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Welcome to the 2022-2023, academic school year at Mid-East Career and Technology Centers and the 
Health Care Transition Program (HCTP).  We hope you will find the journey this year to be a challenging, 
stimulating and a rewarding experience on your entrance into the health care field.  We wish you much 
success along the way.  The HCTP Handbook provides valuable information regarding the policies and 
procedures.  Included in the Handbook are tools which will offer you guidance and assistance throughout 
the year. 
 
In addition to the Mid-East CTC Adult Education Handbook policies, the following policies will be 
observed for the Health Care Transition Program. 

Learning is a dynamic, life-long process characterized by individual initiative to acquire the necessary 
knowledge and skill to function in the environment.  Individuals use prior education and experience as a 
foundation for learning new knowledge and skills.  The process of education provides for reinforcement of 
past learning and attainment of new knowledge which encourages individuals to reach their potential.  The 
Health Care Transition Program prepares the student to become a skilled paraprofessional staff member 
who adds value to the community through the core principles of caring, professionalism, respect for all, 
safety, proficient skills, and an understanding and commitment to the principles of confidentiality. 

• Demonstrate professional, caring and ethical behavior within the HCTP’s scope of practice.  
• Will take personal responsibility for their actions. 
• Display an enthusiasm for learning. 
• Report data appropriately. 
• Use proper communication techniques.  
• Present oneself in a professional, confident manner. 
• Meet customer needs within the scope of the position. 
• Promote respect for sensitive information and individual differences. 
• Demonstrate being organized by completion of assignments. 
• Identify the need for continued professional growth and learning. 

The curriculum is designed to assist each student in learning basic principles related to the each of the 
healthcare areas within the Health Care Transition Program.  The curriculum additionally includes ways 
to promote health and well-being for clients while considering cultural/ethnic backgrounds and individual 
health belief systems.  Focus is placed on the care and skills that are necessary to assist these individuals as 
required by the skill provided.  The theory, laboratory and clinical experiences are planned to reinforce the 
curriculum threads to solidify each student’s understanding and provide opportunity for skill mastery. 
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COURSES       Theory Hours      Laboratory Hours         Clinical Hours 

Term I  

Work Keyes/Orientation      4        0                         0        

Medical Terminology I     20  (online 6)                   0             0 

Nursing Technician/Infection Control        85 (online 6)                 50                       16 
(STNA portion =80hours) 
Total Hours                 109      50            16

 

Term II 

Pharmacology/Math Calculation  101 (online 12)                 36                          8 

Cardiopulmonary Resuscitation       6     8              0 

Medical Terminology II                16 (online 8)    0              0  

Total Hours               123               44              8 
 

Term III 

Phlebotomy Technician               72               40    8 

First Aid    15 (online 6)    4    0 

Medical Terminology III  36 (online 20)    0    0 

Total Hours              123   44    8
 

Term IV 

Healthcare Procedures                55 (online 12)   44      0 
(Includes: EKG, Sterile Fields, etc.) 

Medical Terminology IV             36 (online 24)    0      0 

Clinical Preceptorship                           0                                       0                                     40 

Total Hours               91              44                40 

 

Total Program Hours= 700   (Online 94 hours=0.134%) 
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Pre-Admission  

1. A complete Mid-East Career and Technology application 
2. A high school transcript or High School Equivalency with test scores 
3. Pre-Entrance Examination with acceptable test scores determined by the Program Administrator 

 
After Acceptance and before the first clinical experience   

1. BCI/FBI background (Reports that contain excluding documentation will result in the student 
not being able to attend clinical rotations) 

2. Physical 
3. Immunizations that include: 

a. 2 Step Mantoux Tuberculin Skin Test or as necessary a chest x-ray  
b. Hepatitis B series or a signed waiver declining immunization 
c. History of 2 MMR and 2 varicella vaccinations or titer showing immunity 
d. DTaP vaccine 
e. Covid Vaccines or exemption form completed 

 
**Annual flu vaccine must be obtained when it becomes available after October (can attend clinical until 
availability) 

Classes will require use of the Internet. Students will need to plan for: Internet access and a printer.   

Each applicant desiring readmission to the HCT Program will be considered on an individual basis.  Faculty 
will consider the following criteria: 

 
1. The applicant must notify the Health Occupations Coordinator of a desire to return to the program. 
2. Once readmission is determined to be a possibility, the former student may need to test out of 

previous skills and demonstrate competencies as determined by faculty and Coordinator. 
3. Each applicant must demonstrate financial responsibility by having his/her account paid-in-full 

prior to readmission. 
4. Tuition and fees will be payable in accordance with those in effect at the date of readmission. 
5. The applicant will meet all admission criteria regarding the vaccinations, BCI/FBI checks. 
6. An applicant will be considered for readmission depending on availability of an opening in the 

program. 
7. An applicant will be considered for readmission one time.  There will be a time limit of one calendar 

year from one admission to readmission. 

