Therapy Skills 66

Clinical Nursing | 80

Medical Surgical Nursing | 78

Maternal Newborn Nursing 45

Pediatric Nursing 45

Medical Surgical Nursing Il 78

Clinical Nursing Il 224

Mental Health 40

Clinical Nursing 11l 232

Transition into Practice 15

Clinical Nursing IV 120
807 656
Theory/Lab Clinical
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Course Descriptions

Long Term Care Nurse Assistantd 75 hours

Nursing assistants make valuable contributions in providing health care. Nursing assistants

are trained to care for people who are ill or need help in caring for themselves. The care

given is always under the guidance and supervision of licensed health care providers such

as nurses or physicians. The competencies needed to successfully complete the

objectives for this course are identified from the skill standards produced by the Oklahoma
Department of Career and Technology Educatio
Certification Project of the Oklahoma State Department of Health using the DACUM

process.

Medical Terminology-45 hours

Medical Terminology is designed to develop in the students a working knowledge of the
language of medicine. Students acquire word building skills by learning prefixes, suffixes,
roots and abbreviations. By relating terms to body systems, students identify proper uses of
words in a medical environment. Knowledge of medical terminology enhances students'
ability to successfully secure employment or pursue advanced education in healthcare.

Anatomy and Physiology-120 hours

Anatomy and Physiology is the study of the structures and functions of the human body.
The areas studied will be an integration of biology and chemistry and will include, but are
not limited to: Organization of the Body; Chemical Basis for Life; Cells & Tissues;
Integumentary System; Skeletal System; Muscular System; Nervous System; Endocrine
System; Blood, Circulatory System; Lymphatic and Immune System; Respiratory System;
Digestive System and Metabolism; Urinary System, and Reproductive System. The course
may include laboratory experiences.

Introduction to Nursing-- 40 hours

This course focuses on use of nursing and related concepts by practical nurses as
providers of care and members of discipline in collaboration with health team members.
Emphasis is placed on the Concepts of Adult Learning; Communication; Professionalism;
Nursing Ethics and Law; Wellness; Holistic Care; and Health Care Delivery Systems

Fundamentals of Nursing-- 160 hours

This course is an introduction to nursing care. Topics include safety; asepsis; focused
assessment; documentation; nursing process; admission, transfer and discharge; pain,
comfort and sleep; geriatric care; basic nutrition; mobility; care of the dying patient;
therapeutic procedures and surgery; wound care; heat and cold; phlebotomy; respiratory
care; urinary care; digestive care and skills competency. Emphasis will be given to the
practical nursing student developing critical thinking skills, recognizing legal/ethical
responsibilities, acting as a patient advocate, maintaining positive patient/colleague
relationships, and by implementing appropriate standards of care.

Pharmacology and IV Therapy Skills-- 66 hours

This course provides instruction in basic pharmacology and medication administration
skills, including IV therapy, as well as skills needed for safe and effective medication
administration. A brief introduction to fluid and electrolyte balance will be included. Content
includes components of medication preparation and administration including the essential
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knowledge needed to adequately contribute to the assessment and evaluation of the effect
of medication on clients across the lifespan.

Clinical I-- 80 hours

Clinical Nursing | is an introduction to the clinical setting. It provides an opportunity for the
student to apply knowledge and skills acquired in theory to the holistic care of the patient.
Care will be provided to patients across the lifespan with a focus on the geriatric.
Supervised clinical experiences may be provided in long term care, acute care and
extended care facilities. These experiences include mastery of basic nursing skills.

Medical Surgical Nursing | -78 hours

The Medical Surgical | course addresses disorders while incorporating concepts from
previous courses. This course focuses on deviations of health in adults. Student will learn
how the nursing process guides the holistic care of the individual. The body systems
included in this course are: Integumentary; Musculoskeletal; Respiratory; Cardiac;
Vascular; Hematology and Immune.

Maternity/Child Nursing-45 hours

Maternal Newborn Nursing is designed to familiarize the student with the holistic approach
to care for the antepartum, intrapartum, postpartum patient and the neonate. The normal
processes of conception, fetal development, labor and delivery, postpartum period, and
family involvement will be included. The course includes the care of the normal patient and
newborn as well as those with complications.

Pediatric Nursing-- 45 hours

Pediatric Nursing course expands upon the concepts learned in Medical Surgical Nursing
to address disorders specific to pediatric patients. The student will be able to relate normal
growth and development, concepts of wellness and needs of the hospitalized child. The
physical, emotional, social needs of the pediatric patient and their family will be explored.

Medical Surgical Nursing Il-- 78 hours

Medical Surgical Nursing Il continues to address disorders while incorporating concepts
from previous courses. This course focuses on deviations of health in adults. Student will
learn how the nursing process guides the holistic care of the individual. The body systems
included in this course are: Sensory: Neurology; Digestive; Endocrine; Urinary;
Reproductive and Oncology.

Clinical Il i_Medical Surgical Nursing-- 224 hours

Clinical Nursing Il focuses on the care in a diverse patient population across the lifespan. It
provides an opportunity for the student to apply knowledge and skills acquired in theory and
clinical courses. Clinical rotations may include: long term care, community health, and
acute care. The clinical experiences may include maternal-newborn, pediatric and mental
health nursing.

Mental Health Nursing-- 40 hours
This course presents an introduction to Mental Health Nursing. The course provides an
introduction into mental health care and prevalent mental health disorders.

85|Page



Indian Capital Technology Center

Clinical 1l i_Medical Surgical Nursing-- 232 hours Clinical Nursing Il focuses on the care in
a diverse patient population across the lifespan. It provides an opportunity for the student to
apply knowledge and skills acquired in previous theory and clinical courses. Clinical
rotations may include: long term care, community health, and acute care. The clinical
experiences may include maternal-newborn, pediatric and mental health nursing

Clinical V-Transition to Practice-- 15 hours
This course provides concepts related to the transition from student licensed practical
nurse.

Clinical Nursing IV--120 hours

Leadership and delegation skills are enhanced as the student functions in the role of team
leader. The course assists the student to prepare to independently assume the role of the
LPN in professional practice. A preceptor rotation assists in the completion of this
transition.

Exam Re-Take Policy
The opportunity to re-take a maximum of (1) exam may be given to students according to
these guidelines:

1 One (1) re-take will be allowed only if the course grade is less than 80% after all
exams for that course are competed, and all assignments and attendance points
have been applied.

1 The re-take exam may be a different exam (of comparable points possible and level
of difficulty).

1 Only (1) retake will be granted during the entire time of enroliment in the practical
nursing program (Only 1 exam total - not 1 exam per course, etc.)

1 The original score on the exam will be averaged with the score on the re-take; the

average score of the two will then be recorded for the final grade for that exam.
(Policy PN: Reviewed 7/2009)

Class Hours

The majority of program content is presented during regularly scheduled class times.
However, clinical practice, workshops, seminars, etc., may occur outside the regularly
scheduled class hours. The faculty reserves the right to make adjustments in class hours
whenever an opportunity for enhanced learning occurs or a need arises which necessities
adjustments in order for program objectives to be met. During segments of the program the
student may be placed in clinical preceptorship and/or mentoring experiences which may

require day, evening, night and/or weekend hours.
(Policy P.N.: 7/2009)

Study Time

The average student should plan to spend at least ¥z to 2 hours of work outside the
classroom for every hour spent inside the classroom. This is true for both traditional
students and flexible option students. Students are encouraged to develop a calendar each
month that outlines dates and time for study, exams, skills practice, skills check-off, and
clinical days. Adherence to such a calendar can play a significant role in the student's
successful progression to the curriculum.

86|Page



Indian Capital Technology Center

The flexible option format on the Stilwell campus gives the student some flexibility in
scheduling both their "in-class" and "outside-class" student time. It does not however

replace outside class study needs.
(Policy PN: Revised 6/07; Reviewed 7/09)

Licensure

Upon completion of the Practical Nursing Program, students may be eligible to take the
National Council Licensure Exam for Practical Nurses (NLCEX-PN). The Oklahoma Board
of Nursing regulates licensure or nurses in the state of Oklahoma.

OKLAHOMA BOARD OF NURSING POLICY

Requirements for Licensure as a Practical Nurse

AThe |1 ndi an Cgyenterd appfoeed byrhe Oktahoma Board of Nursing.
Graduates of this state-approved program are eligible to apply to write the National Council
Licensure Examination (NCLEX) for (registered or practical) nurses. Applicants for
Oklahoma licensure must meet all state and federal requirements to hold an Oklahoma
license to practice nursing. In addition to completing a state-approved nursing education
program that meets educational requirements and successfully passing the licensure
examination, requirements include submission of an application for licensure, a criminal
history records search, and evidence of citizenship or qualified alien status. [59 O.S. 8567.5
& 567.6]. To be granted a license, an applicant must have the legal right to be in the United
States (United States Code Chapter 8, Section 1621).

Age:
The applicant for licensure must be a minimum of eighteen (18) years of age.

Verification of citizenship status:

State law requires the Board of Nursing to issue a license only to U.S. citizens,
nationals and legal permanent resident aliens; and to qualified alien applicants who
present, in person, valid documentary evidence of:

1. A valid, unexpired immigrant or nonimmigrant visa status for admission
into the U.S.;

2. A pending or approved application for asylum in the U.S.;

3. Admission into the U.S. in refugee status;

4, A pending or approved application for temporary protected status in
the U.S.;

5. Approved deferred action status; or

6 A pending application for adjustment of status to legal permanent

residence status or conditional resident status.

