HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM

W E L C O M E

     
The faculty of the Practical Nursing Program of the Hazleton Area Career Center would like to extend to you a warm welcome.  The faculty extends their best wishes and hopes you find our program challenging and fulfilling.  


This handbook contains guidelines for the students to acquaint them with our nursing program.  It allows the student to understand the policies of the program and provides an overview of the program and its objectives.


The information contained in this handbook is discussed and reviewed during the 1st week of enrollment by the coordinator of the nursing program.  A copy of this handbook is given to each student at this time.

 HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM
HISTORY:


The Practical Nursing Program in the Hazleton Area Vocational-Technical School began in February 1970 with the admission of the first class of students enrolled in the one-year program in Practical Nursing.  Since the inception of the program, approximately 1105 Practical Nurses have graduated and are employed in hospitals, nursing homes and other health related institutions.


The Practical Nursing facility in the Hazleton Area Career Center has modern classrooms, offices, and a library.  The affiliating clinical facilities such as, Lehigh Valley Health Network, The Manor at St Luke’s Village, Fritzingertown, and Maylath Valley Health System provide for a varied clinical experience. In addition to this, observational experiences in various community agencies are offered.

APPROVAL AGENCIES:


Pennsylvania Department of Education (Veteran's Education)

VA benefits are available for those who qualify.  “GI Bill ® is a registered trademark of the U.S. Department of Veterans Affairs (VA) 
 
Pennsylvania State Board of Nursing

ACCREDITING AGENCY:

Middle States Commission of Secondary Education
3624 Market Street

Philadelphia, PA 19104-2680

(215) 662-5603

www.css-msa.org

The United States Department of Education, Washington, D.C. for students to receive PELL grants and Stafford loans, has granted approval.
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PRACTICAL NURSING PROGRAM

PHILOSOPHY/MISSION STATEMENT:

      The Practical Nursing Department, while upholding the tradition of the Hazleton Area School District, is committed to providing academic distinction in meeting student needs and providing community service.  The Department includes a variety of courses designed to stimulate the student’s intellectual, personal, and professional growth.

     The educational program prepares students to deal with the complexities of a dynamic profession and society.  The nursing faculty identifies client, body systems, basic needs, the nursing process, and environment as the major concepts of the curriculum.  This philosophy expands on the conceptual meanings of these ideas.

     Clients are unique individuals with inherent dignity and worth who have the right to quality nursing care.  Each person is a physical, psychological, spiritual, social, and cultural being who is in constant interaction with a dynamic environment.   The department believes that the use of therapeutic communication is vital to the development of an interpersonal relationship between the nurse and the client’s family support system.  This is essential for the provision of holistic nursing care.  Throughout a lifetime, clients, as they move along the illness-wellness continuum, develop a necessity to meet their basic needs.  Maslow’s hierarchy is a basis for identifying these needs.

     The environment is multi-dimensional, dynamic, and integral to client behavior.  It encompasses the biological, physical, psychological, and sociocultural experiences of people.  Clients experience the environment as individuals, families, and communities who share common beliefs and values.  Thus, the environment causes change to itself and to clients.

     The nursing curriculum is initially organized using body systems.  Progression of study from simple to complex occurs as each body system is identified.  Knowledge of the structure and function of the normal human body is essential to understanding wellness as well as illness.  This serves as a prerequisite for the understanding of the normal physiological changes as well as abnormal changes that occur in each body system.

     Basic needs are an integral part of the conceptual framework.  Maslow’s hierarchy is used to identify client needs and to prioritize nursing care by transferring scientific principles to implement safe nursing practice (physiological, safety and security, love and belonging, self-esteem, and self-actualization).  Inability to meet these needs can result in health-related problems.  

     Client needs and/or problems are addressed using the nursing process.  Whenever actual or potential threats to a client (individual, family, community) interfere with the ability to meet human needs or whenever a client desires assistance in maintaining and restoring optimal health, nurses intervene through the nursing process of assessment, planning, implementation, and evaluation.  

     The nursing faculty believes that education is the sum of all life’s experiences involving physical, psychological, and spiritual entities and that learning is a continuous process throughout the life span.  We further believe education involves both the teacher and learner as they participate in the educational process.  The teacher is responsible for creating quality learning experiences, sharing information, and providing an environment conducive to learning.  The learner is responsible for the acquisition of knowledge, skills, and attitudes essential to the practice of nursing.  The teacher and the learner interact to explore and develop an understanding of the relationship between theory and practice.  This interaction facilitates critical thinking, fosters caring and competent nursing practice and contributes to the well being of clients.   As a result, the learner, regardless of race, color, sex, religion, national or ethnic origin, age, marital status, or handicap, can develop the potential to become a productive member of the health care team and could participate in continuing education.

     The learner will care for all individuals regardless of race, color, religion, sex, economic status, and handicap.  We believe that practical nursing education is an integral part of the nursing profession and should have clearly defined behavioral objectives. We further believe that the Practical Nurse will function according to the Nurse Practice Act under the direction and supervision of a professional nurse and/or licensed physician. 

     We believe that practical nursing students have the right to learn according to their own individuality, the right to question, the right to have a voice through their student organization, and the right to evaluate the curriculum of instruction.  It is the responsibility of the faculty to continually re-evaluate the curriculum to keep it current and flexible within the standards of nursing education.

     The practical nursing curriculum is designed to prepare a graduate for entry-level practice.  Graduates have advanced skills in the roles of direct client care, provider, educator, and collaborator.  The program serves as a basis for matriculation of a graduate into a professional nursing program.  

MISSION STATEMENT:  

The Hazleton Area Career Center practical nursing program forms a community of learners committed to the discipline of nursing. Our specialized community is built on the foundation of the Hazleton Area School District to educate all students to become self-directed life-long learners and contributing members of society.  Together, we strive to meet the needs of our diverse community for qualified practical nurses and develop each nursing student’s abilities in the field of nursing. Our commitment to quality nursing education and teaching excellence prepares learners to live and work successfully as practical nurses in an ever-changing healthcare environment.
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PROGRAM OBJECTIVES/PROGRAM OUTCOMES

At the completion of the educational program, the graduate practical nurse will:


1.
Transfer scientific principles to implement safe nursing care based on the 



physical, psychosocial, and biological sciences.


2.  
Recognize the right of every client for quality nursing care.

3.
Utilize the nursing Process to identify client needs or problems in planning, implementing, and evaluating holistic care of the client.


4.
Function within the ethical and legal limits of practical nursing.

5.
Collaborate as a member of the health care team with individuals, families, and communities.


6.  
Identify career mobility/employment options in the nursing profession.

7.
Possess the necessary knowledge to take and successfully complete the NCLEX-PN examination. 

“HOWEVER SATISFACTORY COMPLETION OF THE PRACTICAL NURSING PROGRAM AND THE SUCCESSFUL COMPLETION OF THE NCLEX-PN EXAMINATION IS NOT A GUARANTEE THAT THE GRADUATE WILL OBTAIN EMPLOYMENT AS A PRACTICAL NURSE.  NOTHING CONTAINED HEREIN SHALL BE CONSTRUED AS AN EXPRESS AND/OR IMPLIED PROMISE OF SUCH EMPLOYMENT BY THE HAZLETON AREA CAREER CENTER.”
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DESCRIPTION OF CONCEPTUAL FRAMEWORK:


The faculty of the Hazleton Area Career Center Practical Nursing Program uses the concepts of body systems, basic needs, and the nursing process as interdependent entities for providing direction and structure to the program of theoretical and clinical instruction.  The curriculum is planned and organized according to body systems.  A specific system’s basic needs and problems are then identified.  Finally, the steps in the nursing process are implemented for problem solving.  The broken circle indicates the interaction between man’s needs and the external environment, which includes socio- cultural, psychological, spiritual, and physical factors.


Maslow’s Hierarchy of Needs (physiological, safety, love and belonging, self-esteem, and self-actualization) is used as a basis for identifying client needs.  Inability to meet these needs may result in health-related problems.  If these needs are met, the client is able to achieve his/her optimal level of functioning.


Through the nursing process, the student will assess the client’s basic needs to prioritize nursing care.  Effective planning, implementation, and evaluation enable the student to transfer theoretical instruction to clinical practice.
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CURRICULUM:

LEVEL I








      HOURS

	Body Structure and Function (Nutrition) 
	85

	Personal Vocational Relationship (Family)
	25

	Community Health
	20

	Nursing Fundamentals I (Drugs & Solutions)
	110

	Care of Adult Patient I (Pharmacology)
	30

	Clinical Hours
	245


LEVEL II
	Care of Adult Patient II (Diet Therapy)
	95

	Maternal Child Health (Obstetrics, Pediatrics, Growth and Development)
	65

	Nursing Fundamentals II
	70

	Clinical Hours
	287


LEVEL III

	Care of Adult Patient III (Nutrition and Pharmacology) 
	91

	Nursing Opportunities 
	10

	Intravenous Therapy
	30

	Geriatrics
	20

	Clinical Hours
	357


	Theory Hours
	651

	Clinical Hours
	889

	Total Hours
	1540
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PROGRAM OUTCOMES / STUDENT LEARNING OUTCOMES:

Outcome 1:
Utilize principles of physical, psychosocial, and biological sciences to provide safe nursing care.



Course content in the sciences and humanities serve as a foundation for the nursing curriculum.  Progression of study from simple to complex occurs as each body system is explored.



The nursing curriculum as planned by the nursing faculty is initially organized by the use of body systems.  Knowledge of body structure and function is essential to the understanding of wellness as well as illness.  The basic understanding of body systems is taught in Level I in the Body Structure and Function course, which provides a foundation for recognizing normal/abnormal conditions.  Any deviation from normal body structure or function can move patients along the Illness-Wellness continuum.  Body Structure and Function course is taught in the sequence of cells, tissues, organs, and systems.  This course is a precursor to Care of Adult Patient I, II, and III, that teaches medical-surgical disorders of each body system.  Clinical practice is introduced concurrently with theoretical instruction.  Pharmacology is integrated in each course and reinforced in clinical practice with the administration of all medications, except parenteral and I.V. medications, which are introduced in Level II and III respectively.

The study of microorganisms is taught in the Community Health course, which focuses on disease prevention and control.  The understanding of microorganisms promotes the ability of students to practice safely, assess infectious processes, and to understand the principle of “Standard Precautions”.  A requirement for this course is to write a five-page paper utilizing APA writing style and perform an oral presentation.  The instructor will give further details.
Family and Personal Vocational Relationship course deals with the psychosocial aspects of client care.  Students are introduced to a variety of family structures and relationships within these households.  This course also emphasizes different types of abuse seen within family structures.  It discusses legal and ethical issues of professional practice and introduces health related agencies within the health care system.  Therapeutic and non-therapeutic communication skills are explored in Level I instruction.  Communication skills are on going throughout theoretical/clinical instruction.

The Family course serves as a foundation for Maternal-Child Health, which is a family-centered nursing experience.  Maternal-Child Health clinical instruction runs concurrently with theoretical instruction.  

Since Nutrition is considered an integral part of client care, science and application of Nutrition is taught in Level I instruction.  This course includes a required assignment creating a meal plan for a patient on a special diet utilizing the My Pyramid guidelines.  This course is a precursor to Diet Therapy that is taught in Level II.  The student uses this knowledge in the clinical setting in recognizing the various types of therapeutic diets and their relationship to disease processes.  

