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RALPH R. WILLIS PRACTICAL NURSING PROGRAM
MISSION STATEMENT
Ralph R. Willis Career and Technical Center provides a cutting edge, state of the art
learning environment that boosts self-esteem and confidence: focuses on high
expectations; develops life skills and technical skill sets and creates a high-quality
workforce in an ever-evolving, forward-moving society.
PROFESSIONALISM PLEDGE
Welcome to our nursing school! You have accomplished a lot to get to this point, but we
are just getting started… we have a lot of work to accomplish over the next year
together. This will be a challenging, life-changing year for you, with much stress and ups
and downs along the way.
As a nursing student, you are entering a profession with high standards and, as such,
will be held to high standards in our program. You are expected to maintain a
professional level of integrity in all you do – this includes in your appearance, behavior,
conversation, morals, and values. We want you to remember that you not only
represent yourself, the nursing class, Ralph R. Willis Career and Technical Center, and
Logan County as a whole, but ultimately the nursing profession.
TERMINAL OBJECTIVES
Upon successful completion of the program, the graduate will be able to:
1. Maintain a safe and effective care environment by providing nursing care that
contributes to the enhancement of the health care delivery setting and protects
clients and health care personnel. Such as:
a. implementing infection control measures consistent with the Centers for
Disease Control (CDC) and OSHA
b. Collaborating with other members of the health care team to provide safe
and effective client care.
c. Promote a safe and therapeutic environment.
d. Maintain accountability for personal nursing practice within an ethical and
legal framework.
e. Realize the personal responsibility for further professional growth through
continuing educational opportunities and maintaining appropriate hours of
continuing education hours to maintain licensure.
2. Promote health maintenance and promotion by providing nursing care for clients
that incorporates the knowledge of expected stages of growth and development,
and prevention and/or early detection of health problems.
a. Contribute to teaching of patient and family regarding disease process,
prevention, recovery, diet, medications, etc.
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3. Promote psychosocial integrity of the client by providing care that assists with
promotion and support of the emotional, mental and social wellbeing of clients
i.e.:
a. Advocate for patients and families in ways to promote their selfdetermination, integrity, and ongoing growth as human beings.
b. Facilitating their ability to cope, adapt and/or problem solve situations
related to illnesses or stressful events.
c. Respect the rights of individuals with different values, cultures, nationality
and lifestyles.
d. Assessing basic physical, emotional, spiritual, and cultural needs of the
client.
4. Promote physiological integrity by promotion of physical health and well-being by
providing care and comfort, reducing risk potential for clients and assisting them
with the management of health alterations by:
a. providing comfort and assistance in the performance of activities of daily
living
b. Collecting patient data to assist with optimal patient care.
c. Providing care related to the administration of medication and monitor
clients receiving parenteral therapies.
d. Providing care to individuals of all ages with acute, chronic or life
threatening physical and/or mental health alterations.
e. Reducing risk by recognizing and reducing the client’s potential for
developing complications or health problems related to treatments,
procedures or existing conditions.
5. Utilize process that are fundamental to the practice of practical nursing and are
integrated throughout the program such as:
a. Clinical Problem-Solving Process (Nursing Process) – a scientific
approach to client care that includes data collection, planning,
implementation and evaluation.
b. Caring – interaction of the practical nurse and client in an atmosphere of
mutual respect and trust. The practical nurse provides support and
compassion to help achieve desired therapeutic outcomes.
c. Communication and Documentation – verbal and nonverbal interactions
between the practical nurse and the client, as well as other members of
the health care team are validated in written and/or electronic records that
reflect standards of practice and accountability in the provision of care.
d. Identify the role of the practical nurse in various clinical settings and
recognize self-worth in the contribution to the health care profession.
6. Complete the certified nursing assistant certification.
7. Obtain employment as a licensed practical nurse.
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PHILOSOPHY
The faculty of the Ralph R. Willis Career and Technical Center Practical Nursing
Program believes that nursing is both an art and a science that requires educational
concepts from a variety of sources - including biological, psychological and social
sciences. Holistic care (complete care) requires the use of both the art and the science
of nursing. To be most effective, learning requires the active participation of the
student. Each learner must recognize his/her personal accountability in the learning
process and professional development. The instructor should be a facilitator in the
process of learning and development. Student’s must understand his/her own
responsibility in the learning process and actively pursue knowledge.
As a dynamic and evolving discipline, nursing may take place in a variety of settings,
in a variety of ways. Nursing requires collaboration with other members of the health
care team to provide safe, effective care. It also requires health teaching and promotion
of the client’s personal abilities. The nurse must recognize the client’s potential to meet
his/her own activities of daily living and assist the client in achieving his/her full
potential. The nurse must also be aware of potential complications and take
appropriate measures to reduce or eliminate them.
Ethical standards for nurses must be higher than for other professions based on the
vulnerability of clients and the personal nature of their problems. Nursing requires a
high level of accountability, veracity, and respect. The nurse must respect the right of
individuals to make their own decisions and realize the individual’s personal
accountability in making such decisions. The student is taught to respect the rights of
patients with different values, cultures, nationalities, and lifestyles, and to demonstrate
legal accountability and ethical conduct in working with patients and their families.
This program strives to prepare the practical nurse with a variety of skills to be
utilized and further developed in the workforce. The practical nurse is expected to
provide nursing care to individuals of all ages with acute, chronic or life threatening
physical and/or mental health conditions. Provision of quality, safe, and competent care
under appropriate supervision is the expected outcome.
As nursing is a dynamic, evolving profession, the graduate should acknowledge the
personal responsibility for maintaining relevant knowledge, skills and abilities throughout
his/her career. The basic education is intended to be a foundation which is built upon
and enhanced by experience and continuing education. Graduates are encouraged to
pursue excellence in the nursing profession.
We encourage the student to become involved in community service before and after
graduation as a means of sharing with others the knowledge and skills they have gained
through our program.
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Non-Discrimination Policy
Ralph R. Willis Career and Technical Center is an Equal Opportunity/Affirmative Action
Institution. Ralph R. Willis Career and Technical Center does not discriminate on the
basis of race, sex, age, disability, veteran status, religion, sexual orientation, color,
national origin, or limited English proficiency in its programs or activities. It complies
with the requirements of Title IX of the Education Amendments of 1972, Title VI of the
Civil Rights Act of 1964, and Section 504 of the Rehabilitation Act of 1973. Inquiries
regarding the Ralph R. Willis Career and Technical Center Title IX may be made to
Elizabeth Thompson: Personnel Director at P.O. Box 477, Logan, WV 25601, (304)
792-2058, email: ethompso@k12.wv.us. Inquiries regarding Section 504 may be made
to Jill Barker Special Education Director at 506 Holly Avenue, Logan, WV 25601, Dehue
office (304) 752-1341, Central office (304) 792-2056, email: jillbarker@k12.wv.us.
DANGEROUS WEAPON POLICY
Any student who is found harboring dangerous weapons upon themselves or school
property will be subject to immediate dismissal. The definition of a dangerous weapon is
found in West Virginia Code, Chapter 61. This includes, but is not limited to guns,
knives, brass knuckles and other similar weapons. If reasonable suspicion arises, the
school reserves the right to search the individual, articles of the individual and/or vehicle
of the individual.
Harassment Policy
The RRWSPN and Logan County Board of Education has a “no tolerance” policy for
harassment of any kind. A person is being harassed if the adverse action is related to
race, national origin, gender identity or sexual orientation. The Board prohibits any form
of harassment on Board of Education property or at any school-sponsored event
regardless of where such event might occur. It shall be a violation of Board policy for
any employee of Logan County Schools to harass a student, another employee or any
other person through conduct or communication stated in the policy. It is the
responsibility of all employees to promote and maintain an environment free of
harassment.
ADMISSION POLICY
The purpose of this admission policy is to provide a record of the requirements and
procedures necessary for an applicant to be considered qualified for admission to the
Ralph R. Willis School of Practical Nursing. The requirements will be in accordance
with the admission requirements recommended by the West Virginia State Board of
Examiners for Licensed Practical Nurses.
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Educational Requirements:
1. Applicant must have a high school diploma or High School Equivalency Test
(GED) prior to August 1st and be 18 years old prior to start of clinical. High
School Equivalency Test verification may be obtained from DiplomaSender.com.
2. Communicate effectively in English. Provide proof of English literacy via:
BEST Literacy, BEST Plus 2.0, or CASAS as standardized assessment. CASAS
Life and Work Reading; or Citizenship Tests Scale Score in the high intermediate
ESL range of 211-220. Students will be exempt from providing proof of English
proficiency:
 if they graduated from a high school where instruction was given in
English or
 successfully completed a full-time curriculum at another postsecondary institution for at least 2 semesters/terms/quarters where
the primary language of instruction was English or
 obtained an ACT composite score of 19 or above or
 SAT composite score of 1350 or above
3. Applicants must take the TABE and score a minimum score established by
program administrators prior to taking the pre-entrance exam.
a. Remediation may be completed through the Adult Education Center
Monday-Friday from 8am-3pm and on Thursday from 12pm-7pm.
b. Applicant must develop a study regimen with the Adult Education
Instructor.
4. Applicants must complete a pre-entrance exam Test of Essential Academic Skills
(TEAS) with a minimum score determined by the Ralph R. Willis Career and
Technical Center School of Practical Nursing Program.
a. Applicants who are unsuccessful at meeting the bench mark score can
return to the Adult Education Center for a minimum of 10 hours to upgrade
skills before re-testing.
b. Students will be permitted to take the test TWICE*
c. The Program may accept passing tests scores from other testing sites
when space is available.
5. Official transcripts from secondary and postsecondary schools attended must be
provided and on file in the school office.
*Due to COVID-19 and inability for in class TEAS preparation we will allow a 3rd attempt.
Health Requirements:
1. Immunizations as recommended by the Center for Disease Control for healthcare
personnel, the Logan County Health Department, local health care employers,
this may include: PPD, Tetanus and diphtheria vaccine (Tdap), MMR, Varicella,
Hepatitis B, etc. The influenza vaccine after admission is also required.
2. Pre-entrance dental examination and clearance by family dentist.
3. Pre-entrance physical examination clearance by a licensed healthcare provider
including a drug screen.
4. This information must be in the students file prior to starting class.
Updated 6/2020

