


Campus/Site Information
HSC Attendance Office:
918-828-1200

Counselor:
Bailey Owens, 918-828-1232, bailey.owens@tulsatech.edu

Administration:

Maegann Coyle, Allied Health Coordinator, (918) 828-1208, maegann.coyle@tulsatech.edu

The Allied Health Coordinator is the immediate supervisor of the program and will assist in ensuring compliance
with district, state, and federal policies, rules, and regulations along with requirements of the Commission on

Dental Accreditation (CODA). She is a member of the Student Support Team whose mission is to assist students in
academics, social, and workplace skills.

Dr. Russell Prentice, Campus Director, 918-828-1200, russell.prentice@tulsatech.edu

The Campus Director is the program supervisor and instructional leader. They are responsible for compliance with all
district, state, federal, and CODA policies, rules, and requlations.

Professional Dental Assistant Program Information

Students in this program will learn how to perform patient care, front office and laboratory duties for the dental
office. They will practice infection control, using dental materials, performing dental charting and assisting the dentist
during chair side functions. The program includes clinical experiences in a professional dental office.

Courses and Hours:

Certifications:

» Oklahoma Department of Career Tech Education Dental Assistant Competency. This is taken during the second
semester of the program.

» Oklahoma Dental Assistant Permit

1. This permit is issued by the Oklahoma Board of Dentistry (ODB) and requires the student’s address, email,
social security number, a color copy of the student’s driver’s license or state issued photo ID, and either
verification of citizenship or verification of qualified alien status (requires a copy of passport, green card,
etc. with application). The instructor will schedule class time for Tulsa Tech staff to notarize completed
forms for students.
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2. The permit currently costs $50.00, for which the student is responsible, and is subject to change by the
Oklahoma Board of Dentistry. This permit must be renewed every year by December 31 at the student’s
expense and is valid from January 1 until December 31.

3. The student must have this permit to participate in clinical experiences.

» Oklahoma requires dental assistant students to hold a current Oklahoma Dental Assistant Permit for a dental
assistant student for clinical experiences. Tulsa Tech is not responsible for any student who fails to obtain the
Oklahoma Dental Assistant Permit due to the results of the ODB background check or any other reason. The ODB
background check can include both state and national searches and any questionable background search results
will be subject to ODB review and decision on a case-by-case basis. Tulsa Tech cannot be responsible for the inability

of the student to start a clinical experience in a timely manner or a student who may not participate in the clinical
internship due to a failure to obtain the necessary Oklahoma Dental Assistant Permit.

» Students must provide the program instructor an electronic copy of her/his permit before any scheduled clinical
activity to be eligible for clinical experiences. A due date will be provided to the class.
» Certified Dental Assistant (CDA®)
This exam is administered by the Dental Assisting National Board, Inc. (DANB). Eligibility requirements:
— Be a CODA accredited program completer or have two years’ full-time work experience as a dental assistant

with written verification of work experience from the dentist employer.

— Hold a current Basic Life Support CPR certification from the American Heart Association, American Red Cross,
or another DANB accepted CPR course provider.

» The current cost of the CDA exam is $450, with DANB annual renewal fees of $75 and 12 hours of continuing
education requirements. Costs are subject to change.

» DANB CDA exam applications contain questions regarding felonies, disciplinary action by a professional regulatory
board, ethical violations, and mental competence. Additional information will be required for any positive response
and be reviewed by DANB on a case-by-case basis.

For more information, please visit the Dental Assisting National Board website at https://www.danb.org/.

» Oklahoma Expanded Function Permits
1. Radiation Safety and Protection
2. Coronal Polishing and Fluoride
3. Sealants
4. Assisting in the Administration of Nitrous Oxide

5. Once the student completes the program, the student will be required to complete the ODB forms with
needed signatures, pay $40.00 ($10.00 for each expanded function permit), and mail to the ODB with the
completion letter from the program coordinator to have these added to the student’s dental assistant permit.



Career and/or College Opportunity:

Since many dentists employ two or more dental assistants, employment opportunities in this field are excellent. The
types of practice settings available to dental assistants include:

» Solo dental practices (practices with only one dentist)

» Group practices (practices with two or more dentists)

» Specialty practices, such as oral and maxillofacial surgery (removal of teeth and correction of facial deformities),
orthodontics and dentofacial orthopedics (straightening teeth with braces or other appliances), endodontics
(root canal treatment), periodontics (treatment of gum problems), prosthodontics (replacement of lost teeth) and
pediatric dentistry (treatment of children)

» Dental school clinics, assisting dental students as they learn to perform dental procedures

Other career opportunities for dental assistants include:
» Insurance companies, processing dental insurance claims

» Vocational schools, technical institutes, community colleges dental schools and universities, teaching others to be
dental assistants (which may require baccalaureate degrees)

» Dental product sales representatives

Additional Information on Dental Assisting: O*Net Online-Dental Assistant Summary Report

Occupational Outlook for Dental Assistants Information: US Bureau of Labor Statistics Occupational Outlook
Handbook: Dental Assistant

American Dental Association Commission on Dental Accreditation Statement

The program in dental assisting is accredited by the Commission on Dental Accreditation [and has been granted
the accreditation status of “approval without reporting requirements”]. The Commission is a specialized
accrediting body recognized by the United States Department of Education. The Commission on Dental
Accreditation can be contacted at (312) 440-4653 or at 211 East Chicago Avenue, Chicago, IL 60611. The
Commission’s web address is: http://www.ada.org/en/coda.

The Commission on Dental Accreditation will review complaints that relate to a program’s compliance with the
accreditation standards. The Commission is interested in the sustained quality and continued improvement of
dental and dental-related education programs but does not intervene on behalf of individuals or act as a court
of appeal for treatment received by patients or individuals in matters of admission, appointment, promotion or
dismissal of faculty, staff, or students.

A copy of the appropriate accreditation standards and/or the Commission’s policy and procedure for submission of
complaints may be obtained by contacting the Commission at 211 East Chicago Avenue, Chicago, IL 60611-2678 or
by calling 1-800-621-8099 extension 4653. The Commission’s web address is: http:/Awww.ada.org/en/coda.
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Goals and Outcomes
Upon successful completion of the Tulsa Tech Professional Dental Assistant Program, the student will:

a. Be competent to perform chairside dental assisting, related laboratory, and basic office management skills,
including the following:

b. Provide the skills necessary to deliver a safe environment for patients and staff, including knowledge of OSHA
requirements and evaluate and apply an in-depth knowledge and skills in infection control procedures.

c. Demonstrate mastery of basic dental theory, including dental anatomy, dental diseases, and restorative dentistry.

d. Competently and proficiently perform dental chairside duties, including tray set-ups, four handed dental instrument
transfer, oral rinse and evacuations, plus a working knowledge and skill handling dental materials.

e. Demonstrate competent knowledge of radiation safety, proficiency in placing, exposing, processing, mounting
dental radiographs, as well as recognizing basic dental radiographic landmarks, and radiographic placement,
positioning, and handling errors.

f. Perform dental laboratory duties, including pouring, basing, and trimming study models, as well as fabrication and
finishing of bleaching trays and provisional crowns and bridges.

g. Demonstrate the knowledge and skills to provide patient dental care education and promote preventive dental care.

h. The ability to apply basic dental economic principles to the efficient maintaining and ordering of dental
consumable supplies

i. Demonstrate basic dental business office skills that include computer hardware, and dental practice
management software.

j. Possess effective skills in both verbal, non-verbal, and written communication when interacting with dental patients,
the dental team, outside dental lab, sales and repair personnel.

k. Demonstrate a professional and collaborative work ethic, recognize the legal and ethical responsibilities of the
dental care professional, including HIPAA, confidentiality, and patient privacy.

Measurements
a. Successful completion of all program courses, including dental skill evaluations.

b. Successful completion, instructor and supervisor evaluations of the student’s clinical practice skills during internship
in a dental practice or clinic, including chairside, infection control, and patient education, as well as other tasks
allowed by Oklahoma law and regulations.

c. Effective communication, critical thinking and problem-solving skills as evaluated by the student’s successful
completion of all program dental laboratory course components and clinical practice courses

d. Clinical Site survey results.
e. Positive placement for successful program completers.
f. Employer survey results for successful program completers.

Completion Statement
To remain in the program, students must:

» Maintain a grade of C or better in all courses and maintain 90% attendance.

To attend Work Based Learning (Clinicals), students must:

» Maintain a grade of “C" or better in each transcript course

» Provide verification of immunizations through vaccination records

» Hold current American Heart Association CPR for Healthcare provider card
» Provide transportation to Work Based Learning sites

» Pass a drug screening

» Verification of Lawful Presence in the United States

» Pass a criminal background check



To receive a Certification of Completion from Tulsa Tech, students must:
» Maintain a grade of C or better in all courses
» Maintain 90% attendance or better throughout the school year

Additional Program Requirements:

1. High School graduate, GED, or equivalent (Examples of proof include high school diploma, high school transcript)

2. An American Heart Association, Basic Life Support/CPR with AED for the Healthcare Provider card that will be

current through the entirety of the program.
3. Verification of immunizations through vaccination records, titer (blood test) results, or declination statements
a. To be eligible for clinical experiences (including exposing radiographs (x-rays) on patients in the dental lab,

Tulsa Community College Dental Hygiene Clinic Rotations, or other patient care experiences, the student
must meet and/or be current on immunizations or titers, and a current Tuberculosis test with any required
follow-up if positive. Please see the Immunization and Clinical Requirements document found in the
Appendix for more information.

b. Any student who has not completed or have not started/not current on those immunizations administered as
a series and the TB test on the given date will be subject to disciplinary action, including missing out on any
assignments or competencies where students are required to perform skills on student ‘patients’.

4. Undergo a criminal background check including sex offender registration as required by the Oklahoma Child Care
Facilities Licensing Act that requires individuals providing care to children under the age of 18 to be free of any
criminal history that would indicate a potential of violent abuse against another person. Information provided on
the criminal background check may impact student clinical eligibility. This includes a Social Security Number trace,
residency history, and criminal records search. This background check will be performed by the Oklahoma Board of
Dentistry for the legally required Dental Assisting Permit.

5. Program students must pay a fee to participate in the online immunization tracking system.

6. Program students must pay a liability insurance fee for clinicals. This fee is charged for each Tulsa Tech fiscal year
(July 1st to June 30th).

7. Program students must pay a drug screening fee for clinicals. The drug screening is required for all students and
will be completed without prior warning sometime before clinicals.

8. Program students will be required to maintain a grade of “C" or better in each transcript course in order to be
eligible for clinical experiences/dental office activity/externship, and patient care.

9. Program students must successfully pass every program competency to be eligible for clinical experiences/dental
office activity/externship, and patient care.

10. Program students must have a 70% or better grade in each transcript course and 90% or better program
attendance rate to be eligible for clinicals and to continue in clinicals.

Schedule
Class Times:
7:45 am - 2:30 pm

Lunch Time:
10:45am - 11:30 am

Break Times:
To be announced and subject to change

Clinical Externship:
Students will complete 35 hours or more each week at their clinical sites.
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Classroom Procedure & Expectations

Grading

The following criteria will be used for the assignment of letter grades, grading scales and percentage grades for students:
A=89.5-100

B=79.5-89

C=695-79

D=59.5-69

F=0-59

Grading Methodology: Teacher specific grading methods such as total points in course, points per test, assignment,
etc., grade due dates, regulatory and/or accreditation requirements for grading (must cite source with specific
reference and processes to address student performance when it falls below satisfactory).

Makeup Work:

Students are expected to make up the work missed when they are absent. It is the responsibility of the student to
contact the instructor and make arrangements to complete the work missed. No penalty will be assessed if the work
is made up within two days for each day missed. Make-up work shall be meaningful and relevant to the course
missed. Some situations may require more time due to the nature of the program. In these cases, the instructor will
set the completion date for the make-up work.

If a student misses an exam, the student will be required to take that exam on the first day returning from the
absence. Makeup exams will be taken outside of class time and may be different from the original exam.

Late and lllegible Assignments

All assignments are due at the start of class unless otherwise instructed. Assignments that are turned in after that time
are considered late. No credit is earned for late or illegible assignments. Students are responsible for the knowledge that
should have been gained by completing assignments. Students cannot begin clinical experiences, clinical internships or
any rotations without successfully completing skill competencies and mandatory course requirements

Assignments that are turned in incomplete or illegible will be graded as submitted. Legal documentation is an
essential aspect of providing quality dental care. If your work is illegible, it will be marked wrong and no points will
be given. Please begin the habit of double checking your work so it is second nature when you move to a dental
office and must provide legal documentation of patient care.

Students will be responsible for the knowledge that should have been gained by completing an assignment. It is
the student’s responsibility to learn and understand the material, whether the assignment was completed or not, so
students will have the knowledge required to perform skills and pass exams/competencies.

Extra Credit

The object of this program is to prepare students to successfully enter the work place and maintain employment upon
completion. Therefore, very limited amounts of extra credit will be given and only at the instructor’s discretion. Extra
credit may not be used for competencies.



Unsuccessful Exam and Competency Completion
If a student fails to make 70% or better on an exam the student may request to retake the exam one additional time

within 3 class days of the original exam. The original exam grade will be posted in the gradebook and will not change.

The retake exam may be different than the original. Retake exams will be scheduled outside regular class times. It
is the student'’s responsibility to contact the instructor regarding retaking the exam. Students should complete the
Student Request of the Instructor form or email the instructor with the request instead of casually mentioning the
need during instructional or lab time. If you need help, please ask faculty, counselors, or academic center staff.

Competencies on which the student fails to score the minimum percentage on the Competency Paper may be taken
one more time. The initial competency score will be recorded in the gradebook and will not change.

This also applies to all the Oklahoma Expanded Function Course exams and competencies with the added
requirement that the student who fails to make the required 70% exam score the first time must complete two hours
of remediation outside of regular class time. The grade earned on the first exam or competency will be the score
recorded in the gradebook and will not be changed.

Teaching Methods

A variety of instructional methods and techniques are employed by the instructor to facilitate learning. Curriculum,
instructional materials and activities are planned to address multiple learning styles and include current research
instructional theories. These may include, but are not limited to: instructor presentation, class and small group
discussions, self-directed learning, online components, use of manipulatives, guided practice, lab simulation,
computer-directed learning, audiovisual media, individual and group projects, guest speakers, service-learning
opportunities, field trips, and work-based experience/clinical learning.

Professionalism

Uniform Scrubs

Please note that students not meeting the uniform or school dress code may not participate in lab until the dress code
violation is corrected.

» Clean, crisp, neat, not too tight or baggy, undergarments are not visible and pants not rolled down at waist, tops
are not tucked in with the only exception being when required in hospital surgery rooms. No skin or undergarments
should be visible when bending over or leaning forward.

» Lab jacket used only in lab/clinical setting: when wearing the jacket it should be fully snapped closed/zipped and no
hoodies/sweaters/jackets are worn with the jackets, student’s first name should be professionally embroidered on
upper left side. Jackets must snap closed or have a zipper; no buttons please. A sweater or light jacket may be worn
in the classroom.

» Optional: plain crew-necked short sleeved white tee shirt worn underneath scrub top, not visible below scrub top
sleeves or extending below lower scrub top hem while in clinical settings. A crew-necked, long sleeved white tee
shirt may be worn under the scrub top in class, but not lab.

Uniform Footwear

» Shoes must be mostly white, athletic or nursing shoes in leather or vinyl, no cloth or mesh (must be able to
disinfect the outside surface)

» Clean, no scuff marks, should be polished and laces replaced as needed

» White socks only are to be worn at all time
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Uniform Grooming

» No gum or tobacco/vapor use at any time while in uniform

» Natural colored clean hair pulled back from face, tied/clipped up any time you are in program scrubs. Bangs
eyebrow length or shorter are fine, longer bangs must be clipped back. Hair pulled into a ‘pony tail’ or braided must
be secured in a bun or clipped up so that the hair does not fall forward over the shoulders. Any hair that tends to
escape from being pulled back (wisps of loose hair) will need to be held back with clips, barrettes, or a headband.
Males should be clean shaven or have a neatly trimmed beard and mustache. Please be aware that if a N-95 or
similar mask is required, facial hair must be removed so it does not interfere with the mask seal. Extremes in facial
hair length, style, or color are not considered appropriate.

» Light natural looking makeup

» Nails short (not visible from the palm side of the hand), without polish & no artificial nails. This is a safety and
infection prevention issue.

» No jewelry, including engagement/wedding rings, no piercings but clear, small, flat ‘spacers’ may be worn as
long as they are inconspicuous. The only exception is a watch (with a second hand recommended) & watch
must be placed in pocket while in lab/clinicals unless taking vitals. Please note that ‘smart watches’, such as an
Apple Watch, are considered a wireless communication device and are not acceptable in the classroom, lab, or
clinical areas/externships.

» Only a light scent if perfume is worn, no strong odors (i.e. tobacco, strongly scented lotions)

» Good hygiene practices are a given, in uniform or not.

Required Uniform Days & Casual Days

Casual wear days (non-uniform) will be announced by the instructor, on the class Blackboard calendar, or a Tulsa
Tech email. Students will follow the http://tulsatech.edu/about/district-policies/ for casual wear days. Among other
requirements, school policy prohibits wearing:

» Warm-up and sweat pants, leotards, cutoffs, pajamas, or clothes with holes.
» Leggings or tights must have a top that extends at least to the top of the legs.
» Sunglasses, or any type of head coverings of any type without prior campus director approval.

» On casual dress days that the class will be performing certain skills, the dress code will include closed toe shoes and
possibly the program uniform lab jacket. The instructor will advise the class of this by announcing during class time,
on the class Blackboard calendar, or Tulsa Tech email.

» The uniform dress code is to be observed any time you are in uniform, including before and after class. As a
professional, you will be judged by others on your appearance. Unless it is a casual wear day, students will have to
demonstrate compliance with the uniform dress code.

» Students who are not in compliance with the Tulsa Tech school dress code and/or the program uniform dress code
may not participate in lab until they can comply. Students may check out scrubs to become dress code compliant or
will be assigned alternative tasks at the instructor’s discretion.

The student attire should reflect the appropriate dress and grooming for the training program in which the student is
enrolled. Tulsa Tech programs are designed to bring the students in contact with prospective employers throughout
training and to develop a professional relationship between students and employers. Dental Assistant Uniform Dress
Code is in effect whenever the required uniform is worn; including classroom & labs, travel time to and from class,
lab, intern site, while at the intern site, and as specified by your instructor. For more information, please see Tulsa
Tech Policy http://tulsatech.edu/about/district-policies/.



