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PREFACE
The program director and faculty of the Collin College Surgical Technology Program and Central Sterile Processing have developed this handbook, which is intended to serve as a general guideline for the program. Guidelines are subject to change or be revised periodically throughout the year. Any change or revision supersedes the existing guideline and will be noted at the bottom of the revised guideline. This handbook is to be used as a supplement to the Collin College Student Handbook. It is the student's responsibility to be aware of the guidelines contained herein and to adhere to the same. In addition, the student is responsible for maintaining his/her respective copy of the manual with current guidelines and procedures.
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ACCREDITATION



The Collin College Associate Degree Surgical Technology Program was granted full accreditation by the Commission on Accreditation of Allied Health Education Programs (CAAHEP) in the May 2009. Continuing accreditation for a period of ten (10) years was granted in May 2013 by the Accreditation Review Council on Education in Surgical Technology and Surgical Assisting (ARC/STSA). The faculty is committed to this self-evaluation process which is a major factor in allowing the program to review its past and analyze the present in order to move toward progress. Accreditation, as defined by the ARC/STSA, refers to the process of self-evaluation in qualitative terms against current standards. This Surgical Technology program intends to prepare the student to sit for the certification examination which is administered by the National Board of Surgical Technology and Surgical Assisting (NBSTSA). All students in this program will apply to the NBSTSA for certification and take the examination, in program, prior to being awarded an Associate of Applied Science degree. After successfully passing the certification exam the student will then be a Certified Surgical Technologist. Completion of the program of study does not however guarantee employment in the field of surgical technology.




ARC/STSA
6 West Dry Creek Circle, Suite 110
Littleton, Colorado, 80120
(303) 694-9262
info@arcstsa.org
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Collin Mission Statement
Collin County Community College District is a student and community-centered institution committed to developing skills, strengthening character, and challenging the intellect. 


Philosophy and Purpose Statement 
Through its campuses, centers, and programs, Collin County Community College District fulfills its statutory charge to provide:
· Academic courses in the arts and sciences to transfer to senior institutions. 
· Technical programs, leading to associate degrees or certificates, designed to develop marketable skills and promote economic development. 
· Continuing adult education programs for academic, professional, occupational and cultural enhancement. 
· Developmental education and literacy programs designed to improve the basic skills of students. 
· A program of student development services and learning resources designed to assist individuals in achieving their educational and career goals. 
· Workforce, economic, and community development initiatives designed to meet local and statewide needs. 
· Other purposes as may be directed by the Collin Board of Trustees and/or the laws of the State of Texas. 


Core Values 
We have a passion for:
· 
· Learning 
· Service and Involvement 
· Creativity and Innovation 
· Academic Excellence 
· Dignity and Respect 
· Integrity




Association of Surgical Technologists (AST) and
Central Sterile Processing Code of Ethics Statement
In 1985 the AST established a Code of Ethics that provide guidelines for the surgical technologist
(http://www.ast.org/aboutus/documents/AST_Code_of_Ethics.pdf ):

1. To maintain the highest standards of professional conduct and patient care.
2. To hold in confidence, with respect to the patient's beliefs, all personal matters.
3. To respect and protect the patient's legal and moral rights to quality patient care.
4. To not knowingly cause injury or any injustice to those entrusted to our care.
5. To work with fellow technologists and other professional health groups to promote harmony and unity for better patient care.
6. To always follow the principles of asepsis.
7. To maintain a high degree of efficiency through continuing education.
8. To maintain and practice surgical technology willingly, with pride and dignity.
9. To report any unethical conduct or practice to the proper authority.
10. To adhere to the Association of Surgical Technologists Code of Ethics at all times in relationship to all members of the health care team.



National Institutes of Health (NIH) Patient Bill of Rights
These rights can be exercised on the patient’s behalf by a designated surrogate or proxy decision maker if the patient lacks decision-making capacity is legally incompetent, or is a minor (http://www.cc.nih.gov/participate/patientinfo/legal/bill_of_rights.shtml). 

1. The patient has the right to considerate and respectful care. 
2. The patient has the right to know, by name, the physician responsible for coordinating his or her care at the Clinical Center. 
3. The patient has the right to obtain from his or her physician complete current information about diagnosis, treatment, and prognosis in easily understandable terms. If it is medically inadvisable to give such information to the patients, it will be given to a legally authorized representative. 
4. The patient has the right to receive from his or her physician information necessary to give informed consent prior to the start of any procedure or treatment. Except in emergencies this will include, but not necessarily be limited to, a description of the specific procedure or treatment, any risks involved, and the probable duration of any incapacitation. When there are alternatives to therapeutically designed research protocols, the patient has the right to know about them. The patient also has the right to know the name of the person responsible for directing the procedures or treatment. 

5. The patient has the right to refuse to participate in research, to refuse treatment to the extent permitted by law, and has the right to be informed of the medical consequences of these actions including possible dismissal from the study and discharge from the institution. If discharge would jeopardize the patient's health, he or she has the right to remain under Clinical Center care until discharge or transfer is medically advisable. 
6. The patient has the right to be transferred to another facility when his or her participation in the Clinical Center study is terminated, providing the transfer is medically permissible, the patient has been informed of the needs for and alternatives to such a transfer, and the facility has agreed to accept the patient. 
7. The patient has the right to privacy concerning the medical care program. Case discussion, consultation, examination, and treatment are confidential and will be conducted discreetly. The patient has the right to expect that all communications and records pertaining to care will be treated as confidential to the extent permitted by law. 
8. The patient has the right to routine services whenever hospitalized at the Clinical Center in connection with the active protocol for which he or she is eligible; these services will generally include diagnostic procedures and medical treatment deemed necessary and advisable by the professional staff. Complicating chronic conditions will be noted, reported to the patient, and treated as necessary without the assumption of long-term responsibility for their management. The patient may be returned for long-term or definitive care of these conditions to the referring physician or to other appropriate medical resources. 
9. The patient has the right to expect that medical information about him or her discovered at the Clinical Center, as well as an account of his or her medical program here, will be communicated to the referring physician. 
10. The patient has the right, at any time during the medical program, to designate additional physicians or organizations to receive medical updates. The patient should inform the Outpatient Department staff of these additions. 
11. The patient has the right to know in advance what appointment times and physicians are available and where to go for continuity of care provided by the Clinical Center when such care is required under the study for which the patient was admitted.
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Clinical Objectives and Learning Outcomes
The Surgical Technology & Central Sterile Processing students will receive instruction in the fundamentals of all areas involved in surgical technology and sterile processing. To compliment academic training, the student will rotate through area hospitals this will help the student to develop his/her surgical technology & sterile processing skills previously learned in the classroom/lab and the corresponding application to actual patient care. A student may be sent to any facility which Collin College has a current affiliation agreement. Assignments will be made by consultation between the Program Director and Clinical Coordinator. Exceptions to assignments or changes in assignments will only be made in extreme circumstances, or at the request of the facility. Only students that have satisfactory standing in all surgical technology (SRGT) and sterile processing course work will be eligible to begin clinical training.
 
Clinical Objectives (General)
1. To introduce the student to the hospital environment and to familiarize him/her with the Surgical Department.
2. To allow the student to develop a rapport with patients and other members of the healthcare team.
3. To develop the student’s knowledge of medical ethics.
4. To develop psychomotor skills necessary to perform tasks effectively and efficiently.
5. To learn procedures and techniques used in the specialized field of Surgical Technology.

Specific student learning outcomes for each clinical course is included in the corresponding syllabus.

Student Employment
It is highly recommended that the student limit full-time work to fewer than 20 hours per week so that they have time to study the material that is required to successfully complete this program. Students are expected to arrive to classes, clinical sites and all required on or off campus meetings well rested and ready to perform.
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Grade Requirements
Students must pass the CLINICAL COURSE (SRGT 1461 AND SRGT 2561) with a 75% or higher (grade of "C" or better) in order to progress to the next sequence of classes within the program. It is the responsibility of the student to be aware of his/her progress in each course.  .  There will be no “rounding up” of grades. For example, if a student’s grade is calculated as 89.95% the student’s grade is a B.
Grades are to be determined by the following:

90 – 100		A Above average
80 – 89		B Meeting expectations
75 – 79		C Meeting expectations

60- 74                          D Fails to meet expectations


Clinical Health Record Requirements
Every student accepted into the surgical technology program is required to have a current medical statement that has been completed by the student's primary healthcare provider (physician). These are submitted only once at the start of the student's enrollment into the surgical technology program. 

Immunizations
Immunizations or serologic confirmation of immunity to measles, rubella, mumps, varicella, tetanus, pertussis, hepatitis A, hepatitis B, and TB (tuberculosis) skin test results must be in the student’s file at the beginning of the semester prior to first day of clinical. Quantiferon Gold TB blood test are required once a year.

TB testing: Test is required annually and must be current through your entire rotation.
· Quantiferon Gold TB blood test only
· Chest x-ray is required if you have had a positive TB test
· Provide documentation of the positive test as well as your x-ray documentation (free from disease)

Varicella, aka Chickenpox is a common childhood illness that is now prevented by the Varicella vaccine.
· Option 1 - You will be required to either provide the dates of two doses of the Varicella vaccine or a blood titer (test) proving immunity
· Option 2 - Provide positive titer for varicella

Measles, Mumps, and Rubella are also illnesses that are prevented by vaccinations.
· Option 1 - You will need to provide the dates of your 2 vaccinations for Measles, Mumps and Rubella and documentation of a MMR booster
· Option 2 - Provide positive titer for MMR
Tetanus/Diphtheria--1 vaccine is required every 10 years.
There are two types of vaccines that are acceptable at Collin ST & CSP programs, the Td (Tetanus and Diphtheria) vaccine and the Tdap (Tetanus, Diphtheria and Pertussis) vaccine.
· Tdap vaccine is required if you are in direct patient care. If you are due for a Tetanus vaccine it is recommended that you receive the Tdap vaccine.
· You will need to provide the documentation of your current last Tetanus/Diphtheria vaccination or Tdap.

Influenza Immunization comes in two forms, an injection, or a nasal spray; both are acceptable at Collin ST & CSP programs.  Documentation of this immunization is required during flu season.
· Typically flu season is from September through May but can vary year-to-year.
· If you are completing this process after flu season has ended you are not required to provide anything unless you are attending a clinical site.

HEP B vaccine
· You will need to provide the dates of your 3 vaccinations/booster or a positive titer.

Documents that are accepted by Collin ST & CSP programs, the following are accepted:
· Vaccine records from a physician's office; must be signed by the physician or the person who administered the vaccine; must include date of administration; example is Childhood Immunization Record
· Vaccine administered at a clinic; includes date of administration, lot number, signature of person who administered vaccine and dosage.

Records that Collin ST & CSP programs will not accept as proof of documentation:
· A School’s Nursing Immunization Form even if it has been signed off by a physician/University's Health Record.
Information on immunizations can be accessed at the Texas Department of Health’s website: http://www.tdh.texas.gov/immunize/vischart.htm
The results of these tests must be submitted to the director/clinical coordinator before the first day of clinical rotations. The costs of these tests are the student’s responsibility.
    
