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Dear Entering Surgical Technology Student:

Congratulations on your choice to pursue a career in a veryEXCITING allied health profession!

We look forward to the opportunity to assist you to meet your goal in becoming a Certified Surgical
Technologist. We, the Surgical Technology faculty of Louisiana Technical College Lafayette Campus
(LTC-LC), are committed to quality health care and th erefore strive to complete a qualified graduate who
is well prepared to provide quality patient care. Our definition of qualified includes that the student:1) sits
for the national certification exam, written and administered by NBSTSAbefore graduation; 2) acquires
the academic and manualskills and a sound understanding of the scientific principles of Surgical
Technology in order to perform the required job duties comparable to that of an entry level employee, and
3) development of a surgical conscience hat demands the student remain accountable, self-directing, and
always mindful to act as the patients advocate. We, the faculty, try to lead you by example. We only ask of
you what we ourselves have done to achieveur goals of becoming Certified Surgical Technologists. We
believe that this is best achieved in an environment of mutual respect, cultural diversity, synergistic
efforts, and compassion for all people.

The teaching/learning process is a mutually reciprocal relationship on the part of the teach er and the

learner. We usea variety of methods to stimulate both didactic and clinical learning in order to meet

specific objectives and to enable a studentto grow as a person. An essential outcome of learning is to

increase the learner's ability to apply and transfer the learning to new problems or situations in order to

make independent clinical judgments withThoughbue Sur gi cal
involvement with clinical affiliations, the Surgical Technology Occupational Advisor y Board, the state and

national professional organizations and relationships with other Surgical Technology educators across the

country, we strive to deliver the most current and relevant information in the most effective teaching

modality.

Your success i the clinical portions of the Surgical Technology program will depend upon your
commitment . The time you spend preparing for lecture, practicing skills, and studying for exams and
quizzeswill be significant- and you must be dedicated andtask oriented. We are here to help you reach
your professional and academicgoals by inspiring you to cultivate a desire to understand, a commitment
to pursue excellence, and a willingness to help others before thinking of yourself.

The Surgical Technology profession isa service that requires trained and disciplined personnel. A job in
surgical technology has serious responsibilities. The need for trained surgical professionals is in high
demand and is expected to grow for many years to come across the nation. We beliex that our profession
contributes to filling a selective need in our society. Although the course work is strenuous and
demanding, and there will be times that you question your ability to continue, we urge you to stay the
course and believe in yourself. Those who have graduated this program will attest that all of the sacrifices
were justified upon graduation , certification, and employment !

Lorie Lavergne, CST, FAST, AAS Amy Broussard, CST, CEAAAS
Program Director Clinical Coordinator
Rochelle Duplechian, CST, AAS, BS
Materials Management

PLEASE KEEP THIS BOOK FOR CONTINUOUS REFERENCE THROUGHOUT YOUR
PROGRAM. ITIS WRITTEN IN REFERENCE TO THE LCTCS POLICIES AVAILABLE AT:
http://www.Ictcs.edu/policies.asp
AND WITH THE LTC POLICIES AVAILABLE AT:
http://www.greateracadianare gion.net/policies/200SA.htm
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HEALTH OCCUPATIONS DEPARTMENT

DEPARTMENT HEAD OF HEALTH OCCUPATIONS
Mrs. Pemella Williams, RN, BSN, MHSA, pwilliams@ltc.edu , ext 136

PRE CLINICAL INSTRUCTORS
Mrs. Connie Hyde, RN, BSN, chyde@ltc.edu, ext 135
Mrs. Pemella Williams, RN, BSN, MHSA, pwilliams@Itc.edu , ext 136
Mrs. Connie Desoremeaux,RN, C.D.P, BSN cdesormeaux@ltc.eduext 135

SURGICAL TECHNOLOGY PROGRAM DIRECTOR i INSTRUCTOR
Mrs. Lorie Lavergne, CST, FAST, AASllavergne@ltc.edu , ext 137

SURGICAL TECHNOLOGY CLINICAL COORDINATOR T INSTRUCTOR
Mrs. Amy L. Broussard CST,CFA, AAS,amy.broussard@Itc.edu, ext 137

SURGICAL TECHNOLOGY MATERIALS MANAGEMENT - INSTRUCTOR
Ms. Rochelle Duplechian, CST, BS AAS, rduple chian@ltc.edu , ext 137

ADMINISTRATION

LTC - REGION IV DIRECTOR/ LAFAYETTE CAMPUS DEAN
Mrs. Phyllis Dupuis , pdupuis@ltc.edu, ext 102/108,

LTC - REGION IV ASSOCAITE DEAN OF ACADEMIC AND STUDENT AFFAIRS

Mrs. Pam Sonnier, psonnier@ltc.edu , ext 107

LTC -REGION IV LAFAYETTE CAMPUS ASSISTANT DEAN
Mrs. Desiree Huggins, dhuggins@ltc.edu ,ext 104

STUDENT AFFAIRS OFFICER/ ACADEMIC COUNSELOR
Ms. Connie Chopin, Student Services cchopin@ltc.edu , ext 148

FINANCIAL AIDE ADVISOR
Ms. India Powell, Student Services ipowell@ltc.edu , ext 121

IMPORTANT COLLEGE CONTACT INF ORMATION

www.greateracdianaregion.net
Main Phone Line Phone: 337 -262 -5962
Student Services: ext 124
Main Fax Line: 337 -262-5122
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MISSION OF THE
SURGICAL TECHNOLOGY PROGRAM

The mission of the Surgical Technology program is to provide a learning environment
and experiences in both didactic and clinical training that reflects occupational trends
and meets the needs of the region. The profession of surgical technology is service
oriented and requires train ed, disciplined personnel. The training is designed to allow
students to acquire competent knowledge of the skills to render them competitive in the
job market. The curriculum encourages the student to be self-directed in learning both
during training and after completion.

PHILOSOPHY OF THE
SURGICAL TECHNOLOGY PROGRAM

The faculty of Louisiana Technical Collegei Lafayette Campus, Surgical
Technology Program, believes that Surgical Technologists work efficiently in the role of
an allied health professional in the operating room and other related areas. The surgical
technologist works closely with surgeons, anesthesia providers, registered nurses, and
other surgical personnel delivering patient care before, during, and after the surgical
procedures. Clinical activities in accredited hospitals are also part of this competency-
based program.

It is also our belief that the synergistic approach to surgical patient care, as well
as expertise and judgment w h i c, hhumans dignity, t a | t
individual uniqueness, physical, emotional, and spiritual well being, must be of utmost
consideration in the performance of related duties. The surgical technologist must be
flexible, alert, and prepared to meet the needs of the profession.

Surgical Technologists have an obligation to practice their profession safely and
to protect their patients from ha rm. We will assist surgical technology students to
acquire a solid foundation of basic information on which further depth and breadth of
knowledge can be addd. Students must recognize that they are accountable for their
actions and clinical decisions.

We believe, as with all areas of health care, that thesurgical environment is very
dynamic with ever emerging trends, and the surgical technologist must be willing to
make a lifelong commitment to the learning process. Changes will be made in the
program/ curriculum to reflect these advancements andwill be consistent with the core
values and objectives of Louisiana Technical College and theHealth Occupations
Department. Personal cntinuing education will keep the surgical technologist abreast
of changes and technological advancements of their profession as well as to develop new
skills.
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OBJECTIVES OF THE
SURGICAL TECHNOLOGY PROGRAM

The objectives of the Surgical Technology program are to provide students with the
skills and knowledge that will enable them to:

Assist in maintaining a safe operating room environment
Apply the principles of aseptic technique to establish a sterile field, perform
specific surgical tasks, and disinfect and sterilize equipment/ instrumentation to
provide safe surgical care

*  Provide for safe preoperative and perioperative care under the supervision of
professional personnel

*  Perform the specific skills required for assisting with selected/ assigned surgical
procedures

* Develop the entry-level employment skills for the various roles of the surgical
technologist

* Meet the educational requirements necessary to take the certification
examination administered by the National Board of Surgical Technologist and
Surgical Assisting (NBSTSA)

* Meet the Associate of Applied Science educational requirements necessary for
successful completion of transferable General Education course: English, Math,
Speech, Psychology, and Physical Science.

COMPLE TION OUTCOMES

Upon completion of the Surgical Technology Program, the graduate should be able to:

* Recognize and use terminology and abbreviations common to the practice of
health care.

* |dentify and employ personal and professional characteristics essental to
becoming a surgical technologist.

*  Apply basic knowledge of normal body structure and function and recognize
deviations from the normal.

* ldentify disease-producing organisms and principles of disease transmission to
prevent infection and promote healing.

* |dentify the transmission of HIV and HBV with recognition of prevention
according to principles of universal/standard precautions.

* Demonstrate scientific knowledge in the application and practice of fundamental
and advanced skills and concepts necessg to provide safe patient care.

* Perform basic computer functions and minimal computer documentation in the
clinical setting.
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*  Apply basic principles of mathematics to surgical pharmacology.
* Assist in maintaining a safe operating room environment.

* Apply principles of aseptic technique to establishing a sterile field, performing
specific surgical tasks, disinfection and sterilization procedures to provide safe
surgical care.

Classify and properly hand basic surgical instruments and surgical sutures and
needles.

* Perform specific skills required for assisting with selected/assigned surgical
procedures in the clinical setting.

* Provide safe preoperative and perioperative care for all patients.
* Assist with immediate postoperative patient care and assessment.

Make immediate and future decisions concerning job choices and educational
growth with an increased level of professionalism and leadership.

The program is currently accredited by
Commission on Accreditation of Allied Health Education Programs
(formerly, Comm ittee on Allied Health Education and Accreditation)
35 E. Wacker Drive Suite 1970
Chicago, IL 60610 -2208
Phone: (312) 553 -9355, e -mail: caahep@caahep.org.

The program  uses the Core Curriculum 5th Edition , Recommended Practices established
by the Association of Surgical Technologist and The Association of Operating Room
Nurses , and established standards of care recommended by The Joint Commission, The
American College of Surgeons and the Occupational S afety and Health A dministration
when reviewin g and revising the  Surgical Technology curriculum we offer at Louisiana
Technical College Greater Acadiana Region IV - Lafayette Campus
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COLLEGE MISSION STATEMENT

The mission of Louisiana Technical College, Greater Acadiana Region IV is to provide a
learning environment and experiences in both preparatory and supplemental training
that reflect occupation trends and meet the needs of the region. This training is designed
to assist students in achieving competency levels that would render them competitive
for entry level employment in order that every individual may be afforded an equal
opportunity to develop to his/her full potential .

COLLEGE OBJECTIVES

The objective of the Louisiana Technical College Greater Acadiana Region 4 is to provide
a learning environment and experiences in both preparatory and supplemental training
that reflect occupational trends and meets the needs of the region. The training is
designed to assist students in achieving competency levels that would render them
competitive for entry level employment in order that every individual may be afforded

an equal opportunity to develop to his/her full potential. Special upgrading and
supplementary training are available for those already employed.

The college is currently accredited by the
Accrediting Commission of the Council on Occupational
Education

Council on Occupational Education
41 Perimeter Center East, NE Suite 640
Atlanta, GA 30346
Phone: (770) 396 -3898, www.council.org
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SKILL REQUIREMENTS SPECIFIC FOR THE SURGICAL
TECHNOLOGY PROFESSION

The student must be able to meet orperform the following standards and skills in order to
participate in all clinical portions of the Surgical Technology program:

*  Successfullycomplete all prerequisite didactic and laboratory course work witha i C 0
average or better. The student must pass the Clinical Readiness PracticumExam in
order to participate in clinical rotations.

*  Perform a full -range of body motion including handling and lifting clients,
manual and finger dexterity, eye-hand coordination, and distinguish left
from right.

* Bend, reach, pull, push, stand, stoop, walk during shift, and agility to handle
body mass.

*  Lift and carry up to sixty (60) pounds.

* Demonstrate visual acuity (with correction if needed) within normal rang e
including peripheral vision and reading of fine print.

* Demonstrate auditory acuity (with correction if needed) that includes  hearing
muffled voices (through the mask) with extraneous background noise.

*  Withstand unusual smells.
*  Wear full surgical attire including personal protective equipment.

*  Adapt effectively, displaying flexibility in environments with high tension to insure
client safety.

* Concentrate and pay attention to detail. Ability to learn quickly without repetition
of instructions.

*  Perform fine motor skills with both right and left hands. [Dexterity and
application in working with microscopic pieces of equipment and sutures (finer
than a human hair), hold retractors, etc.]

*  Adapt to irregular working hours as well as ability to stay over shift as
necessary and stand unassisted for eight continuous hours maintaining
alertness.

* Respond quickly and in an emotionally controlled manner in emergency
situations.

*  Communicate in a rational and coherent manner both orally and in writing w ith
individuals of all professions and social levels.

* Recognize that work environment will include exposure to diseases and toxic
substances (sterilants, xray, fumes, development of latex allergy, and so
forth).

*  Show evidence of skin integrity, without open weeping lesions of the skin.
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*  Be able to problem solve using conceptual, integrative, and quantitative
reasoning skills.

*  The ability to develop and improve skills in organization of work and in learning
to use economy of time and motion.

*  The ability to use English language to communicate with individuals of all
professions and social levels.

I f you have concerns that you donéd6t meet
with the Program Supervisor or your advisor.

ASSIGNMENT OF ADVISORS

In an effort to assist students in their transition from a previous level of learning to the
technical level of education, each student will be assigned to an advisor. A Surgical
Technology Instructor will be assigned to each student as his or her advisor Your
advisor is available to work with you to meet your individual needs and to help enhance
your program performance. We strive to provide acknowledgement of each student as a
whole person with both student and family responsibilities. The same consideration for
us is requestied in return. Students are encouraged to make appointments with their
advisors as the need arises. Advisors will schedule at least one appointment with each
student per semester. However, should you need to speak with your advisoron occasion
other than this appointment you may feel free to do so. Hours of advising and contact
information is listed in Blackboard as well as posted outside of the Surgical Technology
office.