Nursing Fundamentals introduces basic skills/tasks in Level I, and these tasks/skills increase in complexity in Fundamentals II.  The tasks in Level I instruction are introduced, taught, then practiced in a clinical laboratory and finally mastered in a clinical environment.  Before tasks are signed off on a clinical experience record, the following criteria must be met:


1. Student given didactic instruction


2. Student practiced in clinical lab

3. Student read procedure in a facility procedure manual prior to performance

4. Student performed task with faculty supervision with 100% accuracy.

Fundamental skills in Level II instruction increase in complexity from Level I and are taught concurrently with the medical surgical disorders.  Clinical laboratory facilities in the Practical Nursing suite are adequately equipped for clinical experience.

In Care of the Adult Patient I course, Geriatrics is introduced with emphasis on the normal aging process.  A separate Geriatrics course is later taught in Level III, which discusses the relationship of the aging population and various disease processes. 

In Level I, the Geriatric clinical rotation includes nursing care of the geriatric client, and this rotation runs concurrently with clinical instruction. A database will be completed on each patient/resident as well as one care plan and one concept plan.  In Level II Geriatrics clinical rotation, the students also observe the team leader, charge nurse, and administer medications as assigned. The student is required to do a database on each client/resident assigned.  Two care plans and concept maps will be assigned during this level.  In Level III, Geriatric clinical rotation includes treatments, administrations of medications and observational experience in an RNAC role in a long-term care facility.  Database, care plan and concept plans will also be required.
Nursing Opportunities explores the career mobility choices for the LPN.  It discusses legal and ethical issues, and employability skills.  Using an instructor given format students are required to submit a resume and letter of application/resignation.  Representatives from various health related agencies are invited for nursing recruitment.  Job options are explored, and students are encouraged to seek help with job placements.

In the clinical setting fundamental skills are mastered beginning with direct to moderate to minimal supervision as the levels advance.  Clinical assignments begin with taking care of clients that require basic nursing care and the assignments increase in complexity as the student progresses through each level of the program.  Clients are selected concurrently with theoretical instruction.  For example, if the respiratory system is being taught, all attempts are made to assign clients with respiratory disorders (i.e.:  COPD, Pneumonia, etc.).  Clinical database collection worksheets are required at the completion of each weekly assignment.  Prior to the student preparing and administering medications, he/she must submit a medication form on each drug to be administered to his/her clients indicating the action of the drug, side effects of the drug, nursing implications, contraindications, and patient teaching.  This helps to compile a comprehensive working index of medications that correlates with body systems or disease processes within each system. 

Clinical instructors are assigned on an average of a 15:1 student ratio.  Pre-conference will be 1 hour prior to patient care and post-conferences will be one hour after to discuss client assignments on an individual basis and to encourage group discussion and share experiences.  In addition to sharing experiences, being involved in pre and post conference experiences has been proven to enhance critical thinking skills.
Outcome 2:
Identify that every client has the right to receive quality nursing care.



Faculty believe that clients are unique individuals with inherent dignity and worth, who have the right to quality nursing care regardless of race, color, sex, religion, national or ethnic origin, age, marital status, or handicap.  All clients irrespective of diagnosis/disease are entitled to this care.  They further believe that practical nurses should provide culturally competent care in all unique settings.



Since the United States is referred to as the “melting pot”, nursing is a chosen career that gives individuals the opportunity to meet people who have different cultural backgrounds and different health care beliefs.  The PVR course elaborates on the legal and ethical mandates to rendering nursing services.  Students are taught sensitivity to cultural diversity among people.  When differences are learned in health care situations, the nursing student can further adapt his/her plan of care to recognize these differences.  In doing so, the client can return to health as quickly as possible with having his/her needs thoroughly met. 



Everyone is a physical, psychological, spiritual, social, and cultural being, who is in constant interaction with his or her dynamic environment.  The understanding of clients’ rights as well as cultural diversity is taught in the course Personal Vocational Relationships that is introduced in Level I instruction.  These aspects are utilized with each client in every clinical setting, thus promoting quality-nursing care.

Outcome 3:
Utilize the nursing process to provide holistic care to the client. 



Consistent with the Practical Nursing department philosophy, the nursing process serves as a focus for practice introduced in Nursing Fundamentals I and is continued through each clinical course.  Students are required after didactic instruction, to submit a clinical database during their assigned client. One Patient Care Plan and Concept Map is required during Level I.  Two Patient Care Plans and Two Concept Maps are required for Level II and Level III.  Faculty concurred that the students needed a tool(s) to promote the concept of critical thinking.  In 2017, this format was revised & placed into effect.  



As a precursor to understanding the nursing process, the students are introduced to a physical assessment form that is used as a guide to complete their client assessment.  The purpose of this physical assessment checklist is to teach a beginning practitioner an organized method of assessing a client.  This tool also teaches the student to begin to prioritize client needs using critical thinking for identifying these needs.

Outcome 4:
Practice within the scope of the Nurse Practice Act.
Content related to legal and ethical issues of Nursing is innate in each course.  Emphasis is placed on the Pennsylvania State Nurse Practice Act that provides the basis for the legal parameters governing Nursing practice.

The course Personal Vocational Relationships discusses personal values and morals which are the building blocks of ethics; understanding of the basic concepts of the law as a major resource for the Nursing Standards of Care; and the Pennsylvania Nurse Practice Act.

The Nursing Opportunities course discusses the leadership and management scope of the LPN in clinical practice.  It further discusses philosophy and policies of potential places of employment and emphasizes that ignorance of the law is not acceptable for unethical practice.

All client documentation that is prepared by the students is approved and/or corrected by a clinical instructor and the staff or student will document this information via computers if possible.  Students may have the opportunity to document some computerized information. Students are introduced to policies during their orientation of the affiliating agencies.  Clinical skills/procedures of the individual agencies are reviewed prior to performance of each skill.  Policy and procedure manuals are also available in the Practical Nursing Department.
Outcome 5:
Function as a vital part of the interdisciplinary health care team.

The faculty believes that it is essential for the practical nurse to function interdependently with members of the health care team in collaborative relationships wherein each team member contributes according to their knowledge base, skills, and focus.  Opportunity for students to interact with members of the health care team and with clients is provided in every clinical course.  Each clinical performance evaluation includes an area related to this collaboration as well as to communication skills.

Outcome 6:
Explore career options and career mobility in the health care profession.

In accordance with the faculty belief that learning is a continuous process throughout the life span, and that education is the sum of all life’s experiences, life-long learning is fostered in each course.  In Nursing Opportunities Level III instruction, career options are discussed.  Graduate surveys are designed to track students to measure this life-long learning process.

The procedures for applying and resigning from a nursing position, for obtaining registration for licensure as well as preparation of a resume and letter of application/resignation are taught.  As a course requirement, each student must submit a letter of application/resignation along with a resume.

Matriculation into professional nursing programs including Diploma, Associate, and Baccalaureate is discussed.  At program completion, representatives from various health care facilities (acute, long-term, home care) are invited for student recruitment.

Outcome 7:
Demonstrate readiness to take the NCLEX-PN examination.

Good study habits are taught and encouraged throughout the program along with test-taking strategies.  For a student to progress from one level to the next, they must achieve a grade of, at least, 83 for each course.  At the completion of Level III, students are given an ATI Comprehensive Assessment Examination.   Each student is given an individual score on his or her ATI Comprehensive Exam.  This score must meet the national norm score.  The student is required to reach at least a 90 -99% predicted probability of passing the NCLEX-PN before the student NEV will be submitted to the Pa. State Board of Nursing.  Faculty encourages on-going individual instruction throughout the program.  One week prior to graduation, faculty offers a comprehensive review to assist in preparation for the NCLEX-PN examination.  Faculty then assists students in registering for the NCLEX-PN examination.
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DESCRIPTION OF COURSES:

LEVEL I

BODY STRUCTURE AND FUNCTION (85 Hours)

This course is an integrated study of the structure and function of the human body and includes normal nutrition.  Knowledge of body structure and function is essential to the understanding of wellness as well as illness.  This provides a foundation for recognizing normal/abnormal conditions.

NURSING FUNDAMENTALS I (110)

This course includes theory, skills laboratory practice, and clinical experience under supervision utilizing the nursing process in caring for patients of all ages with simple and long-term bio-psychosocial and spiritual needs.  Tasks in Level I instruction are introduced, taught, then practiced in a clinical skills laboratory and finally mastered in a clinical setting.  Also included is an introduction to the administration of oral, transdermal, eye, ear, nasal, and rectal medications.

PERSONAL AND VOCATIONAL RELATIONSHIPS (25)

This course introduces the basic principles of the role of the Practical Nurse and the importance of a clear understanding of the history of nursing.  It discusses the legal and ethical issues of professional practice and introduces health related agencies within the health care system.  Therapeutic and non-therapeutic communication skills are explored.  The course introduces a variety of family situations and relationships within these households.  It also emphasizes different types of abuse. 

CARE OF ADULT PATIENT I (30)

This course is an introduction to basic nursing care of adult medical and surgical patients with simple nursing needs, and principles of pain management. It also includes the normal physiological changes that occur in the elderly, as well as basic knowledge in pharmacology.

COMMUNITY HEALTH (20)

This course is the study of the fundamental principles of disease prevention and control in the community.  The understanding of microorganisms promotes the ability of students to practice safely, assess infectious process, and understand principles of universal precautions.

LEVEL II

MATERNAL CHILD HEALTH NURSING (65)

This course consists of the theory and clinical experience in giving nursing

care to mothers and newborn infants in the normal and complicated processes of pregnancy, labor, delivery, and postpartum.  Nursing care of children with simple to complex disorders from infancy to adolescence is studied.  Emphasis on normal growth and development is integrated with nutritional requirements, dietary modifications and medications as applied to maternal and childcare.

NURSING FUNDAMENTALS II (70)

Nursing Fundamentals II includes more complex fundamental procedures. Skills are taught concurrently with moderately complex medical surgical disorders.  Also includes the administration of all types of medications, including parenteral medications, except for intravenous medications.

CARE OF THE ADULT PATIENT II (95)

This course consists of theory and clinical experience in giving care to adult patients with short-term nursing needs.  It discusses complex medical and surgical disorders, their pathophysiology as well as diagnostic tests, treatments, and nursing interventions as they relate to each disorder.  Integrated in this course are dietary modifications and pharmacology as it relates with each disease process. 

LEVEL III

CARE OF THE ADULT PATIENT III (91)

This course is a continuation of complex medical surgical disorders and includes theory and clinical experience in giving care to adult patients with short and long-term nursing needs.  It emphasizes diet modifications and integrates pharmacology as they relate to each disorder.

NURSING OPPORTUNITIES (10)

This course explores career mobility choices for the LPN.  It discusses legal and ethical issues and employability skills.  Job options are explored, and leadership and management qualities are discussed.

IV THERAPY (30)

This course includes theory and skills in the preparation, administration and maintenance of intravenous therapy. The role of the LPN in the care and maintenance of central venous lines is also integrated.  The course includes demonstrations and practice on simulated models in the clinical skills laboratory.

GERIATRICS (20)

This course is an overview of the common physiological and psychological conditions of the elderly and includes the effects of pharmacological agents on the geriatric client.
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REQUIREMENTS FOR ADMISSION:

EDUCATIONAL:


Applicants must possess a high school diploma or G.E.D. equivalency from Pennsylvania.  If they do not have a Pennsylvania GED, an application for certification of preliminary education must be completed.  Form PDE-4514B

Official transcripts are to be submitted from the applicant's high school and all other educational programs attended.

PRE-ENTRANCE TESTING:


All applicants are required to take a pre-entrance aptitude exam for the Practical Nursing Program known as the ATI TEAS 7.   A committee will review the results of the test.  Applicants are required to score in the proficient range or higher in all areas of the exam to be considered for admission.  All applicants are notified after test results are evaluated.  