Students must not be infected with any infectious disease which could be transmitted to patients.
Liability Insurance

Collin College District provides liability insurance coverage for clinical rotation only.

[bookmark: OLE_LINK1]	Health Insurance
	Collin College District does not make personal health insurance coverage available to its students, it is therefore the student’s responsibility to provide for his/her own health needs. The college and the clinical affiliates (per our agreement with the facilities), have no responsibility for the student’s health care. Any personal, health related expenses incurred during the course of clinical training, are the responsibility of the student.

	Students are required to have health insurance coverage while in clinical training, and will be asked to provide proof of personal medical coverage before starting clinical rotations. 

BLS (CPR Certification)
The American Heart Association Basic Life Support (BLS) for Healthcare Providers certification is required of all students in the surgical technology program and central sterile processing. Students must submit a copy of their CPR card prior to the first day of class. CPR certification is current for two years. If your certification expires prior to completion of the surgical technology program or central sterile processing, you will be required to renew it in order to continue in the clinical course.

Drug Testing and Background Checks
We follow the DFW Hospital Council (DFWHC) Foundation Community Standards for Drug Screening, Background Checks & Immunizations. These community standards are general guidelines for drug screenings, background checks, and immunizations in the North Texas region for schools and hospitals/healthcare agencies. 

Prescreening requirements have been introduced into clinical student affiliation agreements. These prescreening requirements are the same as those required of employees (background and drug screens). The rationale for extending these requirements to clinical students and faculty is the concept of due diligence and competency assessment of all individuals whose assignments bring them in contact with patients or employees. Competency extends beyond technical skills to an individual’s criminal and substance abuse history. This approach ensures uniform compliance with Joint Commission on Accreditation of Healthcare Organizations standards pertaining to human resource management. Moreover, the public is now demanding greater diligence in light of the national reports of deaths resulting from medical errors. Furthermore, the adoption of these standards ensures student employability upon graduation and maximizes the use of resources and student success upon graduation.

Drug use, possession (including paraphernalia), and sale on the college campus, clinical facility, classroom and/or lab will not be tolerated.  

Students who test positive for illicit drug use may not continue in clinical rotation and therefore cannot meet objectives for clinical courses. If the urine drug screen indicates a positive for the presence of unauthorized (illegal or non-prescribed) drugs, the student will have to submit to a second drug screening which will be at the student’s expense.  If  the  retest  confirms  the  results  of  the  first  test,  the  student  will  be immediately dismissed from the program due to their inability to meet the clinical requirements.

 Following school guidelines, they will be dismissed from the program and may apply for readmission. Readmission is not guaranteed. If a student is readmitted and tests positive for substance abuse a second time, the student is not eligible for further admission.

Timing of Prescreening Requirements
Drug screens and background checks must be conducted thirty days prior to a student’s first clinical rotation following enrollment in the Surgical Technology Program or after a break in enrollment. Verification of the satisfactory results must be received by the hospital in the form of an attestation letter prior to the student’s rotation start date. Drug screen and background checks will be honored by all hospitals for the duration of a student’s enrollment in the clinical program, if the participating student has not had a break in enrollment in the program. A break in enrollment is defined as nonattendance of one full semester (fall or spring) or more. The above information must be verifiable through the college. Drug screen and background checks of faculty will be honored for the duration of the employment of the faculty member at the college.

Reciprocity
Students of the Surgical Technology Program and Central Sterile Processing need only meet these requirements prior to the start of their clinical rotation. Other DFW Hospital Council (DFWHC) members that follow these standards will honor the initial test results, provided that these results can be verified with the program.

Allocation of Cost
The program shall pay the cost of the background check at the time of the application for a background check. The student shall pay the cost of the drug screening.  All subsequent drug screening costs will be the responsibility of the student.

Verification of Compliance and Record Keeping
Verification of compliance with these procedures will be sent to the designated representative of the clinical facility prior to the clinical rotation start date. Verification is accomplished by sending an attestation letter from the program on college letterhead stating that these standards have been met by the student/faculty, listing the student’s/faculty’s full name and clinical rotation start date. If more than one student is attending a clinical rotation, a comprehensive list with all student’s/faculty’s names will be submitted.
The program will inform the students/faculty of the requirements as put forward by the DFWHC and stated above prior to enrollment in the program. This will give students/faculty prior notice and an opportunity to decline the clinical training before investing their time and money in the class.


Responsibilities of the Clinical Facility

Collin College has current affiliation agreements with all the clinical facilities where our students do clinical rotations. The clinical affiliation agreement is the legally binding document that sets the guidelines for both the college and the facility. The following is merely a reflection of the agreement for clarification purposes and does not supersede the agreement:

1. The Facility will permit students of Collin College to practice Surgical Technology and Central Sterile Processing under the supervision of College faculty or designated individuals in the department. The individual faculty member will be responsible to the liaison person designated by the Facility for surgical technology and sterile processing student activities.
2. The period of assignments shall be during regular Collin College academic sessions, except in the instance of special arrangements.
3. Collin College will provide the Facility with the names of the students who are entitled to use the resources of the Facility under the terms of their agreement.
4. The student agrees to abide by rules, regulations, and policies set forth by the clinical site’s surgery department. The student is to respect the authority of the supervisor and chain of command while functioning in the clinical facility. In the event that the facility’s surgical services policies or procedures seem to conflict with college policy, please notify the Clinical Coordinator of the Surgical Technology Program and Central Sterile Processing immediately. 
5. The Facility further agrees:
a. To maintain the criteria for accreditation as established by the Joint Commission for Accreditation of Healthcare Organizations or other appropriate accrediting agencies.
b. To provide Collin College the necessary space in facilities for conference and classroom areas for student teaching, as available and necessary.
c. To allow students and faculty members of Collin College to utilize the Facility’s eating facilities at the student and faculty’s personal expense (in some instance at a reduced rate consistent with employees).



Attendance
Professionalism in surgical technology and sterile processing practice requires accountability and responsibility in course and clinical attendance. In order to meet course objectives, absences are not permitted. In order to meet the degree requirements and the course objectives, regular class attendance is required for all surgical technology and central sterile processing students. 

Attendance rolls are maintained in each course. The instructor may check roll at any point during the class. A student is tardy if not seated and ready for class at the time class is designated to start or leaving before dismissal time. If a student is tardy twice for class, this equals one absence. Surgical Technology Program class and lab meet weekly, therefore attendance is imperative. If a student misses one day of class then they have missed an entire week and the student will receive a zero (0) in class participation for the week. The student will also receive a zero (0) for any class work due and any exams missed due to being absent. Absence can create a deficit that the student may not be able to recover from. It is in the best interest of the student to attend every lecture. A written counseling form is completed with specific criteria for the student to meet, particularly students who are in danger of making below a passing grade. The written counseling form may also be in the form of a learning contract or academic alert that can be applied to students continuing in the surgical technology program. 
If a student is tardy twice (2), it will result in a zero (0) in class participation and will equal one absence. Chronic absenteeism (2 or more) and tardiness (3 or more) will result in written counseling and a drop of two (2) points off of overall grade. Students not returning from assigned breaks/lunches on time are subject to the same disciplines as being tardy.  

Regular attendance in clinical is essential to receiving the maximum benefit from the educational experience. Clinical is a career learning experience that is critical to entry level skills. Attendance is mandatory.  Attendance at clinical is viewed as a behavioral indication of the student’s sense of responsibility and accountability. If the student is tardy twice for clinical, this counts as a clinical absence. Students with one clinical absence will be required to appear before the Clinical Coordinator/Program Director.

All tardiness and/or absences throughout the program will be tracked. These tardy and/or absences will be listed on all student referrals or recommendation forms.

Students who receive Veterans' Administration educational benefits must conform to attendance and academic standards as established by the Veterans Administration and district policy. Further information can be received from the Director of Financial Aid/Veterans Affairs.

Pregnancy
Students must notify the Program Director as soon as pregnancy is confirmed to ensure protection of themselves and the fetus. There are potential risks to the fetus that are related to the nature of the work during the clinical experience. 
Pregnant students must provide a written statement from the primary care provider verifying the duration of the pregnancy and approving continuation in the program. Students must submit a doctor’s permission slip to return to clinical rotations if delivery occurs within the duration of the surgical technology or sterile processing course. 

Bereavement Leave
The purpose of Bereavement Leave is to provide students up to three consecutive days of leave in the case of a death in their immediate family. Student must provide proof (obituary notice).

“Immediate family” for this policy is defined as: the student’s spouse, mother, father, sister, brother, children, grandparents, grandchildren, mother-in-law, father-in-law, sister-in-law, brother-in-law, or other persons who occupies the same role in the family of the employee. A student's step and foster relationships with the above are included in the definition of “immediate family.” 

Leaving Clinical Site Early
Students must be present at their clinical site for a minimum of nine (9) hours to receive credit for the day. A student leaving early from clinical is considered an absence, unless the facility has sent the student home due to lack of cases or work and the clinical instructor has been informed prior to leaving. Students who request to leave the clinical site early due to personal reasons will result in an absence for the whole day. If the clinical site requests that the student leave early for a reason that is not related to the student, the student may then leave without penalty. If this time is before 5:00 pm, he or she must report this to his or her instructor and/or clinical coordinator immediately. The instructor/coordinator will be able to instruct the student on how to account for their clinical time.

Clinical Attendance
1. In keeping with the philosophy of Collin College and the Associate Degree Surgical Technology Program and in order to meet the degree requirements, a student is responsible for attendance at all scheduled clinical experiences. It is mandatory and a professional standard that no clinical absences occur. If a student misses a clinical experience, the student assumes responsibility for this action and is subject to the stipulation of this policy. Clinical attendance is an essential component of the student’s education. The student must be in his/her assigned area of rotation and prepared for instruction at the scheduled time for that rotation. If a student is unable to attend clinical, it is his/her responsibility to report the absence to the instructor prior to the scheduled time for the clinical rotation. If a student expects to be absent or late, the student must call the clinical instructor AND the assigned surgery unit BEFORE clinical begins. Failure to notify faculty and hospital unit of a clinical absence PRIOR to scheduled time will constitute a clinical NO SHOW. 
Clinical NO SHOWS will result in a zero on all areas of the daily clinical evaluation, as defined by clinical “no shows”.
2. Students with one clinical absence will be required to appear before the Clinical Coordinator/Program Director.
3. If the student is tardy twice for clinical, this counts as a clinical absence and the student receives a zero for the second tardy.
4. Students who arrive more than 15 minutes late to clinical may be sent home from clinical and receive a zero (0) for the day constituting a clinical absence.

All absences must be reported to the clinical instructor/clinical coordinator and the site. A call to report an absence must be made 30 minutes prior to the students scheduled time or according to hospital policy of reporting. The student must first give the clinical site notice. In addition, the student must contact the clinical instructor by e-mail, text and/or call stating the reason for the absence. If the proper procedure is not followed for reporting absences, it will be recorded on a Clinical Incident Form. Unexcused absences are penalized according to the course syllabus relevant to the missed clinical. 

