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HEALTH CAREER INSTITUTE

EMS PROGRAMS

PHILOSOPHY

The philosophy of the Department of Allied Health, EMS Programs parallels the
philosophy of Health Career Institute.

The college is committed to provide the highest quality program of education and
training, deriving its values and its power only from the individuals that constitute its
body; therefore, each individual is of intrinsic worth and is an equally important
participant.

INSURANCE

Liability :

The college enrolls in a student blanket professional liability policy with a major
insurance carrier. This policy provides $1,000,000 limits of liability for each medical
incident and $3,000,000 aggregate. The cost to the student is less than enrolling

in an individual professional liability policy with comparable coverage. Premivenduz
annually, and are included in tuition.

The student blanket professional liability policy covers students while they are
participating in clinical activities which are a part of, and a requirement oftdkdent’s
curriculum and will pay a patient's claim if they are injured by a student pattiaj

in an EMS Programs clinical experience.

Health:

Students are financially responsible for any medical or emergency treatniemevent
of injury or exposure to a communicable disease during EMS clinical. Health insurance
must be maintained for the time you are in the program.

ETHICAL AND LEGAL BEHAVIOR

As students in clinical facilities, the students are considered as "loaned eegilapd

fall under the same jurisdiction as employees of the hospital. Clinical stdsugy-free
workplaces, and some require proof of drug screening. Students may be called upon to
submit to a drug test anytime there is reasonable cause. Refusal to submit to drug or
alcohol test will result in withdrawal from the program.

Only those students who perform in an ethical and legal manner will be recommended to
test for state and national certification. The faculty further believes thasthmeteavior

in classroom, skills laboratory and the clinical setting transfers to the ¢gadua

in the world of employment. Any student involved in unethical or illegal behavior will be
subject to program termination.

The College will impose disciplinary sanctions on students for violation of the above
policy. The sanctions may lead to referral for prosecution and/or expulsion for a student.
For the detailed policy and procedures see HCI Student Handbook.



ATTENDANCE POLICY

Classroom

Students will be allowed absences up to but nekt®ed 6% of the class or clinical clock hours. Two
tardies equal and will be counted as one abserusertes exceeding this percentage will result in
administrative withdrawal. Student may appeal wigtwehl within five calendar days to the Director of
EMS Tina Palermo.

Skills Lab:

Students are expected to attend all scheduled &killexperiences. If a skills lab is missed, thdent
must make up the required hours. Students are ellmme missed scheduled lab per semester. Thedsecon
missed scheduled skills lab during a regular sesnestl result in loss of one letter grade.

ER and Field Clinical:

Students are expected to attend all scheduledafajmical practicum. In the event of a clinicdlsence
due to extenuating circumstances, it is the stigleequired responsibility to notify the clinicalegeptor by
calling the clinical instructor at least one hoefdye the scheduled clinical. The student will relcilne
name of preceptor/supervisor, time of the call, phdne number called on a No Show Report. The stude
must submit the form within 5 calendar days. Failir submit the completed no-show report will resub
loss of rescheduling fee each undocumented intiden

All clinical rotations must be completed in fultu@lents arriving more than 30 minutes late mustiregule
clinical experience. If you leave early for anysea, the entire clinical must be repeated. Studsmats
allowed no more than one missed clinical per rega¢mester. The second missed scheduled clinicaigdu
a regular semester will result in administrativéhdiawal if the student can not be rescheduled.sfingent
will loose their refundable rescheduling fee for #emester.

Extenuating Circumstances:

Extenuating problems such as emergency surgergresdiness, or family emergency may be petitioasd
a hardship case.

These will be dealt with on an individual basishitite instructor. The student will be requiredubrsit a
statement of the

problem. A written response will be sent back ®ittstructor from the director and placed in thelsht's
file.

Drop Procedure:

Withdrawing from a course is a formal procedurechtthe student must initiate and he/she may darthis
Admissions or Counseling. If the student stopsnditegy and does not withdraw, the student will reeel
grade of "F." Students are

encouraged to discuss plans to withdraw with te&uctor. Students often drop when assistance may b
available that would enable them to continue.

Clinical Forms:

It is the student's responsibility to have the ecripaperwork when going to a clinical site. Papekwilled
out on the wrong form will not be accepted. Clihiimams cannot be signed later or after the fabl.TEB
students will turn in forms at end of program. Céetgd paramedic clinical forms must be turned ineon
per month.



HEALTH CAREER INSTITUTE
STUDENT LINE PHONE # (561) 586-7616 YOU MUST CALL IF YOU ARE LATE OR
CAN NOT SHOW UP. YOU MUST HAVE AN EXCUSED ABSENCE.

