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Preface 
The faculty and staff would like to welcome each student to the Practical Nurse Program.  

This Student Handbook provides information concerning the school organization, 

philosophy/objectives, school policies, and services/facilities. 

 

When admitted to the school, students are required to have the Student Handbook.  Each 

student is responsible for reading the Student Handbook, and will be held accountable 

for the information. Understanding the policies and expectations of the school will help the 

student successfully complete the program.  The Student Handbook is reviewed and revised 

annually. 

 

The Practical Nurse Program reserves the right to make changes in the school calendar, 

activities, policies, and fees whenever unexpected circumstances arise.  The changes will not 

jeopardize the standing of any student. 

 

Practical Nurse’s Pledge 
I solemnly pledge myself before God and in the presence of this assembly, to faithfully 

practice my profession of nursing.  I will do all in my power to make and maintain the highest 

standards and practices of my profession.  I will hold in confidence all personal matters 

committed to my keeping in the practice of my calling.  I will loyally assist the physician in 

his work and will devote myself to the welfare of my patients, my families and my 

community.  I will endeavor to fulfill my rights and privileges as a good citizen and to take 

my share of responsibility in promoting the health and welfare of my community.  I will 

constantly endeavor to increase my knowledge and skills in nursing and to use them wisely.  I 

will zealously seek to nurse those who are ill wherever they may be and whenever they are in 

need.  I will be active in assisting others in safeguarding and promoting the health and 

happiness of mankind. 

 

Marion G. Howell, R.N. Dean Emeritus 

Frances Payne Bolton School of Nursing 

Case Western Reserve University, Cleveland, Ohio 
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I.  School Organization 
A. Board of Education 

John M. Rinaldi, President 

Scott Russ, Vice President 

Kim Brown 

 David Kaminski 

 Eric Resnick 

 

B. Administration 
Jeff Talbert, Superintendent 

Mallory Floyd, Deputy Superintendent 

           Jason Dixon, Assistant Superintendent 

           Tad Ellsworth, District Business Manager 

           Jeff Gruber, Treasurer 

           Marilyn VanAlmen, Adult Community Education Director 

 

II. School Philosophy 
A. Adult Career & Technical Education Vision/Mission/Goals 

● Vision 
 Provide a continuum of learning opportunities to empower adults to achieve their 

 goals, become lifelong learners, and be successful workers and citizens. 

● Mission 
 Provide the personal and professional development skills for our adult learners 

 to obtain industry credentials for career employment in Northeast Ohio in-demand 

 jobs, and future success in life. 

 

B.  Practical Nurse Program Philosophy 
We believe that all individuals who possess the academic aptitude and ethical aptitude, 

regardless of race, color, religion, national origin, handicap, gender, ancestry, age, or 

marital status can pursue an education to become a practical nurse. 

 

Individual 
We believe that the individual is a holistic being with physiological, psychosocial, 

cultural, and spiritual needs.  Individuals have basic human needs related to health and 

must focus on meeting these needs.  The individual’s ability to meet basic human needs 

will depend on a variety of factors.  Life events, including economic, political, religious, 

spiritual, cultural, and growth and developmental experiences, may affect the needs of the 

individual.  Individuals are constantly striving to achieve independence and fulfill basic 

human needs throughout the life span from conception to death. We believe that the basic 

human needs are essential to all individuals.  Patients, families, and additional significant 

others are considered to be individuals. 
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Environment 
The individual functions within society.  Society is composed of individuals who are part 

of a dynamic community in which living, working, and socialization takes place.  

Communication skills are used with the community to establish and maintain 

interpersonal relationships and to document observable events. The environment includes 

a variety of health care settings where individuals may go to receive nursing care for 

acute and chronic health care needs. 

 

Health 
Health is on a dynamic continuum from wellness to illness.  Optimal wellness occurs 

when the basic human needs of the individual are met.  Illness results when these needs 

are not met. Movement along the continuum is an individual experience that is influenced 

by internal and external factors. 

 

Nursing 
Nursing is an art and science that uses the nursing process to assist individuals or groups 

of individuals to achieve optimal wellness.  Nursing incorporates concepts from the 

physical, biological, social, behavioral and technological sciences when assessing, 

planning, implementing, and evaluating nursing care of individuals or groups of 

individuals.  Nursing care occurs in a wide range of settings.  A variety of health care 

members are involved in accomplishing the goal of assisting individuals or groups of 

individuals to achieve optimal wellness.  Practical nurses are members of the health care 

team and function at the direction of others. 

 

Practical Nursing 
The practical nurse functions at the direction of a licensed physician, dentist, optometrist, 

chiropractor, podiatrist, advanced practice nurse, certified nurse midwife, certified nurse 

practitioner, certified registered nurse anesthetist, clinical nurse specialist, physician 

assistant and registered nurse.  The practical nurse applies content from the physical, 

biological, technological, and social and behavioral sciences in safely performing 

therapeutic nursing interventions.  Within the scope of practice, practical nurses 

contribute to the nursing process, which involves data collection, planning, 

implementation, and evaluation during the delivery of nursing care. Practical nurses 

demonstrate knowledge of legal, ethical, historical, and emerging issues in nursing, 

including the law and rules that regulate the practice of nursing. Practical nurses 

demonstrate the principles of leadership in relation to the delegation of nursing tasks 

within the scope of practical nursing.  Practical nurses deliver nursing care in a variety of 

health care settings to individuals and groups of individuals who are unable to meet basic 

human needs, including end of life care.  The practical nurse uses the nursing process and 

patient teaching as strategies to assist an individual or groups of individuals in the 

promotion, maintenance, and restoration of health.  The practical nurse collaborates with 

the individual, families, and other significant individuals to provide teaching that 

empowers the individual to make informed decisions about health.  Practical nurses are 

prepared to safely administer medications and assist with self-administration of 

medications. 
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Nursing Education 
Nursing education involves the student as an active participant in learning.  A variety of 

teaching strategies are employed to guide the student in learning.  Practical nurse 

graduates apply principles of critical thinking in the delivery of nursing care and are 

responsible and accountable to continue learning as a life-long process.  Practical nurse 

education prepares graduates for entry-level health care positions. 

 

C. Practical Nurse Program Code of Ethics*  

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

2. Promote and protect the physical, mental, emotional, and spiritual health of the patient 

and his/her family. 

3. Fulfill all duties faithfully and efficiently. 

4. Function within established legal guidelines. 

5. Accept personal responsibility for his/her acts, and seek to merit the respect and 

confidence of all members of the health team. 

6. Hold in confidence all matters coming to his/her knowledge, in the practice of his/her 

profession, and in no way at no time violate this confidence. 

7. Give conscientious service and to charge just remuneration. 

8. Learn and respect the religious and cultural beliefs of his/her patient and of all people; 

9. Meet the obligation to the patient by keeping abreast of current trends in health care 

through reading and continuing education; and 

10. As a citizen of the United States of America, uphold the laws of the land and seek to 

promote legislation that will meet the health needs of its people. 

*  Reprinted with permission of the National Association for Practical Nurse Education Service. 

 Copyright 1992. 

   

III. Practical Nurse Program Outcomes 
A. Level  I  

1. Identify concepts from the physical, biological, technological, social, and 

 behavioral sciences when providing nursing care to individuals or groups of 

 individuals, including end of life care. 

2. List the steps of the nursing process within the scope of practice for practical 

 nurses in meeting basic human needs across the life span.   

3. Define basic communication skills used to collaborate with individuals, families, 

 other significant individuals, and members of the health care team. 

4. Define principles of recording and reporting. 

5. Identify basic critical thinking principles used to assist individuals to meet basic 

 human needs. 

6. Define basic legal and ethical principles within the scope of practice for practical 

 nurses. 

7. Identify beginning leadership principles in relationship to the delegation of nursing 

 tasks within the scope of practice for practical nurses. 

8. Accept responsibility for personal and professional growth. 

 

B. Level II 
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1. Apply knowledge from the physical, biological, technological, social, and 

 behavioral sciences when providing nursing care to individuals or groups of 

 individuals, including end of life care.  

2. Describe the steps of the nursing process within the scope of practice for practical 

 nurses in meeting basic human needs of individuals and groups of individuals 

 across the life span.      

3. Demonstrate basic communication skills used to collaborate with individuals, 

 families, other significant individuals, and members of the health care team. 

4. Demonstrate beginning skills of recording and reporting. 

5. Demonstrate competency in pharmacotherapeutics, including medication 

 administration and assistance with self-administration of medications for adults 

 across the life span. 

6. Describe critical thinking principles used to assist individuals to meet basic human 

 needs. 

7. Discuss legal and ethical principles within the scope of practice for practical 

 nurses. 

8. Demonstrate beginning leadership principles in relationship to the delegation of 

 nursing tasks within the scope of practice for practical nurses. 

9. Assume responsibility for own personal and professional growth. 

 

C. Level III 
1. Integrate knowledge from the physical, biological, technological, social, and 

 behavioral sciences when providing nursing care to the individuals or groups of 

 individuals, including end of life care. 

2. Utilize the nursing process within the scope of practice in meeting basic human 

 needs of individuals and groups of individuals across the life span.     

3. Utilize communication skills to collaborate with individuals, families, other 

 significant individuals, and members of the health care team. 

4. Apply principles of recording and reporting. 

5. Demonstrate competency in pharmacotherapeutics, including medication 

 administration and assistance with self-administration of medications across the 

 life span. 