Applicants in the above six categories will only be eligible to receive a license card
that is valid for the time period of their authorized stay in the U.S., or if there is no
date of end to the time period of their authorized stay, for one year. The license card
is required to indicate that it is temporary. The information will be verified through the
Systematic Alien Verification for Entitlements (SAVE) Program, operated by the U.S.
Department of Homeland Security. Form X09 8/27/15
http://nursing.ok.gov/rnipnnclex07.pdf
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The Board has the right to deny a license to an individual with a history of criminal
background, disciplinary action on any professional or occupational license or certification,
or judicial declaration of mental incompetence [59 O.S. 8567.8]. These cases are
considered on an individual basis at the time application for licensure is made, with the
exception of felony convictions. An individual with a felony conviction cannot apply for
licensure for at least five years after completion of all sentencing terms, including probation
and suspended sentences, unless a presidential or gubernatorial pardon is received [59
0.5.8567.5&56 7. 6] . 0

Approved: 7/92 OBN Policy/Guideline: #E-05 Board Reviewed w/o Revision: 1/29/13 Page 2 of 2 Revised: 9/01; 5/04; 1/25/05; 11/13/07,
5/25/10; 11/4/13 P:/Administration/Executive/Policies/Education/E-05 Information for Bulletins and Catalogues of Nursing Education
Programs

Adherence to the following procedures may expedite processing the application of

candidates for licensure who have a criminal history:

Candidate submits the following information to the Board at the beginning of the last

semester/term of the program:

1. Application for licensure and licensure fee

2. Letter describing circumstances of the offense, date, court action taken and
current status

3. Effective January 1, 2013, state law (59 O.S. § 567.18.B.) requires each
applicant for licensure to have a fingerprint-based background check completed
not more than ninety (90) days old at the time of submission of the application
for licensure. The background check consists of fingerprint-based searches of
the Oklahoma State Bureau of Investigation (OSBI) and Federal Bureau of
Investigation (FBI) Criminal History Record Information databases and name
index searches of computerized databases containing criminal history records.
http://nursing.ok.gov/rnipnnclex07.pdf

4, If applicable, certified copies of charges, judgment, and sentencing, and
verification that the sentencing requirements are complete (these documents
may be obtained from the county courthouse in the county in which the arrest
took place)

After review of additional information in the Board office, the candidate is notified of
any additional action that must be taken prior to receiving approval to write
examination.

Questions regarding these matters may be directed to:

Oklahoma Board of Nursing
2915 N. Classen Blvd., Suite 524
Oklahoma City, OK 73106

(405) 962-1800

Candidate may be required to appear before the Board to request permission to write
the examination. If so, additional documentation may be requested, including:

1. Official transcript current to the date submitted.

2. Letters of reference from clinical faculty and director/dean of program.
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3. Reference letters from probation officer, employer and/or other professional
references.

Candidate may not be eligible for licensure or endorsement to surrounding states due

to individual statesd restrictions.
(OBN)
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8.3 Radiology Technology

Program Approval and Accreditation

Indian Capital Technol ogy Cent er 6s Radiography program
Department of Career and Technology Education. It is accredited by the Joint Review
Committee on Education in Radiologic Technology (JRCERT), the national accrediting

agency for radiography programs. The accreditation process has been developed to assure

that Radiologic Programs follow education standards that ensure academic excellence.

Allegations concerning non-compliance of the JRCERT Standards should be addressed to
program officials and/or JRCERT. Allegations should be in writing, and a copy of

allegations will be maintained by the Radiologic Technology Program. Following a

complete investigation of allegations, a decision shall be made in a timely manner. The
fStandards for an Accredited Educational Program in Radiologic Sciences0 may be vi
on the JRCERT web site. Should an individual have concerns or allegations of non-

compliance of the JRCERT Standards, they should first address these concerns to the

program officials. Every effort will be made to comply with JRCERT Standards. JRCERT

will investigate documented allegation of unfair practices in education in the Radiologic
Technology Program. Questions regarding accreditation matters are directed to the:

Joint Review Committee on Education in Radiologic Technology
20 North Wacker Drive, Suite 2850

Chicago, IL 60606-3182

Phone: 312-704-5300

FAX: 312-704-5304

Website: www.jrcert.org

Email: mail@jrcert.org

Imaging Technology

Radiologic Technologist is a general term applied to allied health professionals who provide
medical services using radiation. Patient care and contact with people is inherent in
imaging technology. Technologists in each area often work independently, exercising
judgment and initiative in performing radiological exams or treatments which have been
ordered by a physician. They may also work as a member of a team to provide medical
services to the patient.

Radiography is the specialty in which highly skilled professionals, qualified by education,
perform imaging procedures using radiation. These procedures may result in two-
dimensional radiographic or digital images of various areas of the body. They may be
dynamic studies of the body in motion utilizing fluoroscopy or they may produce complex
sectional anatomical views of the human body. These images are then used by the
Radiologist to diagnose and treat disease. Individuals who are qualified by education and
certification are called Radiologic Technologists.

Imaging technology has an accompanying certification exam offered by the American
Registry of Radiologic Technologists. Passing this Registry exam gives the individual the
right to use the initials, R.T. (R), following their name.
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Professional Organizations

Professional organizations perform a vital function in offering continuing education
opportunities mandated by the A.R.R.T. They also provide a collective voice for our
profession at the national, state and local levels. Students are encouraged to actively
participate in their professional organizations.

The American Society of Radiologic Technologists (ASRT) is the national professional
organization for radiographers. Student members receive the professional journal,
Radiologi ¢ Technol ogy and the ASRTG6s official
ASRT is recommended.

The Oklahoma Society of Radiologic Technologists (OSRT) is the state professional
organization. All radiography students are non-voting members of the OSRT. The mid-year
and annual seminars with competitive student events are held in the spring. All Radiologic
Technology Students will be required to attend the annual seminar. The mid-year seminar
is optional, but students are encouraged to attend.

Mission

The Radiography Program mission is to provide an accredited educational program within
the framework of the career and technology education system which prepares individuals to
perform entry-level diagnostic imaging procedures

Vision

Our reputation for integrity, our pursuit for excellence in education and our commitment to
lifelong learning are unsurpassed. Our world-class faculty, staff, facilities, and service
make us the first choice of industry, education and community.

Program Goals and Student Learning Outcomes:

Program Goals
Goal 1: Students will be clinically competent.
Student Learning Outcomes for Goal 1
Students will adequately position patients for radiologic exams.
Student will select appropriate technical factors for radiologic exams.

Goal 2: Students will develop effective communication skills.
Student Learning Outcomes for Goal 2
Students will communicate with patients effectively.
Students will practice written communication skills.

Goal 3: Student will apply critical thinking and problem solving skills.
Student Learning Outcomes for Goal 3
Students will solve situational scenarios.
Students will adapt positioning skills for trauma patients.

Goal 4: Students will practice ethical and professional behavior.
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Student Learning Outcomes for Goal 4
Students will demonstrate professional behavior.
Students will demonstrate ethical behavior.

Assessment Plan

As part of the Indian Capital Technology Center Radiologic Technology Program, students,
graduates and employers will be asked to provide valuable feedback. We ask all concerned
to assist in this process by returning any surveys as part of this assessment. This
information will be kept confidential and used only as part of our assessment plan.

Outcomes

The Radiologic Technology Program has established high outcomes standards for our
graduates. These outcomes include the ARRT pass rate, retention rate, and job
placement. Results of these outcomes exceed those mandated by accreditation, and the
results will be made available to anyone with an interest.

Revision of Mission Statement, Goals and Assessment Plan

Itis the policytor evi ew and make necessary revisions
Goal s, and Assessment Plan. These are review
Advisory Committee. If you want to provide input toward these, please contact any

Advisory Committee Member, or program official.

Code of Ethics for Radiologic Technologists

This Code shall serve as a guide by which Radiologic Technologists and students may
evaluate their professional conduct as it relates to patients, health care consumers,
employers, colleagues, and other members of the health care team. The Code of Ethics is
aspiration.

1. The Radiologic Technologist conducts himself/herself in a professional manner,
responds to patient needs and supports colleagues and associates providing quality
patient care.

2. The Radiologic Technologist acts to advance the principal objective of the professional -
to provide services to humanity with full respect for the dignity of mankind.

3. The Radiologic Technologist delivers patient care and service unrestricted by the
concerns of personal attributes or the nature of the disease or illness, and without
discrimination on the basis of sex, race, creed, religion or socioeconomic status.

4. The Radiologic Technologist practices technology founded upon theoretical knowledge
and concepts, uses equipment and accessories consistent with the purposes for which
they have been designed, and employs procedures and techniques appropriately.

5. The Radiologic Technologist assesses situations; exercises care, discretion and
judgment; assumes responsibility for professional decisions; and acts in the best
interest of the patient.

6. The Radiologic Technologist acts as an agent through observation and communication
to obtain pertinent information for the physician to aid in the diagnosis and treatment of
the patient and recognizes that interpretation and diagnosis are outside the scope of
practice for the profession.
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7. The Radiologic Technologist utilizes equipment and accessories, employs techniques
and procedures, performs services in accordance with an accepted standard of
practice, and demonstrates expertise in minimizing radiation exposure to the patient,
self and other members of the health care team.

8. The Radiologic Technologist practices ethical conduct appropriate to the profession,
and protects the patientdés right to quality

9. The Radiologic Technologist respects confidences entrusted in the course of
professional practice,res pect s t he patientds righial to pri
information only as required by law or to protect the welfare of the individual or the
community.

10. The Radiologic Technologist continually strives to improve knowledge and skills by
participating in continuing education and professional activities, sharing knowledge with
colleagues and investigating new aspects of professional practice.

