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Welcome to Broome-Tioga BOCES Practical Nurse Program. We are excited to share this experience with you as you achieve your goal of becoming a Licensed Practical Nurse. You have chosen a very noble profession with rewarding opportunities and unlimited potential for growth in the nursing educational ladder and job market. 
Nursing is unlike many other careers and requires traits not required of other jobs. As the New York State Office of Professions website states; nurses must have moral character which is exhibited through trustworthiness, accountability, and integrity. Patients rely a great deal on their caregivers, positive character traits are very important to successful relationships with patients, families, and co-workers. As a student and Licensed Practical Nurse, you will have the honored privilege of making a difference in the lives and health of many people. 
The instructional and administrative staff are here to assist you in your success, please do not hesitate to ask for our help.

Both the full time and part time programs are rigorous and fast-paced, they require focus and commitment. With hard work and determination, we know you will be successful! 
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Practical Nurse Program
The Practical Nursing Program was established by Broome-Delaware-Tioga BOCES in 1972, to meet an important need in the community. The Program continues today to meet that ongoing need. Upon successful completion, you will receive a certificate in Practical Nursing and be eligible to take the national licensing examination for Practical Nurses (NCLEX-PN).

Through a team effort, including input from previous students, we believe we provide a high-quality program. Our NCLEX-PN pass rate is usually 90% or above. We feel you will leave here well prepared for your new profession as a Practical Nurse. A large measure of your success, however, depends on you and your commitment to the program. The following pages will help guide you, please refer to them throughout the program. You are responsible for the information contained in this Guide. All information is subject to change.
After you graduate and enter the field of Practical Nursing, you continue to represent the Broome-Tioga BOCES Practical Nursing Program through the quality of care you give and through your professional conduct. Represent yourself and your program well!
Philosophy of Broome-Tioga BOCES
 School of Practical Nursing
The Licensed Practical Nurse is a vital member of today’s health care team, working within the framework of the New York State Nurse Practice Act. As previously stated, a nurse must be of good moral character, possess integrity, accountability and be trustworthy. 

The nursing process is used to deliver basic therapeutic, rehabilitative, and preventative care to individuals of all ages and cultures. This process is a systematic approach in resolving health problems and providing for:

1. The identification of patient’s needs (RN-Assessment; LPN-Data Collection)
2. Analyze data (Diagnosis – RN)

3. The establishment of goals (Planning – RN/LPN)
4. The implementation of nursing actions to maintain or restore health to an optimal level of functioning and/or dignified death (Implementation – RN/LPN)
5. An evaluation of the effectiveness of nursing care (Evaluation - RN)
The nursing skills acquired during this Program will prepare a student for employment in acute care or a long-term care facility, developmental center or residence, clinics, physicians’ offices and in home care.

Goals
Upon completion of the Broome-Tioga BOCES Program of Practical Nursing, the graduate will be able to:
1. Recognize the various psychosocial factors influencing an individual’s health.
2. Demonstrate an awareness of the ethical, moral, and legal obligations of 
the practice of Practical Nursing.

3. Practice good health habits and promote basic individual and community health.

4. Demonstrate the knowledge of diseases at a practical nurse level, utilizing this knowledge and the nursing process to implement an effective plan of care.
5. Perform at a technical level that assures safe care of patients under the supervision of a registered nurse and/or a physician.

6. Identify the need to continue professional and personal growth through formal/informal education.

7. Pass the National Council Licensure Exam – (NCLEX-PN) and become licensed in New York State.

Affiliating Institutions

United Health Services

Guthrie at Lourdes Health Services

United Methodist Homes

Willow Point Nursing Home
Good Shepherd Fairview Community Homes
Helio Health Systems
Practical Nursing Program Faculty
Wendy Antalek ADN, RN

Supervisor of Health Careers

Kelly Finch MS, RN

Marie Mullins BSN, RN

Dee Hawley BSN, RN

Amanda Parkes BSN, RN

Margaret McDonnell BSN, RN
Rebecca Singer MSN, RN

Amy Allen MSN, RN

Pamala Bailey ADN, RN

Maryknoll Gonslaves BSN, RN

Kate Dodge BSN, RN

Patti Kuruc BSN, RN

Shannon Keesler BSN, RN

Bianca Osborne ADN, RN

Tammi Goltry, Program Assistant III

Katelyn Jalovick, Program Assistant

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


                                                
Costs for 2024/2025 year
Direct costs 
Tuition (includes technology device, textbooks, assessment testing, Lab supplies, pen light, two sets of royal blue embroidered scrubs and a white lab coat, ATI Comprehensive Predictor exam, vSim for Nursing, printed materials and graduation fees are included in tuition):
Fulltime 
1st billing period – 617 (September 3, 2024)






$7,690.00 
2nd billing period – 591 hours (February 3, 2025)





$7,690.00
Part-time 1st Year 
1st billing period – 320 hours (September 3, 2024)





$3,845.00
2nd billing period – 322 hours (February 3, 2025)





$3,845.00
Part-time 2nd Year 

1st billing period – 348 hours (September 3, 2024)





$3,845.00
2nd billing period – 302 hours (February 3, 2025)





$3,845.00
Tuition 2024-2025





   
   




$15,380.00
Laboratory Make-up (~2 hours per lab missed
)





$53.00/hr
Advanced Placement Testing:





Administration of Math Test (~1 hour)







$53.00/hr
Administration of Skills Lab (~2 hour)







$53.00/hr
Indirect Costs: (Approximate; student’s responsibility)

     



White impervious shoes or sneakers for clinical
 




Variable
Stethoscope












Variable
Bandage scissors











Variable
Watch with a secondhand (no SMART watches)





Variable

Physical Exam, immunizations, a 2-step PPD or annual PPD



Variable

CPR Certification bi-annually- BLS (basic life support)




Variable
Health Insurance











Variable
Computer/printer access










Variable

Internet access












Variable
NCLEX Exam Fee











$200.00

NYS PN Licensing Fee










$143.00
Refund Policy
Notice of withdrawal from class must be provided in writing to the Health Careers Office to receive a refund, if eligible. The percentage of refund is listed below: 

Classes with over 500 scheduled hours per school year:

· 100% tuition refund if withdrawal notification is received in writing prior to the start of the second week of scheduled classes.  
· 50% tuition refund if withdrawal notification is received in writing prior to the start of the third week of scheduled classes.

· No refunds after the beginning of the third week of scheduled classes.

· This program is a two-semester course, the refund policy applies to each semester.

Students must complete 60% of the scheduled program hours before they are fully eligible for financial aid. Refunds to lenders, agencies and students are based on the school refund policy and the “Return of Title IV Funds” as regulated by the Higher Education Amendment of 1998 (Public Law 105-244). 

If you receive financial aid, we will distribute financial aid refund in this order:
A. Unsubsidized loan
B. Subsidized loan
C. PLUS loans

D. PELL

E. Other scholarships

F. Student
When a student withdraws from the Program, a Return to Title IV Calculation is performed, if BOCES needs to reimburse the federal government for loans or PELL, the student will be billed for the amount returned in accordance with the refund policy.  