6. Apply critical thinking principles used to assist individuals and groups of 

 individuals to meet basic human needs. 

7. Apply knowledge of legal and ethical principles within the scope of practice for 

 practical nurses. 

8. Demonstrate leadership principles in relationship to the delegation of nursing tasks 

 within the scope of practice for practical nurses. 

9. Initiate behaviors that increase nursing knowledge and competency in nursing 

 practice. 

 

D.   Practical Nurse Program Conceptual Framework 
The conceptual framework is the organization of major concepts from the philosophy and 

outcomes that provides direction to the teaching and learning process.  The conceptual 

framework is used to design the curriculum and it reflects an eclectic approach using 

ideas from various nursing theorists. 
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The concepts, as described in the philosophy, provide a relationship between the courses 

in each level and are as follows:  individual, environment, health, nursing, practical 

nursing and nursing education.  These concepts are represented as horizontal threads on 

the conceptual framework model. 

 

The concepts that provide consistency throughout each level are:  basic human needs, 

communication skills, nursing process, legal and ethical principles, and critical thinking.  

These concepts are represented as vertical threads on the conceptual framework model. 

 
            

CONCEPTS 
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                 Beginner      Successful Graduate 

                 Level I   Level II   Level III 

            (Introduction to Nursing & Nursing I) (Nursing II & III)  (Nursing IV & V) 

 

The following legend is used to demonstrate internal consistency within the curriculum. 

 

I – Individual 
 I-1 Basic Human Needs 

● Communication 

● Ego Integrity 
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● Nutrition 

● Oxygenation 

● Activity 

● Elimination 

● Safety 

● Comfort 

E – Environment 
 E-1 Communication Skills 

H – Health 
 H-1 Wellness/illness continuum 

N – Nursing 
 N-1  Nursing Process 

PN – Practical Nursing 
 PN-1 Legal and Ethical Principles  

NE – Nursing Education 
 NE-1 Critical Thinking 

 

IV. School Policies 
A. Student Code of Conduct Policy 
Students are expected to follow a set of patterns and attitudes of behavior that are 

conducive to a professional learning environment. This “code of conduct” is expected of 

all students as they progress through their program of study  These expectations are 

described below so that students understand that failure to meet these expectations may 

affect their performance, and ultimately their ability to successfully complete their 

program. 

a. A positive learning environment shall be maintained and classes will begin on time as 

scheduled. Students should assemble in the assigned classroom and not in the 

hallways.   

b. Class participation is an important part of the learning process. However, do not 

interrupt. Raise your hand and the Instructor will give you an opportunity to ask a 

question or make a comment.  

c. If a student does not understand what is being presented or needs clarification - ASK.  

If a question needs to be asked regarding material covered at another time, please ask 

during break, lunch, or downtime in the classroom. 

d. Paper, writing utensil, and books are required each day in class.  Daily reading 

assignments must be done ahead of the class in which the assignment will be 

discussed.  All written homework is due the following class day unless otherwise 

stipulated by the Instructor. 

e. It is the responsibility of all students to maintain a clean environment. 

f. Students will be respectful as they interact with the faculty, staff, and other students. 

g. Students will bring a positive attitude to class each day.  

h. Students should set short and long-term goals in order to achieve success in the 

program. 

i. Students should strive to be a contributing member of the ACTE community and apply 

these skills in other settings as well as through community service. 
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j. Students will experience new and/or different educational related experiences while 

enrolled at ACTE. These experiences will benefit them both at school and outside 

school. 

 

Unacceptable Behaviors 
If a student exhibits any of the following unacceptable behaviors, action will be taken 

according to the Consequences detailed in the next section.   

a. The use of any tobacco products (cigarettes, cigars, smokeless tobacco, e-cigarettes, 

and vapor) inside the building or anywhere on school grounds other than specified 

location or inside their personal vehicles.  Smoking cessation information will be 

offered to students during the school year. 

b. Disrespectful behavior towards any staff member or fellow students; including but not    

limited to verbal altercations, yelling, refusing to listen or take directions, negative 

gestures or refusing to participate in class. 

c. Exhibiting a lack of interest in the classroom or at the clinical site; including but not 

limited to sleeping, daydreaming, not logging in to classroom or online experience, 

and not listening to the Instructor or Preceptor.  

d. Use of profanity or other inappropriate language in the classroom, online, or other 

school premises 

e. Poor hygiene including oral hygiene. 

f. Leaving the face-to-face or online class or clinical without permission. 

g. Destruction or theft of school property or personal belongings. 

h. Cheating/plagiarism on any graded assignment & clinical paperwork 

i. Use of cell phones or other electronic devices in the classroom. Note: Cell 

phones/electronic devices are to be turned off or on silent and put in your locker 

during class time. If they are to be used in class, it is for instructional purposes only. 

Students should check phones during breaks and/or lunch. If the student is anticipating 

a call, the caller will need to call the school secretary and the message will be given to 

the student. 

 

Consequences 
The following process will be used to determine the actions that will be taken for 

unacceptable behaviors. 

a.  First Occurrence: Student will be issued a verbal warning by the instructor face-to-

face or by email within a week.  The Coordinator and Success Coach  (if available)  

will be informed.  The student will receive a verbal warning in writing via email or in 

person.  The program coordinator will file the verbal/written warning in the student’s 

discipline file in the coordinators office. 

b. Second Occurrence: Conference with the student, the Instructor, Success Coach if 

needed, and Program Coordinator will take place within a week.  The student will 

receive a written warning and will be given a chance to sign it and comment.  A copy 

of the written warning will be kept in the program coordinator’s discipline file and the 

student will receive a copy. 

c. Third Occurrence: Conference with the student, Instructor, Success Coach if needed, 

and Program Coordinator will take place ASAP. The student will be dismissed from 

the program. 
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Immediate Removals   
The following incidences will result in the student immediately being sent home. A meeting 

will be scheduled with the Program Coordinator, Instructor and Success Coach to determine 

the next step of discipline, which may include permanent dismissal from the program. 

a. Physical and/or verbal altercation with staff or fellow students. 

b. Use/possession of weapons, instruments of violence, or any look-alike item (including 

toys) that could be used to intimidate, maim, injure, or disrupt are prohibited. These 

include, but are not limited to guns, knives, brass knuckles, chains, rings, hat pins, 

sticks/bats, glass or sharpened items, etc. 

c. Use/possession of a “controlled substance”, medical marijuana, or alcohol. 

“Controlled substances” are drugs that are illegal under the Federal Controlled 

Substance Act. Any “controlled substances”, medical marijuana, or alcohol 

confiscated by staff will not be returned. A student may be required to submit to a drug 

screen, if substance abuse is suspected.   

d. Violation of confidentiality. 

e. Harassment of any kind, including bullying, verbal, sexual and/or physical 

threats/altercations. 

  

Classroom Environment 
a. An atmosphere conducive to learning shall be maintained and classes shall begin 

on time as scheduled.  

b. Students must be signed in and in their seat before the beginning of class.  

c. Classroom breaks are at the discretion of the instructor. 

d. Students shall assemble in the assigned designated area and not in the hallways.  

After completing a test, students are not to gather in the hallways. 

e. Any student who is disrespectful, annoying to the class, or causes an unreasonable 

amount of disruption shall receive counsel from the instructor.  Should the offense 

be repeated, the student shall be asked to leave the class.  Disciplinary action will 

be taken. 

f. Any student who has been sent from a class because of annoyance or disrespect 

shall not be readmitted without permission from the Coordinator and the instructor.  

The student will be counted absent from class during this time period. 

g. Any student attending class and deemed unprepared by the instructor will be 

dismissed and counted as absent. 

h. No food or drinks are allowed in the computer lab or the skills lab.   

i. No food is allowed in the classrooms. Classrooms will be locked during the lunch 

period.   

j. Cell phones, Smart Watches, and any other electronic device are not to be into the 

classroom unless permitted only for classroom use by the nursing instructor.  They 

should be secured in your assigned locker. 

k. No ear buds are allowed in the classroom. 
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B.  Student Satisfaction Surveys 
 Students are given the opportunity to provide feedback on the program and the 

 instructors. The feedback is taken seriously and used by faculty and administration as a 

 means to improve the program and provide students with a quality education.  

 

C.  Dress Code Policy (In-School and Clinical) 
The Practical Nurse Program has specific dress codes as follows for clinical and in-

 school.  Students with inappropriate dress will be sent home to change. Time missed 

 will count against their attendance.  The specifics of the dress code are: 
1. In-School  

 All students are to wear scrubs. Students may choose the color and style. 

 Shoes must be closed toe and closed heels. 

 Sweater or a front-zipper sweat jacket may be worn in cold weather. 

 No hats, beanies, or hoods will be allowed. 

2. Clinical 

 All students will have their hair up and off collar. 

 All students will have hair that is natural in color. 

 Males will be clean shaven or beards/goatees will be trimmed, no longer than 

¼ inch. 

 No headgear, scarves, beanies will be allowed. Only modest religious head 

gear allowed. 

 Jewelry will be limited to a wedding set; earrings will be small, less than dime 

size and button type, only one pair. 

 Fingernails will be short and clear nail polish only. No fingernails past the tip 

of your finger. No artificial nails 

 No body piercings, including tongue piercings will be permitted.   