10

Professional References:
Three professional reference forms must be completed and submitted. Appropriate
individuals to complete these reference forms include teachers and/or employers
who have known the applicant for three years.
Personal Interview:
Applicant may have a personal interview. The applicant will be rated by
interviewer(s) on promptness, appropriate dress, grooming, effectiveness of oral
expression, overall attitude and manner and ability to follow instructions. Additional
points are earned for individuals who hold a current certification relating to a
healthcare profession or have completed a medical terminology, or computer class.
Criminal Background Check:
Applicant must complete a state and federal criminal back ground check.
Please note: THE WEST VIRGINIA STATE BOARD OF EXAMINERS FOR LICENSED

PRACTICAL NURSES RESERVES THE RIGHT TO REFUSE TO ADMIT APPLICANTS TO THE
LICENSURE EXAMINATION WHO HAVE BEEN CONVICTED OF A FELONY, ARE
HABITUALLY INTEMPERATE, ADDICTED TO THE USE OF HABIT-FORMING DRUGS, OR
ARE MENTALLY INCOMPETENT. THE APPLICANT WILL BE REQUIRED TO CONTACT
THE WEST VIRGINIA STATE BOARD OF EXAMINERS FOR LICENSED PRACTICAL NURSES
TO DISCUSS THE POTENTIAL IMPACT OF A CRIMINAL CONVICTION ON THE
APPLICATION AND LICENSURE PROCESS, PRIOR TO APPLICATION.
Admission Procedure:
1.
2.
3.
4.
5.

6.
7.
8.
9.

Interested persons contacts the school by phone or email.
Application is completed and returned to the school. ($100.00 application fee)
Applicant contact adult education to schedule the TABE.
Applicant works with adult education to prepare for the pre-admission exam.
When the pre-admission test results are returned:
a. Applicant who did not make acceptable score is notified and referred back
to adult education. (May retest one time)
b. Applicant with satisfactory score is notified and an interview is scheduled.
Applicant has three professional reference forms and official high
school/HSE/college transcripts mailed to the school.
Applicant completes state and federal criminal background searches.
Applicant makes an appointment for an interview.
Applicant interviews with the coordinator, member of faculty, advisory committee
member, or other selection committee members.