Satisfactory Academic Progress
For students to be eligible for and receive financial aid, they must maintain satisfactory academic progress (SAP) toward completion of their certificate. Financial Aid Satisfactory Academic Progress is measured in terms of Pace and Grade Point Average (GPA). Pace is defined as the ratio of clock hours scheduled for completion to clock hours attempted in the program. The Broome Tioga BOCES Practical Nurse Program is defined as 1208 hours/40 weeks. To be making satisfactory academic progress, a student must maintain a 75% in each course completed within a pay period (semester) with the exception of Pharmacology Math – must maintain an 80%. A student’s academic progress will be reviewed at the completion of each pay period (semester). 
If a student fails to achieve a 75% in each completed course (exception of Pharmacology Math – 80%) for each pay period, the student will be administratively withdrawn from the program and notified in writing. The student may apply for consideration of readmission. 
Students who withdraw from the program will receive a 0% in each course interrupted by the withdrawal. All interrupted courses must be completed upon readmission and the student must meet the requirements as stated above for maintaining satisfactory academic progress. 
Code of Conduct

The Board of Cooperative Educational Services (“Board”) is committed to providing a safe and clean environment where students may receive, and BOCES personnel may deliver, quality educational services without disruption or interference. Responsible behavior by students, teachers, other district personnel, parents and other visitors is essential to achieving this goal.

The Board has established a CODE OF CONDUCT for acceptable conduct on BOCES property, affiliating clinical facilities, and at BOCES functions. 

The Board recognizes the need to clearly define these expectations for acceptable conduct on BOCES property, to identify the possible consequences of unacceptable conduct, and to ensure that discipline, when necessary, is administered promptly and fairly.

Unless otherwise indicated, this code applies to all students, BOCES personnel, parents, and other visitors when on BOCES property, affiliating clinical facilities, or attending a BOCES function.

Additionally, the board has adopted a comprehensive BOCES-wide school safety plan regarding crisis intervention, emergency response, and management.

Code of Conduct – Per Adult Student Handbook 
All students are expected to conduct themselves in an appropriate and civil manner, with proper regard for the rights and welfare of students.

The best discipline is self-imposed, and students must learn to assume and accept responsibility for their own behavior, as well as the consequences of their misbehavior.   Students may be subject to disciplinary action, up to and including suspension from school, when they:

1. Engage in conduct that is DISORDERLY. Examples of disorderly conduct include, but

    are not limited to:

· Running in hallways

· Making unreasonable noise

· Using language or gestures that are profane, lewd, vulgar, or abusive

· Obstructing vehicular or pedestrian traffic

· Engaging in any willful act that disrupts the normal operation of the school community
· Trespassing. Students are not permitted in any portions of any BOCES building, other than the classrooms, student services areas and common areas, such as corridors and rest rooms, used by the program(s) to which they are regularly assigned, without permission from a BOCES Supervisor/Principal

· Computer/electronic communications misuse, including any unauthorized use of computers, software, or internet/intranet account; accessing inappropriate websites; or any violation of the BOCES Internet Protection policy 
2.Engage in INSUBORDINATE conduct. Examples of insubordinate conduct include, but are not limited to:
· Failing to comply with the directions of teachers, BOCES Supervisors or other BOCES employees
· Failing to comply with the rules and regulations of their program and building
· Lateness for, missing or leaving school without permission
3.
Engage in conduct that is VIOLENT.  Examples of violent conduct include, but are not limited to:
· Committing an act of violence (such as hitting, kicking, punching, fighting, slapping, and scratching) upon a teacher, Supervisor/Principal or other BOCES employee or attempting to do so.
· Committing an act of violence (such as hitting, kicking, punching, fighting, slapping, and scratching) upon another student or any other person lawfully on BOCES property or attempting to do so
· Possessing a weapon; “Weapon” means a firearm as defined in 18 USC §921 for purposes of the Gun-Free Schools Act.  It also means any other gun, BB gun, pistol, revolver, shotgun, rifle, machine gun, disguised gun, dagger, razor, switchblade knife, brass knuckles, sling shot, metal knuckle knife, box cutter, electronic stun gun, pepper spray or other noxious spray, explosive or incendiary bomb, or other device, instrument, material or substance that can cause physical injury or death when used to cause physical injury or death. 

· Displaying what appears to be a weapon
· Threatening to use any weapon
· Intentionally damaging or destroying the personal property of a student, teacher, Supervisor, other district employee or any person lawfully on BOCES property, including graffiti or arson
· Intentionally damaging or destroying BOCES property

4. Engage in any conduct that endangers the safety, morals, health, or welfare of others.

    Examples of such conduct includes, but is not limited to: 

· Lying to BOCES personnel
· Stealing the property of other students, BOCES personnel or any other person lawfully on BOCES property or attending a BOCES function
· Defamation, which includes making false or unprivileged statements or representations about an individual or identifiable group of individuals that harm the reputation of the person or the identifiable group by demeaning them
· Discrimination, which includes the use of race, color, creed, national origin, religion, gender, Sexual orientation, or disability as a basis for treating another in a negative manner
· Sexual harassment as described in the BOCES Sexual Harassment policy
· Harassment, which includes a sufficiently severe action or a persistent, pervasive pattern of actions or statements directed at an identifiable individual or group which are intended to be or which a reasonable person would perceive as ridiculing or demeaning
· Intimidation, which includes engaging in actions or statements that put an individual in fear of bodily harm
· Hazing, which includes any intentional or reckless act directed against another for the purpose of initiation into, affiliating with or maintaining membership in any school sponsored activity, organization, club, or team
· Selling, using, or possessing obscene material
· Using vulgar or abusive language, cursing, or swearing
· Smoking or possessing a cigarette, cigar, pipe or using or possessing chewing or smokeless tobacco
· Possessing, consuming, selling, distributing, or exchanging alcoholic beverages or illegal substances or being under the influence of either.  “Illegal substances” include, but are not limited to, inhalants, marijuana, cocaine, LSD, PCP, amphetamines, heroin, steroids, look-alike drugs and any substances commonly referred to as “designer drugs”
· Inappropriately using or sharing prescription or over-the-counter drugs
· Gambling

· Extortion, pan handling or aggressive demands for money or property
· Indecent exposure, that is, exposure to sight of the private parts of the body in a lewd or indecent manner
· Initiating a report warning of fire or other catastrophe without valid cause, including misuse of 911, intentionally causing smoke detectors to alarm, or inappropriately discharging a fire extinguisher
· Engage in misconduct or violate the traffic regulations of the state or BOCES  

5. Engage in any form of ACADEMIC misconduct. Examples of academic misconduct include:

· Plagiarism
· Cheating
· Copying
· Altering records
· Assisting another student in any of the above actions

Practical Nurse Code of Ethics
I PROMISE TO:

Consider as a basic obligation the conservation of life and the prevention of disease.

Promote and protect the physical, mental, emotional, and spiritual health of the patient and his or her family.