 Students are to wear the official uniform of The Practical Nurse Program 

Canton City School District (Hunter green scrub top &  bottoms and the 

official white lab coat), clean and wrinkle free. 

 Official program issued lab coats are prohibited when performing patient care. 

 Badges are to be worn at all times. 

 Shoes will be all white and clean. Closed toe and closed heels. Socks must be 

white. 

 Visible tattoos are to be covered if the clinical site requires. 

 

D.  Cheating/Plagiarism Policy  
1. Cheating is the act or an instance of fraudulently deceiving, to violate rules 

dishonestly (Merriam-Webster Dictionary).  Plagiarism is the practice of taking 

someone else's work or ideas and passing them off as one's own (Merriam-Webster 

Dictionary).   

2. During tests, quizzes, and graded assignments, all items are to be removed from the 

top of the student’s desk. 

 Students’ responsibilities: 
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a. Students who observe another student cheating must alert the faculty that 

cheating is observed. This can be done in a discreet manner, giving the 

name of the person being accused. 

b. Electronic tests, quizzes, and assignments will not be accepted if 

resubmitted. 

 Faculty’s responsibilities: 

a. Maintain security of all tests. 

b. Visually observe class while test and/or quiz is being taken.  

c. Observe the suspected student for unusual behavior. 

d. Observation of cheating will result in the faculty member (1) taking the 

test paper and giving zero points, (2) asking the student to leave the room, 

and (3) accompanying the student to the Coordinator’s office after the 

class is over. 

e. Monitor assignments turned in for evidence of cheating/plagiarism. 

3. Consequences of cheating/plagiarism 

a. First incidence – verbal and written warning. 

b. Second incidence – dismissal from school.  

 

E.   Classroom Attendance Policy 
1.  School Philosophy on Attendance 
 a. The faculty believes there is a clear correlation between attendance and  

  achievement. Attendance in a nursing program is vital. 

 b. The attendance policy enforces individual student responsibility and enhances  

  potential for student achievement. 

 c. Students are required to attend scheduled theory classes, lab, and assigned clinical 

  experience to meet the objectives of the program. 

 d.   Daily attendance records for theory, lab, and clinical experience will be  

  maintained. 

 e.   School attendance is looked at critically when staff are requested to give a  

       recommendation for the student’s future employment. 

 f. Absence will affect a student’s eligibility for receiving continued financial  

  aid.   

 g.   The government financial agencies and the program's accrediting agencies  

  require documentation of the stated course hours. 

2. Attendance Procedures 
a.  Any class time missed due to absence, apart from the following exceptions, will 

be tracked and counted: 

 Funerals – a copy of an obituary or funeral program for an immediate family 

member (defined as a spouse, parent, child, brother, sister, mother-in-law, 

father-in-law, step parents, step children, foster parents, foster children and 

grandparents) is required upon return to class. 

 Jury duty – a copy of the jury duty summons letter is required upon                  

return to class. 

 Court appearance – a copy of the court summons is required upon                   

return to class. 
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 Hospitalization –An emergency department stay up to two times per academic 

year and all in-patient admissions for self or minor children.  A copy of a 

discharge release form is required upon return to class. 

b.   Students are expected to attend all assigned classes 

c.   Attendance at the clinical experience is mandatory  

  d.    Quizzes given during absence cannot be made up.  The student   

    will receive a zero (0) for missed quizzes, unless it is for bereavement, jury  

                    duty, court, or hospitalization. 

  e.   The student’s attendance record is maintained by the program coordinator and  

    electronic gradebook. 

 f.   Missing one day of the full-time day class will be recorded as missing six  

    (6) hours, 360 minutes. 

 g.   Extended illness: an illness of 3 to 5 consecutive days, with a doctor’s written 

    verification, may be counted as one (1) "absence occurrence". One such  

    extended absence will be allowed within the program  (this does not include 

    clinical/observation or lab hours). 
 h.   All appointments (doctors, dentists, teacher conferences, job interviews, etc.) 

         must be made outside of scheduled school hours. 

 i.   After missing a total of 20 class hours, the student will be advised of the amount  

    of hours missed in writing. At this time a written action plan for improving  

    attendance will be submitted by the students.   

j.     After missing a total of 30 class hours, the student will be placed on   

  probation status. The student will be advised of the probation status and the  

        amount of hours/minutes missed.  A new action plan will be developed by the                     

                   students and will be submitted. 

k. After missing a total of 40 class hours, the student will meet with the Coordinator  

       to discuss their attendance and review the action plan for improving their  

                  attendance. 

 l. After missing a total of 50 class hours, the student will meet with the   

  Coordinator, and will be dismissed from the program. 

 m.  If quarantine is instituted by the Health Department, the student will maintain  

       their attendance through online course provided by the class instructor. 

  n.   If quarantine is instituted at a clinical facility, it may only apply to  

                  visitors/families.  The student assignment will remain in effect if deemed  

                  appropriately by the Program Coordinator  

 

       Reporting Off for Class 

 Excused Absence 

   a.    To report off, the student is required to call the school office (330-438-2556)  

      before 8:00 AM on the morning of class.   If there is no answer, leave a message  

  with the program secretary state your name, instructor’s name, and reason for  

  reporting off.   

b.   For online classes, the student is required to email their instructor before class is to  

  meet. 

c.   Students without a telephone or internet access must still follow the above  

      procedure. 

d.   Failure to follow the reporting off policy will result in an Unexcused Absence.  



  2020-2021 

15 
Revised 7/13/2020 clh 

 Unexcused Absence 
Unexcused Absence is the failure to follow the policy/procedure for reporting off    

for either class or clinical experience. 

       a.  Student will receive a grade of zero (0) for tests, quizzes, and assignments and  

clinical failure for clinical experience missed. (Tests, homework assignments, 

and quizzes cannot be made up, except for bereavement, jury duty, court 

summons, and hospitalization. Official documentation is required.) 

b. A grade of zero (0) will be averaged in the grade for the course.  

c. An Unexcused Absence will be reviewed by the faculty and can result in 

dismissal from the program. 

d. Leaving class early without notifying the instructor and/or not clocking out is 

considered as Unexcused Absence.  

After five (5) consecutive days of not reporting off, it will be recommended that 

the student be dismissed from the program. 
 

F.   Classroom Tardiness Policy 
  1.   School Philosophy on Tardiness  

PNP defines tardiness as being one hour or less late to the start of a class or returning 

from breaks or lunch. Being on time to class and returning from breaks and lunch is an 

essential requirement in the working world, and therefore is equally important to the 

PN program because:  

a. Missing class time affects the student’s ability to master the subject matter. 

b. Tardiness can be disruptive to the class. 

c. The concentrated nature of the program does not provide the Instructor adequate  

 time to provide individual instruction for missed class time on a continuous basis. 

  2.  Tardiness Procedure 

       a.   The Instructor will record all time missed due to being late for class or  

   returning  

                  from breaks or lunch, regardless of the reason. Time missed will be tracked and  

                  counted against attendance. 

b.  During quizzes or tests, students that are tardy will be able to complete the quiz or  

 test in the  remaining time allotted.  

c. Habitual tardiness will be handled on an individual basis with a conference with 

      the Instructor and Success Coach and Program Coordinator. 

d. Every minute of a tardy/leaving early will be counted against your attendance.  

e. Students who arrive at 0800 and 1300 or later will be required to clock in.  The 

sheet must be handed to your instructor when you enter class after clocking in. 

f. When tardy/leaving early from an online class, each minute will be counted against 

your attendance. 

g. Failure to clock in/out for face-to-face class will result in entire time of class 

recorded as absent. 

h. Students must sign in prior to class. Write name legibly. Sign-in must be done 

      by the student personally, not designated to someone else. 

i. The instructor is not responsible for verifying your presence in the classroom. 
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Return to Class after an Absence or Tardiness 
a. After an excused absence or tardiness, the student is responsible for contacting the 

instructor for making up theory/clinical assignments and tests as soon as possible on 

the first theory day back. 

b. An alternate test will be administered. 

 Tests are to be made up during the time frame that is convenient for the instructor. 

 Failure to follow procedure will result in a grade of zero (0) for the test. 

 Tests and quizzes may NOT be taken early. 

 

 

 

G. Clinical Policies 

Clinical Experiences 

a. Are an integral part of a student’s overall performance. 

b. Provide a nursing student with the opportunity to practice cognitive, psycho-motor, 

and affective skills in the performance of a variety of basic nursing functions with 

individuals or groups across the life span. 

c. Provide a nursing student with the opportunity to practice technical skills. 

d. The clinical experience is 100% mandatory as per the Ohio Board of Nursing. 

Clinical Experience Evaluation Forms 

a. The Clinical Experience Evaluation Forms are used to evaluate the student’s 

performance at the clinical site. Following is the grading key for clinical: 

     (S)  Satisfactory - meets established standards/policies. 

 (U) Unsatisfactory - has not met all objectives satisfactory, has disregarded established 

policies, has used poor judgment, or has not followed “Safe Practice” in the Student 

Handbook. 