Recognition of Clinical Education Affiliates

All clinical affiliates shall be recognized by the JRCERT and meet the appropriate criteria
for delivering clinical education and clinical competency. Clinical education affiliates are
recognized by the Joint Commission on Accreditation of Health Care Organizations
(JCAHO) or an equivalent agency or hold a state issued license. Review of accreditation or
licenses shall be done annually.

JRCERT recognized clinical education affiliate shall appoint one qualified clinical instructor
for every ten assigned students. Prior to the student achieving competency, the student to
staff ratio shall not exceed 1:1.

Faculty Qualification

The Indian Capital Technology Center Radiologic Technology Program faculty includes a
Program Director/Coordinator and a Clinical Coordinator. Both hold current registration by

the American Registry of Radiologic Technologists (ARRT). They shall be recognized as

qualified by the JRCERT. Individuals who lack the necessary experience or degrees may

be named as fAactingo according to JRCERT pol
teach the required curriculum and be registered by the American Registry of Radiologic
Technologists. Instructors who are not Registered Technologists may be employed to

teach courses that are generic to health professions, such as anatomy & physiology,

medical terminology, or patient care. Indian Capital Technology Center strives to employ

the best qualified instructors available.

Student Records

A separate student record will be maintained for each individual entering the Radiography
Program. Included in the file will be all application and enrollment information, attendance
records, transcripts, clinical records, counseling reports (if applicable) and a copy of the
completion certificate. For students who do not complete the program, a file will be
maintained with all the above information accrued up to the last date of attendance. Also
included will be an explanation of the reason for leaving the program.

A transcript of all completed courses will be made available to the student upon request.
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Program Length

|l ndi an Capital Technol ogy Getwd-year falstimdrcartificaceg r a p
program for adult students who desire to learn medical imaging procedures. Students are
instructed in theory and application in the classroom and the x-ray laboratory located at

Indian Capital Technology Center. They receive extensive clinical experience at several

sites in the surrounding area. Graduates are prepared for employment in all areas of

radiography including diagnostic procedures, fluoroscopy, surgery, portables and trauma.
Students have opportunities to observe or participate in procedures in computed

tomography (C.T), magnetic resonance imaging (M.R.1.), and cardiovascular interventional
procedures, ultrasound, nuclear medicine and radiation therapy procedures.

Clock Hours

The Radiologic Technology Program is approximately 2750 clock hours of technical course
work completed at ICTC.
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Course of Study

Course of Study 201617

HEALTH

Diagnostic

Radiographer
2731 Hours

YEAR 1

Introduction to Radiologic Technology
HLIC346-161
50 hours

Human Structure and Function for Radiography
HLIC454
96 hours

Radiographic Positioning with Lab
HLIC141-456
210 hours

Film-Screen Image Acquisition and Processing
HLIC195
90 hours

Patient Care for Radiographers
HLIC197-198
52 hours

Radiation Pathology
HLIC139
39 hours

Radiography Clinical Orientation
HLICO55A
90 hours

Core Medical Terminology
HLIC342
46 hours

Image Critique |
HLIC162
52 hours

Radiographic Clinical Application |
HLICO55B
718 hours

YEAR 2

Radiographic Clinical Application Il
HLIC453
530 hours

Image Critique Il
HLIC450
52 hours

Advanced Imaging
HLIC499
155 hours

Radiation Protection and Biology
HLIC200-140
93 hours

Radiation Physics
HLIC111-196
94 hours
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Career Preparation for Radiography
HLIC383
52 hours

Comprehensive Program Review for Radiography
HLIC384
218 hours

Digital Image Acquisition and Display
HLIC194
94 hours

Course Descriptions

Year 1

Introduction to Radiologic Technology HLIC346-161 7 50 hours

This is an introduction course that will discuss the fundamentals of Radiologic Sciences
and Health Care, Ethics and Law in the Radiologic Sciences, and Human Diversity.

Anatomy & Physiology HLIC454 7 96 hours
Content is designed to establish a knowledge base in anatomy

Radiographic Positioning with Lab HLIC 141-456 1 210 hours

This course is a combination of lecture and laboratory and is designed to provide a
knowledge base necessary to perform standard radiographic procedures along with the
application to special studies. Consideration will be given to the production of images of
optimal diagnostic quality.

Film-Screen Image Acquisition and Processing HLIC195 i 90 hours

This course will give the student a foundation for Medical Diagnostic Imaging by building a
framework of information regarding creation of a diagnostic x-ray beam. The course will
discuss an atomic theory, x-ray properties and necessary units of measurement.

Although, this preliminary information is meant to review previous science course work, it is
important to assure all students are on the same level before presenting information in the
remainder of this course. Information is presented in such a manner to lay the foundation
for controlling the x-ray beam. The x-ray tube and production of x-rays is covered to define
the method of x-ray production. Filtration and the primary factors will be discussed to
demonstrate how the x-ray beam is shaped to obtain, optimum diagnostic images. The
course will also include discussions on beam restriction, grids, radiographic film,
radiographic processing, sensitometer, intensifying screens, film/screen combinations,
recorded detail, distortion, contrast, density, automatic exposure, fluoroscopy, and quality
control within the radiology department.

Patient Care for Radiographers HLIC197-198i 52 hours

This course will provide the student with an introduction to the basic concepts of patient
care, including consideration for the physical and psychological needs of the patient and
family. Routine and emergency patient care procedures will be described, as well as
infection control procedures utilizing Universal Precautions. The role of the Radiographer in
patient education will be identified.
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Radiographic Pathology HLIC139 i 39 hours

To acquaint the student radiographer with basic medical terminology used to describe
various pathologic conditions occurring in the human body (including hereditary diseases,
immune reactions, and acquired immunodeficiency syndrome) and to introduce the
students to some specialized imaging techniques. Content is designed to introduce
theories of disease causation and the pathophysiologic disorders that compromise healthy
systems. Etiology, pathophysiologic responses, clinical manifestations, radiographic
appearance and management of alterations in body systems will be presented.

Radiography Clinical Orientation HLICO055-A i 90 hours

Clinical Orientation will provide the student with an orientation to the medical imaging
clinical experience, and the opportunity to apply basic medical diagnostic imaging principles
within the Radiology Department and the hospital environment as a whole. The first clinical
sequence introduces the student to hospital and departmental policies, clerical procedures
involving departmental records and patient care as it relates to the Radiology Department,
nursing floors and other hospital departments.

Core Medical Terminology i HLIC342 - 46 hours

Content is designed to provide an introduction to the origins of medical terminology. A
word-building system will be introduced, and abbreviations and symbols will be discussed.
Also introduced will be an orientation to the understanding of radiographic orders and
interpretation of diagnostic reports. Related terminology is addressed.

Image Critique | T HLIC162 1 48 hours

This course provides students with the knowledge needed to evaluate radiographic
examinations, and to identify and recognize diagnostic quality. Periodic film critique
presentations will concentrate on the study of the thorax, abdomen, upper and lower
extremities, spine, trauma and pediatric exams.

Radiographic Clinical Application | - HLIC055 - 718 hours

This course provides the student the opportunity to apply basic medical diagnostic imaging
principles within the Radiology Department and the hospital environment as a whole. The
student will be expected to observe, assist in and perform medical diagnostic imaging
procedures alongside registered staff radiographers. Initial emphasis will be placed on
knowledge of safe equipment use, imaging procedures involving chest, abdomen, trauma,
upper and lower extremities, the shoulder girdle, pelvic girdle, bony thorax and vertebral
column. The student will begin to concentrate on special patient handling when dealing with
patients with traumatic injuries.

Year 2
Radiographic Clinical Application Il HL00453 i 530 hours

Image Critique Il HLO0450 i 52 hours

Course Description: This course provides students a basis for analyzing radiographic
images. Included are the importance of minimum imaging standards, discussion of a
problem-solving technique for image evaluation and the factors that can affect image
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quality. Periodic film critique presentations will concentrate on the study of the headwork,
trauma, and pediatric exams.

Advanced Imaging HL00449 i 155 hours

This is a capstone course to allow students to pursue studies in the Radiological Sciences

that may not have been available to them in their regular clinical studies. This course
encompasses the concepts and applications within advance modality areas of radiology,
including: Computed Tomography, Mammography, Bone Densitometry, MRI, Sonography,
Nuclear Medicine, PET and Radiation Therapy. Each student will develop a plan of study

with the Clinical Coordinator. Students who are placed in (a) facility that is not one of our
clinical affiliates are performing Aobservat
participate in any actual patient care.

TEXT: No text required.

Radiation Protection and Biology HL00200-140 i 93 hours

This course is an overview of radiation protection including responsibilities of the
radiographer for patients, personnel and the public. Radiation health and safety
requirements of federal and state regulatory agencies, accreditation agencies and health
care organizations are incorporated. There is also an overview of the principles of the
interaction of radiation with living systems. Radiation effects on molecules, cells, tissues
and the body as a whole are presented. Factors affecting biological response are
presented, including acute and chronic effects of radiation.

.Radiation Physics HL00111-196 1 94 hours

This course provides the student opportunities to acquaint themselves with specific
principles applied to radiology physics, basic physics, and electromagnetic physics.

Career Preparation for Radiography: HLIC383 1T 52 hours
This course emphasizes communication skills and the steps involved in securing
employment.

Comprehensive Program Review for Radiography HL00384 - 218 hours

This is a capstone course focusing on the synthesis of professional knowledge, skills, and
attitudes in preparation for professional employment and lifelong learning.

TEXT: Various text and computer programs will be used.

Digital Image Acquisition and Display: HLIC194 i 94 hours

This course contains content designed to impart an understanding of the components,
principles, and operation of digital imaging systems found in diagnostic radiology. Factors
that impact image acquisition, display, archiving, and retrieval are discussed. The
guidelines for selecting exposure factors and evaluating images within a digital system will
assist students to bridge between film-based and digital imaging systems. Principles of
digital system quality assurance and maintenance are also presented.