Clinical Expectations
Each semester, students are expected to attend clinical as designated. Certain clinical behavior is expected in order to satisfactorily meet the objectives of each course. These include:

1. No children, family members, or significant others will be allowed on clinical units for any reason, at any time.
2. Students will prepare for clinical the day before by obtaining assignments the day before. Clinical preparation at the hospital involves reading the assigned cases(s), obtaining information from the staff, when appropriate, and introducing yourself to the staff. 
3. Students will go to clinical in full uniform even on days that they will be changing into the hospitals scrubs for the clinical experience.
4. The school uniform will never be worn to other work-related activities. If the student is employed as a nurse technician at a hospital, he/she will not wear the uniform in that role. The Collin College surgical technician or sterile processing uniform is to be worn only for school-related clinical activities, where appropriate.
5. Students will arrive by the designated time to clinical each day.
6. If student expects to be absent or late, the student will call the clinical instructor and the assigned unit before clinical begins.
7. Students will address their peers and patients with their proper surname. Use Mr., Mrs., Ms., Dr., etc., when communicating with them unless otherwise directed by the client.
8. Students will be courteous to their instructors, peers, hospital staff, physicians, and others at all times.
9. The student will not participate or observe in any clinical activity without the permission of the educator, preceptor or instructor, i.e., activities off of the unit.
10. No photocopies of any parts of the patient record or surgery schedule will be allowed. Computer printouts can be used during clinical time but cannot be removed from the surgery unit. If this occurs, it can be grounds for disciplinary action. Any forms with patient information MUST be disposed of appropriately according to hospital HIPAA policies.
11. Students are expected to adhere to their clinical instructor’s expectations for each rotation.
12. All students must carry health insurance. 
13. Chewing gum is not allowed during the clinical experience.
14. All electronic devices (phones, IPad, etc.) are not allowed and must remain in car or locker. 
15. Students are permitted in the lounge during lunch breaks and delayed cases only.
16. Once scrubbed in, the student must remain standing at all times with the exception of seated procedures.
Student behavior of noncompliance to program or college policies and procedures will result in actions determined by the Clinical Coordinator and Program Director.

College Closings
In the instance that the college closes for any reason (including inclement weather) clinical will be cancelled. No students are to attend clinical on these days. The student is to notify the clinical site immediately of his or her absence due to the college closing. 

To be eligible to sit for the CST national certification exam, the student must achieve a total of 600 clinical hours. Due to AST requirements, the student is still responsible for any clinical hours missed due to college closure (holidays, inclement weather, etc.). 

Make-up Days
In the instance that a student has missed a clinical day, he or she must immediately meet with the Clinical Coordinator/Program Director. If a student is at clinical without the instructor’s permission it will be considered a clinical incident. Due to the maximum possible hours possible (312) for the spring semester, make-up days may not be possible or may be difficult. This is why the student should take every step possible to not miss days.

Extra Hours
Students can only work a maximum of 10 hours per clinical day. Students may not “bank” clinical hours either; this means if a student has met his or her hour requirements, he or she must still attend clinical or it will be an unexcused absence.

Dress Code and Personal Appearance 
Badges
Student picture IDs must be worn to clinical on each day. Program-approved picture IDs must be purchased by the student during the first or second week of school. If the student loses the name tag, it is the student's responsibility to replace it promptly. Students will not be allowed access to surgery centers or hospitals without proper identification. (Students must arrange replacement badges through the Director of Surgical Technology & Central Sterile Processing.)
The ID badge that identifies the Surgical Technology and Central Sterile Processing student expires at graduation. If a student is a “stop-out” that graduates at a later time, the student must have a badge re-issued with the new graduation date. Students must return ID badges to the Program director upon completion of the program, or if terminating the program for any reason. Lost badges must be immediately reported to the Program Director. If a badge is issued by the clinical site, the student is responsible to return the badge to the clinical instructor at the end of the semester. Failure to return the badge can result in a withholding of student grades.

Uniform
Any student out of dress code will be sent home unexcused from the clinical site. In keeping with the professional atmosphere of the hospital; the student will adhere to the following dress code during all clinical assignments and Surgical Technology classes (students will follow the dress code of the assigned facility in the event of a conflicting dress code).
To assure that the Collin College Surgical Technology and Central Sterile Processing student is readily recognizable as a STUDENT (not a practitioner) and is neat and professional in appearance, the following code is to be adhered to by all students in the program:
· All navy blue scrub pants and scrub top: No variation of color is allowed and no colored lines are allowed; the scrubs MUST be ALL Navy Blue. No under clothes shall be visible that are any color other than black. A matching navy blue/black scrub jacket may also be worn; this jacket must be of scrub suit material and also must have a program patch. No fleece, cotton, or any material that can shed lint or materials are allowed. Please check with the clinical coordinator that the scrub jacket is acceptable.
· Have the Collin College embroidered onto the scrub top on the left shoulder
· ID Badge attached to scrubs above the waist
· Solid black/navy blue socks
· All black leather and impenetrable shoes must be worn; these shoes must be clean, in reasonably good condition, and free of holes.
Student uniforms are only to be worn to the clinical site, college campus, and during specific activities related to the program. 

Personal Appearance
Students must be neat and clean when attending clinical
· Fingernails shall be polish free and neat and clean. All fingernails are to be trimmed to no more than 1/4 of an inch. Artificial nails are strictly prohibited.
· Hair shall always be clean, well-kept and a natural color. Anytime the student is within the main operating room, he or she must keep his or her hair underneath an approved scrub hat.
· Facial hair is to be kept neatly trimmed and always clean. Facial hair must be covered in the operating room.
· There shall be no jewelry allowed in the OR, including: ribbons, watches, bracelets, or scarves.
· No visible piercings are to be worn to the clinical site other than 1 set of earrings no larger than a dime
· No cologne, perfume, body sprays, etc. are to be worn to the clinical site.
· Students must always maintain personal hygiene. Each student should have clean skin free of soil and debris; i.e. dirt under the fingernails, dirt/oil on the skin, dirty hair, etc. Also, the student must be free of body odors.
· The uniform and personal hygiene must meet ALL requirements or the student is considered out of dress code.

Personal Protective Equipment (PPE)
While scrubbed in the student must always have the appropriate PPE on. This includes but is not limited to:
1. Eye shields-Eyeglasses are not enough for eye protection, the shield must cover the entire eye area including the sides. Also, if the student is performing a case with a laser, the appropriate laser eyewear shall be worn.
2. Eye shields-eyeglasses and masks are required to be worn during all cases including cases considered “dirty”, ex. cysto, mouth/throat.
3. Appropriate Surgical Mask-This includes respirators, laser masks, etc. Double Gloving-all students must double glove.













Clinical Requirements
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Clinical Case Requirements for Completion of the Program
All students are required to spend three clinical rotation days (27 hours) in the Sterile Processing Department during the first semester of clinical rotations. In addition to that, students are required to spend one clinical rotation day (9 hours) for the fall semester observing and assisting the circulator/anesthesia role during the first semester of clinical rotations.

1. The total number of cases the student must complete is 120.
2. Students are required to complete 30 cases in General Surgery. Twenty of the cases must be in the First Scrub Role.
3. Students are required to complete 90 cases in various surgical specialties. Sixty of the cased must be in the First Scrub Role and evenly distributed between a minimum of 5 surgical specialties. However, 15 is the maximum number of cases that can be counted in any one surgical specialty.
4. The surgical technology program is required to verify through the surgical rotation documentation, the students’ progression in First and Second Scrubbing surgical procedures of increased complexity as he/she moves towards entry-level graduate abilities. 
5. Diagnostic endoscopy cases and vaginal delivery cases are not mandatory. But up to 10 diagnostic endoscopic cases and 5 vaginal delivery cases can be counted towards the maximum number of Second Scrub Role cases.
6. Observation cases must be documented, but do not count towards the 120 required cases.
7. Counting Cases: Cases will be counted according to surgical specialty.
a. Trauma patient requires a splenectomy and repair of a Lefort I fracture. Two cases can be counted and documented since the splenectomy is general surgery specialty and repair of LeFort I is oral-maxillofacial surgical specialty.
b. Patient requires a breast biopsy followed by mastectomy. It is one (1) pathology, breast cancer, and the specialty is general surgery; therefore, it is counted and documented as one procedure – one case.

Scrub Roles
· First Scrub Role
The student surgical technologist shall perform the following duties during any given surgical procedure with proficiency. The following list is provided to identify the items that must be completed in order to document a case in the first scrub role. A student not meeting the five criteria below cannot count the case in the first scrub role and the case must be documented in the second scrub role or observation role.
· Verify supplies and equipment needed for the surgical procedure.
· Set up the sterile field with instruments, supplies, equipment, medication(s) and solutions needed for the procedure.
· Perform counts with the circulator prior to the procedure and before the incision is closed.
· Pass instruments and supplies to the sterile surgical team members during the procedure.
· Maintain sterile technique, as measured by recognized breaks in technique and demonstrate knowledge of how to correct with appropriate technique.


· Second Scrub Role
The second scrub role is defined as the student who is at the sterile field who has not met all criteria for the first scrub role, but actively participates in the surgical procedure in its entirety by completing any of the following: 
· Sponging
· Suctioning
· Cutting suture
· Holding retractors
· Manipulating endoscopic camera

· Observation Role
The observation role is defined as the student who is in the operating room performing roles that do not meet the criteria for the first or second scrub role. These observation cases are not to be included in the required case count, but must be documented by the program.
 
· Circulating Assist Role
The circulating assist role assists in obtaining additional instruments, supplies, and equipment necessary while the surgical procedure is in progress. The student will be aware of conditions in the operating room and the needs of the patient and surgical team. 

SPECIAL NOTES: You are responsible for continuing to keep track of the procedures, in which you participate, in the provided procedure log so you can identify the areas in which you lack exposure and experience. 

Students need a minimum of twenty (20) cases in 1st or 2nd scrub role in the fall semester. (Scrub to observe will not count) Failure to achieve these scrub cases will result in the student’s inability to graduate.

Case Log
Each student must maintain a procedural log, provided by the clinical instructor. This log must be updated on a weekly basis to account for cases scrubbed in both the scrub 1 and scrub 2 role and cases observed while scrubbed. By the end of the second clinical rotation that student must have scrubbed a specific number of cases in the both the scrub 1 and scrub 2 role in specific surgical specialties. Please review the chart and information that follows.






	Surgical Specialty
	Total # of Cases Required
	Minimum # of First Scrub Cases Required
	Additional First or Second Scrub Cases that can be applied towards the minimum of 120 Cases

	General Surgery
	30
	20
	10

	Surgical Specialties:
· Cardiothoracic
· ENT
· Eye
· GU
· Neuro
· Ob-Gyn
· Oral/Maxillofacial
· Orthopedics
· Peripheral vascular
· Plastics
· Procurement/Transplant
	90
	60
	30

	Diagnostic Endoscopy:
· Bronchoscopy
· Colonoscopy
· Cystoscopy
· EGD
· ERCP
· Esophagoscopy
· Laryngoscopy
· Panendoscopy
· Sinoscopy
· Ureteroscopy
	
	
	10 diagnostic endoscopy cases may be applied toward the second scrub cases.

	Labor & Delivery
	
	
	5 vaginal delivery cases may be applied toward the second scrub cases. 