The Hazleton Area Career Center Practical Nursing Program has included the TOEFL (Test of English as a Foreign Language) as part of the admission requirement, dependent on certain criteria.  Any student applying to the program as of January 2019, identified as ESL (English Second Language), will be required to register for the TOEFL examination if English is not their primary language of instruction for at least five years, and/or have not earned a diploma or degree from an English-speaking country, or have not scored at least median or higher on the verbal, nonverbal, and academic aptitude of the ATI TEAS 7.  For those prospective students who need to demonstrate of mastery of English by taking the TOEFL Examination, a minimum score of 83% must be obtained to be considered for acceptance.

HEALTH:


A complete physical examination, eye examination and a 10-panel instant drug test, that includes all drugs listed on physical examination form, are required after acceptance into the program.  In addition, a 2-step Mantoux test, Hepatitis B vaccines, and specific immunizations and vaccines, that include but are not limited to, MMR (mumps, measles, & rubella), varicella, etc.   The school provides the forms for the examinations including VISION AND PHYSICAL EXAMINATION.  Copies of the reports must be sent to the Practical Nursing Program of the Hazleton Area Career Center prior to the first day of school.
REFERENCES:


Three (3) professional references are required of all applicants.  It is recommended that at least (1) reference should be a former teacher or employer.

CLEARANCES:

A Pennsylvania State Police clearance, child abuse clearance, and FBI check is required prior to the first day of class.  If an applicant has an offense that is listed on the Prohibitive Offenses Contained in 63 P.S. of section 675, they will not be granted admission.  A student must be free of prohibitive offenses contained in Act 14 of 1997.  If a student has a conviction other than that contained in Act 14 of 1997, they will be provided written documentation concerning these offenses.  Any offenses that would prohibit a student from entering the program, would also prevent the student from continuing in the program if they incur while enrolled in the program.   The program does not guarantee licensure or the ability to take the NLEX-PN examination after graduating from the program.

No applicant will be denied admission to the Practical Nursing Program based on race, color, religious creed, national or ethnic origin, sex, age, handicap, or disability.
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APPLICATION PROCEDURES:


Application forms will be sent upon request or are available online at www.hasdk12.org/pnp.    The pre-entrance aptitude test will be scheduled after the completed application is returned.  The applicant will be notified of the scheduled pre-entrance test date.  A fee of $70.00 will include the cost of the pre-entrance test and application process fee.  The applicant will be notified when the pre-entrance exam scores are returned.  Pre-entrance test may only be repeated one time for consideration into the program.

Final acceptances to the program will not take place until the entire admission process is completed.  Application, secondary school records, aptitude test scores, references, and all health forms must be on file by the requested date.
FINANCIAL AID:

The financial aid officer handles the aid for federal financial programs for the Practical Nursing students.  The aid awarded by the financial aid officer is based on financial need and may consist of a combination of PELL GRANT and LOANS, or a PELL GRANT or LOAN singly.  To be considered, students must complete all the necessary paperwork that includes but is not limited to FAFSA-master promissory note – verification paperwork, etc.
DISABLED STUDENT SERVICES:


This service is to ensure equal opportunity for students with special needs.  If you believe, you have a medical or physical impairment that may require some accommodation for your success in the Practical Nursing Program, kindly inform the Practical Nursing coordinator as soon as possible so the potential needs can be evaluated.  This information will NOT be used in any way to determine your qualifications for admission into the Practical Nursing Program. All information provided is voluntary and will remain confidential and used only by the Practical Nursing Program's efforts to make activities and programs accessible to students.
HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM

Advanced Placement Policy

Objectives for the Advanced Placement Policy include:

1. To recognize past educational achievement in an accredited nursing program.

2. To give advanced standing to those individuals who qualify and satisfy the criteria for advancement.

3. To matriculate individuals who meet requirements into a program that will prepare them for the field of Practical Nursing.

Criteria for Advanced Placement:

1. Complete a program application.

2. Submit three (3) references from individuals who are familiar with the student’s performance/experience in healthcare.

3. Personal interview with the Program Coordinator.

4. Satisfy all financial obligations for tuition, books, uniforms, and student fees, etc. 

5. Satisfy all admission requirements as defined by the Hazleton Area Career Center Practical Nursing Program Student Handbook.

The Advanced Placement Policy is formulated to acknowledge and credit individuals who have successfully completed some formal education in an approved program of nursing education.  Students who have completed nursing course work at another accredited nursing program may receive credit for that course work at The Hazleton Area Career Center to advance to Level II.  Students are only given the opportunity to challenge courses offered in Level I to advance to Level II which include, Nursing 101 or Nursing Fundamentals I, Anatomy and Physiology I or Body Structure and Function I, Nutrition, Personal Vocational Relationships, Community Health, and Family.  Transcripts will be reviewed on an individual basis by the Program Coordinator.  A minimum grade of ‘B+’ in the nursing course work at another accredited institution is required for consideration of credit being given for such course work.  A minimum GPA of 3.0 is also required.  
A challenge examination will be given to determine the student’s eligibility to receive credit in each subject area.  Credit will be granted if the student achieves a grade of ‘83%’ or better on all of the challenge examinations. Only one opportunity to achieve the minimum passing score will be allowed for challenge examinations. There are no student reviews of these examinations. 

Students who have completed nursing courses more than three (3) years prior to enrollment in Hazleton Area Career Center’s Practical Nursing Program will not be considered for advanced standing and shall not receive credit for that course work. This limitation also applies to students who were previously enrolled in the Practical Nursing program at The Hazleton Area Career Center and have withdrawn in good standing. 

Enrollment in Practical Nursing courses is not guaranteed, regardless of successful achievement on the challenge examination.  Entry into Level II is dependent upon completion of course prerequisites, attainment of established criteria, and availability of seats in that level. Students must meet all other admission criteria to be considered for transfer. 
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TUITION POLICY:


The Hazleton Area Career Center and its affiliate Practical Nursing Program, by approval of the Hazleton Area Board of Education will charge full tuition costs to each Practical Nursing student regardless of their funding source.  The Practical Nursing Program is based on the total number of student hours and is calculated from the operational cost of the program and funding support received from the Pennsylvania Department of Education.  Tuition charges are reviewed and approved by the Hazleton Area Board of Education.  The student will be notified of the approved tuition, estimated costs of books and uniforms prior to entering the program.  All tuition monies must be paid according to the schedule presented to the student prior to enrollment into the program.


All financial obligations for tuition, fees, books, and uniforms will be paid in full prior to graduation.  All financial obligations must be fulfilled prior to a student matriculating to the next level. Students will not be permitted to graduate and will not qualify to receive a diploma or credentials necessary to take NCLEX-PN licensing Examination unless fee obligations are satisfied in full.   If necessary, diploma credentials will be withheld until full payment is made or student will be given an incomplete.
FINANCIAL DELINQUENCY:


If a student fails to make payment when due, or if a student does not pay the amount due the school when financial aid is rejected, the school has the right to refuse further continuation of the student in the program, report of grades, student diploma, records and/or official documents.


If an employer or agency is funding the school costs, the Practical Nursing Program of the Hazleton Area Career Center must be provided with the proof of funding in writing on the appropriate letterhead.  If school costs are funded fully or partially by financial aid (Pell Grants or Direct Loans), financial aid forms must be on file at the school.

The student is responsible for any balance of school costs not covered by financial aid or other funding sources.  Payment of the balance of school costs not covered by a funding source, is payable on the designated tuition due date.


If the student pays more than the requested tuition, all funds due the student for overpayments will be returned in a timely manner.

FINANCIAL AID PROCEDURES:


Financial aid is available for those applicants who qualify.  The Practical Nursing Program of the Hazleton Area Career Center participates in the PELL Grant Program and the Pa. Targeted Industry Program (PA-TIP), however, DOES NOT participate in the Pennsylvania State Grant Program because the Practical Nursing program is not two (2) years in length.  If you are interested in applying for financial aid, Mr. Anthony Bellizia (Financial Aid Consultant) will assist you in applying electronically.  You can obtain an application for Financial Aid from:


On line at https://fafsa.ed.gov/


Or at:

Educational Opportunity Center of PA
Hayden Towers

8 West Broad St. #728

Hazleton, PA  18201

(570) 454-6161

The center will also assist you in completing the form.  You must call and make an appointment first.  This application is used for processing your eligibility for both the PELL Grant and Stafford Loan Programs.


If you choose, the Financial Aid Officer of the Practical Nursing Program can also assist you with completing the FASFA "Free Application for Federal Student Aid" form; however, an appointment needs to be made.
FINANCIAL AID APPLICATION:


A separate Financial Aid Application must be completed for each academic year.  The academic year is from July 1 to June 30.

Financial aid is not automatically renewed.  The student must apply before the deadline date for the Stafford Loan and PELL Grant programs every year for continued financial aid.


The primary purpose of financial aid is to provide financial assistance to qualified students.


The financial aid officer reserves the right to revise or modify any award, based on information affecting eligibility.


The student must report to the financial aid office any aid received which is not awarded through the school.  The receipt of such aid may result in an adjustment of other awards since aid is awarded based on need.  Failure to comply with this policy may result in cancellation of the award.


If the student withdraws from school, he/she must notify the financial aid office at once of their withdrawal.


PELL Grants will not be credited to a student's account until the financial aid office has received a signed financial aid award letter, a signed Student Aid Report (SAR), and other applicable documents.  Failure to return all required documents will delay processing of the awards.


A Practical Nursing student will be dropped from the financial aid program for failure to make satisfactory progress.  The school grading policy states that an 83% or above must be maintained in all theory courses and a satisfactory grade on the clinical evaluation, or the student will be dismissed from the program.  Termination of financial aid will occur at the time of dismissal.


The Hazleton Area Career Center maintains a Drug-Free workplace.  The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is prohibited.  If a student is convicted of drug distribution or possession, the Court may suspend eligibility for Title IV financial aid.
NET PRICE CALCULATOR

In accordance with the Higher Education Opportunity Act of 2008 (HEOA), posted on our website at www.hasdk12.org/pnp is a Net Price Calculator that uses institutional data to provide estimated net price information to current and prospective students and their families based on a student’s individual circumstances. This calculator allows students to calculate an estimated net price of attendance based on what similar students paid in a previous year.
DESCRIPTION OF ACADEMIC YEAR:

The Practical Nursing Program of the Hazleton Area Career Center consists of 1,540 clock hours.  The defined academic year, mandated for financial aid award is as follows:


The academic year 2024-2025 for Class 71 consists of approximately 515 hours in Level I and 517 hours in Level II of theoretical and clinical instruction. The academic year 2025 -2026 consists of Level III 508 hours of theoretical and clinical instruction. The financial aid awards will be prorated accordingly.
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FINANCIAL AID PROGRAMS:

Federal Pell Grant-
 
All applicants for need-based aid are required to apply for a 




 Federal Pell Grant.  Pell Grant is a federal program for students 



       
 who demonstrate exceptional need.  Eligibility is limited to 




 students who have not already earned a bachelor's degree



        

The dollar amount is based on the student's Federal Family 




        
Contribution.

After the student files a FAFSA, he/she will receive a Federal Student Aid Report (SAR) from the federal processor.  The SAR consists of two parts:





Part 1 Information Summary - contains information about 





the results of the application.

Part 2 Information Review Form- reproduces all of the 
Information from FAFSA.  If corrections are required complete the corrections online and reprint SAR.




To receive credit for the Pell Grant funds, the student must 





have an accurate, eligible Federal Family Contribution on file 




in the Financial Office.

Federal Direct Loan -  
Direct Loans are low interest, federally insured loans issued by banks and other lenders.  In addition to completing a separate loan application, a student must complete the FAFSA 

and provide all other required documentation to the Financial Aid Office before the loan can be processed.  Federal Loans are either subsidized or unsubsidized.