Fulfill all duties faithfully and efficiently.

Function within established legal guidelines.

Accept personal responsibility for my acts and seek to merit the respect of all members of the health team.

Hold in confidence all matters coming to my knowledge in the practice of my profession, and in no way at no time violate this confidence.

Give conscientious service and charge just remuneration.

Learn and respect the religious and cultural beliefs of my patient and of all people.

Meet my obligations to the patient by keeping abreast of current trends in health care through reading and continuing education.

As a citizen of the United States of America, uphold the laws of the land and seek to promote legislation which shall meet the health needs of its people. *
*National Association for Practical Nurse Education and Service (NAPNES) Code of Ethics
General Program Expectations
1.   The Practical Nurse student is expected to be always respectful and professional. Unprofessional behavior does not reflect well on the character of the student or the school and will result in being addressed in accordance with the disciplinary policy. 
2.   To ensure patient safety, students are expected to not be under the influence of any chemicals or alcohol. A random drug screen may be performed at any time in the program or if a student is suspected of being chemically impaired, at the student’s expense.  
3.   Confidentiality must be always maintained with regard to patients, facility staff members and physicians, as well as fellow students. Breach of confidentiality will result in disciplinary action.
4.   Cheating, falsification of documents/records, failure to report an error made during the clinical rotation, reporting an assignment as completed when it was not and plagiarism (Literary theft. Plagiarism occurs when a writer duplicates another writer's language or ideas and then calls the work his or her own. Copyright laws protect writers' words as their legal property. To avoid the charge of plagiarism, writers take care to credit those from whom they borrow and quote) will be taken as evidence of a lack of personal integrity and moral character, resulting in disciplinary action that may include dismissal from the program. 
5.   During the Program (classroom and clinical experiences) telephone calls to students are to be limited to emergencies. The contact for emergencies is the Program Secretary, 763-3661. The office will get the message to the student as quickly as possible. For evening students, your instructor will give you guidance.
There is no cell phone use or use of smart watches (including text messaging) during class unless directed by your instructor for instructional purposes only.  No cell phones or smart watches are to be used in the Lab or during the clinical experience (especially on the units and in the hallways). Use of  

 a cell phone during class time will be considered cheating. 
If a cell phone is found on a student’s person or used during clinical time, even in   

the hallways, it goes against the facility’s policy and will be considered a breach of patient confidentiality and a breach of HIPAA. Such occurrences will result in disciplinary action that may include dismissal from the program. 

6.   School Property - Nursing Classroom and Laboratory: We ask that you make every effort to keep both clean and free from damage. There is no food or drink allowed in the lab. Eating and drinking in the classroom should be at a minimum. Students are expected to leave both areas in the same condition as they were found. The classroom and lab are used by other students and for other purposes. 
Students damaging and/or removing program or facility property will be billed for damages or losses and face suspension from the program. Offenders may also face criminal charges.
7.  All outside appointments and activities should be arranged at times that do not conflict with program hours whenever possible. Any time missed will fall under the attendance policy.
8.   All students enrolled in the practical nurse program are expected to have their own health insurance coverage for the duration of the program. 
9. If any student poses a safety risk to themselves or others, at any time, they will be removed from the situation and subject to disciplinary action. This includes but is not inclusive of; all incidences of violence (physical or verbal) &/or suspected drug or alcohol impairment.

Student Involvement / Advisement
Broome-Tioga BOCES encourages student involvement in the learning process. The supervisor of health careers will meet with students as a group quarterly to address concerns and check in on progress as a group. 
Students will be assigned a nursing advisor. They will meet with this advisor each semester and as needed. The student’s advisor is available (in addition to class instructor) for assistance with academic, clinical, or personal assistance to help students achieve overall success in the program.
Transfer Students

Broome-Tioga BOCES accepts students from registered nursing programs who have successfully completed A&P, and a basic nursing course (i.e. BCC – ADN 105, ADN 106) with B or better. The applicant must apply within a year of leaving the previous program. Before being enrolled in the Practical Nurse Program, an applicant must:

1. Submit a completed application.

2. Request an official copy of their transcript for review. We will not accept below a B in the courses mentioned above.

3. Take and pass the assessment test for admission.

4. Pass the Pharmacology Math Final with an 80% and perform a medication pass (approx. 1-2 hours). There is a $53.00/hr fee for administration of test and med pass.
5. Demonstrate vital signs and two random nursing skills: foley catherization, tracheostomy care, dressing change, or body assessment (approx. 1-2 hrs). There is a $53.00/hr fee.
All transfer students will join no later than the start of Medical/Surgical Nursing Course, Pharmacology Course, and the Acute Nursing clinical experience. 

Disciplinary Procedure
Broome Tioga BOCES Practical Nurse students are expected to behave in a courteous, professional manner always. Any behavior deemed unprofessional or not in line with BOCES’ student Code of Conduct, threatens a person’s safety or interrupts the educational process will be subject to disciplinary action.
Throughout the duration of the program, cumulative academic or clinical incidences are handled as follows:

1. First Incident – written warning.

2. Second Incident – written notification and placement on probation.

3. Third Incident – dismissal from the program.

Major incidences may result in immediate dismissal and exclude readmission. These incidences may include, but are not limited to:

· Cheating 

· Forgery, alteration, or misuse of school records
· Leaving a clinical site without the instructor’s permission or knowledge

· Failure to report an error made during the clinical rotation

· Reporting a clinical assignment as completed when it was not 

· Breach of confidentiality
· Damage or theft of property
· Critical safety violations
· Unethical behavior

· Chemical impairment
· Insubordination, bullying, or threatening behavior
· A positive drug test result
· Posting inappropriate information on social media that is related to the program in any way 

Social Networks – making any statement on a social network/e-mail/text which may cause injury to another, the school, clinical facility or disrupt the learning process or posting any images will be grounds for disciplinary action and/or immediate dismissal. 
While at clinical sites, students must adhere to the facilities social media policy. An offense against the social media policy can result in permanent removal from a facility, the inability to successfully complete a clinical rotation and ultimately, dismissal from the program.  
Probation – is a second chance for a student to show they can make the appropriate corrections to be successful in the Practical Nurse Program. Once placed on probation, 
a student will remain on probation for the duration of the program. A student on probation is expected to work harder and do it better than their fellow students. 
Any further incident while on probation will result in dismissal from the program. 
Clinical:
A clinical evaluation will be done each week/weekend of a clinical rotation and is pass/fail. Progression is expected throughout the clinical rotations (refer to the evaluation benchmarks). The evaluations will be determined by the following categories:

Satisfactory (S) – The clinical performance meets the benchmarks of the clinical rotation and time in which certain skills should be developing or consistently demonstrated. 

Needs Improvement (NI) –If a student receives 7 or more NI’s on one evaluation after the 4th week of the Geriatric rotation, a remedial plan will be put in place and a student will be placed on clinical probation. 

There can be no NI’s or U’s after the start of the 8th week of the acute care rotation; with the exception of attendance (This does not include specialty areas – i.e. Maternity). 

