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Policies within this Student Handbook are in compliance with College policies.  All policies are subject to revision as necessary.  Any changes or additions to this policy manual will be in writing and provided to the students.
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Mission Statement
The mission of the Medical Laboratory Technology program is to provide a comprehensive technical education program that prepared quality graduates to work in the medical, clinical, and research laboratory industry.

Upon completion of the MLT program,  students are awarded an Associate in Applied Science degree in Medical Laboratory Technology and are eligible to take The American Society for Clinical Pathology (ASCP), Board of Certification (BOC) examination.  The ASCP-BOC will award the Medical Laboratory Technology (MLT) credential upon successful completion of the examination.

The Medical Laboratory Technology Program is accredited by:

National Accrediting Agency for Clinical Laboratory Science

8410 West Bryn Mawr Avenue, Suite 670

Chicago, IL 60630
   (773) 714-8880.

MEDICAL LABORATORY TECHNOLOGY

Florence Darlington Technical College
MLT Department Goals

2009-2010

· To provide a curriculum in medical technology that is valid and reflects current concepts and methods.
· To provide students with a patterned program of learning that fulfills degree requirements, entry-level skills, knowledge and competence in the field of medical technology.
· To provide clear, concise instructions and supervision by qualified competent experts in the field of medical technology.
· To provide students with clearly defined course objectives, expected behaviors and evaluation methods.
· To provide clinical instruction that emphasizes competence in technical performance, principles of procedures, application of quality control and identification of sources of error.
· To nurture and enhance the exercising of independent judgment regarding routine technical procedures, and taking responsibility for actions.
· To provide unbiased evaluations of student performance by means of written, oral and practical examinations which reflect achievement of course and program objectives.
· To provide students with faculty advisement throughout the educational experience in order to ensure student awareness and understanding of the academic experience and behaviors.
· To encourage continuing occupational competence and growth.
· To emphasize the use of effective communication skills in relating to patients and other members of the health care team.
· To provide students with a curriculum that is easily transferable into four-year degree programs.
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Florence Darlington Technical College
Program Competencies

2009-2010

Upon graduation and with initial employment, Florence Darlington Technical College graduates should be able to demonstrate at least entry-level competencies in the following area:

· Collecting and processing biological specimens and other substances.

· Performing analytical tests on body fluids, cells and other substances.

· Recognizing factors that affect procedures and results, and taking appropriate actions within predetermined limits when corrections are indicated.

· Performing and monitoring quality controls within predetermined limits.

· Performing preventive and corrective maintenance of equipment and instruments or referring to appropriate sources for repairs.

· Applying principles of safety.

· Demonstrating professional conduct and interpersonal communication skills with faculty, patients, laboratory personnel, other health care professionals, and the public.

· Recognizing the responsibilities of other laboratory and health care personnel and interacting with them with respect for their jobs and patient care.

· Applying basic scientific principles learned in the Medical Laboratory Technology curriculum to learning new techniques and procedures.

· Relating laboratory findings to common disease process.

· Establishing and maintaining continuing education as a function of growth and maintenance of professional competence.
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Admissions

Students who meet all MLT Program entrance requirements are accepted chronologically.  No ranking system is used.  Entrance requirements for the Program are published in the current college catalog and they include:

· High school diploma or equivalent

· Completion of a high school course with minimum grade of “C” in Algebra I, Biology, Chemistry

· SAT score of 900(480Verbal/420Math)

· ACT score of 37 (20Verbal/17Math)
· Compass score 44 Algebra, 81 Reading, Writing 78

· Minimum GPA 2.0

· Attendance at Career Talk

· Current CPR Certification

· Hepatitis B Immunization or signed Informed Refusal

· MMR immunization

· Chicken Pox Immunization

· Two-step PPD/Chest X-Ray

· Medical Examination current within one year and complete

· Technical Standards signed and current within one year

TECHNICAL STANDARDS FOR ADMISSION INTO THE
MEDICAL LABORATORY TECHNOLOGY PROGRAM

ESSENTIAL FUNCTIONS OF A MEDICAL LABORATORY TECHNICIAN:
1.  Collection and processing biological specimens for analysis.

2.  Perform analytical tests on body fluids, cells, and products.

3.  Recognize factors that affect procedures and results, and take appropriate actions within predetermined limits when corrections are indicated.

4.  Monitor quality control within predetermined limits.

5.  Perform preventive and corrective maintenance of equipment and instruments or refer to appropriate sources for repairs.

6.  Demonstrate professional conduct and interpersonal communication skills with patients, laboratory personnel, other health care professionals, and with the public.

7.  Recognize the responsibilities of other laboratory and health care personnel and interact with them with respect for their jobs and patient care.

8.  Apply basic scientific principles in learning new techniques and procedures.

9.  Relate laboratory findings to common disease processes.

10.  Recognize and act upon individual needs for continuing education as a function of growth and maintenance of professional competence.