Competency Program

The Radiologic Technology Program at Indian Capital Technology Center is a competency
based program. Therefore, graduates of the program must achieve competency prior to
receiving a certificate of completion. Students will receive didactic instruction in the
classroom and lab. Students will be required to pass each lab test prior to performing the
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procedure in the clinic. Once the student has performed the procedure in the clinical
setting (under direct supervision) they are
After competence is achieved, the student may perform the procedure under indirect
supervision. Students may be retested at any time during their education. Retests are

done at the discretion of the Clinical Coordinator, Clinical Instructor, or any Indian Capital
Technology Center Radiologic Technology Instructor. A final competency will be required

prior to graduation from the program.

Student Assessment

Students in the program will be tested periodically throughout the two year program.

Assessments are done in a variety of ways. These assessments are designed to not only

test the studentsd knowledge of the bleaa eri al
apply this knowledge to typical clinical applications. Course syllabi will describe how the
instructor wi |l evaluate the studentsd | earn

In addition to testing, students will be required to perform various lab tests, complete case
studies, write a scientific paper or develop a scientific exhibit, develop a personal
professional development plan and other assignments as described in course syllabi.

Students who may be in jeopardy of academic or clinical failure will be counseled by a

program faculty or the clinical instructor. All counseling sessions will be documented and
placed in the studentds file. Both the stud
should sign the documentation. Remediation may be required or offered to those students

who are in jeopardy of failure. Should a student lack math, reading, or study skills they will

be encouraged to seek assistance from the Academic Center

Equitable Learning Opportunities

Every effort will be made to afford each student an equitable learning opportunity. The
Clinical Coordinator will c¢closely monitor th
If a student falls behind in the competency program, the Clinical Coordinator will evaluate

the variety and number of examinations at that facility. If the Clinical Coordinator

determines that there is an inadequate mix and/or volume of examinations, the student may
temporarily reassignment a facility that will offer the necessary learning opportunities. The
number of students assigned to a particular facility will at no time exceed the allowed

number according to the JRCERT data base. This may require students to temporarily

switch clinical assignments.

Since some clinical affiliates do not allow male students to do rotations such as
mammography, no student is required to do this particular rotation. If volunteer rotations
are made available to any student in mammography or any other modality, they must be
made available to all students regardless of gender. This would include students in the
program who may not be assigned at that clinical facility.

Facilities

The Radiologic Technology Program is located on the Muskogee Campus of Indian Capital
Technology Center. The on campus facilities include a classroom, two simulated
radiographic units, an energized lab, a computer lab, restrooms and faculty offices.
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The simulated labs are available for student use during school hours. Please call to
reserve the lab outside of your assigned lab time. Students may use the simulated labs at
anytime the building is unlocked, and they are not being used by other students. However,
the students may not use the energized lab without faculty permission. A faculty must be
available anytime the energized lab is used by students.

Clinical Observation Sites

Clinical observation sites are at times utilized to provide the students with additional

|l earning opportunities. Clinical observati o
to an A obs er vrotparicipaie inspatient canm aOpservation sties may be

utilized in the Advanced Imaging and Special Studies class.

Variety of Procedures

Each clinical affiliate should provide the student with the opportunity to achieve competency

in all of the required competencies. Any student who may encounter difficulty in achieving
competency due to the lack of variety or volume of procedures should contact the Clinical
Coordinator. A reassignment may be required to allow the student to achieve competency.

The Clinical Coordinator will closelymoni t or each studentds progr
aware that the Clinical Coordinator will determine if the lack of variety or volume of

procedures is actual or an excuse for not achieving competency. Should the Clinical

Coordinator determine that students who fail to achieve competency due to the lack of

confidence or initiative may have their grade lowered.

Evaluation of Learning Resources

A variety of learning resources are made available to Indian Capital Technology Center
Radiologic Technology students. The school adds to these resources annually. Program

officials strongly believe that students should be involved in the evaluation of learning

resources. Students are surveyed to help in this evaluation. Each class elects a
representativetot he Pr ogramdés Advisory Committee, wh
evaluation. If you have a specific suggestion, please let your class representative or a

program official know.

Responsibility of Personnel

The Indian Capital Technology Center Radiologic Technology Program requires teamwork
to assure the quality of the education delivered to program students. This teamwork
requires that all instructors have prescribed responsibilities. These responsibilities are
described in the position descriptions of each.

The contact person for each clinical affiliate is the Clinical Instructor. The Clinical
Instructor is a qualified Radiologic Technologist who is approved by JRCERT as qualified to
instruct and evaluate students. The Clinical Instructor is an employee of the clinical affiliate
and not of Indian Capital Technology Center. Students will be working with other radiology
and hospital staff who may supervise their work. However, please remember that only
gualified technologists may sign off on your competencies. Qualified technologists are
those who hold the American Registry of Radiologic Technologists certification in their
discipline. Note: Registered Technologists who have less than one year post certification
experience may evaluate students. However the Clinical Instructor, Clinical Coordinator or
gualified Indian Capital Technology Center Radiography Instructors must evaluate the
images and cosign the evaluation form. Qualified Indian Capital Technology Instructors are
those who are deemed qualified by the Program Coordinator.
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ICTC Radiology Program Clinical Facilities

1 Wagoner Community Hospital, 1200 West Cherokee St., Wagoner, OK 74467

1 Northeast Health Systems Tahlequah, 1400 E. Downing St., Tahlequah, OK
74464

1 WW Hastings Hospital/Cherokee Nation, 100 Bliss Ave., Tahlequah, OK 74464

1 Three Rivers Health Center/Cherokee Nation, 1001 N. 41st St. E., Muskogee, OK
74403

1 Okmulgee Memorial Hospital/Creek Nation, 1401 Morris Drive, Okmulgee, OK
14447

1 St. John Sapulpa, 1004 E. Bryan Ave., Sapulpa, OK 74066
1 Choctaw Nation Health Care Center, 1 Choctaw Way, Talihina, OK 74571

T AMO Salina Health Center/Cherokee Nation, 900 Owen Walters Blvd., Salina, OK
74365

1 Eastar Health System, 300 Rockefeller Drive, Muskogee, OK 74401

1 Muskogee Bone and Joint, 209 S. 36" Street, Muskogee, OK 74401

1 Alliance-Health Pryor, 111 N. Bailey, Pryor, OK 74361

1 McAlester Regional Health Center, 1 Clark Bass Blvd., McAlester, OK 74501

Applicants Who Have A Conviction Of A Misdemeanor Or Felony
Notice to applicants to the Indian Capital Technology Center Radiologic Technology
program who have ever been convicted of a misdemeanor or felony: The American
Registry of Radiologic Technologist requires that all applicants that apply to take the ARRT
certification examination meet three basic requirements:

9 Ethical Behavior

1 Educational Preparation

1 Examination

The requirements specify that every candidate for certification and every applicant for
renewal of registration must fAbe a person of
engaged in conduct that is inconsistent with
agree to comply with the ARRT Rules and Regulations and the ARRT Standards of Ethics.

One issue addressed by the Rules of Ethics is the conviction of a crime, including a felony,
a gross misdemeanor or a misdemeanor, with the sole exception of speeding and parking

101|Page


http://www.arrt.org/web/content.jsp?include=/about/rules.htm
http://www.arrt.org/web/ethics/standardethic.pdf

Indian Capital Technology Center

violatons. Al |l al cohol and/ or drug related violat
in this provision, includes a criminal proceeding where a finding or verdict of guilt is made

or returned but the adjudication of guilt is either withheld or not entered, a criminal

proceeding where the individual enters a plea of guilty or nolo contendere, or a proceeding
resulting in a military court-martial. All potential violations must be investigated by the

ARRT in order to determine eligibility. Further information may be found on this web site

and in the handbooks for each certification category.

Indian Capital Technology Center Radiologic Technology Program officials are not
gualified, nor authorized to make decisions concerning eligibility of those individuals who
have a conviction. This can be done only by ARRT. Applicants who have been convicted
of a crime, and have questions concerning certification may ask ARRT for a Pre-Application
Review of Eligibility for Certification. ARRT may be contacted:

The American Registry of Radiologic Technologists
1255 Northland Drive

St. Paul, MN 55120-1155

Phone (651) 687-0048

www.arrt.org

*Portions of the above are taken from the ARRT Web Site by permission
2/28/2005

Typical Physical Standards Required of Radiologic Technologists

Potential and enrolled students should be aware that most health care facilities require pre-
employment physical examinations. Physical standards often vary from facility to facility.
Questions regarding physical standards for a specific facility should be directed to the
Human Resources Department at that facility. Standards listed below are examples and
intended to assist students and potential students in the Radiologic Technology Program in
evaluating their physical ability to perform as a Radiographer. Student radiographers are
required to perform most of the procedures that a radiographer performs to achieve
competency.