Subsidized Direct Loans - are awarded to students who 





demonstrate financial need according to federal criteria.  The 




federal government pays the interest on the loan until the 





student begins repayment.





Unsubsidized Direct Loans. -  are available to 






students who do not qualify for a subsidized loan but require 




funds to meet the cost of attendance. The borrower is 





responsible for the interest only while enrolled in school.  The 




borrower may choose to pay the accrued interest.  Under 





capitalization, the accrued interest is added to the principal 





amount of the loan and increases the amount the borrower               




will repay.

PA Targeted Industry -
Provides needs-based awards to students pursuing an eligible course of study at an approved school. The program benefits PA students enrolled in courses of study in the energy, health, advanced materials and diversified manufacturing, and agriculture and food production fields.

PA-TIP is a PHEAA- administered program made possible by funding provided by the Pennsylvania General Assembly.
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FINANCIAL AID VERIFICATION POLICY:

1.    
All students except self-pay students must complete the Free Application for Federal Student Aid (FAFSA).
2.    
Some students will be randomly selected by the U.S. Department of Education for 
verification; those selected will be required to provide documentation supporting the 
information recorded in their SAR.  Students who are selected for verification must 
supply the required documentation; failure to do so will result in the student's non-
receipt of any Federal Student Loans and Federal PELL Awards.


Students selected for verification will be asked to verify:  Adjusted Gross Income, U.S. Income Tax paid, the number of members in their household, the number of household members who are enrolled as at least half-time students in post secondary 
educational institutions, and the amount of untaxed income and benefits (example: social security benefits, child support payments, payments to retirement account, 
earned 
income credits, etc.) Students selected for verification will be asked to provide U.S. Income Tax Returns or the acceptable equivalent for the appropriate years, a completed verification worksheet indicating the number of household members and the number of household members enrolled in post secondary educational institutions, and a listing of all untaxed income and benefits.

3.    
If, because of verification, there are changes to the student's financial aid eligibility, 
the student must:



a. For the Federal PELL Grant Program, resubmit his/her SAR if the 



verification process alters the Expected Family Contribution and the student's 


PELL Grant.  The school will use the corrected EFC to recalculate the 



student's PELL Grant.

b. For the Federal Loan Programs, the student is not required to resubmit his/her SAR; however, the school will increase or decrease the loan amount in accordance with the corrected EFC.  The PN Program will notify students whose aid eligibility alters because of verification.

4.  
If the school finds information that an applicant for financial aid may have engaged in 
fraud or other criminal misconduct in connection with his/her application, the school 
will forward this information to the Office of Inspector General of the Department of 
Education, or, if more appropriate, to a state or local law enforcement agency with 
jurisdiction to investigate the matter.  Examples of fraud of other criminal misconduct 
are false claims of independent student status, false claims of citizenship, the use of 
false identities, the forgery of signatures of certifications, and false statements of 
income.
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FINANCIAL AID:

       It is the student's responsibility to:


Pay special attention to the financial aid application, complete it accurately 

            and submit it on time to the right place.  Errors can delay or 



prevent the receipt of aid.


Provide all documentation, corrections, and/or new information



requested by either the Financial Aid Officer or the agency to which 



the student applied for aid.  If your Student Aid Report is chosen for 



verification, you will be required to produce any supporting 




documentation that is requested within 10 to14 days.

Notify the school of any information that has changed since the student 



applied for financial aid.


Read, understand, and keep copies of all forms the student signs.
Entrance Counseling: All students in need for other types of financial aid should do the following:

1-Complete a Master Promissory Note


2-Complete an Entrance Counseling 


3-Complete an Exit Counseling (AT THE END OF THE PROGRAM)

Please visit www.studentloan.gov; log in using the information requested and complete both sections.  
Repay any student loan.  When the student signs a promissory note, he/she is agreeing to repay any loans.


Notify the school of a change in name, address, or attendance status.  



Students who have loans must also notify their lenders of these 




changes.

Understand the school's refund policy.  If the student drops out of school within a short time after starting, he/she may be entitled to a partial reduction of educational charges.  After a certain date, charges will not be reduced.  The student will be notified of the expenses that must be paid if he/she drops out.
APPENDIX B: 
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TUITION AND FEES

ACADEMIC YEAR






2024-2025
Class 70



TUITION:  
        $ 17,500.00



FEES:


      90.00 (Computer Fee)






      70.00 (Pre-Entrance Exam)





                       $1,805.00 (Books, Uniforms, Supplies)







  $625.40 (Miscellaneous Fees)






    295.00 (State Board/NCLEX-PN Fee)

All fees are approximate and subject to change.  Travel, meals, and housing are the responsibility of the student.
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ENROLLMENT:  

Please note: 
All Practical Nursing Program Students must show proof of CPR 




certification to the school.

Students are responsible for their own health insurance and any medical costs incurred during their schooling.  They are also responsible for obtaining evidence of immunity to measles OR two doses of measles vaccine (preferably MMR) received on or after the first birthday.  Laboratory evidence of immunity to rubella OR one dose of rubella vaccine received on or after the first birthday.  Laboratory evidence of immunity to mumps OR two doses of mumps vaccine received on or after the first birthday.  Two negative TB skin tests within 12 months prior to start of the educational experience, one that is within 3 months of the start date, or documentation of negative Quantiferon Gold test within 3 months of start date.  If history of positive TB skin test, normal chest x-ray within past 6 months.  One negative TB skin test or negative Quantiferon Gold test per year is required for students who will participate at LVHN for more than one year.  For those students who will have patient contact, documentation of three doses of Hepatitis B vaccine and laboratory evidence of immunity to Hepatitis B (positive Hepatitis B antibody) OR if laboratory evidence of immunity to Hepatitis B cannot be documented, documentation of a negative Hepatitis B antigen titer done within the past 6 months is required.  For those students who will have patient contact, any history of Hepatitis A, B, or C, and existence of a carrier state.  If present, this information must be communicated to LVHN.  Laboratory evidence of immunity to varicella OR two doses of varicella vaccine OR reliable history of varicella disease.  If the student will be participating in the clinical area during the period of October through April, one dose of influenza vaccination is required. 
Students are responsible for purchasing their own uniforms, supplies, and books.  Information on ordering uniforms will be provided on our website www.hasdk12.org/pnp .
Required remedial books and tests (ATI) must be purchased through the school and must be paid by the student in full at the start of the program. Each student is required to purchase books and tests to track their academic progress throughout the program. Attendance is mandatory for final review at the end of Level III.
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TUITION PAYMENT POLICY:

1.  The undersigned Practical Nursing student acknowledges that he/she is responsible for the portion of the level that was completed. Any refunds/payments will be prorated accordingly.

2.  The Refund Policy applies should the student withdraw from the Practical Nursing Program. 


3.  Uniforms, books, and fees are not part of the tuition and are the student’s responsibility.

4.  Tuition payments are as follows:




$5,864.00
Level I



$5,863.00
Level II




$5,863.00
Level III



$   295.00
Level III State Board of Nursing Application/NCLEX-PN 
5.If the student has applied for a Pell Grant and/or guaranteed Direct Loan, tuition payment      

   will be due one week after the student receives the Grant and/or GSL award, at such time 
   the balance of Level I tuition will be due minus the amount of the PELL or GSL award.   

   This procedure will be followed for Level II and Level III disbursements.  If tuition 
   payment is not received by the end of the level, then progression into the next level 
   will not occur until tuition payment is received.
This portion of Tuition payment policy only applies to VA beneficiaries.
This policy permits any covered individual (any individual who is entitled to educational assistance under chapter 31, Vocational Rehabilitation and Employment, or chapter 33, Post-9/11 “GI Bill® benefits) to attend or participate in the course of education during the period beginning on the date on which the individual provides to the educational institution a certificate of eligibility or entitlement to educational assistance under chapter 31 or 33 (a “certificate of eligibility” can also include a “statement of benefits” obtained from the Department of Veterans Affairs (VA) website e-Benefits, or a VAF 28-1905 Form for Chapter 31 authorization purposes) and ending on the earlier of the following dates: 
a. The date on which payment from VA is made to the institution.

b. 90 days after the date the institution certified tuition and fees following receipt of the certificate of eligibility
This policy ensures that our educational institution will not impose any penalty, including the assessment of late fees, the denial of access to classes, libraries, or other institutional facilities, or the requirement that a covered individual (any individual who is entitled to educational assistance under chapter 31, Vocational Rehabilitation and Employment, or chapter 33, Post-9/11 “GI Bill® benefits) borrow additional funds, on any covered individual because of the individual’s inability to meet his/her financial obligation to the institution due to the delayed disbursement funding from VA under chapter 31 or 33. 
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REFUND POLICY:
The Practical Nursing Program has a refund policy, which will be strictly adhered to.  The amount of the refund will depend upon the date of the student's last recorded day of attendance.  Notification of withdrawal must be made in writing, signed by the student, dated, and submitted.  Non-attendance, notification to an instructor, or telephone calls to the office, DO NOT constitute an official withdrawal.  The refund of school charges is based on the percentage of the Practical Nursing Program Level completed, less a one hundred dollar ($100.00) administrative fee.

Students in the academic year of 2022-2023 and who withdraw from the Hazleton Area Career Center, Practical Nursing Program will be entitled to an adjustment of tuition charges according to the following schedule:

Level I, II, & III
Withdrawal in Day 1 through 5 = 100% refund of total level costs (minus $100 administrative fee)


Withdrawal on Classroom Day 6 through Day 10 =   50% refund of total level costs


Withdrawal in Classroom Day 11 through 15 =   0% refund of total level costs

After week three of any level the student will be responsible for the total cost of the level.

This policy applies to all sponsoring agencies/educational programs that include but are not limited to the VA Education System.
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RETURN OF TITLE IV FUNDS:

In accordance with federal regulations, those students who receive federal financial aid, and who withdraw from the Hazleton Area Career Center, Practical Nursing Program during the first 60% of a level will have their federal financial aid adjusted based on the percent of the level completed prior to withdrawal.

The amount of federal financial aid assistance that the student earns is determined on a pro-rata basis. Once the student has completed more than 60% of the level, all-financial aid assistance is earned.

Number of scheduled clock hours to have been completed as of the withdrawal date in the level divided by the total clock hours in the level equals Percentage of level completed. 

Percentage of level completed times total amount of Title IV funds disbursed equals amount earned. 

Amount earned deducted from the total amount disbursed equals the amount of Title IV to be refunded.

Students who do not follow the official withdrawal procedure, but who stop attending classes will be considered to have withdrawn at the 50% point of the level unless attendance is documented after that time.  There will be no adjustment to federal financial aid after the completion of at least 60% of the level.

.  .

Example:



# of hours completed



# of hours in the Level
=
% of level completion

           Percentage of level completed times total amount of Title IV funds received by student is equal to the amount earned by the student.

Amount earned by the student is deducted from the total amount earned equal amount of Title IV funds to be returned.
· If this percent of level completion is, greater than 60% the school can keep 100% of tuition. 

· If this percent of level completion is less than or equal to 60% the amount earned by the student is returned.


This policy applies to all federal financial aid.  It includes Pell Grants, Subsidized and Unsubsidized Direct Loans, and PLUS Loans.

Once the amount of the federal funds to be returned has been calculated, the funds will be returned in the following order:



Unsubsidized Direct Loans



Subsidized Direct Loans



PLUS Loans



Pell Grants



Other Title IV Aid Programs



Other Federal, State, private or institutional student financial assistance



To the student


Please note that students who receive a refund of financial aid for educational expenses prior to withdrawing from the Hazleton Area Career Center, Practical Nursing Program may owe a repayment of those funds.  Students will be contacted by the Financial Aid Office in such situations to repay the funds to the Hazleton Area School District.  Students, who fail to return the unearned portion of federal aid funds given to them, will be denied readmission into the Practical Nursing Program until all financial obligations are met.