Minimum Qualifications Necessary to Perform Essential Functions of A Medical Laboratory Technician
PHYSICAL REQUIREMENTS: 

The position of Medical Laboratory Technician has been given a strength rating of Light Work by the U.S. Dictionary of Occupational Titles (exerting up to 20 pounds of force occasionally, and/or a negligible amount of force to move objects in activities or conditions existing two-thirds of the work shift).  Position also includes intermittent sitting, standing, walking, and reaching.  Both hands are used for gripping, speed and precision work.  Use of both feet is required.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

DATA CONCEPTION: 

Requires the ability to perform qualitative and quantitative analytical tests on body fluids, cells, and products within predetermined limits of accuracy and precision.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

COLOR DISCRIMINATION: 

Requires the visual acuity sufficient to allow for each of the following:

· Differentiation of colors and color changes during the performance of laboratory procedures.  Color blindness does not preclude admission. 

· Observation of patient conditions during phlebotomy procedures.

· Differentiation and identification of specimens using microscopic techniques.

· Reading lab instrument technical procedure manuals, and standard operating procedures and other pertinent materials for patient care and professional practice.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

MANUAL DEXTERITY/MOTOR COORDINATION: 

Requires the ability to use body members to start, stop, control and adjust the progress of clinical instruments or equipment.  Operating clinical instruments involves calibrating and adjusting the clinical instrument as the measurements progress.  Controlling involves observing readouts, meters, etc. and adjusting via knobs and/or computer terminal keyboards.  Also requires manual dexterity in use of laboratory glassware and in performing phlebotomy.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

INTERPERSONAL COMMUNICATIONS:

Demonstrate professional conduct and interpersonal communication skills with patients, laboratory personnel, other health care personnel, and with the public.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

PHYSICAL COMMUNICATIONS: 

Requires the ability to speak and/or hear (express self by spoken words and perceive sounds by ear). 

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

REASONING DEVELOPMENT: 

Requires the ability to apply principles of logical or scientific thinking to define problems, collect data, establish facts and draw conclusions.  Interpret an extensive variety of technical instructions in mathematical or diagrammatic form.  Deal with several abstract and concrete variables.  Includes the ability to recognize factors that affect procedures and results, and taking appropriate actions within predetermined limits when corrections are indicated.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

LANGUAGE DEVELOPMENT: 

Requires the ability to read the English language and understand complex information contained in scientific and/or technical journals, papers, manufacturers’ procedure manuals, clinical test kits’ package inserts, clinical laboratory procedure manuals, and clinical laboratory standard operating procedure (SOP) manuals.  Requires the ability to communicate the same types of complex information and data through speech and in writing using proper format, punctuation, spelling, grammar and using all parts of speech. 

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

NUMERICAL ABILITY: 

Requires the ability to determine time, weight, and to perform practical applications of fractions, percentages, ratio, and proportions as well as basic addition, subtraction, multiplication, and division operations commonly employed in clinical measurements, e.g., solute concentrations, titers, dilutions, pH, pOH, pK expressions, etc.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

FORM/SPATIAL ABILITY: 

Requires the ability to inspect dimensions of items and to visually identify shapes, hues of color, and other morphological properties of blood cells, tissue cells, and microorganisms viewed through a microscope.

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

PERSONAL TEMPERAMENT: 

Requires the ability to deal with stress produced by work and patient/other health care workers interaction situations that may be of critical or emergency situations. 

 FORMCHECKBOX 
 I am capable of meeting these requirements


 FORMCHECKBOX 
 I am not capable of meeting these requirements

 FORMCHECKBOX 
 I am capable of meeting these requirements with the following accommodations

I understand and can comply with the MLT Technical Standards

STUDENT’S SIGNATURE





DATE




WITNESS’ SIGNATURE





DATE
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Student Policies and Information 2009-2010

I.
Attendance

A. Attendance Policy


      If an absence from class/lab is necessary, the student must notify the course 


      instructor prior to the class absence with a valid explanation.   Attendance will be 
 
      taken daily.  Attendance may be reflected in each course grade (see individual 
 
      syllabi for details).  It is the student’s responsibility to obtain any work missed.


      Instructors may have students administratively withdrawn with a grade of “W” when 


      they have missed more than 10 percent of the contact hours in a given course. 


      Students are responsible for clarifying reasons for absences prior to the ten (10) 


      percent limit.


      In the event of excessive absenteeism, the student will be evaluated to determine 


      progress in meeting course objectives.  If the faculty determines that the student is 


      unable to meet the objectives, a course grade of “F” will be given and the student 


      must recycle.


      Additional policies apply to attendance at clinical sites in the second year of training 


      in the MLT program.  These policies are provided to the students before the first day 


      of their clinical rotation.