    (IN)  Improvement Needed - needs improvement either performing standards or 

knowing rationale for standards. 

b. Students will be evaluated for each clinical experience level. More frequent 

evaluations will be done as needed. 

c. Students are asked to make comments regarding their progression. 

d. The instructor must make some type of feedback, whether the student has had a 

positive clinical experience or document constructive criticism for any behavior 

needing improvement or unsatisfactory behavior. 

e. Each level has a slightly different evaluation form. 

f.  The student must be satisfactory in all the clinical objectives to pass the clinical 

experience for that course level. If an NI, or Unsatisfactory is received by the student 

at the end of a Level, the student will not be able to progress to the next nursing Level 

and will be dismissed from the program. 

 

Clinical Environment 
a. Described as a place where students take the knowledge gained in classroom theory 

and apply it to the clinical experience. 

 



  2020-2021 

17 
Revised 7/13/2020 clh 

Clinical Paperwork Requirements 
a. Two (2) different clinical paperwork failures will result in or be equal to one clinical 

failure.  

b. A clinical failure for paperwork will not be made up for any reason. 

 

Criteria for Clinical Experience 
a. The criteria for clinical experience grading must show satisfactory progression through 

the program. 

b. The clinical experience evaluations are based on the competencies required for Level 

I, Level II, or Level III. 

c. A student must complete and pass the objectives for a level before going onto the next 

level. 

 

Clinical Behavior 
a.   Disruptive Clinical behavior is defined as the reasonable discretion of the faculty.         

  Examples of disruptive behavior include, but are not limited to:  

 Showing disrespect for and displaying poor manners toward any faculty 

member, other students, staff, patients and/or family members. 

 Disruptive or inappropriate use of technology and electronic devices in the 

clinical area, such as cell phones, computers, pagers, and MP3 players. 

 Persistent speaking without being recognized or interrupting other speakers. 

 Leaving clinical site early without an excuse or the faculty member’s 

permission. 

 Threats, harassment, or personal insults of any kind directed toward any faculty 

member and other students, staff, patients and/or family members. 

 If the disruptive behavior occurs, this will be considered unsatisfactory and 

will result in dismissal from the clinical site and may result in dismissal from 

the program.  

 Review Dismissal for unacceptable clinical behavior below. 

 

Professional Qualities/Behavior 
a. Act professional at all times and maintain patient confidentiality related to patient 

information. 

b. If you are unsure of what to do or how to do something, consult with your instructor 

before proceeding. 

c. You are expected to perform to the best of your ability and also take the initiative and 

look for opportunities. 

d. Shows respect for patient and family, staff, instructors, and peers.  

e. Follows American Nursing Standards of care and standards of nursing performance at 

all times.  

f. Follow all policies of the nursing program regarding clinical conduct.  

g. Submit written work that is neat, organized, complete, and on time.  

h. You will have a clinical evaluation of your clinical experience with each level.  

i. Acceptance of constructive criticism. It is not to shame or blame on a personal level. It 

provides feedback on your performance to help you grow as a professional nurse. 
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Unacceptable Clinical Behaviors 
a. Failure to pick up a clinical assignment or inadequate preparation for clinical 

experience.  

b. Attending clinical experiences under the influence of drugs and/ or alcohol.  

c. Refusal to care for an assigned patient based on patient characteristics such as race, 

culture, religious beliefs, or diagnosis.  

d. Disruption of patient care related to poor interpersonal relationships with other health 

team members, peers, or faculty.  

e. Any behavior that jeopardizes the well-being of the patient, patient’s family, health 

team member, peers, or faculty.  

f. Any behavior that violates patient confidentiality or solicitation of patient services 

leading to personal gain 

 

Dismissal from Clinical Site for Unacceptable Clinical Behavior 
a. The clinical facility reserves the right to dismiss a student whose clinical performance 

is deemed unsatisfactory, unsafe and/or places others in jeopardy. 

b. The student must practice in the bounds of the Nurse Practice Act of the state of Ohio, 

and the policies of the Practical Nurse Program, and the healthcare agency.  

c. The student’s behavior must demonstrate continuity of care through the responsible 

preparation, implementation, and documentation of the nursing care of patients. The 

student must be respectful to all individuals according to the patient’s Bill of Rights, 

ANA Standards of Care, and ANA Code for Nurses.  

d. The student may be dismissed from the clinical experience at the discretion of the 

clinical instructor.  

e. A student whose clinical behavior or performance is deemed unsatisfactory, unsafe 

and/or places others in jeopardy will receive an unsatisfactory for the clinical. 

f. If behavior is deemed blatantly unsafe or places others in immediate jeopardy of 

safety, or violates Code 4723 it will result in the students immediate dismissal from 

the program.  

 

Student Conduct in the Clinical Setting [Revised Code 4723) 
a. A student shall, in a complete, accurate, and timely manner, report and document 

nursing assessments or observations, the care provided by the student for the patient, 

and the patient's response to that care. 

b. A student shall, in an accurate and timely manner, report to the appropriate practitioner 

errors in or deviations from the current valid order. 

c. A student shall not falsify any patient record or any other document prepared or 

utilized in the course of, or in conjunction with, nursing practice. This includes, but is 

not limited to, case management documents or reports, time records or reports, and 

other documents related to billing for nursing services. 

d. A student shall implement measures to promote a safe environment for each patient. 

e. A student shall delineate, establish, and maintain professional boundaries with each 

patient. 

f. At all times when a student is providing direct nursing care to a patient the student 

shall provide privacy during examination or treatment in the care of personal or bodily 

needs; and treat each patient with courtesy, respect, and with full recognition of 

dignity and individuality. 
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g.  A student shall practice within the appropriate scope of practice as set forth in division 

(B) of section 4723.01 and division (B)(20) of section 4723.28 of the Revised Code 

for a registered nurse, and division (F) of section 4723.01 and division (B)(21) of 

section 4723.28 of the Revised Code for a practical nurse. 

h.  A student shall use universal and standard precautions established by Chapter 4723-20 

of the Administrative Code. 

i.  A student shall not engage in behavior that causes or may cause physical, verbal, 

mental, or emotional abuse to a patient. The student also shall not engage in behavior 

toward a patient that may reasonably be interpreted as physical, verbal, mental, or 

emotional abuse. 

j. A student shall not misappropriate a patient's property or:  

 Engage in behavior to seek or obtain personal gain at the patient's expense. 

 Engage in behavior that may reasonably be interpreted as behavior to seek or 

obtain personal gain at the patient's expense. 

 Engage in behavior that constitutes inappropriate involvement in the patient's 

personal relationships. 

 Engage in behavior that may reasonably be interpreted as inappropriate 

involvement in the patient's personal relationships. 

k.  For the purpose of this paragraph, the patient is always presumed incapable of giving 

free, full, or informed consent to the behaviors by the student set forth in this 

paragraph. 

l. A student shall not: 

 Engage in sexual conduct with a patient. 

 Engage in conduct in the course of practice that may reasonably be interpreted 

as sexual. 

 Engage in any verbal behavior that is seductive or sexually demeaning to a 

patient. 

 Engage in verbal behavior that may reasonably be interpreted as seductive, or 

sexually demeaning to a patient. 

 For the purpose of this paragraph, the patient is always presumed incapable of 

giving free, full, or informed consent to sexual activity with the student. 

m.   A student shall not, regardless of whether the contact or verbal behavior is  

consensual, engage with a patient other than the spouse of the student in any of the 

following: 

 Sexual contact, as defined in section 2907.01 of the Revised Code; 

 Verbal behavior that is sexually demeaning to the patient or may be reasonably 

interpreted by the patient as sexually demeaning. 

n.  A student shall not self-administer or otherwise take into the body any dangerous drug, 

as defined in section 4729.01 of the Revised Code, in any way not in accordance with 

a legal, valid prescription issued for the student, or self-administer or otherwise take 

into the body any drug that is a schedule I controlled substance. 

o.   A student shall not habitually or excessively use controlled substances, other habit-

forming drugs, or alcohol or other chemical substances to an extent that impairs ability 

to practice. 
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p.   A student shall not have impairment of the ability to practice according to acceptable 

and prevailing standards of safe nursing care because of the use of drugs, alcohol, or 

other chemical substances . 

q.  A student shall not have impairment of the ability to practice according to acceptable 

and prevailing standards of safe nursing care because of a physical or mental 

disability.  

r.   A student shall not assault or cause harm to a patient or deprive a patient of      

 the means to summon assistance. 

s.  A student shall not misappropriate or attempt to misappropriate money or anything 

 of value by intentional misrepresentation or material deception in the course of 

 practice. 

t.  A student shall not have been adjudicated by a probate court of being          

 mentally ill or mentally incompetent, unless restored to competency by the court. 

u.  A student shall not aid and abet a person in that person's practice of nursing       

 without a license, practice as a dialysis technician without a certificate           

 issued by the board, or administration of medications as a medication aide without 

 a certificate issued by the board. 

v.  A student shall not prescribe any drug or device to perform or induce an abortion, or 

 otherwise perform or induce an abortion . 

w. A student shall not assist suicide as defined in section 3795.01 of the Revised Code. 

x.  A student shall not submit or cause to be submitted any false, misleading or deceptive 

 statements, information, or document to the nursing program, its administrators, 

 faculty, teaching assistants, preceptors, or to the board. 

y.  A student shall maintain the confidentiality of patient information. The student shall 

 communicate patient information with other members of the health care team for 

 health care purposes only, shall access patient information only for purposes of patient 

 care or for otherwise fulfilling the student's assigned clinical responsibilities, and shall 

 not disseminate patient information for purposes other than patient care or for 

 otherwise fulfilling the student's assigned clinical responsibilities through social 

 media, texting, emailing or any other form of communication. 

z.  To the maximum extent feasible, identifiable patient health care information shall not 

 be disclosed by a student unless the patient has consented to the disclosure of 

 identifiable patient health care information. A student shall report individually 

 identifiable patient information without written consent in limited circumstances only 

 and in accordance with an authorized law, rule, or other recognized legal authority. 

aa.  A student shall not use social media, texting, emailing, or other forms of 

 communication with, or about a patient, for non-health care purposes or for 

 purposes other than fulfilling the student's assigned clinical  responsibilities. 