When guestions arise about your program or about requirements you should clarify this
with your assigned advisor. Considering
academic or clinical program is not advised. Misinformation is just as harmful as no
information.

Each advisor will seek to provide the most current and accurate information to support
the advising process. Students are responsible to submit OFFICAL transcripts and
course descriptions to the advisor and to student records for any other college(s)/
universities that they are requesting transfer credits from for general education courses.
A transcript evaluation will be performed in accordance with the Board of Regents
transfer matrix and forwarded to the college registrar for approval.
http://www.greateracadianaregion.net/resources/academic_student_affairs/matrix/bu
siness_matrix_2008 -2009.pdf
http://www.greateracadianaregion.net/resources/academic_student_affairs/crossenrol
Iment/MOU_SLCC_Region4_CrossEnrollment.pdf

Our desire is to make your experience in this Health Occupations Program at Louisiana
Technical Collegei Lafayette Campus (LTGLC) a successful one. Please assist us to
direct you toward reaching your goal.

Revised 12008 AB 11
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PROGRAM DESCRIPTION

SURGICAL TECHNOLOGY
CIP 510909

The Surgical Technology Applied Associate of Science Degree is ab870 clock hours or
72 credit hour program consisting of 6 semesters. The program is designed to prepare
students to work efficiently as professionals in the operating room and other related
areas. The surgical technologist works closely with surgeonsanesthesia providers,
registered nurses, and other surgical personnel delivering patient care before, during,
and after the surgical procedures. Clinical rotations in accredited hospitals and surgical
facilities are also part of this competency-based program.

The program progresses from simple to complex and consists of classroom instruction,
lab practicum, and supervised clinical experience in the core cases and the majority of
specialty cases listed in the Core Curriculum,3" Edition published by AST. The
instructors will present information by providing visual, auditory, and tactile exposure
to accommodate students learning styles. It will be important for students to prepare for
class and retain knowledge learned throughout their educational experience and be able
to apply that knowledge to practical use. Not all information learned will be applied
immediately and an ability to retain skills and concepts is necessary in order to be
successful.

This highly technical program instills an appreciation of t he synergistic approach to

surgical patient care, as well as expertise a
safety and well being. Because the role is varied and expanding, the surgical

technologist learns to be flexible, alert, and prepared to meet the needs of the

profession.

Surgical Technologist are required to have anintricate understanding of the procedure
being performed in order to anticipate the needs of the surgeon and have the necessary
knowledge to ensure quality patient care during the operative procedure.

Graduates of the Surgical Technology Program are awarded an Associate of Applied
Science Degree from Louisiana Technical College and are eligible to take the
certification examination administered by the National Board of Surgical Technologist
and Surgical Assistants (NBSTSA). The surgical technology program is accredited by the
Commission of Accreditation of Allied Health Education Programs (CAAHEP) as
mandated by the NBSTSA in order to have students sit for certification and is audited by
the Accreditation Review Committee for Surgical Technology (ARGST).
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COLLEGE & PROGRAM
ADMISSION POLICIES
AND PROCEDURES

PLEASE KEEP THIS BOOK FOR CONTINUOUS REFERENCE THROUGHOUT YOUR
PROGRAM. IT IS WRITTEN IN LINE WITH THE LCTCS POLICIES AVAILABLE AT:
http://www.|ctcs.edu/policies.asp
AND WITH THE LTC POLICIES AVAILABLE AT:
http://www.greateracadianare gion.net/policies/200SA.htm

Some information in the following pages is t aken directly from the LTC Region IV college catalog
http://www.greateracadianar _egion.net/catalog/archive/0809 catalog/15 -admissions.pdf
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ADMISSION REQUIREMENTS

Louisiana Technical College, Greater Acadiana Region 4 operates under an open door
policy and serves individuals on an equal opportunity basis, including, but not limited to
adults, veterans, persons who have dropped out of high school, and minority ethnic
groups.

Prospective students seeking admission to Louisiana Technical College, Greater
Acadiana Region 4 are required to meet the admission requirements for the program in
which they are requesting entry. Admission to all programs at Louisiana Technical
College, Greater Acadiana Region 4 will be made without regard to race, religion,
national origin, sex, or disability.

STEPS FOR ENROLLING

1. Applicant completes Application f or Admission,
http://www.greateracadianaregion.net/policies/is/is04.pdf __, and submits with a non-
refundable $5 application fee and a $15 testing fee.

2. Applicant provides proof of stat e required immunizations if born after 1956.
3. Applicant provides proof of high school transcript and/or GED.

4. If applicable, applicant has official transcripts of previously attended college or
universities mailed to the campus.

5. Applicant is assigned a testing date to take the LTC entrance exam or supplies
proof of testing exemption.

6. If applicable, applicant reports for testing.
7. Applicant receives test results as applicable.

8. If required by law, applicant provides proof of registration with Selective Ser vice,
http://www.sss.gov/regist.htm

9. Applicant is notified to report for college and program orientation.

10. Applicant reports for college and program orientation and is assigned a Surgical
Technology advisor.

11. Applicant reports to pick up class schedule and pay applicable tuition/fees,
http://www.greateracadianaregion.net/admissions/tuition_fees.htm
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12. Student reports to and begins classes for all courses on approved schedules.

APPLICATION FOR ADMISSION

APPLICATIONS ARE ACCE PTED FOR CREDIT HOUR PROGRAMS M ONDAY THROUGH FRIDAY FROM
7:30 AAM.TO 4:00 P.M.

Names of eligible applicants for programs that do not require that specific entrance
placement testing scores be met prior to enrollment are placed on a waiting list
according to date of application. These applicants are accepted for enrollment on a first
come, first-served basis.

Names of eligible applicants for those programs that do require specific entrance
placement testing scores be met prior to enrollment, are placed on a waiting list only
after attaining the required scores. Names are listed according to the date the applicant
met the test requirements for the program requested. This includes Surgical
Technology.

ADMISSION STANDARDS

Louisiana Technical College Greater Acadiana Region 4 (LTC Region 4) adheres to the
equal opportunity provisions of the federal civil rights laws and regulations that are
applicable to this agency. Therefore, no one will be discriminated against on the basis of
Race, Color, National Origin (Title VI of the Civil Rights Act of 1964), Sex (Title I1X of the
Education Amendments of 1972), Disability (Title 1l of the American with Disabilities

Act of 1990 and Section 504 of the Rehabilitation Act of 1973), or Age (Age
Discrimination Act of 1975) in attaining educational goals and objectives and in the
administration of personnel policies and procedures. Reasonable auxiliary aids and
services are availableupon request to individuals with disabilities. Anyone with
guestions regarding this policy may contact the U. S. Department of Education, Office
for Civil Rights at 1-800-421-3481. Prospective students seeking admission are required
to meet the admission requirements for the program in which they are requesting entry.

ADMISSION PoOLICIES

Definition, admission eligibility, requirements, and procedures for Admission of First -
Time Freshmen are outlined in LTC Policy SA1930.254and Admission of Transfer
and/or Re -Entry Students are outlined in LTC Policy SA1930.255
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ENTRANCE EX AM
PLACEMENT TESTING

PROGRAM PLACEMENT TESTING SCOPE AND GUIDELINES

Placement tests are used to assist instructors and students in determining academic
skills levels. Results are used to guide students in making appropriate program choices,
to screen students for particular programs, and to determine which students need to
improve basic academic skills through Developmental Education.

An applicant may repeat the placement test within 15 calendar days (prior to
enrollment); however, there is a 30-calendar day waiting period for the ASSET if only
one form is administered. Additionally, applicants may be limited by the number of
times a placement test may be retaken prior to program admission/enrollment.

Transfer applicants whose official transcripts prove the successful completion
(minimum of C) in required college level transferable general education courses are
exempt from taking the placement exam, unless otherwise required for program entry
by an accrediting agency; i.e., Louisiana State Board of Pradtal Nurse Examiners.

W HO MUST PLACEMENT TEST

All applicants who are pursuing a credential of Associate of Applied Science (AA$
Surgical Technologyare required to take a placement test unless otherwise exempt due
to transfer. Placement scores accepted i Louisiana Technical College are: ACT, SAT,
ASSET, and COMPASS taken within the last 3 years.

YOUMUST PAYTHE TESTING AND APPLICATION FEEPRIORTO THE TESTING
DATE! Cost: Testing Fee = $15 (or $5 per part), Application Fee = $5; TOTAL = $20

TRANSFER CREDIT

Coursework for students enrolling in Louisiana Technical College with transfer credit
from other higher educational institutions will be evaluated to determine placement in
LTC courses.Acceptance of transfer credit toward an LTC credential is not guaranteed
to transfer students. Students wanting credential credit for previously completed
college coursework must submit an official transcript (or a copy from the official
transcript housed in Student Services), a course description from the courses to ke
evaluated, and the LTC Transcript Evaluation Request, (form 1S100.45), no later than
the semester before graduation and turn it into to the program advisor. The program

Revised 12008 AB 16


http://www.greateracadianaregion.net/policies/is/is100.45.pdf

Louisiana Technical College Surgical Technology P@linical and
Theory Course Handbook

academic advisor will submit these, along with any Course Substitutions (form 1S100.6)
as applicable, to the Associate Dean of Academic & Student Affairs for firal approvals.

FINANCIAL AID

Louisiana Technical College, Greater Acadiana Region IV offers many financial aid
opportunities for students to gain assistance with tuition, books, supplies, child care, and
more. Information can be found on the region web site,
http://www.greateracadianaregion.net/admissions/financial_aid.htm ; or by making an
appointment with the financial aid officer, Ms. India Powell, ipowell@ltc.edu.

It is important to note that note all HNUR courses have the same amount of financial
aids hours as credit hours. Please contact Ms. Powell for more information.

TUITION , FEES, SCHOLARSHIPS , AND REFUNDS

A complete program fee information sheet can be found in the Appendix of this
handbook. Every effort is made to keep the information as up to date as possible, but we
ask that you please remember we do not set many of these prices. The current tuition
schedule can be viewed orthe Region IV website at
http://www.greateracadianaregion.net/admissions/tuition_fees.htm

Policies regarding refunds for dropped or rescheduled classes can be reviewed at
http://www.greateracadianaregion.net/catalog/archive/0708_catalog/18 -refunds.pdf
Professional scholarships for Surgical Technology students are available atvww.ast.org
Please consult your Surgical Technology advisor for more information on available
scholarships.

Full Time Status: 12 credit hours or more Fall/ Spring semesters
6 credit hours Summer semester
¥% Time Status:  7-11 credit hours or more Fall/ Spring semesters
Part Time Status: 6 credit hours or less Fall/ Spring semesters
6 credit hours or less Summer semester

BOOK STORE

LTC-LC does not have a bookstore on carpus. We do offeran online bookstore, MBS
DIRECT, that can be accessed through the website
http://bookstore.mbsdirect.net/ltc4.htm . If you would prefer to purchase your books
locally you can visit  and books too

3315 Johnston Street, Lafayette, LA 70503.

337-984-3405
A complete booklist can be found in the appendix of this handbook. PLEASE NOTE-
once a book is purchased, the instructors will not change the book or edition during
your program. However - if a class has not started the instructors reserve the right to
change the required books. Please do not purchase books ahead of time. You will be
notified when a new book is required.
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LIBRARY RESOURCES

LTC-LC does not have a library on campus. We do offer online library resources through
the website at http://www.greateracadianaregion.net/library/index.htm . You also have
access to the nationalweb based libraries listed on the same web page. Thenedical
library at LSUHSC-UMC Hospital located across from the collegeis available for
students to review books- however you are not allowed to check them out.South
Louisiana Community College and the University of Loui siana at Lafayette will allow
LTC students to use their facilities as well. If you should require any assistance with
accessing any of these resourcesplease feel free to contact your Surgical Technology
advisor- we will be happy to assist you.

MISCELLAN EOUS COLLEGE SERVICES

Other services offered to students through Louisiana Technical College Greater
Acadiana Region 4 include:

Financial Aid, Academic Tutoring, Practical or Technical Tutoring, Academic
Counseling, Computer and Internet Access (computer lab room 301), Students with
Disabilities, Assistance with Career Planning, and Career Information Services with

the Student Employment Opportunities web based job posting. All of these services can
be accessed through the website at
http://www.greateracadianaregion.net/students/index.htm

STUDENT ORGANIZATIONS

The Surgical Technology faculty at LTCi LC encourages student participation in
organizations that foster development of skill s in self-direction, leadership, and
professional activity. These organizations include the campusStudent Association of
Surgical Technology (STSA), the Louisiana Surgical Technology Student Association
(LSTSA), National Association of Surgical Technology Students (ASTSA), Skills USA,
Student Government Association (SGA), and National Vocational Honor Society
(NVHS). Students will be allowed the opportunity to participate in and attend meetings
of various organizations. Students must be in good academicstanding in order to be
granted participation in such student activities. Students will not be marked absent
from class when participating in these organizational activities; however, they are
responsible for missed course content. During the course d their program, students are
encouraged to participate in community service activities outside of class time such as
American Cancer Society, Breast Cancer Susan G. Koeman Walks or fundraising, and
March of Dimes fundraisers.
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LTC -LC Student Associat ion of Surgical Technology

Ms. Rochelle Duplechian is senior advisor for the student association on campus. You will be invited to
an orientation meeting during the summer semester. Please direct any questions you have regarding the
association to rduplechian@Itc.edu . The purpose of the LTGLC Student Association of Surgical
Technologist is to encourage and assist students in personal growth and professional development in
Surgical Technology. Photographs and/or video may be taken and used for publicity. A release for use of
your image is located in the appendix for your review. Members of this organization contribute to group
activities and participate in school and community events. State and National level stude nt
association are also available!