B. Tardiness


      In the MLT courses, a tardy is defined as arriving ten (10) minutes late or leaving 

      more than ten (10) minutes early.  Late arrival dismissal on three occasions will 


      equate to one absence.  Classes will begin promptly at the assigned times.  If a 


      student is tardy, the student should enter the class quietly without interference or 


      disturbance.  It is the student’s responsibility to obtain any work missed. 
C.  Snow Day Policy


      Florence Darlington Technical College will follow the same schedule as Florence 

County School District One.  Listen to radio or television for this announcement.  College closure will also be posted at www.fdtc.edu.  If the College is closed due to inclement weather, students are also excused from the clinical site.

II.
Tests and Make Up Work
A. There will be no make-up examinations.  If a student misses a scheduled exam because of a documented medical emergency, the student’s final examination grade will be counted twice.  Once the missed exam and once for the final.  This can only occur one time during the semester.

· Any exceptions to this policy will be made at the discretion of the Program Director.
.

· If the absence is not properly documented with a legitimate reason, the student will receive an “F” for the work missed.

B. Assigned written work must be turned in on or before the date due.  Unless otherwise notified, a “0” will be recorded for any work not turned in at the assigned time.
Note:  If a student is absent on a due date for an assignment, the student must turn in the assignment on his/her first day back to campus after the absence to avoid penalty.

C. The student is responsible for scheduling with the instructor to make-up homework assignments.
D. Laboratory Attendance/Absences:  It is very difficult to reconstruct laboratory exercises.  Therefore, every effort must be made to be present for each laboratory exercise. Students are allowed to miss and make-up only one lab (including graded and ungraded exercises) per semester.

However, the student will still be responsible for any information covered in the laboratory during the absence which may be included in the cumulative lab final at the end of the semester.

Note:  In order to participate in lab, students must be wearing closed-toe leather shoes.  the proper attire will prevent the student from participating in lab.  A lab missed due to improper attire may not be made-up.


III.  
Change in Health Status

Documentation of emotional and physical ability to carry out the normal activities of 


Medical Laboratory Program may be required for continuation in the program if health 


status changes following admission.

IV.
Dress Code

While on campus and at the clinical sites, all student must abide by the following dress 


code.


Students shall maintain a professional appearance:

1. Hair shall be neat and clean.  Long hair must be pulled back away from the face.

2. There shall be no dangling ribbons, bows, jewelry, or scarves in the hair.

3. Nails should be neatly trimmed.  Acrylic nails are not allowed.  Only pale nail polish should be worn.  For infection control, fingernails should be ¼ inch or less in length.

4. No jewelry except name badge may be worn on the uniform.  The name badge must be worn at all times while at the clinical site.  Students are provided one name badge, free of charge.

5. Studs for pierced ears are permitted.  Only two sets of earrings are permissible.  No dangling earrings or hoops are permitted for safety reasons.
6. No observable body piercing other than ears is allowed.

7. No observable tattoos are allowed.

8. During clinical practice, a uniform will be work at all times.  The acceptable uniform consists of pants and top or dress and white uniform shoes.  All leather tennis shoes with no obvious writing may be substituted for uniform shoes.  Various colors must be worn based on the accepted dress code of the assigned clinical site.

9. During lab and clinical practice, fluid impermeable lab coats must be worn over clothing or uniform.

10. Closed toe leather shoes must be worn during lab exercises on campus.  Shoes must cover the entire foot.  Leather tennis shoes are recommended.

11. The FDTC uniform is to worn only during student clinical practice.

V.
Grading Scale and Grade Point Ratio Requirements

A. A minimum grade of “C” must be achieved in all courses in the curriculum in order to graduate.

B. Grading Scale for MLT courses:

A
     93-100

B
     85 – 92

C
     77 – 84

D
     70 – 76

F
     <70

C. A student whose GPR falls below 2.0 will be placed on academic probation.  The student is given two semesters to raid the GPA above 2.0.  Failure to raise the GPA above 2.0 will result in dismissal from the program.

D. Overall Grade Requirements

1. If a student has previously taken courses that apply to the MLT curriculum, the student must have a GPA or 2.0 or better to enter the MLT program.

2. Progression Requirements

Students enrolled in the Medical Laboratory Technician program must make a “C” or better in all the core MLT courses and maintain at least a 2.0 overall average to remain eligible to continue in the program.
If a student receives a grade of “D” or lower in an MLT course and their GPA is less an 2.0:

· The student is dropped from the program.

· The student must raise their GPA back above 2.0 in order to be eligible to re-enter the program the next year.



If a student receives a grade of “D” or lower in an MLT courses and their GPA is 



above 2.0:

· The student must repeat the course at the next offering and pass with a grade of “C” or higher.

· The student can only continue in MLT courses if the course in which s/he received less than “C” is not a pre-requisite for the subsequent course.