Updated 6/2020

11

Please Note: If the applicant is a no call/no show for the interview
appointment, the applicant will not be interviewed for that year. The school
does not send reminders.
10. Selection committee evaluates the applicant’s information.
11. Applicant is notified of the selection committees’ decision.
12. Applicant submits payment of $100.00 seat holding fee. This payment is nonrefundable and is applied as payment toward the student’s tuition.
13. Those recommended for admission will receive the following forms:
a. Physical Examination – requires the following diagnostic tests: Complete
blood count, RPR, Urine Drug Screen testing, immunity titers, and any
other tests or x-rays that may be necessary to clear health status. The
exam is to be completed by the applicant’s primary care provider and must
be returned by the date requested by the school.
b. Immunization/Titers form-to be completed by the applicant’s primary care
provider and must be returned by the date requested by the school.
c. Dental record to be completed by the applicant’s dentist and must be
returned by the date requested by the school.
d. Required to obtain a criminal background check.
14. Acceptance into the program is contingent upon documentation of
physical/immunization/dental requirements, the results of the criminal
background checks, and successful completion of the Practical Nursing-bridge
program through adult education.
15. Applicant attend orientation meeting.
16. Applicants are required to have random drug screens. The drug screens are
done at the office of Quality Drug Testing. A photo ID is required at the time of
the screening. The results of the drug screen will be sent directly to the
Coordinator of the Ralph R. Willis School of Practical Nursing The presence of
any illegal drug or prescription drug for which the applicant has no valid
prescription will be grounds for immediate dismissal. Refusal to submit to a drug
screen will be grounds for dismissal from class participation. Drug screening can
occur any time after students receive their acceptance letter and randomly
throughout the course year. Faculty reserves the right to screen with urine
dipstick or cups and alcohol screening with saliva. Any positive result will be
confirmed though additional testing with Quality Drug Testing.
NOTE: When we have more applicants meeting the educational requirements than
we can accept, those not offered a position are notified and will be considered for
the next class.
READMISSION POLICY
Upon completion of the voluntary withdrawal form an individual who voluntarily
withdraws from the program may request re-admission. The individual for re-admission
will be considered by the same standards as any other applicant to that class, except
he/she will not need to retake the Pre-Admission Test if he/she has taken the test within
one year. Students who have been dismissed from the program for disciplinary reasons
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and those who have withdrawn from the program a second time are not eligible for
readmission.
READMISSION WITH ADVANCED STANDING POLICY
An individual who desires advanced standing will be considered if space permits and
the following criteria are met:
1. Successfully completed the foundations courses during the previous year.
2. Tuition, fees, and all other financial responsibilities of previous enrollment
year have been met.
3. Enrollment must be at the beginning of a trimester, and in the time span of the
curriculum. A student must be enrolled a minimum of ninety (90) days before
a diploma may be granted.
4. Written record of reason for withdrawal and the desire to be readmitted with
advance standing is submitted or on file.
5. Transcript of previous enrollment shows:
a. Acceptable grades
b. Satisfactory clinical performance
c. Evidence of the required hours, subject knowledge, and skills
prerequisite to the term of placement.
6. Completion of criminal background checks as outlined in admission policy.
7. Interviews with the coordinator.
8. Completion of competency examination of program courses previously
completed to demonstrate knowledge and skill of course content with a
minimum grade of “C” as defined in the grade policy. If a student is unable to
demonstrate this level of competency, he/she will be required to repeat the
course requirements by attending lectures and passing the examinations of
the course with a minimum of 80%.
9. Applicant submits completed paperwork by the date requested by the school:
a. Physical Examination Form, which states applicant is physically and
emotionally able to participate in all classroom and clinical experiences
(includes drug screen);
b. Immunizations/Titers Form, which indicates that immunizations are up
to date/titers are positive; and
c. Dental Form, which indicates that dental health is satisfactory or that
repairs are scheduled.
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TRANSFER POLICY
An individual who is actively enrolled in a nursing program and desires to transfer to
the Ralph R. Willis School of Practical Nursing will be considered if space permits and
the following are met.
Criteria:
Applicant must have on file in the school office:
A. Evidence of good health
B. Official transcript of high school grades
C. Evidence of completing the 12th grade or results of the High School
Equivalency exam showing satisfactory performance
D. Evidence of completion of a medical terminology class within five years
with a grade of B or higher
E. Evidence of passing a pre-admission examination as part of program’s
preadmission standard
F. Official transcript from original nursing school showing:
1. Acceptable grades
2. Satisfactory clinical performance
3. Evidence of the required hours in theory and clinical performance
for each subject
4. Copies of written clinical evaluations indicating satisfactory
performance of clinical skills
5. Evidence of knowledge and skills prerequisite to the term of
placement
6. Written recommendation from the director/coordinator of the
nursing program
Procedure:
1. Interested person applies to the school by phone or letter.
2. Application form will be mailed to the individual.
3. Applicant will submit to the school:
a. Completed application form
b. Official transcript of high school grades with evidence of completing
the 12th grade or copy of passing results on the GED/TASC; and
official transcript showing completion of a medical terminology
course within five years with a grade of B or higher.
c. Results of pre-admission examination from current nursing program
d. Official transcript from current nursing school
e. Health record from current school of nursing
f. Written recommendation from the director/coordinator of the
nursing school.
4. Completion of criminal background checks as outlined in admission policy.
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5. Applicant interviews with the coordinator or faculty member.
6. Physical examination, if records indicate last physical was done more than 12
months earlier. Physical examination/immunization/dental components are
the same as for enrollment to program.
7. Completion of competency examination of program courses previously
studied to demonstrate knowledge and skill of course content with a minimum
grade of “C” as defined in the grade policy.
8. Enrollment must be at the beginning of a trimester. A student must be
enrolled a minimum of ninety (90) days before a diploma may be granted.
9. Applicant will be notified in writing of acceptance or rejection.
NOTE: Failure to meet criteria will constitute standards for rejection.
Acceptance will be at the discretion of the admission committee.
Transfer students are expected to abide by all Program Policy and Procedures set forth
by the school.
TRANSFER OF CREDIT POLICY
Credit being submitted from a college or another nursing program for the purposes of
meeting requirements of the foundational courses (Pharmacology, Nutrition, Anatomy
and Physiology, and/or Fundamentals of Nursing/Skills) of the program must meet the
following criteria:
1. The course must have been completed within 2 years of the date of
enrollment in the Ralph R Willis School of Practical Nursing (RRWSPN).
2. The final course grade must be a B or better.
3. If requested by the RRWSPN coordinator, the applicant must submit a copy
of the course syllabus to RRWSPN.
4. The applicant must have an official transcript mailed to RRWSPN.
5. The applicant must complete the Competency Examination Form and submit
it to the RRWSPN coordinator by 1 of the year preceding enrollment.
6. The applicant understands that this transfer of credit does not affect the
RRWSPN tuition rate; the cost of the program will remain the same.
ATTENDANCE POLICY
Class time is 8:00 a.m. - 2:30 p.m. with clinical times that may vary. Attendance impacts
success. The nature and training of Practical Nursing makes regular attendance
necessary. The Practical Nursing Program is a total of 1,350 hours; a student must
attend in the classroom/clinical sites to meet the requirements for graduation and to be
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recommended to the State Board of Nursing for the NCLEX. Acceptable reasons for
absences are:
a. Personal illness of student or his/her child
b. Death in immediate family (spouse, child, parent, step parent, etc.)
c. Act of nature (for example, fire, flood, etc.)
Students are expected to be in the classroom/clinical conference room by the
designated time. Learning is disrupted whenever a person enters or leaves the
classroom. Tardiness and leaving class prior to dismissal are discouraged and are
counted in increments of 15 minutes. An attendance sheet is maintained that notes
dates absent, reasons for absence, if school or assigned clinical site was notified of
absence, hours missed, and cumulative hours attended in each subject.
When you miss a day a THREE page paper related to class theory at the time of
absence will be due the first day back in class. For each day you do not provide paper
you will be marked ½ day absent. DO NOT plagiarize-this could result in immediate
expulsion from the Practical Nursing program.
Counseling for Attendance Problems:
1. A student will have a conference with the coordinator at 15 hours absence.
2. A student will have a conference with the director of the Ralph R Willis Career
Center at 30 hours absence and will placed on probation.
3. Absence over forty hours (40) constitutes immediate dismissal from program.
Make-Up Work:
It is the student’s responsibility to contact the instructor concerning make up
work, such as tests and reports, on the first day of return to school. There is no
opportunity for the student to make up time missed.
Reporting Absences:
1. Report the absence and reason for absence by:
a. When on clinical rotation, call/notify your assigned clinical instructor and
the floor to which you are assigned 30 minutes prior to the designated
time to report.
b. When in the classroom, call/notify the School of Practical Nursing
before 8:00 a.m.
2. DO NOT REPORT ON DUTY IF ILL. You will be counted absent that day.
3. Any absence with no call to the school (and clinical agency when in clinical) –
termed a “no call/no show” – will result in accruing time missed and an
immediate violation of policy disciplinary measures will follow.
4. Students involved in any kind of accident or incident at a clinical site should
notify the supervisor and clinical instructor. Facility procedures will be
followed with respect to Incident/Accident reports. A copy of all such reports
should be given to the Coordinator to be placed in the student’s file.
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5. Students will be responsible for their own medical care if they become ill
during the school year. It is recommended that each student carry medical
insurance.
Students must attend clinical rotation as part of the requirements for satisfactory clinical
performance. Specialty clinical (Geriatrics, Pediatrics, Obstetrics, Mental Health,
Leadership) are difficult to schedule and to assure students meet the required learning
objectives no absences are allowed when these clinical are scheduled. If a situation
arises that you may need to miss one (subpoena, etc.) please contact the coordinator.
These situations will be dealt with on an individual basis.
The coordinator is to be notified by all students if they are going to be absent, late or
leave early. You must also notify your clinical instructor.
Any other reasons for absence will be review on an individual basis by the coordinator
and the school administrator.
TARDY/EARLY LEAVE POLICY
Tardiness is defined as being late in arriving to class/clinical in the morning, after
breaks, or after lunch, at times designated by the school/clinical schedule and/or the
instructor. Leaving early is defined as leaving class/clinical at any time before students
have been dismissed for the day.
Students are expected to be in the classroom/clinical conference room and be ready to
learn/begin by the designated time. (If class is to begin at 0800, the student is late if
they show up to class at 0800.) Learning is disrupted whenever a person enters or
leaves the classroom. Tardiness and leaving the classroom/clinical area prior to
dismissal are discouraged and the frequency of such will be recorded on the student’s
attendance and transcripts which are sent to the board of nursing. Tardiness and
leaving the classroom/clinical area prior to dismissal are discouraged and counted in
increments of 15 minutes. A faculty member will counsel any student when they are
tardy or leave early.
When a student is tardy Three times, this is considered to be excessive and will be
required to meet with the Director of the Ralph R Willis Career Center. The student may
be dismissed from the program based upon the outcome of this meeting. Any
combination of being tardy or leaving early three times will equal one day school
absence. It is the student’s responsibility to contact the instructor concerning make up
work as soon as possible. There is no opportunity for students to make up time missed.
EMERGENCY CLAUSE: In the event of an unexpected illness or emergency involving
the student or an immediate family member, the student’s tardy/early leave may be
excused at the discretion of faculty and school administration. The student will be
expected to submit a note from the healthcare provider/documentation upon return
following morning by 8:30 a.m. If the student submits this documentation properly, the
absence may be considered excused at the discretion of the faculty and school
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administration. If the tardy/early leave is considered excused, the student will not
receive a violation (hours absent will still accrue). If the student does not submit this
note/documentation properly, a violation will be given accordingly.
Note: For purposes of this policy, a call refers to a phone call made to the
school/instructor/coordinator before 8 am and/or the clinical agency 30 minutes before
the clinical start time; a notification refers to a Remind message or email sent to an
instructor of the school before 8 am and/or the clinical agency 30 minutes before the
clinical start time. When in clinical, the student must call/notify both the instructor and
the facility.
It is the student’s responsibility to contact the coordinator/instructor concerning make up
work as soon as possible. There is no opportunity for the student to make up time
missed.
Pregnancy Policy
In accordance with the Pregnancy Disability Amendment of Title VII Rights Act, the
Ralph R. Willis School of Practical Nursing permits students to continue in the program
while awaiting the birth of a child. The student must have written approval of her
physician to continue in the program.
Students are advised that the nature and exposure to a variety of illness in the clinical
experience included in practical nursing could pose a potential threat to an unborn baby.
Students who become pregnant just prior to or during the school year may therefore
wish to withdraw from the program and return the following year in accordance with the
readmission policy. Should a student who is pregnant choose to continue in the
program the student is required to:
1. Notify the coordinator immediately when pregnancy is suspected.
2. Sign a waiver releasing the school and cooperating agencies from liability
should activities relating to the education program be detrimental to her or the
unborn child.
3. Provide a statement from her physician authorizing continuation in the
program following each prenatal visit.
4. During pregnancy and if delivery occurs during the school year the
absenteeism policy of the school shall apply.
GRADING POLICY
Satisfactory clinical practice and theory grade performance must be maintained
throughout the program. It is the responsibility of each student to consistently achieve
the required grade of “C” in each subject and maintain a satisfactory status in the
clinical practice. At the end of each subject a student’s theory grade will be evaluated.
Anytime the instructor determines a student’s academic or clinical performance is
substandard, the instructor will meet and discuss options (remediation) available for the
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student. If the student does not achieve a final grade of “C” (80% or above) in each
subject and satisfactory performance in each clinical setting, he/she cannot continue in
the program.
The grading scale for the school is as follows:
100-93 A