Student Government Association -
Student Government Association represents all students of Louisiana Technical College. This organization

seeks studentsd opinions and encour agrmrmattecseertaininguct i ve

to student welfare, activities and participation in planning and administration. Election of officers and
program representatives is held every March. The student government has faculty advisors to assist in the
council activities. The association raises funds and volunteers time to many community activities.

Mrs. Janet Nettles- Advisor I_Business Department

Phi Beta Lambda (PBL)
Phi Beta Lambda is a national association. Its mission is to bring business and education together in a
positive working relationship through innovative leadership developmental programs. Proven results of
PBL membership are leadership,selffc onf i dence, competitive abrisingti es,
experience, good citizenship
and business proficiencies. PBL includes state and national competitions in which students demonstrate
their business and leadership skills.
Mrs. Patricia Cormier - Advisor- Business Department

Skills USA
SkillsUSA is a national organization for trade, industrial, technical and hea Ith occupations students. It
preparesAmer i cads high performance workers and provides
in leadership, teamwork, citizenship, and character development. Work attitudes, communication skills,
and self-confidence are also reinforced by SkillsUSA. It emphasizes total quality at work, high ethical
standards, superior work skills, lifelong education and pride in the dignity of work. SkillsUSA also
promotes understanding of the free enterprise system and involvement in community service activities.
SkillsUSA programs include local, state, and national competitions in which students demonstrate
occupational and leadership skills. During the annual national -level SkillsUSA Championships, more than
4,500 students compete in 64 occupational and leadership skills areas. SkillsUSA programs also help to
establish industry standards for job skill training in the classroom.

Mrs. Amy Broussard- Advisor- Surgical Technology; Chef Jerry Sonnier & Earline Thomas Advisors-

Culinary Arts; Mr. Pernell Livingston - Advisor- IT Department

National Technical Honor Society
The National Technical Honor Society is an honor organization for outstanding students enrolled in
occupational or technical programs. Qualifications for membership requir e the student to be a third-
semester student with a 3.0 GPA. Members receive a National Honor Society seal placed on their diploma
or degree. The national office will also submit a letter of recommendation to potential employers for
members.

Ms. Jackie Jones Advisor- Hospitality and Tourism

Membership in professional organizations is the key to changing and improving a
profession. Start at you school level I _and see how big of a difference one voice
can make!
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SURGICAL TECHNOLOGY PROGRAM ADMISSION
REQUIRE MENTS

[ —

. The applicant must have completed an application through student services with

all required documentation attached.

2. New applicants are accepted into the Surgical Technology Program to begin
HNUR or SURG coursesonce a year in the Spring Semester.Student can enroll
throughout the year to begin pre-requisite courses and general education courses.
New students are enrolled before the first day of each semester; Fall, Spring, and
Summer. Prospective students who have tested and are eligible will be notfied of
acceptance prior to the next available enroliment date.

3. Applicant must be 17 years of age prior to entrance into the Health Occupations
Programs.

4. A diploma or GED from an accredited high school plus any other official
transcript is required of all applicants.

5. Minimum entrance scores for all degree seeking programsmust be obtained on

either the COMPASS or ACT.Scores are accurate as of November 2008.

Type of test Mathematics Reading Language
ACT 18 18 18

(sub score)

COMPASS 48 80 68
ASSET 41 41 44

Students who do not meet the minimum COMPASS or ACT score must remediate
their testing until the above mentioned scores are met. These students arenot
allowed to be enrolled in Louisiana Technical College system under
the Surgical Technology program or any other AAS curriculum until
the approved score in all three competencies are met.

6. All applicants must have attended a college orientation delivered by the student
service department and/or college student counselor.

7. All applicants must attend a programmatic orientation prior to beginning a
semester when any HNUR class is scheduled. Program orientations are held
before the start of the Spring semester.

NOTE: If no Surgical Technology programmatic orientation is scheduled for

that semester, special consideration will be given to orient the student to the
department 6s rul es and/ or regul ations and
prior to beginning the courses; or a Surgical Technology student may be

required to attend a practical nursing o rientation prior to the beginning of the

HNUR courses. If a student is re-admitted to the program after sitting out a

regular semester, they may be required to re -attend a program orientation.
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SURGICAL TECHNOLOGY CLINICAL ADMISSION
REQUIREMENTS

1. All of the above requirements must have been successfully completed.

2. The first scheduled clinical rotation (SURG 1302) for students begins near the
middle of the Fall semester of the first year of enrollment. It is required that the
student have a completed History and Physical, Drug Screen, Background
Verification, and other health required immunizations/ documentation on file in
the Surgical Technology department by the end of the semester immediately
preceding enrollment in a clinical rotation course (usually Summer semester).
The student will be notified of deadlines and given all required forms with ample
time to comply and have forms completed. Any student who fails to submit
required documentation will not be allowed to attend clinical rotations at any
affiliate clinical site - and will therefore be dropped from the program for failure
to progress.

3. All students must be aware of the importance of supplying correct information on
college applications, college recordsetc. Students should also notify the campus
Office of Student Affairs if personal information changes
during their enroliment. Falsification of student records may result in dismissal
from college.

A Summary of the medical student records are supplied to the clinical affiliations

wi t h t he panissieheAl stuent records must be true and correct to

the best of the studentds knowledge. Any f
in the student being excluded from attending clinical rotations - thereby unable to

complete the program.
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MEMO

TO: APPLICANTS TO HEALTH OCCUPATIONS PROGRAMS
SURGICAL TECHNOLOGY CURRICULUM

FROM: DEPARTMENT OF HEALTH OCCUPATIONS

RE: APPOINTMENT TO SURG COURSES

Currently, the openings for any surgical technology (SURG) core courseare limited.

Due to the larger enrollment into this program and the limited availability of openings,
entrance into ANY SURG courseshall be awarded primarily on the basis of over-all

grade point average (GPA) in courses taken at LTCLC. Additional considerations will

include the student 0s asbctalebehdaon arel additonad such,
program policies. The student completing the first semester of their respective course
with the highest grade point average shall be awarded a position, with the remaining
positions awarded to the succeeding highest grade point average until all available
positions are filled. Please be informed that other program requirements will also be

considered such as attendance, conduct, and other program rules and regulations.

Students who have failed a course (s) and are continuing enroliment or re-enrolling on a
part time basis for only those courses needed to qualify for the positions will not be
granted positions over full time, first time S.T. students. Once this student qualifies for
semester two enroliment then that student may request that their name be placed at the
top of the waiting list. The student will be enrolled into the SURG 1000 courseprior to
students enrolling in the program at a later ti me. Progression in the Surgical Technology
program is based on the student meeting academic, attendance and behavioral (student
conduct) requirements.

You will be allowed to rate the facilities where you will like to do your 6th semester
externships (SURG 2402) - BUT that does not mean you will be placed in your #1 choice.
We are telling you about this now so no one misunderstands when the time comes to
assign externships. Students who have worked at a facility in the recent past

should be aware that they w ill not be placed there for Clinical 1l rotations

Pemella Williams,
Department Head, Health Occupations
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STUDENT ACADEMIC/
HEALTH RECORD
REQUIREMENTS
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REQUIRED STUDENT RECORDS

Health forms must be completed and received prior to clinical enroliment in the
Surgical Technology Program. The required health care form is located in the
appendix for review - but will be given to you by instructors for completion by the
student 6s pr i orgtimary pealthcare @rova mer. A signature sheet
acknowledges you have read and understand these policies.

History and Physical : The student must have acomplete physical examination
(including lab work) as indicated on the health care form. Physical examinations are
good for one year. Emotional stability of the student will also be evaluated by
physician performing a physical exam. The student is encouraged to be forthcoming
with a complete mental health history. Should the student exhibit symptoms of
emotional instability at a ny point in his/her program, a follow -up mental evaluation
may be requested. The student will be required to repeat the examination after one
year. Students will not be allowed in the clinical setting without
completed health forms. Probation, suspension and/or termination are
recommended for the clinical time period missed due to incomplete health forms.

Immunizations: In accordance with state law (Louisiana R.S. 17:170 Schools of
Higher Learning) all students born after January 1, 1957 enrolling for th e first time
into a institution of higher learning must furnish proof for immunizations.
All students are required to provide proof of tetanus and diphtheria (TD) vaccination
within the past ten years regardless of age. This information wasrequired with the
application to the college. It should be presented to thephysician at the time of your
physical examination. Most records can be obtainedfrom parents, high school
records, health units, student servicesdepartment here on campus, or pediatricians.
http://www.greateracadianaregion.net/policies/sa/sa200.34.pdf

Hepatitis B:  The Hepatitis B Vaccination series (HBV) is strongly recommended
for all health occupations students unless contraindicated for medical reasons.
This is a series of 3 injections that will be given over a  period of 6 months. (Each
injection is usually about $60 - 80.00 unless you are of an age to obtain it at your
parish health unit.) Students who have completed the Hepatitis B vaccinations
should  submit documentation from their physician or clinic with their health
forms. The Hepatitis B vaccine (HBV) series must be started prior to enroliment into
the program in order to be complete prior to the clinical phase of the program.
Information regarding Hepatitis B and the risk is located in the appendix for review.
If the applicant has not started the HBV series OR does not wish to have the series,
the student will be required to sign a dedination form prior to beginning the clinical
rotation that indicates the risk of exposure to Hepatitis B, possibly contracting
Hepatitis B, and the declination of the vaccine seriesthat will be placed in his /her
records.
http://www.greateracadianaregion.net/safety/forms/declination_statement.pdf
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Tuberculosis  screening -(please note that this refers to TB (PPD) skin test or

chest xray) Students are also informed that the PPD skin test must be kept current

during the studentdos entire enrol | ThsfB i n t|
test must be repeated yearly. 't is the studentodés responsi
this test current. When the TB test is repeated at the yearly date, the student must

present a copy of the results of the test to the department to be placed in their

student file. This copy must include the complete documentation including, date of

test, date of readng, results and appropriate signatures. If this TB test is

admini stered as a part of empl oyment the re
the form. Failure to do this may result in immediate dismissal from the Surgical

Technology program.

Pregnancy : Female students enrolled in any clinical rotation should notify the

instructors, if she becomes pregnant, as soon as the pregnancy is confirmedThis is

strongly suggested by all Health Occupations faculty- but not M ANDATED. A

written releasefrom the private physician will be required t o pl ace i n the s
file. If the status of her condition changes, a new written release will be required for
documentation. The operating room is an environment full of risks for pregnant

women and unborn children when proper precautions are not taken (certain

chemical exposures, Nitrous gas used by anesthesiaradiation levels, etc.). The

pregnancy will in no way qualify the student as unable to complete the program

unlesst he student ds physi cilmabledacantineeslItwilllalsot s he
not qualify the student for any special treatment concerning course objectives,

attendance, clinical rotations, or case load.

Note : Student health records will be kept confidential and only summaries
(complete or incompl ete) of the information will released to any person within or
outside the coll ege. I nformation will not
permi ssion (Authorization for Rseldcedse of H
student signature sheet for review). All records will be accessed by authorized
college/departmental personnel only and maintained and stored in a secure
location separate from academic files until graduation or dismissal from the
program. Authorized personnel are defined as an instructor who may require
review and utilization of such records for educational purposes.
http://www.greateracadianaregion.net/policies/sa/sa200.46.pdf

http://www.greateracadianaregion.net/policies/sa/sal930.207.pdf

Background Checks : Louisiana Technical College, Region 1V, Allied
Health/Health Occupations will adhere to the policy of its clinical affil iates regarding
background checks of all employees and students participating in clinical courses.
The post secondary health occupations student is required to have a background
check completed as soon as possible, but no later than two weeks after orientaon;
unless otherwise specified by the program coordinator. Any student who fails to
obtain the background check may be dropped from any course requiring a clinical
component, thus being unable to meet the requirements certification as required by
his/her respective program. Background checks are very specific and will not be
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accepted from an outside source such as
background check from an employer. The background check provided by anLTC
campus in Region IV will remain effective as long as there is no break in enroliment.
If a student is not enrolled for a semester which causes a break in enroliment, then
t he background check must be repeated at
Each Allied Health/Health Occupations student is required to undergo a
background check according to the clinical facility requirements. The student will
fill out the required forms granting access to the company to conduct the
background check. The studentshall list the three most recent places of
employment, including name of employer, supervisor, dates of employment, and
pl ace of empl oy nphone rumberaThel studestshalbatsal list full
name, aliases or other names used, name of school attending, social security
number, date of birth , current address, and place of residence forthe last seven
years. The student shall pay the sum required by the company conducting the
background check. Results of completed background checks for students
participating in a clinical course shall be forwa rded to the clinical affiliates that
requires background checksas required per clinical affiliate .
The level 1 background check will include:
a) Criminal history at the county/parish level (unlimited counties/parishes)
b) Employment history (last 3 employer s) performed to meet JCAHO standards.
¢) Sexual offender/Predator registry
d) Social security number verification
e) Positive identification National Locator with
i Previous addresses
ii. Maiden/AKA name search
iii. National Health Care Data Bank (NHDB) Medicare/Medicaid co mpliance
which include
1. Office of Inspector General (HHS OIG) search
2. General services administration (GSA) search
3. FDA Debarment checks
iv. Employment History as well as education
V. National Wants and Warrants Submission
vi. Investigative Application Review
Vi, Terr orism Sanction review
f)  The student will be asked to list
i Name, and any other name s used
ii. Name of school attending and any others attended in the past
iii. Social security number
iv. Current address
V. Driverds |l icense number
Vi. Place of residence for the last seven years
Vii. The three most recent places of employment as well as:
1. The name of the employer/supervisor
2. Dates of employment
3. An address and phone number for each place of employment
Students with criminal records, Medicare/Medicaid sanctions, outstanding
warrantsorinac cur at e i nformation regarding soci

license number, or personal information will result in:
a) The student may not be allowed into the clinical setting as stated by the clinical affiliates
of each campus.
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b) The student may not be able to participate in clinical rotations and thus would be unable
to meet the requirements of the LCTCS for graduation; therefore, the student will be
dismissed from the program.
c) A student with misdemeanor charges must be cleared with the clinical facility p rior to the
start of his/her clinical rotation. The name of the student will be withheld, and only the
of fending action wil!/ be identified. This wildl
maintained.