Additional Physical Requirements for Radiologic Technologists may require:

1 Positioning or moving large immobile patients
1 The use of both hands and feet in transferring patients from wheelchairs or
stretchers to an x-ray table

1 Lifting or carrying approximately 45 pounds

1 Pushing or pulling 100 pounds or more

1 Standing for more than 85% of the time during an eight hour shift

1 Reaching above shoulder level to position an x-ray tube

1 Bending to reach the floor

1 Communicating with a patient at distances up to about 10 feet

! Readinganx-r ay request, a patientds chart, a
sphygmomanometer
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1 Visually critique a radiograph for appropriate demonstration of diagnostic
information

Requirements for Graduation
All didactic classes must be completed with an 80% or higher average.
1. The following clinical requirements must be documented:
a) Completion of each clinical assignment with a 80% or higher grade
b) Completion of 60 clinical competency exams (test-outs)
e} Completion of mock registry exams with a 75% or higher
d) Completion of 1 HESI radiology exam with a recommended score of 700 or higher
e) Attendance/make-up time requirements must be met

Graduation/Certification

Graduation ceremonies will be held for each class at the completion of the program. All
students who have completed the Radiography Program are expected to participate in
graduation ceremonies. Students with incomplete grades may be allowed to participate in
graduation ceremonies if the faculty believes the student will meet graduation requirements
in a designated period of time.

In addition to the general Adult Health Career Awards, specific program awards will be
presented.

Upon successful completion of the program and after all school obligations are met the
student will receive a completion certificate and official transcript from ICTC. The graduate
is then eligible to take the radiography examination offered by the American Registry of
Radiologic Technologists (A.R.R.T.). All school obligations to ICTC and CSC (tuition and
fees -including outstanding library fees) - must be paid before a student can receive a
completion certificate, a transcript, or be eligible to take the certification examination.

Student Advisement Procedure

1 Students will be advised by program faculty concerning didactic and clinical
achievement.

9 Students will routinely be advised mid-semester while in the didactic portions of the
radiology program.

1 Advisement will address student grades, student concerns, and faculty concerns or
suggestions.

1 Advisement will be performed by all radiology program faculty and will require signature
of faculty and student.

1 Advisement documentation will be placed into the student's file.

Academic Support for Enrolled Students

Students in the Indian Capital Technology Center Radiologic should realize that they are in
control of their own education. The didactic and clinical instructors are merely facilitators.
The student must follow a prescribed course of study. However, should a student
encounter difficulty in class or clinic they should immediately ask for help. Faculty must
meet with students at least once during a term. Meetings are to be documented.

Students who may encounter difficulty achieving competency in any area of the
competency program should immediately meet with their Clinical Instructors. Unresolved
problems are to be reported to the Clinical Instructor.
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Counselors are available in Student Services for additional counseling. Students may
contact Student Services directly or as a faculty member for assistance.

Clinical Rotation Criteria:

There are no weekend rotation assignments.

T A maxi mum of 25% oflinicdoek hauts maydespehtsn eveniriga | ¢
assignments. ICTC radiology program will attempt to schedule all evening rotations
during the summer clinical experience. The program chooses to schedule evening
rotation in the summer because there are no core didactic courses during these
semesters. This should allow for the students to complete hours up to 11 PM and not
arrive early for didactic courses.

1 No student should be scheduled for later than 11 PM and no day will be more than 10
hours/40 hours per week including any didactic hours.

1 The program has chosen to assign a two week evening clinical rotation during the
program totaling 80 clock hours. The student may request additional hours, but those
hours cannot exceed previously stated JRCERT maximums.

1 Student to qualified RT staff will not exceed 1:1 ratio. The evening rotation is for
acquiring experience, what a radiographer is responsible for and is NOT for replacing
staff.

1 All students will be assigned a two week non-traditional rotation during summer clinical
and be expected to meet clinical expectations.

Clinical Placement Process

1. During the first semester of the Radiography Program, the clinical coordinator will
review proper radiation safety practices and assure students are oriented to clinical
education policies and procedures.

2. The clinical coordinator will begin the clinical placement process and schedule of clinical
rotations by providing a list of available clinical sites and locations. Students provide the
clinical coordinator with three clinical site locations of their preference.

3. The clinical coordinator and program chair will review which clinical facility students will

be assigned. Site placements are based on
financial constraints, and t he facultyés professional ¢
4. Student 6s wi |l | be advised:

A clinical site has the right to refuse any student

Student may need to relocate in order to complete a clinical internship.
A mandatory two week evening rotation is required.

Attendance may be required for orientation at certain clinical facilities.
Drug screens are mandatory.

PO TO®

Class Schedule
In general the program hours are 8:00 a.m. to 3: 00 p.m. (with a 50 minute lunch) for the
didactic component and from 7:00 a.m. to 3:00 pm for the clinical component of the
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education. Lunch times vary by clinic and each clinical instructor will advise student of their
particular lunch time.

Under no circumstances will student's clinical assignment exceed ten (10) hours in any
one day and the total didactic and clinical involvement exceed forty (40) hours per week.

Clinical Time Records

1. Each student will be responsible to see that their own time record is accurate and
complete.

2. Be sure to clock in on arrival each day and clock out as you prepare to leave each
evening utilizing the www.trajecsys.com website.

3. Ask the clinical instructor or designated R.T. to approve your time for each shift on
the computer daily.

4. Do not clock in until you are scheduled to begin work. If you arrive early, do not loiter
in the clinical areas.

5. All tardiness, absences or time variances must be accompanied by an explanation
on the time record.

6. No schedule or time changes may be made without the approval of the program
coordinator and/or clinical coordinator.

7. Do not leave before scheduled time from any clinical area unless prearranged with
school officials.

Radiation Exposure Data
A radiation dosimeter is issued to each student during radiography clinical orientation and

clinical applications | and Il. The dosimeter is to be worn at collar level outside the lead
apron. The dosi meter cost is included in th
and faculty. The dosimeter is to be worn during clinical assignments and not while

employed as a student radiographer.

The dosimeters will be changed quarterly and monitored by the Program Clinical
Coordinator. The Clinical Coordinator will monitor the quarterly reports. Students will be
required to initial his/her quarterly report. Students must turn in their current dosimeter and
pick up their new one by the 15" of the months: October, January, April, and July.

The Clinical Coordinator monitors quarterly reports and investigates any exposure reading

of 150 mrem (1.5mSv) or higher per quarter. A notice will be sent to the student regarding

the investigative exposure | evel. During th
will be reviewed. Concerns of activities during the reported period will be addressed and

the student counseled regarding the use of proper radiation safety. If the student exceeds

the allowed exposure level for two consecutive quarters, the student will work under the
direct supervision of a registered technol og
levels drop to an appropriate level. It is the responsibility of the student to notify the Clinical
Coordinator if their personal dosimeter device was inadvertently exposed to radiation

outside of their normal student clinical assignment. Counseling reports will be completed at
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each stage of action taken. A copy of the counseling report will be attached to the monthly
monitoring report. An additional copy wil/

Investigatory exposure levels for students are established by the program faculty to monitor
and regulate the radiation exposure accumulated during clinical assignments:

Occupational Exposure Limits (Whole body deep) 5000 mrem/year
Investigatory Exposure Levels (Whole body deep) 150 mrem/quarter

The guiding principle behind radiation protection is that radiation exposer should be kept

AAs Low as Reasonably Achievable (ALARA), 0 e
account. This common-sense approach means that radiation doses for both workers and

the public are typically kept lower than their regulatory limits.

Appropriate Radiation Practices: Include, but are not limited to the following:

1. Afilm badge will be worn at collar level at all times in the clinical environment.
2. Protective lead apparel will be won inside the x-ray room when x-rays are being taken.

3. Lead apparel is not necessary when standing behind the protective barrier wall during an x-
ray exam.

4. Only the patient will be in the path of the primary beam.

5. The beam will be collimated to the smallest field size appropriate for the exam and never
beyond the limits of the image receptor.

6. Gonad shielding will be used on all patients of child-bearing age providing it does not
interfere with the examination.

7. The cardinal principles of Time, Distance, and Shielding will be applied.

8. No x-ray exposures will be made in either the lab or in the clinical area without appropriate
supervision.

9. Radiographic equipment in the lab at Indian Capital Technology Center is not to be used to
x-ray humans at any time. No radiographs of humans will be made with or without a
physician's orders.

Rules for Energized X-Ray Room
1. Students must obtain an instructors permission in order to activate the equipment and

practice in the energized lab.

2. Students are not to make an exposure unless an instructor is present in the energized
lab at the time of exposure.

3. Any violation of these rules will result in disciplinary actions and could result in dismissal
from the program.

Dose Limits

Dose limits are established by the Nuclear Regulatory Commission (NRC) and are the legal
requirements which must be met for work with radioisotopes. These limits are given in the
Table below and are based on the recommendations of nationally and internationally
recognized committees such as the National Council on Radiation Protection (NCRP) and

106|Page



http://www.nrc.gov/
http://www.ncrp.com/

Indian Capital Technology Center

the International Committee on Radiation Protection (ICRP). The present limits were
adopted by the NRC in 1991 and the values given in the Table below are taken from
10CFR Part 20.1201. For occupational workers the basic whole body limit requires the
Total Effective Dose Equivalent (TEDE) be less than 5 rems per year. The TEDE is the
sum of the Deep Dose Equivalent (the dose from external radiation) and the Committed
Effective Dose Equivalent (the dose from internally deposited radionuclides). In addition to
the TEDE limit there is a limit of 50 rems per year to individual organs, skin and extremities.
The eye has a special limit of 15 rems per year. There is also a special limit for declared
pregnant workers of 0.5 rems to the fetus for the duration of the pregnancy and of 0.1 rems
for members of the general public.

The NRC also requires that doses be kept fAas
limits are set as maxima which must not be exceeded but the goal is to keep doses as far
below these limits as is practical.

Dose Limits per Year

Radiation Workers: Dose

Total Effective Dose Equivalent (TEDE) 5rem

Dose Equivalent to the Eye 15 rem

Shallow Dose Equivalent to skin, extremities 50 rem

TEDE to any other individual organ 50 rem

TEDE to embryo/fetus of declared pregnant woman 0.5rem

Minors Ten percent of worker limit
Members of the Public 0.1rem

Work-Related Exposure of the Pregnant Student

This policy is not in effect until the student has given a written notice of voluntary
declaration of pregnancy to the program chair. Radiation monitoring of the embryo/fetus
will remain in effect until the woman voluntarily withdraws the declaration in writing to the
program chair.