Scrub tops, pants, and the lab jacket must be the required program Ceil Blue color & acceptable styles (not
gathered at the ankle, etc.).

Expanded Mandatory Function Courses

These includes Radiation Safety & Protection, Coronal Polishing & Fluoride, Sealants, and Assisting in the
Administration of Nitrous Oxide. The Oklahoma expanded function courses are governed by the Oklahoma Board of
Dentistry (ODB), the length of the course, the curriculum and materials used, and the instructor must all be approved
by the Board. Attendance is crucial as Oklahoma law and regulations require that students have a specific number of
hours with the approved instructor. Absences may make a student ineligible to complete the exam, the competency
requirements, and earn that expanded function credential as well as successfully complete the program. Expanded
function course dates are in the Student Program Calendar and on the BlackBoard calendar. For more information,
please see the Oklahoma State Dental Practice Act, § 328.24, and the Oklahoma Board of Dentistry Rules and
Regulations, §195:15-1-4 and §195:15-1-8. These can be found on the Oklahoma Board of Dentistry website at
https://www.ok.gov/dentistry/Statutes_&_Rules/index.html.

Clinical Rotation & Clinical Internship Attendance

» Clinical externship hours should total at least 35 hours a week. Clinical Rotations may extend beyond the usual
class start or dismissal time. Students can earn Clinical Practice/Internship time for the time they are at the
Rotation Site beyond class/lab time on the verified Rotation Hour sheet. These verified hours will be posted to
a clinical practice course as long as the student meets Clinical Practice Externship requirements and meets the
clinical eligibility requirements.

» Students must notify the instructor, the HSC Attendance line, and their contact at the internship site before their
starting time at the internship site if they will be absent or tardy. The student her/himself must report the absence
by phone and not by text unless expressly instructed to do so by the site contact/supervisor. Points will be lost for
time missed at the internship as a result of the student’s absence, lateness or leaving early. The student will have the
clinical site contact phone information before clinical practice begins so he/she may give his/her name and reason
for absence. If students will miss more than one day, the clinical site, the HSC Attendance line and the instructor
must be contacted regarding each day’s absence. Additionally, the student must contact the site the day of the
absence to let the dentist and staff know if the student will be at the site the next day and to touch base with their
site supervisor and/or site mentor. This is standard practice for dental offices/clinics. Students who fail to notify their
instructor and their clinical site will face disciplinary action which can include suspension/removal from the program.

» Additional information about clinical internships, please see http://tulsatech.edu/about/district-policies.
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Infectious Diseases, Bloodborne Pathogens, lonizing Radiation,
& Hazardous Materials

As a Tulsa Tech Dental Assistant Programs student, individuals may be exposed to bloodborne pathogens, including
Human Immunodeficiency Virus (HIV), Hepatitis A and Hepatitis B viruses (HAV and HBV respectfully). Program
students may also be exposed to other infectious diseases, body fluids including blood and saliva, hazardous
substances, and ionizing radiation. Dental assistant students will be exposed to dental amalgam (which contains
mercury and other metals), nitrous oxide gas, disinfectant and sterilization solutions, as well as other potentially
hazardous substances and situations. Instruction in the Tulsa Tech school policies, program rules and procedures
that will ensure a safe environment will be included in the program and access provided to the students. The

HSC dental lab contains an eyewash station, masks, treatment gloves, utility gloves, and nitrous oxide units have
scavenger equipment to reduce operator and student exposure. Tulsa Tech School Policies are available online

at http://tulsatech.edu/ by clicking on Student Resources, then District Policies. The Tulsa Tech Dental Assistant
Program student will receive instruction in infection control and prevention which is a significant part of the
program curriculum and will be expected to follow the program health and safety rules and procedures. The Tulsa
Tech Dental Assistant Programs are in accordance with the Oklahoma Board of Dentistry Rules and Regulations,
Chapter 35 addressing Infection Control.

Dressing for Safety

Please see Tulsa Tech School Policies at http://tulsatech.edu/about/district-policies/.

» Personal Protective Equipment (PPE) must be worn when appropriate (safety glasses or goggles over prescription
glasses, dental mask, exam or utility gloves, and fully snapped closed lab jacket). This is an infection prevention issue
as well as a personal and professional issue. If you are unsure what PPE is required, please check with your instructors.

» Each classroom and clinical area and/or site is equipped with computers, printers, instruments, laboratory and dental
equipment. You are responsible for exercising proper care of each piece of equipment. If you do not understand
how to use something, please ask. You are here to learn and part of the learning process is becoming familiar with
the correct use of equipment. Problems of any nature should be reported to your instructor or site personnel as
soon as possible. All equipment must stay in appropriate areas and may not be removed.

ID Badges

Please let your instructor, the campus directors, allied health coordinator, or another staff member know if you see
someone without an ID Badge on in the building or witness something that looks suspicious. Please do not approach
any suspicious looking person on your own. If you see anyone or anything in the school parking lots that makes you
uncomfortable, please let a deputy or staff member know. This includes anyone who is asking for money or appears
under the influence of alcohol or drugs. The student’s Tulsa Tech ID Badge will be used by the instructor to take
attendance each day. Students who do not have on their ID badge will not be considered to meet the uniform or
school dress code and will lose points. A pattern of not wearing the ID badge may result in disciplinary action. The
student ID badge is an important part of the Tulsa Tech plan for safety and welfare of both students and staff.

» Worn either on a lanyard around the neck or clipped on the upper left front centered between the midline & sleeve-
top seam and between shoulder & a horizontal line from underarm to underarm.

» Worn anytime on a Tulsa Tech campus, at school function on campus or off, and at a clinical/program site/function/event.



Dental Professional Behaviors

Program Advisory Board members, clinical sites, and dentist employers have high expectations for student behavior,
especially regarding punctuality, dependability, appearance, respectful positive attitudes, appropriate communication,
demonstrating incentive, cooperative teamwork, commitment to learning, staying focused and on task. Tulsa Tech's
vision is to create a world class workforce and to that end, the high expectations of the program advisory board

and clinical sites are instrumental in determining expectations for students. These are more than expectations; these
are employability skills for dental assistants since the success of a dental practice or clinic is greatly affected by the
dependability, professionalism, and productivity of its dental assistants. Students will have a blue Dental Employability
Skills Weekly Log form to evaluate and document progression in these skills as well as to earn participation grades in
activities that do not receive an assignment grade.

Clinical and Lab Rules and Expectations

» Due to OSHA regulations and chemical safety practices, no food, drink (including bottled water for consumption) or
gum/mints are allowed in the Dental Lab except in the dental lab lockers.

» Do not eat, drink, or place gum or mints in your mouth in the dental lab. Water fountains are available just outside
the Dental lab for student and staff use.

» Food or drink may not be stored in the Dental Lab refrigerator per OSHA regulation and safe practices.

» Due to OSHA regulations and chemical safety practices, lotions, lipstick/balm, or cosmetics should not be applied
in the dental lab to avoid exposure to chemicals and airborne infectious materials. The only exception to this is the
Dental Lab reception area.

» If a student has a cold sore/herpetic/or other lesion on or around the lips, students should ask the instructor if
any practice procedures using an air/water spray or that create an aerosol need to be postponed. This limits the
possibility of spreading the infection in an open concept treatment area.

» Students must recognize that practicing procedures on each other is a program expectation for all students,
including practicing suction skills, impressions, and more. Just as dental healthcare professionals do not get to
choose their patients, students will cheerfully accept the assignment of classmate partners by faculty, always
demonstrating a kind, respectful behavior to other students.

» Students who have not completed the assignments to prepare for a lab assignment, exercise, peer evaluation or
competency may be required to complete the assignment to a score of 70% or better before they may participate
in that lab activity.

» Students must provide written feedback, both positive as well as feedback on any challenges the student may be
having while completing a peer evaluation and sign the competency paper at the bottom of the first competency
page once the peer evaluation is complete. This will allow all students to improve so they may score better on
the competency. Students who fail to provide this feedback may lose up to 10% of the available final score on
their own competency.

» Students will always maintain confidentiality of all student ‘patient’ personal, health, and dental health information,
whether the student ‘patient’ was assigned to that student or not.

» Return all materials and equipment to the proper place. It is every student’s responsibility to keep the lab neat,
clean, and organized.
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Supplies Needed

1. 2 Three-Ring binders (2 to 3 inches for class, 1 to 2 inches for lab)

. Pencil, only blue or black ink pens, and highlighters

. 1 Subject spiral notebook, college ruled

. Colored Pencils (at least 12 different colors)

. One glue stick

. Notebook dividers (for program binder, portfolio binder) and sheet protectors (for portfolio assignment)
.3"x5"or4" x6" Index Cards

. Toothpaste, soft bristled toothbrush, and floss of choice plus a container for storage.
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. Safety Glasses or Goggles for healthcare workers (These must have protected top and sides and may not have an
elastic band. If you wear prescription glasses, you will need safety goggles that fit over your glasses).

10. Play-Doh® or equivalent, including homemade: 5 ounces or more, any color, in an air-tight container
11. Headphones or earbuds (inexpensive are fine, to use with software computer audio)

12. Program Uniform: Ceil Blue scrubs, one lab jacket professionally embroidered with first name on the upper left
jacket front using navy thread, white crew type socks (no low rise socks), white leather or leather-like shoes (no
mesh, canvas, or absorbent cloth material and without holes).

13. Hair clips, head bands, bobby pins, & hair elastics as needed to keep hair back and/or up.

14. State of Oklahoma Dental Assistant Permit is $50.00*, included in required fees. Expanded function course fees:
$10* per course ($40.00* total) for Radiation Safety, Coronal Polish & Fluoride Application, Pit & Fissure Sealants,
and Assisting in the Administration of Nitrous Oxide (Nitrous Oxide Monitoring) permits.

15. DANB CDA Exam Fee of $450.00* (not required but highly recommended, taken at program completion)

Clinical Information

Clinical Work Based Experience Expectations, Rules and Procedures

Please feel free to ask your instructor any questions about clinical/Work-Based Learning (WBL) school policy, program
rules and procedures. See Tulsa Tech School Policy at http://tulsatech.edu/about/district-policies/.

» Tulsa Tech policy requires students to be current on tuition payments before Work-Based Learning begins.

» All assignments, assessments, skill assignments and competencies must be completed and submitted by the end
of the second to the last classroom day before internships are scheduled to begin and those requiring time in the
dental lab must be completed on the last scheduled dental lab day.

» Students may not begin clinicals without successfully completing all skill competencies and mandatory
course requirements.

1. Clinicals eligibility requires a 70% or greater grade in each program course and a 90% attendance rate, which
must continue throughout the clinical experience.

2. All required immunizations and/or clinical requirements, except for the third final Hepatitis B injection as long
as it is not late, must be completed before any clinical rotation or internship begins.

3. Students should be open to learning new methods and new skills at the intern site.

4. Students are required to obtain two clinical sites. The Simulated Job Search assignment helps prepare the
student for this as well as finding employment later.

5. Placement at a clinical site is at the discretion and approval of the instructor and Tulsa Tech administration.
Students must complete at least 151 hours of clinical experience in a general/cosmetic or pediatric dental
practice/clinic and the second site may be a general or specialty practice.



6. The Clinical Practice Externship transcript course hours total no less than 300 hours of clinical time. Class time
does not count as clinical practice hours. Students record their clinical internship time on Weekly Hour Sheets
which should be verified at the end of each day by the student’s internship site supervisor. Students will need
to complete 30 hours a week while interning as listed in the Program Calendar; since many dental offices are
not open on Fridays or only Friday mornings, most students will need to take on the hours of their internship
site in order to gain the necessary weekly hour requirement. The exception to this are weeks during clinicals
with class meetings, when the clinical hours will be less than 30 per week.

7. Students may not obtain clinical hours on weekends or during school breaks (examples: fall break, spring
break) or when Tulsa Tech is closed.

8. For the Clinical Externship course, students take on the hours of their internship site for an average
minimum of 30 hours a week, the same as for any clinical rotations or shadowing. On weeks when
there is a required Dental Practice Management Seminar course class meeting, the length of the meeting
is deducted from the minimum 30 hours a week. Example: 30 hours clinical practice - 2 hours Seminar
meeting = 28 hours clinical practice.

9. Students may complete more than the required clinical hours weekly to complete the Clinical Externship course
early. All assignments, evaluations, exams, etc. must also be completed before the student can complete the
program.

10. When the student is two weeks from completing her/his clinical hours, the student will need to advise his/
her instructor that the clinical hours are almost complete via phone, Teams message, or email and schedule a
Completion Meeting with the instructor.

11. Students are required to notify their instructor as soon as is reasonable when they are aware of any change
in clinical office hours as listed on the Work-Based Learning Agreement & Training Plan, including differences
in start time, close time, or a full day closed for any reason. The instructor may be notified by office phone,
Remind message, Microsoft Teams, or email. If the student fails to notify the instructor, the student will have
a points loss on the Clinical Weekly Hours sheet and can incur disciplinary action.

12. If the student will be late, leave early, or be absent from a clinical site, the student must phone the clinical site
contact, the program instructor, and the HSC Attendance line (918-828-1200) before clinical hours begin for
an absence or as soon as reasonably possible to advise of the tardiness. Please do not use a cell phone while
driving. It is generally unacceptable to phone or text a cell/private number after 9:00 pm or before 7:00 am
on business days and 9:00 am on weekends. To leave a message during those times, students should leave an
office number voicemail or email, following up with a call during acceptable hours.

13. Students should call their clinical site to report an absence or tardy. Do not text the clinical site unless
expressly directed to do so by your clinical site supervisor.

14. When calling the clinical site, the instructor, and the HSC Attendance line to report an absence from the
clinical site, the student should give his/her name, the program name, and the reason for the absence. Failure
to give the reason for the absence will result in an unexplained absence that could affect the student’s grade
and may result in disciplinary action.

15. Students whose site is unexpectedly closed, closes early or who are absent from their site will need to monitor
their total internship hours carefully as it might be necessary to add another site or volunteer opportunity in
order to successful reach the externship hours required by the program due date. Remember to always let
your instructor, your site contact, and the HSC Attendance line know if you are going to be absent or if the
office closes, let your instructor know.

16. Students who are removed from an intern site for academics, attendance, discipline or clinical deficiencies
(failure to progress in clinical skills) can be suspended or removed from the program. This includes having a
cell phone, ‘smart watch’, or other wireless communication device in a clinical site or failure to follow school
policy or program rules and procedures. Please follow the rules and procedures to avoid this.
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Internship Paperwork & Recordkeeping
You will need to complete your hours every day on the Dental Assistant Program Clinical Weekly Hour Sheet as follows:

*Name: SDA# Week# |

Tulsa Tech Adult Dental Assistant Program
Weekly Dental Employability Skills Log

Date [/ 7/5/22 | 7/6/22 |7/7/2 7/8/22
Day Monday | Tuesday | Wednesday | Thursday | Frday | Pomts**
Time Management,
Participation, On Task,
& Met Stated
Expectati /0 /1 /1 /1 /1l /4
Tulsa Tech ID+
Uniform/ Dress
Code Compliance+ /0 /1 /1 /1 /il /4
Note If Either: Total
Absent, Tardy or Thiig
Left Early No Class Missed:
Mot ;l' e Chinclcad Welcome Future Dental Professionals!
n or Out . HE
Total Points /8
*Week's Total Hours in Hours: Minutes
Total time in the time missed & subteact from the weekly total honss fonnd in the Program .
Calendas —fs
Previous Current Total Hours
Note this figuce from the previous week's sheet, g = 0

#New Current Total Hours
Transfer this to next week's Pruioas Curnint Total Hours

*Current Attendance Rate
Divide the New Current Hours Total by the Total Possible Hours listed for this week in o
the Propram Calendar, cacry to the 2% decimal . "
Note: A total program attendance rate of 90% or better and all cousse grades at 70% ox better is required
to be eligible for Clinical Rotations or Clinical Internship.

*Student Signature: Date:
By signing the form, the student acknowledges that the information contained is true and complete.

-Please record any attendance or other events the day each occurs (no ID, tardy, etc.).

In the boxes next to Time Management and Tulea Tech ID-Uniform/ Dress Code Compliance, any failure to
comply will be noted. Examples of failure to comply would include being on Facebook instead of
completing an assignment (noted as ‘off task’), not wearing your ID, etc., all which result in points loss.
-Undes Absent, Tardy or Left Early note the time you checked in for a tardy, or leaving easly, or time absent.
Examples include marking ‘15 min.’ and noting ‘Tardy’ when late to class or ‘6 lus.’ for full day absence.
+ The instructor or, as directed by the instructor, the weekly Lead Assistant will check for the ID and
dress code compliance and initial the day’s box. Points are gained or lost for compliance.

*Points can be lost for failure to enter the student’s name, SDA #, dates, and signature as well as the hour
totals and current attendance rate. See the rubric in the Program Handbook

*¥Total points available will vary on weeks with fewer than 5 days, and available points will increase each

quarter.
Learning and demonstrating the skills needed to gain and keep employment are a Program objective.
Polished and professional scrubs with ID are expected every work day in healthcare; therefore, partial

Course: Found Umt: 1/20 (Week 1) Revised: 4/2022

The district will have a standard timesheet and objectives form that will be used by all programs.

» Each day, you will record your time in and out in the appropriate columns. List daily objectives that were practiced
during the Work-Based Learning Experience. Finally, have your supervisor or mentor verify that day’s hours.
Remember to enter the dates as well as your in and out times on your Google Sheet.

» At the end of the week, total your hours and note the total weekly hours in the appropriate space on the current
week'’s form and the form for next week. Weekly Hour Sheets are worth 30 points for a regular week without a
class seminar meeting, less for weeks with a class meeting (1 point/hour for a week with a class seminar meeting).

» The district has a standard evaluation form (paper and electronic) that will be used.



Procedures

» Bring your Clinical Internship folder to your site each day and bring it home with you each night. If something
happens at your site or you will be going to another site, you will need your Clinical Internship Notebook with you.
You will also need to bring it to Seminar class meetings and your completion meeting.

» The time sheet must have all required information and signatures to be considered complete. Please see sample
above for requirements and instructions.

» Possible points for weekly hour sheets are 30 points or less for weeks with class meetings. Please see the grading
rubric following this section. Each hour is worth one point and it is acceptable to earn more than 30 hours a week.

» Students will accurately complete the time in, time out, and lunch times as well as fill in the date and the
daily total time. If the times listed are shorter than the times on the Memo of Training, the student will lose
additional points unless the instructor was advised of the time difference along with the reason for the change
as soon as is reasonably possible.