92-87 B
86-80 C
79-0 not acceptable
Decimal fractions will not be rounded

Student grades are private and confidential and will only be released to the individual
student in person; grades will not be given out to students over the telephone or by
email. The student only has the right to access his/her own assignment/test results.
Final evaluation/grades are scheduled at the end of the trimester.
Students are graded on attendance / participation, laboratory and project work, written
examinations and/or homework. Each student must maintain an 80% average in each
subject. Students unable to maintain a C average (80%) will be dismissed from the
program. Students are encouraged to take time to review each graded assignment/test
to identify his/her academic strengths and weaknesses. All test materials are the
property of RRWSPN. All testing materials if not computerized must be returned to the
teacher to be filed.
While reviewing the test, if a student believes an error in grading has occurred, the
student has ten calendar days to submit a written request to the instructor to consider
the item in question. The instructor will not discuss the item in the classroom. The
student will then make an appointment with the instructor to discuss questions and
concerns. The instructor will notify the student of the final decision within seven days.
Test grades become final 10 calendar days after the test is administered.
Any assignment/test that is missed and eligible for makeup must be taken immediately
upon returning to class. Students should come prepared for a makeup exam the day of
return as well as prepared to submit/take other assignments/test due the day of return
unless other arrangements have been made with the coordinator/instructor. Any
assignment not turned in at the time the instructor indicates will result in a zero. No Late
Submissions. There will be NO make-up for any final exam, regardless of the
circumstances. If a zero is awarded, it is virtually impossible to pass the course.
Therefore, attendance is mandatory.
CLASSROOM BEHAVIOR POLICY
Class time is 8:00 AM to 2:30 PM (this includes time for two 15-minute scheduled
breaks and for a 30-minute lunch). It is important for each instructor and student to
remember the reason for meeting in a classroom. We as humans are social beings, but
we must focus on our purpose and maintain an environment that is conducive to
learning. Maintaining an environment appropriate for learning requires effort from each
of us. Students are expected to abide by the Student Code of Conduct for West Virginia
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Schools, as well as all program and Logan County policies. The following are general
guidelines:
1. BE HONEST. Honesty is the cornerstone of integrity. Consequently, any form of
academic dishonesty is considered to be a serious violation of our academic
policies. This includes theft, altering or misusing documents; breaching patient
confidentiality; impersonating, misrepresenting, or knowingly providing verbal or
written false information; cheating on examinations; submitting another student’s
work as your own; and plagiarism.
2. BE COURTEOUS. Students will address instructors by using Ms., Miss, Mrs.,
Mr. and their last name. Students will address other students and professionals
by his or her name and treat them with respect. Students will not interrupt when
another person is talking or has the floor. Students will not belittle, bully, or
harass another individual, even in a joking manner. Students will not use foul,
distasteful, or slang language. Students will not pass notes in class. Students
will stay in their seats during class activities.
3. BE PUNCTUAL. Learning is disrupted every time the door to the classroom
opens or closes and when a person enters or leaves. It takes approximately ten
minutes to get a group “back on track” after a brief interruption. Students are
expected to be in their seats and ready to begin class at 8:00 a.m. Students will
report to the classroom prior to the start of class. The school is open at 7:30 a.m.
A custodian can unlock the classroom door prior to the arrival of an instructor.
Students are expected to be prompt when arriving and going to and returning
from lunch or break. See Tardy/Early Leave Policy.
4. ACCOUNTABILITY and RESPONSIBILITY. You are responsible for your
learning. If you are having difficulty with some theory or skill, don’t be afraid to
ask for help. Take advantage of each and every learning opportunity. Be
actively involved in class lecture and discussions. Do not hesitate to ask
questions. Students will be required to utilize classroom theory and skills in the
clinical agencies. You are accountable for your actions. Keep your desk and
work area, including skills lab, clean at all times.
5. BE PREPARED. Students should use their course syllabus and read the
chapter(s) in their textbook prior to the subject presentation in the classroom.
Students should have pencils, pens, and paper ready to take notes during
lecture, instructional tapes, and discussions. Make a list of questions.
6. DRESS AND PROFESSIONALISM. Students are always required to follow
program guidelines for uniform (see Dress Policy). Remember, you not only
represent yourself, but the instructors, nursing program, and the nursing
profession, in your appearance, behavior, and conversation. When street clothes
are permitted to be worn in the classroom, they must be in accordance with R.R.
Willis CTC, Logan County Schools’ policy and the nursing program’s Dress
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policy. Students are required to wear their names tags, whether in uniform or
street clothes, at all times.
7. WRITTEN/ELECTRONIC CLASSROOM ASSIGNMENTS. All written/ electronic
work assigned is due on the date specified by the instructor by 8 am. It must be
neat and written legibly in black ink. The Homework Policy applies. If submitted
electronically, work must be submitted to the correct instructor and follow the
Assessment, Nursing Care Plan, and Medication Summaries Requirements.
8. ILLNESS. Students must use their discretion if sick. If you have a cold with
excessive sneezing and/or fever, you should not be around other students or
patients. If a student has been examined by a primary care provider and given a
medication that causes drowsiness, the student should not report to school.
Instructors have the right to send a student home if she feels the time the student
spends in the classroom is nonproductive. If a student must be tardy or absent,
he is to call/notify the school and inform the instructor. The instructor should be
told the reason for the absence and when the student expects to be able to
return to the classroom or clinical site.
9. PERSONAL BELONGINGS. Students are to store all personal items not
required for class in their assigned locker (see below). The student lounge is not
considered secure for storing belongings. The school will not be responsible for
any lost or stolen article. Items of value may be more secure locked in the
student’s vehicle or left in the security of his/her home. Each student must make
this decision for him/herself.
10. LOCKERS. Students are not to have purse/wallet and items of value in the
classroom. Each student should use his/her assigned locker and keep it
LOCKED. Each student is responsible for his/her locker space and should
maintain it as he/she would any other work area; each student is expected to
keep the locker space secure and is responsible for its contents. The school will
not be responsible for any lost or stolen article. Items of value may be more
secure locked in the student’s vehicle or left in the security of his/her home.
Each student must make this decision for him/herself.
11. CHANGE IN ADDRESS. Students are to notify the school office and instructor
immediately of any change of address or telephone number.
12. TELEPHONE USE AND MESSAGES. Telephone calls to students are
discouraged. The instructors have limited time in the office to prepare for
learning experiences. All telephone calls will be screened for urgency. Please
instruct your family, if an emergency arises, a family member is to call the school
and tell the secretary that it is an emergency. Cellular telephones, including
smart phones, and/or pagers are to be turned off COMPLETELY (no
ring/sound/vibration) during the classroom day and stored with personal
belongings IN YOUR LOCKER; these devices may be a source of distraction in
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the classroom setting and are not permitted. If a student must make a local
telephone call, a telephone is available in the office.
13. FOOD AND DRINKS. Students are not allowed to have food in the classroom.
Drinks in closed/covered containers are permitted.
14. SMOKING. Smoking is not permitted on school property according to the policy
of the Logan County Board of Education. Smoking is not permitted when in
uniform. Students are not permitted to sit in vehicles on school grounds and use
tobacco products. Students are not permitted to leave school grounds during
class to use tobacco products. Students are not permitted to stand across the
road (creek side) from the school and smoke. Note: Vapor and electronic
cigarettes are not permitted. When a student chooses to deviate from the
expected behavior of practical nursing students, he/she will be disciplined. In
addition to the standards outlined above, all practical nursing students shall be
required to adhere to Logan County Schools Code of Conduct.
15. PARKING. Parking at the Career Center is free. Students are permitted to park in
the lower lot ONLY. There will be NO PARKING permitted in the teacher’s
parking lot or on the grass in front of the school. Only the front entrance of the
building is to be utilized by students.
While at clinical facilities, students are to park in designated areas. At Logan Regional
Medical Center, student parking is in the upper lot, past the sign designating employee
parking. Failure to park in designated areas will result in disciplinary action and
unsatisfactory clinical performance.
In addition to the standards outlined above, all practical nursing students shall be
required to adhere to Logan County Schools Code of Conduct. When a student
chooses to deviate from the expected behavior of RRWTC practical nursing program
he/she will be disciplined. Any student wishing to question/appeal their violation(s) must
do so within five school days of receiving the violation, by notifying the Coordinator in
writing.
CLINICAL BEHAVIOR POLICY
Hours for clinical rotations varies. Most clinicals are from 7:30-2:30 but these times
change based upon the clinical site needs and recommendation to assure students
have optimal time to meet learning objectives. *Note clinical sites/instructors may
change clinical times. Students will be notified of change. Check your calendar
frequently and your Remind App to see if anything has changed.
Many of the area health care facilities provide each student the opportunity to play a
positive and constructive role in patient care. It is important for each instructor and
student to remember the purpose of clinical experience. The student has the freedom
to choose a course of action and, therefore, must assume final responsibility for his
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learning and actions. Maintaining an environment appropriate for learning requires
effort from each of us. Students are expected to abide by the Student Code of Conduct
for West Virginia Schools, as well as all program and Logan County policies. The
following are general guidelines:
1. BE HONEST. Honesty is the cornerstone of integrity. Consequently, any form of
dishonesty is a serious violation of our clinical policies. This includes theft,
altering or misusing documents; breaching patient confidentiality; impersonating,
misrepresenting, or knowingly providing verbal or written false information;
submitting another student’s work as your own; or plagiarism.
2. BE COURTEOUS. Each person is to be addressed by his or her proper title.
Nurses are to be addressed as Miss/Mrs./Ms. or Mr., and physicians are to be
addressed as Doctor. This is an acceptable social format, as well as appropriate
professional etiquette. Be considerate of staff in allowing them time, seating, and
equipment to complete their clinical responsibilities. Students will not belittle,
bully, or harass another individual, even in a joking manner.
3. BE PUNCTUAL. Students will report to assigned clinical area by the designated
time. Students may report ten to fifteen minutes prior to pre-conference to review
their assigned patient’s clinical information. Students will be at the assigned
meeting place and ready to begin by the designated start time. Students should
finish providing and documenting patient care about fifteen minutes prior to lunch
and the scheduled post-conference and give complete report to the team leader.
Students are expected to be prompt when arriving and going to and returning
from lunch or break. See Tardy/Early Leave Policy.
4. ACCOUNTABILITY AND RESPONSIBILITY. You are accountable for your
actions. Never perform any task if you are unsure of the proper skill or
technique. Don’t be afraid to ask for help. If the instructor is helping another
student, find team leader or staff person to assist you. Students are to take
advantage of each and every learning opportunity. Do not hesitate to ask
questions. Always think PATIENT SAFETY first. Students are responsible and
accountable for their actions and the well-being of the patients. Students are to
report any incident that occurs as it takes place and report all emergencies
immediately. Students are required to use the appropriate personal protective
equipment when providing care and during any procedure.
5. BE PREPARED. Students are expected to have with them every day their
clinical syllabus, drug handbook, stethoscope, care plan book, and other
resources they will need at the clinical agency. Students are expected to have
black ink pens, a note pad, and a penlight and bandage scissors in their uniform
pocket. Students are to receive their patient assignment from their clinical
instructor. During preconference and throughout the clinical day, students are
expected to review their clinical assignment and be familiar with the assigned
patient(s) medical diagnoses, nursing diagnoses, surgical and medical history,
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medications, treatments, diet, and other orders. Students are expected to review
their assigned patient’s chart, MAR, Kardex, and other records at the start of the
day and frequently throughout the clinical day. The instructor has the right to
send the student home if they are not prepared to care for their patient. No legal
information about the patient may leave the clinical facility. No pictures of patient
information may be taken. This is a HIPPA violation and results in immediate
dismissal.
6. DRESS AND PROFESSIONALISM. Students are required to follow program
guidelines for uniforms at all times (see Dress Policy). Remember, you not only
represent yourself, but the instructors, nursing program, and the nursing
profession, in your appearance, behavior, and conversation. When street clothes
are permitted to be worn in any setting, they must be in accordance with
RRWCTC policy and the nursing program’s Dress policy. Students are required
to wear their name tags, whether in uniform or street clothes, at all times.
7. ESTABLISH RAPPORT. The student is to introduce him/herself to the patient
and staff and are expected to be helpful to and cooperative with patients, staff
members, instructors, and peers. Students need to communicate their assigned
patient’s condition and care to the staff nurse and clinical instructor throughout
the entire shift, as well as when reporting off each clinical day.
8. WRITTEN/ELECTRONIC CLINICAL ASSIGNMENTS. All written/ electronic
work assigned is due on the date specified by the instructor by 8 am. It must be
neat and written legibly in black ink. The Homework Policy applies. If submitted
electronically, work must be submitted under the correct instructor’s name and
following the Assessment, Nursing Care Plan, and Medication Summaries
Requirements.
9. REPORTING ON AND OFF DUTY. Students must report to their clinical
instructor when going on or off duty and when it is necessary for them to leave
the assigned area. You may not leave if report has not been given and your
instructor has not been notified. Students are to leave the clinical areas promptly
at the end of post conference, unless otherwise directed by the clinical instructor.
If a student is rotated off of the clinical floor and is dismissed early for the day by
the clinical site nurse supervisor, the student must notify his/her clinical instructor
before leaving for the day (see the Tardy/Early Leave Policy). A student is not to
visit clinical sites and/or patients (clients) after their clinical rotation is complete.
(See clinical syllabus for NCSBN Professional Boundaries Booklet)
10. ILLNESS. Students must use their discretion if sick. If you have a cold with
excessive sneezing and/or fever, you should not be around patients. The clinical
instructor has the right to send a student home if she feels the student should not
be in contact with patients; this is an important aspect of patient safety. When a
student is absent, the patient’s care must be reassigned. Therefore, if a student
must be tardy or absent he/she is to call the clinical agency 30 minutes prior to
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the assigned time and call/notify the clinical instructor. The student must report
the reason for the absence and when the student expects to be able to return to
the classroom or clinical site.
11. PERSONAL BELONGINGS. Students are not to have purse/wallet and items of
value on assigned floors. The items students must have with them in clinical are
to be stored in the areas designated by the personnel at the clinical agency. The
school or clinical agency will not be responsible for any lost or stolen article.
12. TELEPHONE USE AND MESSAGES. Telephone calls to students are
discouraged. If an emergency arises and family must contact a student, the
family is to call the floor of the clinical agency and state it is an emergency.
Nursing students are not permitted to use their cell phone for any reason in
any patient care area of any healthcare facility. Cellular telephones,
including smart phones, and/or pagers are to be turned off COMPLETELY
(no ring/sound/vibration) and stored with personal belongings during
clinicals; these devices may interfere with the operation of some
equipment and can be a source of distraction from patient care. Hospital
phones are not for personal use.
13. FOOD AND DRINK. Students are not allowed to have food or drinks on the floor
of a clinical agency, or in pre- or post-conference.
14. SMOKING. Smoking is not permitted on clinical agency property. Smoking
is not permitted when in uniform. This includes: Students are not permitted
to sit in vehicles on clinical agency grounds and use tobacco products. Students
are not permitted to leave clinical agency grounds during clinical to use tobacco
products. Note: Vapor and electronic cigarettes are not permitted.
15. ATTENDANCE. Students must attend every specialization clinical (geriatrics,
obstetrics, pediatrics, mental health). When a student chooses to deviate from
the expected behavior of practical nursing students, they will be disciplined.
In addition to the standards outlined above, all practical nursing students shall be
required to adhere to Logan County Schools Code of Conduct. When a student
chooses to deviate from the expected behavior of RRWCTC practical nursing program
he/she will be disciplined. Any student wishing to question/appeal their violation(s) must
do so within five school days of receiving the violation, by notifying the Coordinator in
writing.
CLINICAL WRITTEN/ELECTRONIC ASSIGNMENTS
Written/Electronic assignments will be assigned by the clinical instructor. Students will
be expected to complete Nursing Care Studies for assigned patients. A Nursing Care
Study is an in depth, written report on a patient and consists of four parts:
Diagnosis/Patient information, Diagnostic Tests, Nursing Care Plan and Medications.
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Each Nursing Care Study must be approved by the clinical instructor and each must
cover a different body system. Each of the four parts will be scored as satisfactory or
unsatisfactory. An overall rating of satisfactory is required. On the weeks a Nursing
Care Study is not required, a written/electronic clinical assignment will be at the
discretion of the instructor. The standards for written assignments must be followed.
An overall satisfactory rating on all written work is required. Three unsatisfactory ratings
during the course will result in an overall unsatisfactory rating. An overall unsatisfactory
rating will result in dismissal from the program.
Social Media/Cell Phone Policy
Cell phones/electronic: Student cell phones are not permitted in the clinical area while
caring for patients. It is an infection control issue. They may be used during break.
There is no taping/recording or picture taking allowed inside the clinical facility or
anywhere during the hours you are attending the RRWCTC School of Practical
Nursing. This can easily become a HIPAA/confidentiality issue and is grounds for
immediate dismissal.
Social Media: The use of any social media such as Facebook, Twitter and all others that
would identify a patient, the patient’s family, other students, faculty, staff members,
administration, the clinical facility or the school of nursing is not permitted and is
grounds for immediate dismissal.
If these requirements are not met in clinical, you will receive an unsatisfactory for the day! When
you have 4 unsatisfactory clinical grades you will be dismissed from the program. Any violation
of the cell phone/electronic/social media policy will result in immediate dismissal.
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CLASSROOM AND CLINICAL VIOLATION RECORD
FIRST THROUGH SECOND TRIMESTERS
This is a record of the student’s inability to follow/disregard county and/or program
policies.
Name ________________________ Social Security Number__________________
1. Violation occurred ___________________________ RE: ___________________
2. Violation occurred ___________________________ RE: ___________________
3. Violation occurred ___________________________ RE: ___________________
4. Violation occurred ___________________________ RE: ___________________
5. Violation occurred ___________________________ RE: ___________________
6. Violation occurred ___________________________ RE: ___________________
7. Violation occurred ___________________________ RE: ___________________
8. Violation occurred ___________________________ RE: ___________________
9. Violation occurred ___________________________ RE: ___________________
10. Dismissed from Program on __________________ RE:
___________________
OR Voluntarily Withdrew on ______________ _____ RE: ___________________
___________________________________________________________________
________

