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INTRODUCTION

Welcome to the Heart of Georgia Technical College Radiography Program. This
handbook was prepared by the Radiography faculty to provide the student with a resource for
information regarding the policies and procedures of the Radiography department. This handbook
does not replace the policies and procedures for the general student population of Heart of Georgia
Technical College; therefore, students are expected to be knowledgeable regarding the contents of
each.

The Radiography program is a sequence of courses that prepares students for positions in
radiography departments and related businesses and industries. Learning opportunities develop
academic, technical and professional knowledge and skills required for job acquisition, retention,
and advancement. The program emphasizes a combination of didactic and clinical instruction to
develop skills necessary for successful employment. Program graduates receive an Associates of
Applied Technology Radiography degree or a Radiography Diploma, have the qualifications of a
radiographer and are eligible to apply for the radiography certification examination of the
American Registry of Radiologic Technologists.

The program, established in 1996, has accreditation by the Joint Review Committee on
Education in Radiologic Technology, 20 N. Wacker Dr., Suite 900, Chicago, IL 60606-2901, 312-
704-5300. The curriculum is based on the Radiologic Technology Program Guide developed by
the Office of Technical Education of the Georgia Department of Technical and Adult Education
and the Radiography Curriculum published by the American Society of Radiologic Technologists.
A copy of these documents may be found in the Radiography Program Director’s office.

The program is seven quarters in length and includes technical and clinical courses.
Clinical rotations are periodically assigned at different clinical education sites. The staff and
administration of the clinical affiliates provide support and assistance in maintaining the quality of
the educational program.
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WELCOME TO RADIOGRAPHY

Please read the materials contained in this packet. If you have questions, please contact your
program advisors:

Stephanie Morris, BS RT(R)(M)(CT) Radiography Program Chair

Sylvia Rozier, RN MSN Department Chair; Allied Health

Lisa Kelly Director Testing

Brooka Hutcheson Admissions Recruitment Specialist

Wanda Coticchio Director Enrollment Services (Registrar)

Lydia Barfoot Special needs facilitator

Joyce Davis and Lydia Barfoot Academic Assistance Tutoring and Remediation
Cecile Miller Director Career Development

Dahlia Wren Director Adult Education/Literacy

Ramona Wooten Director Financial Aide

Reviewed/Revised 10/08
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PHILOSOPHY

Radiologic Technology is a program of study, which is compatible with the policies of the
Georgia Board of Technical and Adult Education and encourages each Radiologic Technology
program student to benefit and contribute as a partner in the economic development and stability
of Georgia. The philosophy of the Radiography program is founded on the value attributed to
individual students, the radiography profession, and technical education.

The Radiography program of study is consistent with the philosophy and purpose of the
institution. The program provides academic foundations in communications, mathematics, and
human relations, as well as technical fundamentals. Program graduates are trained in the
underlying fundamentals of radiography and are well prepared for employment and subsequent
upward mobility.

The Radiography program is a technical program that provides the knowledge and skills to qualify
participants as radiographers. Upon completion of the Radiography program, students are eligible
to apply to sit for the American Registered Radiology Technologist (ARRT) certification
examination, thus enabling them to achieve professional employment in the field.

The program structure acknowledges individual differences and provides opportunities for
students to seek fulfillment of their respective educational goals. As set forth in its student
catalog, HGTC does not discriminate on the basis of race, color, creed, national or ethnic origin,
gender, religion, disability, age, political affiliation or belief, veteran status, or citizenship status
(except in those special circumstances permitted or mandated by law).

To assist each student to attain his or her respective potential within the program, both the
instructor and the student incur an obligation in the learning process. The instructor is a manager
of instructional resources and organizes instruction in a manner that promotes learning. The
student assumes responsibility for learning by actively participating in the learning process.

Radiologic Technology is a dynamic profession, requiring careful attention to current curriculum

and up-to-date instructional equipment. The program promotes the concept of change as the
profession evolves and nurtures the spirit of involvement in lifelong professional learning.
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RADIOGRAPHY PROGRAM

PURPOSE

The purpose of the Radiography program is to provide educational opportunities to individuals
that will enable them to obtain the knowledge, skills, and attitudes necessary to succeed as
radiographers.

The Radiography program provides educational opportunities regardless of race, color, national
origin, religion, sex, age, handicapping condition, academic disadvantage, or economic
disadvantage.

The Radiography program graduates are eligible to apply for a national certification examination
for radiographers and are prepared to function as professionals in the field of radiography.
Program graduates are to be competent in the general areas of communications, algebra,
interpersonal relations, and anatomy and physiology. Program graduates are competent to perform
imaging examinations and accompanying responsibilities assigned to a radiographer at the
direction of physicians qualified to request and/or perform radiologic procedures. Upon
completion of the program the graduate is competent to perform as a radiographer and to:

1. Apply knowledge of anatomy, physiology, positioning and radiographic techniques to
accurately demonstrate anatomical structures on a radiograph or other receptor.

2. Determine exposure factors to achieve optimum radiographic techniques with minimum
radiation exposure to the patient.

3. Evaluate radiographic images for appropriate positioning and image quality.
4. Apply the principles of radiation protection for the patient, self and others.
5. Provide patient care and comfort.

6. Recognize emergency patient conditions and initiate life-saving first aid and basic life support
procedures.

7. Evaluate the performance of radiologic systems; know the safe limits of equipment operation,
and report malfunctions to the proper authority.

8. Exercise independent judgment and discretion in the technical performance of medical
imaging procedures.

9. Participate in radiographic quality assurance programs.

Reviewed/Revised 10/08 9
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MISSION

The mission of the HGTC Radiography Program is to provide quality instruction for radiography
students that will enable them to benefit and contribute to the economic development of the
community. It prepares students for employment in radiologic technology and encourages
personal and professional development. In support of this mission, the Radiography Program has
the following goals:

1.

N

10.

11.

Provide education that acknowledges individual differences and respects the right of
individuals to seek fulfillment of educational needs.

Provide an environment that encourages the individual to benefit and contribute as a partner in
the economic process, development and stability of Georgia.

Provide education that develops the potential of each student to become a productive,
responsible, and upwardly mobile member of society.

Provide quality radiologic technology education in an atmosphere that fosters interest in and
enthusiasm for learning.

Prepare graduates to function as accountable and responsible members within their field of
endeavor.

Prepare graduates to function as safe and competent practitioners in radiography.

Prepare program graduates with the highest level of competence possible given the constraints
of the interest and ability levels of individuals.

Provide educational and related services without regard to race, color, national origin, religion,
gender, age, handicapping condition, academic disadvantage, or economic disadvantage.

Foster employer participation, understanding, and confidence in the instructional process and
the competence of radiologic technology program graduates.

Provide guidance to Radiologic Technology program students to assist them in pursuing
educational opportunities that maximize their professional potential.

Encourage program graduates to recognize and to act upon individual needs for continuing
education as a function of growth and maintenance of professional competence.

Reviewed/Revised 10/08 10
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HEART OF GEORGIA TECHNICAL COLLEGE
RADIOGRAPHY PROGRAM

OBJECTIVES

Provide current curriculum, instructional materials, and equipment (in accordance with
available funding), which teach knowledge, skills, and attitudes appropriate to industry needs.

Provide educational facilities, which foster learning and provide safe, healthy environments
available and accessible to all students who can benefit from the program.

Provide academic instruction which supports effective learning within the program and which
enhances professional performance on the job.

Provide employability skills that foster work attitudes and work habits that will enable
graduates of the program to perform as good employees.

Nurture the desire for learning so that graduates will pursue their own continuing education as
a lifelong endeavor.

Provide an educational atmosphere that promotes a positive self-image and a sense of personal
well being.

Provide education that fosters development of good safety habits.
Provide admission, educational, and placement services without regard to race, color, national
origin, religion, sex, age, handicapping condition, academic disadvantage, or economic

disadvantage.

Provide information to the public regarding the program that will facilitate recruitment and
enrollment of students.

Promote good public relations via contacts and regular communications with business,
industry and the public sector.

Promote faculty and student rapport and communications to enhance student success in the
program.

The programs goals will be met if JRCERT benchmarks are met and evaluated for

improvement annually:

1. 75% completion rate
2. 75% passing the ARRT on the first attempt
3. 75% have employment in the field within the 150% of program length

Reviewed/Revised 10/08 11
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Program Director -

Clinical Coordinator-

RADIOGRAPHY PROGRAM

FACULTY

Stephanie Morris, BS RT (R) (M) (CT)
Office (478) 274-7882

Cell (478) 278-5584

Email smorris@heartofgatech.edu

Denise Brinson, RT (R)(CT)(MR)
Office (478) 274-7773

Cell (912) 240-4117

Email dbrinson@heartofgatech.edu
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HEART OF GEORGIA TECHNICAL COLLEGE CALENDAR
July 1, 2008--June 30, 2009

SUMMER QUARTER-2008

Day/EVENING REGISTIATION .....c..viiiiiiiiiie ittt ettt s et e s e et e e s s e e e e neeas July 7
Non-Instructional Work Day and/or IN-ServiCe...........cccouvvvieiiiiiee e July 1, 2, 3, 8 September 23-26
MENAALOTY IN-SEIVICE .....eveiiiiiiiie ettt e et e e e st b e e e sbr e e e e sbneeeean September 22
AVISOrY BOArd MEELING ...cciitiieeiiiiie ettt e e st e e e ee e e e e September 23
L@ U=y (T g S Y= 1 1S 1 o L PRSP July 9/September 18
YT | =T o RSP August 12
Y (0T L= o o] [T N USSR September 1
S =11l (0] o oY PSSR July 4, September 1
GradeS DUE ... (noon) September 19
GED Graduation ......ccco oo July 31
New and Re-entering Student Registration..........c.cccccevivvvieiiinenen. LOIC September 3; Dublin September 4

FALL QUARTER-2008

Day/EVeNning REGISIIALION .........eiiiiiiiiie ittt e et e e sbneeeean September 29
Non-Instructional Work Day and/or In-Service..................... September 30, November 26, December 18-23
Quarter BegiNS/ENAS ......ccooeiii e October 1/December 16
(€T 7= To [ U= 11T ] o HA OO PP PP POPPPPPPUPPN October 9
[ 1oL =] 11 OO OO PP TP UPPUPPPPPPPN November 4
Student HOIdAYS ....oooeeeeeeeeeee November 11, 26-27
Staff Holidays .....cooooeeeee November 11, 27, December 24-31
LCTr= 1o [ TN = PO PP PU PP PPPPPON (noon) December 17
New and Re-entering Student Registration............cccccovvieeiiiiieennnnns LOIC December 3; Dublin December 4

WINTER QUARTER-2009

Day/EVENINg REGISIIALION ........veiiiiiiiiie ittt e e e aba e e anneee s January 6
Non-Instructional Work Day and/or IN-SEIVICE .........ccoiiiieiiieieicieee e January 5, 7
MaANAALOTY IN=-SEIVICE ... March 25
P aXo AV EYoT YA =T = T o [N\ 1=T= 1oV PR March 24
Quarter BegiNS/ENGS ......ccoo e, January 8/March 23
7o (= o February 12
StUAENt HOIAAYS ... January 19
ST i il o] [0 Fo N PO OPPPRPPOPPRPN January 1, January 19
LCTr= 1o [ B TN = T PP TP RTTPTPPRN (noon) March 24
Consortium Meeting (FACUILY) .....oooi it February 6
€1 =B €] = To (U= 1o P PR PP PSP January 15
New and Re-entering Student Registration............cccceeviiieiiiiiene e, LOIC March 4; Dublin March 5

(Spring Break March 30- April 2)

SPRING QUARTER-2009

Day/EVening REGISTIAION ..........uiiiiiiiiiiiiii ettt e e e e et e e e e e e e s bbb e e e e e e e e s annbreneaaaens March 26
Non-Instructional Work Day and/Or IN-SEIVICE ...........eeuiiiiiiiiiiiiiiie ettt e e ee e e e e e anees N/A
QUANEN BEOINS/ENGS ....eeiiiiiiieiiieie ettt ettt ettt e s st e s e et e e e e st e e e e nreas April 6/June 17
LCTr=To (U1 1T o PP RR T P PR April 9
Y/ To 1= 1 4 PSSR OTPRP May 7
11010 (=] ol o [o] To F= 1A PP PRPPPPPPPN May 25
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) = 1 0] 0 oY May 25
LT =T [T I 11 = SR (noon) June 18
Consortium Meeting (FACUILY) ......uviiiiiie i e e e e e e st e e e e e s s st e e e e e e e s e s nnnnennees May 15
New and Re-entering Student Registration............cccceviiieiniiiec e LOIC June 3; Dublin June 4

(Summer Break June 221 July 2)

FORMAL GRADUATION THIS FISCAL YEAR
October 9, 2008; April 9, 2009
May 29, 2007
Revised November 16, 2007
Revised May 13, 2008
Revised August 8, 2008
HEART OF GEORGIA TECHNICAL COLLEGE CALENDAR
July 1, 2009--June 30, 2010

SUMMER QUARTER-2009

Day/EVENING REGISIIALION .....o..viiiiiiiiiie ettt sttt et s et e e s et e e e ssb e e e e neeas July 6
Non-Instructional Work Day and/or IN-ServiCe ..........cccovueveeiniiiiiiniieee e July 1, 7, September 23-24
MANAALOTY IN-SEIVICE ....ueiiiiiiiiie ettt e e e st et e e st b e e e e sba e e e e sbneeeean September 21
P o V7 EYo T YA = o = 1o [NV = T= 11V N September 22
Quarter BegiNS/ENAS ......cccoe e July 8/September 16
7o 1= o August 11
StUAENt HOIAAYS ..o September 7
Staff HOlIdAYS ..o July 2, September 7
LCTr= 1o [ B TN = O PO OO P P PP PUPPPP (noon) September 17
(€1 =B ] = To [ =14 o] o PR PP PUPPPPRPPPPPPN July 30
New and Re-entering Student Registration............cccccevvvveieininenen. LOIC September 2; Dublin September 3

FALL QUARTER-2009

Day/EVeNinNg REQISIIAtION .......ciiiiieie e September 28
Non-Instructional Work Day and/or In-Service.........cccoeeeveiiieiiiiiccciciieecennn September 29, December 17-24
Quarter BegiNS/ENAS ......ccooiiiiieeeeeeeeeeee September 30/December 15
LCT 7= To [ U= 11T ] o HA PP TP PO PUPPUPPN October 8
1Y 1oL =] 1o T PP UPPUPPPRPPTN November 3
Student HOlIdAYS ....cooeeeeeeeeeee November 11, 25-26
Staff HOAAYS ..eevveeeeiiieeeee et November 11, 25, 26, December 28-31
LCTr= 1o [ I TN = PO PP PPPPPRPN (noon) December 16
New and Re-entering Student Registration............cccccovvieeiiiiieennnnns LOIC December 2; Dublin December 3

WINTER QUARTER-2010

Day/EVENiNg REQISTIAtION ... January 6
Non-Instructional Work Day and/or IN-SEIVICE .........cooiiiieiiiiieeecece e January 5, 7
[V =T o F= o] VA g BT oY (o TP POPUPUPRRPTN N/A
AdVISOrY BOAIA IMEELING ......eeeeeiiiie ettt ettt et e e e e e bt e e e e e e e e aabb bt e e e e e e e s e annbeneeeaaeas March 23
QUAIET BEOINS/ENTUS .....eeeiiiieii ittt ettt e e et e e e e e e e annbeeeeaeaeeaaannnes January 11/March 23
1T 1= 1 4 P PP February 15
1100 (=T ol o ToTo F= YA PRSPPI January 4, 18
ST i il o] o o P PRSP PRI January 4, 18
LCTr= 1o [T I T = PRSPPI (noon) March 24
Consortium Meeting (FACUILY) .....eoiiiiiiie ettt e e s February 5
€1 B I ] = To [ =14 o] P PRSP January 28
New and Re-entering Student Registration............ccc.eeeveieiiiiiiiiiiieiee e LOIC March 3; Dublin March 4
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RADIOGRAPHY PROGRAM

(Spring Break March 29- April 1)