» Students will complete the time sheet daily, noting “absent days,” days the site is closed, and/or “holidays”. For each
day worked at the clinical site, you must have your Supervisor or Mentor initial the time. This serves as verification.

» Submitting Weekly Forms: the weekly timesheet is a duplicate form and the student will need to copy the form. The
new process will need to be outlined to meet district standard forms.

» Take a photo of the forms using an app that converts it to a PDF and send the PDF using the Teams app or email to
your instructor.

» If mailing the forms is permitted, then the original Dental Assistant Internship Weekly Hour Sheet and Clinical
Evaluation of Dental Assistant Student Intern in the postage paid envelope provided to you will be mailed to
your instructor, making sure you have written your instructor’s name on the envelope. Mailed forms must be
postmarked by Monday of the following week or you will risk losing some or all points. Alternately, slip the forms
envelope under the instructor’s office door by the following Monday before 9:00 pm (unless it is your final 2
week forms). Time sheets delayed due to failure to put instructor’s name on prepaid business return envelope,
not postmarked by the following Monday or not in the instructors’ office on the following Tuesday if delivered,
unless directed otherwise on the Class Calendar or by the instructor, will be subject to points deduction or other
disciplinary action.

» If you are having difficulties getting the documents to Tulsa Tech, please contact your instructor as soon as possible.

» If you will be at another site or volunteering for clinical credit, you must let your instructor know before you go to
the site that you will be there and the anticipated hours you will be there. You will need a completed WBL form and
Memorandum of Training form for every site.

» Each week, when you check your verified Google Sheet for your current total posted internship hours, you will
record that total on your copy of the corresponding week’s Dental Assistant Clinical Weekly Hour Sheet in your
Clinical Internship Folder and check for any errors.

» Your Last Two Internship Week Forms: Do not mail the original Dental Assistant Clinical Weekly Hour Sheet and the
blue Clinical Evaluation of Dental Assistant Student Intern form for the last two weeks of your internship. These will
be delivered to the instructor so they are available for your completion appointment. If these forms were mailed,
they may not make it in time for your completion meeting and you may not receive credit for the mailed forms.
Your instructor must have all forms in order to give you credit for grades at your completion meeting and to meet
the required 300 hours of clinical time.

Important Note: Your forms must be completed, including your name, SDA #, and dates. All signatures must be
in place. Incomplete and/or unverified forms will not be accepted for credit and incorrectly completed forms will
result in a loss of points. Do not wait till you are out the door to double check or you will not be able to obtain
missing signatures.
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Grading Rubric for Dental Assistant Clinical Weekly Hour Sheet

Gn IsaTect Professional Dental Assistant Program
edu Weekly Clinical Hours Sheet Evaluation Rubric
Clinical Practice Courses: Weekly Clinical Hours Sheet Evaluation Rubric
Hours Hours Scoring: 30 hours = 30 pts.
Completed Possible Hours-Weekly Total Hours (Each hour is 1 point
30 Hours weekly no seminar possible)
Days Completed* | Absent 3 days | Absent2days | Absentlday | To recerve the full points,
*If you are at your | =1 point for =1 pomt for =1pomtfor | the student must be at the
site for more than | each hour each hour each hour clinical site each week for
4 days a week, 1 absent, as hsted | absent, as isted | absent, as Listed | the days and hours Lsted
pomnt will be on the Memo of | on the Memo of | on the Memo on the Memo of Training
deducted for each | Tramung Training of Training (generally 4 days 2 week)
hour scheduled on (6 hours=6
the Memo of points
Training. deducted)
Documentation | 5 or more items | 3-4 items 1-2 items Complete documentation
mcomplete= 10 | mcomplete =6 | mcomplete =3 | is expected.
point deduction | point deduction | point deduction
Forms 2 Days Late= | 1 Day Late= Late Due to For full ponts, the forms
Submission* 21% of total 11% of total Failure to Put | must be delivered or
*Forms that are form pomnts will | form pounts will | Instructor’s mailed as instructed in the
more than 2 days be deducted be deducted Name on Clinical Intemshsp
late or that have {drop of 2 letter | (drop of one Postage Paid | Ogentation document.
been late multiple grades) letter grade) Business (Postmarked the next
times will recerve Return Monday :f not due at class
addition ponts Envelope= meeting or completion
deductions and/or Additional 10% | meeting)
posaible of total form
disciplinary action. points will be
deducted
Hours Shorter 3+ Unreported | 254 Unreported | First Students may call/leave 2
than Listed in the | Hour Change= | Hour Change= | Unreported voicemail on the instructor
Memorandum of | 21% of total 11% of total Hour office, use Remund Com to
Training, form pomts will | form pomnts will | Change= message or call the
Without be deducted be deducted 5% of total mstructor, or email the
Reasonable (drop of 2 letter | (drop of one form points will | instructor to let the
Instructor grades) letter grade) be deducted mstructor know when site
Contact About hours are changed, as soon
Time Change* as possible.
*Any unreported
hour changes over Clinical site contact pyust
the three hsted be phoned by the student
here will result in before the scheduled time
additional points to be at the site. Texts ace
loss and possible not acceptable.
disciplinary action.




Weekly Evaluation of Student Clinical Performance

Gw [Professional Dental Assistant Program
.ods Weekly Evaluation of Student Clinical Performance Rubric

Emplovability Skills Scoring

Attendance
Communication Each check in Needs Each check in Each check in
Appearance Impsovement :s wozth Satsfactory i3 Excellent is worth 4
Demonstrates Initiative Zero pomnts worth 3 points points
Teamwork/Cooperation

Points for each column are totaled and the total is the grade for this section weekly.

The total points possible for all Employability Skalls is 20 Points.

Clinical Skills Observed | pooiming ’ Siills | prosicient | N/A
Infection Control
Basic Chairside Assisting
Addinonal Procedures
Lab
Radiographs
Coronal Polish & Fluonide
Sealants
Assisting in the Administration of
Nitrous Oxide B
Chinical Skalls Sconing
The total points possible for all Chinical Skalls is 40 Points.
Weeks 40 Points 32 Points 28 Points 0 Points
1-2 3 or more Skills scored | 2 Skills scored as Only one Skill scored No skills scored as
as Observed and/or Observed and/or 2s Observed and/or observed or higher
Leaming Procedures Leaming Procedures Leaming Procedures
34 3 or more Skills scored | 3 or more Skills scored | 2 Skills scored as 1 Skill scored as
with atleast 1 as as Observed, but none | Observed but none Observed
Leaming Procedures scored hi scored higher
5-6 At Jeast 1 Skall scored At least 1 Skall scored a3 | Skalls scored as Skills scored as
as Skills Progressing or | Skills Progressing or Leaming Procedures Observed
higher, Performed 1 or | higher
more Expanded
Functions
7-8 Atleast 2 Skills scored | Atleast 2 Skills scored | Only 1 Skill scoredas | No Skills scored as
as Skills Progressing or | as Skills Progressing or | Skills Progressing or Skills Progressing
higher, Performed 1 ox
more Expanded
Functions
8+ At least 2 Skalls scored | Atleast 1 Skall scored as | At least 2 Skills scored | Only 1 Skall scored
as Proficient, Proficient, Pexforming 1 | as Skills Progressing, as Skills
Performing 2 ormore | Expanded Function Performing 1 Progressing or
anded Functions Expanded Function higher
Comments | Positve No comments: | One area needs 2 or more ageas of
Sconing feedback: no 10 points improvement 10 improvement needed:
points deducted | deducted points deducted 20 points deducted

Important Dates

» Important dates to remember are on your Class Calendar and you should have it in your Clinical Externship folder

while interning. The Important Dates sheet is also included in your Clinical Site Packet.

» It is your responsibility to keep your copy of the class calendar current, check the class calendar and record your

hours/check your Clinical Google Sheet weekly.

» Be sure that you follow the instructions on the Class Calendar for the dates intern paperwork should be emailed,
mailed or delivered to the instructor’s office. Failure to turn paperwork in on time as instructed will result in a loss
of points that could impact your clinical externship transcript grade negatively, resulting in a failure to complete the

program successfully.
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» You will need to check Teams at least once a week for the following:
- For messages from your instructor
- Changes in class meetings or calendar events

- Assignment Reminders

Class Seminar Meetings During Internship

» It is your responsibility to check your Class Calendar and Teams for scheduled Class Seminar Meeting dates
and times.

» You may wear street clothing for Class Meetings as long as it conforms to Tulsa Tech student dress codes, unless
stated otherwise or you will be going to your clinical site after the meeting.

» You will always need to bring your Clinical Internship folder to each Class Seminar meeting.

» You may contact your instructor if your site is scheduled to be open during a scheduled class seminar meeting to
see if you could meet with the instructor at a different time.

» Seminar attendance is taken and will be reflected in your total attendance rate.

Seminar grades will be recorded in the Seminar Dental Practice Management transcript course.

Weekly Assignments

» You will complete your Google Sheet with your current hours weekly. These will be checked by the instructor
against your verified Weekly Clinical Hour Sheet. Times recorded and verified on the Weekly Clinical Hour Sheet
are the official times; differences in times on the Google Sheet will be changed to meet those on the Weekly
Clinical Hour Sheet.

» You will complete a weekly Clinical Journal of your experiences at your Clinical Sites. This will be completed on the
Google Doc template that the instructor will share with each student. This will be discussed in class and be sure to
ask your instructor if you have any questions.

» You may have weekly assignments to complete that vary week to week in addition to the Clinical Journal on Google
Docs. These will be submitted to your instructor as instructed.

Points to Remember

» You are building your reputation as a dental professional in the Northeast Oklahoma area. The dental community
is like a small town and a good reputation will serve you well. A poor reputation is difficult to overcome and can
cause difficulty in obtaining a dental position.

» Good reputation builders include:

1. Being early, ready to work, and taking initiative to find things that need to be done (stocking supplies, straightening
the reception room) and asking for more tasks to do. This will also make the day go by more quickly.

2. Be among the last to leave and ask if there is anything you can do before you leave.

3. Dental staff are patient centered and dental patients are frequently anxious about having dental work
completed. Patients can say hurtful things but it is usually caused by being nervous. Do not take it personally.
It is our job to make each patient’s experience as good as we can. It is similar to the Disney Land/World
rule: A Disney princess can’t have a bad day. This isn’t being fake; it is being a professional. The best dental
professionals put on a cheerful, helpful attitude as they walk in the door in the morning and act that out all
day. Have a tough day? Tell your steering wheel all about it on the way home and leave it in the car. Don't
let a patient’s bad day become your bad day!



. Make an effort to be kind to everyone, speak well of staff members, and be the type of person with whom

everyone wants to work!

. Dentistry is a team sport and nothing is too trivial for the new person to do. That includes filing charts and

cleaning the reception room. I've done both regularly!

. Remember, there are lots of ways to do things. It is most common for dentists and staff to do things very

differently than you have been taught. The more you know, the more you are worth!

. Actively observe and make notes on index cards as needed to learn tray setups, disposables needed,

instructions for dental materials. Demonstrate to office staff that you want to learn to be a great dental
professional, and show initiative!

» Poor reputation makers include:

1.

~N o vl b~

Not being attentive to what is going on, not stepping up to look for things to be done, and not
demonstrating initiative.

. Telling the dentist and staff they do things wrong or that you can teach them better ways to do something.

They have more experience and seniority than you.

. Absolutely to be avoided are crying at a clinical site, asking for prescriptions, asking for dental work (free or

otherwise), or taking toothbrushes, floss, or samples.

. No foul language, obscenities, or singing songs with suggestive or inappropriate lyrics-even to yourself.
. Avoid office gossip and ‘cliques’.
. Do not act bored, stare off into space, or otherwise look uninterested during patient care or other duties.

. You have the least seniority. Don't follow any other staff member’'s poor examples, refusals to do menial

tasks, or complain. You never know when the dentist may be considering replacing an employee that is
challenging with you!

All Tulsa Tech Policies apply to all programs. All policies listed in this handbook are in addition to district policies.
Read Tulsa Tech'’s policy manual at: Tulsa Tech District Policies (https://tulsatech.edu/about/district-policies)

Appendices

Immunization & Clinical Requirements Document

Employability Skills Grading Criteria

Student Absence Request Form

Student Makeup/Retake Form

Student Request for Instructor Form

Tulsa Tech Student Accident Form

HSC Student Grievance/Complaint Form
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T Tulsalech Immunization & Clinical Requirements

.edu

Measles, Mumps and Rubella (MMR) SERIES
There must be documentation of one of the following:

» 2 doses of the vaccine
» Positive antibody titer for all three (3) components — measles, mumps & rubella lab reports denoting immunity

Hepatitis B Series
There must be documentation of one of the following:
» 3 doses of the vaccine. If in process, after the first dose you will be compliant for 1 month to allow time to receive the second
dose. After the second dose you will be compliant for 5 months to allow time to receive the third dose.
» 2 doses of the Heplisav vaccine. After the first dose you will be compliant for 1 month to allow time to receive the second dose.
» Positive Hepatitis B surface antibody titer with lab report denoting immunity

Varicella Series/(Chicken Pox)
There must be documentation of one of the following:
» 2 doses of the vaccine
» Positive antibody titer with lab report denoting immunity
» Diagnosis or verification of a history of varicella disease by a healthcare provider

Tetanus, Diphtheria & Pertussis (Tdap)
There must be documentation of a Tdap vaccination within the last ten years of the end of clinical

» A tetanus (Td) shot is due every ten (10) years thereafter

TB Skin Test or IGRA (QuantiFERON/T-Spot)
There must be documentation of one of the following:
» Negative PPD skin test from within the last year of the end of clinical and completed annually
Testing requires two visits to the health provider’s office. A test is applied during the first visit, then during the second visit, 48
to 72 hours later, the results are documented by a physician or nurse.
» Negative IGRA QuantiFERON/T-Spot from within the last year of the end of clinical
» Positive TB results require a Chest X-ray from within the last 5 years denoting clear lungs, free of infection; or completed, medical
questionnaire from the Health Department or physician for non-symptomatic individuals

CPR Certification
» Must be through the American Heart Association, Basic Life Support for the Healthcare Provider course
» ONLINE OR BLENDED CPR COURSES ARE NOT ACCEPTABLE
» A copy of the signed CPR card (front and back) or an eCard must be uploaded to the Medical Document Manager

Seasonal Flu Vaccine
There must be documentation of one of the following:
» Flu vaccination administered in the current flu season, Oct 1 — Apr 30
» A signed school declination waiver and a signed letter on official letterhead from a physician stating the medical reason for declination

*COVID-19 Statement for Health Programs

Applicants who are accepted into health programs are required to participate in Work Based Learning (clinical rotation) at local health
facilities. Some of these facilities require either proof of the COVID-19 vaccination or a medical or religious exemption for the associates,
all students, faculty & staff involved in educational activities on-site at any of the facilities. Making application for an exemption does not
guarantee that the exemptions will be approved by the health facility. Proof of vaccination compliance or approved exemption status
must be in place prior to student’s clinical rotations, if required.

5/16/24

Full-time Careers  Part-time Classes  Workforce Training o o @ @ (918) 828-5000 info@tulsatech.edu

Tulsa Tech does not discriminate on the basis of race, color, sex, pregnancy, gender, gender expression or identity, national origin, religion, disability, veteran status, sexual orientation, age or genetic information. The following person(s) has been designated to
handle inquiries regarding non-discrimination policies: Title IX Coordinator, Pam Winterscheidt, pam.winterscheidt@tulsatech.edu, and 504 Coordinator, Michelle Metcalf, michelle.metcalf@tulsatech.edu, 3638 S. Memorial Dr, Tulsa OK, 74145, 918-828-5000.
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*Name: SDA # Week&# 2

Tulsa Tech Adult Dental Assistant Program
Weekly Dental Employability Skills Log

Date 8/17/20 [8/18/20 | 8/19/20 | 8/20/20( 8/21/20
Day Monday | Tuesday | Wednesday | Thursday | Fnday | Points** |
[ Time Management,
Participation, On Task,
8 Met Stated
Expectations /1 /1 /1 /1 Ml /5
Tulsa Tech ID+
Uniform/ Dress
Code Compliance+ /1 /1 J1 /1 /1 /5
Note If Either: Total
Absent, Tardy or Time
Left Eardly Missed:
Note Time Checked
In or Out R (B
Total Points /10
*Week's Total Hours i Houss: Minutes
Total time in the time missed S subtract from the weekly total bours found in the Program .
_ Calendar _—
Previous Current Total Hours
Note this figure from the previcus week's sheet. s
*New Current Total Hours
Transfer this to next week's Pressoss Currens Tors! Hosr: .
*Current Attendance Rate
Divide the New Current Hours Total br the Total Possible Houxs Ested for this week in o
the Program Calendas, canry to the 2 decimal Yo

Note: A total program attendance rate of 90% oz better and all covsse grades at 70% or bet:et 15 zequired
to be el:igzble for Clinical Rorations or Clinical Intemship.

*Student Signature: Date:
By signing the form, the student acknowledges that the information contained i3 true and complete.

-Please record any attendance or other events the day each occuss (no ID, tazdy, etc).

-In the boxes next to Tsme Managemens and Tulsa Tech ID-Unrsform/ Dress Code Compliance, any failoze to
comply will be noted. Examples of failuze to comp]y would nclude being on Facebook mstead of
completing an assignment (noted a3 ‘off task’), not wearing vour ID, etc., all which resultin points Joss.
Under Absens, Targy orLg“.Earj note the nme vou checked in fora txdv or leaving eady, or time zbsent.
Examples inclode madung 15 mun.’ and noting Tardy” when late to class oz ‘6 s for full day absence.

= The instructor o, as directed by the instroctor, the v:eeklr Lead Assistant will check for the ID and
dress code compbance and inital the day’s box. Points ace gm:ed oz lost for complance.