I HAVE READ, UNDERSTAND, and AGREE TO THE TERMS OF THIS FINANCIAL AID AGREEMENT AND AGREE TO FOLLOW THE TERMS AS OUTLINED ABOVE.

________________________

____________________________________

Date





Signature - Practical Nursing Student

________________________










Date





Signature - School Official

Note:
the Hazleton Area School Board, at a public meeting, passed this policy.
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ACADEMIC INTEGRITY:

The Practical Nursing Program of the Hazleton Area Career Center strongly believes in academic honesty and integrity.  Plagiarism and academic cheating are, therefore, prohibited.  Plagiarism is the unacknowledged use of another person's labor, another person's ideas, another person's words, and another person's assistance.  Normally, all work done for courses - papers, examinations, homework exercises, laboratory reports, oral presentations - is expected to be the individual effort of the student presenting the work.  Any assistance must be reported to the instructor.  If the work has entailed consulting other resources - journals, books, online articles, or other media - these resources must be cited in a manner appropriate to the course.

It is the instructor's responsibility to indicate the appropriate manner of citation.  Everything used from other courses - suggestions for organization of ideas, ideas themselves or actual language - must be cited.  Failure to cite borrowed material constitutes plagiarism.


Academic cheating is, generally, thwarting or breaking of the general rules of academic work or the specific rules of individual courses.  It includes falsifying data; submitting, without the instructor's approval, work in one course, which was done for another, helping others to plagiarize or cheat from one's own or another's work; or doing the work of another person.


It is the Practical Nursing student's responsibility to maintain academic integrity and honesty in completing academic work - theoretical and clinical.  All students are expected to observe accepted ethical principles of academic work, both theoretical and clinical, to submit their own and not another's work.  Students are expected not to falsify information, nor receive or give assistance on examinations or other assigned schoolwork required.


Students take full responsibility for work submitted and the work is the culmination of their own efforts.  Failure to abide by these accepted ethical principles of academic work, both theoretical and clinical, is considered dishonest.


Plagiarism, cheating, or any other form of academic dishonesty violates the Practical Nursing Program's standards and will not be tolerated at the Practical Nursing Program of the Hazleton Area Career Center.  A Practical Nursing student who is found guilty of academic dishonesty will be dismissed from the Practical Nursing Program.
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NONDISCRIMINATION POLICY:


It is the policy of the Hazleton Area Career Center, Practical Nursing Program not to discriminate based on race, sex, color, national origin, or hardship in its theoretical or clinical instruction.  


This policy shall be posted in the Practical Nursing suite.

STUDENT-INSTRUCTOR RATIO POLICY:


The Practical Nursing Department of the Hazleton Area Career Center full time faculty is adequate in number to provide maximum student-instructor ratio of 15:1 in the clinical area.  This ratio is consistent with the size and needs of the program.  
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SATISFACTORY PROGRESS POLICY:
A final grade of 83% in any or all subject area is required to pass the course and progress to the next level. 
The clinical component ruling of satisfactory performance must be maintained in each level.
Students are informed of their status for each specific course mid-term of each level (259 hours). At that time, the student is given a progress report stating that they are meeting the required 83% for that course or if the student is not meeting the required 83%, they will be placed on probation until the end of the level (515) hours.  Remedial work is offered to any student who is experiencing difficulty in a specific course.  At the end of the probationary period if the student does not meet the required 83%, they will be withdrawn/dismissed/terminated from the program.  If the student is withdrawn/dismissed//terminated from the program it will be reported to the designated sponsoring agencies/educational programs that include but are not limited to VA Education System and benefits will be discontinued.

The procedure for students to appeal the determination of unsatisfactory academic/clinical

              progress is as follows:

· The student shall first discuss his/her complaint with the instructor, with the

                       
      objective of resolving the matter informally.

· If unresolved within 2 school days, the student can present the complaint in writing to the coordinator of the Practical Nursing Program.

· If the Practical Nursing coordinator does not respond or resolve the complaint within 5 school days, the student can follow the grievance policy procedures as indicated in the student handbook starting with step 3 of the policy.

Students may voluntarily withdraw from the program at any time. Students must fulfill all financial obligations at the time of withdrawal to be in good standing.  The individual may qualify for Advanced Placement (see policy). 

Grades of “Incomplete" indicate that you cannot, matriculate to the next level since completion of all courses in a level is mandatory.



Each student must fulfill each level objective to matriculate to the next level or graduate.  Failure to maintain satisfactory progress will result in the loss of Title IV funding and Veteran's Administration educational benefits. VA benefits are available for those who qualify.  “GI Bill ® 
is a registered trademark of the U.S. Department of Veterans Affair
To be eligible to receive Federal student aid, you must be maintaining satisfactory academic progress toward a degree or certificate. Students who withdraw and return to complete the program may not receive financial aid for more than 150% of the time it takes a student to normally complete the program. 
This portion of the Satisfactory Progress Policy only applies to VA beneficiaries.

VA will pay up to 100% or 110% (only with documented mitigating circumstances).
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STUDENT INFORMATION:
TRANSPORTATION:


Students must provide their own means of transportation to the school, clinical facilities, and other areas of instruction.  It is recommended that carpools be formed whenever possible.

PARKING:


Parking is available in the school parking lot only if student obtains a parking permit.  The cost of this permit is $5.00 per school year. Vehicle registration and proof of insurance is necessary to obtain this permit.  Parking at clinical facilities is available according to hospital/nursing home policy.

SMOKING:

Smoking is not allowed in the Hazleton Area Career Center or on school district grounds according to the Smoking, Tobacco Use and Clean Air Policy (Refer to back of student handbook). Smoking is NOT allowed at any clinical site.  A student caught smoking can be dismissed at the discretion of the instructors.

LUNCH POLICY:


Students are responsible for providing their own lunches while in school and at all the cooperating agencies.  The use of the cafeteria of the Hazleton Area Career Center is allowed to purchase a lunch.  Instructions for accommodations for lunch in the cooperating agencies are given to the students prior to the clinical rotation. Students are allotted a lunch period, which is assigned, by the instructors of the HACC..  
BULLETIN BOARD:


Schedule of classes, special assignments and general information will be posted.  Please check the bulletin board to ensure proper communication. Student assignments may also be posted on the Practical Nursing website.   The statistical report for Campus Crime of the past three (3) years is posted for student review. 
TELEPHONE:


Personal calls should be made ONLY at lunch or break times.  No incoming personal calls will be permitted unless it is of an emergency nature. In case of emergencies, a family member may call the Practical Nursing Department and a message will be given to the student.  No personal calls may be made by students at the nursing stations or from patient's rooms.  Cell phones are NOT permitted to be used during theory, laboratory, or clinical hours.  Cell phones must be on a always vibrate mode during school hours.
CELLPHONE/ELECTRONIC DEVICES: 
Cell phone use is according to Policy #237 (Electronic Device Policy).  Cell phones are NOT to be used during clinical participation, coursework, testing, and or laboratory participation.  If a student is found using a cell phone during theory, laboratory, testing, and/or clinical, it may jeopardize them completing the program.  Electronic recording is NOT permitted in the classroom, laboratory, or clinical area. 
SOCIAL NETWORKING POLICY

While it is the students’ right to participate in social networking any posting that can be considered a HIPAA violation, indicative of threats or derogatory remarks towards other students, faculty, staff or program will warrant investigation by administration and possible disciplinary action that may include dismissal from the program and/or referral to other authorities as indicated.  
CALL OFFS
Students must assume the responsibility of notifying the Practical Nursing Office at (570-459-3221 ext. 82407) if they are unable to report for their theory or clinical assignment unless otherwise instructed.  A call must be received from the student only unless faced with an unusual circumstance.  Notification of the absence must be received in the Practical Nursing Department at least thirty minutes prior to the start of class/clinical.  The student will be considered a “no call, no show”, if they do not adhere to this policy.  A no call no show is grounds for termination from the program.
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EMPLOYMENT:


Because of the intense nature of the course, any type of employment while enrolled in the Practical Nursing Program is discouraged.  Those students who find it necessary to work because of financial reasons should attempt to limit their working to part-time.


When a student schedules work hours, working times should be arranged so as not to interfere with class or clinical hours.  Early dismissal from class/clinical or tardiness, will not be permitted because of employment hours.


Students who are employed in the health field may not perform the functions normally assigned to a professional or practical nurse.  Students may not wear any part of the student nurse uniform of the school while on the job.


Employment of the student should not interfere with the student's school responsibilities or jeopardize one's health.

VACATION:


Classes of the Hazleton Area Career Center Practical Nursing Program of the Hazleton Area School District and clinical experiences are scheduled according to the Hazleton Area School District academic year.  School is recessed for the summer.  In addition, all school holidays are observed throughout the school year.  A school calendar is given to each student upon admission to the program.
EMERGENCY CLOSINGS:

If classes are cancelled for inclement weather or other reasons by the Hazleton Area School District, Practical Nursing classes are also cancelled.  Students can check the HASD website at www.hasdk12.org  for cancelation/delay notification.  Practical Nursing will NOT be announced separately.  If you do not hear an announcement for the Hazleton Area School District, then there IS school.  If there is a delay for Hazleton Area School District students due to weather or other conditions, CLINICAL EXPERIENCE IS AUTOMATICALLY CANCELLED FOR THE DAY and students are to report to the school at the delay time.
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STUDENT HEALTH POLICY:

Each student must arrange for the required physical, and eye examinations before enrollment into the Practical Nursing Program of the Hazleton Area Career Center.  
1. Students are responsible for their own health insurance and any medical costs incurred during their schooling.  They are also responsible for obtaining evidence of immunity to measles OR two doses of measles vaccine (preferably MMR) received on or after the first birthday.  Laboratory evidence of immunity to rubella OR one dose of rubella vaccine received on or after the first birthday.  Laboratory evidence of immunity to mumps OR two doses of mumps vaccine received on or after the first birthday.  Two negative TB skin tests within 12 months prior to start of the educational experience, one which is within 3 months of the start date, or documentation of negative Quantiferon Gold test within 3 months of start date.  If history of positive TB skin test, normal chest x-ray within past 6 months.  One negative TB skin test or negative Quantiferon Gold test per year is required for students who will participate at LVHN for more than one year.  For those students who will have patient contact, documentation of three doses of Hepatitis B vaccine and laboratory evidence of immunity to Hepatitis B (positive Hepatitis B antibody) OR if laboratory evidence of immunity to Hepatitis B cannot be documented, documentation of a negative Hepatitis B antigen titer done within the past 6 months is required.  For those students who will have patient contact, any history of Hepatitis A, B, or C, and existence of a carrier state.  If present, this information must be communicated to LVHN.  Laboratory evidence of immunity to varicella OR two doses of varicella vaccine OR reliable history of varicella disease.  If the student will be participating in the clinical area during the period of October through April, one dose of influenza vaccination is required. 

2. A 10-panel instant drug screening is required prior to the start of class.  If a student test positive for drugs, they will not be admitted into the program and will be referred for counseling.  
3. If at clinical, a student becomes ill or injured during clinical experience, the individual should report to the instructor immediately so as the student receives appropriate medical care.
4. If at school, the student will be referred to the school nurse, if necessary.  If further treatment is needed, the student will be referred to the Emergency Room of the nearest hospital or their family physician.

