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1 Welcome/Introduction/Program Overview

Students learn anatomy, physiology, and medical terminology. Special attention is given to
head to toe assessment, vital signs, treatment, and patient care. The program prepares
students for the Patient Care Technician and Phlebotomy Certification examination. Students
will also complete the American Heart Association "BLS for Health Care Providers" OSHA-
10, Direct Care Worker, and Stop the Bleed courses. Senior options may also include
Pharmacy Technician from the NHA.

2 Regulatory Agencies

State Board of Nursing, National Healthcareer Association, Pennsylvania Department of
Education, American Medical Certification Association, Stop The Bleed, American Heart
Association, CareerSafe, and the Department of Public Welfare.

3 Articulation Agreements

Pittsburgh Technical Institute — Course credit if student has a “B” or better and must score
80% or above on final course examination at PTI. Exemption will be granted for:

Medical Office Administration - 4 Credits
Upon completion of application requirements, $1,000.00 credit per course toward PTI tuition.

Community College of Allegheny County — Course credit if student passes high school
program of study and must have a 2.5 or better overall grade point average.

Medical Assistant — 9 Credits
Student Requirements
Completion of course/certification procedure may be difficult if the student is unable to:

1. Students are required to have a completed physical and must be able to lift and assist with
patient transfers. Lifting limitations recommended by physicians will be cause for removal
from the Health Assistant Program.

2. Regulation Section 483.75-Policies
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Robert Morris University — Course credit if student has at least 2 years of program of study
with a minimum of “B” grade average (3.0).

B.S. Health Sciences (2 years) — 6 Credits

B.S. Health Sciences (3 years) — 9 Credits

Students Occupationally and Academically Ready

Students are required to have a 2-step Monteux prior to entering clinical environments. If a
student displays a positive reaction, a negative chest x-ray result will be required prior to
clinical work.

4 Dress Code

Safety and infection control concerns exist in all clinical situations, therefore the following
dress code is in place:

ALL students are required to wear daily a Lab coat w/monogram for classroom. For clinical
(11%-12% grade), pants, shirts, warm-up jacket, white socks, white shoes, and photo name
badge. All Healthcare Occupations Technology students will be required to order a lab
coat/uniform from our Parkway West CTC uniform web store. You can access the Parkway
West uniform web store by searching the Parkway West website at www.parkwaywest.org.
Once logged onto our website, please access the Parkway West CTC uniform web store by
clicking on the web store under links and portals. After accessing the web store, select the
Healthcare Occupations Technology Program to begin your order.

The following are not acceptable as part of the uniform and will cause for removal from the
clinical rotation:

Men undershirts (worn as an outside shirt)

Tee shirts with sayings

Canvas or open shoesare not permitted in clinical areas
Tank tops

Small pierced post earrings-ONLY PERMITTED




Parkway West School Page 3 of 14

Program Handbook: Healthcare Occupations Technology 2024-2025 School Year

Instructor: Mrs. Pelescak/Mrs. Wood Revision Date: April 2024

Tongue, lip and nose piercing are not permitted by most clinical sites

Long, artificial fingernails are not permitted.

Jewelry is limited to a watch

Cell phones and personal belongings are not to be used in any clinical site or in the classroom
setting.

Please do not bring your purses to clinical sites. There is nowhere to store them. Lock them in
your locker.

Please do not wear your uniform over school clothes.

5 Required Supplies/Shop Equipment

Required [tems:
Classroom Lab Coat with Monogram

Three piece Healthcare Occupations Technology Uniform — with Monogram (11* and
12 grade only)

White shoes (11* and 12t grade only)

Watch with second hand

Pencils and pens

Three ring binder with dividers and loose leaf paper
Colored pencils

Head phones, NO ear buds/air pods permitted
Criminal Background Check (11* and 12*" grade only)

Annual Physical with Mantoux (TB) Test (11" and 12* grade only)

6 Classroom Rules, Rewards and Consequences

Misconduct and Academic Dishonesty
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Academic dishonesty, unprofessional and/or unsafe behavior will not be tolerated. Violations
will result in disciplinary action which may include dismissal from the program.