*Points can be lost for failure to enter the student’s name, SDA %, dates, and signature 23 well as the hous
totals and cuzrent attendance rate. See the rubric in the Program Handbook

**Total points ava:lable will vary on weeks with fewer than 5 days, and available points will increase each

quarter.
Learning and demonstrating the skills needed to gain and keep emplorment are 2 Program objective.
Polished and professional scrubs with ID are expected every work day :n healthcase; therefore, partial

Course: Found Unit: 1-20 (Week 2) Revised: 7/2020-Holland
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@mlsaﬁg' Adult Dental Program Employability Skills Grading Criteria

points are not given for an unprofessional appearance. Being prompt, prepared, participating, taking
initiative, following rules and established procedures, the discipline to stay focused and on task are
required in dental healthcare settings. The following are a synopsis of Adult Dental Assistant Program
Employability Skills Expectations & Grading Criteria:

Tulsa Tech ID:

* Worn either on a lanyard around the neck or clipped on the upper left front centered between the

midline & sleeve-top seam and between shoulder & a horizontal line from underarm to underarm

* Worn anytime on a Tulsa Tech campus, at school function on campus or off, at a clinical /program

site/ function/event
Uniform Scrubs:

* Clean, crisp and not wrinkled, neat, undergarments are not visible

* Approved Program styles, color

* Lab jacket used only in lab/clinical setting: while wearing the lab jacket: no hoodies/sweaters/jackets

are allowed

¢ Optional: plain crew-necked tee/undershirt womn underneath scrub top, not visible below scrub top or

lower hem. A plain crew neck white tee may be wom under the scrub top.
Uniform Footwear:

* Shoes must be mostly white, athletic or nursing shoes in leather or leather like, no cloth or mesh

¢ Clean, no scuff marks, should be polished as needed

¢ Crew type white socks must cover ankle, no low-rise socks
Uniform Grooming:

* No gum or tobacco/vapor use at any time while in uniform

¢ Natural colored hair pulled back from face, tied/clipped up any time you are in program scrubs. Bangs

eyebrow length or shorter are fine, longer bangs must be clipped back.

* Nails short without polish & no artificial nails

* No jewelry except a watch (second hand recommended) & watch must be placed in pocket while in

lab/clinicals unless taking vitals

¢ Only a light scent if perfume is worn, no strong odors (i.c. tobacco, strongly scented lotions)

* Good hygiene practices, including brushing and flossing, are a given, in uniform or casual dress.
Your appearance in the training setting is critical to success. The uniform grade or meeting Tulsa Tech
dress code for casual wear days will be recorded on the Weekly Employability Skills Log. While attending
classes at HSC, students wear scrubs almost every day of class. No scrubs=no lab/clinical participation.
Unless announced by the instructor, anticipate that you should be in the program uniform.

Ticme M E .

¢ Prompt, prepared, willingly participating in class/lab/clinicals and demonstrating being/staying on
task and taking initiative to see/complete any tasks that need to be completed.

* If a student must be absent, the student herself/himself shall call the HSC Attendance Line, the
program instructor’s office, or Remind message and, if applicable, the clinical site before
class/clinicals begin, informing each of the absence and the reason for the absence each day/portion
of a day that the student will be out.

¢ For planned absences, a Class Absence Notice form (blue paper) should be completed & tumed in.

® Unexplained time from class-no make-up work, acceptable explained absences may complete make-
up work.

¢ Displaying leadership and team skills with classmates, Tulsa Tech staff and other students
(encouraging others, displaying good manners, demonstrating inclusion of others, speaking & treating
others well, assisting/helping others when a need is seen, a positive, cheerful attitude, demonstrating
respect of people and property, following Tulsa Tech Policy, HSC and Adult Dental Assistant
Program rules and procedures)

Tulsa Tech HSC Attendance Line: 918-828-1200 Program Instructor Office Phone: 918-828-1229
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Mame: SDAS®__ Date:

U m.BaM Adult Dental Assistant Program

Student Absence Request Form

tudent Completion Section

Date/s of Requested Absence:

Student Current Attendance Rate®: %
*Stadent attendance is criticzl to student success. Students must have at least a 90%: attendance rate for clinical
eligihility and for most Smancial xid.

Reason for Missing Class/Lab /Clinical-

When did you first leamn that you would be abgent:

Who will be your substitute for your class position and/or student partner:

Claz: Position: Sub: _ SDA#

Student Partmer Sub: SDA#

What is your plan for making up missed assignments, lab time, exams, and/or competencies?

Omrxce the stadent ba2s completed the aborve portion, sigmed as indicated below, either give this form to the mnstmctor
during class kours or slide under the instructor’s office door

Instructor Section .fI‘o be completed with the student if poszible)

Would 2 dentist or office manager usually recognize this as an acceptable absence? Yes Neo

<tudent Signature Inztructor Inifals Date

Student received assignments and information for the time absent on
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Name: sDA® Date:

ﬁ mm Dental Assistant Program

.edu Student Make-Up/Retake Form

Retake/Make-Up Exam/Competency/Assignment:

Date of original:
Last Date to Retake Make-Up: {(Exam Retakes must occur within 3 class days)
Meets Criteria for Retake/Make-Up (explained absence, time frame): Yes No

The zbove is completed when student misses an exam/competency/assionment & placed in student’s Mail
Folder. Itis the stadent’s responzibility to meet with the mstructor to discuss & schedule any qualifying make
up exam/competency/assignment. Only explained absences are subject to make-up.

Retake/Make-Up Scheduled: Date: Time:
[ To be taken in:
HSC Library Claszroom Dental Lab Other.
[0 Using: Paper&Pencil Computer Othern
[0 Time Limic No Yes,
[J Instructions: Circle/high-Light items that apply.
Exam/Assignmentis: Open Book/Notes Open Notes Only  Closed-no notes, etc.

Student may uze blank paper during exam, to be given to proctor when complete.
All exam paperwork is to be given to proctor/libraran.

Student may submit exam paperwork to instructor upon retuming to class.

The Exam /Azzonment jc in the following BlackBoaxd Course:
O 1-Found
0 2-Biomedical Unit
O 3-Chnical Procedurss
0 4-DenSci Exam/Assign;
O 3-Rad
O G-Dent Special Pazzword:
O §-Seminar
Time In; Librarian or Instructor Yerification:
Time OQut: Librarian or Instructor Verification:

The student will rerurn this completed form during class hours to the instructor.
Before/after class, it will be tumed in with other paperwork to proctor/librarian/other instructor.
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HSC Student Complaint/Grievance Form

Student Name Student ID# Today’s Date
Career Major Section/Class # Instructor
Date of Incident Date of Informal Meeting/Mediation

This form must be filled out completely within ten (10) school days of the occurrence or
five (5) days after Informal Meeting. This form is not used at the Informal stage of the
process.

[0 Complaint: A statement of displeasure or poor service
0 Mediation: Request to resolve issue when unsuccessful at Informal resolution
[0 Formal Grievance: Request to resolve when unsuccessful at Mediation

State policy, procedure, or status violated, misinterpreted, or inequitably applied:

Brief description of the complaint or grievance, including steps taken to resolve
informally or via Mediation:

What remedy to you seek?

Grievance Form and Checklist
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W Tulsatech

.edu
Student/Visitor Accident Reporting Form

Section |
This section is to be filled out by the Instructor or Campus Director

Name of Injured Party:

Home Address: Home Phone #:

Work/phone number of Parent/Guardian: Age: ‘ Sex:

Date of Birth: ‘ If Student, Home School: ‘ Grade:

Name of TTC Class and Campus:

Name of TTC Instructor: | Instructor Present at Accident: [ ] Yes [ ] No
Time Class: A.M. ‘ P.M. | Time Accident Occurred: AM. ‘ P.M.
Date of Accident: ‘ Date Accident was Reported:

Did accident occur off-site during WBE: [1Yes []No
Section Il

This section is to be filled out by the injured student/visitor in the presence of the Instructor or Campus First
Responder (unless the injured student is physically unable).

Name(s) of person(s) notified at the time of accident:

Witnhesses to the accident:

Location where accident occurred:

How did accident occur? (describe fully):

Nature of injury and body part(s) injured (i.e. sprained arm, fractured leg, burned finger):

Was safety equipment, such as safety glasses, being used at the time of accident? \ ] Yes | ] No

Name of object which injured student/visitor (be specific):

Immediate action taken:

Signature of Student/Visitor who filled out Section Il Current Date:

****Page 2 must be completed****

TulsaTech — Environmental, Safety & Health Office — Feb 2016




Section 3
This section is to be filled out by the Instructor and/or Campus First Responder

Description of Injury/lliness:

First Aid rendered:

Parent/Guardian notified: | [1 Yes | [l No
Sent home with parent/guardian: [ ] Yes \ Sent to Physician: [ | Yes \ Sent to Hospital: (1 Yes
Possible degree of injury: No disability [] Temporary disability [ ] | Unknown []

Permanent disability [ | | Death []

Specifically describe unsafe acts or conditions that exist:

Recommendation for prevention:

Student/Visitor Signature Date
Instructor’s Signature Date
Campus Director’s Signature Date
Follow up: Days lost from class Date Student returned to class:

Additional comments:

***=*SEND A COPY TO EHS OFFICE AND KEEP ORIGINAL FOR YOUR RECORDS=*=****

TulsaTech — Environmental, Safety & Health Office — Feb 2016
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Radiologic Technologist

Instructors and Contact Information
Instructor/Coordinator:
Cindy Heald, M.Ed., RT (R)(M)

Phone:
918-828-1230

Email:
cindy.heald@tulsatech.edu

Credentials:
ARRT certified in Radiography and Mammography

Office hours:
7:00 am —4:00 pm

Instructor Biography:

Mrs. Heald is a graduate of Tulsa Tech’s Radiologic Technology program and has worked in diagnostic radiography
and mammography. She began teaching in 2002 and became Program Director in 2012.

Instructor:
Quincy Knutson, BS RT (R)

Phone:
918-828-1228

Email:
quincy.knutson@tulsatech.edu

Credentials:
ARRT certified in Radiography

Office hours:
7:00 am - 4:00 pm

Instructor Biography:

Mrs. Knutson is a graduate of Tulsa Tech’s Radiologic Technology program and has worked in diagnostic radiology,
the cardiovascular lab, and surgery/pain management.



76

Instructor:
Stacy Pope, BS, RT (R)

Phone:
918-828-1226

Email:
stacy.pope@tulsatech.edu

Credentials:
ARRT certified in Radiography

Office hours:
7:00 am - 4:00 pm

Instructor Biography:

Mrs. Pope is a graduate of Tulsa Tech’s Radiologic Technology program. She has worked in orthopedics, outpatient
imaging, and has managed a local urgent care.

Adjunct Instructors:
Katy Becker, RT (R), kmcalhou@tulsatech.edu

Erin Jones, RT (R), eljones8@tulsatech.edu
Rylan Martin, RT (R), referri1@tulsatech.edu

Jessica Yanus, RT (R), jryanus@tulsatech.edu

Accreditation

The Radiologic Technology program is accredited by the Joint Review Committee on Education in Radiologic Technology
(JRCERT) and is administered according to the “JRCERT Standards for an Accredited Educational Program”:
https://www.jrcert.org/wp-content/uploads/Documents/Resources/Standards-PDFs/202 1-Radiography-Standards. pdf)

The program earned the highest award available of eight years continuing accreditation in 2023 and is scheduled for
a site visit in the fall of 2031.

Joint Review Committee on Education in Radiologic Technology
20 North Wacker Drive, Suite 2850

Chicago, IL 60606-3182

Phone (312) 704-5300

www.jrcert.org

Instructor Credentials

All instructors in the program are certified Radiologic Technologists through the American Registry of Radiologic
Technologists (ARRT).

American Registry of Radiologic Technologists
1255 Northland Drive

St. Paul, MN 55120

Phone (651-687-0048

www.arrt.org



Program History

In 1953, Dr. Dave B. Lhevine began the Hillcrest Medical Center School of Radiologic Technology. In 1984, Tulsa
Technology Center (TTC) became the program sponsor and continued the tradition of excellence in radiography
education. Well over 750 students have graduated from the program and have worked in all forms of diagnostic
imaging. The program is proud to celebrate seventy years of providing registered Radiologic Technologists to the Tulsa
medical community.

Instructional Philosophy

We believe that every individual is a unique creation and that it is our privilege and responsibility to help in the realization
and fulfillment of everyone’s accountability to self and mankind. There are two types of education, one teaching us how
to earn a living and the other teaching us how to live. We subscribe to the belief that career and technology education
is an essential part of the two educations. There is dignity in work, and work is one of our best means of developing
intelligent use of the hands and minds. Education is a process by which belief and behavior patterns become a part

of the student’s personality. We want the student to attain the fullest growth and development as a person, and a
contributing, self-directing, responsible member of society and the healthcare profession.

Description

A Radiologic Technologist (Radiographer) uses critical thinking and independent judgment to obtain a diagnostic
imaging study while maintaining quality patient care and minimizing radiation exposure.

The goal of the Radiologic Technology program faculty is to assist students in becoming highly competent
radiographers. Faculty use the word “assist” to help students understand that they are responsible for successfully
completing the program, as well as passing the American Registry of Radiologic Technology examination.

This experience will likely be very different from any students have encountered before. As such, faculty expect that
students become familiar with all program and school policies. These policies encompass the professional, clinical
and academic behaviors that are to be explicitly followed. It is the student’s responsibility to become knowledgeable
of this handbook contents. Students will sign a statement verifying that they understand the contents and that they
agree to abide by the policies and procedures. The form will be retained in the student’s permanent file for the
duration of their time in the program.

During the student’s time in the program, the faculty will work hard to prepare each student to become a
professional radiologic technologist who is eligible to sit for the national certification examination. However,
graduation does not guarantee passage of the exam. This program is one that takes much time and dedication on
the part of the student, which can lead to a successful career.

Courses and Hours

The program follows the nationally recognized ASRT (American Society of Radiologic Technologists) Radiography
Curriculum, most recently revised in 2022. Both the academic and clinical portions of the program are competency
based with clearly written objectives for the students to follow.

A syllabus and course guide for each course will be posted on Blackboard. It is the responsibility of each student
to be fully aware of the contents of the syllabus and the consequences which exist if the student deviates from
any policy regarding classroom conduct.

Students are responsible for the timely completion of all assignments, keeping current with reading from texts,
preparing for classes and completing online assignments by their due date. Students are encouraged to form study
groups and make use of all classroom and school references. Instructors have an open-door policy for individual
guestions and are accessible to students before and after class, as well as during office hours. Students may also
contact faculty through email or Teams with questions. It is the student’s responsibility to seek timely assistance in
content areas that are challenging them.
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The program’s philosophy recognizes the importance of grading as a method of assessing content knowledge.
However, understanding corrections from assessment methods is much more significant. The program does not
promote memorization as a method of understanding, but challenges students to use higher level learning skills such
as analysis, contrast and comparison, and critical thinking. The student’s ability to attain a higher level of understanding
and use critical thinking skills will have a dramatic impact on their ability to pass the ARRT certification exam.

Course Descriptions
First Year Courses (Cohort 43)

HLTH - 0129 Patient Care and Services in Medical Imaging 72 hours

Content provides the concepts of optimal patient care, including consideration for the physical and psychological
needs of the patient and family. Routine and emergency patient care procedures are described, as well as infection
control procedures using standard precautions. The role of the radiographer in patient education is identified.

HLTH-0139 Ethics and Law in Medical Imaging 33 hours

This content provides a foundation in ethics and law related to the practice of medical imaging. An introduction to
terminology, concepts and principles will be presented. Students will examine a variety of ethical and legal issues
found in clinical practice.

HLTH - 0140 Intro to Medical Imaging 48 hours

The content provides an overview of the foundations of radiography and the practitioner’s role in healthcare delivery.
Principles, practices and policies of the healthcare organizations are examined and discussed in addition to the
professional responsibilities of the radiographer.

HLTH- 0026 Radiographic Procedures| 150 hours

Content is designed to provide the knowledge base necessary to perform standard radiographic procedures.
Consideration is given to the evaluation of optimal diagnostic images. Laboratory experience complements the
didactic portion. This course provides the student with theoretical concepts, terminology and clinical application for
routine positioning procedures. Students will be given an opportunity to demonstrate their knowledge and skill in
performing the simulated exams, which will later become a basis for competency in the clinical practicum. Knowledge
of anatomic structures and radiographic quality will be evaluated in classroom activities.

HLTH - 0027 Image Analysis| 48 hours

Content is designed to provide a basis for analyzing radiographic images. Included are the importance of
minimum imaging standards, discussion of a problem-solving technique for image evaluation, and the factors
that can affect image quality.

HLTH-0141 Anatomy and Physiology for Radiography | 90 hours
Content establishes a knowledge base in anatomy and physiology. Components of the cells, tissues, organs and body
systems are described and discussed. The fundamentals of sectional anatomy relative to routine radiography are addressed.

HLTH -0081 dlinical Practice| 247 hours

Content and clinical practice experience is designed to sequentially develop, apply, critically analyze, integrate, synthesize
and evaluate concepts and theories in the performance of radiologic procedures. Through structured, sequential,
competency-based clinical assignments, concepts of team practice, patient-centered clinical practice and professional
development are discussed, examined and evaluated. Clinical practice experiences are designed to provide patient care
and assessment, competent performance of radiologic imaging and total quality management. Levels of competency and
outcomes measurement ensure the well-being of the patient prior to, during and following the radiologic procedure.



HLTH - 0082 Radiographic Procedures IB 132 hours

Content is designed to provide the knowledge base necessary to perform standard radiographic procedures.
Consideration is given to the evaluation of optimal diagnostic images. Laboratory experience complements the
didactic portion. This course provides the student with theoretical concepts, terminology and clinical application
for routine positioning procedures. Students will be given an opportunity to demonstrate their knowledge and
skill in performing the simulated exams, which will later become a basis for competency in the clinical practicum.
Knowledge of anatomic structures and radiographic quality will be evaluated in classroom activities.

HLTH - 0083 Image Analysis IB 33 hours

Content is designed to provide a basis for analyzing radiographic images. Included are the importance of
minimum imaging standards, discussion of a problem-solving technique for image evaluation, and the factors
that can affect image quality.

HLTH-0142 Anatomy and Physiology for Radiography Il 75 hours

Content establishes a knowledge base in anatomy and physiology. Components of the cells, tissues, organs
and body systems are described and discussed. The fundamentals of sectional anatomy relative to routine
radiography are addressed.

HLTH - 0149 Additional Concentrations 21 hours

This course provides the student additional opportunities to research and study bone densitometry, cardiac
interventional, computed tomography, magnetic resonance, mammography, medical dosimetry, nuclear medicine,
radiation therapy, sonography and vascular interventional modalities. Varying equipment, methods of image creation,
and educational/certification requirements for the different imaging concentrations will be identified.

HLTH - 0038 Clinical Practice IB 276 hours

Content and clinical practice experience is designed to sequentially develop, apply, critically analyze, integrate, synthesize
and evaluate concepts and theories in the performance of radiologic procedures. Through structured, sequential,
competency-based clinical assignments, concepts of team practice, patient-centered clinical practice and professional
development are discussed, examined and evaluated. Clinical practice experiences are designed to provide patient care
and assessment, competent performance of radiologic imaging and total quality management. Levels of competency and
outcomes measurement ensure the well-being of the patient prior to, during and following the radiologic procedure.