5. If in the clinical area, the student becomes ill or injured they will be referred to the Emergency Room of the institution or the nearest emergency room for treatment as deemed necessary (See clinical facility requirements to return to clinical as per the clinical affiliation agreement). 
6. All students are responsible for their own health insurance.  It is recommended that each Practical Nursing student carry health insurance coverage while enrolled in the Practical Nursing Program.  If the student does not have health insurance, the Practical Nursing Program of the Hazleton Area Career Center is NOT responsible for payment of any costs in the event of an incident during school theory/clinical hours. 

7. If a student is suspected of being under the influence of drugs/alcohol or any controlled substance, in the classroom or on a clinical rotation, he/she must voluntarily submit to a laboratory administered drug/alcohol screening at his/her own expense. Refusal to submit to drug/alcohol testing is grounds for banning the student from further activities in the program, which may ultimately result in termination from the program.
8. Students are not permitted to leave school or the clinical area for any type of appointment, except for an emergency.  The instructors have the right to ask for a physician’s excuse at their discretion.  See the Attendance Policy for complete details.
9. Students are encouraged NOT to make doctor, dentist, or any other appointments during school hours.

10. Bereavement days are charged as a day of absence.
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GUIDANCE AND COUNSELING POLICIES:

STUDENT GUIDANCE

Every effort will be made to assist the student to fulfill and complete the objectives of the Program.

GUIDANCE OBJECTIVES


1.
To assist the student to make a satisfactory adjustment to the school 



environment, continue to grow professionally, and become employed as a 



Graduate Practical Nurse.


2.
To keep the student informed of individual progress and provide an 



opportunity to evaluate status in the program.


3.
To assist the student having academic or clinical difficulties.


4.
To help the student to become self-directed by recognizing personal needs, 


problems, and goals.


5.
To provide an opportunity to assist the student to mature and develop good 


judgment and skills.


6.
To encourage student self-evaluation to understand self, family, and the 



community.

COUNSELING PROCEDURES


1.
Each student is advised to meet the faculty/coordinator if they need 



academic counseling.


2.
Academic counseling can be initiated by the coordinator/faculty or the 



student.


3.
Students who are having difficulty meeting course objectives, theoretically or 


clinically, are urged to meet with their coordinator/faculty as soon as the 



problem is suspected.

4.
The coordinator/faculty will provide academic guidance throughout the program. 

5.
Students are encouraged to participate in peer study groups when they are having difficulty with theoretical instruction.



6.
If any situation should exist which is beyond the scope of the faculty person, 

the student will be referred to an outside community agency for counseling.


7.
Confidential records of academic counseling meetings will be maintained.

8.
The faculty members will be available by appointment during and after school hours for conferences.
WITHDRAWAL:


Students may voluntarily withdraw from the program at any time.  A Resignation/Termination form must be completed by the student who voluntarily resigns or is terminated from the program. The student is responsible for program costs up to the point of withdrawal.


A student may be required to withdraw from the program for any of the conditions of dismissal as noted in this handbook, or other non-compliance of the Practical Nursing Program's rules, regulations, or objectives.

DISMISSAL:


A student will be dismissed from the Practical Nursing Program of the Hazleton Area Career Center for any of the following conditions:

1.
Failure of any subject area with a grade less than 83% as stated in the Satisfactory Progress Policy.


2.
Failure of clinical component of a course with an unsatisfactory clinical rating 


at the end of the specific level or specialty.


3.
Demonstration of incompetence in the safe performance of nursing skills as 


determined by faculty, coordinator, and/or representative of affiliating agency.


4.
Academic dishonesty.


5.
Theft on school/affiliating agency property.

6. Conviction of a felony (includes a judgment, an admission of guilt, or a plea 


of nolo contendere), relating to a controlled substance in a court of law in the 


U.S., or any other state, territory, or country, unless at least ten years has 



elapsed from date of conviction, proof of rehabilitation since conviction is 



produced, and proof that there will not be interference in safe nursing practice.  

Conviction (includes a judgment, admission of guilt, or a plea of nolo-contendere) of a felonious act prohibited by the Act of April 14, 1972, (P.P. 233, No. 64) known as "THE CONTROLLED SUBSTANCE, DRUG, DEVICE, AND COSMETIC ACT".

7. Child Abuses charges 

8. Conviction of any other felonious act, with the same conviction as noted above.

9. Possession, selling, exchange, or delivery of a controlled substance, alcohol, or firearms on school/affiliating agency property.

10. Use of verbal or physical threats or assault toward another individual while on school/affiliating agency property.

11. Failure to meet financial obligations.

12. Any other non-compliance with the Practical Nursing Program's rules, policies, or objectives.

13. “No call" and "no show" in classroom or affiliating agency.

14. Failure to maintain the requirements of the Attendance Policy.
15. Misconduct in school/affiliating agency setting.

16. If the clinical facility refuses to allow a student to participate/continue with their clinical rotation at their facility.

17. Any other provisions of dismissal as noted in this handbook.

18. If a student voluntarily submits to a laboratory administered drug/alcohol screening and tests positive for drugs/alcohol, the student will be dismissed and sent for drug counseling.  
19.  Failure to comply The Health Insurance Portability and Accountability Act of 1996 (HIPAA).  Such as taking photographs or videos of a client/resident during clinical practice.
The individual student will be given an opportunity to review and discuss, with the faculty and/or coordinator, the specific situation, and circumstances.

Termination of a student's enrollment shall be preceded by a careful review of all records.  The student will be notified of dismissal in writing.  The student has a right to grieve the decision.
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ATTENDANCE POLICY:


1.
The health of the student is of utmost importance to the success of the 



individual in the Practical Nursing Program.  All efforts will be made by the 


Practical Nursing staff to assist the Practical Nursing student who experiences 


health problems while enrolled in the Practical Nursing Program.

2.
Absence of Practical Nursing student from scheduled class or clinical 



experience can disrupt the continuity of the instructional process.  




Absenteeism can interfere with the student's ability to gain the maximum 



benefits of the educational process to meet the program objectives, and to 



progress in the program.  The goal of the Practical Nursing Program is to 



prepare the individual as a graduate Practical Nurse for employment in the 


health care field.  Success in the job environment is greatly dependent upon 


regular attendance at work.  The attendance policies of the Practical Nursing 


Program are designed to prepare the individual for the work environment.

3.
Attendance for theory and clinical instruction is mandatory.  The required hours must be completed.  Students are allowed two days absent per level.  The third day absent is a make-up day in the clinical area.  More than three days absent per level is an automatic dismissal from the program.  Any student who is absent three consecutive days per level must have a physician’s excuse to return to the program.

4.
Each level objective must be met before the student can progress to the next 


level or graduate.  The faculty reserves the right and responsibility to 



determine if a student has successfully met the objectives and to advise 



counseling or other appropriate action concerning absenteeism, including 



dismissal from the program. 

5.
Students absent (3) consecutive days require a physician's statement indicating the nature of the illness along with permission to return to the program without restriction.



6.
Students are expected to attend all scheduled classes and clinical experiences.





THEORY HOURS

7:10 A.M. TO 2:40 P.M.





CLINICAL HOURS

7:00 A.M. TO 2:30 P.M.
NOTE: It may be necessary for students to adjust to a slightly different time schedule for short periods because of changed rotations, which may involve late afternoon duty.  Students will be notified in advance of the change.

7. All student absences must be reported to the Practical Nursing office thirty minutes prior to the start of the school day.
8. If it is determined by the faculty that the student is not adequately prepared for the clinical experience, they are dismissed from the clinical unit.  The clinical day will be recorded as an absence.  If the student has exhausted their allowed days absent for the level, the student is terminated from the program.
9. Tardiness will not be tolerated.  A student is only allowed one tardy/ permitted dismissal per semester for emergencies ONLY.  A tardy is defined as reporting to class no later than two hours after the designated start time or defined as leaving the classroom area no earlier than two hours before the designated completion time.
11.
Absence in the classroom/clinical area must be reported to the Practical Nursing Department  thirty minutes prior to the start of the experience.



12.       The Practical Nursing Program follows the HASD School Calendar.
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CRIME STATISTICS POLICY

1. The statistic for reportable crimes is posted on the bulletin board in the Practical Nursing                                        suite. 

2. On the first day of class, a campus security officer conducts a safety/security orientation with all incoming students.  

3. Procedure for reporting any incident:

A. The student can report the incident directly to any of the following:

· PN Faculty/PN Coordinator

· HACC Administrator/Principal 
· Campus security

· Police

B. The student should then notify the PN Faculty/PN Coordinator of the incident (if not already notified).

C. The PN Faculty/PN Coordinator will report the incident to the HACC Administrator/Principal (if unaware of the incident).

D. An incident report will then be completed by campus security.

The practical nursing program adheres to the campus unlawful Harassment or discrimination policy (248). The policy clearly defines the procedure to follow when a sex offense occurs.  This offense is considered a reportable crime and therefore will appear on the statistical report for the Hazleton Area School District that can be viewed at www.safeschools.state.pa.us. Registered sex offenders can be found at www.familywatchdog.us.

PARKING POLICY 

Student parking lots will be assigned, and students are not to park in any lot designated for faculty. Student’s cars may be towed if parked illegally or without permits at the expense of the students.   Students observed not following safe driving procedures would have their parking privileges revoked.  

All students must obtain parking permits at the Security office.   
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FACILITIES:

All theoretical instruction is held at the Hazleton Area Career Center.  This includes instruction in the nursing clinical laboratory and use of the Practical Nursing Library.


Clinical experience is completed at the Lehigh Valley Health Network, Hazleton, Pennsylvania, in the following areas:  if available, Medical-Surgical Nursing, Maternal-Child Nursing, Short Procedure Unit, Endoscopy, Emergency Room Services, and the Rehabilitation Unit etc.  Gerontology experience is offered, if available, at The Manor at St. Luke Village, Hazleton, Pennsylvania, and an Assisted Living rotation at Fritzingertown, Drums, Pa.  Observational experiences are also offered in various community agencies.
MAINTAINING A DRUG-FREE WORKPLACE:


The Hazleton Area Career Center maintains a drug free workplace.  The unlawful manufacture, distributions, dispensing, possession, or use of a controlled substance is prohibited, and actions will be taken against anyone - student, employee, and visitor - for violation of such prohibition.  If a student is convicted of drug distribution or possession, the court may suspend eligibility for TITLE IV Financial Aid - PELL and/or Direct LOAN.  If the student is convicted three (3) or more times for drug distribution, the student may become permanently ineligible to receive TITLE IV financial Aid.  Practical Nursing students MUST adhere to the Controlled Substances/Paraphernalia Policy #227 of the Hazleton Area School District. (See Board of Education – Policy www.hasdk12.org).
ADVANCEMENT AND PROMOTION:


A final grade of 83% in each subject area is required to pass the course and progress to the next level, according to the Satisfactory Progress Policy.  The clinical component ruling must be satisfactory to pass the course.  If the clinical rating is unsatisfactory, the student fails that Level, regardless of the theory grades earned.


Students are informed of their status for each specific course on an on-going basis and are given a transcript at the end of each level.  Remedial work is offered to any student who is having trouble in a specific course. ATI remediation tests are a good indicator of student progress. All students are required to purchase ATI books/tests for remediation prior to the start of the program. Results of ATI test will become part of the grade for the appropriate course.  

Each student must fulfill each level objective of the Practical Nursing Program, both theoretically and clinically, to progress to the next level or graduation.


At the end of each level, final grades for that level will be given to the student.
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STUDENT LEADERSHIP:


Each class with the guidance of a faculty member is given an opportunity to establish its own class student organization.  A faculty member may assist with the election of officers.