 

Clinical Attendance Policy 
a. Students who are absent from clinical experience and report off appropriately may be 

assigned to a substitute learning experience to meet the designated clinical objectives 

(NOTE: the number of hours required for the substitute learning experience may not 

equal the number of clinical/laboratory experience hours missed). 

b. If illness or lack of preparation interferes with the student’s ability to function 

appropriately, the student may be sent home as determined by the instructor in the 

clinical area; this will count as absent time. 
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c. Faculty will determine if the clinical objectives may be met with a substitute learning 

experience or a clinical make-up day. Effort will be made to assign patient care, 

especially if more than three hours are missed. 

d. Clinical make-up days (hours) permitted per level are as follows, (hours will not be 

carried over to next levels if not used): 

 Level I: 1 day (6 hours) 

 Level II: 2 days (12 hours) 

 Level III: 2 days (12 hours) 

e. Missing a clinical experience make-up will result in an incomplete for that level.  The 

student will be dismissed from the program 

f. If clinical make-up is missed in Level III, the student will not be allowed to graduate 

and will not have information forwarded to the Board of Nursing to take the NCLEX 

exam. 

 

Report Offs for Clinical or Observational Experience 

a. If a student must report off for any unforeseen circumstance the student must call the 

school and email the clinical or observational instructor where they are assigned by 

6:00 AM  

b. Call the school office; leave a message with the Program Secretary. State your name, 

instructor’s name, and reason for reporting off. 

c. Failure to follow the above procedure results in an unexcused clinical failure. 

d. Students without a telephone or internet in the home must still follow the above 

procedure. 

e. If you fail to report off it will be considered a clinical failure for the clinical experience 

and you will make it up on a make-up day.  

f. A third clinical failure will result in dismissal from the program. 

   Unexcused clinical absences  
a. Unexcused clinical absences will be considered a clinical failure for the day and the 

student will make-up the absence.   

  Clinical Tardiness/Leaving Early 
a. Students are expected to be on time for all assigned clinical experiences. Students 

must call the school office and email the clinical instructor to report tardiness. 

b. Being tardy/or leaving early for Clinical Experience may result in student being sent 

home and counted absent. 

c. If the student is tardy or leaves early from the clinical area, time will be documented 

on the clinical attendance sheet and be reported to the clinical liaison.  

d. Clinical makeup days are six (6) hours.  If you are required to complete a makeup 

clinical you will attend the entire clinical makeup. 

 

H. Lab Experiences 
a.   No food, drink, cell phones, video or voice recordings, or taking still photos are    

  allowed in the lab. 

b.   Each skill must be completed with a pass before the end of the nursing course it is 

 taught in. 

c.  Each student will get 3 chances to pass each lab skill. 
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d.  After failing first try the student must have minimum of one hour practicing (on own 

 or in lab) before attempting the second time. 

e.  If the student has failed lab skill twice, the student must sign up for time to practice 

 with an instructor before attempting the third and final time. 

f.  The student must have a form with an instructor’s signature stating they had practice 

 time in order to do a third attempt. 

g.   The third attempt will be monitored by a different instructor.  

h.   If student is at school and does not show for testing it will be an automatic failed 

 attempt. 

i.    If student does not come to lab during scheduled skills time it will be considered an 

 absence. This will follow school’s absence and tardy rules.    

j.  The SIMS mannequin is to be used ONLY with instructor supervision.  

k. Intentional destruction of property will not be tolerated. 

l.    Intentional theft of school property will not be tolerated.   

m. Lab will follow the same dress code as the classroom.  

n.   Any HIPPA/FERPA violation will follow progressive discipline.  

 

I. Preceptorship Experience Policy 
● The preceptorship is considered a clinical experience in the Practical Nurse Program. 

The purpose of the preceptorship is to provide the student an opportunity in the 

obstetric, pediatric and geriatric nursing, and the dynamics of a health care 

organization or educational setting under the preceptorship of a practicing nurse. The 

benefit to the student is the opportunity to observe and apply theoretical knowledge 

from nursing, and the general sciences, with therapeutic nursing intervention for the 

various ages across the lifespan and to directly observe the role of the preceptor.  

● The benefit to the preceptor is the opportunity to contribute to the development of a 

future nurse and to share in the clinical experience of the organization from the 

student’s point of view. The role of the preceptor in this experience is both mentor and 

facilitator. The preceptor will guide the student in seeking experiences relevant to 

course and student objectives and will facilitate access to those experiences. The 

preceptor is also responsible for the ongoing evaluation of the student’s learning. At 

the end of the experience, the preceptor is asked to share and discuss his/her written 

evaluation with the Practical Nurse Program faculty. A standardized form is available 

for this purpose. Designated faculty at the school will also be available to the preceptor 

for discussion and consultation throughout the student experience. 

● The clinical experience consists of one six hour day of experiential learning. The 

specific times and dates for the clinical will be established by faculty of the school and 

facilities. There are some established parameters. First, it is recommended that each 

student come prepared for the experience which includes wearing the school uniform, 

having a watch, stethoscope, pen and paper for note taking while at the experience. 

Second, the student is to complete the student evaluation of clinical experience form 

and hand them in the first day upon returning to school. Following the experience a 

faculty member of the nursing program will be assigned to meet with the student and 

the student will need to sign the clinical objectives evaluation form, to acknowledge 

they have met the course objectives. 
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● Students who are absent from Preceptorship experience must report off appropriately 

to the facility and to the Nursing program. It is the student’s responsibility to make up 

the preceptorship experience or a failure for the experience will occur.  

 

● Students who receive less than satisfactory scores or fails to meet the clinical 

objectives of the Preceptor experience will result in a failure for the day and receive an 

unsatisfactory for clinical paperwork.  

a. The instructor will need to complete a level II or III clinical evaluation form.  

b. The student will have the opportunity to review the agency feedback from the 

clinical experience and write comments on their clinical objectives evaluation 

form. This does not mean the student agrees or disagrees with the agencies 

feedback. 

c. The clinical evaluation form, agency feedback form, and the clinical objectives 

forms will be filed in the student’s clinical file. 

 

J.  Student Notification of Program Policy Change 

● Policy changes are not typically made during the school year. However, when 

policies are revised or added during the school year, currently enrolled students will 

be verbally notified. The policy changes will be provided to the students for 

placement into their Student Handbooks.  

● Policy changes made during the school year will not affect currently enrolled student 

progression and/or completion.  

K.  School Closing Policy 

● The PNP follows the same snow day closings as the elementary and high schools of 

the Canton City School District. Closings will be announced on WHBC--AM 1480 

and the Canton City School District website at www.ccsdistrict.org.  

● During hazardous travel conditions students should exercise their own judgment about 

traveling. If the Canton City School District is not closed, student will be marked 

absent. 

● Prior arrangement must be made for children/dependents in the event of sudden 

changes in weather during school hours. 

● Absence as a result of an official school closing will not be reflected in the student’s 

attendance record. However, blizzard bags will be assigned to the students by 10 AM 

via email by their instructor.  All blizzard bags are due by 8 AM the next school day 

following the school closing day. 

● School Closing  

a. Decision to close the Practical Nurse Program resulting from inclement weather is 

made by the Administration of Canton City School District. 

b. For announcement of school closing, listen to one of the following radio stations 

and TV stations or have a text sent to your phone: 

 Radio     Television 
 WHBC –  AM –  1480   CCS TV  Channel 11   

 WHBC –  FM –    94.1  WKYC TV Channel   3 

 WDPN –  AM –  1310  WEWS Channel   5 
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 WKDD –  FM –     98.1  WPAX  Channel 23   

 WGAR –  FM –     99.5  WOIO  Channel 19   

 WMJI –  FM –   105.7  WUAB Channel 43 

 WMMS –  FM –  100.7 

 WNIR –  FM –   100.1 

 WQXK –  FM –  105.1 

 WMVX –  FM –  106.5        

WTAM –  AM –  1100 

 WACS –  FM –     96.5 

 WHLO –  AM –    640 

 WCRF –  FM –  103.3 

● School Closing for the 6:45am Clinical  Experience 
a. If the Canton City School District cancels school on a clinical day, the clinical hours  

will be moved from clinical to lab hours and an alternative assignment will be given for the 

moved clinical to lab hours. The alternative assignment will be emailed to each student in the 

class by 10:00 AM. The student will complete the alternative assignment completely and turn 

it in by 8 AM the morning after the calamity day.  Failure to do so will result in loss of 

classroom hours.  Incomplete or late alternative assignments will also result in a loss of 

hours.   
b.  If the District has called a 2-hour delay, the clinical experience will be cancelled and the  

clinical hours for that day will be moved to lab hours and a 6-hour alternative assignment will  

be given.  The assignment will be due by 8 AM the following school day.  

 c.  Students cannot attend clinical unless they receive and complete clinical prep.  If a  

calamity day falls on a clinical prep day, the students will not attend clinical on  

the following day.  The students will receive an alternative assignment emailed to  

them on the prep day which will be due by 8 AM following the clinical day they are  

missing. 