Second Year Courses (Cohort 42)

HLTH- 0089 Clinical Practice ll 282 hours

Content and clinical practice experience is designed to sequentially develop, apply, critically analyze, integrate, synthesize
and evaluate concepts and theories in the performance of radiologic procedures. Through structured, sequential,
competency-based clinical assignments, concepts of team practice, patient-centered clinical practice and professional
development are discussed, examined and evaluated. Clinical practice experiences are designed to provide patient care
and assessment, competent performance of radiologic imaging and total quality management. Levels of competency and
outcomes measurement ensure the well-being of the patient prior to, during and following the radiologic procedure.

HLTH-0143 Radiation Physics and Instrumentation 102 hours

Content establishes a knowledge base in radiographic, fluoroscopic and mobile equipment requirements and design,
along with quality control. The nature and characteristics of radiation, x-ray production and the fundamentals of
interactions with matter are also presented.

HLTH - 0146 Radiation Biology and Health Physics 78 hours

Content provides an overview of the principles of the interaction of radiation with living systems. Radiation effects on
molecules, cells, tissues and the body are presented. Factors affecting biological response are presented, including acute
and chronic effects of radiation. Content also presents an overview of the principles of radiation protection, including
the responsibilities of the radiographer for patients, personnel and the public. Radiation health and safety requirements
of federal and state regulatory agencies, accreditation agencies and health care organizations are incorporated.
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HLTH- 0045 Career Preparation for Radiography 18 hours

This course emphasizes communication skills and specific career knowledge for health care professionals. To

support an occupational job search, a functional resume will be produced that summarizes the student’s education,
personal and professional achievements and work experience. To enhance their professional image, each student will
construct cover letters and thank you notes that may be updated or changed as needed. Advanced career modality
requirements and preparation will be investigated, as well as the requirements for professional continuing education
and opportunities for life-long learning.

HLTH- 0091 Clinical Practice Il Capstone 254 hours

Content and clinical practice experience is designed to sequentially develop, apply, critically analyze, integrate, synthesize
and evaluate concepts and theories in the performance of radiologic procedures. Through structured, sequential,
competency-based clinical assignments, concepts of team practice, patient-centered clinical practice and professional
development are discussed, examined and evaluated. Clinical practice experiences are designed to provide patient care
and assessment, competent performance of radiologic imaging and total quality management. Levels of competency and
outcomes measurement ensure the well-being of the patient prior to, during and following the radiologic procedure.

HLTH-0147 Image Productionl 60 hours

Content imparts an understanding of the components, principles and operation of digital imaging systems found in
diagnostic radiology. Factors that impact image acquisition, display, archiving and retrieval are discussed. Principles of
digital system quality assurance and maintenance are presented.

HLTH - 0148 Image Production Il 48 hours
Content establishes a knowledge base in technical factors that govern the image production process.

HLTH - 0149 Additional Concentrations 21 hours

This course provides the student additional opportunities to research and study bone densitometry, cardiac
interventional, computed tomography, magnetic resonance, mammography, medical dosimetry, nuclear medicine,
radiation therapy, sonography and vascular interventional modalities. Varying equipment, methods of image creation,
and educational/certification requirements for the different imaging concentrations will be identified.

HLTH-0092 Comprehensive Radiography Review 72 hours

This course provides a comprehensive review of the radiography curriculum in preparation for taking the certification
exam given by The American Registry of Radiologic Technologists (ARRT). Identified areas of weakness will help the
student focus on the curriculum items that need concentrated study. The computerized testing format of the ARRT
exam will be emphasized.

Program Mission
To prepare people for success in the healthcare field as competent entry level radiographers.

Program Goals

Students will be clinically competent.

Student Learning Outcomes:

» Students will accurately position patients for radiographic exams.

» Students will simulate exams for evaluation of continued skill and retention.

» Students will demonstrate knowledge of exam protocols and departmental routines.



Students will demonstrate effective communication skills.

Student Learning Outcomes:

» Students will effectively communicate with patients.

» Students will construct functional resumes and a cover letter.

» Students will communicate effectively using written communication.
» Students will effectively communicate with healthcare professionals.

Students will demonstrate critical thinking and problem-solving skills.

Student Learning Outcomes:
» Students will critique radiographic images and determine corrective action when needed.
» Students will critically assess the effect of various factors on the four radiographic qualities.

Students will demonstrate professional and ethical behavior.

Student Learning Outcomes:

» Students will demonstrate professional behavior.

» Students will discuss and model ethical behavior.

» Students will demonstrate willingness to improve by being receptive to correction.

The program will monitor its ongoing effectiveness through graduate and employer satisfaction.

Student Learning Outcomes:

» Students will complete the radiologic technology program.
» Graduates will evaluate the program positively.

» Employers will rate their satisfaction with graduates’ skills.
» Graduates will pass the ARRT credentialing exam.

» Graduates will be placed in radiography jobs.

The program'’s benchmarks are

» Students (75%) will complete the program.

» Graduates (80%) will evaluate the program positively.

» Employers (80%) will rate satisfaction with graduate’s skills as either good or excellent.
80%) will pass the ARRT credentialing exam on the first attempt.

80%) will be placed in related jobs within 12 months of program completion.

» Graduates (
» Graduates (
In accordance with JRCERT requirements (Standard 6.1), program effectiveness data is averaged over a five-
year period. Data analysis for graduates from 2020-2024 shows:

» 100% of students completed the program;

» 100% of graduates evaluated the program positively;

» 98% of employers rated satisfaction with graduate’s skills at either good or excellent;

» 90% of graduates passed the ARRT credentialing exam on the first attempt;

» 97% of graduates were placed in related jobs within 12 months of program completion.

The Radiologic Technologist program'’s effective data can also be found on the JRCERT website at
https://www.jrcert.org/program-effectiveness-data/ or on the program’s web page at https:/tulsatech.edu/full-time-
programs/health-science/radiologic-technologist

Certifications

Students who successfully complete the Radiologic Technology program are eligible to take the national certification
exam offered by the American Registry of Radiologic Technologists (ARRT).
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Career Opportunity

The program is designed to prepare post-secondary adult students for entry level employment as Radiologic
Technologists. Radiologic Technologists work under the supervision of Radiologists. Radiologic Technologists work
in many areas of diagnostic imaging, including but not limited to: general radiography, computed tomography,
magnetic resonance imaging, ultrasound, mammography, fluoroscopy, vascular imaging, mobile radiography, or
trauma & surgical imaging.

Cost
Estimated Tuition Fees:
$8,688.00

Books:
$1,395.00

Additional Required Costs:
$979.00**

**There may be additional required cost as defined in the program handbook. Tuition, fees, career majors, course
and hours are subject to change without notice.

Student Activity Fee

A $25 student activity fee is due at the beginning of each school year. The funds are used for National Radiologic
Technologist Week (NRTW) and graduation expenses. Payment can be cash or check (made to Tulsa Tech) and can be
given to a Rad Tech instructor. Each student is encouraged to keep their receipt for payment verification.

Class Times
Class Hours

Class hours are 7:45 am — 2:30 pm. Lunch break is 10:45 a.m. — 11:30 a.m., and there are two breaks per day.

Clinical Hours

Most clinical practice hours are 7:00 a.m. — 2:30 p.m. Evening clinical hours are 1:00 pm — 8:30 pm. (Ancillary
site hours may vary.) Students are allowed 30 minutes for lunch at clinical. Lunch time will be determined by
the supervising technologist and/or work flow. Working through lunch/dinner break does not give a student
permission to leave early.

Each student is allowed two (2) 10-minute breaks per day. During clinical hours, a student must consult with the area
supervisor before leaving the radiology department or scheduled area for a break or for lunch. Combined clinical and
didactic hours will not exceed forty (40) hours per week, and clinical assignments will not exceed 10 hours per day.

Any student who is going to be tardy or absent from class or clinical must notify all three instructors through Teams.

Grading Methodology

Radiography is a profession in which less than adequate performance may cause patients to suffer harm; therefore,
high program standards must be maintained to insure the effectiveness and competency of graduates and their
successful completion of the national certification exam.

Academic Courses

Students are required to maintain an 80% average in each academic course. Students can access their course grades
at any time through Blackboard. Students are expected to monitor their academic progress on a regular basis.

Participation is a major component of the learning process. Students are expected to participate in class discussions,
demonstrations, lab activities and clinical assignments.



Exams are given regularly. If at any time during a course the student’s grade average falls to near 80%, or if the
student demonstrates a lack of satisfactory academic progress, he/she will be counseled by the instructor and/or the
Program Director. If the student’s overall grade continues to fall or if the student fails to make acceptable academic
progress, he/she will be placed on Academic Probation. If a student does not satisfactorily meet the course objectives
and pass the course, he/she will be unable to progress in the curriculum. Failure to meet probationary requirements
or to pass any course in the program can result in removal from the program.

Clinical Practice

Students are required to maintain an 80% average in the Clinical Practice courses. The clinical grade is based

on Professionalism, Patient Exam Competencies, Clinical Area Competencies, and Clinical Tests that are given by

a clinical Instructor. A full explanation of these requirements is given at the beginning of the program. Failure

to maintain an 80% average in the Clinical Practice courses will result in being placed on Clinical Probation. A
Clinical Test will be given each semester. The overall score for a Clinical Test must be 90% or above. Failure to
maintain an 80% clinical grade or meet clinical competency requirements after remediation at any level may result
in removal from the program.

Testing Procedures

Student’s knowledge and skills are assessed frequently in order to provide feedback regarding progress in the
program. Exams are pre-announced by the instructor, and include the information related to the learning objectives
of the topic. An exam may be a skills or competency demonstration, computer generated questions, written paper/
pencil format or an oral report. Consult the course syllabi for additional information regarding testing protocol.

Absence on Examination Day

Students must complete a missed examination on the day they return to class. Delayed examination dates provide an
unfair advantage and are disrespectful to those students who prepare for their examinations on schedule.

Professionalism

The American Society of Radiologic Technology (ASRT) Code of Ethics should influence all actions. Students are
expected to always conduct themselves as health care professionals.

All regulations concerning safety, behavior, language, appearance, discipline and attendance must be observed.
Unacceptable conduct will first be handled by the instructor, then follow the chain of authority. Such conduct may
result in suspension and/or dismissal from the program and Tulsa Tech.

Unprofessional conduct as outlined in the Tulsa Tech policies, the Radiologic Technology Program Specific section of
the HSC Adult Handbook, the Radiologic Technology Clinical LAP, ARRT Professional Ethics, or the clinical affiliate
policies will not be tolerated.

Students are expected to spend their time wisely at class. Educational instruction is the priority during class time.
Break time/lunch time should be used to take care of school business or bathroom breaks. It is not appropriate to
leave the classroom and miss instruction when there are only 5-10 minutes left until break. It is also not appropriate
to leave for a bathroom break within the first few minutes after returning from break or lunch.

If a student feels the need to speak to a counselor, they will message Mrs. Beck (or other counselor on duty)
through Teams to request a break time, lunch time, or after school visit. If a counselor is not available during those
times, the student must consult with their instructor to determine a good time to be absent from instruction. Then
the student will send a message to see if the counselor is available. The student’s time away from class should be
no longer than 15-20 minutes.
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Student Use of Mobile/Electronic Devices

(Refer to the general portion of this handbook for information regarding the use of mobile or electronic devices.)
Student cell phones are not permitted in the x-ray lab.

Due to a mandate by the local clinical practice sites, no student may carry a cell phone on their person during clinical
practice. Situations have been documented that indicate HIPAA violations. All cell phones must be kept in a locker or
in the student’s automobile. Any student caught carrying a cell phone during clinical practice may be removed from
the clinical site and the program.

In case of family emergency situations, a student may be contacted via the hospital phone system. All clinical site
phone numbers are listed in this handbook.

In the unusual situation where a temporary condition exists and a student must be immediately accessible, a release
form must be filled out and the information must be verified. The clinical site will determine if the student is allowed
to carry a cell phone for a limited period of time.

Each student is expected to adhere to the following professional objectives for clinical practice:

» Attend clinical practice each scheduled day.

» Arrive at the clinical site on time and stay for the entire shift.

» Maintain proper documentation as required by the clinical facility, the accrediting body and by Tulsa Tech policy.
» Uphold professional appearance according to industry standards and program policy.

» Present professional behavior in all circumstances.

» Adhere to the ARRT Standard of Ethics and all school policies.

Safety
HSC Radiology Lab Safety

Prior to the beginning of lab practice sessions, the students and instructors will discuss proper lab safety. Each
student will receive a copy of the Lab Safety rules and will read and sign the Lab Safety Pledge. Lab safety rules are
also posted in the lab.

Lab safety is continually emphasized throughout the program. Students are only allowed in the lab when a qualified
instructor is available for supervision. During phantom image exposures, all lab doors must remain closed, and
students and instructors must remain behind lead wall barriers. Under no circumstances will any student be allowed
to rotor the tube or make an exposure while anyone is in the lab exam room. Any violations of lab safety rules will
result in formal counseling from the instructor, and the documentation will be retained in the student’s file.

Lab Safety Rules

Due to potential damage from exposure to ionizing radiation, the upmost caution is urged during the performance or
practice of radiographic procedures. The goal of Tulsa Tech faculty is to teach students radiation safety procedures
for themselves, co-workers, and patients in order to keep exposure to ionizing radiation as low as reasonably
achievable (ALARA). This radiation safety program is based on the premise that there is no safe level of radiation
exposure, and that benefits of the medical imaging procedure outweigh any negative effects from the x-ray exposure.

Lab rules are as follows:

» Professional behavior and appearance is always required in the lab. Students can wear lab jackets but sweatshirts or
outerwear are not allowed. Cell phones are also not allowed in the lab.

» The x-ray equipment should never be turned on and/or operated without instructor supervision.

» Students will not use a machine unless they have been instructed in its use and passed the proficiency check-off
for that machine.



» X-ray machines will be properly warmed up prior to use.

» Prior to making an exposure, the student operating the equipment should confirm that no one is in the x-ray room.
The student operating the equipment should never, under any circumstances, rotor up the x-ray tube while anyone
is in the x-ray room.

» The door to each x-ray room should be completely closed prior to any x-ray exposure.
» The students should be entirely inside the control booth (behind the secondary barrier) before any exposure is made.

» Under no circumstance will any radiation exposure be made on any Tulsa Tech employee, student or any other
visitor to the x-ray lab.

» The student will wear appropriate PPE (personal protective equipment) during lab practice.

» The Tulsa Tech-issued radiation dosimeter should always be worn at the collar level while in the x-ray lab. The
student must also wear their Tulsa Tech student ID badge.

» Students must wear closed toe/heel shoes to participate in the lab.

» A student who is injured while involved in lab must obtain and complete a Tulsa Tech Student Accident Reporting
Form. This form is available from an instructor. The completed form must be signed and turned in immediately.

Patient Exposure

Patients are at risk for radiation induced damage due to their exposure to the primary x-ray beam, and therefore,
must be afforded the highest level of protection. In order to guide the student in providing radiation protection for
patients, co-workers, visitors and themselves, the following rules must be followed:

» Patient identity must be confirmed before exposure to radiation.

» There will be a lead apron on the portable machine for each operator, and the patient. Lead aprons should always
be hung or stored properly when not in use.

» All visitors and unnecessary personnel must leave the area (room) before an exposure is made. A patient in an
adjoining bed or cubicle separated only by a curtain should be informed an x-ray exam is being performed. Before
an exposure is made, announce out loud “X-ray”.

» When a patient or image receptor requires auxiliary support, a holding device should be used. If this is not possible,
an individual, preferably one who is not a radiation worker, may be provided with protective apparel and asked to
assist. No part of the holding person’s anatomy should be in the primary beam.

» Students and faculty should follow the program’s No Hold policy: “Students must not hold image receptors during
any radiographic procedure. Students should not hold patients during any radiographic procedure when an
immobilization method is the appropriate standard of care.” (JRCERT Standard 5.3)

» The student must move as far away as possible from the tube at a right angle of at least 6 feet when making an
exposure; a lead apron must be worn even at that distance.

» The collimator should be adjusted to the smallest possible field size for each exam. Under no circumstances should
the field size exceed IR size.

» Gonadal shielding should be used when it does not interfere with the objective of the exam.

» Ask all female patients of childbearing age if they are pregnant. If the possibility of pregnancy exists, consult with
a Radiologist or other physician before doing the procedure. If it is determined that the exam is necessary, have a
consent form signed by the patient, and minimize the radiation exposure by collimation and shielding.

» Students should always use the appropriate technical factors.

Consequences

» If an infraction of any one of these safety rules is reported, the student will be counseled and given a written
warning that will be kept in their file. A warning in the first year carries over to the second year.

» A second infraction of these rules may result in disciplinary action, including but not limited to probation,
suspension, and/or removal from the program.
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Safety at Clinical
Students should always follow these safety practices:

» Provide safe, effective, and skillful radiologic procedures using radiation protection practices for patients, self and others.
» Ask for help if there is any doubt about having information, knowledge, or skill necessary for any procedure.

» Always be alert to the needs and safety of patients. Report unusual conditions immediately to the
supervising technologist.

» Adhere to the supervision policies at all times.
» Report all accidents immediately to the department supervisor or clinical instructor.
» Use safe patient handling techniques and always treat each patient with respect.

» Operate radiographic equipment in accordance with manufacturer specifications and as directed. Choose technical
factors that follow ALARA standards.

» Students must safely practice their skills in clinical to avoid unnecessary repeat exposures.

» Safe practices include but are not limited to correct identification of patients, positioning skills, marker placement,
proper collimation, shielding, selection of exposure factors and equipment manipulation.

Personal Dosimeter

A radiation dosimeter is issued to each student to be worn on the collar during routine radiographic imaging or outside
the lead apron at collar level while in fluoroscopy or performing mobile exams. If a dosimeter is lost, the student must
notify the Program Director in writing as soon as possible. There is a $10.00 charge for a lost dosimeter.

Quarterly Processing of Dosimeters

Dosimeters are issued by the Program Director, or designated faculty member, to each student and faculty member
to be worn for a 3-month period to measure quarterly exposure. Students and faculty members are urged to use all
radiation safety measures and keep their quarterly exposure to less than 125 mrem (1.25 Sv).