All Practical Nursing students of the Hazleton Area Career Center are encouraged to take an active part in their community and profession.  Hazleton Area Career Center Practical Nursing Students are chartered members of a nationally recognized organization known as HOSA-Health Professionals.  All students are encouraged to become active members.  
STUDENT ASSOCIATION:


Each student becomes a member of the student association when enrolled in the program.  The purpose of the association is to aid the student to grow personally and professionally and requires participation in the planning and administration of student activities. Election of class officers will take place at least one month after the start of a new class.  Meetings shall be held on a regular basis and parliamentary procedure shall be followed.

DUTIES OF CLASS OFFICERS:


PRESIDENT:



1.
To preside and conduct all class meetings.



2.
To report to a faculty member activities, problems, and concerns.


VICE-PRESIDENT:



1.
To assist the President with class meetings.



2.
To preside and conduct class meetings in the absence of the President.


TREASURER:



1.
To collect, record, and report monies.



2.
To provide faculty members with a monthly amount of all class 




monies.


SECRETARY:



1.
To record minutes of each class meeting.



2.
To read minutes of each previous class meeting and have them 




approved.


Class dues are optional.  Any monies acquired by the class must not be used for the personal benefit of any class member.

If the President resigns/is dismissed, the Vice President shall assume the office of the presidency.

If the Vice President/Secretary/Treasurer resign/is dismissed, a new election will be held.

If nobody in the student body wants to be elected to officers, the program coordinator/faculty will decide if the student association shall be terminated for that class.
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FIRE DRILLS / BOMB THREATS / LOCK DOWNS

Fire drills are required at regular intervals (by law) and are important precautions.  It is essential that when the first signal is given, everyone obeys promptly and clears the building as quickly as possible by the route posted near the door in each room.  Students are to remain outside the building until a signal is given to return inside.  The police will prosecute anyone tampering with the fire alarm system.


Students are educated on the procedure for a fire drill on the first day of class.  All students must adhere to the rules of Crisis Management as documented in the Crisis Management Reference Guide located on the Bulletin Board in the Practical Nursing Department.  

PRACTICAL NURSING LIBRARY OBJECTIVES:


1.
To allow students to expand their knowledge of the science and art of nursing.


2.
To encourage the student to acquire good habits of reading both in related 



scientific and cultural fields.


3.
To use time productively and enhance study skills.


4.
Use computers as a resource to enhance learning.
LIBRARY RULES:


1.
All books and magazines are to be signed out by the student before 



removal from the library.


2.
Books and pamphlets may circulate for one week and may be renewed, if 



necessary.  Renewals are permitted in most cases depending on other student's 


needs for certain information.


3.
Reference books cannot be signed out of the library.


4.
Consideration for fellow-nursing students should motivate each student to abide by 

these rules.  Books may be returned to the faculty member/secretary.
5.   All computers are used for the purpose of obtaining knowledge of the science and art                

nursing and should NOT be used for personal use. Students shall follow

      the HASD policy for Internet use. Policy #815 (see website www.hasdk12.org 
                  Board of Education - Policies)
STUDENT CONDUCT:
Students must abide by the rules and regulations of the Hazleton Area School District and the affiliating agency where assigned for clinical experience.  Students who do not act professionally, or do not follow the designated rules and regulations, can jeopardize the affiliation at the institution for all the students in the Program.  Such conduct may cause dismissal of the individual from the Program.  The affiliating clinical facilities have the right to expel a student from the facility for non-professional and/or incompetent behavior.  If a student is insubordinate in the classroom/clinical area, he/she will be subject to immediate dismissal from the program at the discretion of the Coordinator/Instructor.
MAKE-UP WORK AND EXAMINATIONS:


1.
All make-up work and examinations are planned with the individual student 


and the appropriate instructor.  It is the student's responsibility to contact the 


instructor the day of return from the absence.

2.
Any student who misses an announced test will be allowed to make it up at the first theory day after the absence only. If a student is absent on the day of a test, 5 points will be deducted from their test grade, UNLESS, the student has a legitimate (at the discretion of the instructor) reason for their absence.


3.
The student is responsible for all material presented to the class during their 


absence.


4.
If a student habitually misses test days, the status of the individual will be 



reviewed by the faculty and appropriate action will be advised.
5.
It is the policy for veterans receiving V.A. Educational Assistance Allowance 

that make up work is not permitted for the purpose of receiving V.A. training 

allowances (CFR 21.4254), unless this make up work is done within the 


confines of the school term.
CPR CERTIFICATION:

Practical Nursing students must be certified in CPR (ADULT and CHILD) before clinical experience begins. The Practical Nursing program will arrange for a CPR/AED class that is mandatory for all students.  If the student is unable to attend, it is the student's responsibility to arrange for completion of the course.  A student cannot take time off from school to attend a CPR class since one will be offered before the start of Level I in the PN suite. Current certification card must be submitted to the clinical instructor prior to the first clinical day.  The card will be copied, and the copy placed in the student's file.


Any student who does not have a current CPR card prior to each level will NOT be allowed to begin their clinical experience at this level, as this is a facility requirement.

CRIMINAL RECORD CHECK/CHILD ABUSE CLEARANCE:


  The PA State Police clearance, FBI clearance and the Child Abuse clearance must be on file prior to the start date of level I.  The cost of these clearances is the responsibility of the student.  If a student has a prohibitive offense contained in Act 14 of 1997 and the clinical facility refuses to allow that student to do their clinical rotation on site, the student will be absent on the days they are assigned to the clinical facility, and this may jeopardize him/her from completing the program.  Students are required to have an annual Pa. State Police Clearance one of which must be completed no more than three months prior to registering for the NCLEX-PN on the State Board of Nursing website.  This may result in a delay in taking the NCLEX-PN examination if the results of the Pa. Clearance are under the status “request under review.”
Students with a-non prohibitive offense must sign a form that they understand they may not be able to take the NCLEX-PN examination or train in the clinical facility that they were once terminated or dismissed from.  If a clinical site requests to see criminal background checks for cause, they can refuse a student to participate in the experience at their site.  This would result in the student having to withdraw from the program.  The Hazleton Area School District and the Practical Nursing Program are not responsible for any third-party decisions made by clinical affiliations, Pa. SBON, or future employers regarding licensure or employment.
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GRADUATION:

A certificate of completion is awarded to students who have successfully completed the program of studies.  The requirements of graduation are:

1. At the completion of Level III, students are given an ATI Comprehensive Assessment Examination.   Each student is given an individual score on his or her ATI Comprehensive Exam.  This score must meet the national norm score.  The student is required to reach at least a 90 -99% predicted probability of passing the NCLEX-PN before the student NEV will be submitted to the Pa. State Board of Nursing.  Faculty encourages on-going individual instruction throughout the program.  One week prior to graduation, faculty offers a comprehensive review to assist in preparation for the NCLEX-PN examination.  Faculty then assists students in registering for the NCLEX-PN examination.
2. Successful completion of all academic and clinical objectives of the program. 

3. Completion of all financial obligations with the Hazleton Area School District.

4. Prior to graduation, all required documentation must be completed by the student as directed by the Pennsylvania State Board of Nursing.


5. The individual will be allowed to graduate and/or receive the certificate of completion ONLY WHEN all the requirements of the Practical Nursing Program of the Hazleton Area Career Center, and requirements of the Pennsylvania State Board of Nursing are fulfilled.  All students who successfully complete the program MUST participate in the graduation ceremony and are responsible for any costs that are incurred.  
6. The graduate is eligible to take the NCLEX-PN examination.  The graduate has one year from program completion to take the NCLEX-PN Examination.  If a student delays taking the exam for longer than one year, the student is then required to petition the State Board of Nursing regarding the reason for the delay and for approval to take the exam.
7. Students must meet requirements of the Pennsylvania State Board of Nursing:

8. The Practical Nursing Program of the Hazleton Area Career Center, in accordance with the Pennsylvania State Board of Nursing advises all nursing students that felonious acts prohibit licensure in Pennsylvania as of January 1, 1986.  The following is taken from the law:

The board shall not issue a license of certification to an applicant who has been:


1.
convicted* of a felonious act prohibited by the Act of April 14, 1972 (P.L. 


233, No. 64), known as THE CONTROLLED SUBSTANCE, DRUG, 



DEVICE, and COSMETIC ACT", or


2.
convicted* of a felony relating to a controlled substance in a court of law of 


the United States or any other state, territory, or country unless:




a.
at least 10 years has elapsed from the date of the conviction.



b.
the applicant satisfactorily demonstrates to the Board 





significant progress in personal rehabilitation since the 





conviction such that licensure should not create a substantial 




risk of further violations; and




c.
the applicant otherwise satisfies the qualifications contained in 




this act.
Any student convicted of any crime (misdemeanor or felony) which includes judgment, an admission of guilt, or a plea of nolo-contendere prior to admission or during enrollment in the practical nursing program must notify the Coordinator of the program immediately.  Failure to do so will result in dismissal from the program.
STUDENT RECORDS:

Current and permanent student records are maintained and kept as defined by Federal and State law.  In compliance with (FERPA) the Family Educational Rights and Privacy Act, students are permitted to review their records.  Educational records are not transmitted to individuals or agencies outside the school or hospital without the student's written consent except as provided by law.  The school is not permitted to release without permission such information as the student's name, dates of attendance, awards received and participation in school activities.  All student records and financial aid records are kept on file.  Since the inception of the program, all practical nursing students have two (2) separate files: academic and financial aid. A separate file is maintained for health documents according to HIPPA regulations.  These records are maintained in locked, fireproof files in the Practical Nursing suite.

TRANSCRIPT OF RECORDS:

An official transcript will be sent only to the office of the agency named by the graduate. A release of information form must be signed prior to release of transcripts.  The fee for each official transcript is five ($5.00) dollars.

RE-ADMISSION:

Students who have withdrawn from the Practical Nursing Program and were in good academic standing at the time of withdrawal, may apply for re-admission to the program.  The individual must fulfill the policies and requirements in effect at the time of application for re-admission and is subject to class space availability. Students may apply for re-admission into the Practical Nursing Program one (1) time only.


Students academically dismissed may be considered for re-admission according to the advance placement policy, and the procedure outlined above applies, and must be followed.


Individuals who were dismissed for other than theoretical failure are NOT eligible for re-admission; this includes dismissal for failure of the clinical component of a course.
HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM

DRESS CODE:
CLASSROOM



As a member of the nursing profession, the Practical Nursing student should present a professional appearance:

1. Hunter green colored scrub top, scrub pants, lab coat, and official school ID



. 

2.
Students are to be properly and neatly attired.


3.
Stockings/socks and shoes must be worn at all times.

4.
School issued photo ID badge is to be worn at all times.

CLINICAL FACILITIES:

A nurse's uniform is a symbol of the profession and a reflection of the individual.  The student must be in complete uniform at all times when in the clinical setting.


1.
Wine colored scrub top, scrub pants, lab coat, and official school ID 

2.
Clean white shoes with white stockings/socks. NO SNEAKERS.
3. 
School issued photo ID badge is to be worn at all times. 
Specific rotations may require a particular dress code.  This will be addressed by faculty prior to the clinical rotation.

MALE AND FEMALE REQUIREMENTS:



1.
Hair to be off the face and above the collar.



2.
School issued ID photo badge is to be worn at all times.


3.
A watch with a second hand must be worn.
4. A bandage scissors is a necessary piece of equipment.
5. A penlight is a necessary piece of equipment.
6. A stethoscope is a necessary piece of equipment.


7.
A black pen and small notebook are necessary in the clinical area.


8.
Nails are to be short, filed, and clean.  Only clear nail polish is permitted.

            
NO artificial nails are permitted (due source of infection/safety).

9.
No jewelry is permitted except wedding band, watch with a second hand, and no more than two (2) sets of small button type earrings.