__

DURING THE LAST TRIMESTER OF THE PROGRAM
THE STUDENT IS HELD TO THE STANDARD OF A GRADUATE NURSE
CLASSROOM AND CLINICAL VIOLATION RECORD THIRD TRIMESTER
This is a record of the student’s disregard for county and/or program policies.
1. Violation occurred ___________________________ RE: ___________________
2. Violation occurred ___________________________ RE: ___________________
3. Dismissed from Program on __________ ________ RE: ___________________
OR Voluntarily Withdrew on ____________ _______ RE: ___________________
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DRESS POLICY
The importance of your appearance cannot be overemphasized. You must appear neat
and clean at all times. The uniform must be approved by a faculty member. The
student will be expected to maintain the condition and fit of the uniform. At no time,
whether in uniform or street clothes, should a student’s breasts, buttocks, or
torso midriff be exposed, regardless of student’s position. The student is
expected to maintain his/her daily hygiene to avoid body odor.
The complete uniform consists of:
a. Appropriate, clean, wrinkle-free uniform
b. Clean, appropriate shoes (and laces) as approved by faculty
c. White or black hose or crew/high socks
d. Name badge (attached by clip holder) on left upper chest
e. Watch (must work)
f. Pen, note pad, penlight, scissors
g. Optional: Grey long sleeve shirt under scrub top; lab coat (provided).
1. COSMETICS. May be used, but only in moderation. No perfumes, colognes,
scented lotions, hairsprays, or hats. Deodorant is a necessity.
2. FINGERNAILS. Must be clean, short and smoothly filed so they do not extend
beyond the end of the fingers. Gel, acrylic, or any other nail overlays and nail
polish are prohibited.
3. JEWELRY. The only jewelry allowed is a wrist watch (required); one smooth,
plain, metal, wedding band on the ring finger; and one pair of small, post earrings
in the lower earlobes only. Hoop earrings are not permitted. Tongue, eyebrow,
nose, facial, or other body posts/rings, and ear bars/gauges, are also prohibited.
4. TATTOOS. Must be covered.
5. HAIR. Must be of natural color. Do NOT report to school or clinical site with wet
hair. Students are to report to school or clinical site with hair dry and off the
collar. Styles, including ponytails, must be off the uniform collar and confined
with hair pins neatly out of your face (use of designer clips and objects that
protrude from head are prohibited). If headbands are worn they should be black
or white in color (no prints). Male students are to be clean shaven and/or any
moustache/beard is expected to be short and neatly trimmed. Chest hair must
be covered with a plain white undershirt.
6. CHEWING GUM. Is not permitted, whether in uniform or in the clinical setting.
7. SMOKING. Smoking is not permitted on school property or clinical agency
property according to the policy of the Logan County Board of Education.
Smoking is not permitted when in uniform. This includes the use of vapor and
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electronic cigarettes.
8. SHOES. Must be approved by an instructor. Shoes must fully enclose feet. No
highly decorated athletic shoes or canvas footwear is allowed. Shoes and laces
are to be kept clean at all times.
The Dress Policy is subject to change during the year, depending on standards of the
clinical agencies.
On days when students are permitted to wear street clothes in the classroom, no shorts,
pajamas, jeans with holes are to be worn and Logan County School dress code applies.
Shoes must always be worn. (No slippers)
REMEMBER: You are an adult that is representing our school and the nursing
profession. Set an example for the younger students in the school.
Students are reminded that their name tag must always be worn, whether in uniform or
street clothes.
A written violation will be given to any student reporting to school or clinical in
violation of the dress policy. Faculty have the authority to send the student home
for the day at their discretion. If these requirements are not met in clinical, you
will receive an unsatisfactory for the day! When you have 4 unsatisfactory clinical
grades you will be dismissed from the program.
TESTING POLICY
Testing is the major evaluation tool used to measure students’ knowledge in this
program. Students are expected to prepare thoroughly for all exams. Carefully reading
and reviewing all handouts, notes, textbook pages/chapters, and supplemental
materials is expected; all these items should be used to prepare for every exam. Exam
items may include short answer, multiple choice, select all that apply, true-false,
matching, math calculations, and/or other types of questions; for every exam, the
student is expected to prepare to answer any type of question. In the event the student
feels he/she is struggling with his/her studying or course progress, it is expected that the
student will come to the instructor immediately. Faculty will counsel students regarding
grades/performance throughout each course.
Ultimately, each student is responsible for his/her own learning.
If a student has any diagnosed special testing need, this need must be reported, in
writing, to faculty on the first day of class or immediately upon diagnosis. No testing
accommodations will be made without written documentation of the specific testing
need. This documentation must be provided by a primary care provider, such as a
physician, psychiatrist, or licensed psychologist. Testing accommodations to take
the NCLEX for otherwise qualified candidates can be provided only with the
authorization of the West Virginia Board of Practical Nursing.
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Whenever an exam is being administered to students, the following conditions will be
observed.
1. Desks will be cleared of all textbooks, notebooks, study cards, and all
personal belongings. This will be done prior to the distribution of a test.
2. Students will place all books in their lockers, lounge, or library.
3. Student’s purses/wallets, cell phones and smart watches are to be in a
locked locker.
4. Students will not talk to each other while testing is ongoing. The instructors
consider a test ongoing whenever any student has a test at his/her desk. No
questions will be accepted during testing. If the instructor needs to move
about the room, he/she will do so quietly and in a manner that avoids student
distraction.
5. When a student finishes taking the exam, he/she is to turn in any/all test
materials, and required work/math calculations, etc., leave the room, and not
return until the last student has completed the test. No test, answer sheets,
or scrap paper may be taken from the room by the student.
6. A student must request the teacher’s permission to examine an answer key
and/or copy of any given test.
Cheating, in any form, will not be tolerated. The following behaviors are unacceptable
during testing and the consequence is immediate dismissal from the program:
a. Looking at your neighbor’s test/computer and/or answer sheet.
b. Looking at notes, books, and/or other study aids during the testing
c. The use of any help on the test. This includes notes and writings on
your person, leaving a test site to use a search browser/internet page.
d. Having any items listed above (b-c) on desk or person.
e. Talking to another student during the test. Reminder, the test starts when
the instructor announces it is beginning.
Any student who is absent on a day a test is given will be allowed to take a make-up
test. The make-up test, a different examination from that given on the scheduled day,
allows the student to demonstrate his/her understanding of information. Students will
take the make-up examination on the day and time designated by the instructor. These
tests will be monitored.
If a student scores below 80% on a test may be assigned remediation work. Students
may be required to attend adult education classes for remediation in study skills, etc.
Re-tests, a second test taken to improve an individual’s test average, are not given.
Reminder: Student grades are private and confidential and will only be released to the
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individual student in person; grades will not be given out to students over the telephone
or by email. The student only has the right to access his/her own assignment/test
results. Students are encouraged to take time to review each graded assignment/test to
identify his/her academic strengths and weaknesses.
HOMEWORK POLICY
Projects or other written/electronic assignments are due on the date specified by the
instructor at 8:00 a.m. If the student is absent on the designated day, he/she is
expected to turn in the assignment at 8:00 a.m. the day he/she returns. Students are
required to turn in all assignments. Submission of an incomplete assignment will result
in an incomplete grade for the subject. Submission of an assignment after time due will
result in a 5% deduction in grade for each day the assignment is late, including the day
it was due, weekends, and holidays; after four (4) days a grade of zero will be given.
For late clinical assignments/assignments that are graded as satisfactory/unsatisfactory,
a violation will be given.
Also see the Grading Policy for grading scale, return of assignments, etc.
Written/Electronic assignments will be assigned by instructors for theory and clinical
instruction. Students will be expected to complete Nursing Care Studies for assigned
patients in clinical. A Nursing Care Study is an in-depth, written report on a patient and
consists of four parts: Diagnosis/Patient information, Diagnostic Tests, Nursing Care
Plan and Medications. Each Nursing Care Study must be approved by the clinical
instructor and each must cover a different body system. Each of the four parts will be
scored as satisfactory or unsatisfactory. An overall rating of satisfactory is required. On
the weeks a Nursing Care Study is not required, a written/electronic clinical assignment
will be at the discretion of the instructor. An overall satisfactory rating on all written work
is required.
When a student has any questions, he/she is responsible for immediately checking with
the instructor. Projects, written assignments, and all test materials, including any
student’s answer sheets are the property of the Logan County Schools and are to
remain in the student files. Reminder: Student grades are private and confidential and
will only be released to the individual student in person; grades will not be given out to
students over the telephone or by email. The student only has the right to access
his/her own assignment/test results. Grades are tracked by individual students and
student evaluations are scheduled in advance. Students are encouraged to take time to
review each graded assignment/test to identify his/her academic strengths and
weaknesses.
STANDARDS FOR WRITTEN ASSIGNMENTS
All written assignments required for clinical or classroom should conform to these
standards: (unless otherwise specified by the instructor) the student is responsible to
print the assignment, not the instructor!
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1. Typed, double spaced.
2. Correct grammar should be used.
3. Correct spelling should be used.
4. When indicated, use specific topics or headings for sections of the paper.
5. All papers should be in the student’s own words. Assignments copied from
a book will result in an unsatisfactory or failing grade.
6. All assignments should be completed on the required form when one is
available.
7. For clinical research, at least two references must be used.
REFERENCES SHOULD BE CURRENT. ANYTHING OVER 5 YEARS
OLD IS UNACCEPTABLE, UNLESS SPECIAL APPROVAL IS RECEIVED
FROM YOUR INSTRUCTOR IN AREAS OF HISTORY.
8. Correct bibliography form and references should be given for each
reference. You may use APA or MLA format.
9. All assignments must be placed in some type of folder. Supplying folders
for all assignments is the student’s personal responsibility.
10. Work should be neat. Stray marks, scratching out, spills, etc. will result in a
reduction of your score.
11. All assignments should be turned in promptly when due. Papers are due in
the morning. Working on a paper during class in order to finish it before
the end of the class day is NOT acceptable. Assignments will not be
accepted when turned in late. If the assignment is scored as
satisfactory/unsatisfactory, it will be recorded as unsatisfactory if not turned
in first thing of the morning.
It is the student’s personal responsibility to determine his/her needs and how to spend
his/her time to avoid jeopardizing his/her status in the program in relationship to theory,
study time, clinical practice, and personal and professional conduct.
Cheating, in any form, will not be tolerated. Plagiarism (submitting another’s work as
your own) is a form of cheating. You may not copy another’s work, from any source. Do
not copy and paste information from an internet site in any of your written work. Do not
include words, images, or ideas verbatim from a book, journal, or other publication
without properly referencing the source using American Psychological Association (APA)
format. Any of these behaviors is in violation of our policy and would result in immediate
dismissal; see the “Disciplinary Process and Dismissal Procedure/Policy.”
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DISCIPLINARY PROCESS AND DISMISSAL PROCEDURE POLICY
When a student chooses to deviate from the expected behavior of practical nursing
students as outlined in the program policies, including the classroom and clinical
behavior policies or expected professional practice of a clinical agency, they will be
notified and disciplined. The discipline will vary in accordance with the nature, severity,
frequency of the infraction, and any previous incidents.
Dismissal
From the first day of class to the end of the second trimester of the program, when
a student has violated program policies, classroom policies, or expected
professional practice of a clinical agency ten times, the student will be
immediately dismissed from the program.
During the third trimester of the program, when a student has violated program
policies or expected professional practice of a clinical agency three times, the
student will be immediately dismissed from the program. See Classroom and
Clinical Violation Record.
Immediate Dismissal
This form of discipline is reserved for severe or repeated infractions, and will be
determined by the Director of the Logan County Technical Center according to
program and county policies, including but not limited to, Logan County School of
Practical Nursing Policies; the Student Code of Conduct; Racial, Sexual,
Religious/Ethnic Harassment or Violence; Bullying, Harassment, or Intimidation,
and Assault Policy; and the Severe Clause as appropriate for post-secondary
students.
The faculty reserves the right to require dismissal of any student whose health, conduct,
personality, or level of achievement makes it inadvisable to remain in school. Students
dismissed are not eligible for readmission to the program. Reasons for immediate
dismissal include, but are not limited to:
1. A failing theory grade, upon completion of a subject.
2. Unsatisfactory evaluation of classroom or clinical performance.
3. Insubordination. For example: failure to follow directions or using profane
language in relationship with others.
4. Under the influence of unauthorized drugs. For example, reporting to class
or clinical duty under the influence of alcohol, narcotics, tranquilizers,
and/or “uppers.” Students taking prescribed drugs which impair judgment
or reaction time shall not present themselves for an assignment or patient
Updated 12/2019