SPRING QUARTER-2010

Day/EVENiNg REGISTIALION ........ueiiiiiiiiie ettt e et e e et e e e st e e e e e abreeeean March 25
Non-Instructional Work Day and/or IN=-SEIVICE ..........ccciiiiiiiiiiiiee ittt N/A
QUANEN BEOINS/ENGS ....cciiiiiiieiiiiee ettt ettt ettt e e e e et e e e nbe e e e e nneas April 5/June 16
LC17=To [T E=1 1] o IR TP PP PPPPPPPPP P April 8
Y To 1 (=T 1 4 O PP PT PP PPPPPP P May 6
Y (0o L= o o] [T o NSRS May 31
) =11 (0] o -SSR May 31
LT =T [T I 11 = SRR (noon) June 17
Consortium Meeting (FACUILY) ......uvviiieie i e e e e e s e e e e e e e s s ra e e e e e e e e s nnnrennees May 14
New and Re-entering Student Registration...........ccccccvveeeiiicciiieenc e, LOIC June 2; Dublin June 3

(Summer Break June 217 July 5)

FORMAL GRADUATION THIS FISCAL YEAR
October 8, 2009; April 8, 2010
Draft July 9, 2008
Revised August 8, 2008

July 11, 2006

CURRICULUM
Course Core for Degree Track RAD Class Lab/OBI Hours Contact Credits
TECH Hours Hours

BI10 193 Anatomy and Physiology | 4 3 50 5

BI1O 194 Anatomy and Physiology 11 4 3 50 5
ENG 191 | Composition and Rhetoric | 5 0 50 5
ENG 193 Composition and Rhetoric Il 5 0 50 5
MAT 191 College Algebra 5 0 50 5

PSY 191 Introductory Psychology 5 0 50 5

SPC 191 Fundamentals of Speech

AHS 104 Introduction to Health Care 2 3

SCT 100 | Introduction to Microcomputers

CURRICULUM
Course | Core for Diploma Track RAD TECH Class Lab/OBI Contact Credits
Hours Hours Hours
ENG 101 | English 5 0 50 5
PSY 101 | Basic Psychology 5 0 50 5
MAT103 | Algebraic Concepts 5 0 50 5
AHS 101 | Anatomy and Physiology 5 2 70 5
AHS 104 | Introduction to Health Care 2 3 50 3
SCT 100 | Introduction to Microcomputers 1 4 50 3
Psychological Services Bureau Aptitude Test 35%
FIRST QUARTER

RAD Introduction to Radiography 4 2 60 5
101
RAD Radiographic Procedures | 3 3 60 4
103

Reviewed/Revised 10/08 15




HEART OF GEORGIA TECHNICAL COLLEGE
RADIOGRAPHY PROGRAM

RAD Clinical Radiography | 0 14 140 4
132
7 19 260 13
SECOND QUARTER
RAD Radiographic Procedures 11 3 3 60 4
106
RAD Principles of Radiographic Exposure | 3 3 60 4
107
RAD Clinical Radiography 11 0 21 210 7
133
6 27 330 15
THIRD QUARTER
RAD Radiographic Procedures I11 3 3 60 4
109
RAD Principles of Radiographic Exposure Il 3 0 30 3
116
RAD Clinical Radiography Il 0 21 210 7
134
6 24 300 14
FOURTH QUARTER
RAD Clinical Radiography IV 0 21 260 12
135
RAD Radiologic Procedures IV 2 1 30 2
113
RAD Radiology Sciences 5 0 50 5
123
7 22 340 19
FIFTH QUARTER
RAD Radiographic Imaging Equipment 3 3 60 4
117
RAD Radiographic Pathology 3 1 40 3
119
RAD Clinical Radiography V 0 21 210 7
136
6 25 310 14
SIXTH QUARTER
RAD Principles of Radiation Biology and 5 0 50 5
120 Protection
RAD Clinical Radiography VI 0 28 280 9
137
5 28 330 14
SEVENTH QUARTER
RAD Radiologic Technology Review 4 0 40 4
126
RAD Clinical Radiography VII 0 28 280 9
138
4 28 320 13

ACADEMIC STANDARDS

Reviewed/Rev

ised 10/08
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HEART OF GEORGIA TECHNICAL COLLEGE
RADIOGRAPHY PROGRAM

Evaluation of the student’s achievement of the course objectives will be based on satisfactory
completion of all required classroom activities. This is an example of how grading will be
computed:
EXAMPLE:

Unit Exams 60%

Comprehensive final exam 20%

Competency Assignments and Lab evaluations 15%

Workbook and Homework 5%

Heart of Georgia Technical College grading system, as stated in the HGTC Student Handbook
page 41, is as follows:

Grade Grade Points
A (90-100) Excellent 4.0
B (80-89) Good 3.0
C (70-79) Satisfactory 2.0
D (60-69) Poor 1.0
F (below 60) Failing 0.0
I Incomplete GPA not computed
w Withdrew (no grade) GPA not computed

WP  Withdrew Passing ~ GPA not computed
WF  Withdrew Failing 0.0 (computed)

Students are required to achieve a grade of “C” in all courses assigned to the Radiography
curriculum. If a final grade lower than a “C” is made in a course that is a prerequisite for another
Radiography course the student will be dismissed from the program. The student may re-apply to
the program and enter when the sequence of courses he/she needs is offered. This is usually
during the same quarter the following year. Testing may be required and space limitations must
be considered. Re-entry into the program is limited to one time. If re-admittance is granted, any
competencies that are more than one year old must be completed again. The only exception to this
would be if a student who is working as a radiographer and can provide acceptable proficiency
documentation from their supervisor. This is at the discretion of the Radiologic Technology
Department Faculty. Some areas of interest may still need to be assessed. (Ex. Fluoroscopic
exams, C-Arm Procedures)

Successful completion of the program shall be dependent on documented achievement of
objectives and competencies defined in each syllabus.

Because of the structure of this curriculum, students must progress through the course as
prescribed. The progressive nature of the RAD courses requires that these courses will be
scheduled in the student’s curriculum; however, other courses may be taken prior to entering the
full-time curriculum.

A grade of “I” (incomplete) may be given in a RAD course in the event that a student has

not completed course requirements during the prescribed time. The incomplete is assigned only
after the student has made arrangements with the instructor for fulfilling the course requirements.

Reviewed/Revised 10/08 17



HEART OF GEORGIA TECHNICAL COLLEGE
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All work must be completed within the following quarter, or the grade automatically becomes an
“F” and the student’s progression in the program will be jeopardized.

SYTEMATIC STUDENT EVALUATION

A variety of methods, including class participation, written and oral tests, evaluation of
practical demonstrations, and observation of the student’s skill in the clinical area measure each
student’s progress in the program.

Additional progress charts, individual progress reports, performance checklists, and
performance evaluation standards are used to monitor the student’s progress in the program.
Performance standards have been defined for each area of clinical practice, and the clinical
instructor for each student under his/her supervision will complete periodic clinical evaluation
reports. The student’s class participation, cooperation and progress during the grading period will
also be considered.

Grading is in accordance with current school policy. Students should refer to each course
syllabus for grading methods. Individual course grading policies are the responsibility of the
course instructor.

WORK ETHICS

A Work Ethics grade will be given each quarter for each course completed. Work Ethics
grades will not affect the academic grade point average (GPA) of a student; that is, Work Ethics
grade(s) remain separate from academic grades. Work Ethic grades will be printed on quarterly
Student Grade Reports and Transcripts. The Work Ethics grade is designed to evaluate and
encourage good work habits. Business and industry leaders have identified essential work ethics
that should be taught and practiced in order to develop a viable and effective workforce.

The ten ethics traits are:

1. Attendance: attends class, arrives on time; notifies instructor in advance of planned
absences; makes up assignments punctually

2. Character: displays loyalty, honesty, trustworthiness, dependability, reliability, initiative,
self-discipline, and self-responsibility

3. Teamwork: respects rights of others; is a team worker; is cooperative; is assertive;
displays a customer service attitude; seeks opportunities for continuous learning; displays
mannerly behavior

4. Appearance: displays appropriate dress, grooming, hygiene, and etiquette

5. Attitude: demonstrates a positive attitude; appears self-confident; has realistic
expectations of self

6. Productivity: follows safety practices; conserves materials; keeps work area neat and
clean; follows directions/procedures

Reviewed/Revised 10/08 18



HEART OF GEORGIA TECHNICAL COLLEGE
RADIOGRAPHY PROGRAM

7. Organizational skills: manifests skill in personal management, time management,
prioritizing, flexibility, stress management, and dealing with change

8. Communication: displays appropriate nonverbal and verbal skills

9. Cooperation: displays leadership skills; appropriately handles criticism and complaints;
demonstrates problem-solving capability; maintains appropriate relationships with
supervisors and peers; follows chain of command

10. Respect: deals appropriately with cultural/racial diversity; does not engage in
harassment of any kind

Each week we will focus on one of the ten ethics traits. Evaluation of student work ethics uses a
rating scale based upon a definition of the expected behavior of a good employee. Points are
assigned to evaluate each of the ten work ethics traits as follows:

Exceed expectations: 3 points
Meets expectations 2 points
Needs improvement 1 point

Unacceptable 0 points

Every student’s work ethics evaluation is assumed to be “Meet expectations” at the beginning of
each quarter. So on the first day of class, each student receives 2 points for each of the ten traits for
a total of 20 points. As the student interacts daily with his or her instructor in the classroom or lab,
the instructor may observe behaviors that vary from those of a good employee. The instructor
documents the positive or negative behavior using a Work Ethics Evaluation Form. A mid-term and
final work ethics grades are included along with the academic grade.

Remember, you are being observed at all times. In general, you are expected to be punctual for
class, display correct professional attitude and conduct, do the work expected of you in a timely
manner, and maintain a neat appearance.

ACADEMIC CODE OF CONDUCT

1. No student shall receive or give assistance not authorized by the instructor in the preparation
of any essay, laboratory report, examination or other assignment included in an academic
course.

2. No student shall take or attempt to take, steal or otherwise obtain in any unauthorized manner

any material pertaining to the conduct of a class. This includes, but is not limited to tests,
examinations, laboratory equipment and roll books.
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3. No student shall sell, give, lend or otherwise furnish to any unauthorized person, material
which can be shown to contain the questions and answers to any examination scheduled to be
given an any subsequent date in any course of study offered by Heart of Georgia Technical
College without authorization by the instructor.

4. Plagiarism is prohibited. Themes, essays, term papers, tests and other similar requirements
must be the work of the student submitting them. When direct quotations are used, they must
be indicated and when the ideas of another are incorporated in the paper they must be
appropriately acknowledged. Papers that contain plagiarized material will be given a grade of
AOAIl so, a work ethics grade of A00 wil/l be

CODE OF CONDUCT T CRITICAL INCIDENTS

A critical incident is defined as any action or failure to take action that may result in, or has
the potential to result in harmful effects to the well-being of the client. Such incidents should be
recorded and reported following the normal chain of command immediately. Each critical
incident should be taken very seriously and will be evaluated on an individual basis by a
committee composed of, but not limited to the clinical instructor, the program chairperson, the
Health Technologies Department Head the Vice-President of Instructional Services and/or the
Director of Instruction.

In order that the rights and safety of all students are protected, we ask that your activities
be governed by reasonable rules of conduct. The following acts are among those that will
constitute cause for disciplinary action in the form of a written critical incident and/or dismissal
from the Radiologic Technology Program at HGTC.

Each component of the Code of Conduct will be assigned a Grade | or Grade 1.
A Grade I incident will result in immediate dismissal from the clinical site for the remainder of the
quarter in which the incident occurred. A Grade Il incident will result in one (1) written warning.
A second Grade Il incident will result in immediate dismissal from the clinical setting for the
remainder of the quarter in which the incident occurred.

GRADE |

1. Stealing or willfully destroying or damaging any property of the facility, patients, visitors, or personnel.
(See lab equipment utilization, student handbook.)

2. Reporting for, or attempting to work while under the influence of or addiction to alcohol, drugs or
narcotics; or in a physical condition making it unsafe or unsatisfactory to continue clinical practice.

3. Absence of two (2) clinical days without notifying the clinical instructor.
4. Patient abuse (physical, mental, verbal).

5. Altering, falsifying or making a willful misstatement of facts on any patient record or chart.
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Speaking negatively, gossiping or making libelous statements about the facility, patients, family
members or faculty.

Violating patient rights as legally defined (i.e. confidentiality).
Failure to report any activity or incident that adversely affects the patient.

Abandonment — Leaving the clinical site during assigned clinical hours without the clinical instructor’s
knowledge/permission.

10. Performing any portable examination without a technologist present in the area of the exam.

GRADE Il

1. Disobedience or insubordination to a clinical instructor, clinical coordinator or program director.

2. Disorderly, unethical or indecent conduct in the classroom or the clinical setting.

3. Discussing personal problems with the patient.

4. Abandonment — Excessive tardiness (defined as 3 times tardy) or failure to inform the clinical
instructor of tardiness or absence by telephone at least one hour prior to the beginning of the shift.
(Two days in any quarter of failing to inform in the correct procedure will result in immediate dismissal
from the clinical portion of the program.)

5. Smoking in unauthorized areas.

6. Consuming food or beverages at unauthorized times or in unauthorized places.

7. Failure to abide by the clinical uniform standard for Heart of Georgia Technical College.

8. Failure to abide by policies/requirements of the clinical facility.

9. Failure to follow the chain of command as outlined in the HGTC Student Handbook.

ATTENDANCE POLICIES

CLINICAL

1. Attendance at all scheduled clinical activities is necessary to meet course requirements and absence
may affect the student’s grade. Students are therefore urged to make every possible attempt to attend
all clinical rotations. Students should report promptly each day to the assigned clinical site as
designated by the Clinical Rotation Schedule. It is the student’s responsibility to check the rotation
schedule and report to the correct location. Make-up time will be allowed at the end of the quarter as
time/space allows.

2. Absence due to illness: The student must notify a Radiology Department technologist supervisor or the

clinical instructor and Heart of Georgia Technical staff at least one hour prior to the beginning of the
scheduled assignment. Messages may not be left with a department secretary. If the student knows or
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suspects that he/she has a communicable disease he/she should not report to the clinical site and must
follow protocol as described above. A student may re-enter clinical education after consultation and
clearance from his/her family physician.

Excused Absences: When the student knows in advance that he/she will have to be absent during a
clinical assignment, he/she must notify the clinical instructor as well as HGTC Radiology faculty prior
to the assigned day.

Students must present a professional appearance and attitude at all times by arriving to work on time,
beginning work promptly, working diligently and working well with others, accepting constructive
criticism well and showing initiative and the desire to learn. Timeliness is an important component of
being professional. Your unwarranted absence or tardiness directly affects those who work with you
and the care delivered to the patient. Reporting late at clinical sites, 15- minutes, will result in a
“fault.” A student receiving three “faults” in a quarter will be required to perform an additional 8-hour
clinical day at the institution where the student is assigned. There will be no substituting of clinical
sites. An absence of an entire day will have to be made up during the quarter in which the absence
occurred.

A student is considered to have an unsatisfactory attendance record if absent more than 10% of the
scheduled clinical hours for one quarter. If a student exceeds 10% or more of scheduled clinical hours,
he/she will be dismissed from clinical for excessive absences. The student would be required to retake
the clinical portion of the quarter in which the days were missed.

EXAMPLE: 30 clinical days X 10% = 3 days

All clinical assignments will be made up either at the end of each quarter or at the discretion of the
faculty. A student who does not complete the clinical requirement will receive an “I”” (Incomplete) for
the grading period. The clinical time missed must be made up within the next quarter after the end of
the grading period or the “I” will be converted to an “F” (failure) and the student will be required to
retake the clinical time and will not be allowed to proceed to the next level.

7" Quarter students who do not complete all clinical hours will be required to return
the next quarter until all clinical time has been made up. Students are required to have 1590 hours of
clinical time to graduate.

In order to make up a clinical absence a make-up sheet must be completed and handed in. (See make-
up sheet). If a student needs to make-up clinical time, the make-up time sheet must be completed and
turned in to the Program Director or the Clinical Coordinator prior to credit being given for the time. It
will be the student’s responsibility to make sure all make-up time sheets are completed and given to the
program instructors in a timely manner.