· A student will be allowed to repeat only two MLT program courses (in which they received an unsatisfactorily grade) one time each.  Any student exceeding this number will be withdrawn from the program.
· In addition to repeating the required course(s), the recycle student must validate knowledge from the other MLT courses before being assigned to a clinical rotation.



The student has two options for validation:

1. Retake previous classes with a minimum grade of 77%.

2. Take a validation test equivalent to a course final examination for each course.  A minimum grade of 77% is required.  Testing must be completed no more than 30 days prior to the beginning of the term in which each course is offered.  If unsuccessful, the student must repeat the course.



Note:   If a student does not make a “C” in a clinical course, s/he may repeat the 



course at the next offering, if a clinical spot is available.  MLT students may 



only repeat one clinical course.  Unsuccessful completion of a second clinical 



course will result in dismissal from the MLT program.


      3.
Clinical Assignments


In order to register for the Clinical Practicum/Experience MLT courses, a student 



must have completed the following steps:

· successfully complete the following courses with a “C” or better:  MLT 105, 108, 110, 120, 125, 201 and 230,

· submit a completed physical form,

· have an acceptable Criminal Background Check, as determined by the clinical facilities.
· have an acceptable Urine Drug Screen


     4.
Graduation Requirements



In order to graduate from the MLT program, each student must also complete the 



College graduation requirements (available on the College web site).  The MLT 



curriculum must be completed within a five-year period.  Graduation is not 



contingent upon the student’s passing any type of external certification or 



licensure examination.

VI.
Student Responsibilities for Registration

A.  It is the student’s responsibility to seek academic advisement prior to registering each semester.

B. At Career Talk the student will be given a suggested plan for taking the required courses.  Completion of all required courses for the curriculum is ultimately the student’s responsibility.

VII.
Withdrawal from the Program


If a student must withdraw from the program, the student must counsel with:

A. Current instructor(s)

B. MLT Program Director

C. Financial Aid

VIII.
Grievances


Student concerns should be addressed following proper channels.  Academic 
issues/concerns should be handled through the course instructor.  If the issues or 
concerns cannot be resolved, the student should see:


 Kathleen Hanrahan, MLT Program Director, Office: F348, Phone: 661.8105.  


The student is referred to the South Carolina Tech Student Code as stated in the 
College Catalog Handbook for grievance procedures.  
(http://www.fdtc.edu/admissions/registrar/code)
IX.
Required Behaviors for MLT Students


The following are considered by the MLT faculty to be critical behaviors which must be 


demonstrated at a satisfactory level in all class/clinical courses:

A. Function within the legal limit of the student MLT role.

B. Maintain ethical standards at all times.

C. Adhere to policies of clinical institutions.

D. Recognize need for help and request help from appropriate person.

E. Demonstrate acceptance of constructive criticism and modify behavior accordingly.

F. Comply with uniform requirements.

G. Follow all class/clinical safety policies.

H. Assume responsibility for own actions.

I. Protect the rights of the patients.

J. Complete all assignments in a timely fashion.

K. Report situations accurately despite reflection on self.

L. Use verbal communication appropriately.

M. Work as a team member.

N. Maintain work quality and quantity under stress.

O. Follow verbal and written instructions without shortcuts.

P. Display confidence after instruction.


Any student that fails to display any of the above behaviors will be counseled by the MLT 


faculty.  Failure to correct the observed problems will result in removal from the program 


without the option of recycling.
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X. 
Student Code Policy

The Student Code for South Carolina Technical Colleges appears in the College Catalog/Handbook (http://www.fdtc.edu/admissions/registrar/code) and addresses the following:

· General Rights of Students

· Student Government and Student Organizations

· Prescribed Conduct

· Rules of Student Disciplinary Procedures and Sanctions

· Procedures for Hearings Before the Student Appeals Committee

· Student Grievance Procedure

It is the responsibility of the students to familiarize themselves with each of these policies, and follow them appropriately.
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XI.
Academic Dishonesty Policy (www.fdtc/academics/ocgettingstarted)

Although you are encouraged to seek assistance in addition to that provided by your teacher (for example, from your classmates), it is assumed that all work submitted will be your own.  Any proven case of deliberate plagiarism or other academic dishonesty may result in administrative withdrawal from the course.  Additional sanctions, including academic probation or suspension, appropriate to the incident may be imposed.  This action will be reviewed in accordance with the Student Code and Grievance Procedures, as stated in the college catalog.

Any work submitted by a student as part of Online College course requirements may be forwarded by the teacher to search organizations for verification of its authenticity, and may be retained as part of the search database.