	Totals
	120
	80
	40









Student Responsibilities at Clinical Site
Transportation and Parking
Each student has the sole responsibility of his or her transportation both to and from the clinical sites. Student vehicles are to be free of drugs and alcohol and any items prohibited by the clinical site and Collin College. Parking varies at each clinical facility and the student is responsible for the acquisition of knowledge of where to park and any required parking permits that may be needed.  The student must follow the facility’s parking rules. Student vehicles are towed at the expense of the vehicle’s owner, not Collin College or the clinical site.

Clinical Documentation
The student maintains the sole responsibility in collecting appropriate documentation of clinical work completed and necessary signatures. He or she is to maintain appropriate time sheets that must be turned in weekly, keep a legal record of cases participated in and the student’s role in documented cases (this includes the correct surgeon name, preceptor name, date, and correct name of the procedure performed). Any documents given to the student by the clinical facility or the clinical instructors must be maintained in the students personal records. This helps to protect the student from any discrepancies. 

Meeting Clinical Requirements for Graduation
The student is required to complete 600 clinical hours in order to complete the Collin College Surgical Technology program; 288 hours must be completed in the fall semester and 312 hours must be completed in the spring semester. It is the students responsibility to meet the required clinical hours. The student is also required to meet specific amounts of surgical specialty cases within specific roles. The student is responsible for keeping up with cases he or she needs to meet requirements; this is not the responsibility of the clinical site. The student should strive to participate in cases he or she needs, without avoiding other cases assigned by the clinical site. Positive communication between the clinical site and the student is essential to being successful in meeting case load mandates. Please see the case requirement documents shown above.

Clinical Paperwork Required
Specific clinical paperwork must be maintained on a weekly basis by the student:
1. Clinical Timesheet-Documents the time spent at the clinical site and the role and duties of the student during that time. These must be typed and then signed in blue or black ink by the student and clinical instructor. The timesheet documents are maintained within the student’s permanent file. These documents determine if the students have met their required clinical hours for graduation. These must be turned into the drop box in the Surgical Technology classroom no later than 9 am each Wednesday. 
2. Clinical Evaluation Forms: These forms are given to the preceptor by instructors to evaluate them on their performance for a particular day or case. The surgical technologist is required to have a minimum of 14 clinical evaluation forms for fall semester and a minimum of 12 clinical evaluations spring semester. It is recommended that the student attempt to get as many evaluations as possible. By the end of the semester, the average of all clinical evaluations must be 75% or above for the student to progress to the next level.
3. Case Management Plans-Each week a student performs a Scrub 1 or Scrub 2 role in a documented case, he or she must write a case management plan for at least 1 case. The case management plan is to be written according to the course syllabus requirements for that semester. 
4. Other clinical paperwork- There may or may not be other assignments to accompany the above documents weekly; this will be according to the course syllabus per semester. However, the above 3 documents are requirements of AST and must be maintained each semester.

Standards of Performance and Functional Abilities
In keeping with college policy, the Surgical Technological Program and Central Sterile Processing have developed competencies in physical functional ability as a core for performance standards. These physical competencies are considered predictors of success in the surgical technology program and in the career workforce.
The functional abilities/core performance standards for the program are:
· Extended walking and standing daily 
· Ability to grasp, push, and/or pull 
· Ability to bend and stoop 
· Moving quickly in response to an emergency 
· Using upper body movements 
· Ability to reach 
· Carrying and moving equipment 
· Reaching and/or lifting 
· Vision that allows detecting physical changes 
· Hearing that allows responding to physical and verbal cues 
· A sense of touch that allows for assessment and palpation 
All students are required to meet these functional abilities with, or without accommodations to function safely and effectively in a variety of the profession’s settings. Adaptations most frequently reported as being used by health care workers include hearing aids, eyeglasses or contact lenses, adaptive phones or listening devices and calculators. 
Students who are interested in the surgical technology program and think they may need physical accommodations to successfully perform in the program, are encouraged to contact the college ACCESS department early in the application process to explore the need and resources for accommodation.

After conditional admission to the program, students are asked to complete a Functional Abilities/Skills Assessment Form. This form identifies areas of physical ability for which the student may need accommodation in order to be successful in the program. Students who self-disclose accommodation needs will be referred to the ACCESS department for evaluation. 

The only acceptable level of performance by a competent surgical technologist is 100% accuracy at all times. Certain surgical technology procedures, by their very nature, have inherent vagaries or variations. Where standards are stipulated in the objectives as a guide for performance evaluation, we would request that the Clinical Instructor state clearly for the student, before the initiation of evaluation, the degree of accuracy expected for satisfactory performance.

Clinical Site Study Periods
Studying at the clinical site is not recommended for the student during clinical rotations. However, if the clinical site does not have additional cases for the day and it has been approved by the student’s site facilitator, then the student may spend time studying for the didactic portion of the program after an attempt to complete supplemental activities that can be completed at the clinical site. Supplemental activities include, but are not limited to, becoming more familiar with supplies and equipment by browsing through the core or volunteering services in the central sterile department.  These activities provide a deeper understanding of the materials that the student is expected to be competent in using.
 
Endorsements
The naming of specific products, procedures, or items of equipment does not constitute an endorsement of the same by Collin College, the Surgical Technology Department or Central Sterile Processing department, or the faculty of the Surgical Technology Program or Central Sterile Processing. Specific names are used due to availability in or utilization by the clinical affiliates of the Collin College Surgical Technology Program and Central Sterile Processing.

Financial Stewardship
Each student is expected to act with good financial stewardship toward the clinical facility and the patient. Financial stewardship is the assumption of responsibility of the financial well-being of another or a group. The expectation being that this responsibility will be carried out with great care, keeping in mind the good of the individual or group being served. This means the student is to act with the facility and patient in mind when opening supplies, equipment, and instrumentation. Healthcare comes at an immense cost, and our students are to proactively attempt to help prevent waste for the clinical facility and prevent unnecessary charges to the patient. Students are not allowed to open implants, supplies they are unsure about opening, and never open anything outside the student’s scope of practice. 
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Code of Conduct
Punctuality
Reliable and consistent attendance is a requirement of each student for the clinical experience. Tardiness causes a halt in work and possibly a burden on preceptors or the facility. Absenteeism and regular tardiness will result in disciplinary action.

Acceptance of Criticism
The student will be constantly monitored by the preceptors, circulators, surgeons, educators, etc. This means that each student must mentally prepare himself or herself to accept all forms of criticism. There are two types of criticism: negative and positive. The student will be receiving much of both during the clinical experience. Positive criticism is typically handled well; negative criticism is what most people struggle to accept. Students should listen carefully to every critical remark and use these remarks to improve weaknesses. Students should strive to not take criticism personally. Be happy with whatever the criticism is and don’t let it bring you down.  Respect the fact that others may see something that you don’t and begin to accept the fact that no one is perfect and this is a learning experience. 

Personal Communication Devices
Personal communication devices (cell phones, tablets, etc.) are STRICTLY prohibited from use while in the operating room suite. It is required that cell phones be left with the student’s personal belongings in order to prevent the temptation of inappropriate usage. Students caught using his or her cell phone in the hospital for reasons other than an emergency, is subject to immediate disciplinary action. Additionally, students should never take photographs of patients or situations while at the clinical site. Occasionally, for study purposes a student may wish to take a photograph of a set up. In this event, the facility’s manager must approve for the photo to be taken, which must be done by a preceptor only. Also, the student will not post to social media ANY information or photography regarding any aspect of their clinical experience. This is strictly prohibited and a HIPAA violation.  Additionally, students are not allowed to post ANYTHING to any social media site during the period of time that the student is at their clinical site. 



Participation
The student is expected and required to give 100% of his or her attention, time and efforts while enrolled in this program. If surgery is finished for the day, he/she must proactively search out another assignment with gallant effort. Students are not allowed to “hang out” in the lounge.  Perceptions are formulated from actions and if there is not a supplemental activity available to the student then the student may leave the clinical site early with the permission of his or her clinical facilitator and instructor. 

If a student has been assigned to a room, refusal to participate is unacceptable. If a specific type of case is needed for completion of case requirements, he/she must speak with the clinical facilitator at a later time in order to communicate the need. At no time is it acceptable for a student to argue about or refuse to do an assignment. Additionally, the clinical site should be regarded as a potential employer, and all of your actions reflect that regard.  

Patient Abandonment
The legal definition of patient abandonment refers to withdrawal from treatment of a patient without giving reasonable notice or providing a competent replacement. If the surgical technologist leaves his or her assignment without permission, the site may consider the student as abandoning his/her patient. This is a serious issue and will be subject to disciplinary action that may result in removal of the student from the site.

Patient Privacy
In 1996, HIPPA was passed and made patient health information legally private and secure information. A violation of patient privacy is a federal offense. Please review the HIPAA website for any questions related to the HIPAA act.
http://www.hhs.gov/ocr/privacy/hipaa/understanding/srsummary.html    

Students are prohibited from discussing patient information outside of the operating room or the classroom. Any discussion within the classroom should NEVER identify the patient. Again, this is a serious issue subject to immediate disciplinary action that could result in dismissal from the program.

Respect for Others
Collin Surgical Technology and Sterile Processing students are ALWAYS expected to treat all others with respect. This is a core value of the college, and we strive to always emanate that core value. Having respect for others includes anyone at the clinical site, which includes, but is not limited to the preceptor, educator, OR manager, circulator, clinical instructors, program director, fellow classmates and the college itself. The student should always strive to promote the college, never disrespecting it.  

There should always be respect for the Collin College Surgical Technology and Central Sterile Processing Program. This means, the student should not complain about the workload distributed to the student; the workload is designed to mentally and sometimes physically challenge the student in more ways than one. Comments and suggestions are more than welcome at the end of semester evaluation.




Responsibility for Assignments
The student will be responsible for completing required clinical paperwork on a daily basis. In addition to this, the student will also be given several assignments during the week to help prepare for the CST exam and for self-reflection and connection with the clinical instructor. There is a high expectation that these assignments will be on-time and completed weekly. The clinical instructor is not responsible for making sure the student turns in assignments. These assignments may vary according to the instructor’s syllabus.

Ethical Responsibility
The student has both an ethical and moral obligation to abide by the Collin College Philosophy and Purpose, Core Values, the AST Code of Ethics, and the National Patient’s Bill of Rights. Please reread each in the beginning of this document.

Professionalism
Professionalism is defined as the skill, good judgment, and polite behavior that are expected from a person who is trained to do a job well. All Collin Surgical Technology students shall maintain a high level of professionalism.

The following are inappropriate behaviors that are prohibited at the clinical site:
1. Inappropriate jokes or comments: the student is strictly prohibited from telling inappropriate and unprofessional jokes while in the clinical setting. This includes the use of cuss words and foul language. The student shall never refer to a patient or a procedure or an anatomical feature in an inappropriate manner. This can lead to the student being dismissed by the clinical site.
2. Arguing about breaks in sterile technique: if an employee of the hospital claims the student has committed a break in aseptic technique, the student is NEVER to question or deny the break. He or she is to follow the appropriate steps to remedy the problem.
3. Arguing about Assignments: The student is not to argue or disagree with an assignment given by the clinical facilitator. This is inappropriate. If the student is struggling with getting the cases he or she needs, please contact the clinical instructor for the appropriate steps to take.
4. Taking Photos of Sensitive Situations: The student is never to take any photographs of patients or situations at the clinical sites; furthermore, the student will NEVER post photos related to surgery during clinical rotations on any type of social media.
5. Participating in Gossip/Rumors: This applies to all aspects of clinical: the clinical site itself, employees, other students (from other programs and the Collin program), doctors, managers, clinical instructors, etc.