Failure or refusal to undergo the screening policy will result in the student being
unable to attend clinical rotations. A Background Check resulting in misdemeanor
and/or felony charges may result in the student being unable to attend clinical
rotations . The clinical affiliate(s) will make the final decision of acceptance or refusal
of the student into their facility. The confidentiality of the student will be
maintained concerning results of the background information. A Release of
information form is located in the student signature sheet for your r eview.

Drug Testing : Health occupations faculty have a professional and ethical
responsibility to provide a safe teaching and learning environment for students and
the patients who receive their care. To fulfill this purpose, health occupations
(Medical Laboratory Technician, Patient Care Technician, Practical Nursing, and
Surgical Technology) studentd faculty must be free from chemical dependence
and/or mental illness that might result in unsafe behaviors during their participation
in learning experiences. These experiences include classroom, clinical and
laboratory settings, as well as other department sponsored functions.

The LTC-Lafayette Campus Health Occupations Department will adhere to its
campus policy and the policy of its clinical affiliates which require the testing of all
employees/students/support services in their facility. This policy is based on the
position that impairment may negatively impact all aspects of life; it is a condition
that can be treated successfully; and health occupaions faculty have a responsibility
to intervene when a patientods safety may be
potentially impaired.

Health occupations students are required to undergo random nine panel drug
screens at their expense duringeach semester of enroliment. Testing shall be
done by a drug testing service which meets or exceeds the certification requirements
set forth by Clinical Laboratory Improvement Act (CLIA) and/or Substance Abuse
and Mental Health Services Administration (SAMHSA).

Random drug screen testing may be assigned anytime during the program and as a
result of witnessed inappropriate student behavior observed by an instructor or

clinical associate. Inappropriate behaviors are those which may compromise patient
safety, violate dinical standards of care, or violate program policy. Signs of possible

impairment include but are not limited to the following:

A Excessive absenteeism

A pattern of tardiness

Late assignments with elaborate excuses for not meeting deadlines
Avoiding peers and faculty

Deteriorating productivity

Severe mood swings; observed erratic behavior

Pervasive poor concentration or difficulty making decisions
Significant distress or impaired ability to function

DD D> D>
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A Disorganized speech, incoherence, or delusions

A Pnhysical or behavioral indications of possible drug or alcohol impairment such as
staggered gait, dilated/pinpoint pupils, or direct observation of drug use

A Post accident or incident

Students exhibiting signs or symptoms of impairment may be dismissed from their
duties and escorted back to campus to meet with the student services counselor
and/or administrative personnel. A conference will be held to make the student
aware of the observations that were made. A prompt drug screen test and/or
medical evaluation may be required. If the drug tests and/or medical evaluation do
not substantiate t he all egations, t he stud
respective clinical performance evaluation tool. Adverse behaviors may negatively
impact the clinical grade. Failure to undergo the nine panel drug screen for
any reason will be considered a positive test . Positive results without a valid
prescription shall result in the following consequences:

1. The student will not be allowed into any clinical course.

a. Clinical experience is a requirement of all health occupations
programs. A health occupations student, who is not able to
participate in clinical courses, does not meet the program
requirements therefore, their program will be terminated.

The purpose of this policy is not to diagnose or provide treatment, but rather is a tool
to identify and avoid a potential problem. This policy is also intended to be a process
which should compel a student suspected of chemical impairment or mental illness
to undergo professional evaluation and follow -up.
http://www.greateracadianaregion.net/safety/forms/drugfree_students.pdf

The above policy went into effect as of summer 2006 and has been revised his fall
2008. The student is required to pay for a drug screen each semester of enrollment at
the same time as payment of tuition.

CPR BLS Certification  : Students are required to obtain AHA-BLS for Health Care

Providers certification prior to attending the clinical rotation sites. This course may

be offered as part of the LTC-Lafayette campus evening extension program or at

ot her community sites. l't is the studentos
obtain, and maintain their AHA -BLS certification for HCP throughout their Surgical

Technology Program. A student must keep this AHA  -BLS for HCP

certification  current at all times . When renewal is necessary, the student must

present the original updated certification card to the Surgical Technology

instructors. Thecer ti fi cation card wil/l be copied fo
comply with this requir e memedatedidmissalr esul t i n

from the Surgical Technology program.

Private health insurance coverage iIsSTRONGLY recommended for all clinical
students. All clinical students will be required t o complete a Health Insurance
Verification/ Waiver form before beginning th e clinical rotation. Louisiana Technical
College does carry insurance that covers any injury the staff or patient may receive
whil e under t he RiskMahaganedt Statementlisted bdldwas in
effect until written notice is given to terminate it.
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Latex Allergy = Documentation is required to be kept in the student health
records for all Surgical Technology students. Any student who has a documented
Latex Allergy will not be allowed to participate in skills/ laboratory courses
without the documentation. Important information is located on the Latex
Sensitivity/ Allergy information/declination form loca ted in the Appendix of this
handbook.

The State of Louisiana - Office of Risk Management has also issued a
statement which informs Health Occupations Students that they are not
covered by this school or the state for injuries or illnesses sustained in the
performance of their respective program duties. Students are
encouraged to have their own health insurance in the event of an illness
or injury. This statement does indicate, however, that an injury to a

third party, such as a patient, would be covered by the state. This policy
statement is also included in this handbook .

State of Louisiana
DIVISION OF ADMINISTRATION

OFFICE OF RISK MANAGEMENT

MARK C. DRE
COMMISSIONER OF AL

February 3, 1997

INSURANCE INFORMATION NOTICE 97-3

SUBJECT: INSURANCE COVERAGE FOR STUDENT INTERNS REQUIRED BY COURSE CURRICULUM

t is the responsibility of the Of
property and liability expos
fits a

universities, colleges. and s...00ls

i3 While doing th.
and

.......

erning

3 P cy. If v
the above. please contact Tommy Arbour at (504) 342-8414 or
8416.

TA:mp

I have read and acknowledge understanding of the above information and

am willing to comply.

STGNATURE_HEALTH GCGUPATIONS STUDENT = M/

Seth E. Keener, Jr.
State Risk Director

AN EQUAL OPPORTUNITY EMPLOYER

A Health insurance Verification/ Waiver form is located on the signature sheet
for your review. A form must be obtained
course which requires clinical rotations or patient care.
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SCHOOL HOURS

Preclinical and Theory Sessions :
Day: Monday - Friday
Full time - 8:00 a.m.-3:00 p.m.
PLEASE NOTE: Skills practical return demonstrations (HNUR 1211) are
frequently done during lunch and before or after college classes.

Clinical Session:
Day: Monday-Friday
Class time schedule on campus:8:00 a.m. i 2:50 p.m.
Clinical time in hospitals 6:00 a.m. -2:30 p.m.
*Consult class schedule for individual course scheduling.

GRADING SCALE

Allied Health courses are arranged in an order that progresses from basic to more
advanced levels. The student must successfully completall semester courses in order
to proceed to the next semester of the program. Perequisite and requisite courses may
be scheduled during the same semester. If the student does not pass the preequisite
requirement, he/she must drop the requisite course. Tuition will not be refunded even

if the total number of credit hours falls bel ow twelve. (Example: SURG 1201 Circulator
Role is a pre-requisite for SURG 1302 Clinical | and both are scheduled during the Fall
semester).

Students who fail a theory course (such as HNUR 1211: Nursing Fundamentals ) will
automatically receive an unsatisfactory grade in the laboratory component(s) for
that/those course(s).

Student will not be allowed to drop a course, such as HNUR 1211, if theyare
unsuccessful in the theory portion of the class- even if the course is not complete
because of skillstesting and the date to drop the course has not expired. Unsuccessful
attempt at the theory portion of a course results in the student not passing the course.

HNUR 1211, 1300, &1351

Performance is evaluated by the administration of quizzes and final examinations. In
units or courses where quizzes are given, the quizzes will constitute 25% of the
completion grade and the final exam will constitute the remaining 75%. (Refer to each
course or unit syllabus for specific grading instructions and for possible variations to the
above stated regulation).

Due to the critical nature of the duties required in the nursing profession, the Practical

Nursing Academic Policy is more stringent than the policy set by the LCTCS Board. In
order to remain in good academic standing, the student must maintain a minimum 80%
average or greater in each theory course and demonstrates satisfactory laboratory and

Revised 12008 AB 31



Louisiana Technical College Surgical Technology P@linical and
Theory Course Handbook

clinical performance. Additionally, the student must have a 2.0 grade point average
(G.P.A.) for each semester of higher program.

Surgical Technology students are reminded that even though they are not enrolled in the
PN program, they must abide by all regulations and policies while scheduled and
attending any HNUR course.

For all HNUR courses, the grading scale is adollows:

Grade Points Letter % Range Description
4 A 94-100% Excellent
3 B 88-93% Good
2 C 80-87% Average
1 D 70-79% Below Average Unsatisfactory
0 F 69-0% Failure

Students are kept informed of their progress in each course by quizzes and/or unit
grades and are available to the students via
to keep track of al grades. Conferences may be scheduled by the student or
instructor/advisor to discuss unsatisfactory academic progress.

Pre -requisite _and SURG Core Courses

Louisiana Technical College (LTC) (Policy No. IS 1930.154) has established a grading
scale degribing the letter grade that is associated with the percentage grade.

The grading scale at Louisiana Technical College for all programs, except those
regul ated by a |icensing board, i's listed bel
letter grade only, not the percentage grade.

Grade Points Letter % Range Description
4 A 90 - 100% Excellent
3 B 80 - 89% Good
2 C 70 - 79% Average
1 D 60 - 69% Below Average- Unsatisfactory
0 F 59 and below Failure
I Incomplete
W Withdrew/Dropped before drop date
F Withdrew/Dropped after drop date
AU Audit
P Non Traditional Credit
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Grade Posting

Course/ Program grades/GPA are calculated according to each course syllabus and
reviewed with the students at the orientation to that course. The Surgical Technology
curriculum does not afford the luxury of us giving you one method of formulating g rades
(e.g. quizzes always 25%, exams always 75%). It often depends on the units for each
cour se, the evalwuation tools wused, and the i
Students are instructed to print and read each course syllabus as it is posted on
blackboard in regards to the grading criteria. The student will be kept informed of
academic progress by the posting of exam grades and current average on Blackboard via
internet communication. The student must provide a current e-mail address. |If the
student does not have an email address, one will be assigned. Internet access is
available on campus in Room 30XStudent Resource Center/STEP Lab.All midterm and
final grades are calculated in an Excel spreadsheet and those calculations are considered
final. Any concerns/ questions regarding grades should be addressed with the
instructors.

Testing
Tests will be given after completion of each unit. A test schedule will be included on the

student calendar. Pop quizzes may be given occasionallylf a final exam is given, it

may be scheduled on a different day and/or time than is listed on the College final
examination schedule. When a change is necessary, students will be notified in class

A student should make every effort to be present for testing. If a student arrives for

class late on the day of a exam orquiz, they will be allowed to take the test. The

instructor administering the test will make the decision as to whether or not the

student will receive extra time - depending on the lecture schedule ard availability of

that time . Scheduled tests will NOT be given in advance. In the event of an absence for

a test or quiz, the student is to consult the instructor who gave the teston their first day

back. The test may be givenat that time or may be scheduled for a later date at the

instructors discretion . Make-up tests are not necessarily the same test given to the

class and are often essay type tests.Remember , It is the studentds
make arrangements with their instructor for missed q uizzes, tests, or assignments.

Failure to do so may result in a zero grade for the missed quiz or exam. Failure to
complete the make-up exam or quiz within two weeks of
may result in a zer o g¢r aidae. AnyAuedidnsiabaunthed s gr a
test can be discussed with the instructor. Corrections will be made if there is an error.

Do not hesitate to consult the instructor if there is a problem. Grades are placed on test

papers to assist the student in evaluaing their progress. Students should keep a record

of all quiz and test grades.

Test taking behavior  : The student is responsible for securing their environment
prior to test -taking. There must be sufficient space between student desks and all study
materials must be put up. The student CANNOT have any materials on their desk
during the time that they have an exam in their possession. Additionally, the student is
not allowed to open any texts, handouts or notebooks dealing with the subject being
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tested. Previous lecture notes are not allowed in class. Notes will be confiscated and
not returned.

W ritten assignments must be typed/ printed or written legibly, and consist of

proper grammar, spelling, punctuation, and sentence structure. When an assignment
involves a case studyt he patientds name or identifying ir
work submitted beyond the due date will be penalized by a deduction of score.

Remediation __in theory or clinical aspects of the program are available for every
student- but must be requested in writing (email is acceptable) for documentation.
Every effort will be made by the instructors to meet the needs of all students in helping
them to achieve their professional goals.

ACADEMIC PROBATION

HNUR Courses:

Students are kept informed of their progress in each course by quizzes and/or unit
grades and are available to the students via
to keep track of all grades. Conferences may be scheduled by the student or
instructor/advisor to discuss unsatisfactory academic progress. The student is placed
on academic probation in those courses with grade averages below 80%. Successful
completion of all first semester courses is required in order to continue to SURG classes
(Refer to Course Descriptions in the appendix).

Allied Health courses are arranged in an order that progresses from basic to more
advanced levels. The student must successfully complete all semester courses in order
to proceed to the next semester of the program. Preequisite and requisite courses may
be scheduled during the same semester. If the student does not pass the preequisite
requirement, he/she must drop the requisite course. Tuition will not be refunded even

if the total number of credit hours falls below twelve. (Example: HNUR 1211:
Fundamentals | is a pre-requisite for HNUR 1212: Geriatric Clinical | and both are
scheduled during semester one).Students who fail a theory course, such as HNUR 1211:
Nursing Fundamentals |, will automatically receive an un satisfactory grade in the
laboratory component(s) for that/those course(s). Additionally, if a student is
unsuccessful in laboratory skills practicum component of a theory course, the student
will receive an unsatisfactory grade in the theory portion of th e course. The student will
then have to repeat the course.