 
For Individuals with experience in the armed forces of the United States, or in the National Guard 
or in a reserve component, the program administrator will review the military education and skills 
training that may be applicable to the HCT program.  If the military education and or skills are 
substantially equivalent to content required in the HCT curriculum transfer credit will be awarded 
and noted on the transcript as Military Credit. 
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Health Care Transition Program students are expected to be punctual at the beginning of each class day, 
returning from break(s) and lunch and not leaving early from class.  Punctuality is best realized by being 
early and ready to start class “before” the stated class time.  Tardiness is perceived as disruption of class, 
disregard for course content and disrespect for the presenter.  

Attendance is counted in the following manner:  The student cannot miss more than 16 hours per Term.  
Arriving late or leaving early or not attending from any of the class time periods (8-10, 10-12, or 1-3) 
constitutes the loss of two hours for each time period. 
 

Theory (Lecture) Days  

The student is to be present for all scheduled examinations and projects. The student will notify the 
instructor if an absence will occur during scheduled examination or projects.  It is expected the missed work 
will be made up the next theory day or as required by the faculty, also a 5% penalty and a different 
examination may be given at the discretion of the faculty. If a student misses a mid-term or final exam, 
there are no make-ups given unless a documented and verifiable emergency has occurred.  It will be decided 
on a case by case basis and left to the instructor’s discretion.    

 
Practice Lab 
The student is to be present for all scheduled practice labs. Each student will receive three attempts to 
demonstrate mastery of a healthcare skill.  In the event that the student requires a fourth attempt to perform 
any procedure during lab, a written learning contract will be developed with specific dates for the procedure 
to be satisfactorily completed.  All missed procedures and assignments are required to be made up as 
determined by the lab faculty.  The make-up lab will be done after class time.  Missing more than one 
scheduled laboratory skill check-off, may result in an unsatisfactory which may lead to failure of the course.  

Clinical 
Clinical experiences are a part of several courses. The following will apply:  In the event of an               
extreme emergency and the student will be absent, it is required that the student call the nursing office at 
740-455-3111 to report the absence.  All clinical time must be made up per the oversite agency (Ohio 
Department of Health) for the Nurse Aid portion of the curriculum.  Additional Clinical Requirements  

1. Students with a potentially communicable disease should not participate in clinical activities.  
Students exhibiting symptoms of a communicable disease in the clinical setting, at the discretion 
of the instructor, may be removed from the clinical site. 

2. In the event you are sent home from a clinical site due to low census, you will need to call and 
report the situation to the instructor before going home.  You may be placed at an alternate site. 
(This relates to the preceptorship in Term 4) 

3. Clinical days may be scheduled: 
a. Through the week and/or weekend and may include holidays. Timeframes may include: 4, 

8,10, and 12-hour shifts during the day, afternoon or night time 
4. All clinical activities are required to be completed with at least a “satisfactory” to meet the course 

and graduation requirements. 
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Requirements for each course must be completed with a grade of 80.0% or better, and each lab/clinical 
experience must be completed satisfactorily before progressing to the next term or clinical experience. 
 

1. Students in the program are expected to show consistent progress in their ability to utilize learning 
opportunities effectively, acquire and retain essential content with pertinent application in clinical 
practice, evaluate their own strengths and needs with respect to their educational goals, and seek 
appropriate assistance when indicated. 

2. In the event that safety for the assigned client is an area of concern, the focus for IMMEDIATE 
improvement is imperative.  Each incident of a safety violation will be reviewed by the faculty. 

3. Any student found to be cheating on an assignment, quiz, or test by the instructor may be 
disciplined.  Repeated concerns in this area may result in dismissal from the program. 

The Health Care Transition Program student must:   
• Have successfully completed (grade of 80.0% or better) in all HCTP related courses 
• Satisfactory completed all laboratory and clinical experiences. 
• All financial obligations must be met, as verified by the Financial Aid Coordinator prior to 

receiving the Certificate of Completion. 

To maintain a status of good standing a student must maintain an accumulative grade average of at least 
80% in each course to be eligible to continue in the program.  Failure to achieve an 80% average at the 
completion of a course will result in failure of the course. 