Special consideration is necessary when a student is exposed to ionizing radiation during
pregnancy. Due to the increased radiation sensitivity of the developing fetus, the U.S.
Nuclear Regulatory Commission and the National Council on Radiation Protection and
Measurements recommends that during the entire gestation period, the equivalent dose
limit to the fetus from occupational exposure of the expectant mother should not exceed 0.5
rems or 5 mSv. Per month the dose limit should not exceed 0.05 rems or 0.5 mSv.

The Indian Capital Technology Center Radiography program, in correlation with its clinical
affiliates, advises the highest level of caution possible and has adopted the following policy:
The student has the option of informing the Program Chair or Clinical Coordinator of her
pregnancy in writing. This notification is voluntary. A standard declaration of pregnancy
form can be obtained from program faculty and must indicate the expected delivery date.
By declaring her pregnancy, the student takes advantage of the lower dose limit and dose
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monitoring provisions of The Code of Federal Regulations 10 CFR Part 20, St@ndards for
Protection Against Radiationo . The | ower dose | imit wildl r
voluntarily withdraws the declaration of pregnancy or is no longer pregnant.

A written withdraw of declaration of pregnancy form may be submitted at any time after the
voluntary written declaration of pregnancy is submitted. Upon this submission, the student
is no longer considered pregnant. A standard withdraw of declaration of pregnancy form
can be obtained from program faculty.

Upon the voluntary declaration of pregnancy form, the student will be given a copy of the

U.S. Nuclear Regul at or yRe@uatonnGuwde D.18nnétsictignu b 1 i ¢ a
Concerning Prenatal Radiation Exposure and will meet with the program chair for

counseling concerning radiation safety practices during her pregnancy. The student will

also be issued a fetal radiation dosimeter to worn at waist level during the time of declared
pregnancy.

Upon the voluntary declaration of pregnancy form submission, the student has the option of
continuing the Radiologic Technology Program without modification or interruption,
consider modification in clinical assignments, taking a leave of absence from the program
or leaving the program. All didactic and clinical requirements must be completed before a
certificate can be granted. If the student chooses to leave the program, all efforts will be
made to reinstate her at a later time.

Radiation Safety Instruction Prior to Clinical Assighments

Students will sign a document indicating receipt of handbook which contains radiation
safety information. No student shall be assigned to the clinical area until basic radiation
safety procedures have been taught. This is taught in the "Introduction to Radiologic
Technology"”, "Radiation Protection and Biology" and "Patient Care for Radiographers"
courses. Instruction will include, but not limited to:

1. ALARA

2. Three Cardinal Rules of Time, Distance and Shield
3. Radiation Protection Devices

Supervision of Students in Radiation Therapy

Students who may rotate through Radiation Therapy may perform procedures under

Adi recto supervision of a qualified technol o
for those students in advanced modalities.

Supervision of Students in Magnetic Resonance Imaging

Students who choose to rotate through Magnetic Resonance (MRI) during their advanced
modalities will be under the responsibility of the clinical instructor. The clinical instructor will
provide appropriate occupational and patient safety training for any student who may enter
Zone Il of an MRI department.

Because of the possibilities for any student to render aid in and around an MRI department,
all students will be required to complete the MRI Screening Protocol Checklist prior to
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entering the clinical phase of the program. Completion of checklist will ensure that no
contradictions exist which would put the student at risk while in the magnetic environment.

Supervision of Students Prior to Achieving Competency
JRCERT Standards require that all students must perform imaging procedures under
Adirecto supervision until they have achi

Direct Supervision includes the following:

eve

1. A qualified radiographer reviews the procedure in relationtothestud e nt 6 s achi ev

2. A qualified radiographer evaluates the
knowledge;

3. A qualified radiographer is present during the conduct of the procedure;
A qualified radiographer reviews and approves the procedure;

5. A qualified radiographer is present during student performance of any repeat of any
unsatisfactory radiograph.

6. Supervision of Students after Achieving Competency
After the student achieves competency in a particular examination, they may perform under

R

cor

Ai ndirectodo supervision. Il ndirect supervisio

the immediate area, adjacent to the room or location where the radiographic procedure is
being performed. For example, a student may have completed competency in performing
portable radiographs and possess the skills and knowledge necessary to complete the
examination. However, they cannot be sent to perform the examination unless the qualified
technologist is immediately available to provide assistance if needed.

Indirect Supervision includes the following:

1. A qualified radiographer reviews the procedurei n r el ati on to the stuc
2. A qualified radiographer evaluates the cond

knowledge;

3. A qualified radiographer is in close proximity and is readily available to give assistance or
advice as needed. (Close proximity means that the radiographer is in the next room or
within Ashouting distance. 0)

4. A qualified radiographer reviews and approves the procedure;

5. A qualified radiographer is present during student performance of any repeat of any unsatis-
factory radiograph.

Supervision of Students Performing Repeated Unsatisfactory Examinations

JRCERT Standards require that a qualified practitioner must be present during the conduct
of a repeat radiograph. Therefore, any repeated examination must be done in the
presence of a qualified practitioner. At the discretion of the Clinical Coordinator or the
Clinical Instructor, the student may be required to reestablish competency following an
unsatisfactory examination. The student must perform a competency examination following
remediation. Remediation means that the student must review their positioning textbook
for the criteria for that particular examination. The evaluator may require the student to
take and pass a quiz. Answers to the questions on the quiz must be obtainable from the
textbook.
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Compliance of State and Federal Radiation Safety Laws

Indian Capital Technology Center will strive to assure students that the energized
equipment with which they are working meet all Oklahoma and federal radiation safety
laws. A current Oklahoma State Department of Health tube permit will be displayed for
public viewing for the energized lab used at the school. Each radiology administrator is
responsible to see that the clinical affiliate complies with all Oklahoma and federal radiation
safety law.

Clinical Rotations in Mammography

The radiography program sponsored by Indian Capital Technology Center has revised its
policy, effective June 13, 2016, regarding the placement of students in mammography
clinical rotations to observe and/or perform breast imaging.

Under the revised policy, all students, male and female, will be offered the opportunity to
participate in mammography clinical rotations. The program will make every effort to place
a male student in a mammography clinical rotation if requested; however, the program is
not in a position to override clinical setting policies that restrict clinical experiences in
mammography to female students. Male students are advised that placement in a
mammography rotation is not guaranteed and is subject to the availability of a clinical
setting that allows males to participate in mammographic imaging procedures. The
program will not deny female student the opportunity to participate in mammography
rotations if clinical settings are not available to provide the same opportunity to male
students.

The change i1s the programds pol i cymmogrgphyrisdi n g
based on the sound rationale presented in a position statement on student mammography

clinical rotations adopted by the Board of Directors of the Joint Review Committee on

Education in Radiologic Technology (JRCERT) at its April 2016 meeting. The JRCERT
position statement is include as Addendum A
on the JRCERT Web site, www.jrcert.org, Programs and Faculty, Program Resources.

Additional Dress and Appearance Guidelines Specific to Radiologic Technology
Students

In addition to the Dress and Appearance policy stated in Section 4.0 of this handbook the
following standard exists for students enrolled in Surgical Technology:

1 In addition to school approved scrubs, Radiologic Technology students will wear a white
lab jacket with a program/school emblem on the shoulder.
All Radiology Technology students will wear a radiation badge at the collar level.
Declared pregnant students must wear an additional badge at the waist level. (See
WORK RELATED EXPOSURE OF PREGNANT STUDENT POLICY/FORM)
Students will wear radiation protection apparel as appropriate.
While in the clinical facility, students should have the following items in their pockets:

o0 R&L Markers

o Small notebook or paper for notes

o Pen
(Policy: Adult Health 7/2009

T
T

1
1
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8.4  Surgical Technology

Program Approval and Accreditation

|l ndi an Capital Technol ogy Centerdés Surgical
Oklahoma Department of Career and Technology Education. It is accredited by The
Commission on Accreditation of Allied Health Education Programs (CAAHEP) which

accredits programs upon the recommendation of the Accreditation Review Council on
Education in Surgical Technology and Surgical Assisting (ARC/STSA).

CAAHEP
1361 Park Street
Clearwater, FL 33756
Phone: 727-210-2350
Fax: 727-210-2354

Philosophy

We believe that every individual is a unique creation and that it is our privilege and
responsibility to help in the realization and fulfillment of each individual's accountability to
self and mankind. There are two educations: one teaches us how to earn a living, and the
other teaches us how to live. We subscribe to the belief that career-technical education is
an essential part of the two educations. There is dignity in work, and that work is one of our
best means of developing the intelligent use of the hands and mind.

Education is a process by which belief and behavior patterns become a part of the
student's personality. We wish the student to attain the fullest growth and development as
a person, and as a contributing, self-directing, responsible member of society and the
health profession.

We believe that the Surgical Technologists offer a vital service to the total health needs of
the patient. Operating room service provides thorough, well-planned intervention; safe,
comprehensive support; and care for the patient undergoing a surgical procedure. This
requires the ability to view the patient as a complete person with physical, psychosocial,
and spiritual needs; and in the case of some terminal illnesses, to achieve a peaceful
death. The surgical technology curriculum provides guided learning experiences in
meeting these needs of the patient.