10.       Body piercing is not permitted.
11.
If scheduled for Obstetrics – the classroom uniform must be worn to and from area.  The student will be required to dress into a facility provided scrub when entering the labor and delivery area.
12.
Students are to be neat and clean in appearance.  Shoes and shoelaces are to be kept clean and white.

          

13.
The use of strongly scented perfumes or colognes, extremes in make-up or 


hairstyles and chewing gum are all prohibited in the clinical area.

14. 
A white lab coat must be worn and as required by specific departments. It must also be worn to obtain student’s assignment. The school issued photo ID badge is to be worn at all times. 

15. 
Cleaning and upkeep of the uniform is the responsibility of the individual student. Uniforms should be clean and well pressed.
16.       Tattoos are to be covered at all times.  For example, if an arm tattoo is visible, a sleeve must be worn.  If a neck tattoo is visible, a high neck must be worn, if a facial tattoo is present, use of appropriate make up to cover.
17. 
Hair color may not include unnatural color such as green, blue, etc.

18.  
Mustaches, beards, sideburns must be neatly trimmed and a reasonable length.

19.
Proper attire is required if picking up assignment information.  Lab coats must be worn with school issued photo ID.  Proper attire when obtaining clinical assignments excludes jeans, tank tops, shorts, sweatshirts, flip-flops, and/or tight or revealing clothing.


NOTE:  When in full uniform, which includes a photo ID you are perceived by the public as a representative of the HASD Practical Nursing Program, therefore, the uniform should not be worn when not directly affiliated with the school district and/or program.  
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GRIEVANCE POLICY:

PURPOSE


It is the policy of the Practical Nursing faculty to establish reasonable and effective means of resolving difficulties that may arise among students.

PROCEDURE


1.
A complainant shall first discuss his/her complaint with the instructor, with 


the objective of resolving the matter informally.

2. If unresolved within five (5) school days, the complainant initiating a grievance

shall present it in writing to the coordinator of the Practical Nursing Program within three (3) school days.


3.
If the Practical Nurse Coordinator does not respond or resolve the complaint 


within five (5) school days, the complainant may appeal to the Director of the 


Hazleton Area Career Center.


4.
Any complaint not resolved by the Director of the Career Center in five (5) 


school days will be referred to the Superintendent of Schools and the Hazleton Area 

Board of Education for final resolution within five (5) school days.


5.
Representation for the faculty will be the local association (HAEA), 



representation for the Board of Education will be their solicitor, and student 


representation will be the student organization. 


6.
All conferences will be documented and signed by the individuals involved.
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SMOKING, TOBACCO USE, AND CLEAN AIR POLICY:


1.
Purpose

Pennsylvania State legislation known as S.B. 96P.N., which was signed into law in December, 1988, mandates the development, posting, and workplace, in school buildings, school buses, on school grounds, or property owned or leased by or under the control of the Hazleton Area Career Center.  Two sections of this law are pertinent to school districts and area vocational-technical schools.



Section 3.5 of the above-referenced legislation, entitled "School Tobacco 



Control," indicates that tobacco use by pupils is prohibited in school 



buildings, in school buses, and on school property owned by, leased by, or 


under the control of the Hazleton Area Career Center.



Section 10.1 of the above-referenced legislation relates to "Clean Indoor Air 


Act (1988)," and is intended to protect the public health and to promote for the 


comfort of all persons by regulating and controlling smoking in meetings and 


in the workplace.


2.
Definition of Terms



The following definitions shall apply to this policy:




*
Smoking - Includes the possession of a lighted cigarette, cigar, 




pipe, or other lighted smoking equipment.




*
Tobacco - Includes smoking and use of smokeless tobacco in 




any form.




*
Public Meetings - Includes all meetings held in any public 





place, as defined below.




*
Public Place - Means an enclosed indoor area owned or 





operated by the Hazleton Area Career Center 






serving as a place of work for public employees or a meeting 




place for any group or organization, including an office, 





educational facility, auditorium, restaurant, meeting room, or 




public conveyance.

3.
Policy Statements



In compliance with the legislated mandate, it shall be the policy of the 



Hazleton Area Career Center that:




a.
Students are not permitted to use tobacco or to smoke in any 




school building, school bus, or on any property owned by, 





leased by, or under the control of the Hazleton Area 





Career Center.




b.
Employees are not permitted to smoke or use tobacco in school 




buildings, school buses, or on any property owned by, or under 




control of the Hazleton Area Career Center.




c.
Members of the public are not permitted to smoke or use 





tobacco at any meetings or in the workplace for employees of 




the Hazleton Area Career Center.




d.
Violation of the policy - It is understood that violation of this 




policy is punishable by a civil fine of not more that fifty (50) 




dollars.




e.
Notification of the enactment and enforcement of this policy 




which is in effect.





1.
The Director of Vocational Education shall develop 






procedures to implement and enforce this policy, which 





include:

(a)
Informing all students, employees, and parents 





by publishing in the student handbook of the 





Hazleton Area Career Center and through posted 

signs or other efficient means

(b)
The monitoring of all school buildings, school 

buses, and school property owned by, leased, or 

under control of the Hazleton Area Career Center.






(c)
The posting of “No Smoking" signs in each 







building, room, or place, and on the school 







grounds where smoking is prohibited.

SUBSTANCE ABUSE REGULATIONS:


The Practical Nursing Program of the Hazleton Area Career Center in accordance with the Pennsylvania State Board of Nursing advises all nursing students that felonious acts prohibit licensure in Pennsylvania, as of January 1, 1986.  The following is taken from the law:

The Pennsylvania State Board of Nursing SHALL NOT issue a license of certificate to an applicant who has been:


1.
convicted * of a felonious act prohibited by the act of April 14, 1972 (P.L. 233 


NO. 64), known as "THE CONTROLLED SUBSTANCE, DRUG, DEVICE 


and COSMETIC ACT", OR


2.
convicted * of a felony relating to a controlled substance in a court of law of 


the United States or any other state, territory, or country unless:




a.
at least ten (10) years has elapsed from the date of conviction;




b.
the applicant satisfactorily demonstrates to the Board 





significant progress in personal rehabilitation since the 





conviction such that licensure should not create a substantial 




risk of further violations; and




c.
the applicant otherwise satisfies the qualifications contained in 




this act.



A person convicted of any felonious act may be prohibited from licensure by 


the Board of Nursing at any time.




* Convicted includes a judgment, an admission of guilt, or a plea of 



nolo contendere.

The Practical Nursing program of the Hazleton Area Career Center must adhere to the Drug Awareness policy of the Hazleton Area School District.  Policy #227 (see website www.hasdk12.org Board of Education - Policy)

HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM

INFECTIOUS DISEASE POLICY:


To prevent the accidental transmission of any infectious disease, such as AIDS, the faculty and students of this program will implement current recommendations from the Public Health Service.


All students and instructors will follow the guidelines for patient contact as defined by the Center for Disease Control:


1.
Gloves will be worn for ALL CONTACT with blood, urine, feces, or any 



body fluid.


2.
Masks and goggles will be worn during procedures that are likely to generate 


air-borne droplets of blood or other body fluids.

3.
Disposable gowns will be worn anytime there is a chance of soiling a uniform with blood or other body fluids.  If uniforms are soiled with blood or other body fluids, the student must follow the facility policy for laundering the soiled uniform. 


4.
Resuscitative devices (i.e., Ambu bags, etc.) will be used rather than mouth-to-


mouth resuscitation.


5.
To prevent needle-sticks, needles should NOT be recapped.  After use, sharps 


should be placed in puncture-resistant containers for appropriate disposal.  In the 

                        event of an accidental contaminated needle stick the exposure follow up procedure   


policy of the facility will be followed.


6.
Wash hands prior to and immediately after patient contact.

7. Equipment and supplies necessary to minimize the risk of infections with HIV and blood-borne pathogens will be supplied by the school and/or clinical agencies.

8. All students must adhere to the infectious disease policy of the clinical facility where they are assigned.


All students are inserviced on blood-borne pathogens by a facility representative/faculty

            prior to their clinical experience.

HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM

UNIFORM, SUPPLIES, AND BOOK ORDERING INSTRUCTIONS:
STUDENT:


The following uniform items are mandatory:



Hunter green colored/wine colored scrub uniform and white lab coat
White Shoes and White Stockings/Pantyhose/Socks


1 School issued photo ID badge


1 Pair Bandage Scissors



1 Stethoscope



Wristwatch with a second hand



Penlight

The students are responsible to purchase their own uniforms and supplies.  Uniforms will be ordered during orientation prior to the official start of the program.  
REQUIRED TEXTBOOKS:

The Practical Nursing Program will provide the student with a list of required textbooks.  The student may choose to purchase the books through a vendor of their choice. 
It is MANDATORY all students purchase the series of ATI books/tests/software.  The student will receive an email with all the instructions on ordering the ATI program prior to the start of class.
Uniforms and books are mandatory and are to be available the first day of school. Failure to have books and uniforms can forfeit you starting the program. 

HAZLETON AREA CAREER CENTER

PRACTICAL NURSING PROGRAM
In addition, the following Hazleton Area School District policies are to be followed:

Website: www.hasdk12.org – Board of Education - Policies
1. Terroristic Threats/Acts #218.2 
2. Tobacco Use #222

3. Controlled Substances/Paraphernalia #227
4. Use of Metal Detectors at School Facilities #226.1
5. Unlawful Harassment #248

6. Bullying/Cyberbullying #249

7. Acceptable Use of the Internet, Computers and Network Resources #815

8. Electronic Devices #237

9. Weapons and Dangerous Instrument Policy 218.1

Hazleton Area Career Center

Practical Nursing Program

Book List - Class #71
	Author
	Name
	Publisher
	ISBN #

	Dahlkemper
	Anderson’s Caring for Older Adults Holistically
	F A Davis                    7th Edition 2020

	13: 9780803689923

	Knecht
	Success in Practical Nursing
	Elsevier                    10th edition 2023

	13: 9780323810173


	Lutz, 
	Nutrition and Diet Therapy
	FA Davis                   8th edition 2023

	13: 9781719645867

	Patton
	Structure and Function of the Body

Study Guide
	Elsevir, Study Guide                16th edition 2020

	13: 9780323598255



	Patton
	Structure and function of the Body
	Elsevir,                   16th edition 2020

	13: 9780323597791

	Timby

Timby
	Fundamental Nursing Skills and Concepts

Workbook for Timby’s 

Fundamental Nsg Skills/Concepts
	Lippincott                12th edition 2021

Edition 12
	13: 9781975141769
13:

9781975159658


	Linton

Linton
	Introduction to Medical Surgical Nursing

Study Guide Med Surg Nursing


	Elsevier                    8th edition 2023
Edition 8
	13: 9780323826716

13:

9780323826723



	Olsen
	Medical Dosage Calculations
	Olsen                        11th edition 2016                            

	13: 9780133940718

	Hopkins
	LabNotes 
	F.A. Davis                3rd edition 2015


	13: 9780803644014

	Saunders
	Nursing Drug Handbook 2025
	Kizior & Hodgson
Edition 1
	13: 9780443120480


	Leifer
	Introduction to Maternity and Pediatric Nursing                             
	Leifer                            Edition 9 2023

	13: 9780323826808

	Dahlkemper
	Anderson’s Nursing Leadership, Management and Professional Practice for the LPN/LVN


	2021

Edition 7
	13: 9781719641487

	LWW
	IV Therapy Made Incredibly Easy


	2018

Edition 5
	13: 9781496355010



	
	
	
	


After carefully reading this student handbook:


1.
Sign below


2.
Detach this sheet


3.
Return to the faculty


This is to verify that I have read, understand, and agree to abide by the rules and regulations of the Practical Nursing Program of the Hazleton Area Career Center.




















Student's Signature




















Date
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