Suspected incidents of verbal and/or physical abuse of a resident and/or misappropriation of
resident/facility property will be thoroughly investigated and could be immediate
termination of the trainee. Additionally, students are expected to comply with all other
Personnel Policies as outlined by the facility.

Grievance Procedure

Should a student be dissatisfied with the implementation of any part of the program, the
student may appeal that issue to a higher authority through the Grievance Procedure as
outlined in the Student Handbook.

Record Keeping

The Healthcare Occupations Technology Program is designed to give everyone an
opportunity to succeed at some level in the health care field. Several different teaching
methods and experiences are used:

1. Lecture/Theory

2. Skills, demonstration, testing

3. Written homework

4. Community Based Learning (CBL)
5. Clinical/Field Trips

6. Communty Service

7. Guest Speakers

8. Role play

9. Videos

10. Blood drive (Vitalant)
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General Rules for Healthcare Occupations Technology Program

A student expectation sheet will be given at the start of the year. Some of the rules and
expectations include:

1.

2.

10.

11.

12.

Follow teacher's direction first time given.

Remain in class and on task unless excused by teacher.

One student may use the hall pass or bathroom pass at a time.

Hair or makeup will not be permitted to be applied or done in class.
Instructor's private space is off limits.

Cell phone usage is prohibited during class time. All students are to put phones and
ear buds away during class time. Parkway West recommends that ALL personal
electronic devices be stored in the students’ lockers. Parkway West is NOT responsible
for any lost or stolen personal electronics devices.

Personal phone calls are NOT to be made during class or clinical time.

Any free time will be spent practicing skills and/or completing assignments for Healthcare
Occupations Technology. Students will not be permitted to put her/his heads down on the
desks or sleep.

Visitors are not permitted in class unless prior approval by the Administration is obtained
in writing.
Anyone caught destroying or defacing equipment will be charged replacement costs and

will face disciplinary action.

The lab area is only to be used to practice skills. Students are not permitted to sit or lay
down on the beds.

“Be nice.” Being respectful of others’ property means being nice. Also, not calling people
names or performing negative actions is being nice.

Remember, the teacher can change the rules and expectations at their disgression,
especially when it comes to the safety of the class.
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Schoology

Daily assignments and weekly schedules will be posted in Schoology. Students should check
daily for the class schedule, handouts, assignments and test or quiz dates. All assignments
come with a due date. Pay attention to all assignments and due dates in Schoology, as it is
hard to catch up if you fall behind.

Student Projects

In order for students to develop teamwork and leadership qualities, they are expected to
complete a student project at least one per semester. Examples of these projects include: room
preparations for tours, creating bulletin boards, making posters, and creating display case
presentations.

Lecture/Theory

Lecture will continue until break. Remember break is a privilege not a right. Students are not
to leave lectures until dismissed by the instructor. Tests will include information from
lectures and videos as well as assigned reading material. Students should get notes and
watch lecture videos on Schoology from any missed days as soon as possible.

Skills
A skill checklist will be reviewed. Each skill you will be tested on will have its own skill sheet.

Skills will be reviewed and demonstrated at the bedside. Videos will also be made instructing
step-by-step processes. Students will then be given an opportunity to practice the skills for a
time period determined by the instructor. (For example: one class period is more than enough
time for hand washing, but blood pressure may take many classes).

Students will then be tested on these skills. This involves each student doing a return
demonstration with explanation to the instructor, without using the skills sheet or prompting
from the instructor. Skill practice is to continue or you will test out immediately. Just because
a student has a skill does NOT mean that he/she will never complete that skill again. There
will be a deadline for skill testing. If you do not test by that date, you will receive a zero for
that skill.

Homework Rules

All papers must be labeled with full name, date, and class session (A.M. or P.M. class). All
assignments are due by the due date assigned or a zero will be given for the assignment.
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Exceptions will only be made in the case of absences (absences will be discussed later).
Anyone caught writing in books, will have to replace the books! If you need help with the
assignment, notify the instructors immediately. Anyone caught copying another student’s
work will receive a zero as well as the person that permitted the copying. A telephone call
will be made to the student’s home at that time.