Health Care Transition Students are required to complete all required hours and assignments by the assigned 
deadlines.   Specific course details will be outlined on individual syllabi. 

Grading Scale for the Health Care Transition Program: 

     A 94%-100% 
     B 87%-93% 
     C 80%-86% 

The student dress code and performance are enforced with the goal to assure a high standard in professional 
self-presentation.  It is important for Health Care Transition students to recognize their role as 
representatives of the profession in all settings.  Appearance and self-presentation must correspond with 
professional expectations. 

Failure to comply with the dress code and performance may result in disciplinary actions.   Any adaptations 
to this policy due to cultural or health reasons are negotiated with the Health Occupations Coordinator. 

1. Classroom Dress:  
a. Dress for class and lab will be scrub type uniforms. Appropriate sweaters, jackets, lab coats 

may be worn over the scrub top when needed for warmth. 
b. Sandals or shoes must be worn.  No slippers, flip-flops or bare feet are permitted. 
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c. Clothing that displays objectionable symbols or lettering will not be permitted. 
d. Undergarments must be worn and must not be visible at any time. 
e. The Mid-East ID badge is to be worn at all times. 

 
2. Clinical Uniform 

a. Tan scrub top and bottom from Imlay’s Uniform Shop is required for clinical experiences 
b. The uniform shall be clean, free of rips or wrinkles, and conform to an appropriate length 

and fit so as to display professional modesty. 
c. Appropriate undergarments are to be worn and not visible  

 
3. Mid-East CTC Adult Education (ID) Badge 

a. ID badge must be clearly displayed on either side of upper chest at both the clinical site 
and at the school.  Must have a retractable clip. In the event the badge is lost it is to be 
replaced at the fee established in the office immediately. 
 

4. Footwear 
a. Clean plain leather duty shoes in good repair with closed toe and heel 
b. White hose shall be worn while on duty for ladies wearing a skirt or dress 
c. White ankle-high socks for students wearing slacks 

 
5. Cosmetics 

a. Are to be used sparingly with no harsh colors including eye shadows 
i. Cologne/fragranced body lotions may cause an irritation to those with respiratory 

illnesses or allergies and should not be used at the clinical site 
6. Jewelry 

a. A watch with a second hand is required 
b. Engagement and wedding ring may be worn 
c. One post style earring per ear 
d. No other visible piercings are permitted 
e. No bracelets or necklaces other than a medic-alert necklace and/or bracelet  

 
7. Hair 

a. No extreme styles, coloring, or hair ornaments.  Tan or white head band/holder may be 
used if hair is pulled back. 

b. Male 
i. Facial-neatly trimmed or shaved  

8. Nails 
a. Must be kept short and not visible from the palm side of the hand 
b. No artificial nails of any type are allowed 
c. Only clear polish, in good repair and without designs or ornamentation is permitted 

 
9. Personal grooming 

a. Students are expected to practice good personal hygiene habits.  Clean clothing, regular 
bathing, and use of deodorant are expected.  

b. Tobacco odor on the student is unacceptable. Colognes, perfumes, and body sprays can 
also be offensive and should be avoided.  
 

10. Tattoos 
a. All visible tattoos must meet clinical site requirements.  Any tattoo considered offensive 

by the instructor will need to be covered.  
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 Other: Not permitted activities 

b. Cell phones are not permitted at any clinical site.  In an event where you are needed 
family/others are to call the school and the school will notify you. 

c. No chewing of gum while on duty for clinical or observation.   
d. No smoking at any clinical facility site is permitted. 
e. No sleeping at any clinical facility 

 

Dismissal from the program may occur for any of the following reasons: 
 

1. Unsafe performance in the clinical area, exhibited by behavior that might prove injurious to 
self, patient, co-worker and/or visitor. 

2. Continuous “Unsatisfactory” performances of lab skills during an HCTP component. 
3. “Unsatisfactory” clinical performance. 
4. An average below 80.0 percent in any one course at the completion of the course. 
5. Failure to meet the objectives of the program. 
6. Proof of chemical substance abuse. 
7. Cheating or falsification of assignments 
8. Unreported/excessive absences 
9.   Violation of rules and regulations in this handbook and the Adult Education Handbook 
11. Unprofessional behavior/attitude or disruptive conduct 
12. Threats, violent behavior and/or profanity 

 

It is the responsibility of the student to listen to their local media and/or check the school website, 
www.mideastctc.org, for information on delays and cancellations. 

It is possible that high school classes are cancelled and/or delayed and adult classes are unaffected.  The 
announcement must indicate that Mid-East Adult Education classes have been delayed or cancelled; 
otherwise the HCT Program will be in session. 