Unsatisfactory (U) – If there is an unsatisfactory in a critical area, marked with a # on the evaluation, a student will be placed on probation for the duration of the program and may need to return to the Lab for remedial instruction. A 2nd U in any critical area may result in dismissal from the program. 
Any U’s or NI’s after the start of the 8th week of the acute care rotation may result in dismissal from the program, except for attendance.   

There is an expectation that a student shows progression during the clinical rotations. The student is expected to have satisfactorily demonstrated the skill by the time frame indicated. Once a skill is demonstrated **, the student is responsible for maintaining that level of skill throughout the remaining clinical rotations. 
Remember, this is an educational program, and a student will receive constructive criticism from instructors in an effort to better the student and prepare them to be a safe, entry level practical nurse. It is important for the student to accept the constructive criticism in the intent in which it is given. 
Safety

One of the most important issues in health care is safety, for both the student and the patient. The instructors will outline the safety regulations throughout the program. Violation of safety procedures is considered a serious offense. This includes use of equipment without supervision.

Basic Safety Rules
Students are responsible, in class, lab and clinical sites, for observing the                   

following:

•
All fire and safety rules/regulations.

•
Directions by the BOCES staff.

•
Proper identification of patients.
•
Identification of potential hazards.

•
Maintenance of a safe environment.

•
Proper body mechanics.

•
The use of Personal Protective Equipment (PPE).

•
Standard precautions and isolation precautions when indicated.

•
Needle/sharp object disposal as per facility policy (i.e. never recap needles)

•
The policies for handling chemicals and medications.

•
The appropriate technique for medication administration.

•
The facility documented Care Plan for the patient(s) assigned by the instructor.

•
Radiation exposure precautions.
•
Oral reporting procedures, before, during and after care.

•
Documentation procedures.

•
Accident/Incidence forms.

•
Mechanical/electrical equipment safety: including never using equipment without permission or instruction in its proper use.

•   Confidentiality/HIPAA Regulations/PHI Rules
Critical patient safety violations may result in dismissal from the program. 

Such violations may include, but are not limited to: 
· Failure to maintain standard precautions.
· Leaving an occupied patient bed in a high position
· Leaving an occupied bed with the side rails down
· Administering a treatment or medication without direct supervision of the instructor or primary RN 
· Breach of confidentiality
· Reporting a clinical assignment as completed when it was not 

· Attempting to cover up clinical errors made

· Insubordination displayed to any instructor or clinical staff – including bullying or threatening behavior
· Leaving a clinical area without the instructor’s knowledge

Other incidences during the clinical experience subject to disciplinary action include, but are not limited to:

· Performing nursing tasks or writing notes in a patient’s chart or record without prior approval of the instructor or staff nurse.

· Not performing tasks assigned.

· Failure to communicate a change in a client’s condition in a timely manner
NOTE: If any student poses a safety risk to themselves or others, at any time, they will be removed from the situation and may be subject to disciplinary action. This includes but is not inclusive of; all incidences of violence (physical or verbal) &/or suspected drug or alcohol impairment.
Dress Code
Students’ entering a professional field should be aware that appearance is very important. The clinical rotations are an excellent opportunity for prospective employers to observe the student, so first impressions are critical. 
Classroom: Casual clothing may be worn for class unless the instructor has directed otherwise or it disrupts the educational process.

· Footwear must be always worn.

· Extremely brief or see-through garments, such as tube tops, halter-tops, spaghetti straps, plunging necklines (front or back) are not allowed.

· Items that are vulgar, obscene, disrespectful to others based on race, color, religion, creed, national origin, gender, sexual orientation, or disability are not allowed.

· Items that promote or endorse the use of alcohol, tobacco, marijuana, or illegal drugs or encourage illegal or violent activities are not allowed.
*This is not an exhaustive list. The instructor may ask you to change an article of clothing if deemed to be inappropriate or does not comply with PN program standards.

Lab: Lab is considered part of the clinical experience; you will be expected to follow the dress code for clinical rotations (see below). If a student chooses not to follow the dress code, they forfeit class hours. If they leave Lab, they will need to make-up the Lab ($$).  
Clinical Sites: Broome Tioga BOCES’ clinical dress code is derived from the dress code of the clinical facilities that allow students as guests to their facility.  Students will be required to wear full uniform and uniform accessories such as watch with a second hand that is not a smart watch, bandage scissors, black pen, stethoscope, pen light and picture identification to clinical sites unless otherwise advised. A student will be sent home and forfeit clinical time if their uniform does meet the described standard. 

Uniforms are full royal blue scrubs (top and bottoms). Jogger pants are not acceptable. Uniforms will be provided from Scrubs Express on the Vestal Parkway, 1908 Vestal Parkway. 
Uniform:
· Neatly pressed and clean Royal Blue Scrubs, neatly pressed white lab or scrub coat
· White turtlenecks or t-shirts may be worn underneath in colder weather (they should not show beneath the bottom of the scrub top for a layered look). Long sleeves should be able to be pushed up past the elbow
· Uniform must be clean, in good repair and properly fitted
· Tops must cover the hip and pants should come to the top of shoes
· White Leather shoes/sneakers with clean shoelaces, no clogs, sling backs or cut outs. 
· White socks
· Hip length white lab/scrub coat with BOCES embroidery on the left chest
· Bandage scissors 

· Watch with a second hand, NO smart watches of any kind
Male and female students:
· Hair must be neatly styled.  Extreme colors and styles should be avoided. Hair should be kept from falling in the face and over the collar to meet health and safety standards. Ponytails need to be above the collar and not swinging freely.
· Beards, sideburns, and mustaches must be closely trimmed and neat in appearance.

· Students will maintain personal hygiene, including oral care. Students will be free of offensive body odor and/or cigarette smell. No perfume, cologne, after-shave, or scented lotions are permitted to prevent a patient from having a reaction. 

· Nails must be short, manicured, and natural.  No artificial nails, overlays, or nail polish are allowed.

· No jewelry except one watch and two rings. No necklaces or bracelets. Medical alert jewelry is acceptable. 
· Earrings may be worn; must be of post type and can’t pose a safety or infection control issue. All visible body piercings must be post like and not of extreme style. Coverage of piercings may be required. 
· If ear gauges are worn, they must be covered with a band-aid or dressing or be clear. 

· Shoes or sneakers (impervious to fluids), shoelaces, and socks must be white, clean and in good repair. No Crocs or backless shoes.
· No gum chewing in the clinical area.