If a student or instructor believes that a particular student would benefit from additional clinical
experience, a student will be allowed to with specific guidelines.

e The student must have prior approval from either the Program Director or Clinical Instructor and
the supervising technologist of the chosen clinical site.

The student must be at the clinical site for a full day (7 hours), no half days will be allowed.

The student cannot use the voluntary time as credit toward any make-up time.

Depending upon the student’s actual needs, the Clinical Coordinator may or may not be present.
A make-up time sheet must be completed to document the time the student was present at the
respective clinical site.
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9. Switching clinical rotation for any reason is prohibited unless approved by the program director.

10. The student will attend clinical according to schedules. If a student remains at a clinical site longer
than assigned, consideration may be given for previously missed clinical time. Such consideration is at
the discretion of program faculty.

11. The student should be in his/her assigned area five minutes before scheduled time and is to remain
there until scheduled time has expired. Failure to comply may result in a critical incident.

12. A student will be required to make-up any missed clinical time for attending a related job orientation,
but the absence will not be counted towards against the student with regards to the 10% attendance
policy. If a student attends job orientation in an unrelated field, the student will be required to make-up
any missed clinical time and be held responsible for the 10% attendance policies.

CLASS
1. Students are to adhere to the HGTC attendance policy (see HGTC Student Handbook) @

www.heartofgatech.edu 2007 student handbook. The handbook on the web site will always be the latest
edition.

2. Students will be responsible for all class and lab material presented on the day of an absence.

EMERGENCY CLOSING

1. If Heart of Georgia Technical College has canceled classes, the student is not required to
attend clinical education or classes. Program course material will be covered at a later date.

2. If classes have returned to their regular schedule and the student believes he/she cannot make
it to the clinical site due to road conditions, it will be treated as an absence.
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STUDENT REQUEST FOR CLINICAL EDUCATION
ABSENCE MAKE-UP

NAME

DATE OF ABSENCE NO. HRS. TO BE MADE UP

DATE OF REQUESTED MAKE-UP

APPROVED  YES NO

NO. HRS. PRESENT

SUPERVISOR PRESENT DATE
(Signature)

Student Date
Clinical Instructor Date
Clinical Coordinator Date
Program Director Date

| have requested to make-up the stated number of hours on the date given above. | understand that
if approved by the Clinical Instructor, that | am responsible for being present at the stated time. If
in the event that I cannot be present, | will contact the Clinical Instructor and Program Director. If
they cannot be reached, | am to contact the supervisor on duty and advise them of my problem.
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HEART of GEORGIA TECHNICAL COLLEGE
RADIOLOGIC TECHNOLOGY PROGRAM

STUDENT REQUEST FOR CLINICAL EDUCATION
ABSENCE MAKE-UP

Student: Class: RAD
FACILITY: Quarter: /
Date of Absence: # of Hours Proposed Dateof Makedup* # of Hours

*In the event that | cannot be present for my malip time, | will contact the Clinical Instructor, AND Program

Director, by phone, at least-hour prior to my expected time of arrival. (Failure to do so widlgult in a GRADE Il

critical incident.) If they can not be reached, | am to contact the supervisor on duty and advise them of my problem.

Il will submit the supervisor®&s name and time of call t
SIGNED BY CLINICAL INSTRUCTOR AND PROGRAM DIRECT@EFORE THE TIME IS MADE UP.

Student Signature Date
Clinical Instructor Date
Program Directoror Clinical Coordinator Date

Actual Makeup Time Clocked:

Date:. # of Hours Supervisorés Signatur
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MISCELLANEOUS POLICIES
Accidents/Injuries to Students

Students should report accidents or injuries that occur to them or to others to their instructor
immediately. The student is expected to adhere to the clinical agency’s policy regarding the
completion of an incident report and receiving appropriate medial care and should complete the
appropriate HGTC paperwork if student accident insurance is to be utilized.

Liability of Radiography Students

Radiography students will be held responsible and accountable for their own actions while in the
clinical area. The scope of practice for radiographers will be presented during RAD 101.
Professional liability insurance is required. The student is required to purchase this insurance each
year before attending clinical sites.

Client Confidentiality

Students and faculty are bound by the established professional code of ethics concerning client
confidentiality and must follow the clinical facility guidelines assuring compliance with HIPAA
regulations. Students may not use client names on student paperwork; you may use X-ray numbers
to identify radiographs for presentation. Students may not discuss clients and/or family members
except during appropriate conference times. Failure to abide by this established code will result in
a Grade I Critical Incident.

Access to Client Records

Students may only have access to client records during clinical rotation or special arrangements
made by the instructor and host facility. A student cannot present to the clinical area after
established hours and represent HGTC to gain access to client data.

Clinical Breaks

The students are allowed 60 minutes a day for breaks (this may be one hour for lunch, or divided
into 15-minute breaks and a 30-minute meal break) at the discretion of the clinical instructor.
There should be no eating or drinking in the radiography department (unless the department has a
“break” room and this is allowed in that area).

No Smoking Areas
All of the clinical settings utilized by HGTC are “Smoke Free” facilities. There should be no

smoking in the clinical area except in those areas designated as smoking areas by the clinical
facility.
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Grievance Procedures

When a student has reason to request a review of action taken by an instructor or other
radiography program faculty, he/she should first discuss the action with the instructor or other
faculty member involved. If the issue is not resolved by this meeting, the student should appeal to
the Radiography Program Chair within 2 days. After meeting with the Radiography Program
Chair, if the issue is not resolved, the student should appeal in writing to the Allied Health
Technologies Department Head within 5 days. If there is still no resolution of the issue, the
student should appeal to the Vice President of Educational Services as indicated in the HGTC
Student Handbook, p. 45.

Supplemental Study Materials/Tutorial Services

Supplemental study materials in various forms are available to the radiography students. These
include supplemental reading materials from professional texts and journals, audio- tapes,
videotapes, specialized computer programs and web-based resources. The student should make
arrangements with the radiography faculty to use materials in the radiography lab and classroom.
Many clinical facilities have medical libraries that may be used by the student. The student should
consult with the faculty about the use of these facilities. All students are encouraged to make use
of these valuable resources.

Tutorial services are also available to the radiography student. Individual tutoring is provided by
the radiography faculty and is scheduled by appointment only.

Lab Equipment Utilization

Because the replacement of lab equipment is very costly to the institution, students and faculty
members are expected to handle all lab equipment carefully. Lab equipment and the lab itself
should be left in an orderly manner. Students may not borrow department equipment, including
textbooks and video materials, without the written consent of the Radiography program director or
clinical coordinator.

Faculty Offices

Office hours in which faculty are available to students are established quarterly due to curriculum
scheduling. It is the responsibility of faculty to notify students of individual office hours.
Students are not permitted into the radiography offices unless there is a faculty member present.
Faculty members are not available during lunch hours (usually 12:00pm — 1:00pm) unless special
arrangements have been made.

Teaching/Grading/Evaluation Tools

Each quarter has specific guidelines regarding instruction, grading and evaluating. The student
will receive these specifics at the beginning of each quarter.
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RADIATION PROTECTION POLICY

Students are required to exercise sound radiation protection at all times. At no time may a student
participate in a procedure utilizing unsafe protection practices.

ENERGIZED LAB

1.
2.

Students may operate the energized lab only with an instructor present.

Students may not radiograph each other. Students may simulate an examination on another
student as long as an exposure is not made. Phantoms and positioning devices are available
for laboratory experiments.

3. Any individual experiment or project must be reviewed and authorized by a faculty member.
4.
5. Any questionable practice must be reported to the program director immediately.

The student is required to wear a radiation monitor while at the energized lab.

CLINICAL AFFILIATES

1.
2.
3.
4,
5. Any questionable practice must be reported to the clinical instructor and program director.

Students must wear radiation monitors while attending the clinical assignment. The single
monitor is to be worn at the collar, outside the lead apron.

Students may leave dosimeters at the clinical site if they are not needed for projects or
experiments at the energized lab.

Students must always adhere to practices that reduce radiation exposure to themselves and
other personnel.

Radiation protection of the patient is the responsibility of the student.

MONITORING RECORDS

1.

The dosimeters worn by the faculty and students must be changed no later than the 5" of each
month. Students may bring film badges in to class on the date directly preceding the fifth of
each month.

If a dosimeter is lost or damaged, the student must notify the program chairperson so a
replacement may be ordered. The student is responsible for the cost of the replacement badge.
The dosimetry reports will be reviewed by the program director and counseling will be
provided as necessary. The student must check his/her dosimetry report monthly and initial
the form within two weeks of posting. Any questions concerning the report should be directed
to the program director.

Students are required to document and submit a written report to the program director when a
situation arises that might affect the quality of the radiation monitoring report. This will be
placed in the student’s file for future reference.

Each student is subject to the occupational exposure dose limits set by state and federal
guidelines. If the recommended ALARA dose is exceeded, the student will be counseled by
the program chairperson to determine the reason for the exposure.

If a student is employed in a Radiology Department that requires the student to wear a
radiation monitor, a different monitor must be worn. The Radiology Department must provide
this monitor. Federal regulations require that a copy of this second dosimetry report be
forwarded monthly to the program director.
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POLICY FOR PREGNANT STUDENTS WHO ARE EXPOSED TO IONIZING
RADIATION IN THE COURSE OF THEIR EDUCATION
INTRODUCTION

This policy has been adopted for those students who may become pregnant while enrolled in a
program in which they are exposed to ionizing radiation. Heart of Georgia Technical College is
very interested in the protection of the unborn child, and will take every reasonable step to ensure
the safety of the mother and the unborn child throughout the pregnancy. Current radiation
protection standards and scientific evaluations have demonstrated that, with proper protection, the
student may work safely throughout the term of the pregnancy. The purpose of this policy is to
provide the pregnant student with necessary protection in accordance with all standards and
regulations while at the same time assuring the performance of assigned tasks throughout the
pregnancy.

DECLARED PREGNANT WORKER

Federal and State regulations were modified in 1994 to introduce the term “declared pregnant worker.” A
declared pregnant woman is defined as a woman who has voluntarily informed her employer, in writing,
or her pregnancy and the estimated date of conception. The regulations allow a pregnant woman to decide
whether she wants to formally declare her pregnancy to take advantage of lower dose limits for the
embryo/fetus. This regulation has been applied to student radiographers as well. The pregnancy may be
declared as soon as conception is confirmed, or at any time during the pregnancy. Once the pregnancy is
declared this institution is required to ensure that the unborn child does not receive more than 500 millirem
(5 mSv) during the term of the pregnancy, as determined by the radiation dosimeter, which is worn at waist
level under the apron. In the event that the student has already received 450 millirem (4.5 mSv) or greater
from the date of conception to the date that the pregnancy is declared, the regulations permit the unborn
child to receive a maximum of 50 millirem (.5 mSv) during the remaining term of the pregnancy. It is up to
each student to make her own decision regarding the declaration of pregnancy. In all cases, the school
requires that radiation doses to the student as well as to the unborn child shall be maintained, “As Low As
Reasonably Achievable (ALARA)”.

When a student confirms that she is pregnant, she has several choices. She may choose to NOT declare the
pregnancy, in which case no changes will be made to the student’s schedule and the embryo/fetus will be
subject to the same radiation dose limits that apply to other occupational workers.

If the student decides to declare the pregnancy, she must do so in writing. Once the student completes a
“Declaration of Pregnancy” (see attached form), she needs to meet with the Radiography Program Director
to discuss her options. These include the following:

1. She may choose to withdraw from the program and re-enter after delivery to complete the
program.

2. She may choose to continue the program without interruption of the routine clinical rotations.
However, the Program Director must assure that the radiation exposure to the embryo/fetus
does not exceed .5 rem (5 mSv) during the entire pregnancy. This could necessitate a change
in the schedule to avoid areas of clinical practice that may expose the student to higher
radiation doses, i.e., mobile C-arm fluoroscopy, mobile radiographic exams and fluoroscopy.
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This option might result in a delay in graduation until those clinical rotations could be
completed.

3. She may choose to discontinue clinical rotations and remain in the academic classes until after
delivery, and then complete clinical rotations. This option would delay completion of the
program.

The student may revoke the Declaration of Pregnancy at any time if she believes that it is in her best
interest to do so, and the lower dose limit for the embryo/fetus would no longer apply.

USE OF PROTECTIVE DEVICES

Film badges designated for use under the lead apron at the waist level must be properly managed
at all times. Under no circumstances should the waist and collar badges be reversed. Proper
utilization of film badges during radiation exposure is mandatory.

Lead aprons provided by the clinical site or by the school must be worn at all times that the
pregnant or potentially pregnant student receives radiation exposure. Care should be taken to
reduce and eliminate unnecessary exposure. Using these protective measures, the student should
be able to perform normal duties throughout the pregnancy without fear of excessive radiation
exposure to the unborn child.

NUCLEAR REGULATORY COMMISSION POSITION

NRC regulations and guidance are based on the conservative assumption that any amount
of radiation, no matter how small, can have a harmful effect on an adult, child, or unborn child.
This assumption is said to be conservative because there are no data showing ill effects from small
doses; the National Academy of Sciences recently expressed “uncertainty as to whether a dose of,
say, 1 rad would have any effect at all.” Although it is known that the unborn child is more
sensitive to radiation than adults, particularly during certain stages of development, the NRC has
not established a special dose limit for protection of the unborn child. Such a limit could result in
job discrimination for women of childbearing age and perhaps in the invasion of privacy (if
pregnancy tests were required) if a separate regulatory dose limit were specified for the unborn
child. Therefore, the NRC has taken the position that special protection of the unborn child should
be voluntary and should be based on decisions made by workers and employers who are well
informed about the risks involved.

(Taken from Appendix B, Pregnant Worker’s Guide, Nuclear Regulatory Commission.)

Regulatory Guides 8.13 Instruction Regarding Prenatal Radiation Exposure and 8.29 Instruction
Concerning Risks from Occupational Radiation are available in the Radiography Classroom.)
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DECLARED PREGNANCY FORM

To Whom It May Concern:

In accordance with current state regulations, | wish to declare that | am pregnant.
| believe | became pregnant in (only the month and year need be provided).

In making this declaration, | wish to be afforded the protection, which is specified under
this regulation, specifically, that the unborn child shall not receive in excess of 500 millirem (5
mSv) during the term of the pregnancy. | understand that if records show that | have received 450
millirem (4.5 mSv) or greater at the time of this declaration, the unborn child is permitted to
receive an additional dose of no more than 50 millirem (.5 mSv) during the term of the pregnancy.

| also understand that meeting the lower dose limit may require a change in my clinical
rotation schedule during my pregnancy, which could result in a delay in graduation.

Date of Declaration Student Signature

RECEIPT OF DECLARATION ACKNOWLEDGED:

Radiography Program Director
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HEALTH AND SAFETY

Communicable Disease Policy

The Radiologic Technology Program enforces current HGTC policies on communicable diseases.
Any student suffering from a contagious infection will be asked to provide medical documentation
that the contagious phase has passed prior to continuing in class. This is to insure minimum risk
to others.

The following medical information is of vital importance to you. Please read the information
carefully. If you have any questions, please contact your instructor.

Hepatitis B

Health care workers who come in contact with blood and body fluids are at risk for acquiring Hepatitis B. This
includes physicians, nurses, lab technicians, emergency medical technicians, and others (medical students) involved in
health care occupations.

1.

What is Hepatitis B?

It is an inflammation of the liver caused by the Hepatitis B virus. A case of Hepatitis B can be
asymptomatic, similar to a mild case of the flu, or may be more severe, requiring extended bed rest or
hospitalization. The long-term consequences can include chronic active hepatitis, cirrhosis, and liver cancer.

What is the relative risk of health care workers contracting Hepatitis B?

Health care workers are at 20 times greater risk of contracting the virus than is the general public. Every
year, in fact, approximately 18,000 health care professionals contract Hepatitis B. It is 100 times more
contagious than AIDS.

Who, specifically, is at risk for contracting Hepatitis B?

Everyone who has contact with potentially infected blood or body fluids is at risk; physicians, nurses,
technicians-as well as maintenance personnel who handle needles and infectious waste. The Hepatitis B
surface antigen is found in blood, saliva, urine, semen, vaginal secretions, and possibly other body fluids.
Moreover, the virus can survive for days on environmental surfaces, and every contact with the virus is
capable of causing infection.