Tests

Tests will be based on lecture material, open floor discussions, skills sheets, and assigned
reading. They will be given at the beginning of class. Study time will not be given at the
beginning of class. Grading will be based on the CTC grading scale.

Rules

1. Excused absences may be permitted for any of the following reasons. The instructor will
require the student to provide verification of such absences:

e Iliness or death in the immediate family, (spouse, child, sibling, parent, or
grandparent).

o Personal illness (requirement is a certification from a health care provider that the
student is free from communicable or infectious disease).

2. Ttis the student's responsibility to get any and all work missed. All assignments are
typically on Schoology.

3. Any tests/assignments missed are due the day after your return, For example, if you miss
Tuesday, return Wednesday, the work and/or test is due Thursday at the start of class,
along with Wednesday's assignment. An excuse is required for makeup work to be
considered following an absence, otherwise your grade will be a zero.

4. Ttis the student's responsibility to ask the instructor for help or clarification of class
topics. We cannot help you, if you do not let us know you are having a problem.

5. No student is permitted to stay back at Parkway and not attend clinical due to illness. If a
student is not well enough to attend clinical, the student is not well enough to attend
Parkway.
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6. Missing a day at Parkway is the same as missing 3 days of class at your home school.
Because we meet 2.75 hours per day, we cover a lot of material in each class. Each student
loses points every day they miss Parkway (ex., if you miss 1 day, you will lose at least 10
points of your work ethic grade.)

7. Any student that is not prepared for clinical (forgetting uniform) will receive a zero for the
day and will be referred to the Front Office or Student Services.

8. Rules and expectations may be updated or changed by the instructor at any time,
without notice.

Program Evaluation

Bi-annually conducted Advisory Committee meetings are part of the internal evaluation
process. The Committee members are from the local health care institutions and schools as
well as past graduates. The Advisory Committee receives a copy of the curriculum for their
review and suggestions. The Committee is also available throughout the year if questions or
problem arise.

7 Grading Procedures and Policies

GRADE SCALE:
A 90-100
B 80-89
C70-79
D 60-69
F below 59

Physicals, Criminal background checks, and TB testing must be turned in by October. If not
turned in by October, the student will lose all daily grade points until turned in. The student
will not be permitted to attend the clinical portion of the Program, if this is not completed on
time.

A “C” average is required to participate in all clinical experiences and field trips.
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Grading Scale for Healthcare Occupations Technology Program:

Knowledge/Skills 80% - (Learned in class, as well as hands-on practice)

Work Ethic 20% - (How you work and interact in class, always remember professionalism is

expected.)
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Work Ethics Evaluation Form

Student: Date:

Work Ethic characteristic M T w Th F

Attendance/Punctuality (AP)
Attends class on time

Behavior/Language/Safety (B)

Displays behavior & work ethic as would be expected in professionol field
Uses appropriate language

Follows rules regarding cell phones, electronics, horseplay, etc.

Follows individual program handbook rules

Wears proper safety gear (safety glasses, boots, etc.)

D ates safety in classroom and shap areas.

Cleanup/Tools/Prepared for Class (C)

Keeps work orea neat, uses lockers provided

Returns clean tools to appropriate area

Returns supplies to appropriate area

Brings v materiols ond lies to class (pencil, b etr.)

Dress Code (D)

Dresses in appropriate uniform for program area
Uses proper g ing and personal hygi

Follows school dress code policy

Participation (P)

Participates in class discussion and exercises
Completes required projects

Demonstrates a positive attitude

Meets Expectations (2) All work ethics standards are met.

The quality of student’s work ethics performance is that of a good employee in the normal work

environment.

Needs Improvement (1) Some work ethics standards were not met.

Additional training in employability skills is recommended.

Unacceptable (0) Work ethics performance was below average.

Additional training in employability skills is a must if the student is to survive in the work environment.
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8 Safety

Refer to Student Handbook.

9 Cleanup

All students are required to keep their work area neat. All belongings are to be kept in the
student’s lockers, not in the classroom until the end of each session. Each student is
responsible for their assigned books, workbooks, assignments, etc. Lockers are mandatory
for personal belongings.