Occurrence Reports for Unsafe Clinical Practice
Any student committing the following offenses will be subject to disciplinary action up to and including immediate removal from the program:
a. Any clinical action contrary to hospital policy and procedure which has the potential for or results in harm of the patient.
b. Coming to the clinical site under the influence of any non-prescribed drug that adversely affects the student’s performance during clinical or bringing said drugs into the hospital or consuming these drugs while on hospital property.
c. A verbal or physical act of aggression against another person on hospital premises.
d. Deliberate destruction or damage to hospital, patient, student, visitor, or employee property.
e. Theft of hospital, patient, student, visitor, or employee property.
f. Deliberate falsification of any hospital record either by omission or addition.
g. Indications of consistent unsafe decision-making and practice.
h. Breach of confidential information.
i. Failure to accurately report and document the client’s symptoms, responses, and status.
j. Failure to implement measures to prevent exposure to infectious pathogens and communicable conditions.
k. Failure to institute appropriate surgical technology interventions(s) which might be required to stabilize a client’s condition and/or prevent complications.
l. Insubordination or refusal to obey an order, except where a student is not qualified to perform a task.
m. Communicating any untrue information or a misrepresentation of the truth in any verbal or non-verbal form.

Disciplinary Actions Regarding Unsafe Clinical Practice
This policy is based on and modeled after the scope of practice for the professional surgical technologists as defined and described in the AST Code of Conduct. A record of the unsafe clinical practice will be maintained throughout the student’s enrollment in the surgical technology program. This cumulative record of incidents will be maintained in the student record, found in the Associate Degree Surgical Technology Director’s office. All clinical faculty having students with warnings and probationary status will be notified of such, in order to assist the student and protect the public.
All occurrences will be recorded in the student’s record via Corrective Counseling Record. The student who is determined to be unsafe by demonstrating behaviors of omission, commission, negligence, and/or threats or violations to the health and welfare of the public and of the patient under the student’s care will have the incidents recorded. The sequences of disciplinary actions that will be taken are:






· Warning: For the first incident of unsafe practice or conduct, a written warning will be issued.
· Probation: For the second incident of unsafe practice or conduct, the student will be placed on probation. Probationary status will continue for the duration of the student’s tenure in the program.
· Dismissal: Any student who has accumulated three incidents of unsafe practice or conduct at any time during the program will be dismissed from the Associate Degree Surgical Technology Program. In some instances, a first incident may result in immediate dismissal from the program, depending on outcome, severity and nature of the occurrence. Before dismissal from the program, the actual commission, omission or negligence will be reviewed by the Student Affairs Committee of Collin College.
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Clinical Incidents

· Section 1 Offense: 
· A deliberate action, which has actually caused or has potential to cause serious harm to the patient or clinical team member.
· Coming to the clinical sites under the influence of any non-prescribed drug that adversely affects the student’s performance during the clinical rotation or bringing said drugs into the hospital or consuming such drugs on hospital property. The student is prohibited from attending clinical under any non-prescription drug or alcohol.
· A verbal or physical act of aggression against another person on hospital premises.
· Theft of hospital, patient, student, or visitor property.
· Deliberate destruction or damage to hospital, patient, student, or visitor property.
· Deliberate falsification of hospital records either by omission or addition.
	Any student committing any Section 1 Offenses will be subject to immediate removal from the program. (Not necessarily Collin College)


· Section 2 Offense:
The student committing any of the offenses listed below will be subject to the following disciplinary actions.

	· First incident: Probation (Probationary status will continue for the duration of the student’s enrollment in the program)

· Second incident: Dismissal from the Surgical Technology Program (not necessarily Collin College)



· Causing damage to hospital, patient, student, or visitor property through negligence.
· Causing injury or potential harm to patient through negligence.
· Insubordination or refusal to obey an order from a superior or supervisor. There are two exceptions to insubordination:
1. The student is not qualified to perform the task.
2. When proper supervision is lacking.

· Examples of offenses include, but are not limited to:
· Mishandling instruments or equipment in a manner that is detrimental or harmful to the patient, another team member or the students own welfare.
· Medication error.
· Significant error in sterile technique that compromises patient care outcomes.


· Section 3 Offense:
A student committing the offenses listed below will be subject to the following disciplinary actions:

	· First incident: Verbal warning (recorded)

· Second incident: Probation (Probation is for the duration of the student’s enrollment in the program.)

· Third incident: Dismissal from the Surgical Technology Program (not necessarily Collin College)



· Leaving the assigned area of the hospital without the authorization of the instructor for the site.
· Employment which adversely affects performance during clinical rotations.
· Failure to follow published departmental rules or policies.
· Failure to follow published program rules and policies.


	Chain of Command
Students in the Surgical Technology program will follow the chain of command for grievances. It is mandatory that all students follow this program guideline. Any student not following the chain of command will be sent back to the individual they have the grievance with. The chain of command is as follows:
1. Discuss all problems/issues with the individual involved first whether that is a fellow student, instructor, program staff, program director, Dean, etc….
2. In rare cases where you cannot take the complaint to the individual, or you have tried this with no resolution, take this to the instructor. The instructor will follow-up and give you a report.
3. If the situation involves the instructor, see step one and/or step two. If the grievance remains unresolved, take the issue to: 
a. The program director or
b. The clinical coordinator if it involves clinical instructors or clinical facility.
4. If the situation remains unresolved, contact the Dean of Health Sciences.
· After a period of investigation the appropriate person will report to you on the issue. However, this does not mean that the individual responsible for assisting you in resolving this situation will tell you the outcome of the investigation or the penalties assessed (if any).
· Students are instructed to follow the chain of command. Disrespect of the chain of command is considered unprofessional behavior.
· It is unprofessional to discuss issues or problems with those that are not directly involved.
In the event that an individual is believed to have violated the college or program code of conduct, that individual is subject to disciplinary action. The individual may be asked to participate in specific training geared toward helping the individual deal with difficult or challenging situations more appropriately. Repeated incidences may result in written advising, and/or (depending upon the seriousness of the problems) dismissal from the program. 


Documentation of Student Behaviors and Incidents
There is a binder in the clinical coordinators office that maintains student conduct counseling records (verbal and written warnings), probationary records, and clinical incident forms. Each time an offense is committed it must be documented, no matter the magnitude of the situation.

Test Review
The faculty will decide if Test Review is available to their students. Test reviews are optional for students. Exams will NOT be given back to the student for review. 

Adding or Dropping Courses
It is the student's responsibility to change his/her schedule of classes by completing the official Add/Drop form obtained from the Registrar's Office. Adding and dropping must be student-initiated and forms must be signed by the student. Students may drop a class with a grade of "W" through the end of the 8th week during the 16 week semester or as per college policy. See the schedule of classes for the exact date.

A surgical technology or sterile processing student should contact the Program Director prior to initiating a drop or withdrawal from a course, and thus the program. Exit interviews are mandatory and must be scheduled with the Director. A student who discontinues class and/or clinical attendance and does not officially drop the course will not receive the earned grade for the course

Releasing Student Information
It is becoming more common in today's job market for healthcare service, human resources, personnel, or recruiting offices to call or write requesting information concerning an applicant.
The applicant may be a graduate or a student applying for a surgical technology position.

In order to comply with The Family Educational Rights and Privacy Act of 1974, the Associate Degree Surgical Technology program has developed this policy:
1. A student must sign a release form which will allow surgical technology faculty to give information to healthcare service, personnel manager, or any other letter of reference requested. This release form will become a permanent part of the student's file. The student may request that the form be removed from the file at any time. Without a signed consent form, no information other than directory information such as name, address, telephone number, degree received, and date of graduation may be given. (See Credential File Request Form). ALL requests of faculty for letters MUST be in writing. If requesting reference from multiple faculty members, each faculty member should receive a separate Request Form.
2. It is expected that the student will obtain consent from a faculty member prior to any written recommendations.
3. Information given can come from grade reports, clinical evaluations, and the final summary.
4. Faculty giving the information should document the name and the position of the person requesting/receiving the information and record in the student's file.
5. A summary letter should be mailed to the person who requested the information. A copy should be retained for the student's file.
6. Faculty who receive forms to complete for reference purposes on a student should make a copy of the completed form for the student's file.
7. Telephone references are given.
8. Students should request the letters a minimum of two weeks before they are needed.

Communicating with Faculty and Staff
The faculty supports the students as they learn and grow through the wide variety of experiences here at Collin College. It is unprofessional to contact an instructor via their cell phone unless the instructor is traveling with students on school-sponsored business or if they are your clinical instructor.  Therefore, certain things should be kept in mind when communicating with the faculty.
Students shall not communicate with any instructor via social media applications.  Students are not to “Friend” instructors on any social media platform until after graduation.
1. A faculty mailbox can be found inside the surgical technology office at the Central Park Campus room H225. Please leave papers and written work in the office with the secretary or grey drop box. Papers must be in an envelope/folder with faculty’s name on the outside.
2. Do not leave papers on a faculty's desk.
3. Utilize faculty office hours for discussion of classroom and clinical matters.
4. Absences should be reported in compliance with policy. Otherwise, leave messages via the instructor’s office phone, Surgical Technology Department (214) 469-6215, or through Cougar mail or Canvas only.
5. Do not slide papers under locked office doors use grey drop box. These can easily be mistaken for trash and thrown away. 
6. Faculty and staff at clinical facilities should be addressed as, "Mr.", "Mrs.", "Dr.", “Ms.” or "Miss". First names should be avoided.
7. Office hours are posted and available for communicating with the instructor.
8. It is the policy of the Collin College Surgical Technology or Central Sterile Processing program that faculty will not expect or accept gifts of any value from students during their enrollment.

Financial Aid
As a service to Collin College students, the Student Financial Aid Office administers a financial aid program that includes scholarships, grants, loans and part-time employment. The financial aid officers are trained to assist students in realizing their goals.
The primary purpose of the College's financial aid program is to provide assistance for students who otherwise might find it difficult or impossible to attend college. All students are encouraged to apply for financial aid. All financial aid students must be aware of the standards of academic progress. For more information call 972 -548-6760 (Central Park Campus) or 972- 881-5760 (Spring Creek Campus).

The following financial aid programs are available to Collin College students:
a. Pell Grant
b. Supplemental Educational Opportunities Grant
Please refer to the college catalog for further information.