Students should know that civilities constitute dishonesty such as:

Cheating is defined as wrongful giving, taking, altering or fabrication of any course work (examinations, written reports, laboratory experiments, etc) for the purpose of gain for self or others.  For example, a student who supplies information regarding an exam, quiz, or evaluation to another student or students, possesses or passes notes, signals exam/quiz or evaluation answers to another student, or changes answers after the exam/quiz or evaluation has been graded.
Plagiarism is defined as the act of copying, stealing, or using another’s ideas, words, or specific substances as one’s own without giving credit to the source.  For example: submitting written work which is not the work of the student; failure to identify in part or in whole the original author; failure to use quotations for an idea which has not been assimilated in the writer’s own language; or paraphrasing (rewarding) a passage so it is not grammatically changed.

Misrepresentation is defined as work submitted improperly or falsely to meet course requirements.  For example: falsifying information at clinical educational settings such as attendance, or presenting the same paper to different courses without prior approval of both faculty members.

Procedure

Due to the nature of the medical profession where proper documentation is essential, if it is determined that a student participated in any form of academic dishonesty, he/she is subject to immediate dismissal from the program without a verbal or written warning.  Additionally, students dismissed from the program due to such behavior are not eligible to recycle through the program.  Students must sign and date the Syllabus Acknowledgement document for each course enrolled.
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XII.
Clinical Practicum Assignments
The Program utilizes eight clinical affiliates within the Pee Dee area.  Students have the opportunity to complete rotations in at least two clinical affiliates.  Clinical appointments will be made by the Program Director.  Appointments are based on geography, clinical availability, specialty and Student GPA.  Clinical hours may include second shift rotations to accommodate the number of students, available faculty and clinical facilities.

	2009 Clinical Affiliates
	Hospital/Laboratory Status

	Carolina Pines Regional Medical Center
	JCAHO/CAP

	Carolinas Hospital System
	JCAHO

	Conway Hospital
	JCAHO/CAP

	Georgetown Hospital System
	JCAHO/CAP/AABB

	Marion County Medical Center
	JCAHO

	McLeod Health
	JCAHO/CAP

	Tuomey Regional Medical Center
	JCAHO


XIII.
Alternate Status Policy for Clinical Practicum    
· The MLT program is affiliated with eight hospitals that provide 15 clinical sites for second year students.

· Present enrollment levels do not necessitate use of all clinical sites at all times.

· The MLT program normally admits 16-20 students every year.  Normal attrition usually reduces the number of senior students eligible for clinical experience to less than 12.

In the event that more than 15 students are prepared at the same time for clinical,  the order of priority is determined as follows:

· The 15 rising seniors with the highest Cumulative Grade Point Average (GPA) will be allowed to register for the clinical affiliate courses during their senior year.

· The number of students over 15 will carry over with first priority to register for the next clinical affiliate rotations the following year.

· If multiple students have the same GPA, selection is based upon the student’s admissions date.  This date is determined by the date by which the student completes admission requirements for the MLT program.
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XIV.
MLT Student Policies and Procedures for Laboratory Sessions

Laboratory classes are provided to enable the student to grasp certain concepts through the use of controlled experiments.  Correct experimental results and importantly, laboratory safety, are dependent on good laboratory technique.  The following is a list of policies and safety procedures which, when incorporated in the laboratory sessions, will give the student the basis for good laboratory technique and a safe environment.

A.
Specimen Handling

1. Student must follow the following dress code during all on-campus laboratory sessions:

a. Student must be dressed in a laboratory coat and gloves when handling and processing specimens.  The sleeves of the laboratory coat must cover the tope of the gloves so that no skin is showing.

b. Students must also wear “closed toe” shoes.  Shoes must be liquid impervious (such as leather, but not canvas) and must cover the entire foot.  Leather tennis shoes are recommended.  This will minimize the risk of contamination to exposed body parts.

c. Long hair must be pulled back away from the face.  There shall be no dangling ribbons, bow, jewelry, or scarves in the hair.

d. Nails should be neatly trimmed.  Acrylic nails are not allowed.  Only pale nail polish should be worn.  For infection control, fingernails should be ¼ inch or less in length.

e. No dangling jewelry may be worn. 
2. Specimens needing centrifugation should first be placed into capped tubes that are placed into a centrifuge carriage with a sealed dome.  These anti-aerosol devices provide an almost absolute containment of any infectious material.

B.
Laboratory Setting
1. Care should be used when operating all laboratory equipment.  If the student is unsure or undecided in the operation of some equipment, ask the instructor for assistance.

2. There will be no pipetting by mouth.  Suction bulbs and pipet pumps are provided in the laboratory.  These devices prevent accidental aspiration of chemicals and harmful biological materials.
3. There will be no smoking in the building.   Volatile chemicals and reagents are used in the laboratory and smoking would create a fire hazard.

4. Eating, drinking, and chewing gum will not be allowed in the laboratory.  Contamination of chemicals or reagents might occur, and the food or drink might become contaminated with hazardous material or biological organisms.

C.
Accidents

1. Notify the instructor immediately of all injuries no matter how minor they may seem.  The instructor will provide the appropriate Accident Report forms to the student.