EMS PROGRAMS CLINICAL NO-SHOW REPORT
On , | was scheduled to appear at my clinical at:

Date Clinical Site

| failed to report for the following reason(s):

Date of call: / /
Time of call:
Telephone Number Called: ( ) -

Name of Supervisor or Preceptor spoken to:

Student signature Date Instructor signature Date

This form must be turned in to the EMS Programs Director with 5 calendar dys of the
above incident.



HEALTH CAREER INSTITUTE

GENERAL GUIDELINES FOR CLINICAL EXPERIENCE

1. All students will arrive on time and will repdd the ER nurse/proctor or rescue service
paramedic/proctor in charge. The student will remiaithe assigned area at all times, unless dilecte
otherwise by the supervisor or preceptor. Clineoglerience is an integral part of training. Studewitl be
expected to take part in assisting personnel asssacy and requested.

2. Attire for students will be Health Career Ingiits EMS Programs uniform. Student name tag, will b
worn and visible at all times. A school Polo sidentifying the student as such will be worn withéor
black EMT or docker pants. Shirt must be tuckediih a black belt and enclosed black shoes.

No other patches will be worn on uniform excepti@ logo.

3. Students will read and be responsible for ruteedical protocols and operating procedures péntaio
the area to which they are assigned. All studeiitberexpected to have attended orientation teisyty
units prior to clinical experience.

4. A professional and courteous manner will be tazed at all times. All patients are to be treatti
understanding and respect. Do not get involveairtroversies over policy or departmental operations
Refer any questions or complaints to the persaharge.

5. Emergency Department personnel have specifiegluthich do not involve your instruction. Please
respect their time commitments. However, the stdffoe more than happy to respond to your questias
time permits.

6. Observing is an important tool to learning. dieretion while in the Emergency Department sgttin
Students will obtain permission from the attendahgsicians or proctor in charge prior to assisting
patient care.

7. When initiating communication with the patierggjdents will identify themselves as an E.M.T. or
Paramedic student this is important.

8. In the event of procedural errors studentsnelort the incident immediately to the proctor rage
and the program director.

9. Confidentiality will be adhered to at all timé&®n not discuss patient care in any open areaeof th
Emergency Department or hospital. This can leadisinterpretation and poor public relations for the
hospital and the program.

Failure to maintain full confidentiality will resuin withdrawal from the Program.

10. In clinical areas students will demonstrate gahctice in skills consistent with their program
instruction and listed in their skills list. OnlyaRamedic students will be allowed to administer icegtbns
under the direct supervision of the proctor or pdgpointed personnel.

11. Upon completion of daily clinical experiencesl grior to leaving, students will report off teeth
proctor in charge. The students are not allowgddbleave for any reason without checkinh out i
preceptor or instructor.

ACCIDENTS AND/OR INJURY IN THE CLINICAL SETTING

ALLIED HEALTH DIVISION GUIDELINES

1. A student who is injured in the clinical settisigould immediately notify his/her clinical precepand
instructor.

2. A written summary of the occurrence and careeesd will be submitted by the student to the o,
and the Director of Health Career Institute.

3. All clinical facilities by contractual agreementist provide access to acute emergency care Vi
of accident or injury to a student.

4. A student is responsible for all expenses clthbyethe clinical facility in rendering medical ear

5. The College and the clinical facility are naspensible for any claims for expenses that resoithfan
action of a student in the clinical setting.

6. Students in Allied Health Programs are requiceshow proof of medical (hospitalization) insuranc



Incident Reports:

Incident reports (Risk Management Forms) are etiiin the clinical setting when an error or acctdeas
occurred (i.e. injury involving student, patiertgf§ visitor, etc.)

In the event that an accident or error occurssthdent will first notify the Preceptor and the EMS
Director.

A Hospital Incident

Report (Risk management Form) and a College IntiReport are to be completed. The physician will
then be notified according to hospital protocol.

The student is responsible for following the hasfsitpolicy and procedures for reporting the inoide

HEALTH CAREER INSTITUTE

EMS Programs

Confidentiality: Patient's Right to and Release ofnformation

POLICY:

Patient information shall not be released to amggreor entity not directly involved in patient ear
PURPOSE:

1. To ensure the patient that any information alhisiher condition, care, and treatment is kepbhibsly
confidential.

2. To familiarize EMS personnel what informatioattimay share with other family members.
SPECIAL INSTRUCTIONS:

1. Patient information is not discussed with anyonoedirectly involved in the delivery of care. dmfnation
is never discussed outside a normal work areainramy public area.

2. Information is not relayed to anyone includinigrids, family members, or significant others withfirst
consulting preceptor.