Re-admission Policy
If continuing students must withdraw from the college or the surgical technology program or sterile processing, or do not pass a surgical technology course with a "C" or above, the student has the option of applying for re-admission with adherence to the following criteria:
a. the student remains in good standing with Collin College;
b. the exit interview process with the Director of Surgical Technology or Central Sterile Processing has been completed and filed;
c. letter of recommendation by two surgical technology faculty are on file supporting the student's request for readmission;
d. cumulative GPA of 2.5 or above is maintained (4-point scale);
e. application for re-admission into the program is on file in the student's records.
Re-admission is considered on a space-available basis. Each student will be ranked according to the “point system” utilized for initial admission. The student must be readmitted at the level where the student was not successful. Re-admission will be considered the student's second admission into the program. If the student withdraws or fails again for any reason, the student is not eligible for another admission into the program. Appeals for re-admission can be considered by the program director and faculty if extenuating circumstances exist. Students who fail a surgical technology course because of unsafe clinical performance are not considered for re-admission.




If a student is requesting re-admission into the program after 12 months or more, the student can be considered as a new admit providing the existing criteria for admission/re-admission are met. However, the student will not be reconsidered for another admission if the program is not completed once re-admission has been granted. Readmitted students who have previously been on any type of contract do not continue on the contract, but a new contract must be initiated if applicable or needed.

	All students accepted for re-admission are required to complete all skills at 90% proficiency to the point of admission with a maximum of two attempts before beginning the semester. 

All students accepted for re-admission must demonstrate proficiency in successfully completed theory courses by passing a comprehensive examination with 70% proficiency with a maximum of 2 attempts. If the student is unsuccessful at passing the examination at 70% on the first attempt, mandatory remediation is required. If the student is unsuccessful at passing the examination at 70% on the second attempt, the student will be ineligible for re-admission to Collin College surgical technology program.

[bookmark: QuickMark]Exposure/Injury to the Student
In the event of any injury to or exposure of the student to blood or body fluids, the following steps must be done:
a. Inform the clinical instructor;
b. File a report of the injury to be placed in the student's record;
c. File an incident/occurrence report with the hospital or clinical agency.

[image: https://lh3.googleusercontent.com/-K2ZrCfKhr30/U9uZcGUqWxI/AAAAAAAAAOY/81iE6g_1RFI/w1598-h899-no/set%2Bup%2B-%2B6]

According to the Agreement of Affiliation between Collin College and the clinical facility, the responsibility of the clinical facility will be as follows:
"The College District shall, to the extent authorized under the constitution and laws of the State of Texas, hold Facility harmless from liability resulting from College District's acts or omissions within the terms of this Agreement; provided, however, College District shall not hold Facility harmless from any claims, demands, or causes of action arising in favor of any person or entity, growing out of, incident to, or resulting directly or indirectly from negligence (whether sole, joint, concurring, or otherwise) of Facility, its officers, agents, representatives, or employees, or any person or entity not subject to College District's supervision or control."

Treatment and follow-up will be the responsibility of the student. This should be done through the student's private physician.

Infection Control Precautions
Definitions
Standard Precautions is a two-tiered system of hospital isolation precautions. In the first tier, those precautions synthesize the major features of Universal Precautions (UP) as defined by the Centers for Disease Control (CDC). These precautions are designed to reduce the risk of transmission of blood borne pathogens and apply to all patients regardless of their diagnosis or presumed infection status. Standard Precautions apply to 1) blood; 2) all body fluids, secretions, and excretions except sweat, regardless of whether or not they contain visible blood; 3) non-intact skin; and 4) mucous membranes. Standard Precautions are designed to reduce the risk of transmission of microorganisms from both recognized and unrecognized sources of infection in hospitals. The second tier of care, known as Transmission-Based Precautions, is designed to prevent transmission of pathogens in specifically documented or suspected of being infected with a highly transmissible or epidemiologically important pathogens.

Responsibility
It is the responsibility of the surgical technology or sterile processing student to comply with Standard Precautions in the clinical setting & Collin College Laboratory Setting. The Associate Degree Surgical Technology Program complies with the Association of Surgical Technology position that all health care workers must follow established infection control procedures to reduce infection risk to patients, to themselves, and to others.

Substance Abuse Guidelines and Procedures
Hospitals and agencies are frequently requiring educational facilities to provide written documentation that students have been screened for and are free of drugs. The reason for this is the concept of due diligence and the competency assessment of all individuals whose assignments bring them in contact with patients or employees. Specific treatment interventions that require critical-thinking and decision-making can be altered by the influence of chemical substances. The safety of self and others is always foremost. Competency not only refers to an individual’s technical skills; it also refers to an individual’s health status.
	
It is a violation of the Collin College Student Code of Conduct to possess, use, manufacture, sell, or distribute illegal drugs, alcoholic beverages, inhabitants, or substances. The student found guilty of this offense will be subject to one or more penalties described in the Collin College Student Code of Conduct, this Substance Abuse Guideline, and/or may be subject to penalties applied under the Texas Penal Code. If a student has violated the Code and/or this policy, the student will be reported to the Dean of Students for a Violation of this Code and will be asked to withdraw from the surgical technology program. Students are encouraged to take responsibility for self-reporting and self-referral for inappropriate substance use.

Process:
The student will:
1. Sign Consent to Drug Testing and Authorization for Release of Test Results prior to admission to the program.
2. Submit to a supervised drug screen within 30 days of acceptance into the surgical technology program.
3. Incur the costs associated with the Substance Abuse Panel 10 (SAP 10) or equivalent test.
4. Be assured that a Medical Review Officer, who specializes in the interpretation of questionable results, will review all positive drug screen results. The students will bear the extra costs incurred with this requirement if needed.
5. Be assured that strict confidentiality will be maintained regarding the outcome of the test.
6. Be exempted from payment of the costs associated with screening if the student can demonstrate a financial hardship. All requests for a waiver of fees/costs must be submitted to Director of the Surgical Technology Program prior to the drug screen.
Outcome:
a. Positive test results may deem the student ineligible for admission to the Program.
b. Students admitted to the Program may be subject to future drug screens in the event that “for cause” (suspicious behaviors) are demonstrated in the classroom or clinical areas. 
c. Students who test positive in “for cause” drug screening will be withdrawn from the program with an “Incomplete” grade and referred to a substance abuse program.
d. Students removed from the program pursuant to paragraph six (6) or eight (8) may re-apply for the Program. Upon validation of completion of a recognized/accredited substance abuse program or substance abuse counseling and negative drug testing, a student in good academic standing will be allowed to re-enter the Program, pending compliance with other applicable student handbook policies.

“For Cause” Drug Testing
The term “for cause” indicates that the student demonstrates behaviors that are consistent with reasonable suspicion of the use of illegal drugs, alcoholic beverages, inhalants or substances while in attendance in the classroom, laboratory, or clinical facilities. These behaviors may put the student and/or others at risk for harm. Faculty will follow the procedures outlined below if a student is reasonably suspected of violating the Collin College Student Code of Conduct and/or Substance Abuse Guidelines and Procedures for Surgical Technology Students:
1. If suspicious behavior is observed, a faculty or staff RN must immediately be summoned to witness the suspicious behavior.
2. The student will be immediately removed from the classroom or clinical site, pending further investigation.
3. The incident will be reported promptly to the Director of Surgical Technology or his/her designee.
4. The student and the faculty member will discuss the suspicious behavior; the Clinical Coordinator will advise the student of the need for immediate drug testing. (A copy of the Consent to Drug Testing and Authorization for the Release of Test Results is found in the student’s file in the Director of Surgical Technology’s Office).
5. The clinical coordinator will document the student’s behavior in writing. The Clinical Coordinator will review the incident or pattern of incidents leading to the drug testing. Specifically, the Clinical Coordinator should note any behavior that contributed to the conclusion that reasonable suspicion existed to conduct the testing.
6. The clinical coordinator will contact the Medical Review Officer for further instructions on specimen procurement.
7. Any student under the influence of mind-altering substances will not be permitted to operate a motor vehicle. Appropriate transportation will be secured at the student’s expense.
8. Pending the findings of the drug testing, the student will be suspended from clinical sites. Final recommendations will be made regarding the student’s participation in the Program following review of the drug screen results.
9. Confidentiality will be maintained throughout the process.
10. In the event that any actions are contested by the student, the Clinical Coordinator and the Director of Surgical Technology or designee will make a report to the Dean of Students at Collin College.

Criminal Background Checks
Students enrolled in the Associate Degree Surgical Technology Program and Central Sterile Processing are required to have a criminal background review of his/her criminal history seven (7) years back from the date of the start in the surgical technology program. The check should include the cities and counties of all known residences, not just the D/FW area. The following histories will disqualify an individual from consideration for assignment or employment at several of the clinical sites with which the program is affiliated (disqualifying histories are not limited to this list):
· Felony convictions
· Misdemeanor convictions or felony deferred adjudications involving crimes against children (physical or sexual child abuse)
· Misdemeanor convictions related to moral turpitude (prostitution, public lewdness, etc.)
· Felony deferred adjudications for the sale, possession, distribution, or transfer of narcotics or controlled substances
· Registered sex offenders

Criminal background checks will be conducted prior to admission to the program. However, some clinical affiliates will honor background checks that are more than 30 days old if the student is employed with a Castle Branch subscriber organization and has a satisfactory Castle Branch report that can be verified.


The Surgical Technology Program and Central Sterile Processing bear the cost of the criminal background history check. Once this information has been attained, it will be provided to those clinical affiliates that request and require it as a part of the affiliation agreement. This information will not be shared with other clinical facilities, persons, employers, or school officials unless the student has given prior notice.  

Furthermore, if the student has a positive criminal background history in the last seven years, he/she will not be able to attend the clinical experience until a more detailed criminal background history is done. This can prevent the successful completion of a clinical course. Students will sign Consent for Release of Information form to enable the Director of Surgical Technology to conduct the criminal background check. Failure to do so may result in an inability to attend classes and/or clinical experiences which could result in being unsuccessful in the surgical technology program.

Licensure Notice

According to the Texas Higher Education Coordinating Board (THECB), students who have been involved with the criminal system, please be advised that your background could keep you from being licensed by the state of Texas. 
If you have a question about your background and certification, please speak with your faculty member or department chair. You also have the right to request a criminal history evaluation letter from the applicable licensing agency. 

Request for Accommodation
If the student is unable, or becomes unable, to meet the Core Performance Standards, the student must identify on the “Functional Abilities/Core Performance Standards” form any and all accommodations required to enable the student to meet the Core Performance Standards. This form and any required medical documentation will be presented to the Student Affairs Committee of the ADN program for determination of reasonableness within the scope of professional surgical technology practice. A representative from the college district’s ACCESS Office will be present at the determination meeting. Additional research regarding requested accommodation (s) may be conducted prior to issuance of the determination.

The student will be notified in writing of the determination of the Student Affairs Committee within one week unless additional research is necessary, in which case the determination will be made as soon as practicable. Requests for accommodation are evaluated on a case–by-case basis, considering the identified essential competencies.

Determination
The student is responsible for initiating any requested accommodation, should the ability to meet the Core Performance Standards change during progression in the program. Faculty may request that a student re-complete the Functional Abilities/Core Performance Standards if the student is unable to demonstrate particular competencies.

If the requested accommodation is determined to be reasonable, it will be implemented until such time as no longer necessary or for the duration of the student’s progression in the program. The student may be required to supply documentation for present and continuing accommodation (s) requested.