· If an extra external layer is required for warmth, a white lab coat may be worn with BOCES embroidery on the left chest. No sweaters, hoodies, or sweatshirts. 
***Pre-assign or Observation Site Visits: When a student is reporting to a clinical site to complete research or clinical assignments, he/she must wear the BOCES scrubs and lab jacket uniform. The lab/scrub jacket should be clean and in good repair and display ONLY the BOCES student ID. Other employment badges should not be worn to eliminate confusion of current affiliation. Hairstyles must be maintained as described above. 
Attendance
ATTENDANCE IS CRITICAL! NOTHING EXCUSES MISSED TIME. THERE ARE NO MAKE-UPS FOR MISSED CLASS TIME. THERE IS ONLY ONE 8 HOUR MAKE-UP FOR CLINICAL TIME. Once you exceed the absences allowed you are no longer eligible to continue in the program.
Theory and clinical practice are essential to the learning process of the student nurse. New York State Department of Education expects the Practical Nurse student to not exceed the hours outlined in this program’s attendance policy or the student will not be considered eligible to become licensed or to sit for the NCLEX-PN exam. The student has a responsibility to themselves as a learner, to patients, staff, and fellow students; therefore, each student is expected to attend all class and clinical sessions as scheduled. 
With that being stated.
1.  Please stay home if you are ill:
a. If you have a temperature greater than 100. Remember you should be fever-free for 24 hours before returning to class.

b. If you have a communicable disease/illness (i.e. strep throat, chicken pox, impetigo, bacterial pink eye, etc.)
c. If you have repeated vomiting and/or diarrhea related to illness.

d. If you have any type of draining, open wound and may be contagious

2. Students are expected to be present and on time for all classes and clinical rotations unless they are ill. It is the instructor’s right to send a student home from class, lab or clinical practice if he/she suspects the student may have a contagious illness that is a risk to patients, staff or fellow students. 
3. After an extended illness of three days or more or following a pregnancy or surgery, a note must be provided by a health care provider stating a student may return to school and clinical practice without restrictions. 

4. All classroom and clinical tardiness will be rounded up to the next higher 15 minute increment (ex. 2 min. late = 15 minutes tardy).
5. Cancelled Classes/Clinical Due To Inclement Weather: 
In inclement weather and BTBOCES closes, an announcement will be made on WNBF, WAAL, WINR, WMRV and WMXW. An announcement is also usually posted on the BOCES website: www.btboces.org 
For full time students, if Broome-Tioga BOCES or Union-Endicott Schools is closed during the day, nursing class/clinical will be canceled. You may still be required to pre-assign for the following clinical day if applicable. If you feel it is unsafe for you to travel, notify the school or your instructor prior to the start of class/clinical. If you decide to stay home and class/clinical is not canceled, it will be counted as an absence. School closings due to weather or instructor’s absence, will not be counted against a 
student’s absenteeism but may need to be made up later.
For part time students, if Broome-Tioga BOCES is closed during the day, nursing 
classes will be canceled. You may still be required to pre-assign for the following clinical day if applicable. Clinical rotations ARE NOT canceled unless there is a 
State of Emergency. If you feel it is unsafe for you to travel, notify the school or 
your instructor prior to the start of class/clinical. If you decide to stay home and 
class/clinical is not canceled, it will be counted as an absence. School closings due 
to weather or instructor’s absence, will not be counted against a student 
absenteeism, but may need to be made up later.
Classroom: 
Please be prepared and in the classroom by 8:00 am for FT or 5:30 pm for PT. The class schedule will be provided ahead of time.  There are no individual class make ups, any material missed is your responsibly. 
Current COVID -19 regulations do not require you to wear a mask, but you may choose to if you wish.
When absences exceed 18 hours in the 1st semester/1st year, 14 hours in the 2nd semester/2nd year, the student will not meet the minimum requirements for classroom theory and eligibility to sit for the NCLEX-PN exam, this will result in being dismissed from the program. 
Lab: 
All lab skills must be completed. If a student is absent during a scheduled laboratory skill session, the student must discuss with Kelly Finch, 763-3308 or kfinch@btboces.org, to make up the laboratory skill. Make-up labs will be scheduled according to availability of the instructor. Laboratory skills must be successfully completed before a student is allowed to perform that skill on a patient in a clinical setting. 
There is a $53.00/hr. lab make-up fee, which must be paid prior to making up the lab. All labs must be completed before the end of the course or will result in failure of the course. Most labs are approximately 2-3 hours in length.
Clinical:
Illness or absence must be reported to the clinical instructor at the clinical site at least 15 min. prior to the start time (this includes calling any observation sites). If this is not done, it is considered a No call/No show. The student must speak directly to the instructor, leaving a message at a site for the instructor does not count and will be considered a No call/No Show. After one No call/No show incident, the student will be given a warning letter and placed on clinical probation, after the second incident, the student will be dismissed from the program for patient abandonment. 
If you are going to be more than 30 minutes late, 4 hours will be deducted as a result of your tardiness. You are still required to call the instructor and the clinical site as early as possible to avoid a No call/No show situation. Students are not allowed to arrive late or leave early from the clinical rotation without prior approval of the instructor. 
Three times tardy to a clinical experience equals a 4-hour absence. 
If alternative clinical experience paperwork, including sign-in sheet, is not turned in as instructed, student will lose half of the scheduled hours for that day for clinical absences. 

Absences from clinical exceeding 16 hours for the duration of either program will not meet New York State Department of Education’s clinical requirements for licensure.  One 8-hour clinical make-up is allowed. The student will be dismissed from the program if missed clinical time exceeds the 8-hour make-up OR if the student refuses to attend an 8-hour make-up time beyond that is exceeded for missed clinical. For advanced placement/returning students entering the 2nd semester/2nd year), 8 hours will be the missed clinical cutoff due to shortened program.
Students injured or who become ill while on duty may be seen in the ER or sent to their own provider.

Students who arrive ill or become ill at clinical may be sent home and hours deducted. Students may be sent to the ER or to their own provider.
Students who are injured while on duty must report to their clinical instructor immediately so emergency measures can be determined, and necessary forms completed. 
Broome-Tioga BOCES does not carry health insurance on students in adult education programs. Any medical fees incurred from illness or injury while attending the program are the responsibility of the student.
Grades

Academic Integrity:
At Broome Tioga BOCES, we are committed to the academic, civic, and ethical development of our students.  We strive to create a learning environment that is both challenging and supportive. We are committed to upholding the fundamental values of honesty, respect, and individual responsibility.  
Each student will abide by the following principles:

· Submit work that is his/her own
· Identify appropriately the work of others when incorporated into his/her own work, including direct quotations, summaries, and paraphrases

· Follow the directions of the instructor with regard to permissible materials in the learning environment at the time of examinations/quizzes 
· Proceed during examinations/quizzes without any assistance and without communicating in any way with others while the examinations/quizzes are being conducted, unless permitted by the instructor

· Refrain from obtaining or distributing the content of any examination/quiz, without the permission of the instructor

· Submit work, either whole or in part, only once

· Represent data and sources appropriately and honestly using APA format
Students are responsible for adhering to these standards.  Not being familiar with these standards does not mean that students are not accountable for adherence to them.  Furthermore, students are encouraged to report suspected or known violations of the Academic Integrity to appropriate faculty, staff, or administration.