Page 33

care. The faculty will request any student to submit to immediate drug
screen testing when a student’s behavior suggests the influence of drugs.
(Refusal to comply is considered a positive drug test)
5. Dishonesty. For example, theft, falsifying information, recording fictitious
information on a patient’s chart, cheating on a test, submitting another
student’s work as own, plagiarism, signing another person’s name on
school, agency, or affiliate forms or other legal documents, or lying.
6. Engaging in unsafe practice. For example, failing to frequently monitor
assigned patients for safety and/or physical needs, patient neglect and/or
abuse, failing to properly identify patient prior to administering medications,
using unsterile supplies or equipment in dressing an operative incision,
failing to obtain supervision when performing a treatment for which he/she
has not been qualified by the instructor, or leaving the clinical site without
notifying an instructor.
7. Breach of confidentiality. For example: violating confidentiality regulations
as set forth by the Health Insurance Portability and Accountability Act
(HIPAA) and practices in each clinical area in appropriate communication
of privileged information regarding patients, students, facility staff, or
faculty. This also includes any violation of the social media policy.
8. A pattern of bullying, harassment, discrimination, and/or intimidation of
peers, secondary students, instructors, patients, or staff of the Logan
County Technical Center and/or clinical agencies, the technical center or
practical nursing program. This also includes written and/or typed
communications that may occur via e-mail or on internet
communication/journaling sites or social networks; see social media policy.
9. Violating the social media policy. As a representative of Logan County
School of Practical Nursing, students will not post negative
comments/statements/photos about the school, program, faculty, clinical
agency or fellow classmates on any social media website (Facebook,
Twitter, etc.) See social media policy.
10. Failing to abide by the policies set forth by each affiliating agency.
In addition to those causes for discipline listed above, all practical nursing students shall
be subject to and expected to abide by the Logan County Schools Code of Conduct.
Failure to do so shall result in the consequences described in that policy, including
dismissal.
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Confidentiality and Privacy
To understand the limits of appropriate use of social media, it is important to have an
understanding of confidentiality and privacy in the health care context. Confidentiality
and privacy are related, but distinct, concepts. Any patient information learned by the
nursing student during the course of treatment must be safeguarded by that nursing
student. Such information may only be disclosed to other members of the health care
team for health care purposes. Confidential information should be shared only with the
patient’s informed consent, when legally required or where failure to disclose the
information could result in significant harm. Beyond these very limited exceptions the
nursing student’s obligation to safeguard such confidential information is universal.
Privacy relates to the patient’s expectation and right to be treated with dignity and
respect. Effective nurse-patient relationships are built on trust. The patient needs to be
confident that their most personal information and their basic dignity will be protected by
the nursing student. Patients will be hesitant to disclose personal information if they fear
it will be disseminated beyond those who have a legitimate “need to know.” Any breach
of this trust, even inadvertent, damages the particular nurse-patient relationship and the
general trustworthiness of the profession of nursing.
Federal law reinforces and further defines privacy through HIPAA regulations. HIPAA
regulations are intended to protect patient privacy by defining individually identifiable
information and establishing how this information may be used, by whom, and under
what circumstances. The definition of individually identifiable information includes any
information that relates to the past, present or future physical or mental health of an
individual, or provides enough information that leads someone to believe the information
could be used to identify an individual.
Breaches of patient confidentiality or privacy can be intentional or inadvertent and can
occur in a variety of ways. Nursing students may breach confidentiality or privacy with
information he or she posts via social media. Examples may include comments on
social networking sites in which a patient is described with sufficient detail to be
identified, referring to patients in a degrading or demeaning manner, or posting video or
photos of patients. Additional examples are included at the end of this document.
How to Avoid Problems
It is important to recognize that instances of inappropriate use of social media can and
do occur; but with awareness and caution, nursing students can avoid inadvertently
disclosing confidential or private information about patients. The following guidelines are
intended to minimize the risks of using social media.
These are our expectations:
• First and foremost, nursing students must recognize that they have an ethical
and legal obligation to maintain patient privacy and confidentiality at all times.
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•

Nursing students are strictly prohibited from transmitting, by way of any
electronic media, any patient-related image. In addition, nursing students are
restricted from transmitting any information that may be reasonably anticipated
to violate patient rights to confidentiality or privacy, or otherwise degrade or
embarrass the patient.