Students must turn in their current dosimeter and pick up their new one by the 15th of the months indicated:
October, January, April and June (before graduation or leaving for summer break). The July dosimeter will be issued to
students before starting clinical practice in the fall semester.

The Program Director, or designated faculty member, monitors the quarterly badge reports. Each student receives a
copy of their personal report within 30 days of receipt and signs off on their quarterly exposure.

Investigation is made into any exposure reading of 125 mrem (1.25 Sv) or higher per quarter. A notice will be sent
to the student regarding the investigative exposure level. During the investigation, the student’s schedule of clinical
placement will be reviewed. He/she will be questioned concerning their activities during the report period and
counseled about using protective barriers and exposure to x-rays. A report of the investigation will be held in the
program'’s Exposure file, a copy of the report will be given to those with the need to know, and it also will be placed
in the student’s personal file.

Contingency Plan

The program has a contingency plan in place which is designed to continue student learning in the event of a
catastrophic event (extreme weather event, global/national/ state health emergency, or mechanical issue).

Dress and Equipment
Uniforms and IDs

Student uniform brand and style are determined by the program faculty. Students are permitted in the classroom or
clinical area only in the appropriate uniform. Students should make every effort to portray a professional appearance
by making sure their uniforms fit properly and do not sag or bind while manipulating equipment or moving patients.



The student uniform is “royal blue” scrubs with optional lab jacket (royal blue or white). Shoes must be neutral color
athletic shoes (mostly black, gray, tan or white—no bright or primary colors). Appropriate undergarments must always
be worn. Students may wear a black or white short or long-sleeved shirt or turtleneck under the royal blue top. This
shirt must be tucked into the scrub pants; the short sleeves, bottom of the shirt, and any logos should not be visible.
Clean, wrinkle-free scrubs are an essential part of the student’s uniform. If a student attempts to attend clinical practice
or class wearing dirty or wrinkled scrubs or incomplete uniform, they will be required to clock out and go home to
change into an acceptable uniform. Students will be counted absent for the time missed due to the unacceptable
uniform. The student will also lose points on their clinical professionalism grade for any uniform infraction.

Students are required to be identified as student radiographers while in the clinical area. An official Tulsa Tech ID
badge, student patch, and radiation dosimeter must be worn as part of the uniform. Tulsa Tech ID, personal lead
image ID markers, and a personal radiation dosimeter are provided by the school.

Student uniforms (which include the patch that identifies the wearer as a student) and student ID badges which
make up the Rad Tech student uniform must not be worn when the student is working/acting in a capacity other
than as a Tulsa Tech student.

The Tulsa Tech ID and student uniform must not be used to gain access to any medical facility or department for
any purpose other than to perform assigned student clinical rotations. Any student who falsely gives the impression
that they belong/work in an area from which students are restricted, or who attempts to gain admittance to an
area outside of clinical rotation hours or for any personal reason will immediately be placed on suspension with the
possibility of removal from the program.

Personal lead image ID markers are used daily and considered essential tools of the occupation. Tulsa Tech will
provide each student with a set of markers prior to the first day of clinical. If these lead markers are lost, it is the
responsibility of the student to purchase additional lead markers immediately at their own expense. Replacement
markers must include the special indicator signifying that the lead marker belongs to a student. Replacement markers
can be purchased by using the link below:

https://www.saomarkers.com/Position-Indicator-Xray-Markers-2-3-Characters-Position-Indicator-Xray-Markers.htm

Students who do not have personal ID markers, an appropriate uniform with the correct identification, and/or
dosimeter will be sent home, and may return only with a complete uniform and IDs. Students will be counted absent
for the time missed.

Required Books and Online Curriculum
First Year book list (Cohort 43)

» The Human Body in Health & Disease (Textbook & Adaptive Learning Code) 8th Edition, Elsevier
(ISBN 9780443105333)

» Introduction to Radiologic and Imaging Sciences and Patient Care, 7th Edition, Elsevier (ISBN 9780323566711)

» Merrill's Atlas of Radiographic Positioning & Procedures (Textbook) 15th Edition, Elsevier (ISBN 9780323832823)
» Merrill's Atlas of Radiographic Positioning & Procedures (Workbook) 15th Edition, Elsevier (ISBN 9780323832847)
» Merrill's Pocket Guide to Radiography, 15th Edition, Elsevier (ISBN 9780323832830)

» Rad Tech Boot Camp (Clover Learning)

Second Year book list (Cohort 42)
» Principles of Radiographic Imaging, 6th Edition, Cengage (ISBN 9781337711067)

» Radiologic Science for Technologists: Physics, Biology & Protection, 12th Edition, Elsevier (ISBN 9780323661348)
» Radiation Protection in Medical Radiography, 8th Edition, Elsevier (ISBN 9780323446662)
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Other Resources used

Blackboard™ is the official Learning Management System (LMS) for Tulsa Tech. Each student is given a username
and can access Blackboard with any internet connection. Instructors post assignments and class schedules along with
course grades for students to access at any time.

Microsoft Teams is used by Tulsa Tech for online course delivery, communication between students and instructors,
and a portal for students to upload homework assignments.

Supplies/Tools

Students are encouraged to purchase two or three large 3-ring binders for class materials, as well as pens,
pencils and highlighters.

Additional Information

It is the student’s responsibility to be prepared for class by bringing all books, notebooks, writing implements, and any
other necessary equipment to the classroom each day.

All class information is posted on Blackboard for student access and is updated regularly. It is the student’s
responsibility to obtain and make up class material missed due to absence.

Clinical Information

Clinical experience is provided by local hospitals and clinics which serve as clinical affiliates. Each clinical affiliate is
recognized by the JRCERT as an approved clinical site prior to students being assigned there. This supervised clinical
practice is planned to enable students to gain experience in radiographic imaging to include general diagnostic

exams in the areas of trauma, urology, fluoroscopy, surgery, special invasive procedures, computed tomography and
cardiovascular procedures. Limited rotations in advanced modalities (which may include ultrasound, magnetic resonance
imaging, radiation therapy and the cardiac catheterization lab) are available during the second year of the program.

JRCERT approved clinical sites are:

Hillcrest Medical Center (HMC)

Clinical Instructor Keaton Claxton, RT (R)
1120 S. Utica, Tulsa

(918) 579-4203

St. John Medical Center (SJMC)
Clinical Instructor Travis Wallace, RT (R)
1923 S. Utica, Tulsa

(918) 744-3131 Ext. 14524

St. John - Owasso

Clinical Instructor Amanda Pudden, RT (R)
12451 E. 100th Street N, Owasso

(918) 274-5020

St. John - Sapulpa

Clinical Instructor Shandi Hotulke, RT (R)(BD)(CT)
1004 E. Bryan Avenue, Sapulpa

(918) 227-5305

St. John - Broken Arrow

Clinical Instructor Tami Hewitt, RT (R)
1000 West Boise Circle, Broken Arrow
(918) 994-8020



St. Francis Hospital (SFH)

Clinical Instructor Becky Tarvers, RT (R)
6161 S. Yale, Tulsa

(918) 494-7229; (918) 494-1658 (control)

St. Francis - Broken Arrow Imaging
Clinical Instructor Amy Ross, RT (R)

2950 S. Elm Place, Suite 130, Broken Arrow
(918) 451-5141 Hours 7:30 am — 3:00 pm

St. Francis - Glenpool

Clinical Instructor Madison Garrison, RT (R)
140 West 151st Street South, Glenpool
(918) 321-7383 Hours 7:00 am — 2:30 pm

Oklahoma Surgical Hospital

Clinical Instructor Elena Jones, BSRT (R) (MR)
2408 E. 81st Street, Suite 900, Tulsa

(918) 477-5065

Orthopaedic Center — Tulsa

Clinical Instructor Rachel Tucker, RT (R)

2431 E. 61st Street Suite 500 Tulsa OK 74136
(918) 582-6800

Orthopaedic Center - Jenks

Clinical Instructor Rachel Tucker, RT (R)

512 North Franklin Street, Jenks, OK 74037
(918) 582-6800

Bailey Medical Center

Clinical Instructor Tanna Peverly, RT (R)
10502 N. 110th E. Ave, Owasso

(918) 376-8040

Warren Clinic — Tulsa Hills

Clinical Instructor Niki Allen, RT (R)

7858 S. Olympia, Tulsa

(918) 986-9271 hours 9:00 am - 4:30 pm

Warren Clinic - South Memorial
Clinical Instructor Cara Crain, RT (R)
10506 S. Memorial, Tulsa

(918) 943-1070

Ascension St. John Outpatient Imaging South Memorial
Clinical Instructor Kelley Montgomery, RT (R) (CT) (MRI)
8131 S. Memorial, Suite 105

Tulsa, OK 74133

(918) 252-1966 (option 2)

Advanced Orthopedics of Oklahoma

Clinical Instructor Tara Hollingshed RT (R)

2406 E. 81st Street, Suite 290, Tulsa OK 74137
(918) 494-2665
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Clinical assignments are made by the Clinical Coordinator. Although clinical sites may vary by location, all students
are expected to meet the same clinical requirements. Any requests to change or alter the schedule must be approved
by the Clinical Coordinator a minimum of two weeks prior to the specified rotation. Some clinical rotations are
scheduled for evenings and weekends. It is the responsibility of the student to make any personal arrangements
necessary to comply with evening and weekend rotations. Information regarding clinical assignments is posted by the
Clinical Coordinator.

Prior to beginning clinical practice, all students are required to attend orientation at their clinical site to learn that
site’s policies and procedures regarding health and safety. Students are always expected to abide by the personnel
policies of the clinical affiliates (use of tobacco products, personal electronic devices, etc). Failure to do so may result
in a request for removal by the affiliate administration. Removal from a clinical site may result in removal from the
program; however, final action will be taken by the administration of Tulsa Tech.

The importance of the clinical experience is invaluable. Even when there are no radiographic examinations to be
performed, students are encouraged to stock supplies or practice positioning skills / equipment manipulation in exam
rooms with the permission of the Clinical Instructor or immediate technologist in charge. Students are not to use
their cell phones, read magazines/newspapers, or participate in any form of entertainment during slower work times.
Any student found doing so will be given a verbal warning, and documentation of such will be placed in his/her file.

The clinical affiliates provide limited space for personal belongings of Tulsa Tech students and faculty. The affiliates
are not responsible for the loss of, or any damage occurring to personal belongings. The affiliate may make
emergency medical care available to faculty members and students who become ill or are injured while at their
institution. The cost of such treatment will be paid by the student or faculty member receiving the care.

Students who for any reason do not complete the program’s mandatory clinical training, including those who are unable
to remain in an assigned clinical training site, will not be eligible for graduation or qualified to take the American Registry
of Radiologic Technology (ARRT) national certification exam. Any student who has been terminated from a clinical
setting by the clinical institution may be unable to complete the Radiologic Technology Program.

Clinical Practice

Clinical assignments are scheduled to be as fair and impartial as possible, while providing each student with
educationally valid experiences in a variety of diagnostic imaging areas. The one-to-one ratio of “technologist
to student” is maintained at all clinical education settings to assure that each student will receive proper
supervision and instruction.

Students are required to follow their clinical schedule and remain in their assigned area unless prior arrangements
have been made with the Clinical Coordinator. Students are not permitted in restricted areas that are not open
to the general public except for the performance of ordered radiographic exams. Students are only allowed in the
imaging departments during their reqularly scheduled clinical hours. Students are not allowed to “hang out” in
the reception/office areas.

If a student suffers an injury/illness that temporarily restricts them from clinical practice, the student is required to
present documentation from their physician confirming the restriction and noting the date that the restriction will
be lifted. The student may not return to clinical practice until the restriction is lifted. The program does not allow
students to do “light duty” during clinical practice.

Daytime weekday and weekend rotation hours are from 7:00 a.m. — 2:30 p.m. Evening clinical hours are
1:00 p.m. — 8:30 p.m. Ancillary site hours may vary (see clinical schedule). Clinical assignments will not exceed
10 hours per day.

During the second year of clinical practice, students may choose specialty areas for additional clinical rotations. The student
is responsible for knowing the business hours and contact information for any of their assigned specialty rotations.



Prior to beginning clinical practice, all students are required to complete the MRI Screening Protocol Checklist to
ensure that no contraindications exist which would put the student at risk while in or near the magnetic environment.
The student must have documented approval by the MRI supervisor and the program Clinical Coordinator before he/
she is allowed to enter the MRI zoned areas.

Student Performance of Radiographic Procedures

All students will be involved with radiographic procedures under direct or indirect supervision as determined by their
level of competence. The JRCERT defines direct and indirect student supervision as:

» Direct student supervision: A qualified radiologic technologist reviews the procedure in relation to the student’s
achievement, evaluates the condition of the patient in relation to the student’s knowledge, is physically present
during the conduct of the procedure, reviews and approves the procedure and/or image. Direct student supervision
is required before exam competency has been documented. Students must always be directly supervised during
surgical and mobile procedures regardless of the level of competency.

» Indirect student supervision: A qualified radiologic technologist is immediately available to assist students regardless
of the level of student achievement. “Immediately available” is interpreted as the physical presence of a qualified
radiologic technologist adjacent to the room or location where a radiographic procedure is being performed.

This availability applies to all areas where ionizing radiation equipment is in use. Indirect student supervision is
acceptable after exam competency has been documented. All student performed exams (whether they are initial
attempts or repeated exams) must be checked by a staff technologist, instructor, or radiologist before a patient
leaves the department, or before radiographs are turned in regardless of the area the student is in.

The JRCERT also states that students should be directly supervised by a qualified radiologic technologist when
repeating unsatisfactory images:

» The presence of a qualified radiologic technologist during the repeat of an unsatisfactory image assures patient
safety and proper educational practices. A qualified radiologic technologist must be physically present during the
conduct of a repeat image and must approve the student’s procedure prior to re-exposure.

Mammography Policy (Provided by the JRCERT)
This policy may be applied to any imaging procedure performed by professionals who are the opposite gender of the patient.

Under this policy, all students, male and female, will be offered the opportunity to participate in breast imaging
clinical rotations. The program will make every effort to place a male student in a breast imaging clinical rotation

if requested; however the program is not in a position to override clinical setting policies that restrict clinical
experiences in breast imaging to female students. Male students are advised that placement in a breast imaging
rotation is not guaranteed and subject to the availability of a clinical setting that allows males to participate in
these imaging procedures. The program will not deny female students the opportunity to participate in breast
imaging rotations even though clinical settings may not be available to provide the same opportunity to male
students. Male students are advised that even if a clinical setting will allow them to rotate to the breast imaging
department, there is no guarantee that a female patient will agree to permit a male student in the room during her
exam. Students are advised that patients’ preferences are always priority.

This program policy is based on the sound rationale presented in a position statement on student breast imaging
clinical rotations adopted by the Board of Directors of the Joint Review Committee on Education in Radiologic
Technology (JRCERT) at its April 2016 meeting and updated at its October 2021 meeting. The JRCERT position is
included below this program policy and is also available on the JRCERT website, www.jrcert.org, Programs Resources.

The Joint Review Committee on Education in Radiologic Technology (JRCERT) Standards for an Accredited
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Educational Program in Radiography are designed to promote academic excellence, patient safety, and quality
healthcare. The JRCERT accreditation process offers a means of providing assurance to the public that a program
meets specific quality standards. The process helps to maintain program quality and stimulates program
improvement through program assessment.

Standard 4.4 of the JRCERT Standards requires a program to document that it “provides timely, equitable and
educationally valid learning opportunities for all students.”

The JRCERT does not provide legal advice to program officials. Nevertheless, the JRCERT has received numerous
inquiries regarding the placement of students in mammography clinical rotations. The JRCERT understands that there
have been significant concerns regarding the interpretation of the JRCERT Standards regarding equitable learning
opportunities for all students. As a point of clarification, the JRCERT notes that equitable means dealing fairly with all
concerned. It does not necessarily mean equal.

The JRCERT has analyzed statistical data that indicates current imaging practices in mammography have resulted in
minimal employment opportunities for males. Certification demographic data indicates that less than 1% of the
approximately 50,000 technologists registered in mammography by the American Registry of Radiologic Technologists
(ARRT) are males. Overwhelmingly, clinical site policies prohibit male students from participation in mammography
rotations. Such participation is limited due to liability concerns, as well as consideration for the interests of the patient.
These policies are established not only for mammography exams, but also for other gender-specific examinations
performed by professionals who are the opposite gender of the patient.

Position Statement on Breast Imaging Clinical Rotations - Adopted by the JRCERT Board of Directors
(October 2021)

With regard to breast imaging, the JRCERT has determined programs must make every effort to place students in

a breast imaging clinical rotation/procedure if requested and available. However, programs will not be expected
to attempt to supersede clinical site policies that restrict breast imaging rotations/procedures to students. Students
should be advised that placement in a breast imaging rotation is not guaranteed.

The JRCERT reiterates that it is the responsibility of each clinical site to address any legal challenges related to a
program’s inability to place students in a breast imaging rotation. All students should be informed and educated
about the various employment opportunities and potential barriers that may affect their ability to work in a particular
clinical staff position.

MRI Safety Policy (Provided by JRCERT)

Magnetic Resonance Imaging (MRI) machines generate a very strong magnetic field within and surrounding the MR
scanner. This magnetic field is always on and unsecured. Magnetically susceptible (ferromagnetic) materials even at a
distance can become accelerated into the bore of the magnet with force sufficient to cause serious injury or damage
to equipment, patient, and any personnel in its path. Therefore, great care is taken to prevent ferromagnetic objects
from entering the MRI scanner room. It is the responsibility of the qualified MR department staff, especially the
technologist, to control all access to the scanner room.

As a Radiologic Technology program student, you become part of the imaging team and are obligated to follow all
MRI safety policies and procedures. You will review an MRI Safety Video prior to the start of your clinical training.

» It is vital that you remove metallic objects before entering the MRI static magnetic field, including watches, jewelry,
and items of clothing that have metallic threads or fasteners.

» If you have a bullet, shrapnel, or similar metallic fragment in your body, there is a potential risk that it could change
position, possibly causing injury.

» The magnetic field of the scanner can damage an external hearing aid or cause a heart pacemaker to malfunction.

» History of any surgical procedure that involves implanted electronic device(s), or any implant within/on your body
you were not naturally born with will need to be reviewed prior to clinical training



MRI Safety Policies will be discussed with students in August each year. The MRI Screening Protocol form must be
filled out and submitted prior to clinical training. Students are required to notify the Program Director or Clinical
Coordinator should their screening protocol status change. Each student’s screening protocol form will be reviewed
by the program clinical coordinator and the MRI supervisor at their clinical site. The student must be approved by the
clinical coordinator and the MRI supervisor before he/she will be allowed to participate in clinical rotations to MRI.