Violations:
Violations of academic integrity include, but are not limited to, the following:
· Plagiarism: The intentional or unintentional representation of another person’s work as one’s own.  Examples include, but are not limited to, the following: 

· Quoting, paraphrasing, or summarizing another’s work without appropriately acknowledging the source

· Using another’s content without acknowledging the source

· Submitting another’s work, purchased, or otherwise obtained, as one’s own

· Cheating on Examinations/Quizzes: Looking at another’s work, using or bringing to the learning environment materials that are not permitted by the instructor, communicating with another student, receiving any kind of assistance including, but not limited to, assistance from electronic devices and obtaining or disseminating the content of an examination/quiz without the permission of the instructor

· Multiple Submission: Submitting any work of one’s own, either whole or in substantial part, to more than one instructor without the permission of the instructor(s) receiving the work

· Facilitating Academic Dishonesty: Knowingly allowing another student to use one’s work or cheat from one’s examination/quiz
· Fabrication: Falsifying or fabricating information in any situation, including but not limited to data for a lab or research project

Consequences of Violating Academic Integrity:
Consequences at the course level will be at the discretion of the instructor and may include, but are not limited to, one or a combination of the following:

· Verbal or written warning to the student 
· A letter, detailing the violation, to be kept on record.
· Deduction of points, a grade of zero for the assignment, project, or examination/quiz
· Dismissal from the program
Academic Grievance Process:
If the student wishes to challenge the decision, she/he may initiate the grievance procedure on page 28. 
Final Grade Calculations: 

Each course of the Practical Nurse Program will contribute towards the final grade point average and will be weighted as follows:

Anatomy & Physiology

11%

Fundamentals of Nursing

17%

Geriatric Nursing 


4%

Growth & Development

5%

Pharmacology Math


4%

Maternity




6%

Med/Surg Nursing


18%
Mental Health Nursing

5%
Nutrition




5%

Pediatric Nursing


6%

Pharmacology
Theory

11%

Professionalism in Nursing
7%
Classroom: 
Courses in the Practical Nurse Program are set up sequentially. Students must pass with a minimum of 75% before a student is able to move on to the next course (exception: Pharmacology Math - 80%). 

Final grades for each course are calculated using 75% for course work (homework, quizzes, papers, projects, etc.) and 25% for the final exam. A grading rubric will be provided for each course. Grades are calculated using 2 tenths of a decimal.  Grades are not rounded up to achieve a passing score.

Students are encouraged to keep track of their grades throughout the program. A course grade report will be provided at the completion of each course. A transcript will be provided at the end of each academic semester. 

If a student’s course average falls below an 80% (or 85% in Pharmacology Math) at any time, the student should discuss their grades with the instructor to make a plan for remedial help. 

If a student misses a test/quiz, they cannot earn a grade higher than 75% (80% for PM) without valid documentation for the absence. The documentation is due the day the quiz is made up. 

Valid documentation:

1. An obituary notice of an immediate family member showing the relationship of the student to the deceased. 

2. A police report indicating the date absent.

3. Proof of a court or jury summons taking place during classroom hours.

4. A note from a health care practitioner (physician, physician assistant, nurse practitioner) verifying your illness, excluding routine appointments.

All tests/quizzes/final exams missed during an absence must be made up prior to the student returning to that class, if this is not done, a zero will be given. Documentation is needed at the time of the make-up to receive a grade higher than a 75% (80% for PM). 

Full time students should report at 7:30 am the following class day to make-up a missed test/quiz/final exam. 

Part time students need to contact the individual instructor to arrange a make-up date and time prior to the next class date. 
If homework was assigned prior to the absence, it is due upon arrival to school at the start of the next class otherwise, a zero will be given.
Each student will be responsible for seeking assistance from the instructor for missed assignments. 

Lab: 

Skills will be evaluated as Satisfactory/Unsatisfactory. 
Clinical: 

The objectives for each clinical area must be met according to the benchmarks. Students are expected to meet the clinical benchmarks as the clinical rotation proceeds. Grades and clinical performance determine a student’s successful completion of the program.  The clinical benchmarks will be reviewed at the beginning of each clinical rotation by the clinical instructor. 
A pharmacology math test is administered at the beginning of each clinical area except Maternity, Geriatric and Mental Health clinical. A passing grade of 80% is required to administer medications during a clinical rotation. The student has three attempts to pass the test, upon failing the third attempt the student will be dismissed from the program. Successful completion of these clinical rotations, requires the administration of medications.

Course Descriptions

Anatomy & Physiology

This course will introduce the student to the basic components of the human body structure and function. The body is studied by systems with a focus on normal anatomy and physiology. Interrelationships between the body systems are explored. This focus on the healthy body provides a base for assessing changes related to the disease processes.

Fundamentals of Nursing

This course is designed to familiarize the student with current and relevant issues facing nurses today within the context of the historical development of organized nursing. The nursing process is introduced to identify and manage health problems of clients. The basics of therapeutic communication is addressed including personal characteristics of nurses that contribute to high quality nursing. This course integrates the basics of nursing and includes lab skill teaching of nursing procedures and return skill demonstrations. 
Geriatric Nursing 
This course provides the student with knowledge to care for the aging population. Included are special problems that come with aging body systems. Special emphasis is placed on caring for patients with dementia. Students will also study the dying process and stages of grief. 

Growth & Development



This course provides the student with an understanding of physical, psychological, social and cognitive changes from infancy through geriatrics. The student will study theories of development as well as influencing factors. Communication and health promotion across all age groups is introduced.

Pharmacology Math

This course is taught utilizing math formulas to calculate dosages of medication. Conversion factors are reviewed in administering medication in the following routes PO, IM, SQ, and IV. This course is essential in providing skills necessary for safe medication administration. It provides important considerations in accurate dosage, apothecary and metric measurements, conversion techniques, multiple and unit dosage concepts, the use of various syringes and opportunities for practice in preparation and administration of medication. 

Maternity



This course provides the student with the fundamental knowledge required in the constantly expanding field of maternity nursing whether care is delivered in the hospital, clinic, or home setting. The family’s experience of pregnancy, birth and the post-partum period is emphasized; also emphasized are the nurse’s role in teaching, utilizing the nursing process as the guide to reach a successful outcome. Other content areas include caring for the patient with AIDS and STIs, the childbearing adolescent and the effects of caffeine, alcohol, and other drugs on the unborn child. The student will possess knowledge of the phases of childbirth, stations, and post-partum care. Pregnancy complications, illness, and disease are discussed, and knowledge is gained on recognizing the signs and symptoms of pregnancy complications and implementing appropriate nursing interventions that are necessary. Care of the newborn is emphasized and incorporated into this learning experience. 

Med/Surg Nursing


In this course students will utilize clinical reasoning and the nursing process in learning the fundamental disease process and the LPN’s role in the prevention of illness, treatment of disease and restoration of health in the adult client. Concepts related to safety, communication, psychosocial needs, client teaching, and pharmacology are integrated throughout the course. This area of instructions provides the student with a basic understanding of pathophysiology, etiology, symptoms, nursing care measures, prevention, pre-operative and post-operative care, diet and the complications and prognosis of medical surgical conditions across all age levels. The student will continue the development of critical thinking skills in order to make accurate clinical judgments when giving patient care. Holistic care is emphasized. The nursing process is the foundation for the delivery of patient care. Clinical experiences provide opportunity for the application of knowledge and skills to the nursing care of adults in a variety of clinical settings. The student will also participate in the required hours of clinical experiences as determined by the nursing program.
Mental Health Nursing

This course will enable the student to recognize and respond to mental health disorders and complex behaviors in every practice setting. The student will explore communication techniques, ethical and legal issues, and alternative and complementary treatments. 