2. During the first lab session, the student will become familiar with the location and use of available safety equipment.  Should an accident occur, the first movements are critical to prevent further damage or injury.  Knowledge of accessible safety equipment and it use will save valuable time in an emergency situation.

3. Broken glassware should be handled carefully to avoid physical injury.  All broken glassware must be placed in the red sharps container.  The student should also be aware of any solution which might have been contained in the broken flask or bottle and act accordingly.
4. The student will exercise care in the preparation, use, and transportation of chemicals and biological materials.

a. If a chemical is accidentally spilled, it is to be cleaned up immediately using the appropriate Emergency Clean-Up Kit.

b. Accidental spillage of a specimen should be promptly cleaned up with sodium hypochlorite (1:10 dilution of household bleach).  This solution should be freshly prepared and kept in its diluted form no longer than one week.  Spillage should be left standing with disinfecting solution for ten (10) minutes.

c. If accidental contamination occurs to an exposed area of skin, wash first with a good liquid antimicrobial detergent soap.  Rinse well with water, then apply 50% isopropyl alcohol.  Leave preparation on skin surface for at least one minute before final washing with liquid soap and water.

D.
Waste Disposal

1. All laboratory specimens and disposable should be discarded in biohazard bags placed in the biohazard bucket for disposal.

2. Disposable syringes with needles, scalpel blades, broken glassware and other sharp  items capable of causing injury should be placed intact into puncture-resistance containers located as close to the area in which they were used as it is practical.  To prevent needle-stick injuries, needles should not be recapped, purposely bent, broken, or otherwise manipulated by hand.

E.
Close of Laboratory Period

1. The student will implement all shutdown procedures and clean his/her area and the equipment he/she is using at the end of each laboratory session.  General clean-up will be assigned by the instructor on a rotating basis.

2. All work bench areas should be cleaned and sanitized with an appropriate germicidal agent at the end of each laboratory period (10% sodium hypochlorite).

3. Centrifuge carriages should be sanitized daily with a germicide and after days use; centrifuge interiors should be sprayed with disinfectant.

4. Before leaving the laboratory, all protective clothing should be removed.

5. In addition, hands and arms must be washed using the following guidelines.

a. Consider the sink, including the faucet controls, contaminated.

b. Avoid touching the sink with bare hands.

c. Turn water on using a paper towel and then wet your hands and wrists.

d. Work soap into a lather.

e. Vigorously rub together all surfaces of the lathered hands for 15-20 seconds.  Friction helps remove dirt and microorganisms.  Wash around and under rings, around cuticles, and under fingernails.

f. Rinse hands thoroughly under a stream of water.  Running water carries away dirt and debris.  Point fingers down so water and contamination won’t drip toward elbows.

g. Dry hands completely with a clean dry paper towel.

h. Use a dry paper towel to turn faucet off.



Source:  www.cdc.gov
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XV. MLT Testing Procedure

During all test times, the following procedures will be followed:

1.
All book bags, handbags, etc. must be placed to the side/front of the room.

2.
No papers may be present in or on the lab desks, floor surrounding the desks, etc.

3.
Cell phones must be turned “OFF” (not Vibrate) during test times.  NOTE:  Any student 


that takes out a cell phone during a test or graded exercise will automatically receive a 


grade of “0” for that test/graded exercise.

4.
If a calculator is required for the test, student must use the calculators provided by or 


approved by the instructor.

5.
Students are not allowed to talk or communicate with anyone but the instructor during 


the test.

6.
All tests will be timed.  Students entering the class late on test day will only have the 


remaining time to complete their tests.  Students entering late must enter quietly to 


prevent disturbing students who are already testing.
7.
There will be no make-up examinations.  If a student misses a scheduled exam because of a documented medical emergency, the student’s final examination grade will be counted twice.  Once the missed exam and once for the final.  This can only occur one time during the semester.

· Any exceptions to this policy will be made at the discretion of the Program Director.
.

· If the absence is not properly documented with a legitimate reason, the student will receive an “F” for the work missed.

8.
Students should not discuss the test until everyone in the class has taken it.

9.
Graded tests will be returned at the next scheduled class time.  It is the responsibility of 


the student to meet with the instructor if their grade falls below a passing grade.

10.
Students challenges to a test question answer will be handled with a meeting with the instructor in their office.  At that time, the student must present justification in writing for the grade change request.  The student must reference their notes, textbooks, etc in their justification.  The final determination rests with the instructor and/or department head.

Note:  Violation of any of the above policies will result in a grade of “0” for the individual test and may result in disciplinary action.