3. EMS /ED personnel in charge of the patient's caay:

A. Relate what the family could observe if they &vpresent: sat up, resting well, etc.

B. Give condition status, i.e., condition remaio®d. For an adverse change in condition, the fainily
advised to call the physician for his/her opinion.

4. Birth and deaths become a matter of public iteoid may be reported. Tact and sensitivityst be
used in reporting death events to family membedssigmificant others.

5. Requests for additional information are refem@the patient and/or physician.

6. Inquiries made by news media representativeparsbns other than the patient's family are refeto a
hospital or rescue service information officer @/ier designee.



UNIVERSAL PRECAUTIONS - AIDS POLICY

HCI Programs involve clinical experiences in whitbhdents may be assigned to administer care to
individuals who are HIV (Human Immunodeficiency ¥4) seropositive, or who have ARC (Aids Related
Complex) or AIDS. Students will, in every case gxpected to treat all patients with concern anditlig
inherent in professional standard of care. At Hraestime, students will be expected to follow all
recommended guidelines for prevention of HIV traission.

These EMS programs involve clinical and laboratexgeriences which could be a potential health ltazar
to students who have compromised immune systemdeBts who have AIDS, ARC, or who are positive
for HIV should be aware of the potential healthdrds to which they are exposed.

Health Career Institutes students and facultyfeilow the recommended guidelines for "Preventién o
HIV Transmission in Health Care Settings" publishgdhe CENTERS FOR DISEASE CONTROL,
Atlanta, Georgia, as well as the policies of thaows institutions in which we have clinical exparce.
Policies will be updated as new information relatg@revention and treatment of HIV becomes avéilab
To standardize the delivery of health care to atlgmts and to minimize the risk of transmissiof¥,
Allied Health students will:

1. Be taught basic skills in isolation techniquesaaiding to CDC specifications, and handling ofyod
fluids in the skills laboratory before actual ctial practice of these skills on a patient.

2. Be provided classroom instruction related to H#aatment, modes of transmission and prevention.
3. Receive hospital policies for blood and bodydflprevention.

4. Utilize the following blood and body fluid prag#ons consistently on all patients:

a. Gloves should be worn when touching blood ardyflaids, mucous membranes or non-intact skin of
all patients, or when touching items or surfacéedavith blood or body fluids (including perforngn
venipuncture and other vascular access procedures).

b. Hands should be washed immediately before gipaid again after removing gloves. Hands should als
be washed immediately and thoroughly when contamihaith blood or body fluids.

c. Gloves should be changed between each patient.

d. Gowns or plastic aprons, masks, and protectiegear should be worn for any procedures likely to
result in or prone to splashing of blood or bodyds.

e. Used needle should not be recapped, purposetyob&roken by hand, removed from disposable
syringes, or manipulated by hand. Disposable neggiginges, scalpel blades and other sharp itamdd
be placed in puncture resistant containers forodiap

f. Soiled linen should be handled as little as fmssvith minimum agitation. All soiled linen shalibe
bagged and tied closed at the location where itusesl.

g. Gloves are to be worn for post-delivery caréhefumbilical cord and until all blood and amnidtiad
have been cleaned from the infant's skin.

h. When universal blood and body fluids precautiamsimplemented on all patients, isolation/lakgelif
the patient's room, chart, or specimens is nottddne. Upon death, state law requires that adafftxed
to the body of anyone known to have blood born qgeh.

i. Specimens of blood and body fluids should begdgin a leak-proof container. When collecting the
specimen, care should be taken to prevent contéioinaf the outside of the container. All contamer
(except blood tubes) should be placed in a zip-hoa.

j- Mouthpieces and resuscitation bags should bé msplace of mouth-to-mouth resuscitation.

5. A hospital and college incident report is tochenpleted if the student is exposed to blood onlfhdds
through needle stick or cut, mucous membrane (sptathe eyes or mouth), or cutaneous (through skin
which is chapped, abraded or has dermatitis) méatlmw-up screening will be recommended according
to hospital/school guidelines. The cost of folloprwill be paid by the student.



6. Follow Center for Disease Control's Universadautions on all patients, and follow precautians f
invasive
procedures.

TESTING POLICY

1. Seating arrangement, leaving the room and stgpgpiamination for violations of the test takindippis
at the option of the instructor(s).

2. Information found on or in the vicinity of theudent during a period of testing will be grounds f
termination of the testing procedure. A grade obzgill be recorded and averaged into the finabigta

3. If there is evidence of verbal or non-verbal ommication between students during the examinatia,
examinations will be taken up by the instructonfrthe participating parties. A grade of zero wél b
recorded and averaged into the final grade.