Grievance Policy

The Health Sciences Center has established procedures to provide students an avenue to pursue complaints or
grievances and receive timely resolution. A complaint is an expression of displeasure, such as poor service, inadequate
facilities, ineffective learning materials, etc. If a student has a complaint, they should follow the hierarchy below to
discuss their concerns.

HSC Campus Director or Asst. Director

1

Program Coordinator

1

Program Instructar

1

Student

A grievance is a claim that there has been a violation, misinterpretation, or inequitable application of any existing
policy, procedure or regulation.

Any grievance:
» Must be filed in a timely manner and describe the circumstance upon which it is based,;

» Must specifically identify the policy, procedure, or status violated, misinterpreted, or inequitably applied;

» Must furnish sufficient background concerning the alleged violation, misinterpretation, or inequitable applications,
and identify persons, actions, and/or omissions that led to the allegation;

» Must include the date, time, and place of the occurrence;

» Must state the specific solution/relief requested by the aggrieved.

Procedures for resolving grievances:
» Informal — discussion with the person involved for the express purpose of resolving the grievance mutually;

» Mediation — submission of a written grievance to the Compliance Officer, resolution will be documented,;

¢ If no resolution is accepted by both parties, the Compliance Officer or designee shall render a written decision
within five (5) school days of the mediation.

» Formal — a Committee will hear the grievance and will notify grievant of its decision;

» Board of Education — if the grievant is dissatisfied with the decision of the Committee, they may request, in writing,
a hearing at the next Board of Education meeting. The decision of the Board is final.
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JRCERT Non-Compliant Complaint Policy/Grievance Procedures

It is essential that the program provide students, faculty, clinical staff, or institutional staff with an unbiased
avenue to pursue complaints or grievances regarding allegations of non-compliance of JRCERT standards and the
opportunity to be heard in a timely manner. The JRCERT standards are reviewed in the Introduction to Radiologic
Science and Healthcare course, and are available for review in the “Radiologic Technology” course on Blackboard,
or at www.jrcert.org. The following outlines the steps for formal resolution of a grievance or complaint regarding
allegations of non-compliance of JRCERT standards:

1. Before submitting allegations, the individual must first attempt to resolve the complaint directly with program/
institution officials by following the due process or grievance procedures provided by the program/institution. Each
program/institution is required to publish its internal complaint procedure in an information document such as a
catalog or student handbook.

2. If the individual is unable to resolve the complaint with program/institution officials or believes that the concerns
have not been properly addressed, he or she may submit allegations of non-compliance to the JRCERT:

Chief Executive Officer

Joint Review Committee on Education in Radiologic Technology
20 North Wacker Drive, Suite 2850

Chicago, lllinois 60606-3182

Phone: (312) 704-5300 Fax: (312) 704-5304

E-mail: mail@jrcert.org

3. The Allegations Reporting Form must be completed and sent to the above address with required supporting
materials, and is found on the website: www.jrcert.org under Accreditation Forms and Checklists.

4. Forms submitted without a signature or the required supporting material will not be considered.

5. If the complainant fails to submit appropriate materials as requested, the complaint will be closed. The Federal
Higher Education Act of 1965, as amended, provides that a student, graduate, faculty or any other individual who
believes he or she has been aggrieved by an educational program or institution has the right to submit documented
allegation(s) to the agency accrediting the institution or program. The JRCERT, recognized by the United States
Department of Education for the accreditation of radiography, radiation therapy, magnetic resonance, and medical
dosimetry educational programs investigates allegation(s) submitted, in writing, signed by any individual with reason
to believe that an accredited program has acted contrary to the relevant accreditation standards or that conditions
at the program appear to jeopardize the quality of instruction or the general welfare of its students.

Program Policies and Procedures
Declared Pregnancy

Special consideration must be given to a student who might be exposed to ionizing radiation during a pregnancy.
Because of the increased radiation sensitivity of the developing fetus, the U. S. Nuclear Regulatory Commission and
the National Council on Radiation Protection and Measurements recommends that during the entire gestation period,
the equivalent dose limit to the fetus from occupational exposures of the expectant mother should not exceed 0.5
rem or 5 mSv. Per month the dose limit should not exceed 0.05 rem or 0.5 mSv.

Tulsa Tech and the clinical affiliates advise the highest level of caution possible and has developed the following policies:

» The student has the option of informing the Program Director or other program faculty of her pregnancy. This
notification is voluntary. If the student chooses to notify the faculty of her pregnancy it must be in writing
and indicate the expected date of delivery. A form letter is available for the student who wants to declare her
pregnancy. By declaring her pregnancy, the occupationally exposed student takes advantage of the lower exposure
limit and dose monitoring provisions of The Code of Federal Regulations 10 CFR Part 20, “Standards for Protection
Against Radiation”. The lower dose limit for the embryo/fetus will remain in effect until the woman voluntarily
withdraws the declaration in writing or is no longer pregnant. In the absence of this voluntary written disclosure, a
student cannot be considered pregnant.



» At any time after this voluntary written notification, the student may choose to submit a written withdrawal of
declaration. Upon this submission, the student is no longer considered pregnant.

» Upon written declaration of pregnancy, the student will be asked to meet with the Program Director for counseling
concerning radiation safety practices during pregnancy. The student will be given a copy of the U.S. Nuclear
Regulatory Commission’s publication Regulatory Guide 8.13 “Instruction Concerning Prenatal Radiation Exposure”
and the CFR Part 20 “Dose Equivalent to an embryo/fetus”. The student also will be issued a fetal radiation
dosimeter to be worn near the abdomen during the time of the declared pregnancy.

» If the student chooses to disclose her pregnancy, she has the option of continuing in the Radiologic Technology
Program without modification or interruption. Other options she may want to consider include a modification
in clinical assignments, and/or leave of absence from the program based on the student’s individual needs and
preferences. Any modifications or special requests must be made in writing, and require signatures of the student,
Program Director and Clinical Coordinator.

» It may be necessary to extend the program beyond the scheduled graduation date in order to complete program
requirements. If a student chooses to temporarily withdraw, all efforts will be made to reinstate her at a later time.

Related Work

Class and clinical schedules should take priority over employment schedules. Academic or clinical responsibilities
within the radiologic technology program take precedence over work, and no special consideration will be given to

students who work. The instructors do not recommend that students work 3rd (overnight) shift while in the program.

Doing so can place patient safety at risk and can jeopardize the student’s ability to maintain academic requirements.

Students who are employed in a medical setting may not wear any portion of the school or program’s uniform that
identifies Tulsa Tech or the Radiologic Technology Program while engaged in related work duties. This includes the
Tulsa Tech ID badge and the radiation dosimeter issued by the program. The employing institution is responsible for
issuing appropriate employee ID badges and a dosimeter to be worn while in their service.

When students are employed as radiographers, their work schedules and duties will be determined by the
employer. During hours of employment, students are not the responsibility of the Tulsa Tech Radiography
Program. Students who are performing radiographic duties as an employee may not complete Exam or Area
Competencies while on duty.

School Closings
Students are restricted from attending clinical practice, even on a voluntary basis, when Tulsa Tech is closed.

Vacations, School Breaks and Holidays

Vacations and holidays are determined by Tulsa Tech. There will be a break between 1st and 2nd year, and the return
date will be announced to students prior to that break.
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Early Completion with Employment

Students who have completed all clinical requirements and demonstrated competency at each clinical level may be
eligible for early employment in the spring term of the second year. Students must have employment in an approved
diagnostic imaging department or clinic to be eligible. Specialty areas will be considered for early completion
employment after Spring Break.

All competency paperwork must be finalized by Friday prior to the requested final test date.

Requirements for the opportunity of early employment in the radiography field are:

1. The student cannot be on clinical, academic, or disciplinary probation.

2.For early completion with employment, students must work as a student radiographer at an approved clinical site.
Students must work the same number of hours (or more) that are scheduled for clinical each week. If the student
works less than the scheduled clinical hours, he/she will be counted absent for the missed hours. It is mandatory
that students clock in and out on timecards provided by the program to document all hours.

3.VA students will be counted absent if their hours are less than the scheduled clinical hours for the week and are
required to make-up any missed hours.

4.The student must have completed all clinical requirements, including the final clinical test, at an acceptable level.
All paperwork must be turned in by Friday the week before the requested final test date.

a.For early completion in February, all 65 exams must be performed on actual patients.
b.For early completion in March, 2 exams may be simulated.

5.For early completion before Spring Break, students must have a minimum 3.75 cumulative GPA in each year of the
program. This grade average must be maintained or privileges may be revoked.

6.A minimum cumulative 3.5 GPA in each year of the program will be accepted for early completion after Spring Break.

7.Students must remain in compliance with all program and Tulsa Tech policies and satisfactory attendance must be
maintained (90% or above).

8.Students must continue to attend all scheduled academic classes. Missed classwork is to be made up immediately.

9.Failure to maintain classroom attendance may result in revoking job privileges and student may be required to
resume clinical rotations.

10. Students are allowed to change jobs one time during this period with prior instructor approval.



Program Completion and Certification
Completion Statement
To remain in the program, students must:

» Maintain a grade of B or better in all courses and maintain 90% attendance

To attend Work Based Learning (Clinicals), students must:

» Maintain a grade of “B"” or better

» Pass a criminal background check

» Provide verification of immunizations through vaccination records

» Hold current American Heart Association CPR for Healthcare provider card
» Provide transportation to Work Based Learning sites

» Pass a drug screening

To receive a Certification of Completion from Tulsa Tech, students must:
» Maintain a grade of B or better in all courses

» Maintain at least 90% attendance throughout the school year

Certification
Students who successfully complete the Radiologic Technology program are eligible to take the national certification

exam offered by the American Registry of Radiologic Technologists (ARRT).
Candidates for certification must answer three ethics-related questions on their application form:

» Have you ever been charged with or convicted of a misdemeanor or felony? (This includes court convictions and
military courts-martial)

» Has a regulatory authority or certification board (other than ARRT) ever done one or more of the following?
¢ Denied, revoked, or suspended your professional license, permit, registration, or certification?

e Placed you on probation (excluding ARRT Continuing Education probation), under consent agreement, or under
consent order?

¢ Allowed voluntary surrender of your professional license, permit, registration, or certification?
e Subjected you to any conditions or disciplinary actions?

» Have you ever voluntarily withdrawn - or been suspended, dismissed or expelled - from an educational program
that you attended in order to meet ARRT certification and registration requirements?

These questions can be found on the ARRT web site at:
https://www.arrt.org/pages/earn-arrt-credentials/initial-requirements/ethics/ethics-questions

The ARRT investigates all potential violations in order to determine eligibility and will evaluate each candidate on an
individual basis. Call the ARRT with any questions about eligibility. Phone (651) 687-0048.

The fee for the ARRT examination is currently $225.00 but is subject to change. The ARRT examination is given at
area testing centers. Students will receive information regarding scheduling procedures from the ARRT after their
application has been processed.
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Memorandum of Agreement

| have read the Health Sciences Center Adult Programs Handbook and the Radiologic Technology Program portion in
its entirety, and | am familiar with its content. | expect any violation to result in appropriate action.

I understand that it is my responsibility to review the appropriate sections of the handbook when confronted with a
specific problem or concern, and then to contact the Program Director or Clinical Coordinator if | need clarification.

| understand that | will be a guest in the clinical education settings and will conduct myself accordingly. All known
rules and regulations will be followed.

| understand that the clinical settings may vary in location and that all students are expected to meet the same
requirements; therefore, distance and weather do not change the program schedule unless classes are cancelled.

| understand that | may not function independently as a registered technologist. The Clinical Coordinator and/or
Clinical Preceptor will determine the appropriate level of supervision needed throughout my clinical education. | will
request the presence of a registered technologist when | repeat radiographs.

| understand that | will receive specific information for each course in the curriculum and will abide by those
requirements for each course as appropriate.

| understand as a student in the Radiologic Technology Program, | represent not only Tulsa Tech, but the clinical
education settings, in my contact with patients, visitors, and members of the community. The impression | leave with
each person is very important to the affiliate sites and all the people involved in the healthcare team, as well as to me
and fellow students.

| understand that the clinical affiliates reserve the right to refuse admission to any Radiologic Technology student who
is involved in any activity not considered professional or appropriate to proper patient care.

| have read the requirements of the Radiologic Technology Program as defined in the HSC Adult Program Handbook. |
agree with the requirements and understand that failure to abide by the policies will be grounds for disciplinary action
and possible dismissal from the program.









Surgical Technology

Instructors and Contact Information
Program Coordinator
Laci Elsheimer, CST, MEd.

(918) 828-1218
laci.elsheimer@tulsatech.edu

Instructors

David Caygill, CST Richard Hadley, AA, CST
(918) 828-1242 (918) 828-1240
david.caygill@tulsatech.edu richard.hadley@tulsatech.edu
Rebecca Painter, AS, CST/CSFA Lisa Villanueva, AAS, CST
918) 828-1151 (918) 828-1222
rebecca.painter@tulsatech.edu lisa.villanueva@tulsatech.edu

Instructor’s Office Hours
7:30 am — 4:00 pm, Monday — Friday
11:30 am — 10:00 pm, Monday — Thursday

Instructional Philosophy

» The faculty believes that every individual is unique, and it is our privilege and responsibility to help in the realization
and fulfillment of everyone’s accountability to self and mankind.

» We wish the adult student to attain the fullest growth and development as a person, and as a contributing, self-
directing, responsible member of the health profession.

» The teaching-learning process requires the active involvement of both the teacher and the learner. In this
process, the teacher serves as the facilitator of learning and the learner accepts responsibility for individual
educational outcomes.

» The individual is responsible for personal well-being and must make clear choices that affect one’s health status. As
a social being, the individual is constantly interacting with and adapting to the environment.

» This career program assists the student in acquiring the knowledge, skills and attitudes necessary to function as a
member of the surgical team.

Program Information

» The expectation of this program is to prepare entry-level Surgical Technologists who are competent in the
cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains to enter the profession.
It is the intention of the faculty to graduate knowledgeable, ethical professionals who will become contributing
members of the health care team. This will be accomplished by meeting or exceeding the criteria set forth in the
current CAAHEP (Commission on Accreditation of Allied Health Education Programs) Standards and Guidelines
for the Accreditation of Educational Programs in Surgical Technology.

» The Surgical Technology career program is designed to prepare post-secondary students for entry-level
employment as Surgical Technologists. After completing the course of study, the graduate Surgical Technologist
will be able to function as a member of the surgical team delivering direct patient care before, during, and after
surgical intervention.

» The instructional curriculum content, which is 1200 hours of classroom and clinical instruction, is based on an
occupational analysis of the surgical technology field and is adjusted to reflect local employment and needs as
determined by the instructors, administrators, and advisory committee.
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Courses and Hours

» Anatomy (OCAS-5333) 120 hours

» Core Medical Terminology (HLTH-0003) 45 hours

» Foundations of Surgical Technology (HLTH-0255) 60 hours

» Basic Sciences (HLTH-0261) 36 hours

» Essentials of Surgical Technology/Theory (HLTH-0256) 60 hours
» Essentials of Surgical Technology/Skills (HLTH-0257) 66 hours
» Surgical Tech Clinical Observation (HLTH-0258) 24 hours

» Theory of Surgical Case Management (HLTH-0259) 30 hours
» Skills of Surgical Case Management (HLTH-0260) 90 hours

» Surgical Procedures 1/Theory (HLTH-0262) 93 hours

» Surgical Procedures 2/Theory (HLTH-0263) 90 hours

» Surgical Procedures 1 & 2 Skills (HLTH-0264) 36 hours

» Surgical Tech Clinical 1 (HLTH-0265) 210 hours

» Surgical Tech Clinical 2 (HLTH-0266) 210 hours

» Exam Review (HLTH-0167) 30 hours

Supplies Needed

» Recommeded: Three sets of dark gray scrubs

» Surgery designated shoes

» Safety eyewear

» Booklist will be provided during Program Orientation

» Blackboard e-Education Platform

» Surgical Counts — Surgical Technology Case Tracker

» Tulsa Tech Surgical Technologist Pin for graduation

» Suggested, but not required: Pencils, pens, 2-3 notebooks depending on how you prefer to divide course

information, 1-2 binders (3-ring) about %2-1inch. Headphones with 3.5mm headphone jack, index cards,
highlighters, small scissors, paper clips. This will depend on your study styles which may change.

Certifications
Degreed Students — Certified Surgical Technologist

To be eligible to take the national surgical technology certification examination offered by the National Board of
Surgical Technology and Surgical Assisting (NBSTSA), a candidate must hold an associate degree or higher prior to
admission into Tulsa Tech'’s Surgical Technology program. Candidate must graduate from a Surgical Technology
program accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP), which
accredits programs upon the recommendation of the Accreditation Review Council on Education in Surgical
Technology and Surgical Assisting (ARC/STSA). The candidate must complete the required surgical cases to show skill
competency. Those who pass the certification exam may use the credential Certified Surgical Technologist (CST™).
The fee associated with the certification exam is included in tuition/fees/books section.

Non-Degreed Students — Tech in Surgery — Certified

To be eligible to take the national surgical technology certification examination offered by the National Center of
Competency Testing (NCCT), a candidate must hold a high school diploma or equivalent credentials (e.g., GED) and
submit their proof of completion from Tulsa Tech’s Surgical Technology program. Candidate must complete and
submit a Tech in Surgery TS-C (NCCT) Critical Skill Competency form. Those who pass the certification exam may use
the credential Tech in Surgery — Certified (TS-C). The fee associated with the certification exam is included in tuition/
fees/books section.



Program Accreditation
» Accreditation Review Committee of Education in Surgical Technology/Surgical Assisting (ARC/STSA)

» Commission on Accreditation of Allied Health Education Program (CAAHEP)
» Oklahoma Department of Career and Technology Education (ODCTE)

Professionalism

The Surgical Technology program has high expectations for student behavior. All regulations concerning safety,
behavior, language, appearance, discipline and attendance will be observed. Unacceptable conduct will first be

handled by the instructor, then follow the chain of command. Such conduct may result in suspension and/or dismissal

from the program. Unprofessional conduct as outlined in the Tulsa Tech policies, the HSC Adult Handbook and the
clinical affiliate policies will not be tolerated. https://tulsatech.edu/about-the-district/district-policies/

» Daily attire on campus includes dark grey scrubs, solid leather or vinyl rubber soled shoes, and closed toed and
heeled shoes.