Appeal
If the student does not agree with the determination of the Student Affairs Committee, the student may appeal the determination and present, within five (5) days of the date of the initial determination, a Request for Appeal of Determination of Reasonableness of Accommodation to the entire ADN faculty for reconsideration. The student will be notified in writing within one week of the called faculty meeting, of the faculty decision.
If the student does not agree with the decision of the faculty, the student may initiate the college grievance procedure, identified in Collin College Board Policy FLD (LOCAL).

Policies
Collin Repeat Policy
See the current Collin Student Handbook. Texas Education Code 51.907 Course Drop Limit Provisions

This course may only be repeated once and upon failure of the second attempt the student may no longer be eligible for the Collin College Surgical Technology program.

Collin Academic Policies
See the current Collin Student Handbook

Harassment
Students who believe they have experienced prohibited harassment, sexual harassment, sexual violence, and/or gender-based harassment or believe that another student has experienced prohibited conduct, are encouraged to contact the ADA/Title IX/Section 504 Coordinator at 972.758.3849 or by email at nallen@collin.edu, and/or file a complaint as stated in the Code, Chapter 1, Section 7-1.11 Student Complaints/Grievances: Discrimination, Harassment, Retaliation, and/or Sexual Violence.

Discrimination
Students who believe they have experienced prohibited discrimination or believe that another student has experienced prohibited conduct are encouraged to contact the ADA/Title IX/Section 504 Coordinator at 972.758.3849 or by email at nallen@collin.edu, and/or file a complaint as stated in the Code, Chapter 1, Section 7-1.11 Student Complaints/Grievances: Discrimination, Harassment, Retaliation, and/or Sexual Violence.

Retaliation
Students who believe they have experienced prohibited retaliation or believe that another student has experienced prohibited conduct are encouraged to contact the ADA/Title IX/Section 504 Coordinator at 972.758.3849 or by email at nallen@collin.edu, and/or file a complaint as stated in the Code, Chapter 1, Section 7-1.11 Student Complaints/Grievances: Discrimination, Harassment, Retaliation, and/or Sexual Violence 


Use of Information Technology
1. All information technology is to be used for authorized purposes only.
a. Users may not misrepresent their identity.
b. Users must access only those computer accounts that have been authorized for their use.
2. Users shall not modify, reproduce, transmit, or distribute information technology in any format.
3. All students must adhere to the Collin College Student Handbook policies and all laws that govern the use of computing and communication facilities.
4. Protected health information acquired from the clinical setting shall not be copied or stored on any electronic device.
5. The college reserves the right to limit, restrict or extend computing privileges and access to its computing and communication resources, including all information stored therein.
6. No guarantees can be given for the privacy of files. Note: administrators will not examine personal files without the individual’s knowledge, except in emergencies or under unusual circumstances.
7. Violation of this policy may be subject to the full range of disciplinary and other formal actions within COLLIN COLLEGE. In addition to other disciplinary actions, the college may withdraw computing privileges and network access.
8. Audio/Video Recording of specific class content is allowed only after a letter is received from the entire class. Information recorded shall not be altered, shared or distributed to others in any format. 
9. Each semester the class must submit a new request for electronic recording in the classroom.
10. Recordings shall not be used to challenge test questions and students will abide by the instructor’s request to turn off recordings when requested. All information on recording is considered confidential.
a. The tape and its content is confidential
b. The students will abide by the instructor’s request to turn the tape off when asked.
11. Students shall approach individual instructors prior to the start of each class to identify the specific type of recording to be done in the class. Any student found to record in class on any type of electronic device without the knowledge of the instructor will be subject to discipline under this policy.
12. Only basic calculator with no programmable functions will be allowed on exams. 
13. No laptops will be allowed in the clinical setting

Scholastic Dishonesty
Scholastic dishonesty includes, but is not limited to statements, acts or omissions related to application for enrollment or the award of a degree, and/or the submission as one’s own work material that is not one’s own. Scholastic dishonesty may involve, but is not limited to, one (1) or more of the following acts: cheating, plagiarism, collusion, use of annotated texts or teacher’s edition, and/or falsifying academic records.

Plagiarism is the use of an author’s words or ideas as if they were ones own without giving credit to the source, including, but not limited to failure to acknowledge a direct quotation.

Cheating is the willful giving or receiving of information in an unauthorized manner during an examination, illicitly obtaining examination questions in advance, copying computer or Internet files, using someone else’s work for assignments as if it were one’s own, or any other dishonest means of attempting to fulfill the requirements of a course.

Collusion is intentionally or unintentionally aiding or attempting to aid another in an act of scholastic dishonesty, including but not limited to, failing to secure academic work; providing a paper or project to another student; providing an inappropriate level of assistance; communicating answers to a classmate about an examination or any other course assignment; removing tests or answer sheets from a test site; or allowing a classmate to copy answers. 

The College may initiate disciplinary proceedings against a student accused of scholastic dishonesty. (Collin College Student Handbook, Sections 7-2.3.)

As a student of the Associate Degree Surgical Technology Program or Central Sterile Processing scholastic dishonesty displays unacceptable professional behavior and the following actions will be taken:
1. An incident report will be filed with the Dean of Student’s Office. 
2. Once the case has been adjudicated by the Dean of Student’s Office, the faculty member, who submitted their report, will be notified as to whether or not a violation of the Student Code of Conduct has occurred.
3. If the student was found guilty of scholastic dishonesty by the Dean of Student’s Office, he or she will be required to make an appearance before the surgical technology Department Student Affairs Committee. This committee will be required to assign an academic penalty and reiterate the consequences of the student’s actions in both grade and potential retention in the program. A student found in violation (guilty) of the college Student Code of Conduct, a ZERO for the clinical day/assignment/test/project will be given as well as an immediate drop in letter grade for the class of occurrence.
4. If the student is found guilty of a second occurrence of scholastic dishonesty, during enrollment in the surgical technology program or central sterile processing, the student will be immediately dismissed from the program and he/she would not be eligible for 
[bookmark: _GoBack]re-admission.

Service Learning/Professional Development Portfolio Guidelines
Successful completions of Service Learning are required prior to graduation from this program.

Service learning is a learning activity where the student will have the opportunity to gain insight into personal beliefs, attitudes and feelings when interacting with diverse individuals and groups in the community setting; i.e. Community group project and/or volunteerism. The service learning activities will give the student opportunity to role model healthcare professionalism in the community.

Students will participate in a minimum of 20 hours per year of Service Learning activities. 

It is the student’s responsibility to successfully complete a total of 20 hours of Service Learning hours per year. 

Failure to successfully complete Service Learning each semester will result in the adjustment of the student’s final grade.

Forms:  The following pages are Surgical Technology forms as pertaining to the program.

COLLIN COLLEGE
ASSOCIATE DEGREE SURGICAL TECHNOLOGY PROGRAM

Performance Report & Academic Alert

Student: _______________________________________	Date: _____________________

Course: SRGT _______

Your academic/clinical performance is not currently meeting the professional standards of Collin College Surgical Technology Program. The faculty wishes to assist you in making steady academic and clinical progress by helping you identify factors that may be hindering your success. The area(s) of concern(s) is/are indicated below:

	CAUSES
	( )
	COMMENTS

	1. Excessive absences from class

	
	

	2. Poor test performances

	
	

	3. Failure to submit assignments on time

	
	

	4. Lack of preparation and/or response in class activities

	
	

	5. Unacceptable professional behavior patterns in clinical/lab practice or classroom

	
	

	6. Insufficient preparation for clinical practice

	
	

	7. Other:

	
	



In order to facilitate your success, please schedule an appointment with me in the next three (3) days.

__________________________________
 Faculty Member







COLLIN COLLEGE
ASSOCIATE DEGREE SURGICAL TECHNOLOGY

Contact/Counseling Record between Student and Instructor

Student Name: ____________________________________

Instructor:	 ____________________________________

Date:		  ____________

Area of Concern:











Summary of Conference:







Student Comments:




Signature of Student: ________________________________	Date: __________

Signature of Faculty: _________________________________	Date: __________


□Occurrence Report			□Corrective Action Report		□Academic Alert
□Lab Practice Referral Form	□No Action Counsel Only		□Other __________




CONSENT FOR RELEASE OF INFORMATION

	I, _____________________________________, give consent for Collin College to do a mandatory criminal background check as required by clinical affiliates as a common practice and condition for clinical experiences. I understand that this information has been attained that it will be provided for filing in the Director of Surgical Technology’s office and as required by facilities where there is a program agreement. Furthermore, this information will not be shared with other clinical facilities, persons, or school officials unless prior notice has been given to me. It is further understood that provision of this information is required as part of the contractual agreement between clinical affiliates. Without the completion and filing of this information, I will not be allowed to complete clinical experiences. This may impair my ability to meet clinical objectives and pass the course. I realize I must allow criminal background checks in order to participate in the learning process.

Printed Name: ___________________________________________________
Signature: ______________________________________________________
Date: ____________________________








CONSENT FOR DRUG TESTING AND AUTHORIZATION FOR THE RELEASE OF TEST RESULTS


I, __________________________________, realize that part of the requirements for entrance into the Surgical Technology Program or Central Sterile Processing is a routine drug screen required by several affiliating agencies with the program. I will be required to provide Sur-Scan with a urine specimen for a Substance Abuse Panel 10 (SAP 10) or equivalent test at a designated time provided by the Director of the Surgical Technology Program or Central Sterile Processing Program. The cost of this testing will be borne by the student. In the event that there are positive findings, my results will be reviewed by the Medical Review Officer, who specializes in the interpretation of questionable results. I will bear the extra costs incurred with this requirement if needed. I further realize positive test results may deem me ineligible for admission to the Program. Once I am admitted into the Program, I may be subject to future drug screens in the event that "for cause" behavior (suspicious in nature) is demonstrated in the classroom or clinical areas. This can be cause for withdrawal from the program with an "Incomplete" grade and referral to a substance abuse program. This can also impact my ability to meet clinical objectives and program outcomes. A report of the incident will be placed on file in the Offices of the Dean of Students and the Director of the Surgical Technology Program or Central Sterile Processing. I will be required to follow the policy outlined in the Collin College Student Code of Conduct.