What are the consequences of Hepatitis B?

Short-term consequences of Hepatitis B include an average of seven weeks lost from work, and the risk of
permanent liver damage. Long-term consequences include chronic active hepatitis and cirrhosis of the liver.
Every year approximately 5,000 Americans, including 300 health care workers, die of Hepatitis B or its
complications.

While this disease is harmful and can be deadly, it can also be prevented. For most individuals,
the Hepatitis B vaccine has proven to be highly effective. Vaccination is strongly recommended for health
care workers, allied health faculty and students as well as any others whose job or profession involves an
inherent potential for skin or mucous membrane contact with blood, body fluids, body tissues or a potential
for spills or splashes of these items. The vaccination is given in three (3) doses, 1% dose, 2™ dose one month
later, and 3rd dose six months after first dose and is available at cost at local health departments.
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Human Immunodeficiency Virus (HIV)
1. What is HIV?

HIV usually results in AIDS (Acquired Immune Deficiency Syndrome), a disease that is
incurable and has a high mortality rate. HIV is a bloodborne infection that may be
transmitted through sexual contact, transfusion of contaminated blood, the use of
contaminated needles, by exposure to infected body fluids on mucous membranes or in
open lesions, from mother to child in utero at delivery or through breastfeeding.

2. What are the symptoms of HIV infection:

During the early phase of infection, the infected individual may experience flu-like
symptoms. This is followed by a phase with no external symptoms which may last from 1
to 10 years. During this time, however, the immune function of the body is declining.
During the later stages, the infected individual develops enlarged lymph nodes, low-grade
fevers, night sweats; as the disease progresses, the individual meets the criteria for the
diagnosis of AIDS. Of persons with this diagnosis, 80% to 90% die within 3 years.
He/she suffers from multiple opportunistic viral, protozoal and bacterial infections as well
as cancer.

3. What is the potential risk to health workers?

The incidence of AIDS among health workers contracted in the workplace is extremely
low; however, it has occurred and must be considered. Most frequently, the cause has been
needle stick accidents. To prevent infection, health care workers must follow universal
blood and body fluid precautions.*

4. How do radiography students protect themselves?

Radiologic Technology students will be instructed in the use of standard and Blood and
Body Fluid precautions prior to entering the clinical setting in RAD 101 Introduction to
Radiologic Technology. Protective apparel is readily available at the clinical sites. Since
many health care facilities do not identify HIV patients, it is critical to use these
precautions with every patient.

! Torres, Lillian S., Basic Medical Techniques and Patient Care in Imaging Technology, 5" Ed.; Philadelphia,
Lippincott, 1997, p. 50.
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Infection Control

The following measures for preventing transmission of body fluid and blood-borne pathogens
in health care settings are recommended by the Centers for Disease Control: (MMWR 1987
Aug.21; 36: 1-185).

1.

10.

11.

Use of blood and body fluid precautions for all patients, since medical history and
examination cannot reliably identify all patients infected with HIV and other fluid or
blood-borne pathogens.

Use of special precautions during pre-hospital and emergency care since the risk of blood
exposure to health care workers is increased and the infection status of the patient is
usually unknown.

Use of appropriate barrier precautions to prevent exposure to skin and mucous membrane
when contact with blood or other body fluids is anticipated.

Gloves should be worn when in contact with blood, body fluids and mucous membranes
and for handling items or surfaces soiled with blood or body fluids, or for performing
venipuncture and other vascular access procedures.

Masks and protective eyewear or face shields should be worn during procedures that are
likely to generate air-borne droplets of blood or body fluids to protect exposure of mucous
membranes of the mouth, nose and eyes.

Gowns or aprons should be worn during procedures that are likely to generate splashes of
blood or other body fluids.

Use caution to prevent injuries caused by needles, scalpels and other sharp instruments.
To prevent needle-sticks, needles should not be recapped, purposely bent or broken by
hand. After use, sharps should be placed in puncture resistant containers for appropriate
disposal.

Although saliva has not been implicated in HIV transmission, minimize the need for
emergency mouth-to-mouth resuscitation by making resuscitation bags, mouthpieces and
ventilation devices available in areas in which the need for resuscitation is predictable.

Health care workers with open lesions or weeping dermatitis should refrain from all direct
patient care and from handling equipment until condition resolves.

Change gloves after caring for each patient, as glove integrity cannot be assured with
washing and repeated use.

Wash hands prior to and immediately after patient contact.
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WORK POLICY

The state of Georgia does not require a license to work in radiography. Student technologists are
allowed to work in the field, but it shouldn’t interfere with the Radiologic Technology Program.
Students may not count examinations performed during employment towards school requirements.
A separate exposure monitor must be worn when working in a Radiology Department, and a copy
of the student’s exposure report must be sent to the radiography program director on a monthly
basis. (1994 Federal Regulations)

CERTIFICATION PROCEDURES

Graduates of the HGTC Radiologic Technology program will be eligible to apply for certification
by the American Registry of Radiologic Technologists (ARRT). An applicant for certification
will submit written evidence, verified by oath, that the applicant is in good physical and mental
health, is a high school graduate or the equivalent thereof and has successfully completed the
course of training for Radiographers approved by the ARRT.

Pearson VUE, the electronic testing business of Pearson Education, is providing ARRT computer
based testing services. At Pearson VUE test centers, you will be required to show two (2) forms of
ID for admission to the test center. Both IDs must show your signature, and one ID must be a
currently valid, official government-issued photo ID. Examples of acceptable forms of ID include
driver's licenses, passports or state-issued photo IDs. An example of a second acceptable 1D would
be; an employee 1D, ATM card, school ID or credit card. Rescheduling requires first canceling the
existing appointment at least one business day prior to the scheduled appointment. The
appointment may then be rescheduled. Candidates failing to appear for an appointment forfeit
their application fee.

Eligibility for the examination depends upon the following:

1. Completion of all requirements for graduation from HGTC.

2. Completion of the application and mailing it by the date required. Applications will
be made available through the radiography program, but it is the student’s responsibility to
complete the application and mail it by the required date.

Note:

A student who has been convicted of a felony or misdemeanor may be prohibited from taking the
certification examination. A pre-application form to determine eligibility by ARRT is available
from the Radiologic Technology Program Chairperson or at wwwe.arrt.org.

Several professional organizations have been established for individuals practicing in the field of
Radiologic Technology. Membership in these organizations is strictly voluntary; however,
students are encouraged to join and become actively involved in the Central Georgia Society of
Radiologic Technologists, the Georgia Society of Radiologic Technologists and the American
Society of Radiologic Technologists.
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CLINICAL EDUCATION

The major purpose of a program in Radiologic Technology is to enable the student to develop
skills that will allow him/her to successfully perform the duties of a radiographer. The
preliminary step in this process is the acquisition of knowledge through classroom and laboratory
learning experiences. A student must then practice and perform these skills until they are
mastered.

Clinical education is a vital part of your education in the field of radiography. The majority of
time spent in this program is in this area. For the student radiographer to obtain the greatest
benefit in this program, it is important that he/she participate to the fullest.

The student begins with a brief orientation rotation through each area in the department to which
he/she is assigned. After completing the orientation rotation, the student begins regular
assignments in each area. During the latter part of the clinical education, the student will be
assigned to a variety of shifts, including evenings and weekends.

At least two times each quarter, the clinical coordinator and/or program director will meet with
each student to discuss the student’s progress in clinical practice. The conference will include a

discussion of evaluations and competencies completed during the interval.

Meetings will be held at any time during the quarter if the need arises.
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CLINICAL and CLASS DRESS CODE

. CLASS Radiography students are to wear royal blue scrubs with the school insignia sewn on
the left sleeve approximately 1% inch below the shoulder seam. Scrub tops with long sleeves
are acceptable at HGTC only, student nametags are to be worn with scrub suits - face up and
waste up. Uniform will be clean and wrinkle free. Wearing a tank top that can’t be seen under
the scrub top is acceptable. In the winter a long-sleeve white shirt may be worn. (No hoods,
thermals or strings; turtlenecks are acceptable). Pants must be hemmed and not rolled up.
Pants legs may not be stuffed in the socks. The uniform must be kept in appropriate condition:
ripped pockets and torn or loose seams will result in disciplinary action.

. CLINICAL During uniform days at HGTC and all clinical time, the students will wear
complete uniform as defined below.

SHOES: WHITE (ALL WHITE!)

LOWER: WHITE PANTS SUPPLIED BY Uniform Carousel or approved source
UPPER: WHITE WITH STRIPE SUPPLIED BY Uniform Carousel or approved source
PATCH: HGTC SUPPLIED WITH UNIFORM TOP

NAME: HGTC NAME PIN SUPPLIED BY Uniform Carousel or approved source

¥4 LAB COAT: OPTIONAL SUPPLIED BY MERIDY’S WITH HGTC PATCH

. OPTIONAL A white, three-quarter length lab coat is worn with the school insignia on the left
sleeve of the lab coat, 1% inches below the shoulder seam.

. White shoes are to be worn with the uniform. White duty shoes or plain white low-top leather
athletic shoes are acceptable. Clogs, Keds tennis shoes, or athletic shoes with stripes,
colors, labels, logos, etc. are not acceptable. Canvas shoes are not acceptable. Shoes will
be clean and polished; shoelaces should be clean. White socks (or hosiery) must be worn with
pant uniforms.

No jewelry, except a watch and class/wedding rings is to be worn. No long necklaces or
dangling earrings may be worn - only small stud earrings are allowed. Only one earring per
ear.

No visible body piercing is allowed, i.e., tongue, navel, eyebrow, or nose.

Hair must be clean and dry. Long hair must be pulled back from the face. It may be tied with
a neutral colored ribbon or barrette (no scarves). Shoulder length or shorter hair is not
required to be pulled back; however, if a student’s short hair falls in the face while working, it
must also be pulled or pinned back.

. Additional items that must be brought to clinical practice include:
Pen

Pocket Guide to Radiography

L and R lead markers

HGTC nametag

Radiation monitoring badges

®o0 o
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Surgical scrubs are not to be worn outside or taken outside the hospital. Lab coats may be
worn over scrubs when necessary to leave the unit or surgery suite temporarily if allowed by
hospital policy.

Good personal hygiene is essential; bathe daily and use a good deodorant.

Fingernails should be neat, clean and short — no more than slightly visible when looking from
the palm of the hand. Polish should be colorless or natural and not chipped. In order to adhere
to the rules of our clinical facilities, HGTC Radiologic Technology students may not wear

acrylic nails.

Strong perfume is not permitted. Many times strong scents will cause patients to become
nauseated.

NO visible tattoos are allowed while the students are at the respective clinical sites, whether
the student is present for clinical duty or attending mandatory classes as a HGTC student
(orientation).

Students must abide by the dress code policies of the clinical facility in which they are
obtaining experience.

Professional attire is expected when the student is in the clinical areas not requiring the
uniform. (For example, attending a class at the clinical site.) Clothing such as blue jeans,
sundresses, tee shirts, leotards or any other casual attire is not acceptable, unless otherwise
directed.

The purpose of a uniform is to identify members of a particular group. This is why all HGTC
Radiography students are to wear the appropriate uniform. Students need to remember that
they are not only representing the radiography profession but also HGTC.

DRESS CODE

| have read my copy of the personal dress code for Heart of Georgia Technical College
radiography students. It describes the personal appearance policy that 1 am expected to follow
while in the clinical affiliates and at HGTC. | agree to abide by it.

Student Signature Date
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SAFETY RULES FOR CLINICAL PRACTICE

As a member of the medical team, you are responsible for the safety of the patients and personnel with
whom you come in contact. Therefore, it is important that you follow certain basic rules regarding the
overall safety of patients and personnel.

1.

2.

10.

11.

12.

13.

14.

15.

Do not leave any patient unattended in the radiology department.

Make sure you have the right patient. Ask the patient his/her name and check the identification band.
You can be charged with battery for performing a radiographic examination on the wrong patient or
performing the wrong examination on a patient.

Secure all locks for wheelchairs, stretchers, or beds before allowing a patient to enter or exit said
vehicle.

Secure all seat belts, rails or other restraints for wheelchairs, stretchers and beds before transporting
patients.

Do not allow the patient to extend arms or legs from the transporting vehicle.
Loosen all restraints or seat belts before instructing a patient to move from wheelchair, stretcher or bed.

When returning a patient to a room, secure all bed rails or other restraining devices before leaving
patients in the room.

Report to the charge nurse prior to removing a patient from the room and upon returning the patient to
his/her room.

Obey all “No Smoking” signs for the safety of your patient as well as yourself. These laws are posted
in an effort to adhere to state law.

Observe all connecting tubing, such as catheters, intravenous tubing, drainage tubes and suction tubes.
Do not allow them to become twisted or tautly pulled during the transfer of a patient from one area to
another.

Observe body fluid and standard precautions at all times.

Be prepared to react according to the facility’s disaster, fire or CPR plan.

Students are responsible for reacting and participating in any/all drills conducted by the respective
clinical sites. Student status does not exempt any student from the responsibility of learning emergency
codes of the respective clinical site.

Do not receive or give a patient any type of food, drink or medication unless requested by a qualified
physician, technologist, or nurse.

Respect the patient’s right to privacy. Make sure he/she is covered as much as possible during the
exam and at any other time while in your care.

Do not receive gifts/presents from any patient.
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RADIATION SAFETY
1. Do not hold patients for radiography/fluoroscopy exams.

2. Stand back from the table and spot film device when fluoroscopy is “on”. Do not put your
hands under or near the fluoro tower when it is “on”.

3. Always wear a lead apron when you are in the room during fluoroscopy. Do not turn your
back on the table when fluoro is “on”.

4. Never put any part of your body in the primary beam.

5. Always use gonadal shielding on patients of childbearing age, especially children, when
shielding will not interfere with the radiographic examination.

6. Allow only those persons in the radiographic room who are necessary for the completion of the
exam. If parents or others, including personnel, are in the room during an exposure, make sure
they are wearing appropriate protective apparel.

¢ Dose Limit Protocol

The radiation monitor reports are reviewed quarterly by the Program Director and Clinical
Coordinator. If the student’s quarterly level exceeds 40 mrem (as documented on the radiation
monitoring report), the Clinical Coordinator will review the clinical rotation and discuss
radiation safety with the student. If a student’s dose level is equal to or greater than 100
mrem/quarter, the Program Chair will review and discuss the results with the student and
clinical site. Carelessness in radiation protection will not be tolerated and offenses will result
in dismissal from the program.

| have been made aware of the dose limit protocol effective July 5, 2007.

Signature Date
RADIOGRAPHIC LABORATORY
This section deals with the energized laboratory sessions. The rationale, objectives,
demonstration form and final examination forms are here for your guidance. There is also an
example of the laboratory note forms you will receive to facilitate note taking during the
laboratory lecture sessions.

RADIOGRAPHIC POSITIONING LABORATORY RATIONALE
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Purpose: To provide the opportunity for the student to demonstrate to the clinical laboratory
instructor the mastery of the theory and practice of essential clinical skills under simulated
conditions prior to assuming actual clinical responsibilities.

Procedure: Laboratory exercises in radiographic positioning skills augment the lecture portion
of the following courses: RAD 103, RAD 106, and RAD 109. In addition to the terminology,
anatomy, and positioning courses, the students will review anatomy and physiology. The
examinations presented in lecture for each course are as follows:

Quarter 1 - RAD 103: chest, abdomen, finger, hand, wrist, forearm, elbow, shoulder, humerus, AC
joints, clavicle and scapula, toes, foot, os calcis, ankle, lower leg, knee, femur, hip and pelvis.

Quarter 2 - RAD 106: ribs, cervical spine, thoracic spine, lumbar spine, sacrum, and coccyx, skull,
nasal bones, facial bones, sinuses, sella turcica, IAC, mastoids, zygomatic arches, T.M.J.'s, orbits,
and optic foramen

Quarter 3 - RAD 109: small bowel, GI, GB, IVU, BE, BE with air, arthrogram, endoscopic
retrograde cholangiopancreatogram (ERCP), myelogram, venogram, and mammogram.