MEDICAL LABORATORY TECHNOLOGY

Florence Darlington Technical College

XVI.
When the accident occurs on campus:

1. Notify the instructor immediately.
2. To report a medical emergency during normal business hours (accidental injury or sudden illness), call Security at Ext. 8210 on the main campus, Ext. 8510 at the Health Science Campus, or Ext. 2810 at SiMT or dial "0" and request assistance in locating either the appropriate Security or Student Services personnel. After 4:30pm contact the Security number(s) listed above. 
3. Stay with the individual until assistance arrives, collecting information for the Accident Report as needed. 

4. The Registrar Services Office files claim forms. Emergency medical services are available at McLeod Regional Medical Center and emergency transportation is provided by Florence County EMS. 

5.
Any student requiring treatment should be referred to his/her family physician or an 


Emergency  Room facility.


XVII.
When the accident occurs at a clinical site:

1. Any accident occurring at a clinical site must be reported immediately to a supervisor at the clinical site, and later to the MLT Faculty and/or Department Head.  

2. The supervisor will initiate the Florence Darlington Technical College Internal Student Accident Reporting Form for Clinical Placement Accidental Injury/Exposure.
3. The on-site supervisor will call Barbara Kennedy at 843-661-8322 or Athena Russell at 843-661-8264.  immediately upon learning of a student accident in a clinical setting.

4.  A conference call will be placed to CompEndium for verbal approval before the student receives any treatment or blood tests.  

5. If the accident occurs “after hours”, the on-site supervisor must call CompEndium at 877-709-2667, directly if emergency treatment is required.

6. If the injury is of a non-urgent nature, the student should not seek medial attention until the supervisor has contacted a FDTC representative (as noted above) on the same day or the 1st business day following the accident to obtain the required pre-approval form CompEndium for all tests/medial treatment. 

MEDICAL LABORATORY TECHNOLOGY
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XVIII.
Liability Insurance

All Health Studies students and faculty are covered with Medical Professional Liability Insurance offered through the South Carolina State Budget and Control Board through the Office of Insurance Reserve Fund.  Limits are 300,000-600,000 per occurrence.
The college also provides accident and accidental death coverage to students through National Union Fire Insurance Company of Pittsburgh, P.A., with a maximum benefit of $5,000.00 per injury.

The State Board for Tech & Comp Education (SBTCE) covers their employees and the student apprentice program with workers’ compensation insurance through the State Accident Fund.  This action is in compliance with Article 1, Chapter 7, Title 42 (workers’ compensation law) of the South Carolina Code of Laws.  
MEDICAL LABORATORY TECHNOLOGY
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XIX.
Student Health Policy

All students are required to have a physical completed prior to the start of their clinical experience in the program.  The Student Health Form must be completed by a licensed physician/nurse practitioner prior to the beginning of their first clinical rotation. Students are responsible for filing their personal health information with the online monitoring agency Certified Background.
The Department Head will review all submitted health forms to ensure completeness.  This includes all immunizations (excluding Hepatitis B vaccine if a signed waiver or refusal is on file), physician/nurse practitioner evaluation, physician/nurse practitioner signature and student signature.  The student will be prohibited from the clinical education activities until the Student Health Form is complete.  All Student Health Forms will be maintained in the MLT program offices.
The Student Health Form must contain documented immunization history.  These requirements are as follows:

· Tetanus:  date of vaccination (must have been within 10 years)

· Varicella/chickenpox:  acceptable title or documentation of two (2) chickenpox vaccinations or titer results.
· Measles/mumps/rubella:  two doses are required for students born after 1/1/1957.  Individual titers may be drawn to determine history of measles/mumps/rubella.

· Tuberculosis (TB) testing:  The initial TB test must include the two step process.  Annual testing will include a one step PPD.
Although the Hepatitis B vaccine series is not required, it is highly recommended that the student complete this series as MLT students are exposed to blood/body fluids placing them at risk to this disease.  The Hepatitis B vaccination protocol includes three doses of vaccine over a six month period.  If a student chooses to be vaccinated, the student is required to pay for the vaccine series.  Students who elect NOT to get the Hepatitis B vaccine must sign a waiver of refusal.

HEALTH & SCIENCES DIVISION

PRE-CLINICAL MEDICAL RECORD

Florence-Darlington Technical College
This form must be on file in the respective

Health & Sciences Division
program by the date the student pre-      

PO Box 100548
registers for the first content course.

Florence, SC 29501-0548



(current within 6 months)

The medical examiner is requested to make a careful physical examination.  Otherwise, defects found after admission may lead to the dismissal of the student.