A student may be asked to assist with clean-up as needed. A safe work space is a must in this
classroom.

If a student uses a school computer in class, it should be put away and plugged in after
they’re finished.
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Instructor:

10 Criteria for Program Completion

Certificates of Completion are issued only at the end of each school year. All students who

successfully complete the requirements outlined below will receive a Certificate of Completion.

CRITERIA FOR COMPLETERS

NON-COMPLETERS | BASIC ADVANCE
COMPLETERS COMPLETERS
PROGRAMS OF [ Student has not Student has completed | Student has completed
completed at least at least 75% of at least 90% of
STUDY (POS) 74% of program program competencies. | program competencies.
competencies. Student must attain a
final course grade of
85% or better.
END OF
PROJECT Earned Basic score on | Earned Competent Earned Advanced score
ASSESSMENT NOCTI or did not score on NOCTI. on NOCTL
attempt to pass.
ATTENDANCE Student is absent 30 N/A Student must meet No
days or more in any Child Left Behind
one school year. target of 90%
cumulative attendance.
HIGH SCHOOL | Student has not Earned high school Earned high school
DIPLOMA OR attained a high school | diploma or equivalent. | diploma or equivalent.
EQUIVALENT diploma or equivalent.
PORTFOLIO Incomplete Portfolio. | Portfolio Completed. Portfolio Completed.

Any student identified as a non-completer will not be eligible to obtain a certificate of
completion. Students with excessive disciplinary infractions may not be permitted to

participate in the senior recognition ceremony.
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11 Miscellaneous Information

Parkway West CTC in compliance with federal law is committed to the policy that patient
care technician students shall not be utilized to provide services for which they have not
been supervised and passed as competent to perform.

Electronic Documents and Parental/Guardian Electronic Signature Policy

Whenever possible, Parkway West CTC will make every effort to be environmentally friendly
and lessen its carbon footprint by utilizing documents electronically. In the event a document
is electronic and requires a parent/guardian signature, the following policy will take effect:

Parent/Guardian Signature

[ affirm that I am the parent/legal guardian of the student identified on this form and that the
information on this form is true and correct. I understand that by typing my name below, I
am electronically signing this form. Submitting my typed name constitutes a legal signature.
Submission of false information is subject to penalties for unsworn falsification to authorities.
18 Pa.C.S 49011

Public Notice of Non-Discrimination

It is the policy of the Parkway West Career and Technology Center not to discriminate on the
basis of race, sex, religion, color, national origin, handicap, or limited English proficiency in
its educational programs, activities, or employment policies as required by Title IX of the 1971
Educational Amendments, Title VI of the Civil Rights Act of 1964, Section 504 Regulations of
the Rehabilitation Act of 1973, and the Americans with Disabilities Act. For information
regarding services, activities, programs, and facilities that are accessible to and usable by
handicapped persons, or for inquirers regarding compliance with the above
nondiscriminatory polices, contact the Director, Parkway West Career and Technology
Center, 7101 Steubenville Pike, Oakdale, PA 15071, 412.923.1772; or write to the Director of
the Office of Civil Rights, Department of Health, Education, and Welfare, Washington, D.C.
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Parkway West CTC does not discriminate on the basis of sex and further prohibits
discrimination in its all education programs and activities operated by the CTC, including it
its admission and employment practices as required by Title IX.

Inquiries regarding the application of Title IX and its implementing regulations may be made
to the CTC’s Title IX Coordinator, or the Office of Civil Rights, or both.

The Title IX Coordinator is: Dr. Darby Copeland, Executive Director. He may be contacted
at:

7101 Steubenville Pike

QOakdale, PA 15071

copeland@parkwaywest.org

412/923-1772 ext. *112

A copy of the Nondiscrimination Policy and Grievance procedures may be found on the
District’s Publicly Accessible website at: www.parkwaywest.org.

Any information regarding conduct that may constitute sex discrimination under Title X, as
well as complaints of sex discrimination under Title IX may be reported to Dr. Darby
Copeland, via the contact information provided above.

The Quality Policy of Parkway West School is to deliver Quality instruction to students in
career, academic and technical programs and to continually improve the Quality of the
service.