SURG Courses Students are kept informed of their progress in each course by quizzes

and/ or unit grades and are available to the s
responsibility to keep track of all grades. Conferences may be scheduled by the student

or instructor/advisor to discuss unsatisfactory academic progress. The student is placed

on academic probation in those courses with grade averages below0%.
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Students who fail a lab course, such as*SURG 1303- Surgical Technology - Lab , will
automatically receive an unsatisfactory grade in the laboratory component(s) for

that/those course(s). (SURG 1301 is a course that will be added to the curriculum in Fall 2009 and does not
appear on your curriculum yet as of 12-2008)

College Academic Standing

GOOD ACADEMIC STANDING- A student who has a cumulative grade point average of
2.0 (C) or higher on all course work completed at Louisiana Technical College is
considered to be in good academic stading. A 2.0 average occurs when the number of
quality points is twice the number of quality hours attempted.

ACADEMIC PROBATION- No student will be placed on probation before he/she has
attempted 15 credit hours. A student will be placed on academic prokation whenever the
Louisiana Technical College cumulative average is below a 2.0 (A=4.0). Once on
probation, a student will remain on probation (as long as each semester average is at
least a 2.0) until the Louisiana Technical College cumulative grade point average of 2.0
or higher is achieved.

ACADEMIC SUSPENSION No student will be suspended prior to attempting 24 -
semester hours enrollment. A student on academic probation will be suspended from
the institution for one semester at the conclusion of any semester or summer session in
which he/she fails to earn a semester grade point average of 2.0. A student who is
suspended at the end of the fall semester must remain out of school for the spring
semester. A student who is suspended at the end of the springsemester may attend the
summer session. If the student raises his/her LTC cumulative average to 2.0 during the
summer session, the student may attend the fall semester. If thecumulative average
remains below 2.0, or if the student does not attend the summer session, the student is
suspended for the fall semester. A student may appeal to attend the College during
his/her suspension semester. The appeal must be in writing to the Academic Appeals
Commi ttee on the studentds home campus.

ACADEMIC DISHONESTY

Plagiarism, cheating, fabrication, and other forms of academic dishonesty are

prohibited. Cheating includes having any item(s) with test information found on

him/her or copying work from past or present students for clinical required paperwork.

A student is considered to be cheating if any item is found on his/her person or within

hi s/ her environment during the test or i f it
turned in as onebds own. No items of any tyj
during testing. This includes, but is not limited to, water/soda bottles, pencil

sharpeners, tissues (single or package), cell phones, etc. All book bags will be closed and

stored in an inaccessible area until after test completion. Academic Dishonesty in

any form wil | result in i mmediate terminatnteon of t
the program the student must complete a new application. The date on this application

will determine when the student will be reconsidered for re -enrollment. If any changes
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in the curriculum have occurred during this time period, these changes will apply to the
student 6s p r caentrya n\dditiomadlyy ther student should be aware that
his/her behavior will be scrutinized upon re -enrollment. If any other cheating incident
occurs after re-enrollment, this will result in permanent termination of his/her program
and the student will not be allowed to re-enroll in any LTC-Lafayette Campus Health
Occupations Program. Dishonest behavior of any kind will not be tolerated in any
Health Occupations program. These professions rely on the integrity and ethics of the
individual. People rely on these individuals to protect their lives. It is imperative that
students understand this and that these principles will be upheld during this prog ram.

WITHDRAWING FROM COURSE(S) / WITHDRAWING
FROM COLLEGE

Dropping or withdrawing from a course (s):
The student who decides to drop/withdraw from a course(s) or
his/her program should:
1. Notify his/her current surgical technology instructor.
2. Comp | eSTEDEAT GHANGE IN COURSE LOAD 0
form. (This IS sometimes called an Add/Drop form.)
http://www.greateracadianaregion.net/policies/is/is100.4 _ 8.pdf
This form may be obtained from the Health Occupations administrative
assistant, Mrs. Sandra Duffy.
3. The personal information on the form should be completed by the student.
4. The course(s) that the student wishes to add or drop should be filled in
appropriately.
5. The form should then be signed by the st
course.
6. The form will be returned to Surgical Technology Instructors, or the
advisor/instructor, who will keep the form.
7. Finally, the form will be copied and then turn ed in to Student Services.

Withdrawal from college :

The student who decides to withdraw from college should:

1. Notify his/her current nursing instructor

2. CompletetheA STUDENT WI THDRAWAL FROMfor®lOLLEGEDO
http://www.greateracadianaregion.net/policies/is/is100.47.pdf
The personal information on the form should be completed by the student.
The student should provide the AEmMpl oy men
Theformshoul d be signed by the studentds advi
The form will be returned to Surgical Technology advisors who will make a
copy of the form.
The student will then continue to student services for completion of the
withdrawal and/or a refund of tuit ion if appropriate.

oukw

~
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*** Properly withdrawing from courses or college is imperative in

order to maintain a good academic record. A student who chooses

to drop from courses or the program and does not complete the

proper procedure will be dropped for unsati sfactory progress.
Failure to withdraw properly wild.| result
incomplete courses for that semester.

RE-ADMITTANCE

A student who fails or drops any surgical technology course is allowedONLY ONE re-
enrollment , regardless of the reason for withdrawing/ dropping . The student isallowed
a total of two attempts to complete a course and to complete the program. After the
second attempt, the student must reapply to re -enter the surgical

technology program. The date on the re-application and entrance exam scoreswill
determine the timeline for re -entry in to the program.

BLACKBOARD/ EMAIL REQUIREMENTS/ GUIDELINES

The primary method for keeping students informed of their academic progress is via the
internet through Blackboard correspond ence. Therefore, the student MUST
maintain a working e -mail address in Blackboard. This is essential for
communication. Instructors are not responsible for making this change.

The student should also keep the department informed and updated of any physdcal or
e-mail addresses changes andprovides a means of telephone contact. Internet access is
available to students in various campus locations.

Grades will posted for each course on Blackboard and will be available at all times as a
way for the students to track their academic progression. Any questions regarding
calculations of grades she be discussed with your Surgical Technology advisor.

Every effort is made to post grades to blackboard as quickly as possible. This time line is
not considered the next day! If you believe that a test/ skills/ or clinical grade has been
omitted, please contact the instructors so that the matter can be investigated.

Email/postings on discussion boards should be used to facilitate communication in a
responsible, efficient, ethical, and legal manner. No derogatory comments/suggestions
and profanity may be used.

Attachment documents for email will only be sent as a last resort from the instructors.
The preferred method of forwarding documents is to post them for viewing unde r course
documents in the specific course.

Please refrain from using ALL CAPS when you email the instructors. It is very difficult

to read and is often taken as dyellingo in
instructors by their professional names and include your name on your emails. We
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cannot remember all of the email address for the large numbers of students we have so
knowing who sent us an email is often difficult.

Emails can be misdirected and/or forwarded to anyone. Please be aware of your
comments/ statements and know that it may be seen by more people than you originally
intended.

Instructors may - but are not required - to read or respond to emails on the weekend. We
do make every effort to answer email within a 24 hour period during the week. If you

believe that your message has been lost, not answered, or ignoredplease resend the
email or contact us by phone during our posted working hours.

The student will be notified of being placed on probation via e-mail, in person, or by
posting of probation in Blackboard. The student is responsible for contacting the
instructor to sign the probation form. In the event the student does not contact the
instructor to sign the probation form, the e -mail will serve as the student
notification/probation.

COMPLETION REQUIREMENTS

Students will be evaluated throughout the program by the Pre-clinical faculty, Surgical
Technology faculty, preceptors, clinical affiliation management, and peers.

Students are encouraged to perform seltevaluations as well, bas&l on criteria indicated
in course syllabi and on clinical evaluations. In order for a student to be recommended
to receive an Associate of Applied Science Degree in Surgical Technology and be
allowed to sit for the National Certification Exam, the student must have:

have met all entrance requirements

have completed all theory and clinical courses with a grade of (C) or greater
have completed all laboratory courses satisfactorily with an (C ) greater
satisfactorily complete all clinical and theory make up work

completed the 5 general education courses required in the curriculum

have a total of 72 credit hours

have no outstanding financial responsibilities to the college

have completed an application for graduation and paid associated fees

NGO~ WNE

The Louisiana Technical College Greater Acadiana Region IV Surgical Technology program has
chosen to use the national certification exam administered by the NBSTSA as a program
assessment exam necessary for programmati@accreditation (CAAHEP). Students will participate
in certification testing 1 month prior to completion of the program. Students complete the
required courses in the Fall semester of the year, yet the region holds graduation ceremonies at
the end of the Spring semester. This causes a 6 month lapse betweerhe student completing and
sitting for certification and actually receiving the degree. A letter of completion can be requested
in writing from the program director to allow students to work prior to their official graduation.
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GENERAL RULES AND
REGULATIONS
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UNIFORM / APPEARANCE
REGULATIONS

Wearing the school uniform should be limited to school hours only.

The clinical uniform should be worn daily. Shoes must be WHITE leather. No
clogs or open back shoes will be accepted.

Only white tee shirts may be worn under the uniforms. Students should refrain
from wearing tee shirts with logos and pictures printed on them - especially on the
sleeves

Uniforms should be clean and tidy. All buttons/snaps must be present and
fastened. Students with untidy and wrinkled uniforms will be asked to leave and
will be counted absent for the time missed. You should have a roller brush
available in your car to remove any excess animal hair or lint off of your uniform
before entering the hospital (especially at hospitals which require you to wear your
own scrubs in the OR).

The LTC-LC school patch must be visible on uniform and lab coat at all times. The
patch should be secured on the left sleeve about two inches below the shoulder
seam. Thepatch must be secured with thread, snaps, or Velcro (NO PINS).

No sweatshirts, jackets, or pull over shirts will be allowed in class or at clinical
sites. Students are urged to purchase the required lab jacket to wear during class
time. The classrooms on @ampus can be frigid to some people, and comfort if a
valuable asset for learning.

When performing skills demonstrations and or practicum, the uniform dress will
be graded as well. Failure to maintain uniform appearance will negatively affect
your skills grade.

Students will have OSHA approved safety goggles with safety strap when reporting
to clinical sites. It should not be assumed that the site will have protective eyewear
available for students. The student who does not have eyewear available will notbe
allowed to scrub cases and be counted absent for the time missed in the operating
room.

On designated organizational days ( Fr i d sstuderds) are allowed to wear
organizational tee shirts with blue jeans when not at clinical sites. Students may
not wear jeans and scrub tops or vice versa. ONLY organizational tee shirts are
allowed (class T-Shirts, the campus or state student association T-Shirt, or
approved surgical technology professional T-Shirt) .

LTC-LC | D6s are to be wor nnicalfadlites. oThey shaudpus or
worn on the left upper chest and be visible with name and picture. Student without
ID will be sent to the office to obtain a temporary ID and/or asked to leave the
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campus or facility and will be counted absent for that period . A student without an
ID at a clinical site will be sent home and counted absent for the day.

Hair must be up and off shoulders and away from face with simple styles that are
neat. No caps, hats, head wraps or other head covering will be allowed in the
classroom. This type of apparel is not appropriate while in uniform. If hair/ head
bands are worn to keep hair neat, they must match the uniform and be free of
decorations or adornments.

Fingernails should be kept short and clean. No acrylic nails, overlays, or nail polish
is allowed in surgery.

Excessive make up is not permitted. If worn, it should be applied fresh every
morning and done in good taste. No mascara can be worn because it can flake into
the operative field during surgery.

No jewelry is allowed. The only exception is 1 pair of small studded post earrings.
No other visible body piercing is acceptable at any portion of the program (nose,
eyebrow, tongue, etc.). No hanging earrings, rings, necklaces, or braceletswill be
allowed into the surgery department.

Especially for men: beards and mustaches should be kept neat and trimmed.
Growing a beard during clinicals is not advisable. If you would like to grow a beard
it should be done during break to maintain proper appearance during clinicals.

Hair should be kept above the collar.

No perfume/cologne or scented aftershaveis allowed. The surgical pat.i
of smell is exaggerated with the administration of medications and perfume/
cologne may cause nausea in the medicated patient.

Personal hygiene must be impeccable. Body odor is inexcusable. Smoking causes a
very strong odor and should be limited before clinicals. Surgery patients have a
very low tolerance for smells as mentioned before.

Failure to comply with uniform regulations will result in conference/ probation
status being assigned to the student. Continued violations will result in program
termination.

ATTENDANCE

Employees are expected to be consistently punctual and presentGood attendance
is a mark of dedication and maturity, whic h is a component of professionalism that
future employers consider seriously. Please be aware that poor attendance will
reflect on your job skill evaluations. The Surgical Technology Program begins the
process for developing a dependable health care emploge. Many health care
managers verify a studentdés attendance and
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employing him/her.  Students are required to obtain credit for all curriculum
program hours of instruction for completion requirements to be met.

All outsid e appointments must be scheduled at times other than clinical and class
hours i.e., physician, dentist, counseling, other family appointments.

lliness does occur, and student should refrain from attending class/ clinical if they

are exhibiting signs of havi ng an i nfectious/ communi cabl
release is required to return to class/ clinical rotations and should be based on:

1) the individual is no longer considered contagious to transmit the disease OR

2) the individual has a chronic infectious disease which poses little risk of
transmission in the school/ hospital environment with reasonable precautions.