» Clinical Attire includes dark grey scrubs and closed toed and heeled shoes that are designated for in-hospital use
only, otherwise shoe covers will be required.

» No long-sleeved shirts under scrub top .
» Eye protection must be utilized in the lab and clinical settings.

» Jewelry, including earrings, are prohibited in the lab or the clinical settings. Per AST's recommended standards of
practice, surgery personnel should remove facial and oral jewelry before entering the OR. It is recommended that
the non-sterile and sterile surgical team members remove all bracelets, earrings, necklaces, rings, and watches
prior to entering the OR. Eyebrow, lip, nose, and tongue piercings must be removed as they pose a risk of
becoming dislodged and falling onto a sterile field, potentially entering the surgical wound.

» Acne patches are not allowed in the lab or clinical setting.
» Artificial nails and other types of artificial nail coverings are prohibited in the lab or the clinical settings.
» New tattoos may interfere with participation in the lab or clinical settings.

» Tulsa Tech cannot guarantee a latex-free environment, including in its classrooms, laboratories, and/or during
clinical rotations.

Completion Statement

To progress through the program, students must:

» Maintain a grade of “B” or better in all theory courses
» Maintain a grade of “A"” or better in all skill courses

» Maintain 90% attendance

To attend Work Based Learning (Clinicals), students must:

» Maintain a grade of “B"” or better in all theory courses

» Maintain a grade of “A" or better in all skill courses

» Maintain 90% attendance

» Pass a criminal background check

» Provide verification of immunizations through vaccination records

» Complete all required clinical documentation for each hospital facility for rotation
» Hold current American Heart Association CPR for Healthcare provider card

» Provide transportation to Work Based Learning sites

» Pass a drug screening
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To receive a Certification of Completion from Tulsa Tech, students must:
» Maintain a grade of “B” or better in all theory courses

» Maintain a grade of “A"” or better in all skill courses

» Maintain 90% attendance or better throughout the school year.

» Students must sit for a national certification exam and achieve a minimum of 125 cases in the first and second scrub
role during their clinical rotations

Career and/or College Opportunity
» Hospital and Surgery Center Operating Rooms and Central Sterile Areas.

» Tulsa Tech builds partnerships with business and industry in the Tulsa area to find opportunities for work-based
experiences and student placement.

Classroom/Lab Schedule
» Day Class Times: 7:45 am - 10:45 am; 11:30 am - 2:30 pm, Monday - Friday

» Evening Class Times: 3:30 pm — 6:30 pm; 7:00 pm — 10:00 pm, Monday - Thursday (January through July, then the
evening classes switch to daytime hours. More information is provided during program orientation)

Clinical Schedule

» Clinical Observations: 7:00 am — 1:30 pm. Days are scheduled in advance on a Friday

» Clinical 1 & 2: Educational time is from 6:30 am — 3:00 pm. Days are scheduled in advance, Monday-Thursday, but
due to hospital security and the required change of attire in the surgical department, all students are expected to
arrive at their designated meeting location by 6:00 am.

» If a student arrives after 6:00 am, but before 6:30 am, they will be counted tardy. If a student is more than 30
minutes late for clinical, 6:31 am or after, they will be sent home and receive zero points for their daily grade and
counted absent.

» Students are not permitted to report to Tulsa Tech’s HSC campus for attendance credit if they are sent home due to
showing up after 6:31 am.

» Surg Tech students must contact their clinical instructor AND HSC faculty before 6:00 am, no professionalism
points will be awarded and the occurrence will be entered as a Clinical No Call No Show (NCNS).

» Students should schedule all appointments outside of clinical hours to avoid missing valuable clinical experience.
If a student must miss clinical time, they need to notify the clinical instructor and HSC faculty at least 24 hours in
advance and provide documentation to the program coordinator.

» Students are not permitted to report to Tulsa Tech’s HSC campus for attendance credit if they miss clinical due to
not feeling well or appointments.

» Three missed clinical days during Clinical 1 or Clinical 2 will result in a probationary contract. Days do not have to
be consecutive, but any missed days during either Clinical 1 or Clinical 2. Four missed clinical days during Clinical 1
or 2 will result in immediate attendance appeal and possible dismissal from the program.

» Two Clinical NCNS occurrences will result in immediate attendance appeal. There is no makeup time for missed
clinical experience.

Attendance Process

» The number of absences allowed is based on the length of the program in months. Please refer to the Health
Sciences Center Adult Attendance Process for more information.

» Due to program seat time requirements, all missed hours due to inclement weather and/or unscheduled district
closings will be re-schedule so to meet the 1200 hours of the Surgical Technology Program.



Teaching Methods

Lecture, PPT, videos, worksheets, handouts, Blackboard discussion board, student presentations, reviews (PPT, games,
discussion), hands on activities, lab/skill practice and tests, self-evaluation, Blackboard assignments and tests, journals,
scenario simulations.

Additional Lab Procedures & Expectations

» The goal of the Surgery Lab is to provide a safe learning experience that promotes successful understanding in
aspects of surgical care.

» Professional behavior, language, and attitude is expected at all times.

» Lab dress code must be followed at all times; Dark grey scrubs, appropriate shoes, appropriate eyewear, no jewelry,
no acne patches, no artificial nails.

» Two missed lab days during any skill courses will result in a probationary contract. Three missed lab days during any
skill courses will result in immediate attendance appeal and possible dismissal from the program.

» If any lab days are missed, documentation for absence must be submitted to the program coordinator.
» Absolutely NO eating, drinking, or gum chewing in labs.
» All electronics including cell phones, cameras, and video recorders are prohibited lab class.

» Students may be dismissed from the lab area as a result of conduct that is unsafe, unethical, inappropriate or
unprofessional.

» In accordance with the Centers for Disease Control (CDC) all sharps are to be handled safely and disposed of
properly. In the event of a “clean” needle stick, the lab faculty should be notified immediately, so first aid can
be provided. The faculty should be notified so that an incident report form can be filled out and reported to the
Program Coordinator.

» Return demonstration/Competency check-off of all skills must be completed prior to Surg Tech Clinical 1.

Additional Grading Procedures & Expectations
Skill Tests Grading Information
All Skill Tests have an allotted time frame for completion.

All'initial lab grades are transcribed in the program skill courses. If the student makes below a grade of 90%, the
instructor will conference with the student and create a remediation plan for the student. The student will have the
opportunity to remediate two times with the instructor, then repeat the Skill Test once to demonstrate mastery of the
skill. No new grades are given for remediation skills tests.

If the student does not master the skill within the allotted remediation time, they will be considered as making
unsatisfactory academic progress, and may be removed from the program.

If a student is absent on a day in which a skill test is scheduled, the student must take the test when the student
returns to class.

Makeup Work

Students are expected to make up the work missed while they are absent. It is the responsibility of the student to
contact the instructor to make arrangements to complete the work missed. No penalty will be assessed if the work is
made up within two days for each day missed. Make-up work shall be meaningful and relevant to the course missed.
Some situations may require more time due to the nature of the program. In these cases, the instructor will set the
completion date for the make-up work.

Blackboard test and skill test are scheduled in advance. If a student is absent on a day in which a skill test is
scheduled, the student must take the test when the student returns to class.
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Clinical Information

» Clinical Curriculum consists of supervised clinical experience provided in Tulsa area hospitals.

» The structure of the curriculum is based on 1200 hours of full-time study. The maximum number of hours of academic
and clinical assignment will not exceed 40 hours per week. The clinical portion of the curriculum is competency based
with clearly written objectives for the student to follow. The instructors post clinical rotation schedules.

» Surgical Tech Clinical Observation: During this clinical rotation, the main goals are to introduce students to the
surgery department and provide them with observational experiences in surgery and other related surgical services.
Day and evening cohorts will observe in the clinical setting during daytime hours only

» Surgical Tech Clinical 1 and 2: During this clinical rotation, the student will take on the role of a surgical
technologist, working alongside a designated hospital staff member to fulfill the necessary procedural case count
required for graduation.

» The instructor reserves the right to change clinical times in order to meet objectives.

» Students will complete Clinical Practicums with a minimum of 125 surgical cases in the first and second scrub role.

Clinical Documentation

Surgical Case Logs (SCL) enables the student to keep an accurate record of the surgical procedures on which they
participated, and to determine the role performed in each case to be counted: 1st Scrub, 2nd Scrub, observation.
The SCL will be completed daily.

General Surgery, Diagnostics, L&D Reports enable the student to keep an accurate record of the surgical procedures
in those areas. The report will differentiate between procedures that show the student participated in the role of 1st
scrub or 2nd scrub.

Surgical Specialties Summary Report is helpful in assessing numbers of cases in each specialty other than the specialty
of General Surgeries. The report will differentiate between procedures that show the student participated in the role
of 1st or 2nd scrub.

Observation Role Documentation shows the student participated in a procedure but did not participate in the role
of 1st or 2nd scrub. These observations do NOT count towards total case numbers for Surgical Specialties or General
Surgeries, Diagnostics, or L&D.

Clinical Summary Totals is helpful in assessing numbers of cases in each specialty and how many 1st and 2nd scrubs
had in each specialty.

All documentation is recorded on paper and electronically on Surgical Counts
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This data is @ mandatory requirement of our accrediting agency CAAHEP and for the NCCT Exam Requirements. The
Surgical Case Log Sheets and Clinical Summary Totals Sheet are part of your permanent file.

Incomplete, inaccurate, intentional falsification of records or failure to turn in forms will be grounds for dismissal
from the program!

The distribution of the 125 procedures is as follows:

General Surgery cases (minimum of 30 cases)

» Students must complete a minimum on 30 cases in General Surgery, 20 which must be performed in the First Scrub
Role. The remaining 10 cases may be performed in either First or Second Scrub Role.

Specialty Cases (minimum of 95 cases)

» Students must complete a minimum of 95 cases in various surgical specialties excluding General Surgery; 75
which must be performed in the First Scrub Role. The additional 20 cases may be performed in either the First or
Second Scrub Role.

» A minimum of 75 surgical specialty cases must be performed in the First Scrub Role and distributed amongst a
minimum of four surgical specialties.

» A minimum of 10 cases in the First Scrub Role must be completed in each of the required minimum of four surgical
specialties (40 cases total required).

» The additional 35 cases in the First Scrub Role may be distributed amongst any one surgical specialty or multiple
surgical specialties.

» The remaining 20 surgical specialty case may be performed in surgical specialty either in the First or Second Role.
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Optional Surgical Specialties

» Diagnostic endoscopy cases and vaginal delivery cases are not mandatory. However, up to 10 diagnostic endoscopic
cases and 5 vaginal delivery cases can be counted toward the maximum number of Second Scrub Role cases.

» Diagnostic Endoscopy cases must be documented in the category of “Diagnostic Endoscopy”, rather than by
specialty.

» Vaginal delivery cases must be documented in the category of: “Labor & Delivery” rather than in the OB/GYN specialty.
Case Experience in the Second Scrub Role is not mandatory.
Observation cases must be documented, but do not count towards the 125 required cases.

Cases will be counted and documented according to surgical specialty (exception being diagnostic endoscopic cases.

Clinical Grading Procedures & Expectations
Surg Tech Practicum Il & lll Grading Criteria
» Weekly Aseptic Technique Grades — 20 pts per day

» Weekly Competency Evaluations — 20 pts per day

» Surgical Tech Clinical 1 Test — 70 pts per test

» Surgical Tech Clinical 2 Test — 70 pts per test

» Surgical Tech Clinical 1 and/or Surgical Tech Clinical 2 Final Exam — Varies per course

» Resumes and Mock Interviews — Varies per course

Aseptic Technique - 20 Points Per Day

Student must apply principles of aseptic technique and correct any breaks. Students must inform instructor. Student
must be present in clinical to earn points.

Competency - (Examples Are Given, But Are Not All-Inclusive)

Professional Accountability (5 pts.) — must be present, punctual, reliable, team effectiveness, legal & ethical responsibility
Safety Accountability (5 pts.) — Utilizes PPE, body mechanics, proper handling & disposal of sharps, patient safety

Case Management Accountability (10 pts.) — prepares & set-up cases, run cases, anticipate, performs counts, turnover

Legal/Ethical Considerations
» Students are NEVER to be in the clinical area in the role of a student surgical technologist without an instructor on duty.

» In the event a student is employed by a hospital, student may not count any surgical cases towards clinical case
requirements while not participating in the student role.

» Students must follow rules and regulations of the clinical affiliate.

» The instructor must know the location of students at all times.

» NEVER leave a surgical case without permission.

» Surgery schedules are not to be taken out of the surgical area under any circumstance.

» Students are expected to communicate effectively and positively in the clinical area. It is necessary to report errors,
omissions, or commission to appropriate persons. Never ignore the situation- guidance and support is available. This
is the part of the development of a Surgical Conscience.



Occupational Risks

Individuals who work in health care settings should ALWAYS direct their actions so that patient safety and personal
safety will be maintained, thus avoiding danger and risk of injury. The following list is developed to alert the student
to potential safety hazards which could present problems to patients and workers in health care settings.

Healthcare workers and students training for health professions deal with equipment, solutions, gases, hazardous
materials etc. which pose a threat to health when not used appropriately. In order to protect from potential
hazards, all equipment, solutions, gases, etc. should be used according to manufacturer’s instructions. Never
attempt to deal with anything with which you are not familiar. Ask for instructions and demonstrations from the
appropriate authority.

Patients may have active infection, or suffer from a condition which would be compromised by infection. It is
imperative that all health workers perform their job duties to avoid infecting themselves or others. Blood Borne
Pathogens are microorganisms that are present in human blood and cause disease. These pathogens include, but are
not limited to, Hepatitis C Virus (HCV), Hepatitis B (HBV), and Human Immunodeficiency Virus (HIV).

In addition to blood, other materials are considered potentially infectious and must be handled with the same caution
as blood and blood products. These materials are semen, vaginal secretions, cerebrospinal fluid, synovial fluid,
peritoneal fluid, pleural fluid, pericardial fluid, amniotic fluid, saliva, body fluid that is visibly contaminated with blood,
and all body fluids in situations where it is difficult or impossible to differentiate between body fluids.

Technical Standards

Every student in the Surgical Technologist program must possess the physical, mental, and emotional capabilities
required to successfully complete the program and gain employment in the field.

These are the technical and health standards for the Surgical Technologist program. All ST students must be capable
of meeting these standards.

The prospective surgical technologist student must:

Critical Thinking
» Possess critical thinking ability sufficient for clinical judgment.

» Possess short/long term memory sufficient to perform tasks including but not limited to mentally tracking surgical
supplies and performing anticipation skills intraoperatively.

» Must be able to handle multiple priorities and multi-tasking, and differentiate the importance.

» Must be able to make quick decisions and practice with independent discretion.

» Must be able make decisions and calmly function under pressure.

» Manage stress appropriately (your own as well as the stressful situations you will encounter).

» Manage anger, fear/hostility (your own as well as the situations you will encounter).

» Work in close proximity to others and work effectively with others while still carrying out your independent duties.
» Must have ability to focus on tasks at hand in a distracting/busy environment.

» The ability to resolve conflicts appropriately and function effectively under stress.
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Health Standards

» General Activity — must be able to stand 6-8 hours; able to tolerate being in the same Operating Room (OR)
without being able to move from a small designated area (sterile field or surgery site). For instance, someone with
claustrophobia may find this job difficult.

» Must not have any lifting restrictions prescribed by physician or other healthcare provider.

» Must have the ability to lift or move weights of up to 50 pounds.

» Motion — up to a 1/3 of the time must be able to bend, squat, climb, reach, lift, carry, push, and pull.
» Precise motor function or fine manipulation using both hands a majority of the time.

» Need gross motor function of both feet.

» Weight lifted/Force Exerted 100 pounds plus. Items lifted or physically managed include multiple instrument set,
various types of OR tables and attachments, many various other types of equipment required to perform a variety of
surgeries, moving and positioning patients who are under anesthetic (“dead weight”).

» Must have visual acuity sufficient to recognize and distinguish between different instruments and supplies needed
for the job. Must be able to quickly and accurately distinguish different types of suture, needles, medications,
instruments, etc. Must also be able to see precisely to assist surgeon.

» Hearing is very important in the OR; problems with hearing and/or use of hearing aids may make performing
duties difficult.

» Auditory acuity must be sufficient to hear instructions and requests from instructors, preceptors and other
healthcare providers in the clinical setting.

» The ability to speak, write and comprehend the English language proficiently.
» The ability to communicate in a professional manner and establish rapport with clients and colleagues.

» Must work under very bright lights. These lights do become hot causing increased warmth for the surgical staff. The
lights could also cause migraine problems for those who are susceptible to migraines triggered by bright lights.

» Certain Medical conditions may preclude or effect employment in the surgical area: Heart conditions, Diabetes,
Hypoglycemia, Seizures, etc. (Anything that could influence patient safety)

» Exposure to blood and other body fluids.

» Exposure to odors.

Technical Standards
» Manipulate instruments, supplies, and equipment with speed, dexterity, and good hand-eye coordination.

» Ambulate/move around without assistive devices.

» Assist with and/or lift, move, position, and manipulate the patient who is unconscious with or without assistive devices.

Communication Standards

» Communicate and understand fluent English both verbally and in writing.

» Communicate both verbally and non-verbally in an effective manner with staff, patients, and physicians, in order to
explain procedures, give instructions, and obtain information.

Interpersonal Standards
» Make appropriate judgment decisions.

» Demonstrate the use of positive coping skills under stress.
» Demonstrate calm and effective responses, especially in emergency situations.

» Exhibit positive interpersonal skills during patient, staff, and faculty interactions.



Professional Organizations

Professional organizations perform a vital function in offering continuing education opportunities mandated by The
National Board of Surgical Technology and Surgical Assisting (NBSTSA). They also provide a collective voice for our

profession at the national, state and local levels. Students are required to participate in their professional organizations.

Surgical Technologist Code of Ethics

» To maintain the highest standards of professional conduct and patient care.

» To hold in confidence, with respect to the patient’s beliefs, all personal matters.
» To respect and protect the patient’s legal and moral rights to quality patient care.
» To not knowingly cause injury or any injustice to those entrusted to our care.

» To work with fellow technologists and other professional health groups to promote harmony and unity for better
patient care.

» To always follow the principles of asepsis.
» To maintain a high degree of efficiency through continuing education.
» To maintain and practice surgical technology willingly, with authority.

» Adhere to this Code of Ethics at all times in relationship to all members of the healthcare team.
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