Nutrition

This course will enable the student to understand the relationship between food and health and the importance of the well-nourished body. Major issues in food, nutrition, and diet that are of special concern will be introduced including how the body utilizes food and nutrients, food customs, food related illnesses and special nutritional needs. Skills incorporated and practiced will be in nutritional assessment, identifying nutrients in food labeling, learning the criteria for meal planning and feeding debilitated patients. The nursing process is used as a foundation for presenting nursing care. 

Pediatric Nursing


This course assists the student to integrate knowledge derived from growth and development to achieve safe competent care of pediatric clients and their families when receiving healthcare services. The nursing process is utilized to present nursing care in meeting various health care adaptation needs from neonate to adolescent. 
Pharmacology
Theory

The purpose of this course is to present the theory and facts concerning drug administration and its application to nursing process, as well as sources, purposes, side effects, routes and dosages applicable to disease process. Knowledge and skills basic to safe administration of commonly used drugs, their interactions, and side effects. Theory is integrated into all clinical practice settings. This course is a corequisite with medical surgical nursing.
Professionalism in Nursing

This course presents various aspects of the nurse’s legal role and responsibilities in delivering client care. This course includes Scope of Practical Nursing, history of nursing, and nursing organizations; understanding the patient as a person; awareness of the legal and ethical responsibilities for the LPN; how to obtain and retain a job; understanding personal, home and community health problems; understanding agencies serving the public, concerning health care needs.

Library Resources

Broome Tioga BOCES’ Practical Nurse Students have access to SUNY Broome and Binghamton University libraries, medical facility libraries within our local hospitals as well as local libraries in their community. There may be some restrictions on signing out of resources at SUNY Broome and Binghamton University or the medical facilities. The student should have their school ID with them when visiting these libraries.  
General Clinical Expectations
Clinical hours may vary occasionally depending on clinical assignment. As much notice as possible will be given when the clinical hours vary for both the full time and part time programs. 

The clinical facilities require that students are bi-annually CPR certified and have a current physical exam (within the last 12 months) on file that demonstrates they are free of communicable disease and have no medical restrictions. Students cannot attend the clinical experience without a valid CPR card and a current physical examination on file. PE, immunizations, and CPR documentation due NO LATER THAN START OF CLINICAL ROTATIONS, Flu NOT LATER THAN OCTOBER 1.
Students are responsible for obtaining patient information on their own time prior to the clinical day. Students should not be visiting units for patient assignments while other BOCES students are on the unit completing their clinical experience or at change of shift. The recommended time to pre-assign is 4:00 pm to 6:00 pm.  
The Practical Nursing student will perform duties in clinical areas that are performed by licensed personnel. Until the student obtains their own license, the students will be directly supervised by the instructor and/or the nurses at the clinical facility. A student is never to perform a procedure or document on a patient record without the knowledge and permission of the instructor and/or the primary registered nurse. 

Facilities allow students to perform clinical experiences at their sites. Students are guests and should act accordingly. The clinical facility has the right to deny any student access to their facility, even if a student has been approved by the Practical Nurse Program. If a student is denied access by the facility, the student is unable to complete the required clinical rotation and will be dismissed from the program. 
Students are expected to always conduct themselves in a professional manner. Fighting, arguing, using loud, abusive, or inappropriate language or behavior toward staff, patients, classmates, or instructors is considered unprofessional behavior and will result in disciplinary action.
Students have access to confidential information about patients, staff, and the facility. At no time should a student discuss the facility, staff, or patients with anyone outside the facility or the unit assigned; this includes such social networks as text messages, Facebook, twitter, e-mails, etc. and discussing information with family members. There should be strict adherence to the institutions’ regulations on HIPAA and PHI. Breach of confidentiality will result in dismissal from the program. 
Students should always maintain a professional nurse-patient relationship. Students are not allowed to visit hospital, nursing home, or clinic patients who happen to be family members or friends during their clinical experience. This includes lunch or break times. Students are also strongly discouraged from visiting patients during their off time. 
Students are not to visit or read the charts of personal family and friends, this is a HIPAA violation. Students are not allowed to access their own records during clinical rotations. 
Facility rules/policies are to be followed; the instructor will review these prior to the clinical rotation.
Assignments are made to provide students with as wide a variety of experiences as possible; please do not ask for the assignment to be changed.
Students are not to sell chances or merchandise, or to borrow money from anyone at the facility. Students are not allowed to accept tips or gifts from patients or their families. 
Eating and drinking is permitted only in designated areas (cafeteria or gift shop). Do not discuss personal problems with the staff or patients.
During a full day of clinical, lunch break is 30 minutes. 
Making personal calls, using cell phones, and/or having visitors, while on the clinical unit is not permitted. Having a cell phone in the clinical facility is a breach of HIPAA and patient confidentiality, and falls under the disciplinary process.
Never do anything you are not sure of or have not been taught to do. Always keep the patient’s best interest in mind. Treat the patients as if they were your loved one by upholding their rights and protecting their safety and dignity. 
And most importantly - Keep the instructor informed at all times!!
Readmission

**Consideration for readmission for academic issues is in accordance with the selection process and is only available once. 
Students requesting readmission must provide documentation that they have done something to improve their chance of completing the program successfully. This should be provided at the time of the interview.

Any outstanding balance owed to BOCES needs to be resolved prior to consideration for readmission. 

A student previously dismissed from the program may be readmitted to the program only once and must complete any incomplete courses and/or clinical experiences. Readmission will be in accordance with the selection process and must occur within 1 year of leaving the program. 

When a student is accepted back into the program, they will automatically be placed on probation for the duration of the program. 
Chemical Impairment
The chemically impaired student is someone attending class or clinical and perceived to be under the influence of or having abused alcohol, marijuana, either separately or in combination with over-the-counter drugs, illegal drugs, prescribed drugs, inhalants, or synthetic designer drugs. 
Abuse of substance(s) includes episodic misuse or chronic use that produces psychological and/or physical symptoms such as: odor of alcohol, unsteady or staggering gait, rapid or slurred speech, dilated or pinpoint pupils, blood shot eyes, fine motor tremors, difficulty in calculation, inability to follow directions, inability to stay awake, and nausea, vomiting or sweating, or a notable change in demeanor.

Students suspected of being under the influence of drugs or alcohol: 

a) Will be confronted with the suspicions.

b) Will be asked to perform a drug screen immediately at the student’s expense. Refusal or a positive result will be immediate grounds for dismissal from the program.

c) Will be aided with getting home or in seeking medical help, at the student’s expense. 
d) If the student is refused re-entry by the facility to the clinical area, the student will be unable to meet the clinical requirements and will be dismissed from the program.
e) The student’s unprofessional conduct will be reviewed for disciplinary action. 