RADIOGRAPHIC POSITIONING LABORATORY OBJECTIVES

COMPETENCY: The student will be able to demonstrate knowledge of the anatomy of the part
and competently perform diagnostic radiographic positioning of the part.

OBJECTIVES: Upon completion of the laboratory exercises the student will be able to:
1. Recognize the anatomy, location, number and functions of the bones involved inclusive of the
articulations as indicated by the written examination and oral discussion with 90 percent

competency.

2. Recognize and be able to describe in writing and orally the position and parts demonstrated by
each radiographic view with 90 percent accuracy.

3. Recognize the central ray projection for the indicated radiographic view of the part as described
in writing and orally and identify on the radiograph with 100 percent accuracy.

4. Describe and use the restraint, film, film holder, and protective devices applicable to each
radiographic view of the part.

5. Describe and demonstrate the correct views required, instructions to the patient, patient
preparation, patient assistance, equipment manipulation, patient positioning and techniques
with 90 percent accuracy in written test, oral discussion, or skills observation by clinical
laboratory supervisor.

6. Given a hypothetical situation in the laboratory, written test or oral discussion, role-play as the
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patient and the technologist to enhance understanding of the patient’s situation and condition to
METHODS OF EVALUATION

Laboratory demonstration checklist (Laboratory Manual for Radiographic Anatomy &
Positioning)

Laboratory Quizzes

Lecture and final examinations in the following classes, RAD 103, RAD 106, RAD 109.

LABORATORY POSITIONING FINAL EXAMINATION

PURPOSE: Each didactic course utilizing laboratory sessions will require a positioning final examination.
This requirement will serve as an evaluation tool to measure the student competence in the information
presented in the laboratory sessions.

PROCEDURE:
1. The supervisor will assign (draw by lot) the examination the student will complete.
2. The student will have either:

a. 10 minutes for first year students
b. 5 minutes for second year students to start the examination.
This time should be spent reviewing the following:
1) Routine Views - Bontrager Radiographic Anatomy & Positioning and student's lab notes
2) Anatomy — Bontrager, Radiographic Anatomy & Positioning, Laboratory Handouts, Student's
notes
3) Technique - Student's notes, radiographic room technique chart

3. The student will outline the views, film size and techniques to the supervisor before the examination is
started.

4. The student will start and complete the examination without assistance. There will be another student in
the darkroom to run your films if necessary.

5. The student will return the room to its original state.
6. The student will critique the radiograph for positioning and radiographic image, and discuss the

technical factors affecting it. He or she will identify the anatomy found on the appropriate corresponding
laser disc image.
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Heart of Georgia Technical College
RADIOLOGIC TECHNOLOGY PROGRAM

IN - CLASS LAB EVALUATIONS

Student 6s Name: Date:

Examination: RAD

Objective:  On a patient, the student shall perform a radiographic examination of a given
procedure/s. The student will be evaluated and graded by the Instructor. Each
category is worth 10 points.

Student will demonstrate the following procedures: YES NO

1. Select the proper type and size cassette (film & screen)

2. Correctly placed film, crosswise vs. lengthwise (if
applicable)

3. Proper blocker placement (if applicable)

4. Correctly position the patient, each projection

5. Properly direct and place the central ray

6. Proper alignment of part, tube, bucky

7. Use of proper and adequate collimation

8. Utilize correct focal film distance (FFD/SID)

9. Place left or right markers accurately on radiograph

10. Provide proper respiration instructions, if required

Start Time: Completed:
Comments:
Student successfully completed this competency evaluation:  YES NO
Evaluator/Instructor Score %
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CLINICAL EDUCATION POLICIES

The purpose of clinical education in Radiologic Technology is to allow the student to apply
theoretical principles of radiography, patient care and departmental procedures to practical
experience. The student's role in the clinical setting is one of a learner and not a staff radiologic
technologist.

Heart of Georgia Technical College will arrange clinical education in conjunction with the
affiliating clinical facilities. While the student is in the clinical department he/she must observe the
regulations imposed by the affiliating clinical facility regarding patient safety and welfare. Also,
the assigned schedule of experience must be followed closely. In case of illness or other
emergency, the student must personally notify the clinical instructor and Heart of Georgia
Technical College faculty prior to the scheduled clinical period.

While performing various clinical duties the student is directly responsible to the staff member
of the affiliating clinical facility in charge of the room to which the student is assigned. If any
operational or personal problems arise, the clinical instructor should be contacted.

The clinical education experience is divided into seven (7) clinical education courses.
Progression from one clinical education course to another is based on completion of course
requirements. Specific clinical assignments are related to clinical experiences from previous
quarters and to academic courses required in specific quarters. Refer to each clinical course
syllabus for prerequisites.

Each quarter, students will be required to maintain records and complete assignments. These
requirements are considered an integral part of the learning process. These records and
assignments represent the student's part in determining and maintaining quality in the program and
include, but are not limited to:

1. QUARTERLY OBJECTIVES - Quarterly objectives are found in the course syllabus each
quarter. These must be completed and submitted to the instructor by the last day of the quarter.

2. QUARTERLY COMPETENCIES - The minimum number of competencies listed must be
obtained quarterly. A record of competencies must be maintained on the RECORD OF
COMPETENCIES FORM found elsewhere in this handbook.

3. RADIATION RECORDS - Radiation records are maintained in the program director’s office
and updated quarterly. These must be reviewed and initialed by the student quarterly.

4. TIME/ATTENDANCE RECORDS Students are required to complete the Clinical Attendance
Form daily, and have it initialed by the supervising technologist.

5. COMPLETED PROCEDURE LIST - The student must maintain records of procedures
performed each day on the DAILY RECORD OF PROCEDURES FORM. Procedures performed
must be documented daily and submitted monthly. Records of repeated films are kept on this
form also. A sample of this form follows.
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CLINICAL ATTENDANCE FORM

STUDENT: CLINICAL SITE: ROTATION

PERIOD:

Date Assignment Time In | Initial | Time Initial Tech Evaluator
Out

Note: The Student is to check in each day with one of the following persons

1. Department Head

2. Clinical Instructor

3. Chief Technologist

4. Assigned Supervising Technologist
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NAME
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DAILY RECORD OF PROCEDURES

QUARTER

CLINICAL SITE

BODY PART

DATE X-RAY #

ASSISTED
PART/PROCEDURE YES NO # REPEATS

REASON FOR
REPEATS

R.T. Int.
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CLINICAL NOTEBOOK

Students are required to maintain a clinical notebook throughout the seven quarters of clinical experience.
Included in the notebook should be:

1. COMPETENCY LIST - A list of the competencies and the RAD class in which they are taught.
Students must complete the lab simulation and pass before attempting a competency.

2. COMPETENCY EVALUATION PROGRESS CHART - A record of students progress on exams must
be recorded on COMPETENCY EVALUATION PROGRESS CHART and must be documented on
RECORD OF COMPETENCIES.

3. DAILY RECORD OF PROCEDURES - Students are required to record all procedures performed on
patients.

4. CLINICAL ATTENDANCE FORM - If a time clock is unavailable then time must be recorded on this
sheet and signed by the clinical instructor. This form is to be faxed to Clinical Coordinator the last day
of each clinical week. FAX # 478-275-6642

5. Pocket Guide.
CLINICAL NOTEBOOK
| have read my copy of the personal of the clinical notebook for Heart of Georgia Technical

College radiography students. It describes the documentation policy that | am expected to follow
while in the clinical affiliates and at HGTC. | agree to abide by it.

Student Signature Date
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CLINICAL ASSIGNMENTS

The student enrolled in the radiography curriculum will be assigned to a clinical schedule on a
quarterly basis. These individual schedules are based on the clinical rotation master plan. The
student will spend from fourteen (14) to thirty-five (35) hours per week (depending on the specific
quarter in which he or she is enrolled) at the designated clinical affiliate.

Clinical rotational assignments occur during the first and second shift hours, Monday through
Friday. The student is given a clinical rotation schedule at the beginning of each quarter that
extends throughout the ten (10) week period.

Not only do these clinical rotation schedules include specific days and hours, but also specific
clinical areas. It is the responsibility of the student to utilize the hospital facilities to the fullest
extent for his/her learning experience. The student is expected to remain in his assigned room at
all times. However, if there are no patients being examined in this area, the student may involve
himself or herself in another area, as directed by the clinical instructor.

The student is required to adhere to his or her assigned clinical schedule. No personal
adjustments will be made to the assigned schedule.

The starting times for clinical education will be on the schedule as distributed by the clinical
coordinator. If the starting time is 8:00 a.m. that means that the student is to be in his or her
assigned work area at 7:55 a.m. and not in the parking lot. Tardiness from 7:55 to 8:00 a.m. will
be reflected in the work ethics grade. Tardiness after 8:00 a m. will be dealt with according to the
attendance policy on page 22 of this handbook..

Each student will complete at least one evening rotation for a two-week period, usually during the
second year in the program.

Students will be assigned to the clinical affiliates according to the program's master plan of
rotation.

CLI NI CAL AFFI LI ATESS6 RIGHTS I N STUDENT |

In compliance with the written agreement between Heart of Georgia Technical College and
affiliated hospitals (or other health care facilities), be advised that the clinical affiliate reserves the
privilege of recommending withdrawal of any student from the clinical site for reasons of
unsatisfactory performance, violation of policies or other misconduct. Any recommendations shall
be presented in writing to the radiography program director at Heart of Georgia Technical College.
A student who is dismissed from a clinical education center for any of the reasons cited above will
not be allowed to return to that clinical site and is subject to disciplinary or other action as
appropriate.
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CLINICAL AFFILIATES

Central State Hospital, Milledgeville Oconee Regional Medical Center, Milledgeville
Fairview Park Hospital, Dublin Dodge County Hospital, Eastman
Carl Vinson Veterans Hospital, Dublin

Other clinical affiliates may be added in the future.

SUPERVISION, REPEAT EXAMINATIONS, PORTABLES

The on-site clinical instructors are the primary supervisors of the students. In the absence of the clinical
instructor, the supervisor of the appropriate radiology department is the student supervisor. The primary
clinical instructor and phone number for each facility are as follows:

Clinical Site Clinical Instructor(s) Telephone No Other Clinical Contact
Central State Hospital Danny McCrary (478) 445-5791
Fairview Park Hospital Dannelle Barwick (478) 274-3881 Karen McCauley
Dodge County Hospital Jamie Moore, Cindy Allen (478) 374-4047 Cindy Miller
Carl Vinson VA Hospital Brain McDonald (478) 277-2761
Oconee Regional Medical Bill Coleman, Tammy (478) 454-3823
Center Everett

Until a student achieves the program's required competency in a given procedure, clinical assignments
must be performed under the direct supervision of a qualified radiographer. The following are parameters
of direct supervision:

V A qualified radiographer reviews the request for examination in relation to the student's
achievement.

V A qualified radiographer evaluates the condition of the patient in relation to the student's
knowledge

V A qualified radiographer is present during the conduct of the exam.

V A radiographer reviews and approves radiographs.

Once the student has achieved the program's required competency, he or she may perform the given
procedure with indirect supervision. Indirect supervision is defined as that supervision provided by the
radiographer immediately available to assist the student regardless of the level of the student's achievement.
“Immediately available “ is interpreted as the presence of a qualified radiographer adjacent to the room or
location where a radiographic procedure is being performed. This availability applies to all areas where
ionizing radiation equipment is in use. The parameters of indirect supervision are:

V A qualified radiographer reviews the request for examination in relation to the student’s
achievement.

V A qualified radiographer evaluates the condition of the patient in relation to the student’s
knowledge.

V A qualified radiographer is immediately available to assist the student regardless of the level of
student
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V A qualified radiographer reviews and approves the radiographs.

In the event that a radiograph produced by a student technologist needs repeating the following
procedure will be followed:

V  The qualified radiographer will review the radiograph and dermine the need for repetitioof the
radiograph.

V  The qualified radiographer will be present and will directly supervise the repetition of the
radiograph

V  The qualified radiographer will review and approve or disapprove the repeated radiograph

V The student must document the repeat, the reason for the repeat, and the technologist prasent
the DAILY RECORD OF PROCEDURES.

Whenever a student is performing a portable exam prior to competency demonstration, a
technologist must always be present in the room with the student.

Once the student has achieved competency, a technologist will accompany the student to the area for the
procedure. The technologist may stand outside the door in case the student needs assistance. All portable
exams are to be documented on the DAILY RECORD OF PROCEDURES.

DOCUMENTATION OF CLINICAL TIME

All students are required to document clinical time. This documentation is achieved by recording the
time in and out on the CLINICAL ATTENDANCE FORM, or by using a time clock. When a student clocks
in, he/ she is considered to be on duty and is to remain in the assigned area performing required duties.
Please refer to the Clinical Attendance Policy and/or Clinical Assignment section of this handbook for
further specifics regarding attendance.

RADIATION MONITORING DEVICES

Heart of Georgia Technical College provides the radiation monitoring devices for the student. It is the
responsibility of each student to handle and care for his or her dosimeter. Lost or damaged dosimeters are
the student’s responsibility. Radiation monitoring devices are required to be worn at all times in the
clinical area and during lab practice at HGTC. The monitor should be brought to HGTC during the first
five days of the month to be exchanged. The student is not permitted to wear his or her school dosimeter
while on outside employment.

FILM IDENTIFICATION MARKERS
The student will be required to purchase personal initialed markers and carry them daily. These
markers are to be used in the clinical and lab settings whenever the student performs an exam. All films
must have studentds markers on them t.Markeremustount e c
not be loaned to other students or technologists.
STUDENT NAME BADGES
Student name badges are a required part of the student uniform and must be worn daily. If it is lost it

will be the student’s responsibility to replace it.

PARKING
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The student is required to park his or her vehicle only in areas assigned by the clinical instructor.
LUNCH / BREAKS

The student is “permitted” sixty minutes of break/lunch time.

Break/lunch time may be 60 minutes continuous or a fifteen-minute break and a 45-minute lunch.
The on-site clinical instructor must assign breaks and/or lunchtime.

The student may take breaks in a location approved by the instructors.

CLINICAL SITE POLICY / PROCEDURES

Students are required to know, understand, and adhere to all applicable policies at each clinical
education site. The on-site clinical instructor normally covers this information during the student’s
orientation to new clinical sites.

STUDENT CONDUCT

If at any time a student's conduct becomes unprofessional, the radiology director and/or clinical
instructor may send the student home. A counseling session will be scheduled and appropriate disciplinary
action will be taken. The student may return only after approval from the program director and clinical site
officials.

PHONE CALLS

Phone calls are to be kept at a minimum. No personal calls will be permitted at the clinical affiliate
except during breaks. Only in case of emergency should the student receive phone calls. No cell phones
allowed at clinical sites.

RESTRICTED CLINICAL ASSIGNMENTS
Students assigned to surgery, portables, and emergency room must have direct supervision.
STUDENT SUPERVISION

Two students may not be assigned to any area without direct technical supervision. Students may not
supervise other students.

CLINICAL COURSE PROGRESSION
Because of the progressive nature of the clinical course, each student must:

1. Be able to demonstrate previously completed competencies whenever requested by the clinical
faculty.

2. Successfully complete required competencies per quarter as listed in preceding sections of this
handbook.

3. Have successfully completed all courses in the previous quarter.

4. Have demonstrated the radiologic technology professional values.

5. Have a current grade average of "C" in all subjects before progressing to a higher-level clinical

course.
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PATIENT HANDLING TASKS

Throughout all segments of clinical practice the student radiographer will develop the necessary
skills in patient care and will have an understanding of radiologic patient services as provided in
the clinical setting which will enable him/her to perform in an efficient and courteous manner. An
acceptable level of competence has been attained when the student is able to:

1) Drape or gown patients for examination.

2) Transfer patients safely to and from stretchers and chairs.

3) Check patient’s chart for contraindications to procedure, e.g., pregnancy.

4) Ascertain if the patient is prepared for the procedure.

5) Use immobilizing devices to restrain patients during exposure.

6) Explain or answer questions about the doctor’s instructions.

7) Explain the x-ray procedure to the patient.

8) Reassure apprehensive parents during pediatric examinations of their children.

9) Reassure and calm children.

10) Review printed instructions concerning procedures with patient or patient’s family.
11) Ascertain patient’s clinical history.