 

 If a 2-hour delay is determined, students are expected to arrive to the classroom by 10 AM.  If the 
delay occurs on a clinical day, DO NOT GO TO YOUR CLINICAL SITE.  Come to the school; 
class will be held in place of clinical and clinical will be rescheduled.  If a delay/cancellation is 
determined the time will be made up.  
 

 A 2-hour delay/cancellation would be a rare occurrence.  
  

The law (SB 160) requiring certain employer/providers to obtain a criminal record check through the 
Bureau of Criminal Identification and Investigation persons under final consideration for employment 

http://www.mideastctc.org/
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became effective January 27, 1997.  The provisions apply only to individuals who seek employment on or 
after the effective date of the law. 

The providers covered under the new law include:  nursing homes, hospital units certified as a skilled 
nursing facility or a nursing facility, county or district home, home health and any other provider that 
participates in PASSPORT.  Any potential employee that will be providing direct care to a person age 60 
or older must have the background check.  Each facility will evaluate which positions are considered “direct 
care.”  The law applies to part-time and temporary employees but not volunteers.  In addition, it does not 
appear that students who are providing direct care as part of their nursing education program fall within the 
law’s reach. 

When the background check reveals that the potential employee has been convicted of certain specific 
offenses or when the information needed to perform the background check is not provided the individual 
cannot be hired or must be terminated if conditionally employee pending the results of the check.  
Conditional employment may not exceed 60 days. 

The law does not contain a provision allowing individuals with an unacceptable background check to be 
employed under certain circumstances.  The Ohio Department of Health and the Ohio Department of Aging 
have been directed to develop rules that identify “character standards” an individual must meet to become 
employable.  Those standards have not as yet been finalized. 

Incident reports involving students at the school are filed with the instructor and are forwarded to the Health 
Occupations Office.  Incident reports involving the student or patients at a facility will remain at the facility.    

Other 

Smoking 
Smoking or use of tobacco products are not permitted on any of Mid-East CTC campuses.  Smoking is also 
not permitted at any clinical site.  Violation of this rule may result in probation and if repeated, dismissal 
from the program. 

Cell Phones 
All cell phones must be turned off during all learning activities, including class and practice lab.   

Evaluation of Program 
Ongoing evaluation of the program is essential. Periodically, students will be asked to complete an 
evaluation of the courses.  At the end of each term students will be expected to evaluate the theory, 
laboratory and clinical experience.  Students also evaluate the total program prior to graduation.  This data 
is analyzed and utilized in the planning of future courses and learning experiences. 

 

Student Records Policy 
An individual file containing information concerning each student will be maintained in the Health 
Occupations Office.  The records will be available to the faculty and authorized persons for use in selection, 
evaluation, and guidance throughout the program.   

The following items are included in each file: 
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• Application for admission, physical examination and immunization records, high school transcript 
or record of G.E.D., entrance exam results, evaluation of clinical experiences and other records as 
necessary such as probation records. 
 

The Mid-East Career and Technology Centers Health Care Transition Program is responsible to the Mid-
East Career and Technology Centers Board of Education and the Superintendent to follow policy and 
procedures as applicable to the “Family Educational Rights and Privacy Act of 1974”.  Students and 
applicants may request a review of their record by submitting a written request to the Health Occupations 
Coordinator.  An appointment shall occur within ten (10) working days after the written request is received. 

Graduate Record 
The graduate record will include a complete transcript which indicates that a certificate in Health Care 
Transition was granted and the date that the student completed the program. Other records are shredded 
after the student completes the program. 
Transcripts will be available to the graduate upon written request.  The fee for transcripts will be based 
upon the current fee schedule.  Transcripts may be denied in the event of a student loan default. 

Graduate Survey 
Each graduate will be contacted approximately three-six months after graduation to complete a graduate 
survey. The information obtained from this survey is invaluable to the HCT Program and provides a venue 
for systematically evaluating and planning for program improvement.  

 

  

Page 12 will require your signature stating that you have reviewed this handbook and will abide by the 
conditions set forth in the handbook. 
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ACKNOWLEDGEMENT PAGE 

 

 

I HAVE READ AND UNDERSTAND THE REQUIREMENTS OUTLINED IN THE 2022-2023 
HEALTH CARE TRANSITION PROGRAM STUDENT HANDBOOK AND AGREE TO ABIDE BY 
THEM.  

 

 

 

Student Name____________________________________________    Date_______________ 

 

 

 

 

Witness Name ___________________________________________    Date_______________    
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