Printed Name:   			
Signature:   	                           	                
 Date:                                 	



COLLIN COLLEGE
ASSOCIATE DEGREE SURGICAL TECHNOLOGY PROGRAM
Occurrence Report Form

______________________	  ______________________	   _____________________
Medical Record Number	  Facility			   Date of Incident
        (if applicable)

Narrative Description of Incident:



























Signature: _________________________________
Student

Printed Name:______________________________



Description of Incident (by the instructor):
















Outcome/Disposition of Incident:						


























Signature:  ________________________________
	Instructor

Date of Report: _____________________________






COLLIN COLLEGE
Associate Degree Surgical Technology Program

Clinical Corrective Counseling Record


Student Name_______________________________ Date of Occurrence_______________

Reason for Corrective Counseling (Please state behavior in detail that violated student handbook policy, including number and identification of all sub-parts)
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

Action Taken:____________________________________
Warning (1st violation) Probation (2nd violation) Dismissal (3rd violation)

Previous Counseling:_________________________________________________________
Previous Actions Taken:_______________________________________________________
__________________________________________________________________________

Corrective Action Required:
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Signature of Faculty ________________________________________Date ______________

Signature of Student ________________________________________Date ______________

I have read the corrective counseling record and understand that my signature does not necessarily indicate that I agree with this action, only that I have received a copy of the form and have had an opportunity to make my comments. I also understand that if the corrective action listed above is not achieved and maintained that further disciplinary action up to and including dismissal may occur.
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________


Student Signature _____________________________________ Date ___________________







COLLIN COLLEGE
Central Sterile Processing Program

Clinical Corrective Counseling Record


Student Name_______________________________ Date of Occurrence_______________

Reason for Corrective Counseling (Please state behavior in detail that violated student handbook policy, including number and identification of all sub-parts)
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

Action Taken:____________________________________
Warning (1st violation) Probation (2nd violation) Dismissal (3rd violation)

Previous Counseling:_________________________________________________________
Previous Actions Taken:_______________________________________________________
__________________________________________________________________________

Corrective Action Required:
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________

Signature of Faculty ________________________________________Date ______________

Signature of Student ________________________________________Date ______________

I have read the corrective counseling record and understand that my signature does not necessarily indicate that I agree with this action, only that I have received a copy of the form and have had an opportunity to make my comments. I also understand that if the corrective action listed above is not achieved and maintained that further disciplinary action up to and including dismissal may occur.
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________


Student Signature _____________________________________ Date ___________________


GRIEVANCE/APPEAL PROCEDURE

Purpose: To describe procedures for resolution of student problems.

A student may report any alleged action that violates or inequitably applies Collin College policies or procedures through an informal or formal process. The student (grievant) making the complaint must be personally affected by the action. All complaints should be officially filed using the HR complaint process, which can be found at: 
http://www.collin.edu/hr/studentcomplaints/index.html
Guideline:
1. It is the intent of the Department of Surgical Technology and Central Sterile Processing to be fair and reasonable with students at all times. Problems may develop between a faculty member and a student or among students. Students are urged to bring problems to faculty rather than discussing problems among students. Refer to College Policy.
2. The purpose of our “Open Door” Policy is to eliminate dissatisfaction and resolve problems so that constructive teaching-learning can be maintained. If you have any questions about interpretation or application of our policies, are in disagreement with a faculty member, feel that you have been treated unfairly or have a problem that has not been resolved to your satisfaction, we have developed the following procedure to resolve your problem without fear of recrimination.
3. The Student Grievance Report is documented at each step of the process as needed. Student is responsible for using and submitting the forms to document grievance.

Procedure:
1. Step 1 – Faculty Member
Bring the situation, in writing, to the attention of the faculty member (faculty member with whom the problem exists) within three working days of the occurrence of the problem. Explain the nature of the problem and a suggested solution if you have one. The faculty member will investigate and provide a solution or an explanation to you within two working days. In the event your assigned faculty member fails to respond satisfactorily to the problem within two working days, proceed to Step 2. If the faculty member is the Director of Surgical Technology, proceed to Step 3.
2. Step 2 – Director of Surgical Technology & Central Sterile Processing
If the answer or settlement the faculty member gives you does not resolve the situation, you should refer your problem in writing, to your Director of Surgical Technology and Central Sterile Processing within three days after the faculty member’s response. When the Director of Surgical Technology and Central Sterile Processing receives your written appeal he/she will determine if Step 1 has been followed. If it was not followed, the Director of Surgical Technology will refer you to the faculty member for resolution. If Step 1 was followed, the Director of Surgical Technology will respond to the written 
presentation of your complaint within three working days of the presentation. In the event our Director of Surgical Technology fails to respond satisfactorily to your complaint, proceed to Step 3.

3. Step 3 – Dean of Health Sciences 
If the answer or settlement of the grievance by the faculty member and/or Director of Surgical Technology does not provide resolution, you should refer your problem, in writing, to the Dean of Health Sciences within three working days after your Director of Surgical Technology’s response. When the Dean of Health Sciences receives your written appeal, he/she will determine if Steps 1 and 2 have been followed. If Step 1 and 2 were not completed, the Dean of Health Sciences will refer you to the appropriate faculty member or Director of Surgical Technology for resolution. If Steps 1 and 2 were completed, the Dean of Health Sciences will talk with you to get further clarification of your problem and, if necessary, schedule a meeting between you, the Director of Surgical Technology, and the faculty member. The Dean of Health Sciences will maintain a record of all proceedings of the meeting. After investigation and careful consideration, the Dean of Health Sciences will respond to the written presentation of your complaint within five working days. In the event the Dean of Health Sciences fails to respond satisfactorily to your complaint within five working days, proceed to Step 4.

4. Step 4 – Vice President/Provost of Central Park Campus
If you are dissatisfied with the solution provided by the Dean of Health Sciences, you should appeal the decision, in writing, to the VP/Provost of CPC, within three working days after the Dean of Health Sciences responds. The VP/Provost of CPC will ensure that prior steps of the grievance policy have been accessed and implemented. If not, the student will be referred to the appropriate faculty, Director of Surgical Technology, or Dean. After careful consideration of all facts, but within fifteen working days, the VP/Provost of CPC will render a final decision to you in writing. 

At each level of review, if a solution is not agreed upon, you should present the unsettled case to the next level of review within three working days. If this is not done, it will be assumed that you feel that the grievance has been resolved.


STUDENT GRIEVANCE REPORT
In accordance with the Surgical Technology Program’s grievance policy, the following grievance is being reported.

Description of grievance:


	











Signature: _________________________________	Date: ___________

Received By: _______________________________	Date: ___________

Faculty Response/Resolution to grievance:













Signature: ____________________________________	Date: ____________

If this does not satisfactorily resolve your grievance, please submit a copy of this form and any comments to the Director of Surgical Technology within three (3) working days.


Received By: _______________________________	Date: ___________




STUDENT GRIEVANCE REPORT
In accordance with the Central Sterile Processing Program’s grievance policy, the following grievance is being reported.

Description of grievance:


	











Signature: _________________________________	Date: ___________

Received By: _______________________________	Date: ___________

Faculty Response/Resolution to grievance:













Signature: ____________________________________	Date: ____________

If this does not satisfactorily resolve your grievance, please submit a copy of this form and any comments to the Director of Surgical Technology within three (3) working days.


Received By: _______________________________	Date: ___________






Director of Surgical Technology/Resolution to grievance:













Signature: ____________________________________	Date: ____________

If this does not satisfactorily resolve your grievance, please submit a copy of this form and any comments to the Dean of Health Sciences and Emergency Services within three (3) working days.


Received By: _______________________________	Date: ___________


Dean of Health Sciences Response/Resolution to grievance:













Signature: ____________________________________	Date: ____________

If this does not satisfactorily resolve your grievance, please submit a copy of this form and any comments to the VP/Provost of Central Park Campus within three (3) working days.


Received By: _______________________________	Date: ___________






VP/Provost of CPC Response/Resolution to grievance:















The student has exhausted all administrative appeals for grievance. The above response/resolution is final.


Signature: ____________________________________	Date: ____________



























SURGICAL TECHNOLOGY STUDENT ORGANIZATION
(STSO)
The Collin Surgical Technology Student Organization is a professional organization that promotes surgical technology with the following purposes:
A.	assume the responsibility for contributing to surgical technology education in order to provide for the highest quality of health care.

B.	provide programs representative of fundamental and current professional interests and concerns.

C. aid in the development of the whole person, his/her responsibility for the health care of people in all walks of life and his/her professional role.

To be eligible for membership in STSO, a person shall have an interest in surgical technology and its effect on Collin County and Texas surgical technology students. Surgical Technology students are encouraged to join and support the organization through active participation. Membership is not required but strongly encouraged.  
In order to attend STSO functions during scheduled class/clinical times, students are responsible for completing the STSO Travel Form and submitting it to the STSO Advisors PRIOR to attending. Only students in “good” standing are eligible to travel with STSO and miss class/clinical. Faculty may require a report of students attending a STSO function in lieu of class/clinical. Students are responsible for obtaining signatures from lecture, lab, and clinical faculty on the Student travel Form prior to the scheduled trip.





STUDENT TRAVEL FORM
I, ____________________________________, would like to attend the following Student function: ____________________________________ on ___________________ (date(s). I realize I must be a student in good standing in order to attend such a function missing classes and/or clinical. Good standing is both from an academic perspective as well as attendance. I further realize my instructors may require a written report of activities at the above function. I realize that I must submit this form to the Advisor with all appropriate signatures PRIOR to attending the function. Additionally, I must complete a travel waiver and submit official written verification of attendance to off-campus activity prior to attending this function. Collin College

__________________________________		     _______________________________
          Student’s Signature				 	 	Date

The following instructors have verified I am a student in good standing in my courses.
(Signatures MUST be obtained from primary faculty in each of your courses.)

Theory: SRGT ________	Assignment Required: ___________________________________
	  
	  Grade: ________	______________________________________________________

	__________________________			______________________________
	      Faculty’s Signature			   			Date

Clinical: SRGT ________	Assignment Required: ___________________________________
	  
	 Grade: ________	______________________________________________________

	________________________________		______________________________
	       Faculty’s Signature			   			Date

Other: SRGT _______	Assignment Required: ___________________________________
	 
	Grade: _______	______________________________________________________

	_______________________________		______________________________
	       Faculty’s Signature			  			 Date

Student is not in good standing and should NOT attend the above function for the following reason(s): __________________________________________________________________

Course: ___________	____________________________________	______________
					Faculty’s Signature			          Date


STUDENT TRAVEL FORM
I, ____________________________________, would like to attend the following Student function: ____________________________________ on ___________________ (date(s). I realize I must be a student in good standing in order to attend such a function missing classes and/or clinical. Good standing is both from an academic perspective as well as attendance. I further realize my instructors may require a written report of activities at the above function. I realize that I must submit this form to the Advisor with all appropriate signatures PRIOR to attending the function. Additionally, I must complete a travel waiver and submit official written verification of attendance to off-campus activity prior to attending this function. Collin College

__________________________________		     _______________________________
          Student’s Signature				 	 	Date

The following instructors have verified I am a student in good standing in my courses.
(Signatures MUST be obtained from primary faculty in each of your courses.)

Theory: HPRS ________	Assignment Required: ___________________________________
	  
	  Grade: ________	______________________________________________________

	__________________________			______________________________
	      Faculty’s Signature			   			Date

Clinical: HPRS ________	Assignment Required: ___________________________________
	  
	 Grade: ________	______________________________________________________

	________________________________		______________________________
	       Faculty’s Signature			   			Date

Other: HPRS_______	Assignment Required: ___________________________________
	 
	Grade: _______	______________________________________________________

	_______________________________		______________________________
	       Faculty’s Signature			  			 Date

Student is not in good standing and should NOT attend the above function for the following reason(s): __________________________________________________________________

Course: ___________	____________________________________	______________
					Faculty’s Signature			          Date



Forms Requiring Student Signatures









Print Student Name




Student CWID





I, the undersigned, have read and understand the following sections as written in the Surgical Technology Program Handbook and do agree to abide by the guidelines and policies as written:

(Initial each section below)


 	Guidelines/Policies/Requirements
 	Attendance Agreement
 	Dress Code Requirements
 	Grade Requirements
 	Clinical Requirements









Student Signature	Date







Instructor Signature 	Date
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