4. All students are to remain seated during artgstituation, but should raise his/her hand iféhiera need
to communicate with the instructor.

5. Violation of the testing policy is grounds fasuihissal from the course with an "F" grade becaxise
unprofessional behavior. A statement to this effétttbe placed in the student's personal file.

6. All examinations, tests, and pop quizzes, baittem and verbal, must be taken on the date arvealin
Failure to take a test on the announced date @éll the student 5 points off for each calendartday
students does not take the test. Weekends willtctupoints.

7. In certain extraordinary circumstances, arrareggsmimay be made with the instructor to take an
examination in advance without incurring any pgnalt

8. The lowest acceptable grade on any written €8aB0% for Paramedic students

70% for EMT-B students

Two test scores below these levels during any eowit constitute an automatic "F" grade in thagaific
course and the student will have failed the coarskwill be academically withdrawn.

9. The final exam must be taken and passed witiadegof 80% for Paramedic students and 70% for EMT-
B students.

Scale for determining a letter grade is as follows:

A=93-100
B=85-92
C=70-84
F = Below 75

In order to remain in any EMS certificate progrding student must maintain a grade of "C" (70% or
above) in all courses.

Grades will be reviewed at midterm and at the drtti@semester. The student is responsible to catmpl
all clinical hours by the end of each semester. Sihdent must follow the Readmission Policy of Aieed
Health Department in order to be readmitted toptteggram. Upon readmission the student will be nexgli
to repeat the course, and all co-requisites couhgesg the term in which the unsatisfactory grades
earned. The student must successfully completmalises with a grade of "C" or better in order to
progress.

Student Responsibility

While both classroom and clinical experiences diencstructured by faculty, the student is expetted
assume an active role in managing his/her own ilegiexperiences. The student is responsible for all
material discussed, contained in reading assigrspant all announcements made in classes from which
he/she is absent.

POLICY FOR GRADE INFORMATION
Policy for Grade Information - In compliance witretBuckley Amendment.
1. No grades will be posted.



2. No grades will be given over the telephone student or any other person.

3. Students may obtain unit examination gradegsigdated times as set by the course instructor(s).

4. Any student wishing to have a grade prior teihéng the official grade report should submit ansped
self-addressed envelope to the instructor immelgiiafeer the final examination.

Disputes Concerning Grades

Students who have questions or disagreement cdangeheir grades or evaluations must discuss this w
their instructor within five calendar days. Grades final after that time.

Clinical Practicum Dress Code

To ensure that the students dress in a professioaaher with consideration of the patients, thanifies,
and the physicians, the students shall wear apipterofessional attire when entering the clinical
facilities, during work, and when leaving the fik. They shall wear a name tag, visible atiales.
Attire for students will be a clean EMS Progranadfsthirt with navy blue or black battle dressitytil
(BDU) pants and black shoes or boots polishedHigla luster.

The student staff shirts may be worn only whiletipgrating at an authorized EMS department clinical
activity. Any other use of these shirts is strigilphibited and will be considered fraud, and isumds for
dismissal from any EMS program.

GRIEVANCE PROCEDURE
The grievance procedure allows the student to Vigeba complaint, perceived injustice, or unresdive
conflict with another individual. The goal is tosés the student in resolving that grievance. Sitglare
encouraged to attempt to resolve the issue asaopnossible after the occurrence. If a problenesyis
students will follow the chain of command.
The chain of command for EMS programs is:

1. The lead instructor in the class.

2. The EMS Director Tina Palermo

3. The EMS Medical Director John Halpern MD

INAPPROPRIATE BEHAVIOR AND UNSAFE PRACTICE

If the student performs unsafe care or exhibitpmapriate behavior during the course of the sesngtte
clinical preceptor and the EMS Director will idégtand discuss this problem with the student as s®0
possible after the occurrence. A written contraitive written to document the occurrence. Steps to
resolve the problem will be discussed, and theestui expected to improve. The written contradt wi
identify specific areas for improvement, a plamthieve expected outcomes, a specified time

period to correct the deficiency, and a designtitaed period for evaluation.

Repeated incompetent actions and/or disruptivebehan the clinical settings will be grounds famoval
from the clinical prior to the completion of thénital rotation. The clinical preceptor has thehtitp
refuse the return of the student to that speciiigoal facility. If the identified problems are hresolved
the student will receive a failing clinical gradedacannot continue on in the program.
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HEALTH CAREER INSTITUTE

EMS PROGRAMS

TO WHOM IT MAY CONCERN:

| have printed a copy of the HEALTH CAREER INSTITHEMS Student
Handbook and deem myself responsible for all cdnten

Printed Name:

Student's Signature:

Date:
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