12) Check for clarification of conflicting doctors’ orders.

13) Receive patients on arrival, i.e., introduce self, obtain patient’s name, record in daily log.
14) Give precise and adequate direction to patient concerning procedure.

15) Use proper procedure for identifying patients.

16) Observe care to maintain the 1.V. flow and integrity of the unit.

17) Change dressings.

18) Make notations of significant patient physical or emotional response to procedures.
19) Label specimens

20) Provide radiation protection for personnel and patient.

21) Inspect for electrical and mechanical hazards and observe rules of safety.

22) Respect rights and expectations of patients.

23) Comply with legal requirements pertaining to safe handling of patients.

Reviewed/Revised 10/08 52



HEART OF GEORGIA TECHNICAL COLLEGE
RADIOGRAPHY PROGRAM

SPECIAL IMAGING MODALITIES

A student will be allowed to rotate through a specialty area of the student’s choice with the
following guidelines.

The student must have completed all of the mandatory diagnostic, surgical and mobile
competencies prior to the specialty rotation.

The student must have the prior approval of the Program Director or the Clinical Coordinator
and the Department Supervisor.

The student will comply with all policies/procedures associated with those of the Diagnostic
area.

The student will complete handouts associated with the respective imaging modality.

The technologist working in the area of the respective imaging modality will evaluate the
student.
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CLINICAL GRADE DETERMINATION

On the next several pages you will find the clinical evaluation tools to be used to determine the
clinical grade. Please refer to the rationale, objectives and the evaluator notes for the forms included.

OBJECTIVES
Evaluation is an ongoing process the purpose of which is to:
I. Identify the strengths and weaknesses of the student and the clinical program.
2. Increase the competency of the student by providing feedback that may lead to
self-improvement.
3. Provide a vehicle for focusing on important qualities of clinical skills in order to assess
competencies achieved.
4. Provide information that will be helpful in recommending the student for a specific position.

METHOD
Criteria for determining clinical grades are stated on the course syllabus for the specific clinical course in
which you are enrolled.

Competency Evaluations
The number of competencies required for each quarter is listed in the course syllabus. If the student
does not meet the minimum number of competencies for a quarter, a grade of | (incomplete) will be
given for the clinical course. An incomplete must be removed within the first two weeks of the
subsequent quarter or it will convert to an F, which will result in termination from the program. All
competencies must be completed prior to Competency Final.

A student is allowed to carry over competencies from one quarter to the subsequent quarter
above and beyond the minimum number of competencies required every quarter.

A student can complete more than the minimum number of competencies through volunteer time or
during make-up time.

COMPETENCIES REQUIRED PER QUARTER

RAD 132 Competencies required 2 - Abdomen and Chest

RAD 133 Competencies required 8 - Those procedures from RAD 103, 106 and procedures from RAD 109
as completed

RAD 134 Competencies required 8 - Procedures from RAD 103, RAD 106 & RAD 109.

RAD 135 Competencies required 8 - Procedures from RAD 103, RAD 106 & RAD 109.

RAD 136 Competencies required 8 - Procedures from RAD 103, RAD 106 & RAD 109.

RAD 137 Competencies required 10

RAD 138 Competencies required 10

Reminder: More than the required amount of competencies is allowed. All competencies must be

completed before allowing a 2-day Modality rotation in RAD 138. GRADUATION Minimum of 51
Competencies required for graduation.
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1ST YEAR STUDENTS CLINICAL EVALUATION
STUDENT’S NAME: EVALUATOR’S NAME:
DATE EVALUATION COMPLETED: COURSE:

IMPROVEMENT/
UNACCEPTABL

IMPROVEMENT
E

EXCEEDS
CRITERIA
MEETS
CRITERIA
NEEDS MINOR
NEEDS MAJOR

COMMENTS

CRITERIA SCALE

w
N
[EN

APPROPRIATE ATTIRE Arrives with a clean, neat &
unwrinkled uniform; clean white shoes; is wearing student
ID and film dosimeter; hair is appropriate; & has good
personal hygiene **

Qh

RELIABILITY: Follows through with instructions and/or

assignments; remains in assigned area; informs technologist
if the student needs to leave the assigned area for any 3
reason.

INTEREST& INITIATIVE: displays a positive attitude;
displays an eagerness to learn, displays an interest to
improve: is self-motivated- does not need any or very little
prompting from the technologist(s); participates as a team 3
member

RESPECT:treats those in authority with due respect;
graciously accepts constructive criticism; treats co-workers ,
patients and staff in a courteous manner at all times 3

KNOWLEDGE: displays appropriate skill and knowledge
level concurrent with the amount of time the student has

been in the program; displays a level of self-confidence 3
also concurrent with knowledge and skill level

ATTENDANCE: This score may be assigned in
conjunction with the input of the Program

Director and the program
Clinical Coordinator to maintain accuracy.

ADHERES TO RULES, REGULATIONS,

POLICIES & 3
PROCEDURES:
Adheres to hospital policy & procedure, safety rules, body
mechanics, etc..

PROFESSIONALISM: Displays appropriate

behavior in 3
the clinical setting; displays honesty & integrity

** A student is required to have a counseling session with the Clinical Coordinator if any category is described as
needing “Major Improvement/Unacceptable”.
** Proper attire is regarded with a “ zero tolerance”; if a student fails to comply with the dress code, the student must correct the
infraction immediately. The student may be dismissed from clinic to correct the problem if necessary.
**|f a student receives a mark in the “Exceeds Criteria” columnorthe A Needs Maj or ,khefomments eeetionr O
must be completed to support the grade.

CLINICAL EVALUATION
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Student’s Name

Evaluation Period: Begin

RADIOGRAPHY PROGRAM

Date

End

Total Score

Please y the appropriate box

Possible

Grade

Use & Care of Poor use and care of Fair use and care of Excellent use and care of Good use and care of
Equipment equipment 1 equipment equipment 4 equipment. 3
2
Application and Acceptable Unacceptable
knowledge 2 1
Progress Progress at this stage in Progress at this stage in Progress at this stage in Progress at this stage in

clinical education is
excellent 4

clinical education is good.
3

clinical educationisslow. 1

clinical education is fair.
2

Quality of work

Radiographs of excellent
quality & consistency
produced. Rarely a retake.
4

Radiographic quality fair;
needs improvement.
2

Radiographic quality is good;
only a few repeat.
3

Radiographic quality needs
a lot of improvement.
Numerous retakes. 1

Ability to follow When given directions When given directions When given directions always When given directions

directions seems constantly to make usually follows them. follows them consistently & follows through; only
errors & needs to be told Some errors are made. accurately without error. 4 occasional errors. 3
again. 1 2

Technique Difficulty & inconsistency in | Is able to set and adjust Is usually able to set and Consistently accurate in
setting and adjusting technical factors with only | adjust technic, but errors are setting and adjusting
technical factors; numerous | afew errors. 3 noted and improvement is radiographic technic.
errors. 1 needed. 2

Positioning Excellent & consistently A lot of difficulty in Good; only a few mistakes & Fair ability; unable to
accurate. 4 positioning. 1 able to correct them. 3 correct all mistakes. 2

Industry & energy Makes no apparent attempt | Usually makes effective Is unable to organize time, Consistently makes effective
to utilize time, space & use of time, space & space & equipment to enhance | use of time, space &
equipment to enhance equipment to enhance clinical skills. equipment to enhance
clinical skills. 1 clinical skills. 1 clinical skills.

3 4

Punctuality Occasionally late 2 Always punctual 4 Very seldom late 3 Often late or absent 1

Appearance At times careless about Unclean and untidy Neat; good appearance
appearance 2 1 3

Attitude and Has good attitude and is Demonstrates excellent Demonstrates fair attitude & Uncooperative &

cooperation

cooperative while in clinical.
3

attitude & disposition & is
very helpful in clinical.
4

cooperation in clinical.
2

demonstrates a negative
outlook.
1

Reaction to Accepts criticism but does Does not accept criticism Accepts criticism &
criticism not attempt to utilize well. consistently attempts to utilize | Acceps criticism &
suggestions offered. 2 suggestions offered. 4 sometimes attempts to
1 utilize suggestions offered.
3
Self Image Has fair confidence but at Demonstrates a high Lacks confidence in self & is Has confidence in self &

times is hesitant in
performing some exams.
2

confidence level & this is
evidenced by
communication with
others. 4

hesitant in many clinical
situations.
1

projects itin
communications with
others.

3

Interest in clinical

Student seems indifferent to

Student is very

Student demonstrates interest

Student demonstrates

education clinical education. 1 enthusiastic concerning in clinical education. interest in clinical
clinical education. 3 education, but this attitude
4 is not consistent. 2
Tact & Courtesy Good discretion & courtesy | Needs to be more discreet Excellent discretion & Tact & courtesy are fair; at

to patients & staff. 3

& polite to patients &
staff; at times inconsistent.
1

courtesy to all persons in the
clinical environment. 4

times seems to be somewhat
indifferent. 2

When dealing with
patients the student:

Does not seem to
communicate well with
patients; demonstrates
limited concern.

1

Demonstrates empathy &
utilizes excellent
communication skills
effectively. 4

Communicates basic required
information.

Communicates well basic

required information &

shows concern for patients.
3

General comments:

Technologist

Student

Clinical Instructor
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CLINICAL COMPETENCY - GUIDELINES

The student is responsible for maintaining a record of specific procedure evaluations and competency
tests that he or she has mastered. This should be logged in the RECORD OF COMPETENCIES form
and the DAILY RECORD OF PROCEDURES log.

Each student is responsible for completing all designated competency tests prior to graduation. Special
arrangements may be made for procedures not frequently observed. Competencies for skull and facial work may be
simulated in the laboratory setting with Heart of Georgia Technical College faculty only during the

eighth quarter. Please see the guidelines for simulation examinations.

Falsification of competency evaluations will result in student’s suspension and/or dismissal from the
program.

Examinations presented for competency evaluation will not be accepted if:

. the technologist assisted the student.
. the student fails to adhere to patient safety policies.
the student fails to use his or her own markers.
. any view(s) requires repeats.
any procedure was evaluated by an unauthorized technologist.’
any procedure was returned to the department head and/or quality assurance office.
. any of the items listed on the front or back of the competency evaluation form receive a
grade of less than 2",

@ "D o0 TP

The student who procrastinates may not have all required competencies completed as required. Failure
to complete these competencies will result in an incomplete and the student will not continue to the
next quarter. The student is encouraged to plan his or her quarterly activities. An average of one
competency should be completed each week.

The criteria for competencies used by Heart of Georgia Technical College are based on the ASRT
guidelines for clinical education. References for completing a student's evaluation will be his or her
required textbooks. The department standards are accepted for specific areas such as:

a. Size of film

b. Density / contrast

c. Modification of views as requested by the radiologist

d. Modification of views as directed by the on-site clinical instructor

Only examinations listed and approved in this handbook may count for full competencies. Incomplete
and/or partial exams will not be counted unless approved by HGTC faculty.
e A student must complete a Cervical spine series with a diagnostic view of the odontoid (dens)
for the exam to be considered a competency.
e The standard views for extremity work must be complete: AP, LATERAL and OBLIQUE
if applicable

The faculty of HGTC will periodically review the documentation, including but not limited to facility,

names, dates and exams listed on any form submitted to and in the student’s file. This is an ongoing
guality assurance tool to ensure validity of the information.
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Competencies on skull work will be accepted per view. These exams include skull, nasal bones.
mandible, facial bones and sinuses. Before a complete competency is given, all views listed on the

required competency sheet must be completed. For example, to receive a competency on Facial Bones

the student is required to do a Caldwell, Lateral, and Waters.

COMPLETION OF A COMPETENCY FORM

This evaluation, completed by an authorized registered technologist, is designed to evaluate the

student's performance of a specific radiographic examination completed for a patient in the clinical setting.
The procedure for obtaining a competency is as follows:

1.

The student must inform the registered technologist that he or she wants to obtain the competency o
the particular exam.

The competency sheet must be given to the registered technologist before the exam begins.

The student is required to complete the examination unassisted while the technologist observes his
her skills.

The student and technologist must evaluate the film.

In the event that the technologist must intervene or repeats are necessary the student should not
receive the competency. The student may attempt another competency for this exam for a different
patient.

The competency form will be filled out as soon as possible after the exam has been completed.

e The evaluating technologist must sign and date the form.

e The competency evaluation form must be completed in its entirety before credit will be given
for the competency.

e A photocopied of the completed competency evaluation will not be accepted; i.e., a
competency  evaluation with a photocopied signature of the evaluator and/or student.
Original #Ablued Competency Evaluation

n

or

f orms m

for each exam. Ex. An UGI must be on a Fluoroscopic Competency Form. Any form turned

in with fAscratched o wilootheacdepged mati on or

The competency must be checked by a faculty member of Heart of Georgia Technical College upon
visiting the clinical site. The competency is not fully accepted until after the review of the images
and review of pertinent anatomy from the anatomy sheets by the faculty member. All competency
sheets must be filled out completely, (observe, assist, and competency) This should include

facility, date, and patient #. No competency will be checked by faculty unless competency sheet is
completed correctly. The lab, observe, assist, and competency must follow in a sequence. These
must be documented in order. You cannot use an exam for a competency without having assisted
first. The student will be asked to pull observe and assisted exams to be reviewed by HGTC faculty.
Any discrepancy is considered a serious offense and will be reviewed by the Program Director and
the student could be dismissed from the program. If the faculty member denies or rejects the
competency, the following sequence is to be followed.
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A. The student must return the failed competency form to Heart of Georgia Technical College
faculty.

B. The student must repeat the cycle of observe and assist for the exam; he/she may then attempt
another competency on this exam.

C. If the student fails a second or subsequent competency attempt, a review for the exam's
procedural steps must be given by Heart of Georgia Technical College faculty before the
cycle may begin again.

Successful completion of this evaluation means that the student is competent to perform the examination
with indirect supervision. This is a pass or fail competency.

CRITERIA FOR COMPETENCY EVALUATION

Upon satisfactory completion of didactic course work, laboratory practice and clinical education,
the student is eligible to perform a competency evaluation. The following criteria will be

utilized by the clinical faculty to assess the student's competency using the clinical competency
evaluation form.

PERFORMANCE EVALUATION

A. Evaluation of Requisition

Student will:

Identify procedure(s) to be performed.

Identify the patient’s name and age.

Identify patient location and mode of transportation.

Acknowledge any pathological conditions.
Acquire appropriate clinical patient history.

orwdPE

B. Physical Facilities Readiness
Student will:
1. Verify that equipment is operational.

2. Provide a clean and orderly work area.
2. Obtain appropriate supplies for examination
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Patient Care

Student will.

O©WPX® Nk~ WNE

Select the correct patient.

Introduce himself/herself to patient and briefly explain the procedure.

Request last menstrual period (LMP) date of female patients between the ages of 12 -60.
Transport patient to appropriate imaging area.

Verify if patient is properly prepared for the examination.

. ldentify, when appropriate, that there are no contraindications for performing procedure.

Provide safe storage for patient's belongings.
Provide appropriate assistance to radiographic table based on patient’s condition.

. Maintain patient dignity and modesty through proper gowning and covering for the patient.
10.
11.
12.
13.

Talk to patient in a concerned, professional manner.

Apply universal precautions as established by the Centers for Disease Control.
Provide proper instructions for moving and breathing.

Check patient's condition at regular intervals.

14. Provide for patient security if the patient is left alone in the radiographic room.

D.

Equipment Operation

Student will:

CoNoOR~WNE

E.

Maneuver the x-ray tube and Bucky utilizing appropriate controls and locks.
Select the proper film, film holder, grid, etc.

Select appropriate FFD (SID).

Manipulate image receptor as appropriate for accurate imaging.

Measure the patient.

Use immobilization devices, as needed.

Refer to technique chart.

Select exposure factors.

Use equipment so as not to exceed recommended safety guidelines.

Positioning Skills

Student will:

1.
2.
3.
4.

Position the patient.

Align center of part to be demonstrated to the center of the film.
Set the correct tube angle.

Set the correct FFD (SID).
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F. Provide Evidence of Radiation Protection
Student will:

Collimate to part.

Use gonadal shields, if appropriate.