 

 

L.   Student Drug Abuse Policy 
Substance Abuse and Chemical Dependency Procedure 
a. The Practical Nurse Program of Canton City School District recognizes substance 

use, abuse, and dependency as a serious social problem. It is further recognized 

that habitual indulgence in the use of controlled substance: other habit-forming 

drugs; or alcohol or other chemical substance by the Registered Nurse, Licensed 

Practical Nurse or Nursing student to an extent that impairs the ability to practice 

is in violation of section 4723.28 of the Ohio law regulating the practice of 

nursing. 

b. The purpose of this procedure is to:  

 To comply with the law regulating the practice of Nursing, Chapter 

4723 of the  Ohio Revised Code. 

 To provide information and education to the practical nursing student 

regarding the dangers of substance use, abuse, or dependency on 

chemicals. 

 To identify those who present behaviors that may indicate use, abuse, 

or dependency on substance/chemicals. 
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 To refer them to the appropriate agency for counseling or treatment of 

substance/chemical use, abuse or dependency. 

  

       Note: Practical Nurse students are to have a faculty member present when    

           preparing and administering narcotics. All medication must be verified with  

           instructor before the student administers them. 
c. Drug Screen 

 All students are required to have an initial drug screen before full 

acceptance into the program at an agency designated by the school. The 

cost of the initial drug screen is included in the school fees.  The initial 

drug screen resulting in a positive result will not be admitted into the 

Practical Nurse Program 

 The faculty may require random or unannounced drug screening (oral 

swab, urine). 

 A positive screen results in immediate dismissal from the program. 

 Students who refuse the drug screen will be dismissed from the program. 
 

M. Criminal Background Check Policy 
An FBI and BCI background check is required for all students.  The cost of the 

background check is included in the estimated fees.  According to the contractual 

agreements with the clinical sites, students who have a past criminal record may not be 

able to participate in clinical experiences.   

Senate Bill 160 became effective as a law in 1997. Health care providers are required 

to investigate the background of employees. Compliance with the law is necessary so 

that the Practical Nurse Program of Canton City School District can assure the clinical 

sites that enrolled students are not a risk to patients, staff, and visitors.  The Program 

also wants students to be employable upon graduation. Students with concerns about 

the law should make an appointment to discuss the law with the Coordinator. 

All students entering a pre-licensure nursing program after June 1, 2003, who wish to 

sit for the NCLEX-RN or PN examination will be required to submit their fingerprints 

to the Bureau of Criminal Identification and Investigation (BCI&I) for a criminal 

background check (civilian and FBI).  Results of the criminal background check are 

valid for 12 months from the date the fingerprints are submitted.  No applicant will be 

made eligible to test without the required criminal records check is completed and in 

their file at the Ohio Board of Nursing.  Students are responsible for completing this 

requirement. 

The Bureau of Criminal Investigation and Identification (BCI&I) will generally 

only accept electronic fingerprints for FBI and BCI background checks. 

Fingerprint cards will only be accepted by BCI&I (with an exemption form) 

for one of the following reasons: 

 The applicant's home address is 75 miles or more from the nearest 

Web check location. 

 Amputations or missing digits (Web check 4.0 only). 

 Out-of-state applicant. 
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 Poor quality prints (not able to capture at Web Check location, provide 

the name of the place where the background check was attempted on 

the waiver form). 

 BCI/FBI rejects from original electronic submission. Note: The initial 

reject letter must accompany the fingerprint card (s). 

 Public Housing Organization background checks. 

 

 

 

N.  Dismissal Policy 
● Academic Dismissal (Theory, Clinical,  Lab or all three) 

a. Academic dismissal is determined by the Grading Policy.  The Program 

 Coordinator and Success Coach (if available) will have a conference with the  

     student, discuss the reason for dismissal, give suggestions for improvement and 

 state what is necessary for readmission. 

i. The admission committee approval of the student’s return AND 

ii. The student has successfully completed the audit requirements. 

b. Integrity is an essential characteristic of a nurse. Cheating and plagiarism (either of     

     copyright material or classmates) will NOT be tolerated. See School Policy 

 Section D for the  Cheating/Plagiarism Policy.  

● Non-Academic Dismissal (Theory, Clinical or Both) 

a. Integrity in a nurse is an essential characteristic.  See Section IV-A of school 

policies for the Student Code of Conduct Policy. 
 Re-Admission to the Program – the Admissions Committee has the right to accept 

and not to accept prior students back into the PNP Program.  If the Admissions 

Committee authorizes the return of a previous student again into the PNP program, 

then: 

a. If the returning student left the program due to receiving less than an 80% in or at 

the end of Introduction to Nursing, they will start the admissions process at the 

beginning, as if they were a new student 

b. If the student was dismissed after Intro to Nursing, the returning student is required 

to audit the last nursing course that was successfully completed. 

c. Attendance--- during the time a student is auditing a nursing course, the maximum 

time a student can be absent from class is 12 hours. Once the 12 maximum hours 

have been utilized; the student will be dismissed from the nursing program. 

  d. Grades-- the student must achieve an 80% or above to move on to the next  

      nursing course.  If the student, at the end of auditing the nursing course, has  

      less than 80%, the student will be dismissed from the nursing program. 

  e. Lab Skills- regardless of having previously passed a skill, the student will be  

    required to successfully pass all skills for the course being audited.  This  

     includes passing any new lab skill/skills implemented while auditing the  

     course.      

  f. Clinical Experience—all requirements needed for a student to attend clinical  

    experiences must be completed before progressing to the next nursing  
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               course. If the student at the end of the nursing course audited has not completed all  

               clinical requirements, the student will be dismissed from the nursing program. 

 g. After successfully completing the audited nursing course and all auditing  

     requirements the student will be given 9 hours of time per nursing term  

                the student has left to complete.  If the student exceeds the hours allotted  

                during the remaining nursing courses, the student will be dismissed from the  

     nursing program. 

 h.  Students approved by the admissions committee for readmission into the program  

                 have three (3) years, including the current year to reenter the program in the audit  

                 phase.  After the three (3) year timeframe, the student will have to start from the  

                 beginning of the admission process. 

i.  If a student has been approved by the readmission committee to return to the  

    Practical Nurse Program, they must have a TEAS test passing score of the current  

    school year’s minimum score they are re-enrolling in.  If their previous Teas score  

    meets the current year’s requirement, they can use that score.  If it is lower than the  

    current requirement, they must retake it at the students' cost. 

  

 O.  Grading Policy 
● Progression 

a. Students receive grades by percentage for theory. Clinical, laboratory and unique 

planned experiences are graded as a pass/fail.  To pass each course the student 

must achieve: 

 80% or better in theory. 

 Satisfactory grade for clinical, laboratory, and unique planned experiences. 

b. Students who fail to meet this expectation will be academically dismissed from the 

program. 

c. The program shall not implement changes to policies for student progression or 

requirements for completion of the program for students enrolled in the program at 

the time the changes are adopted. 

● Program Completion Requirements 
a. Level I 

 Introduction to Nursing: passing grade of 80% or better, a pass in Lab. 

 Nursing I:  passing grade of 80% or better, in theory, a pass in Lab and 

Clinical. 

b. Level II 

 Successful completion of Level I, Nursing II: passing grade of 80% or better in 

theory, and a pass in Lab and Clinical. 

 Nursing III: passing grade of 80% or better in theory, and a pass in Lab and 

Clinical. 

c. Level III 

 Successful completion of Level II. 

 Nursing IV: passing grade of 80% or better in theory, and a pass  in Lab and 

Clinical 

 Nursing V: successful completion of Nursing IV; passing grade of 80% or 

better in theory, and a pass in Lab and Clinical 

 Successful completion of Level III 
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 Graduation 
 

● Grading Process 
a. Course requirements are identified in each course outline.  Student achievement of 

 course requirements is evaluated by the instructors.  

b. Tools which the instructor uses for evaluation include, but are not limited to 

 written assignments, class participation, oral and written examinations, and 

 assessment of clinical performance. Announced and unannounced quizzes may 

 also be given at the discretion of the instructor. Quizzes cannot be made up if the 

 student is absent except for court, bereavement, funeral, hospitalization or  

 jury duty. All other reasons will receive zero (0) points. 

c. Total point calculation is the method used for calculating grades and will not be 

 rounded.  

d. Students will have access to their grades on a continuous basis throughout the 

 program. 

e. Grades are continuously monitored by the faculty throughout the program. If a 

 student’s grades indicate that the student is achieving 83% or below in theory an 

 academic conference will be scheduled with the student, and the Success Coach   

 (if available). At this time, the student is required to attend daily tutoring sessions. 

 The student must improve their grade in theory above 83% or they must continue  

 to attend the mandatory tutoring sessions until their grade goes above 83%. 

f. Final grades for theory in any course are recorded as a numerical percentage on the 

 student’s transcript.  Students achieving a cumulative average of 96-100% will be 

 placed on the highest honor roll. Students achieving a cumulative average of 93-

 95% will be placed on the honor roll. 

g. Clinical experience, laboratory, and unique planned experiences are graded as a  

 pass/fail. Needs improvement (NI) grades are given for weak areas. Continued NI  

 will result in a failure. 

h. The third clinical failure will result in dismissal from the program. 

i. Laboratory experiences are graded as pass/fail. All procedure check-off list must  

 be successfully completed by the end of the term. 

j. Students who are receiving a fail for the level in clinical experience will be  

 dismissed from the program. 

k. Academic tutoring is available by the instructors as needed and as required. 
 