Special consideration and approval for attending class/ clinical for students with a
chronic infectious disease must be acquired from the Surgical Technology Program
Director, Health Occupations Department Head, LTC Regional Director, and
affected clinical affiliations before entering or continuing in the program. All

FERPA laws will be abided by to protect the student and his/her family regarding

the matter.
http://www.greateracadianaregion.net/catalog/archive/0809 catalog/26  -ferpa.pdf

Students should be on time for class. Theory classes begin at 8:00 am unless the
student is otherwise notified. Clinical rotations begin at 6:00 am unless otherwise
notified. Each time a student arrives for class after 30 minutes of the scheduled
start time or leaves before class dismissal, the attedance will be charged as an
absence in onehour increments.

Students will be counted tardy when they arrive after the scheduled class/clinical
time and up to 30 minutes after the scheduled class/clinical time. Two tardies will
result in one (1) hour absences. Upon the third tardy, a student will receive a
make-up assignment equivalent to two hours. Students not present for roll call will
be marked absent. Itis thes t u d eeasgomdsibility to notify the instructor, at the
end of class, to change absento tardy.

Students will receive make-up assighments equivalent to the hours missed for
theory absences. Missed clinical time will be made up during vacations and/or
administrative week. If you anticipate a theory absence, please obtain an
assignment prior to the absence.

There are NO excused absences Any absence, regardless of reason, will be
document ed on t he student 6s attendance fo
attendance serious consideration.

PLEASE BE AWARE THAT THE ATTENDANCE POLICY FOR HNUR
COURSES AND SURG COURSES DIFFERS.
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Students may not miss in excess of 20% of theHNUR courses total clock hours of

absences during asingle semester . An attendance record is maintained on each

student. Any absence, regardless of the reason, will be documergd on the
student O0s attendance record. Student s ar
consideration as all absences could result in termination of his/her program. Upon

return the student is to report to the instructor of each class missed. The instructor

may issue a makeup assignment. The assignment(s) may involve home, school,

and/or library homework and must be completed within the designated time

frame.

NOTE FROM THE HNUR INSTRUCTORS

Absences, including hours resulting from tardies, cannot exceed twenty five (25)

hours in a fall or spring semester. In a summer semester, the total hours of

absence cannot exceed fifteen (15) hours. Unused hours do not rollover from one
semester to another. Additionally, absences cannot exceed 20% of the hours in ap

course. Absences in excess of 20% of the total course hours will result in the

student having to withdraw from the course. The student should refer to the
academic calendar to determine i f the drop

The student is reminded that HNUR courses are scheduled in a compressed
manner. Consequently, some courses do not begin before the last day to drop
classes with a AWo. As a resul t, i f abse
student wi || r e ¢ eThiy will have a defrinentgl reffiedt eon the
student s semester and cumul ative grade poi

The student will be placed on attendance probation if he/she is absent fifteen (15)
hours in the fall or spring semester or for 10% or more of the total course hours.
Each student is responsible for keeping track of his/her absences and tardies. A
form has been included in this handbook for this purpose.

The student will be notified of being placed on probation via e-mail, in person, or
by posting of probation in Blackboard. The student is responsible for contacting
the instructor to sign the probation form. In the event the student does not contact
the instructor to sign the probation form, the e -mail will serve as the student
notification/probation.

Students may not exceed more than10% of the SURG courses total clock hours of
absences during asingle semester. Students will be placed on probation after

being 5% of the total clock hours. Consequence forexceeding the allowable 10%

will result in the student being dropped for absences from the course . The
student is reminded that Surgical Technology courses are scheduled in a
compressed manner. Consequently,dropping a course will not allow the student to
continue in the program until the course recycles (usually 1 year). Alse some
courses do not begin before the | ast day to
absences exceed0% of those course hour s, the stude
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This wild have a det r i ssemdstarlandedmulaticetgraden t he
point average.
Each student is responsible for keeping track of his/her absences and tardies

The student will be notified of being placed on probation via e-mail, in person, or
by posting of probation in the Blackboard grade book. The student is responsible
for contacting the instructor to sign the probation form. In the event the student
does not contact the instructor to sign the probation form, the e -mail will serve as
the student notification/probation

Students are expected to get to the classroom on time. Since training is a
substitute work situation, a student must not wait until the instructor tells him/her
what to do before beginning work, not anymore than he/she would wait for a
supervisor to tell him/her to get back to work after a coffee break or lunch break.

Students are expected to be in attendance for each entire class session. To walk out
of class during lecture is disruptive and disrespectful to others. Leaving class also
interferes with personal learning and is therefore prohibited. Bathroom or drink
privileges will not be allowed during class.

Perfect Attendance Awards will be received at the end ofthe program by the
student(s) who has/have perfect attendance (no missed days, does not use persona
days or has no tardies in class and clinical).

HEALTH CONDITION NOTIFICATION

Latex Sensitivity or Allergy : Any and all precautions are used when students

have adocumentedL at ex sensitivity or allergy. Doct
private physician must be presented to the surgical technology department to keep

in the studentdés file. I f a sensitivity or

the clinical rotation, the student will be referred to their private physician or
appropriate level treatment facility for testing/treatment. Symptoms would
include: skin rashes, hives, flushing, itching, nasal or eye irritation, shortness of
breath, sneezing/wheezing, and shock.

Pregnancy :Female students enrolled in any clinical rotation should notify the

instructors, if she becomes pregnant, as soon as the pregnancy is confirmed. A

written release from the private physician will be required to place in the

studentos file. The operating room is an e
pregnant women and unborn children when proper precautions are not taken

(certain chemical exposures, radiation levels, etc.). The pregnancy will in no way
qgualify the student as wunable to complete
physician states that she will not be able to continue.

Other health condition s that you may have that could affect your clinical
judgment, mental status, or overall well being should be made known to the
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Surgical Technology instructors. Diabetes, seizure disorder, high blood pressure,
and need for frequent bathroom access related to urinary tract infections are some
of the situations that can lead to injury to either yourself and/or the patient if
precautions are not taken. No information given concerning your health will in
any way affect your standing in the program (unless it becomes debilitating or
disabling). The choice to share this information is left up to you - but we do
encourage you to give it some serious consideration.

Prescriptions: Use of prescription medications (pain relievers, sinus
decongestants, and mood o r mi nd altering medications)
mental status is not allowed in the operating room. If the medications are required

for a documented condition- the student will be given alternate assignments to

allow for class hour participation until through with the medication. Every effort

should be avoided to take these medications during clinical rotations. If they are
necessary, the Surgical Technology instructors must be notified during Clinical |

and Il. The facility the student is assigned to will also be informed in Clinical IIl.

Communicable Disease : Individuals who suspect they are infected with a
communicable disease, but who have not yet been diagnosed by a licensed medical
professional, and believe they may pose a risk to patients/others or are unsure of

their ability to perform essential functions as a student should notify the Surgical
Technol ogy faculty | MMEDI ATELY. The studen
an individual basis- and participation in clinical rotations will be based on the

Surgi cal Technol ogy instructorsdé fAreasonabl
medi cal knowl edgeodo. Once a definitive diagrt
is required from the treating physician stating tha t the student is able to safely

perform in a clinical setting without posing a risk to others. The Surgical
Technology department will make reasonable efforts to accommodate the student

with the understanding that the regulations set forth by the clinical affiliations

must be considered. All HIPPA and FERPA laws will be abided by, and the

individual is assured of confidentiality regarding the matter. The Health

Occupations Department reserves the right to initiate contact with an individual

who exhibits th e signs or symptoms of a communicable disease who has not come

forward. This will only occur if the individual has the potential to pose an

imminent risk to others or are unable to perform required task.

Skin Injuries:  Students should consider their arms and hands their most
valuable tools. Therefore, skin care is very important. Students with injuries

(cuts, sores, scratches, and scrapes) will not be allowed to scrub. Students should
avoid activities that may cause injuries to their hands or arms. Students who
exhibit injuries to their hands and arms are assigned other duties NOT TO
EXCEED 3 CLINICAL DAYS  throughout their clinical session.
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STUDENT CONDUCT

Students will encounter a diverse population during their enroliment in this program.
In any or ganization it is important that all members work together for the good of the
whole, so the rights and interests of all are assured. Students are expected to, at all
times, maintain good, positive interpersonal relationships and ethical conduct with,
but not limited to, faculty and staff at this college, peers, clients, employers and
employees of clinical affiliate agencies. Any failure to work together harmoniously and
effectively by maintaining good standards of behavior may affect the well being of the
patients. It is for this reason the following rules of conduct have been established. It is
your responsibility to know and to follow them. Common sense, good judgment and
acceptable personal behavior on your part will make our program and the hospitals a
better place to study and learn. Demonstration of poor behavior and unprofessional
attitudes of others are not an excuse for you.

You are accountable for your own actions !

Timeliness : Students are expected tocomplete assignedwork before lecture and/or
clinical days begin. Late submission work will not be graded without deduction.
Determination of the % of deduction will depend on the assignment and tardiness and

wi || be |l eft up to the instructords discretio

Good attitudes and high morale contribute t o every student 6s
Inappropriate comments or behaviors will result in dismissal from clasgclinical site and
counted as absence for thetime missed. Students should refrain from making negative
comments. Instructors are open to hearing ideas from students that will improve ALL
student sé | ear RAbubgnly &rmvprofessional eamdt productive manner.
Speaking to the instructor(s) in the privacy of the surgical technology office or away
from the staff at the hospital is best.

Cleanliness:  Classroom/laboratory cleanliness is the responsibility of the class
Students are expected to pick up paper, candy wrappers, soda cans, tissues and other
various items that can be left on the floor in or around each desk. Students are also
expected to return supplies to storage and to straighten storage areas. Brooms, sponges,
and other items are available for cleaning the area. On occasion, the class as a whole
will be given the assignment of cleaning the classroom and lab. All students $iould
participate in this assignment. In addition to classroom/ laboratory cleanliness, an
effort should be made to maintain the facility and grounds. Trash receptacles are located
throughout campus for trash disposal. Ashtrays can be found in designated snoking
areas for disposal of ashes/ cigarettes. Restrooms should remain free of personal items
disposed of during use. General population areas €.g. student lounge, cafeteria) are to
be treated with respect and kept free from litter, graffiti, and/or van dalistic markings.
Parking is allowed in designated areas only (no sidewalks and/or grass areas are
considered parking spaces). Take pride in your school and its appearance.
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Supplies : Paper, pens and sharpened pencils are used daily. Students should hae
these items available at all times. Any student without these items will be asked to leave
and counted absent until their return. Lab kits are to be purchased prior to the first day
of lab and available throughout the semester. Information will be give n to the students
in advance concerning contents and business where supplies can be purchased.
Borrowing/loaning of supplies from the department is not acceptable. Lockers are
available for storage of unneeded supplies.

Breaks/ Lunch : Students are to repart to the instructor before leaving the classroom
during class time or a designated preceptofmanager before leaving the department
during clinical rotations . Breaks are givenwhenever possible and are limited to NO
MORE THAN 15 MINUTES. BREAKS ARE NOT GUARANTEED AT CLINICAL SITES.
Lunch breaks will be given in 1 hour increments and will be announced at the beginning
of each semester.

Employment : A student in the Louisiana Technical College Greater Acadiana Region 4
Surgical Technology program is not perm itted to be hired as a Surgical
Technologist at anytime , under any conditions until completion. Violation of this
policy can be reason for dismissal from the program.

Full time employment while in school is discouraged. Considerable study is required to
successfully complete curriculum requirements. Academic success may be hampered if
the student chooses to work while in school. If the student must work - it is suggested
that weekend shifts or early afternoon shifts be utilized whenever possible. NO
STUDENT SHOULD REPORT TO A CLINICAL SITE DIRECTLY FROM A SHIFT AT
THEIR JOB. It is dangerous for the student/ patient/ and clinical site staff for a person
of altered state of mind to be functioning in the operating room.

Cell Phones : Students will not be allowed to be called to the telephone during class
and clinical duty except in case of emergency. Please ask relatives, friends, etc. toot
call you during scheduled course time. Having cell phones on silent mode and accessible
during class hours or in the classroom is a privilege that we extend strictly for
emergency notification (First Alert). They should not be removed from pockets/ purses/
book bags during class time. Any violation of this policy and the cell phones that are
seen by the instructor will be taken until the end of the day, the student will be placed on
probation, and the ability to carry cell phones will be revoked for the entire class. HNUR
courses do not allow you to have cell phones ON during clasgime (not even in silent
mode). Texting and recording test questions/answers is a considered a form of academic
dishonesty in this program and will be treated as such. During breaks- students must
leave the classroom to text orplace calls with their cell phones. Please review the policy
from the student catalog located at www.greateracadianceregion.net for more
information.

Use of Departmental Supplies/ Equipment . Students must be assigned or given

permission to use department supplies and equipment. Unauthorized duplication of any

instructor material may be subject to probation, suspension and/or termination. No one

should attempt to use or operate equipment they are not trained to run. Serious injury

can result from improper use of any equipment and/or supply. | nst r uct/desks 6 cart
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contain private information. Students should not tamper with or look through any
materials on an instructorés cart without exp

The Surgical Technology instructors maintain an open door policy with student and are

available for any question, comments, or concerns a student may how. However the

instructors ask that you treat their office with respect. Please knock on the door and wait

for acknowledgment before entering. Scheduling appointments with advisors is always
advisabl e. The instructords officel advising
department as well as on Blackboard courses. Availability- however- is influenced by

clinical rotations and off site responsibili ties.

Sharps: Caution should be taken when practicing in lab with sharps and or
instruments to prevent injuring yourself or classmates. NO SHARPS WILL BE IN
STUDENTS POSSESSION WITHOUT AN INSTRUCTOR PRESENT. No sharps will be
given to the student to take home. All sharps will be disposed of in accordance with
OSHA standards in a puncture resistant, red sharps box.