Demonstrate use of lead apron, gloves and lead blockers, if appropriate.

Select proper exposure factors.

Adjust exposure factors for motion, pathology or patient size when appropriate.

orwdPE

IMAGE EVALUATION
G. Anatomical Part(s)
Radiograph(s) demonstrates:

1. Part shown in proper position.
2. Adequate detail (no motion visible).

Student will:

1. Identify anatomical structures.
H. Proper Alignment
Radiograph(s) demonstrates:
1. Film centered.

2. Part centered.
3

. Tube centered.
. Patient aligned correctly.

o

-

. Radiographic Techniques

Radiograph(s) demonstrates:

1. Technique chart was used correctly (proper contrast and density).
2. Compensation of exposure factors for pathology.

3. Correct exposure factors used to produce diagnostic image.
4. Correct film, screen, grid, FFD (SID) and OFD (OID).
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J. Film Identification and/or Other Identifications

Radiograph(s) demonstrates:

1. Right and left markers properly displayed (free of pertinent anatomy).
2. Accessory markers visible, if required (minute, hour and directional).
3. Patient information and date displayed. ,

K. Radiation Protection

Radiograph(s) demonstrates:

1. Evidence of collimation.
2. Gonadal shields in place, if required.

Studert will:

1. Verify no repeats.
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Heart of Georgia Technical College

RADIOLOGIC TECHNOLOGY PROGRAM

CLINICAL COMPETENCY EVALUATION

Student 6s Name: Date:

Examination: RAD

Objective:  On a patient, the student shall perform a radiographic examination of a given
procedure/s. The student will be evaluated and graded by the Instructor. Each
category is worth 5 points. Junior students are not responsible for technique
factor selections.

Student will demonstrate the following procedures: YES NO

Accurately prepare the room and equipment

Identify patient, check ID & x-ray request

Obtain an adequate patient history

Question female patients on possibility of pregnancy.

Assist and communicate with the patient

Select the proper type and size cassette (film & screen)

Correctly placed film, crosswise vs. lengthwise (if applicable)

Proper blocker placement (if applicable)

Correctly position the patient, each projection

Properly direct and place the central ray

Proper alignment of part, tube, bucky

Use of proper and adequate collimation

Utilize correct focal film distance (FFD/SID)

Place left or right markers accurately on radiograph

Set exposure factors accurately

Provide proper respiration instructions, if required

Provide satisfactory radiation protection to patient

Demonstrates good patient care skills

Performed examination in a timely manner

I e I Ll e L L L L L
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Displayed confidence to the patient

Start Time: Completed:
Comments:
Student successfully completed this competency evaluation:  YES NO
Evaluator/Instructor Score %
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10 POINTS EACH

RADIOGRAPHIC FILM QUALITY

The student is able to critique his/her radiographs as to whether they demonstrate:

1. Proper technique/optimal density

2. Enhanced detail/no motion/no artifacts

3. Proper positioning (all anatomy included/centering)

4, Marker visible

5. Evidence of proper collimation/radiation protection
ANATOMY:

The student is able to identify : (please ask related anatomy)

abkrwbdE

PATIENT INFORMATION

Medical Record #

Ability to cooperate

Condition/Pathology

Technique Factors Used

Comments on image evaluation:

YES
YES
YES
YES
YES

NO
NO
NO
NO
NO

TECHNOLOGIST:

SCORE %
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Heart of Georgia Technical College
Radiologic Technology Program
C-ARM PROCEDURE COMPETENCY i Name

Each area is worth 5 points

Did the student:

9

10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.

Identify the correct patient and exam according to the request?
Examine the room and adjust any obstacles?
Locate and drive the portable unit in room using breaks when
needed?
Switch unit on and off?
Connect the monitor to the C-Arm?
Connect the monitor to the outlet?
Utilize collimators?
Manipulate the images:

a. Reverse

b. Rotated

c. With contrast adjustment on either monitor
Use program functions?
Film the images?
Manipulate the C-Arm by operating all locks?
Observe and does not interfere with the sterile field?
Provides each radiograph with the proper patient identification
by using the computer?
Process each film without difficulty?
Properly completes the exam by filling out all paperwork?
Exhibits the ability to adapt to new and difficult situations?
Accepts constructive criticism and used it to his advantage?
Completes the exam in a reasonable time frame?
Returns the portable unit to proper location?
Cleans and recharges portable unit as necessary?

Medical Record #

Ability to Cooperate
Condition/Pathology

Technical Factors Used

COMMENTS:

YES
YES

YES
YES
YES
YES
YES
YES

YES
YES
YES
YES

YES
YES
YES
YES
YES
YES
YES
YES

NO
NO

NO
NO
NO
NO
NO
NO

NO
NO
NO
NO

NO
NO
NO
NO
NO
NO
NO
NO

Competency Evaluator Signature:

Date:
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Heart of Georgia Technical College

RADIOLOGIC TECHNOLOGY PROGRAM

CLINICAL COMPETENCY EVALUATION

FLUOROSCOPIC EXAM
Student 6s Name: Date:

Examination: RAD

Objective:  On a patient, the student shall perform a fluoroscopic examination of a given
procedure/s. The student will be evaluated and graded by the Instructor. Each
category is worth 5 points. Junior students are not responsible for technique
factor selections.

Student will demonstrate the following procedures: YES NO

Accurately prepare the room and equipment

Identify patient, check ID & x-ray request

Obtain an adequate patient history

Question female patients on possibility of pregnancy.

Assist and communicate with the patient

Prepares the contrast material without difficulty

Is able to manipulate all radiographic equipment with ease

Thoroughly explains the procedure to the patient

Performs a scout radiograph correctly when indicated

Relays patient history to radiologist

. Assists the radiologist throughout the exam

Monitors and communicates with patient throughout exam

Utilizes correct film size for all post contrast films

Place left or right markers accurately on radiographs

Set exposure factors accurately

Provide proper respiration instructions, if required

Provide satisfactory radiation protection to patient(collimation)

Demonstrates good patient care skills and confidence

Performed examination in a timely manner

I e e Ll D el L D L L
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Gives post exam instructions and leaves room neat and clean

Start Time: Completed:
Comments:
Student successfully completed this competency evaluation:  YES NO
Evaluator/Instructor Score %
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10 POINTS EACH

RADIOGRAPHIC FILM QUALITY

The student is able to critique his/her radiographs as to whether they demonstrate:

6. Proper technique/optimal density

7. Enhanced detail/no motion/no artifacts

8. Proper positioning (all anatomy included/centering)

9. Marker visible

10. Evidence of proper collimation/radiation protection
ANATOMY:

The student is able to identify : (please ask related anatomy)
6.
7.
8.
9.
10.

PATIENT INFORMATION

Medical Record #

Ability to cooperate

Condition/Pathology

Technique Factors Used

Comments on image evaluation:

YES
YES
YES
YES
YES

NO
NO
NO
NO
NO

TECHNOLOGIST:

SCORE %
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RECORD OF COMPETENCIES

STUDENT

EXAM

Date
Observed

Date
Assisted

Date
Completed

Verified
By:

Chest, routine

Chest, decubitus

Chest, age 6 years or younger

Chest, wheelchair

Chest, stretcher

Ribs

Chest, obliques or
Apical lordotic

Sternum

Soft Tissue Neck (Upper Airway)

Foot

Ankle

Tibia and fibula

Knee

Femur

Finger or Thumb

Hand

Wrist

Forearm

Elbow

Humerus

Shoulder

Trauma Shoulder

Toes

Os Calcis

Patella

Scapula

Clavicle

Acromioclavicular joints

Extremity, Age 6 years
or younger

Soft Tissue Extremity

Bone Survey

Long Bone Measurement,
Scanogram
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EXAM

Date
Observed

Date
Assisted

Date
Completed

Verified
By:

Skull

Facial Bones

Mandible

Nasal Bones

Orbits

Paranasal Sinuses

Zygomatic Arches

Larynx (Soft Tissue Neck)

Cervical Spine with Obliques

Trauma Cervical Spine

Thoracic Spine

Lumbosacral Spine with
Obliques

Pelvis

Hip

Trauma Hip (cross-table lateral)

Sacrum and Coccyx

Sacroiliac Joints

Scoliosis Series

Esophagus Study

Abdomen

Abdomen, supine & Upright

Abdomen, decubitus

Upper G.I. Series

Small Bowel Series

Barium Enema, Single Contrast

Barium Enema, Double Contrast

ERCP

VU

Myelogram

Arthrogram

Conventional Tomograms (not 1VU)

Cystogram
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EXAM

Date
Observed

Date
Assisted

Date
Completed

Verified
By:

Voiding Cystourethrogram

Retrograde Urethrogram

Venogram

Portable Chest

Portable Abdomen

Portable Orthopedics

Operative Cholangiogram

Retrograde Urogram

C- Arm Procedure (surgical)

Pediatric Chest

Pediatric Extremity Upper

Pediatric Extremity Lower

Pediatric Abdomen

Pediatric Mobile Study

Reviewed/Revised 10/08

70



HEART OF GEORGIA TECHNICAL COLLEGE
RADIOGRAPHY PROGRAM

Medical Terminology: Suffix

Medical terminology is the professional language used by those who work in health
care. The majority of medical words come from Greek or Latin roots. A few
originated in Germany and France. The first medical dictionary was compiled by
Hippocrates (460 -370 BC). Later, Aristotle added to Hippocrates' original work
(384-322 BC).

Most medical words are made up of a prefix followed by a root word. For example,
the word claustrophobia comes from the Latin word claustra (meaning enclosed
space) with the Greek word phobia (meaning fear). Appendectomy is formed by
two words: appendec (Greek for appendix) and ectomy (Latin for removal of).
Combining the two words together, appendectomy means to remove the appendix.
In some cases the root word is followed by a suffix. For example, lymphadenopathy
is made of three Latin words: Lymph, aden (gland), and pathy (disease). Together

these three words describe a disease of the lymph glands.

Pronunciation of medical terms follows no rigid rules, allowing some flexibility.
Even in the sane medical facility there will be differences of opinion about the

pronunciation of certain words.

Suffix Meaning Example

-algia pain neuralgia: nerve pain

-cele hernia cystocele: hernia of the bladder

-centesis  puncture paracentesis: puncture of a body cavity
-desis bind or fixation arthrodesis: surgical fix ation of a joint

-emia blood hyperglycemia: abnormally high blood sugar
-ectasis expansion or dilation atelectasis: airless, functionless lung
-ectomy excision or removal of tonsillectomy: removal of tonsils

-genic origin of pathogenic: disease pralucing

-iasis condition of or formation of |lithiasis: formation of a stone

-itis inflammation of carditis: inflammation of the heart

-lithotomy lincision for removal of stones|nephrolithotomy: incision into kidney to remove
-lysis breaking down hemolysis: breakdown of red blood cells
-malacia softening osteomalacia: softening of a bone

-megaly enlargement hepatomegaly: enlargement of the liver

-oid similar, appears like fibroid : resenbling a fibrous tumor

-oma tumor adenoma: glandular tumor

-0sis condition of or disease arteriosclerosis: hardening of the arteries
-otomy incision into cricoidotomy: incision into cricoid cartilage
-pathy disease myopathy: disease of a muscle

-penia decrease or deficiency leukopenia: decrease in leukocytes

-pexy suspend or fixate hysteropexy: fixation of the uterus

-plasty surgical correstion of hernioplasty: surgical fixation of a hernia
-ptosis falling gastroptosis: downward displacement of stomach
-rhexis rupture angiorrhexis: rupture of a blood vessel
-rhaphy suture dermarhaphy: sutures placed in skin
-spasm involuntary contraction enterospasm: painful intestinal contractions
-tomy incision into colostomy: creating an opening in the colon
-tripsy crushing lithotripsy: crushing a kid ney stone
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Root
Word

aden-
aer-
angio-
arth-
belphar-
cardi-
cerebro-
cephal-
cerv-
cheil-
chole-
chondr-
cost-
crani-
cysto-
cyt-
dacry-
derm-
encephat
enter-
gastr-
glyco-
hem or hemat-
hepat-
hyster-
ile-

ili -

leuk-

lip -

lith -
mening-
myelo-
myo-
nephr-
opthalm -
osteo
pneumo-
proct-
psycho-
pyelo-
pyo-
radi-
spondyl-
viscer-

Meaning
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Medical Terminology: Root Words

gland

air
vessel
joint
eyelid
heart
brain
head
neck

lip

bile
cartilage
rib

skull
bladder
cell

tear
dermatitis
brain
intestine
stomach
sweet
blood
liver
uterus
ileum
ilium
white

fat
stone
membrane
marrow
muscle
kidney
eye
bone
lung
rectum
mind
kidney system
infection or pus
light
vertebra
organ

Example

adenocarcinoma: tumor of a gland

aerobic: organisms that require air to live
angioplasty: surgical repair of a vessel
arthritis: inflammation of a joint
blepharoptosis: drooping of the eyelid
cardiologist: physician specializing in the heart
cerebrum: pertaining to the brain

cephalic: towards the head

cervical- referring to the vertebrae in the neck
cheilitis: inflammatio of the lip

cholangitis: inflammation of bile ducts
chondroma: a cartilagenous tumor
costophrenic: angle formed by ribs & diaphragm
craniotomy: surgical incision into the skull
cystoscopy: procedure to visualize the bladder
lymphocyte: lymph cell

dacrocele: herniation of the rear duct
inflammation of the skin

encephalitis: inflammation of the brain
enteritis: inflammation of the intestines
gastritis: inflammation of the stomach
glycosuria: sugar in the blood

hemophilia: inability of blood to coagulate
hepatitis: inflammation of the liver
hysterectomy: removal of the uterus
ileostomy: surgical incision into the ileum
iliosacral: pertains to i lium and sacrum
leukemia: excessive white blood count
lipectomy: removal of excessive fatty tissue
lithiasis: the presence of stones

meningitis: inflammation membranes of spinal cord
myelitis: inflammation of the bone marrow
myocardium: heart muscle

nephritis: inflammation of the kidney
opthalmology: study of the eyes

osteomalacia: softening of the bone
pueumonitis: inflammation of the lungs
protoplexy: surgical repair of rectum
psychopathy: mental disease

pyelitis: inflammation of the kidney

pyogenic: pus forming

radiosensitive: sensitivity to light
spondylolisthesis: improper alignment of vertebra
visceral: pertaining to internal organs
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Medical Terminology: Prefixes

Prefix Meaning

ab- away from

a- or an- without

ad- increase or towards
ante- before

anti- against

bi- two

benign mild

carcin- cancer causing

co- or con-  together

contra- against or opposite
dys- Difficult

ec- or ecto-  out or outside

em- or in- in

endo- within

epi- upon or in addition to
ex- out or away from
hemi- half or partial
hyper- above, excessive
hypo- bellow, or less than
neuro- Nerve

para- beside, around
peri- around or about
pre- before or in front of
pro- in front of, before
retro- backward, behind
semi- half

sub- under, beneath

Example
abduction: to move away from
apnea: absence of respiration's
adductor: drawing towards the center
antepartum: before birth
antitoxin: defending the body against a toxin
bilateral: involving both sides
not malignant or recurrent
carcinogenic: capable of inducing cancer
connective: tissue which binds together
contraindication: condition opposed to treatment
dyspnea: difficulty breathing
ectopic: gestation outside uterine cavity
empyema: pus in a body cavity
endocarditis: inflammation within the heart
epigastric: upon the stomach
expectorate: expulsion from the lungs
hemiplegia: paralysis of 1/2 of the body
hyperextension: extension beyond normal range
hypoglycemia: low blood sugar
neuropathy: condition of the nerves
paracentesis: puncture of a body cavity
pericardium: membrane around the heart
preeclampsia: before delivery
prolapse: forward displacement of an organ
retroflexion: bending backward
semicoma: mild degree of coma
subcostal: beneath the ribs

super/supra- above, beyond, superior suprarenal: above the kidneys

sym- or syn- with, together

synarthrosis: an immovable joint

trans- across, over transfusion: delivering blood from one to another

tri - three tricuspid: a three -sided heart valve
Abbreviati ons

CcC chief complaint

cc cubic centimeter

BP blood pressure

Dx diagnosis

EKG electrocardiogram

FH family history

Fx fracture

H hypodermic

PH past history

Pl present iliness

Rx take prescription

TPR temperature, pulse, respiration

bid (Latin: b is in die)
hs (Latin: hora somni)
po (Latin: per 0s)

prn (Latin: pro re nata)

twice a day
at bed time
by mouth
as needed

gh (Latin: quaqua hora) every hour
gid (Latin: quarter in die) 4 times daily
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stat (Latin: statim) immediately
tid (Latin: ter in die) 3 times daily
pc (Latin: post cibos) after meals

Skeletal Terms

AE above the elbow

AK above the knee

BE below the elbow

BK below the knee

TKA total knee arthroplasty (knee replacement)
THA total hip arthroplasty (hip replacement)
Osteitis inflammation of a bone

Osteoma benign osseous tumor

Osteomalacia
Osteomyelitis
Osteoporosis

softening of bone
inflammation of bone and bone marrow
undesirable decrease of bone density

Ostectomy surgical excision into a bone

Osteopathy reconstruction or bone repair

Sequestrectomy surgical removal of a piece of dead bone

Crepitation grating sound made by the movement of broken bones
Necrosis formation of dead or dying bone

Ostealgia bone pain

Osteophyte bony outgrowth due to arthritic changes

Arthritis chronic inflammation of a bone

Arthropathy any disease of a joint

Bursitis inflammation of a bursa

Chondritis inflammation of cartilage

Chondroma tumor originating from cartilage

Chondrectomy removal of cartilage

Chondroplasty surgical repair of cartilage

Claudication limping

Contracture permanent shortening of muscles, due to paralysis, spasm or scar
Myoplasty surgical repair of a muscle

Radiographic Terms

Aerated filled with air

Calcification deposits of lime salts in body tissues

Consolidation solidification of lung tissue, such as with pneumonia

Density compactness of a structure

Discrete well defined, clear cut borders

Fibrosis replacement of normal tissue with fibrous tissue

I nfiltration permeation of a tissue with substances which are normally absent
Inspissated thickened by the absorption of fluid

Rarefaction
rarefied area

decreasing density
area where there is lessened density
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ACKNOWLEDGEMENT AND SIGNATURE

| have received a copy of the Georgia Technical College Radiography Handbook and Clinical
Manual. My signature below indicates that | have read and agree to abide by the Handbook,
paying particular attention to the sections on Dress Code, Attendance, Grading, Radiation
Protection, Pregnancy, and Communicable Disease.