NAME OF APPLICANT: _______________________________________________________________

                                     
Last Name

First Name

Middle Name

DATE OF BIRTH: _________________________________ WEIGHT __________ HEIGHT __________

                                     Month               Day               Year

A.  Medical History of family, with special reference to chronic illness and mental or nervous disorders.  _______________________________________________________________________

B.  Medical History of Applicant

1.  Respiratory:

a.  Any hoarseness, cough or shortness of breath on moderate exertion.  ______

     Treatment, if any ________________________________________________________________

2.  Cardiovascular Disease.  _____________________________________________________

     Treatment, if any _________________________________________________________________    

3.  Nervous System Disorders:  a.  Epilepsy _____ b.  Headaches _____ c.  Other _____

     Treatment, if any _________________________________________________________________

4.  Emotional Disturbances.  _____________________________________________________

     Treatment, if any _________________________________________________________________

5.  Allergies:  a. Hay Fever _____ b.  Asthma _____ c.  Eczema _____

    d. Drug _____         e.  Food _____
   f.  Other _____

6.  Motor Dysfunctions.  __________________________________________________________

     Treatment, if any _________________________________________________________________

7.  Childhood Diseases.  _________________________________________________________

8.   Other Diseases (Collagen, Endocrine, Gastrointestinal, Liver, Renal) ______________

     
______________________________________________________________________________

9.  History of counseling or discipline by an employer/health professional, legal system, educational program or school due to problems with a chemical (alcohol/drugs), mental or physical impairment?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No (If yes, explain fully in a letter and attach).

10.  Does applicant have a history of learning disability that will require adaptation by    

      the College?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No 

      If yes, what type(s) of adaptation will be needed?  _____________________________

11.  Operations.  __________________________________________________________________

12.  Injuries (including back injury). _________________________________________________

13.  List all medications (including over-the-counter) being taken/used.  ________________________

         _______________________________________________________________________________

C.  Physical Examination:

1.  Condition of:
Eyes _____     Ears _____     Nose _____     Thyroid _____




Throat (adenoids & tonsils) __________________________




Teeth & Gums _____________________________________

2.  Chest

Lungs ____________________ Abnormal Signs _____________________

3.  Heart

Size ____________   Sound ____________   Rhythm ____________ 




Rate & Rhythm of Pulse ____________   Blood Pressure ____________

4.  Abdomen
Scars _________  Tenderness ________   Palpable Masses __________

5.  Posture
_______________________________________________________________

6.  a.  Does applicant use corrective device to supplement function of:



Visual __________
Auditory __________

Speech __________

b.  Is such a device needed?  ______________________________________________

c.  Does applicant have any physical disability that will require adaptation by the College?  

 FORMCHECKBOX 
  Yes      FORMCHECKBOX 
 No 

       If yes, what type(s) of adaptation will be needed?  _______________________

D.  Are you her/his physician/primary care provider?  _____ 

      How long have you known the applicant?  _____

 I have this day given _________________________ a careful physical examination and found   her/him in ____________________ health.

After this examination, do you believe that the health history and physical examination findings of the applicant justify her/him undertaking the program of ____________________.

     REMARKS:  _____________________________________________________________________

Have all blanks been completed?  _____
Date:  ____________________, 20 ___








Name:  ___________________________

    







TYPE OR PRINT

Signature: 




           
Address:  






Title:  







    






FLORENCE-DARLINGTON TECHNICAL COLLEGE

HEALTH & SCIENCES DIVISION

PRE-CLINICAL MEDICAL RECORD

PART II

E.  Immunizations and Tests:

	* Tuberculin Test - PPD             

(Must be within one year)

** Nursing/Medical Lab Tech. Students must have Two-Step PPD (2 shots within 2 weeks)
	Date__________                    
Result
 

Date__________

Result                   


	**Chest X-ray, if PPD Positive must be within one year                       

**Must be within last 30 days for Nursing/Medical Lab Tech.
	Date__________                    
Result
 

	Tetanus Toxoid
	Date__________

Dosage
	
	

	Chicken Pox


	Illness Date     OR
_______________
	Immunization Date    OR
_________________
	Titer Results


	1st Immunization

Date
	2nd Immunization

Date
	Titer Results

	Measles:  
	                                              OR
	

	Mumps:
	
	

	Rubella:
	
	

	(Must provide proof of 2 immunizations for each (Measles, Mumps, Rubella) or results of TITER showing immunity to Measles, Mumps, and Rubella unless born before 1956.  If you were born before 1956, it is to your advantage to have the Titer drawn so you will know if you have immunity to these diseases).

*A yearly PPD or chest x-ray is a clinical requirement.

**Negative Two-Step PPD or Negative Chest X-Ray (within last 30 days, if PPD positive) is required for Nursing/Practical Nursing Students.

	1st Immunization

Date
	2nd Immunization

Date
	   3rd Immunization

           Date                         Titer Results

	Hepatitis B:
	
	

	Must provide proof of 3 immunizations for Hepatitis B or results of Titer showing immunity to Hepatitis B or sign an informed refusal of Hepatitis B.


Physician’s/Primary Care Provider’s Signature:  








                                                                  Title: 








I give Florence-Darlington Technical College permission to release this immunization record to my clinical sites.

    Student’s Signature                    



Date

________________________________

    Student Name (Printed                                                                                               1/05        