Grievance Procedure

Steps in Resolving Complaints/Grievances

Students are guaranteed the right to have program-related complaints resolved.  Any issue regarding a student’s education should be initially discussed with the instructor.  If the issue is not resolved to satisfaction or if the student believes the instructor is not able to resolve the issue, the following procedure should be followed:

1.  (Formal) The student may file a written grievance with the Health Careers Supervisor.  This should occur within thirty (30) days of the issue.  A meeting will be arranged with the student and, if applicable, the instructor.

2.  If the written grievance is not resolved to a student’s satisfaction within ten (10) days, they may file a written grievance with the Assistant Superintendent.

3.  If the grievance is still not settled, or a satisfactory decision is not rendered within ten (10) days, the complaint may be submitted in writing to the Superintendent.
No person shall be penalized for using the grievance process.

Retaliation

Broome-Tioga BOCES prohibits retaliatory behavior directed against complainants, victims, witnesses, or any person participating in the investigation of a complaint of harassment or discrimination. Any person who is found to have engaged in retaliation may be subject to appropriate disciplinary actions, up to and including termination. 
Graduation Requirements
Practical nursing students will be required to successfully complete classroom and clinical requirements necessary for preparation of the NCLEX-PN Licensing Exam. Application for licensure can be completed prior to graduation; however, School of Nursing certification of program completion will not be submitted until after graduation and when all program and financial obligations are met. Fulfillment of program requirements are dependent on the following:

1. Completion of each course with a minimum grade of 75%, except for Pharmacology Math which requires a minimum grade of 80%, and the fulfillment of the minimum performance at each clinical rotation. 
2. Completion of the required program hours per the New York State Department of Education’s approved attendance policy.
3. Official High School or GED/TASC Transcript on file.

4. Meet all financial requirements. 

5. Completion and submission of Clinical Skills/Experience Checklist.
Graduation: This is a very important day! Rehearsal usually occurs a few days before Graduation. 1st year part time students are invited to help with the ceremony. 
Attire: White Graduation caps and gowns with a blue tassel. Professional attire must be worn underneath. 
Awards: Several awards will be presented at graduation. Some include monetary gifts. You must attend the ceremony to be eligible to be a recipient. 
a. Academic Excellence (one recipient from the full time and one from the part time program)

b. Clinical Excellence (one recipient from the full time and one from the part time program)

c. Overall Excellence (one recipient from the full time and one from the part time program)
Discrimination Policy
** Broome-Tioga BOCES does not discriminate - in employment, admission, or in the education programs and activities it operates - on the basis of race, color, national origin, religion, marital status, military status, sex, age, weight, sexual orientation, gender identity, ethnic group, religious practice, disability or predisposing genetic characteristic in violation of Title IX of the Education Amendments of 1972, Title VI and VII of the Civil Rights Act of 1964, 42 U.S. C. 12111 et. Seq. known as the Americans with Disabilities Act or section 504 of the Rehabilitation Act of 1973, New York Human Rights Law, and the Boy Scouts of America Equal Access Act of 2001.

Anyone who believes BOCES or its staff has failed to apply or has inadequately applied the principles or regulations of (1) Title VII of the Civil Rights Act of 1964, (2) Title IX of the Education Amendment Act of 1972, (3) Section 504 of the Rehabilitation Act of 1973, (4) the Sexual Orientation Non-Discrimination Act of 2002, or any other relevant statute or regulation, may bring forward a complaint, called a grievance, to the district’s compliance officer, the director of Human Resources by contacting (607) 766-3823 or mailing to: Broome-Tioga BOCES, Attn.  Human Resources Director/District Compliance Officer, 435 Glenwood Road, Binghamton N.Y. 13905
One can also file a grievance with the Office of Civil Rights:

Office for Civil Rights,

New York Office

U. S. Department of Education

32 Old Slip, 26th Floor

New York, NY 10005-2500

Telephone: (646) 428-3800

Facsimile: (646) 428-3843

Email: OCR.NewYork@ed.gov
APPENDIX

STANDARD PRECAUTIONS

Purpose: To provide the first line of defense for healthcare workers against the risk of exposure to bloodborne pathogens. 

Standard Precautions apply to all patients regardless of their diagnosis or suspected infection status. Standard Precautions apply to the following:

· Blood

· All body fluids, secretions, and excretions except sweat
· Non-intact skin

· Mucous membranes

Procedure:

·  Following standards of practice are required of all employees/students when working in patient areas or with equipment which may have been contaminated with infectious material. 

1.  Hand washing: Hands are to be washed after touching blood, body fluids, secretions, excretions, and other contaminated items, whether gloves have been worn. Hands must be washed immediately after removal of gloves, between any patient contact and when otherwise indicated. This will help prevent transmission of microorganisms. To prevent cross contamination of different body sites on the same patient, it may be necessary to wash hands between tasks and procedures.

2.  Gloves are to be worn when touching blood, body fluids, secretions, excretions, and other contaminated items. Clean, non-sterile gloves will be adequate. Gloves shall be changed between tasks and procedures on the same patient after contact with material that may contain high concentration of microorganisms.  

3.  Mask/Eye Protection/Face Shields: When performing procedures that may be likely to generate splashes or sprays of blood, body fluids, secretions, or excretions, wear a mask and eye protection, or a face shield. This will protect the mucous membranes of the eyes, nose, and mouth.

4.  Gowns: When performing procedures that may be likely to generate splashes or sprays of blood, body fluids, secretions, or excretions, wear a gown to protect the skin and to prevent soiling of clothing. Always remove the soiled gown as soon as possible and wash hands. 

5.  Patient Care Equipment: All patient care equipment soiled with blood, body fluids, secretions, or excretions shall be handled in a manner which will prevent skin and mucous membrane exposures. Single use, disposable items must be disposed of properly. Make sure reusable equipment has been cleaned and reprocessed appropriately prior to use on another patient.

6.  Environmental Controls: Ensure the facility has adequate procedures and they are followed for the routine cleaning of all surfaces including beds, bedrails, bedside equipment, and other frequently touched surfaces. 

7.  Linen: Used linen soiled with blood, body fluids, secretions and excretions will be handled, transported, and processed in a manner which prevents skin and mucous membrane exposure, contamination of clothing, and the transfer of microorganisms to other patients and the environment. 

8.  Occupational Health and Bloodborne Pathogens: Avoid injuries if at all possible when using needles, scalpels, and other sharp instruments. Never recap needles. Place all contaminated needles, syringes, scalpel blades and other sharp items in a designated puncture resistant containers. These containers should be located as close to possible to areas when the items are used. Report any exposure immediately. 

9.  Use mouthpieces, resuscitation bags or other ventilation devices when the need for resuscitation is anticipated. 

10.  Patient Placement: Ensure patients who may be a source of contamination to other patients or the environment, be placed in a private room.
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