This program of study assists the student in acquiring the knowledge, skills and attitudes
necessary to function as a member of the surgical team. Each student has an individual
background to contribute to the profession. As knowledge, perception and understanding
of patient care increases, the student's attitudes and behavior will change. The student
should develop the responsibility to uphold the ideals of the health profession, and work
towards its continued improvement. They will be viewed as true professionals and will find
the task rewarding.
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Mission

The mission of the Surgical Technology Program is to provide students with the opportunity
to develop the skills and knowledge necessary to gain employment as a surgical
technologist and become contributing members of the health care team providing quality
patient care in the surgical setting. This will be accomplished by (1) preparing competent
graduates in the cognitive, psychomotor, and affective learning domains, and (2) meeting
or exceeding the criteria set forth in the current CAAHEP Standards and Guidelines for the
Accreditation of Educational Programs in Surgical Technology.

Upon program completion, the graduate will be able to:

1 Correlate the knowledge of anatomy, physiology, medical terminology,
pathophysiology, and microbiology to their role as a Surgical Technologist.

1 Demonstrate a safe level of practice and knowledge in their role as a Surgical
Technologist.

1 Acquire an understanding of the ethical, legal, moral, and medical values related to
the patient and the Operating Room team during the perioperative experience.

1 Correlate the elements, action, and use of medications and anesthetic agents used
during the perioperative experience.

1 Demonstrate safe practice technigues in regards to perioperative routines, patient
transport, positioning, and emergency procedures.

1 Demonstrate and integrate principles of surgical asepsis as part of the perioperative
experience.

1 Apply knowledge and skills as a professional Surgical Technologist to address the
biopsychosocial needs of the surgical patient.

1 Perform as a competent entry-level surgical technologist in the cognitive,
psychomotor, and affective learning domains.

1 Value the professional attributes of the Surgical Technologist.

Curriculum and Instructional Procedures

The Surgical Technology Program curriculum consists of didactic, laboratory, and clinical
experiences. Indian Capital instructors will be facilitating the classroom didactic and lab
instruction. The structure of the curriculum is based on 1200 hours of full-time study which
is divided into sixteen separate courses and leads to a certificate or degree. Students must
complete each course with a minimum average of 80%, demonstrate positive attendance,
and met all objectives satisfactorily in order to continue to the next course. The maximum
number of hours of academic and clinical assignment will not exceed 40 hours per week.

Students enrolled in the program are eligible to enroll concurrently in Connors State
College and seek an Associate Degree in Applied Science. Those students, who choose
the degree option, receive up to 30 hours of credit for courses successfully completed in
the Surgical Technology Program.

Surgical Technology skills and techniques are practiced in the classroom laboratory setting
under the direction of a qualified Surgical Technology instructor. Skills are competency
based with clearly written objectives for the student to follow. Students must prove
competency before entering the clinical setting.
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Clinical experience is provided in area hospitals under the direct supervision of qualified
clinical preceptors, clinical coordinator, and program director. Students will be accompanied
by supervisory medical personnel at all times while in the clinical setting; the preceptors will
have input to the student performance evaluation and grade. The clinical portion of the
programs is designed to help students become a safe, effective and dependable surgical
technologist. Students are required to complete the clinical practicum with a minimum of
125 solo and assist surgical cases in the areas specified by the Core Curriculum for
Surgical Technology 6™ ed.

Facilities
1. Indian Capital Technology Center.
2. Area hospitals may include the following:
Sparks Regional Medical Center-Ft. Smith, AR
Summit Medical Center-Van Buren, AR
Mercy Medical Center-Ft. Smith, AR
Mercy River Valley Orthopedic Hospital-Ft. Smith, AR
3. Other facilities may be utilized as needed for field trips to facilitate areas of special
interests.

Instructional Methods

1 Lecture/Discussion

2 Demonstration/Return Demonstration

3 Reports, Assigned Reading, Research

4, Laboratory Practice/Simulation

5. Audio/Visual Aids, Videos, Power Point Presentations
6 Hands-On Activities

7 Supervised Clinical Experience

8 Group Discussion/Class Participation

9. Computer Activities, Interactive Programs
10.  Self-directed Study

The program is dedicated to the planning, development and implementation of an
individualized performance-based instructional delivery system.

A format/calendar will be provided to guide the student for successful completion of the
program in the time allotted. The calendar is subject to change as the year progresses.

Advancement
Advancement is based on the criteria listed below:

1 Students are expected to demonstrate continual progress in their ability to utilize
learning opportunities effectively, acquire and retain essential content with pertinent
application in clinical practice, evaluate their own strengths and needs with respect
to their educational goals, and to seek appropriate assistance when indicated.

1 Requirements for each course and/or clinical course must be completed
satisfactorily 80% before progressing to the next course of instruction or clinical
experience.
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Positive attendance

All assignments must be complete.

Skills must be checked-off with 100% accuracy.
All objectives must be satisfactorily met.

= =4 =4 -4

Completion Requirements

Completion is defined as a student completing the course requirements and competencies

in all courses of the Surgical Technology Career Major. The student must completed all

skill competencies at 100% accuracy, completed each course with a minimum of 80%
average, maintain positive attendance, satisfactorily met all objectives in Clinical
Practicums, provide the proper documentation for the assigned 120 cases needed to
perform at the fAst ané ad dudelines \amdl sit fprethe N&IGhaIT 6

Certification Exam.
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Course Sequence

HEALTH
Therapeutic

Surgical Technology
1200 Hours

Introduction to Surgical Technology

45 hours
CCD Medical Terminology
] 45 hours
7))
'j Microbiology and Wound Healing
45 hours
Q Surgical Pharmacology
2 30 hours
S Employability Skills & Emergency Preparedn&sences
— O 45 hours
o 0O Anatomy andPhysiology
(Q\| 120 hours
{o) 8 Essentials of Surgical Asepsis
— S 60 hours
o = Surgical Patient Care and Skills
(Q\| ) 45 hours
E Surgical Case Management
120 hours
E Surgical Procedures |
(@) 90 hours
8 Surgical Procedures Il
D: 75 hours

Surgical Tech Practicum |
30 hours

Surgical Tech Practicum Il
240 hours

Surgical Tech Practicum IlI
210 hours

Course Descriptions

HL00112 Introduction to Surgical Technology-45 Hours-15t Semester

This course is designed to introduce the student to the roles and responsibilities of the surgical
team and the health care system. Students will explore the ethical and legal concepts and
professional responsibilities of the surgical technology field. Upon completion of this course,
students will be able to discuss the role of the surgical team in different types of health care
systems. Students will have an understanding of the ethical and legal responsibilities of the
healthcare profession as well as the physical layout of the surgical department and demonstrate the
ability to search data bases for information as well as working knowledge of common computer
programs.
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HLO00342 Medical Terminology-45 Hours-15t Semester

This course is designed to develop the student 6:s
Students acquire word-building skills by learning prefixes, suffixes, roots and abbreviations. By

relating terms to body systems, students identify proper uses of words in a medical environment.

Knowl edge of medical terminology enhances the st
employment or pursue advanced education in healthcare.

HL00204 Microbiology & Wound Healing-30 Hours-15t Semester

This course is designed to provide the student with a basic background in microbiology. This
course will provide a better understanding of the relationship between microorganisms and the
maintenance of health and/or the prevention of disease. The course of study includes a general
introduction to microbiology, infection/immunology and wound healing.

HL00203 Surgical Pharmacology-30 Hours- 1st Semester

This course familiarizes the student with the various drugs used in surgery and their administration.
The student will demonstrate an understanding of basic anesthesia equipment, drugs and methods
in order to function effectively in the surgical setting. Upon course completion the student may
assist the anesthesia personnel if required.

HL00537 Employability Skills & Emergency Preparedness-45 Hours-2"4 SemesterThe
goal of this course is for students to build a portfolio in which all learning can be documented of
those positive attributes required to be a successful surgical technologist and productive member of
the community. Surgical Technology students will be required to demonstrate positive attendance
and punctuality during the program and demonstrate professionalism. Students will learn
employability skills which will enhance their employment opportunities and job satisfaction.
Communication skills and relationships in the surgical setting will taught and students are expected
to demonstrate those skills though out the program. Students will also learn the steps taken both
personally and professionally during and emergency or disaster.

HL00046 Anatomy & Physiology-120 Hours-15t Semester

Anatomy/Physiology is the study of the structural complexity of the human body and its intricate
functional mechanisms. This course is taught as a laboratory science. Students will conduct
scientific investigations and fieldwork using scientific knowledge and methodology that will enable
them to make educated conclusions based on higher-level critical thinking and problem solving
skills. The areas studied will be an integration of biology and chemistry and will include, but are not
limited to: Organization of the body, Chemical Basis for Life, Cells & Tissues, Integumentary
System, Skeletal System, Muscular System, Nervous System, Endocrine System, Blood,
Circulatory System, Lymphatic & Immune Systems, Respiratory Systems, Digestive System &
Metabolism, Urinary System, and Reproductive System.

HLO00113 Surgical Patient Care-45 Hours-15' Semester

Upon completion of this course the student will be able to demonstrate patient care skills in the
surgical environment. The course enables the student to develop techniques used to safely
transport, position and prep the patient for surgery, and the proper care of surgical specimens.
Students will apply these skills across the lifespan and to patients with complex needs.

HL00145 Surgical Case Management-120 Hours-15t Semester

This course will introduce the student to the supplies and equipment that are an integral part of their
training as a surgical technologist; including instrumentation, suture, sponges, drains, counts, and
management of the sterile field. Upon completion of this course, the student will be able to
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demonstrate competency in using in managing the sterile supplies, equipment, and sterile field in
the surgical environment.

HLO00144 Essentials of Surgical Asepsis-60 Hours-15t Semester

This course will introduce the student to the principles and practices of aseptic technique,
scrubbing, gowning, gloving, sterilization and disinfection. Upon completion of this course, the
student will be able to discuss and demonstrate the principles of aseptic technique.