Signature
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NEW STUDENT ATTENDANCE POLICY EFFECTIVE FALL 08

Student Attendance Policy

Regular and punctual attendance is an important part of preparing a student for employment and is often a

critical factor when employers review a studentoés rec
progress in a course and significantly diminish the quality of group interaction in class. Regular and
punctual attendance in all classes is the studentds r

scheduled class meeting of each quarter. Absence from class for any reason does not excuse a student

from full responsibility for class work or assignments missed. The student is still responsible for preparing
assignments for the next class meeting and for completing all work missed in accordance with the course
syllabus.

All class meetings are important and require that a student abide by the attendance policies adopted for

individual classes by instructors. Specific course attendance policies and penalties imposed for absences

are left to the discretion of individual instructors. Programs governed by state and federal licensing

agencies may have more specific attendance policies, which students must adhere to. The attendance

policy will be stated in the course syllabus, which is distributed to students at the beginning of the quarter

in each class. The instructor has the option of withdrawing students from the course that exceed the

maximum number of permitted absences as defined by the course syllabus. Excessive absenteeism and

tardiness impact work ethics evaluations and may affect course grades. If the withdrawal date occurs prior

to midterm/ midcourse, the student wil/l receive a grad
midterm/midcourse andthe 8"academi ¢ we ek (or 80%) of the quarter ar
average, thegradei s A WP. 0 For |l earning support classes, the s
I f the student has a fi590 or | ower average, or fA690 o
is AWF. 0 lf the wi t"achdemionael e ko c(courr s8 0a%)t eorf tthhee 8quarter,
Students will not be penalized when they are absent due to attending college-related activities. However,

the student is responsible for making up missed work within the specified time period in accordance with

the course syllabus at the convenience of the instructor. Students who anticipate an absence from class

must contact their instructor prior to the absence. Students who miss more than 10% of the scheduled

class days and do not contact their instructor may be withdrawn.

On-line Courses

The mistake most students make about On-line Learning is in thinking they only have to log on once a

week. To receive credit for accessing (attending) the class, students must log into Angel and then click on

each coursetheyaretaking. Just | ogging into Angel doesnét count fo

The recommendation is to check the site at least equal to the number of contact hours for the course, just
like attending class on campus on a regular basis. For example, if the class is a 5 contact hour classes,
this would be the minimum number of times per week to log on to check announcements, complete
assignments, etc.

On-line students must access each course at least once per academic week. After seven calendar
daysofinacti vity the student wil/l be withdrawn from the co
or AF. O

Attendance Appeal Process

Students should discuss attendance matters with their instructor. Students with extenuating
circumstances who wish to appeal violation of the attendance policy must do so within 48 hours of being
withdrawn from the course. Students must attend class or log on to their on-line classes until the
appeal decision is made. Students who fail to meet any scheduled appeal or fail to schedule a change
prior to the scheduled appeal will be immediately withdrawn from the class or classes for which they
initiated the appeal and will forfeit their right of additional appeals for the incident.
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Attendance Appealsd Credit Students

To initiate an appeal, the following procedure must be followed.

e A credit student who
Instructional Services. The credit student must write a letter or e-mail addressed to the Dean of
Instructional Services stating the reason why the student was withdrawn from the course, stating
reasons for absences, and providing reasons why the student should be reinstated to class. The
letter should be submitted to the Academic Affairs Office. Students enrolled at the Little Ocmulgee
Instructional Center must address letters to the Dean of the Little Ocmulgee Instructional Center.
Written appeals shou
Documentation, while helpful in determining the facts in a situation, does not guarantee
reinstatement. The student is issued a pass to return to class and must attend class until the
student meets with the Dean or his/her designee. The Dean or designee will review the
documentation and render a decision within two (2) business days.

o |f the student is denied reinstatement to class, the student may appeal the decision to the

two (2) worKki

The student must write a letter addressed to the Executive Vice President stating the reason why

on should not

reinstated to class. The student must submit the letter to the Academic Affairs Office. An
appointment is then scheduled with the Executive Vice President. The student is issued a pass to
return to class and must attend class until the student meets with the Executive Vice President or
designee. The Executive Vice President or designee reviews the documentation and meets with
the student within two (2) working days and renders a decision. The decision of the Executive Vice

President shall be final.

Executi ve

the Deanos

Vi

ce

or

Presi

designeeds

i s

[ d i

dent

not

ncl

WA

satisfied

ude

t hi

deci s

n

copies

wi th th

of any

Note: On-line students must follow the same procedure; however, students may e-mail the letters to the
designated HGTC official. After reviewing the documentation, the HGTC official will render a decision and
e-mail the student. On-line students do not meet with HGTC officials unless requested.

Attendance Appealsd Non-credit Adult Education Students

To initiate an appeal, the following procedure must be followed.

e Anoncredi t

Adul t

Educati

on

student who

i s not

to the Dean of Adult Education by filing a written request for review and submitting the letter to the
Adult Education Office. The student must write a letter addressed to the Dean of Adult Education
stating the reason why the student was withdrawn from the course, stating reasons for the
absences, and providing reasons why the student should be reinstated to class. Written appeals

l ude
account for all absences incurred. Documentation, while helpful in determining the facts in a
situation, does not guarantee reinstatement. The student is issued a pass to return to class and
must attend class until the student meets with the Dean or designee. The Dean or designee will
review the documentation and meet with the student within two (2) business days and render a

should inc

decision.

copi e

s of

any

document ation ci

e |f the student is denied reinstatement to class, the student may appeal the decision to the
two (2) worki
President

Executi ve

Vi

ce

Presi

must write a letter addressed to the Executiv e Vi
deci si on

designeeds

shall be final.

dent Wi
ce
shoul d
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The student must submit the letter to the Academic Affairs Office. An appointment is then
scheduled with the Executive Vice President. The student is issued a pass to return to class and
must attend class until the student meets with the Executive Vice President or designee. The
Executive Vice President or designee will review the documentation and meet with the student
within two (2) business days and render a decision. The decision of the Executive Vice President
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WORK READY ASSESSMENT POLICY EFFECTIVE FALL 08 FOR PROGRAM GRADUATES
Work Ready Assessments

Work Ready Certificates (WRC) for individuals provide employers with documentation the each worker
meets a minimum set of skill and education standards and is ready for employment. Workers will take a
validated skill assessment and their skills will be matched to current and future job opportunities through an
occupational or job profile. There are three sections of this assessment including Reading for Information,
Applied Mathematics, Locating Information. Each section takes approximately 45-60 minutes to complete
for a total of approximately three to four hours; however, sessions may be scheduled separately. Students
should contact the Career Services Office to schedule an appointment or register online at
www.heartofgatech.edu; click on Georgia Work Ready logo on the bottom right hand screen. Students
should indicate they are HGTC students when they register.

Students enrolled at Heart of Georgia Technical College are required to take the Work Ready
assessment prior to graduation or certificate completion and obtain a level score of 3 on each
section in order to successfully earn the Work Ready Certificate. Degrees/diplomas/certificates may
not be issued to students prior to completion of this requirement. Prior to taking the assessments, students
may complete computerized GAP training to review skill areas. There is no cost for the GAP training or
Work Ready assessments.

Certificate levels are awarded as follows:

e Platinumo awarded to those who score at or above a level 6 in each of the areas
Goldd awarded to those who score at or above a level 5

Silverd awarded for scores at or above a level 4

Bronzed awarded for those who score at or above a level 3

For scores less than a 3 no certificate will be awarded.

If a student does not achieve at least a level 3 in each area, he/she must complete 10 hours of
computerized GAP training in the section(s) needing improvement.

Procedure for Identifying and Notifying Students to Take Work Ready Assessment

Program advisor is responsible for student completing an Application for Graduation by the last day of the
guarter prior to the studentds graduation dat e. From t
potential graduates during the third week of each quarter and will register students in Banner. The list of

students by program will be sent to Career Services. Instructors in each program area will be notified by

Work Ready staff of students needing to take the Work Ready Assessment and should notify their

students. Career Services will notify students by HGTC e-mail reminding them of the requirements to

complete Work Ready assessments prior to graduation. Once the student has successfully completed all

three assessments with a score of 3 or better, Career Services will notify advisor. Follow up notification to

instructors and students will be sent every two weeks throughout the quarter.

To register, students may contact Career Services or register online at www.heartofgatech.edu, click on
Georgia Work Ready log on the bottom right hand screen. Students should indicate they are HGTC
students when they register. There are three sections of the assessment: Applied Math, Locating
Information, and Reading for Information. Each section takes approximately 45 to 60 minutes to complete
for a total of 3 to 4 hours. However, sessions may be scheduled separately.

Students may complete computerized GAP training to review skill areas prior to taking the assessments.
Students who do not achieve at least a level 3 in each assessment area must complete 10 hours of
computerized GAP training in the sections needing improvement. To schedule GAP training, students will
contact Career Services. There is no cost for Work Ready assessments or GAP
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NON-DISCRIMINATION POLICY

Non-Discrimination Statement

Heart of Georgia Technical College does not discriminate on the basis of race, color, creed,
national or ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled
veteran, veteran of the Vietham Era, or citizenship status (except in those special circumstances
permitted or mandated by law). This nondiscrimination policy encompasses the operation of all
educational programs and activities including admissions policies, scholarship and loan
programs, athletic and other Department and Technical College-administered programs. It also
encompasses the employment of personnel and contracting for goods and services. Heart of
Georgia Technical College shall promote the realization of equal opportunity through a positive
continuing program of specific practices designed to ensure the full realization of equal
opportunity.

HGTC maintains and publishes a grievance procedure for addressing discrimination
concerns. (See Complaint Resolution Policy) These procedures shall, at a minimum, meet the
federal requirements for compliance with Title IX of the Educational Amendments of 1972 and
Section 504 of the Rehabilitation Act and Title | of the Workforce Investment Act of 1998.

This policy of non-discrimination is consistent with Title IX of the Educational Amendments of
1972, Title VII of the Civil Rights Act of 1964, Executive Order 11246, the Equal Pay Act, the Age
Discrimination in Employment Act, the Americans With Disabilities Act, Section 504 of the
Rehabilitations Acts of 1973, Section 503 of the Rehabilitation Act of 1973, Section 402 of the
Vietnam Era Veterans Readjustment Assistance Act of 1974, the Immigration Reform and Control
Act of 1986, the Workforce Investment Act of 1998, and O.C.G.A. § 45-19-21 and other related
state statues.

The following individuals are the designat e
efforts to implement this non-discriminatory policy and are located at 560 Pinehill Road, Dublin,
GA 31021.

Title 11 (11-8.500) ADA:
Designee for Students:
Special Needs Facilitator for Section 504 of the Rehabilitation Act of 1973, (478) 274-7652

Designee for Personnel & Facilities:
Human Resources Specialist, 478-274-7934 for Section 504 of the Rehabilitation Act of 1973

Title IX of the Education Amendments of 1972, ANo person in the Ur
basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any education programoract i vi ty receiving Fede
Designee:

Director of Career Services, (478) 274-7643

Civil Rights 1 Title VIl of the Civil Rights Act of 1964
Designee for Students:
Special Needs Facilitator, (478) 274-7652

Designee for Personnel & Facilities: Human Resources Specialist, 478-274-7934
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Drug Screening and Criminal Background Checks:

Admission into Heart of Georgia Technical College's Allied Health programs does not
guarantee acceptance or placement into practicum/lab courses or iatany clinical or
practicum setting, which is required for graduation.

Affiliate clinical sites supporting Allied Health programs require that students have
satisfactory criminal background checks and negative drug testing results prior to
acceptance or phcement in clinical rotations. Random and discretionary background checks
and drug screens may also be conducted at the request of the clinical site.

Any student with confirmed positive drug test will not be placed in any practicum/lab
courses or in any @nical or practicum setting and will be dismissed from the program.

A student who fails a drug test and is dismissed from his/her program will not receive a
refund for any fees paid.

The clinical institution is provided with criminal background check inbrmation and
determines whether the student meets requirements of the affiliate clinical siteStudents
with unsatisfactory results will not be accepted at the affiliate clinical institution and will not
be able to complete the course or program unless ather clinical institution accepts the
student. HGTC will attempt to place the student at another clinical institution provided
HGTC has adequate clinical coordinator oversight and faculty resourcd$resources and
another clinical site are not availalke, the student will be dismissed from the program.The
clinical institution makes the sole decision whether students are accepted at its clinical site.

Drug screening and criminal background checks are scheduled by Heart of Georgia Technical
College.The cost for the drug screening is $29, and the cost for the criminal background
checks is $39.These costs are paid by the student and are nonrefundable. Students must
show photo ID at time of testing.

The following additional fees will apply. (Fees sulpect to change.)
o Students who refuse to have a drug test will be charged $15.

e Students who are mandated or requested to have an observed specimen will have an
additional charge of $15.

e Students who report to Drug and Alcohol Testing of Georgia for drugts not within
their normal operating hours will be charged an additional $10 per hour charged on
the quarter hour.
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ACKNOWLEDGEMENT AND SIGNATURE

| have received a copy of the Heart of Georgia Technical College Radiography Handbook
and Clinical Manual. My signature below indicates that | have read and agree to abide by the
Handbook, paying particular attention to the sections on Dress Code, Attendance, Grading,
Radiation Protection, Pregnancy, and Communicable Disease.

Signature Date
CLINICAL NOTEBOOK

| have read my copy of the personal of the clinical notebook for Heart of Georgia Technical
College radiography students. It describes the documentation policy that I am expected to follow
while in the clinical affiliates and at HGTC. | agree to abide by it.

Student Signature Date
DRESS CODE

| have read my copy of the personal dress code for Heart of Georgia Technical College
radiography students. It describes the personal appearance policy that 1 am expected to follow
while in the clinical affiliates and at HGTC. | agree to abide by it.

Student Signature Date

Reviewed/Revised 10/08 81