Conduct: PRIVATE AND/OR UNRELATED CONVERSATIONS DURING CLASS ARE
PROHIBITED. The classroom environment is maintained conducive to learning.
Additional conversations are disruptive to the desired environment. Anyone who
cannot be quiet will be asked to leave the classroom and will still be held responsible for
assignments and material covered. In the absence of an instructor, the students are
expected to carry out their assignments and conduct themselves in a professional
manner. Talking or socializing will not be permitted in class. Students are
encouraged to participate in class discussion by contributing pertinent information and
asking relev ant questions. Do not disturb fellow classmates to ask questions. The
instructor will explain any information that is not clear. Instructors are here to help the
student reach their goal. Feel free to ask questions you feel are beneficial to you and
your classmates.

Group Instruction : The class will be taught as a group so that each student will have
a chance to complete the course work in the time allowed. Each student must do his/her
own work when class work is assigned During laboratory time - students will assist each
other in practicing required skills with instructor supervision. Please remember that
there is usually only 1 instructor during the lab time. Every effort is made to assist each
student with a one on one approach. If you feel you need additional personal instruction
for skills, request for appointments can be made in writing and scheduled with
i nst r uapptoeal béfsre class, during breaks/lunch, or after school. The classroom/
lab can be made available during student holidays however the instructors cannot be
EXPECTED to be available to assist with remediation/ practice. These days are assigned
for the administrative component of the program to be completed. Each instructor does
have the ability to override this policy if time pe rmits. No practice/ remediation time is
available when the campus is closed (Weekends; regional holidays listed on the
academic calendar; after 9pm Monday- Thursday/ after 4:30 pm on Friday)
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CONFIDENTIALITY STATEMENT

As a student in a health occupations program, | recognize the necessity of
maintaining confidentiality and understand the following statements.

It is the responsibility of every health occupations student to maintain the
confidentiality of patient information, personnel information, and competitive
i nformation regarding a clinical agencyos

In the course of clinical learning, students may learn of certain personal matters
pertaining to nature of illness, financial background, family life, etc., of a patient.
This information should not be discussed with anyone outside the agency, among
employees of the hospital, or among students unless information is required
directly for the care of the patient or as a learning tool within the educational
setting.

In addition t o patient information, students are expected to use the utmost
discretion concerning other confidential information such as that pertaining to
hospital employees or operation of the hospital. Unauthorized disclosure of
patient information may result in civ il and/or criminal liability under the Federal
or State laws, pursuant to, but not limited to, the Federal or State Alcoholism and
other Drug Dependency Acts, Abused and Neglected Child Reporting Act,
Medical Patients Privacy and Confidentiality and Health Care Act, AIDS
Confidentiality Act and Mental Health and Development Disability

Confidentiality Act.

The integrity of all data produced by a Hospital Information System should not
be compromised under any circumstances. Data includes printed material, oral
communications, and information displayed on a computer terminal.

Violation of this policy could result in disciplinary action, including , but not

limited to:
1. Dismissal from the Surgical Technology program
2 Prosecution / fines/ penalties from applicab le law enforcement
3. Civil suits from patient/staff/ family members affected by incident
4 Difficulty in securing employment in the future due to poor

references concerning ethical and professional behavior
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DRUG FREE / WEAPON FREE ZONE

Effective March 1989, all institutions participating in the Title IV Federal Aid
Program must provide a drug-free workplace as mandated by the DrugFree
Workplace Act of 1988 and the Drug-Free Schools andCommunities Acts
Amendments of 1989 (Public Law 10%:226), and Rewvised statutes of the State of
Louisiana.

All students are reminded that this campus is a drug / weapon i free zone This
policy also applies to respective clinical sites. Students receiving any federal
financial aid are required to sign a statement certifying that they will not

engage in any of the aforementioned illegal activities before financial aid is
approved. At the time of initial enroliment/orientation, each student must
acknowledge receipt and compliance of thispolicy and procedures memorandum as
mandated in the Drug-Free Workplace Act of 1988.

It is the responsibility of the faculty to facilitate a safe learning environment for
students, as well as a safe environment for the patients receiving care from students.
If questionable behavior is identified, student will be dismissed from the clinical unit
or classroom. Instructor will contact the program director, school student affairs
officer, and/or administration immediately , and disciplinary action will follow in
accordance with the LTC Judicial Code, Disciplinary Procedures, and Student Due
ProcessPolicy # SA1930.229, available for review at
http://www.greateracadianaregion.net/policies/sa/sal1930.229.pdf . Disciplinary actions
apply as well as a potential refunding by the student of any financial monies received
to date following a conviction of any drug related offense. Violation of this policy will
result in consequences specified in school catalog.

CAMPUS S ECURITY/CRIME ON CAMPUS

The following policies have been adopted to comply with the requirements of the
Campus Security Act (PL 101 542) and Crime on Campus:
1. LTC Region 4 campuses include buildings, parking lots, and vacant land.
2. The college does no have campus security personnel and relies on the local law
enforcement agencies incase of any emergencies.
3. In the event that students, faculty, or staff members witness or discover a
criminal/illegal activity, they should first notify the administrat ion, who will then
contact local law enforcement authorities. A report will be written and
maintained on file.
4. Records shall also be maintained of any illegal acts which occur during any off
campus, college sponsored activities.
5. LTC Region 4 campusesare drug-free workplaces and offer drug and alcohol
counseling information to students and staff.
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SAFETY/ EMERGENCY
PREPARDNESS

Copy of LTC - Greater Acadiana Region 4 Student Catalog Policies and Procedures
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INCIDENTS

incidents that occur are to be reported to the instructor

immediately . If the instructor is not available at the immediate time of an incident
on campus, contact the front office. If the incident occurs at a clinical site, report to
the department manager. This includes, but is not limited to :

Vi.

Vi

viii.

iX.

X.

Vandalism, theft, entry into unauthorized area, robbery, or assault/
battery in progress involving faculty, staff, students, and/or visitors .

. Accidental Injuries to the staff, students, visitors, or faculty of the

campus (e.g. falls, slips, cuts).

Incidents that had the potential to cause injury to another.

Unsafe environmental/ facility hazards that may lead to injury (e.g.
loose wires, unsecured wall hangings, liquids on the floor).
Intentional interference with the right o f access to collegéhospital
facilities or with any lawful right of any person on the campuses
Setting a fire on college/ hospital campus without proper authority
Failure to comply with the directives of campus/hospital officials
and law enforcement officers acting in performance of their duties,
or to indentify oneself to these officers when requested to do so.

Conduct which adversely affects

member of the academid healthcare community (such as
drunkenness, use of profanity, or disorderly conduct).

Aiding or inciting others t o commit any act set forth above

Misuse or Abuse of computer equipment, programs, or data:
Includes, but not Ilimited to unauthorized use of resources;
accessing, transporting, or copying resources beloming to the
college or another user without permission; attempting to breach
security or deprive use to others; knowingly or carelessly
performing an act that will interfere with normal operations; using
resources for personal or financial gain; allowing non-college

personnel access to resources; displaying obscene, lewd, or sexually

harassing images or text in use of college computing services;
attempting to destroy or modify resources belonging to the college
or other personnel.

A formal incident repor t will be filled out by the facility and the instructor with the
student 6s assistance, i f required, [
policy. All protocol will be followed in accordance with college/hospital policy.

The LTC safety and loss prevertion guidelines and regulations are available for
viewing at the following link:
http://www.greateracadianaregion.net/safety/index.htm

http://doa.louisiana.gov/orm/pdf/ACCIDENT.pdf
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SAFETY

Safety of students, personnel, and visitors of LTC Region 4 is of great importance. The

college assumes the primaryrole of providing a safe atmosphere in which to work and

study. Students and employees must contribute to the safeatmosphere by assuming

their own responsibility for safety. Whi | e it i s the collegebds obj e
speed, it is the col | eg esacsficau tot speedor dhdrteuts. s af et y
Every attempt shall be made to reduce the possibility of accidents; therefore, the

teaching of safe practices shall beintegrated into the curriculum of all programs. It is

the intent of Louisiana Technical College, Lafayette Campus tocomply with safety laws

and applicable standards mandated by the State of Louisiana, applicable OSHA and

ORM standards, and standards set by the manufacturers of equipment used at the

college.

Each student should be alert to prevent injury to herself/himself and to others. Stu dents

should avoid damaging equipment, tools, and buildings. All safety practices should be

followed at all times in the operation of equipment. Instructors will provide specific

rules for each program area. Students should not attempt to operate machinesor

equipment for which they have not received instruction by the instructor. Students may

work in the shop areas only when the instructor is on duty in the shop /lab . Students are

to remain in their own department at all times, unless scheduled for a clasgactivity in

another shop area. Visiting from shop to shop is not permitted.

ACCIDENT OR UNEXPECTED ILLNESS

For liability reasons, instructors and other members of the faculty and staff must be very
careful in providing assistance to students during accdents and illness. Health
Occupations faculty members are not employed as medical professionals and are not
allowed to administer medical care beyond AHA recommended first aid. Therefore, the
following procedures have been established foraccidents and iliness of students:
Minor accidents or illness
In cases of minor illness and accidents, the instructor should allow the student to handle
the situation of caring for himself/herself. This may include the following:

(a) Allowing the student to take medicati on he/she has in his/her possession

(b) Allowing the student to dress his/her wound

(c) Allowing the student to go home

(d) Letting the student call a family member to pick him/her up
Serious illness or injury
In cases of a serious illness or injury:
(a) The administrative office is contacted to call an ambulance
(b) The next of kin is notified by the instructor or other member of the faculty.
It is imperative that students provide updated emergency contact

information on the provided documentation wheneve r scheduling for the
next semester. If the information changes during a semester - itis the
student 6s responsibility to notify the instru

Note: The instructor must complete an accident report whenever a student is injured on the college campus. This report must be
done in duplicate with the original submitted to the administrative office and a copy kept by the instructor to be placed in the
st u d e n {The sollege shfety coordinator and administration shall be notified in all situations of accid ents or safety violations.
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EXPOSURE TO BLOOD OR BODY FLUID

Each clinical facility is expected to practice universal precaution procedures in the care
of patients with infectious diseases. The Surgical Technology student is educated in, and
is expected tobe knowledgeable in the practice of these precautions and care for these
patients. Clinical grades are awarded according to student performance. Refusal to
render care to any patient in a manner which follows the clinical facilities guidelines

may result in dismissal from the program.

Standard precautions should be used at all times in the presence of blood or body fluid.
PPE will be used whenever transporting or transferring a patient due to the risk of

injury. Itist h e st espensiltiliy ®©® wear and/or use the following protective
clothing and/or gear when carrying out clinical duties:

Gloves, face mask/shields, N-95 respirators, lab coats, goggles, disposable
gowns, fluid resistant clothing, head coverings, shoe coverings, double gloving,
lead aprons, orthopedic togas, and laser goggles and particle filtration mask

All students have beeninstructed as to the use of this clothing and/or gear and passed
the clinical readiness practical exam before beginning clinical rotations and have shown
sufficient competency in PPE application, use, and disposal; as well as the implications
for noncompliance.

Procedures for Accidental Exposure to Blood or Body Fluid

All contaminated needle sticks or bloody body fluid splash to mucous membrane or
open skin should be treated as if there is a potential risk of pathogen exposure.

1. If a student sustains a puncture would:

V Withdraw the needle or other object immediately.

V Immediately wash hands/area of puncture wound using soap and water;
follow application of povidone iodine and/or alcohol.

V Encourage increased bleeding for a few seconds and use gentle pressure at
the site of the puncture.

V  Wipe away any blood.

2. If a student receives a spray of splash of body fluids:

V To eyes, nose or mouthi irrigate with a large amount o f water.

V To a break in the skin, follow procedure for puncture wound (above).

3. The student will report the incident immediately to the clinical instructor and
program faculty. The student must complete an exposure form according to the
policy of the clinical facility.

4. The student will follow the clinical facilities procedures for reporting and follow -
up of the exposure. Any required incident report should be completed before
leaving the facility.

5. The student will seek a risk assessment and determinéion of recommended
screening, treatment and/or follow up from the Infection Control Practitioner or
Clinical
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FIRE DRILL REGULATIONS

Fire drills will be conducted every semester as a safety measure in carrying on activities
at the college. Thefollowing steps are to be observed and executed during fire drills and
in the event of a fire:

Sounding the alarm for drills

The alarm of a fire drill at present is a continuous buzzing sound and blinking red lights
in the hallways. In the event this alarm malfunct ions, the college intercom system will
be used to announce the alert. The all-clear signal will be the regular buzzer

Upon hearing the fire alarm, all students and personnel are to

Exit each department and office in an orderly manner using the nearest eX|t as outlined
by the evacuation map posted in each area.Line up fifty feet from the building making
sure not to block fire lanes and wait for instructions. Carry out further instructions as
spelled out in the fire plan.

In the event of a fire

Anyone who sees the fire first should sound the alarm by pulling the fire alarm switch.
Upon hearing the alarm, all students and personnel are to follow the instructions as
pointed out in procedures for evacuation.

In a class having disabled students, the instruc tor and another student

must :

Assist the student in exiting the building. See to the safety of the disabled student.

If clothing should catch on fire

Avoid panic. Smother flames by wrapping the victim in a blanket or coat, or by rolling
the victim on t he floor or ground.

NATURAL DISASTERS

Natural disasters might include events such as tornadoes, hurricanes, flooding, etc. It is
assumed that sufficient notification will be given to execute the procedures defined in
this section. If insufficient time doe s not allow orderly execution of procedures,
emergency action must be taken by those aggressive personnel willing to take the
role of responsible leadership with wisdom and common sense. It is, therefore,
imperative that all students become very familiar w ith the general guidelines set forth
herein so that they may be able to think clearly and act decisivelyand safely in the event
of some unexpected natural disaster.
Any person or persons having knowledge of a tornado or violent storm or the potential
for such in the vicinity of the college should notify the campus dean or in his/her
absence, an assistant deanUpon receiving such notification, the campus dean or
his/her designee (usually the Safety and Health Coordinator) will initiate emergency
procedures.
¢ Upon hearing the announcement of an impending disaster, instructors will
lead students to hallways with no windows.
e Everyone is to sit on the floor with knees up, heads on knees and hands on
heads or kneel with hands onheads.
e Remain in designatedareawn t i | nal l clearo i s soundec
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CIVIL DISORDER

Gates and doors will be closed and all perimeter fences monitored. Entry into the facility
will be strictly controlled. Strict security of the facility will remain in effect until the
emergency is over.