P.  Student Grievance/Concern Policy 
The purpose of this policy is to provide students the opportunity to communicate in a 

 structured manner, grievances, or concerns they may have regarding grades, attendance, 

 personal conduct, faculty/staff conduct, or other school-related matters. 

Students must follow the protocol below to communicate their grievances/concerns. This 

protocol ensures that the student is afforded the opportunity to communicate their 

grievance/concern to the appropriate individual(s) in a timely manner.  

● Step 1. The student should document their grievance/concern and meet with their 

Instructor within two (2) school days to discuss their grievance/concern. If the 

student is not comfortable meeting with their Instructor, they should meet with the 

Success Coach. 

● Step 2. If the grievance/concern is not resolved in Step 1, the student should 
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schedule a meeting with the Success Coach within two (2) school days. This 

meeting will include the Instructor if appropriate. 

● Step 3. If the grievance/concern is not resolved in Step 2, depending on the 

program,  the student should schedule a meeting with the LPN Coordinator within 

two (2) school days. This meeting may include the Instructor or Success 

Coach/Student Advisor if appropriate. A written response with resolutions or 

recommendations will be provided to the student within two (2) school days. 

● Step 4. If the grievance/concern is not resolved in Step 3, the student should 

schedule a meeting with the Adult Community Education Director within two (2) 

school days. This meeting may include the Instructor, Success Coach, or 

Coordinator if appropriate.  All those present at this meeting will sign a 

documentation form to validate accuracy of what was said at the meeting. A 

written response with resolutions or recommendations will be provided to the 

student within two (2) school days. 

● Step 5. If the grievance/concern is not resolved in Step 4, the student may provide 

a written request for an appeal to a Review Committee within two (2) school 

days. The Review Committee will consist of the following: 

a. Adult Community Education Director 

b. An ACTE Coordinator 

The Review Committee will then meet within two (2) school days of receiving 

  the written request. A written response with resolutions or recommendation  

will be provided to the student within two (2) school days.  The decision at  

Step 5 is binding and concludes the Grievance/Concern Policy. 

 

Q.   Insurance Policy 

 The school recommends that all students have hospitalization insurance. Students or 

 families are responsible for all medical debts that occur while in school. Liability 

 insurance is required and purchased through the school. 

 

R.   Student Liability 

● The concept of personal or individual liability is also essential to keep in mind 

when analyzing professional negligence. 

● The concept states that everyone is responsible for his/her behavior, including one’s 

negligent behavior. 

● As a result, if someone is professionally negligent, it is extremely difficult to shift 

the burden of liability or responsibility to someone else. 

● Students who injure a client during the provision of nursing care during a clinical 

rotation are responsible for their conduct. As a result, if a client decides to sue for 

an alleged injury caused by a student, the student can be sued. The standard of care 

for the student is not what another nursing student would have done in the situation. 

Instead, it is a standard that compares the nursing student’s conduct with that of a 

graduate nurse. As a result, it behooves students to be prepared for the client 

assignment they are undertaking and to voice discomfort or concern about the 

abilities to handle the situation if such discomfort or concern exists  
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S.  Leave of Absence (LOA) Policy 

 A Leave of Absence (LOA) will be granted for health reasons only. 

 Only one (1) LOA will be granted. 

● Students receiving financial aid must contact the counselor at the funding agency 

before requesting LOA. 

● All requests for an LOA must be approved by the Program Coordinator. 

● The student must submit the following to the Program Coordinator: 

a. A letter requesting a LOA within five (5) days of the verbal request. 

b. A statement from the physician stating the need for an LOA. This must be received 

within two (2) weeks after a request. 

● The faculty may place a student who has passing grades for classroom and clinical 

experience on an LOA for health reasons only. 

● The Program Coordinator will inform the student in writing of the stipulations for 

returning from an LOA. 

● LOA is granted for one (1) year. 

● Return from LOA: 

a. Students must apply in writing within one (1) calendar month before re-entry date. 

b. The letter from the student to the Program Coordinator must include: 

i.  Intent to re-enter the program. 

ii. A medical release from the student’s physician. 

c. Re-entrance will be determined by the current enrollment. 

d. Program Coordinator will write a letter of acknowledgment to the student. 

e. The student will be required to pay the tuition, current fees, and purchase current 

textbooks. 

f. Students are expected to be at the same level of competency as classmates. The 

student may be asked to demonstrate competency through testing and/or laboratory 

return demonstrations. 

 

T.  Student Refund Policy 
 a.  Admissions testing fees, medical exam fees, BCI/FBI, check fees, uniforms,  

     supplies, insurance, tools, CPR fees, drug test fees, Chromebook, and textbooks               

     that are bundled are all non-refundable. 

b.  Any tuition paid in advance will be fully refunded (within 45 days) if the student  

     withdraws before the first day of class. 

c.  Refunds of charges are based on prorated calculations by days enrolled. 

d.  After the student has been enrolled in over 50% of a payment period, no refunds  

will be issued.   

 

Note: All financial obligations must be paid before graduation. Failure to meet 

the financial obligations will result in the student not being permitted to 

participate in graduation activities; Letter of Completion will not be sent to the 

Ohio Board of Nursing; transcript and job references will not be sent. 
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U. Family Educational Rights and Privacy Act (FERPA) 
       Privacy of Records 

Each year, the Practical Nurse Program is required to give notice of the various 

rights accorded to parents or students pursuant to the FERPA. Parents and students 

under FERPA have a right to be so notified and informed. In accordance with 

FERPA, you are notified of the following: 

 Right to Prevent Disclosures: You have the right to prevent disclosure of 

Education Records to third parties with certain limited exceptions.  It is the 

intent of the Practical  Nurse Program to limit the disclosure of information 

contained in your Education Records to those instances where prior written 

consent has been given for the disclosure, as an item of directory information 

of which you have not refused to permit disclosure, or under the provisions of 

FERPA which allow disclosure without prior written consent. 

 Right to Inspect: You have the right to review and inspect substantially all of 

your Education Records maintained by the Practical Nurse Program.  

 Right to Request Amendment: You have the right to seek to have corrected any 

Education Record which you believe to be inaccurate, misleading, or otherwise 

in violation of  your FERPA rights. This right includes the right to a hearing to 

present evidence that the record should be changed if this institution decides 

not to alter the Education Records according to your request. 

 Right to Obtain Policy: You have the right to obtain a copy of the written 

institutional policy adopted by the Practical Nurse Program in compliance with 

FERPA.  A copy may be obtained in person or by mail from the FERPA 

Coordinator located in the Financial Aid Office. 

 Right to Complaint to FERPA Office: You have the right to file a complaint 

with the Family Educational Rights and Privacy Act Office, at the Department 

of Education, 600 Independence Avenue, S.W., Washington, D.C. 20202-3887, 

FAX: (202)260-9001, concerning any belief that you have the Practical Nurse 

Program has failed to comply with the provision of FERPA. 

          Student Rights 

 As a student, you have the right to examine your official record upon written 

 request.  By law, the school has 45 days in which to comply with your request.  

 You also have a right to challenge inaccuracies in your record.  In case of 

 dispute as to such inaccuracies, you are entitled to a hearing before the Director 

 of Adult Community Education.  If you request a copy of all or part of your 

 official record, you are required to pay the actual cost to the school of making 

 such a copy. 

 Your record may not by law be released without your consent to anyone with 

 the exception of agencies that granted you financial aid. 

 These records are maintained in the custody of the LPN Secretary. 

 Permission to release grades to a third party must be requested in  

 writing to the Coordinator by the student or graduate. Request must include 

 what is to be released (transcript and/or student summary), to whom it is to be 

 released, purpose for request, signature, including name used when enrolled in 

 school and year of enrollment. 
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 Each student is asked to sign a consent form to allow any faculty member or 

 administration to use student record for educational  purposes. 

 

Contents of Records 

 Student Records: Student records are stored in a locked, fireproof file. Student 

records consist of the following:  prior transcript(s), application, physical 

examination form (health and immunization records), interview form, chemical 

dependency agreement, consent form, student enrollment agreement and record 

of compliance with OSHA’s recommendations.  The records are filed 

according to the year of enrollment.  The Clinical Liaison maintains and stores  

instructor and clinical experience records, clinical evaluation, The Coordinator 

maintains confidential records of the drug screen reports, criminal records 

check, and attendance records.  An alphabetical listing of all graduates and 

students who have withdrawn or who were academically dismissed from the 

Program is maintained in the school office.   

 Graduate Records: All information found in the student records that is not 

included in the graduate record is destroyed.  For release of information from 

the graduate file, the graduate must grant the school permission to do so in 

writing. (If telephone inquiries are made by potential employers concerning 

former students, information will NOT be given). There is a fee charged for all 

transcripts requests. The Graduate Record consists of:  Academic Transcript.  

The record is filed according to the year of enrollment.  Records are 

maintained in a locked, fire-proof file. Financial Aid Entrance and Exit 

Interviews are completed on-line.  