HL00114 Surgical Procedures 1-90 Hours-2"d Semester

This course is designed to provide instruction in procedures outlined in the Core Curriculum for
Surgical Technologists by the Association of Surgical Technologists. The student will be able to
apply and demonstrate the concepts related to the following surgical procedures: Robotics,
General, Obstetric and Gynecological, Genitourinary, Otorhinolarynologic, and Orthopedic Surgery.

HL00205 Surgical Procedures 1I-75 Hours-2"4 Semester

This course is designed to provide instruction in procedures outlined in the Core Curriculum for
Surgical Technologists by the Association of Surgical Technologists. The student should be able to
apply and demonstrate the concepts related to each of the following surgical procedures:
Neurosurgery, Cardiothoracic, Peripheral Vascular, Oral, Maxillofacial, Plastic and Ophthalmic
Surgery.

HL00202 Surgical Technology Practicum I- 30 Hours-15t Semester

Surgical Technology Practicum | is an introduction to principles of surgical conscience in
preparation for patient care. This course provides observation and practical experiences in the
laboratory and/or clinical environment. Upon completion of this course, students will be able to
identify the areas of the operating room and the roles of each team member.

HL00207 Surgical Technology Practicum [1-210 Hours-2" Semester
This course provides clinical experience in the surgical environment. The student assumes
responsibility of surgical technologist role.

HL00208 Surgical Practicum I11-240 Hours-2"¢ Semester
This course provides advanced clinical experience in the surgical environment with minimal
assistance. Students will prepare for and complete the national certification exam.

Professional Organizations

Professional organizations perform a vital function in offering continuing education
opportunities mandated by The National Board of Surgical Technology and Surgical
Assisting (NBSTSA). They also provide a collective voice for our profession at the
national, state and local levels. Students are required to participate in their professional
organizations.

The Association of Surgical Technologist (AST) is the national professional organization for
surgical technologist. Student members receive the professional journal, The Surgical
Technologist monthly, a discount for certification, and membership for the Oklahoma State
Assembly. Students may be required to attend one of two state assembly meetings while
enrolled at ICTC.
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Class Schedule

In general the program hours are 8:00 a.m. to 3: 00 p.m. (with a 50 minute lunch) for the
didactic component and from 6:00 a.m. to 3:00 pm for the clinical component of the
education. Lunch times vary by clinic and each clinical instructor will advise student of their
particular lunch time. Students are allowed one 15 minute break in the morning and one in
the afternoon. Breaks are a privilege and are not a guarantee. Students failing to report
back in the appropriate time frame will be in jeopardy of losing breaks.

Under no circumstances will students be scheduled for more than 40 hours per week.
This includes both classroom and clinical times.

Unsafe and Unprofessional Clinical Practice Defined

Student behaviors are expected to reflect ethical and legal accountability for actions taken
in the course of the practice of surgical technology. The ultimate attainment of professional
behaviors is the responsibility of the student, but faculty assumes a mentoring role. Faculty
accepts responsibility to evaluate, provide feedback, and initiate corrective action when
necessary.

Safety of all is paramount. This includes students, peers, faculty, clinical instructors, and
members of the operating room team and above all, the patient. Patient confidentiality is
highly important. Keep discussion to classroom and operating room. If a violation of patient
confidentiality is reported, the sanctions may be imposed upon the student up to dismissal
from the program.

Refrain from participating in surgery when physical or emotional condition is a threat to
patients and others. Student health must be such that no potential harm can come to a
patient from care provided by a student. If the clinical instructor/preceptor has reason to
guestion a studentds ability to provide app
the clinical setting.

Students are expected to communicate effectively and positively in the clinical area. It is
sometimes necessary to report errors or omission or commission to appropriate persons.
Donoét i gnor e- guidaree and suppart is available. This is the part of the
development of a Surgical Conscience.

Students are expected to be drug and alcohol free in classroom and clinical settings.
Students should notify the instructor/preceptor if use of prescription or non-prescription
drugs may cause adverse effects or affect ability to do the work.

Faculty accepts responsibility to evaluate, provide feedback, and initiate corrective action
when necessary. Unsafe clinical practice shall be deemed to be behaviors demonstrated by
the student which threaten or violate the physical, biological, or emotional safety of the
patient assigned to her/his care.

The following are examples, which may serve
of unsafe clinical practices. Examples are not inclusive.
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PHYSICAL SAFETY: unsafe behaviors: inappropriate use of side rails, wheelchairs,
positioning straps and equipment, lack of proper protection of the patient which potentiates
falls, lacerations, burns, working outside scope of practice, preforming skills which have not
been taught or checked-off on, etc.

BIOLOGICAL SAFETY: unsafe behaviors: fails to recognize errors in aseptic technique,
attends clinical site while ill, performs technical actions without appropriate supervision ,
fails to seek help when needed, etc.

EMOTIONAL SAFETY: unsafe behaviors: threatens patient, make patient fearful, provides
patient with inappropriate or incorrect information, fails to seek help when needed,
demonstrates unstable emotional behaviors.

Unprofessional practice shall be deemed to be behaviors demonstrated by the student
which are inappropriate to the student-instructor, student-personnel, or student-patient
interactions which may be taken to be unsafe practice or to reflect negatively upon the
Surgical Technology Program or ICTC.

Examples of unprofessional practice (not inclusive): verbal or non-verbal language, actions,
or voice inflection which compromise rapport or working relations with patients, family
members of patients, staff, physicians, or instructors which may compromise contractual
agreements and/or working relations with clinical affiliates, or constitute violations of legal
or ethical standards, inappropriate relationships with clinical staff, and soliciting medical
advice/treatment while in the clinical setting.

Violations of these standards are considered to be exceptionally serious. At the
clinical i nstructordéds discretion the stu
immediately. Such a violation WILL result in the student being placed on probation
and MAY result in withdrawal from the program.

Dress Code

Surgical Technology Students are in pre-professional training and appearance is governed
by standards that may be different from the rest of the campus. At all times, students will be
expected to be well groomed, clean, and neat. There are specific dress codes for clinical
rotation, laboratory, and the classroom. Personal hygiene must be excellent and personal
habits concerning nutrition, rest, exercise, and overall health should reflect genuine belief in
preventive maintenance for health.

Students who do not adhere to the DRESS CODE AND PROFESSIONAL APPEARANCE
POLICY will be warned ONCE. Further interactions will be grounds for dismissal from the
laboratory, classroom, or clinical rotation.

1. Each student must own at least one pair of scrubs (shirt and pants) and white, button

down, knee length lab coat. These scrubs must be the color designated by the
instructor. Scrubs are to be worn everyday along with clean black, white, or gray shoes.
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2. Each student must own an appropriate pair of shoes to be used for the operating room
only. It is recommended, white leather shoes with good arch support of an athletic cut
are most comfortable; some markings are acceptable. Remember that you could be
standing in one spot for long periods of time, plus doing a lot of walking in the surgery
department and hospital.

3. Clinical Rotation: Students MUST wear scrubs and lab coat with nametag and change
into appropriate scrub attire with nametag upon arrival to the OR (per clinical affiliate
policy). The hospital will provide scrubs in which the student will change into while in the
surgical setting.

4. Protective eyewear must be worn on all surgical procedures and in the lab

5. Fingernails should be short, well groomed, unpolished, and no artificial nails are to be
worn.

a. The Association of Operating Room Nurses (AORN) 1999 Standards,
Recommended Practices, and Guidelines states the following:

Interpretive Statement: Artificial nails should not be worn. Rationale: It has not been
proven that artificial and acrylic nails on healthy hands increase the risk of surgical
infection. Atrtificial nails, however, may harbor organisms and prevent effective hand
washing. Higher numbers of gram-negative microorganisms have been cultured from the
fingertips of personnel wearing artificial nails than from personnel with natural nails, both
before and after hand washing. Fungal growth occurs frequently under artificial nails as a
result of moisture becoming trapped between

7. Individuals entering the semi-restricted and restricted areas of the surgical department
must have jewelry and watches confined or removed. Rings and watches harbor
organisms that cannot be removed during hand washing. Personal jewelry should be left
at home. ICTC nor clinical affiliates are not responsible for stolen personal items.

8. All jewelry (rings and watches) are to be removed prior to performing the surgical scrub.

All other jewelry must be removed.

9. Hair should be cut or secured in such a manner that prohibits extension beyond surgical

hair cover.

10. Good personal hygiene is mandatory for the surgical technologist.

11. MALES AND FEMALES: DO NOT WEAR COLOGNE, AFTER-SHAVE, OR

PERFUME IN THE CLASS OR SURGERY DEPARTMENT.

12. Tattoos that are in a visible location must be covered. No facial body piercings are

permitted per clinical affiliate policy.

Additional Dress and Appearance Specific to Surgical Technology Students

9 Surgical scrubs will serve as the school uniform, which will be worn to and from the
clinical site. Upon arriving to the restricted surgical area, students must change into the
appropriate hospital scrubs/attire. Students are prohibited from taking hospital
scrubs/attire out of the OR.

Surgical technology students may only wear duty shoes inside the clinical area.

Safety eye wear must be worn in the OR. Students will be sent home with no
daily grade if found not wearing safety eye wear while in the OR.

= =
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1 Surgical Technology students will be required to have a lab coat. The lab coat is not to
be worn inside the restricted surgical area, but will be worn over scrub clothes to and
from the cafeteria, etc.

1 Stud earrings (if worn) must be covered with caps while in the restricted surgical area.
(Policy: Adult Health 7/2009)
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