BOMB T HREAT

A bomb threat can be received by anyone. Every threat should be taken seriously. If a
bomb threat is received by mail or message, record in writing the exact time and the
type of threat and follow the procedures below:

When a telephone call is recei ved :
1. Prolong the conversation as long as possible in order to get as much information as possible.
2. Be alert for distinguishing background noises such as music, voices, aircraft, church bells,
traffic, etc.
3. Note distinguishing voice characteristics.
4. Ask where and at what time the bomb will explode.
5. Ask what kind of bomb it is.
6. Ask why he or she set the bomb.
7. Note whether the caller indicated knowledge of the college by descriptions of locations.
8. Notify college administrators immediate ly.
Be suspicious of a package if:
1. The package fits the description or location given by the caller.
2. Written on the package is fiBomb, o6 fADanger, 0 fiDo
3. The package does not fit in the surrounding.
4. No one knows where the package cara from.
5. The package is not of the correct size and weight and may be emitting a sound. (Ticking,
humming, etc.)
If a suspected bomb is found:
. Do not smoke.
. Do not accept the package marking as legitimate.
. Do not touch it.
. Do not use a radicear the package.
. Keep all loud noises away.
. Leave it for qualified bomb disposal personnel.
If an evacuation is necessary it will be handled by college administrators.
1. Students will follow prescribed evacuation exit procedures for fire.
2.Studeb s wi | | not return to the buildings until t he
or Police Department, and are advised to return by the administrative staff.

OO~ WNER
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EVACUATION PLAN

An evacuation may become necessary in the event of angccurrence which may
threaten the safety of lives. Suchoccurrences may include, but are not limited to fires,
gas leaks, storms, and drills. Never assume, when the alarmsounds, that the evacuation
is Ajust another drill .o
1. Instructors are designated to insure that all persons are successfully evacuated
and shall assume theadditional responsibility for seeing to it that any disabled
individuals are escorted to safety.
. Remain calm. Presence of mind is the key factor to a successful evacuation.
. If a closed door is extremely hot to touch, seek another exit.
. Immediately exit the classroom and building according to the posted
evacuation route for your area.
5. If a smoke-filled room or hallway is encountered, get down on the floor and
crawl toward t he exit to avoid noxious or toxic gases as much as possible.
6. Upon exiting the building, get as far away as designated, a minimum offifty
feet. Stay with your group.
7. During this time, remain quiet and calm. DO NOT SMOKE, in case there is a
gas leak.
8. Do not re-enter the building until authorized by an official of the college .

A OWN

INCLEMENT WEATHER

Weather so severe as to endanger student safety or college property may cause the
campus dean to close the collegauntil conditions improve. The campus dean will call all
radio and television stations by 6:30 a.m. to announce whether classes will be held.

FIRST ALERT NOTIFICATION SYSTEM

First Alert is an automated alarm system that notifies student/ faculty of situations
that may result in hazards (natural or man- made). You should sign up for First Alarm
service through the website at

http://www.alertregistration.com/ltc4/

Emergency drills will be performed through the year with or without prior noti fication.
Fire alarm and fire exit maps are posted in all classrooms near the door. You should
familiarize yourself with your nearest evacuation route when attending class in a new
room on campus. Near the exits there is also a list of emergency codes posd. A copy
has been placed in your handbook for reference. The faculty and staff are trained
annually in assisting to keep the student body safe in the situations listed on the code
sheet. Please review the safety manual on line for additional information.
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TRAVEL/ PARKING

Students are responsible for supplying their own reliable transportation to the college
and workshops as well as to clinical areas of assignment.

When parking on campus, students must park in the student-designated areas. Cars

inappr opri ately parked or without proper LTC pa
expense.
Travel during class time should follow the established guidelines of the LCTCS policy
described in the college handbook. All students should follow all local, state, and
federal laws concerning driving, which include but are not limited to:
I.  Use of seat belts.
ii. Adhering to passenger capacity of the vehicle.
iii.  Refraining from using or possessing alcohol and/or illicit drug use in the
vehicle.
iv. No firearms or weapons present in vehicle.
v. Proof of wvalid driverdéds |icense and cur
In the event of an accident that will delay the arrival for a clinical day / off site class
meeting- the respective instructor assigned to the student should be notified.
A copy of a current driverds | icense and ve
the surgical technology department. This information is required for the student to
attend any off campus site visit and clinical rotations. 1 t i s the stude

resp onsibility to update this information when needed.
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DISCIPLINARY
ACTIONS/
GRIEVANCE

Reference:

Health Occupations Department Handbook/ PN Pre Clinical Handbook Revised FALL 2008
LTC Judicial Code, Disciplinary Procedures , and Student Due Process Policy #SA1930.229, available for
review at http://www.greateracadianaregion.net/policies/sa/sa1930.229.pdf
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LTC-LC Chain of Command

The Surgical Technology program atLTC REGION IV- Lafayette Campus along with the
clinical affiliations, work closely together to educate surgical technology students.
Together we provide experience that will afford them the knowledge needed for quality
learning. Our goal is quality education. Part of that education is learning to follow the
chain of command.
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DISCIPLINARY ACTIONS

Situations that will result in suspension/ termination from the
surgical technology program include, but are not limited to

* Repeated violation of LTC-LC policies regarding conduct listed under General
Policies and Procedures of School Handbook.

* Violation of Drug / Weapon 1 Free zone as specified in both the school and clinical

nursing handbook.

Emotional instability resulting in impaire d student behavior.

Failure to meet academic requirements.

Unprofessional and dishonest behaviors.

Jeopardizing a clinical affiliation with the program by actions, statements or

behaviors.

* False representation of oneself as a CST or graduate to gain emplayent or access
to a surgery department.

* EXxcessive absences

*  Academic dishonesty

* Positive or refusal to submit for a drug screen/ background check

b I

Situations that will result in probation  from the surgical technology
program include, but are not limited to

* Behavioral Probation: Violation of LTC-LC policies regarding conduct listed under
General Policies and Procedures of School Handbook. Unprofessional and
dishonest behaviors.

* Academic Probation: Failure to maintain academic requirements with sufficient
tim e to improve the course GPA before finals

*  Attendance Probation: Excessive absencesind/or tardiness .

* Clinical Probation: Failure to maintain a satisfactory rating in any portion of a
clinical rotation. Will be discussed in Clinical Handbook in third semes ter.

Situations that will result in a conference from the surgical technology
program include, but are not limited to

* Behavioral Probation: Violation of LTC-LC policies regarding conduct listed under
General Policies and Procedures of School Handbook. Unprofessional and
dishonest behaviors.

*  Academic Conference:Student course or program GPA is in danger of falling below
the acceptable 70% for SURG and Related classes or 80% for HNUR classes.

*  Attendance Conference Absences/ tardies that are affectingclas s/ st udent 6s

* Clinical Conference: Behaviors or performances that will require improvement to
remain in the program. Unprofessional attitudes/ remarks/ behaviors towards
faculty, students, and/or staff of the college or any clinical affiliation.
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GRIEVANCE POLICY

Students have the right to due process in all disciplinary matters, and the right to appeal
to the proper authority or committee. This grievance policy may be accessed on the
website at http://www.greateracadianaregion.net/policies/sa/sal00.45.pdf

http://www.greateracadianaregion.net/policies/sa/sal930.223.pdf

http://www.greateracadianaregion.net/policies/sa/sal1930.229.pdf

PROCEDURE FOR DISCIPLINARY PROCEEDINGS

1.Faculty /staff may conference student to make them aware of unacceptable behavior
and offer actions which can correct and/or rectify the situation.

2. All disciplinary actions that go beyond conferencing must begin with the student
reporting to student services after submitting a student incident report to Campus
Administration, Student D iscipline Committee, and the Regional Student Affairs Officer
within 5 days. This initiates Due Process/ Judicial Procedures.

3. Pending actions on charges, the status of the accused student will not be altered nor
his/her right to be present on campus and attend class.

LCTCS STATED STUDENT RIGHTS

In order to preserve and to guarantee students of LTC those conditions indispensable to
the full achievement of the objectives of higher education in a free democratic society,
the College holds the following rights essential to the development of students as
individuals, and to the fulfillment of their responsibilities as members of society:

229.5.1 The right of every person to be considered for admission to LTC without regard to race, color,
sex, age, disabiity, national origin, religious or political beliefs, sexual orientation, or marital or veteran
status;

229.5.2 The right to form and participate in campus, local, national, or international organizations for
intellectual, religious, social, political, eco nomic or cultural purposes when such organizations do not
infringe upon the rights of others;

229.5.3 The right individually or in association with others, to engage freely in off -campus activities,
provided they do not claim to represent the College;

229. 5.4 The right to form and maintain democratic student governance;

229.5.5 The right to use campus facilities, provided the facilities are used for the purpose contracted
subject to the approval of the appropriate college official;

229.5.6 The right of stud ents to invite, and hear speakers of their choice subject to the approval of the
appropriate college official (see attachment for official approval request form);

229.5.7 The right to address concerns in course scheduling, curriculum, or faculty through pr oper
channels;

229.5.8 The right to due process in all disciplinary matters, and the right to appeal to the proper
authority or committee; and
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229.5.9 Enumeration of certain rights herein shall not be construed as to nullify or limit other rights
possessedby students.

STUDENT RESPONSIBILITIES

It is the responsibility of every student to conduct him/herself in a manner fitting an
academicenvironment. In most cases, the exercise of good sense and judgment prevail.
The following acts as setforth by legislative act and LCTCS Board of Supervisors policy
are contrary to acceptable conduct. Any student who commits or attempts to commit
any acts, such as, but not limited to the following, will be subject to disciplinary
proceedings:

229.6.1 Intentional obstruc tion or disruption of teaching, research, administration, disciplinary
procedure, or other authorized college event;

229.6.2 Unauthorized entry into or unauthorized occupation of any college facility;

229.6.3 Physical abuse or threat thereof against any pe&son on campus or at any collegeauthorized
event, or other conduct which threatens or endangers the health and safety of any suchperson;

229.6.4 Theft or damage to personal property or to the property of the College;

229.6.5 Intentional interference with the right of access to college facilities or with any lawful right of any
person on the campus;

229.6.6 Setting a fire on campus without proper authority;

229.6.7 Unauthorized use or possession of fire arms, ammunition, or other dangerous weapons,
substances, or materials on the campus;

229.6.8 Academic dishonesty, such as cheating or plagiarism;

229.6.9 Knowingly furnishing false information to the College;

229.6.10 Forgery, alteration, or misuse of college documents, records or identification;

229.6.11 Use, possession or distribution of narcotic or dangerous drugs such as marijuana,
hallucinogens, and other drugs which are not prescribed or expressly permitted by law;

229.6.12 Failure to comply with the directives of Campus officials and law enforcement officers acting in
performance of their duties, or to identify oneself to these officers when requested to do so;

229.6.13 Conduct which adversely affects the student's suitability as a member of the academic
community (such as drunkenness, use of profanity, or disorderly conduct);

229.6.14 Aiding or inciting others to commit any act set forth above;

229.6.15 Smoking in any College facility;

229.6.16 Gambling in any form on college property; and

229.6.17 Use or possession of any alcoholic beverage on Campusxcept at functions as approved bythe
Campus Administrator or Campus Administrator. (See attachment for official approval request form);
229.6.18 Misuse or Abuse of Computer Equipment, Programs, or Data - Unauthorized use of computing
resources or use ofcomputing resources for unauthorized purposes is prohibited. This may include but is
not limited to such activities as accessing or copying programs,records, or data belonging to the College
or another user without permission; attempting to breach the security of another user's account or
deprive another user of access to the College'somputing resources; knowingly or carelessly performing
an act that will interfere with the normal operation of computers, terminals, peripherals, or networks;
using the Cdlege's computing resources for personal or financial gain; allowing non -college personnel
access tocollege computing resources; displaying obscene, lewd, or sexually harassing images or texn
use of college computing services; transporting copies of Cdlege programs, records, ordata to another
person or computer site without written authorization; attempting to destroy or modify programs, records
or data belonging to the College or another user.
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SANCTIONS

The Student Discipline Committee may imp ose one or more of the following penalties:

229.15.1. Admonition T written reprimand to the student.

229.15.2. Warning Probation i indicates that further violation of regulations will result in more
severe disciplinary action.

229.15.3. Disciplinary Proba tion T indicates that further violations may result in suspension.

229.15.4. Restitution 1 reimbursement for damage to, or misappropriation of property.

229.15.5. Suspension of Rights and Privileges T an elastic penalty. The Committee may impose
limitation s or requirements to fit the particular case.

229.15.6. Failing Grade T may be assigned to a student for a course in which the student was found
guilty of scholastic dishonesty.

229.15.7. Suspension from the LTC T the student is suspended for a specifiedperiod of time, and
may automatically apply for re -entry to the LTC once this period expires.

229.15.8. Dismissal from the LTC I a student is suspended for an indefinite period with a minimum

of one (1) year. The student must fulfill specified requirements, as set forth by the StudentDiscipline
Committee, and may only be re-admitted by action of the Committee.

229.15.9. Expulsion from the LTC i a student is expelled from the LTC and may never return to the
LTC.

Policy Reference: LTC Policy #SA1930.2231 Grievance Policy
LTC Form #SA200.36 i Response to Student Grievance Form
LTC Form $SA200.37 i Response to Student Incident Report
LTC Form #SA200.45 i Student Grievance Form

LTC Form #SA200.46 i Student Incident Report

LCTCS Policy #2.00471 Student Conduct and Appeals Procedures
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