 Accessibility: Faculty members, other officials of the Practical Nurse Program, 

officials of Canton City School District and officials of the cooperating 

agencies may review the school records of students if the appropriate consent 

is obtained.  Students are asked to sign the consent form prior to the beginning 

of the school year. Consent forms are filed in the student record. 

 

V. Records Retention Policy 
● Records for currently enrolled nursing students which include admission or transfer 

records, transcripts, and clinical experience evaluation record are retained during 

current enrollment and for two (2) years following the termination of enrollment 

(withdrawal, dismissal, graduation), then they are destroyed. 

● Records for all graduates of this Program, which include complete  transcripts for this 

Program which designated certificate/diploma awarded and date of program 

completion, are maintained indefinitely. 
 

W.  Security Policy 
 Students are responsible for safeguarding their possessions. Lockers are provided for 

 student use. Students are responsible for remembering the combination. Write this 

 down and keep in a safe place. All items are to be removed from the lockers by the 

 end of the school year. The security procedure is posted on the bulletin board and 

 indicates the following: 

 Lock valuable items. 
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 Leave the building in a group of two or more.   

 Look out for your colleagues and people of the community. 

 If you are unsure if a person belongs in our building, ask them. 

 All entrances to the building are locked. 

   

X.  Student Withdrawal Policy  
 Students planning to withdraw from the school must discuss the intention with the 

 Financial Aid Advisor and Program Coordinator and submit a formal letter of 

 withdrawal. 

 The letter should include the date, reason for withdrawing, and the student's 

 signature. 

 Students receiving financial aid other than Pell must contact the funding source 

 (i.e., WIA, TAA, BVR) prior to withdrawal. 

 Nonattendance does not constitute an official withdrawal. If a student fails to 

 return to school without notification and exceeds his/her attendance 

 requirements, the student will be notified in writing of his/her dismissal from the 

 program, as well as, any financial obligations the student may still owe.  

 

Y.  Military Admissions/Re-Admissions 

 CCSD Adult Community Education supports military veterans and active duty service 

members.  We will provide resources and guidance to achieve academic and career goals. 

 

 Some of your military experiences may be applied towards credit for a degree or 

 certificate/diploma program.  You must submit your military transcripts and complete program 

 requirements for advanced placement. 

 

 Practical Nurse Program Military Advanced Placement Assessment - is the process for 

determining if advance placement can be given to you for your previous military-related 

experience.   

 Applicants must: 

1. Have an honorable discharge, be an active reservist, or on active duty from any of the 

branches of the U.S. military 

2. Submit an online application for the program  

3. Submit your military transcript to the program coordinator for review 

4. Be able to test off, receive passing grades and show competence from assessments of lab 

skills and theory for courses related to your military experience.  Testing will be 

administered and graded by the Canton City School District Practical Nurse Program 

Faculty. 

5. Complete and submit all required admission paperwork, pass both FBI and BCI 

background checks, pass a drug screen and pre-admission physical as stated in the student 

handbook. 

 

 For the approval of advanced placement in the PN Program, all of the applicants’ requirements 

 must be completed by the start of the new class session. 

 

Z.  Student Illness Policy 
 If a student becomes ill during clinical, lab, or in the classroom and is unable to  

transport themselves to the emergency department, security will be notified and an ambulance  
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will be called.  The person or persons listed on the students FERPA document will be notified. 

         

AA. General Information 
             NCLEX Exam 
 Graduates are required to take the NCLEX-PN to become licensed. Applications for  

the Ohio Board of Nursing and and for the NCLEX are available online.  Students may  

ask for  assistance with application.  Graduates are responsible for submitting the 

 application for the NCLEX-PN and nursing license from the appropriate agencies. 

 Change of Name, Address, Telephone Number 
 The School Office is to be notified in writing when the student has a change of name, 

 address, or telephone number.  Failure to do so may result in the student missing  

 information important to their program participation.  The appropriate clinical  

 facilities must also be notified. 

  Pregnancy 

 Program Coordinator and appropriate faculty are to be informed when pregnancy 

 has been confirmed by a physician. 

 A monthly doctor’s release is necessary to attend clinical experiences. 

 Consideration will be given on an individual basis when it becomes necessary for 

 a student to leave because of pregnancy. 

 Following a delivery, a doctor’s release is necessary to return to the program. 

 Breaks or Lunches 

 Breaks and lunches are to be taken in outside of the clinical site or in a place 

 within the site designated for students.  

 In the school building breaks and lunches are to be taken outside the school 

 building or in the cafeteria. 

 Building Entrance 

 Front entrance on 13
th

 Street only. 

 Parking  

 Front and side parking lot only. 

 Smoking  
The Canton City School District prohibits the use of any tobacco products (cigarettes, 

cigars, smokeless tobacco, e-cigarettes, vapor) inside its building. However, students 

and staff will be allowed to smoke inside their personal vehicles and at a designated 

spot on the school property. 

 Cell Phones/Electrical Devices 
Cell Phones/Electrical Devices are not permitted in the classroom. If you are 

expecting an emergency call/ message notify the school secretary and she will notify 

you when the emergency call is received. 

 Food and Beverages 

 No food is allowed in the classrooms, computer and skills labs. 

 Food and beverages are to be consumed in the cafeteria. Microwaves and 

refrigerators are located in the cafeteria. 

 Students are responsible for cleaning up the cafeteria after eating. 

 Anything left in the refrigerator after 3:00 PM on Fridays will be disposed of.   
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 Counseling 

 Instructors and the Success Coach are available to students for counseling and 

academic guidance. 

 Students with special problems will be referred to appropriate sources.  

 Community resources are available with the Success Coach. 

 Office Copier 

 The office copier may only be used with permission.  

 Health Policy 

 It is highly recommended that all students have health insurance. Students and/or 

their families are responsible for any medical debts that occur when the student is 

in school or at the clinical sites. 

 First Aid will be administered to students for minor injuries sustained at either the 

classroom or clinical site. Emergency Medical Services (EMS 911) will be called 

for more serious injuries/illness. 

 Students who require medical attention are referred to their own personal 

physicians.  

 

V. Graduation 
 Graduation Activities  

 Graduation is the activity initiated by the faculty and administration following 

successful completion of the education program. 

 The school is responsible for selecting the speaker, obtaining the hall, inviting 

dignitaries, releasing publicity concerning graduation and decorating the stage. 

 Students are encouraged to attend graduation. 

 The date of graduation practice is mandatory attendance for all students regardless 

if they are not attending graduation. 

 The diploma, cap, if applicable, and pin of the School of Nursing are presented 

following the successful completion of the Program.  

 Graduation Dress Code 

 Uniforms (all white) must be clean and pressed. 

 The faculty will select several styles of uniforms and the student will choose from 

the approve selection. 

 Appropriate undergarments 

● Males dress:   Appropriate undergarments (i.e. T-shirts) 

● Female dress:  Appropriate undergarments (i.e. Bra and panties 

● Shoes: 

  Clean, white, duty-type shoes 

  Heels and toes enclosed 

 No high heels/clogs 

 Hair:  If coloring hair, it must be a natural shade. 

 Earrings:  No hoops or dangling earrings 

 The faculty has the right to deny any student the right to participate in the 

graduation ceremony if the student does not abide by the above policy. 
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VI. School Committees   
Advisory Committee 
 Purpose: To give advice and guidance to the School of Practical Nursing.  

 Membership: Membership consists of representatives from nursing, education,  

   hospital administration, nursing home administration, and the  

   community.  Members are invited to serve annually by the   

   coordinator.  The chairperson is elected at the second meeting of the 

   school year.  

 Objectives: Promote practical nursing in the community. 

   Make recommendations for school policies concerning: 

   recruitment, facilities, curriculum, staffing, etc. 

   Evaluate the school’s progress and make recommendations and/or  

   suggestions. 

● Admission/Recruitment Committee 
 Purpose: To recruit students who will qualify for this program.   

 Membership: Selected faculty members.  

 Objectives: Promote Practical Nursing. 

   Assist the applicant in assuming the role of “student”. 

   Recruit prospective students. 

● Curriculum Committee 
 Purpose: To develop, maintain or revise curriculum based on changes in  

   nursing practice, research and emerging issues.  

 Membership: Coordinator and faculty members.  

 Objectives: To prepare the graduate to safely deliver nursing care across the  

   life span. 

   To prepare the graduate to function within their defined scope of  

   practice of a practical nurse. 

● Faculty Committee 
 Purpose: To conduct the business of the Program.  

 Membership: Coordinator (Chairperson) and faculty.  Students may attend as  

   desired.  

 Objectives: Meet on designated day of each month. 

   Perform systematic review of the program. 

   Approve actions taken by other school committees. 

   Maintain communication between faculty and students. 

   Receive direct input from the students. 

   Report on committee activities. 

   Report on course activities. 

   Make decisions on communications received. 
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Practical Nurse Program of Canton City School District 

Student Handbook Agreement 

 

 

 

I, ______________________________________________, agree  

to comply with the information contained in the  

Student Handbook.   

I acknowledge that if I fail to comply with  

the expectations of the Program, my standing  

as an enrolled student may be jeopardized. 

 

 

I understand that I am responsible and accountable  

for reading the Student Handbook,  

and knowing the contents. 

 

 

___________________________________________ 

Student’s Signature 

 

 

 

 

________________________________ 

Date 

 

 

 

 

 

 