•

Nursing students must not share, post, or otherwise disseminate any
information, including images, about a patient or information gained in the
nurse-patient relationship with anyone unless there is a patient-care related
need to disclose the information or other legal obligation to do so.

•

Nursing students must not identify patients by name or post or publish
information that may lead to the identification of a patient. Limiting access to
postings through privacy settings is not sufficient to ensure privacy.

•

Nursing students are not permitted to use their cell phone for any reason in any
patient care area of any healthcare facility. Do not take photos or videos of
patients on personal devices, including cell phones. Follow employer policies for
taking photographs or video of patients for treatment or other legitimate
purposes using employer-provided devices.

•

Maintain professional boundaries in the use of electronic media. Like in-person
relationships, the nursing student has the obligation to establish, communicate,
and enforce professional boundaries with patients in the online environment. Do
not have an online social contact with patients, former patients, their family
members, and/or instructors. Online contact with these individuals blurs the
distinction between a professional and personal relationship. The fact that a
patient or his/her family member may initiate contact with the nursing student
does not permit the student to engage in a personal relationship with them.

•

Consult school, program, and clinical agencies’ policies, and/or an appropriate
leader within the facility, for guidance regarding facility-related postings.

•

Promptly report any identified breach of confidentiality or privacy.

•

Be aware of and comply with clinical agencies’ policies regarding the use of
facility owned computers, cameras, and other electronic devices, and the use of
personal devices within the facility.

•

Do not refer to patients in a disparaging manner, even if the patient is not
identified. Do not make disparaging remarks, in any format, about peers,
instructors, the nursing program, clinical agencies, or clinical staff members. Do
not make, in any format, threatening, harassing, profane, obscene, sexually
explicit, racially derogatory, homophobic, or other offensive comments.
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Conclusion; As a representative of Logan County School of Practical Nursing, students
will not post negative comments/statements/photos about the school, program, faculty,
clinical agency or fellow classmates on any social media website (Facebook, Twitter,
etc.). Social and electronic media possess tremendous potential for strengthening
personal relationships and providing valuable information to health care consumers.
Nursing students need to be aware of the potential ramifications of disclosing patientrelated information via social media. Nursing students must be mindful of school policies,
clinical agencies’ policies, relevant state and federal laws, and professional standards
regarding patient privacy and confidentiality and its application to social and electronic
media. By being careful and conscientious, nursing students may enjoy the personal and
professional benefits of social and electronic media without violating patient privacy and
confidentiality
Consequences
VIOLATION OF THIS POLICY WILL RESULT IN IMMEDIATE DISMISSAL FROM THE
PRACTICAL NURSING PROGRAM. SEE DISCIPLINARY PROCESS AND DISMISSAL
PROCEDURE/POLICY.
Contents based on the “White Paper: A Nurse’s Guide to the Use of Social Media” written by the National Council of
State Boards of Nursing, August 2011.
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RALPH R WILLIS CAREER TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
Counseling Record
Name of Student
___________________________________________________________________
Date of Conference
___________________________________________________________________
Description of Concern:

Student Comments:

Outcome/Plan of Action:

___________________________________ _____________________________
Student’s Signature
Date
___________________________________ _____________________________
Instructor’s Signature
Date
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GRIEVANCE PROCEDURE
The faculty recognizes that from time to time problems arise regarding written school
guidelines, policies, rules, regulations, scheduling, grading, the student role, etc. The
purpose of the grievance procedure is to provide a means by which the program and the
student body reach a solution to school related problems that may occur. Thus, student
morale is maintained, learning enhanced, and patients in the affiliating hospitals are
better served when mutual efforts are exerted toward constructive solutions to problems.
Students should feel free to use the procedure without fear of reprisal. This format
applies to any individual student who believes he/she has a complaint against any one
individual student or teacher within the program. Complaints such as this must first be
discussed in private between the persons involved. In the event the complaint is not
resolved to the satisfaction of both parties, they should seek the aid of the program
coordinator.
If a student has a complaint concerning disagreements arising from working
relationships, conditions, practices, or observes school decisions that he/she feels are
contradictory with program policy, the student will bring the problem to the Student
Council. The appeal to the council must be presented within five days of the noted
problem or disagreement. The student council will document the complaints, investigate,
evaluate and offer suggestions for the resolution of the complaint. The solution should
be offered within 5 days. If the student is dissatisfied with the decision of the Student
Council, a written appeal may be presented to the Coordinator, through the committee
chairperson, within five days of the date the reply is received from the Council. The
appeal to the Coordinator must be in writing. The student who requested the appeal will
have the prerogative to meet with the Coordinator. The Coordinator must reach a
decision within 5 days of receipt of the written appeal. If the student is dissatisfied with
the decision of the Coordinator, the matter may be appealed following the formal
grievance procedure of the Logan County Board of Education.
 Level One - A formal grievance must be lodged by the student with the Principal,
in writing, on the prescribed form and signed by the student. Such grievance
shall be lodged within ten days of the Coordinator’s decision, or the grievance
shall be null and void. Any discussion with the Principal concerning the
grievance shall be by the student on his/her own behalf. Within five days after
the grievance is lodged, unless extended by mutual agreement of the Principal
and the grievant, the Principal shall state the decision in writing to the
appropriate parties.
 Level Two - Within five days of receiving the decision of the Principal, the
aggrieved student may appeal from the decision to the Director of Career and
Technical Education. The appeal shall be in writing on the prescribed form and
signed by the grievant. Within five days of receipt of the appeal, the
administrator receiving the appeal shall try to adjust or resolve the grievance
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amicably. If the efforts at amicable adjustment do not resolve the grievance, the
same procedure and time limitation referred to in Level One shall prevail.
 Level Three - Within five days of receiving the decision of the administrator at
Level Two, the student may appeal the decision to the superintendent of schools
in writing and signed by the grievant. The superintendent may choose to:


Review all written decisions and transcripts of previous meetings and issue
a written decision within five days to all parties. Or



Conduct a hearing himself or with all persons who participated at Level
Two and issue a written statement to all parties within five days.

 Level Four - Within five days of receiving the decision of the superintendent, the
grievant may appeal the decision to the Board of Education in writing and
signed by the grievant, through the superintendent or secretary of the Board of
Education who shall present the grievance to the Board of Education. The
Board of Education within a reasonable time shall:



Review all written decisions and transcripts of previous meeting and issue
a decision to all parties.
Or
Conduct a hearing with all persons who participated at Level Three and
issue a decision to all parties concerned within ten days of such hearing.
Such decision by the Board of Education shall be final except those
appeals to the State Superintendent of Schools under certain provisions of
Chapter 18 and 18A which may be appropriate, and proper re-address may
be sought through the courts, should the student so choose.

 Level Five – If the aggrieved citizen(s) is not satisfied with the decision of the
State Superintendent of Schools, the decision may be appealed to the Council
on Occupational Education (COE).
Council on Occupational Education
7840 Roswell Road, Building 300,
Suite 325 Atlanta, GA 30350
770-396-3898 / 800-917-2081
FAX 770-396-3790
www.council.org
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RALPH R WILLIS CAREER TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
STUDENT APPEAL FORM
THIS FORM IS TO BE COMPLETED ONLY AFTER A CONFERENCE WITH THE
PROGRAM INSTRUCTOR AND COORDINATOR. THE APPEAL PROCEDURE CAN
BE FOUND IN THIS HANDBOOK (GRIEVANCE POLICY) AND SHOULD BE
REVIEWED PRIOR TO SUBMITTING A FORMAL APPEAL.
Student:
______________________________________________________________________
Address:
______________________________________________________________________
Phone:
______________________________________________________________________
Date:
______________________________________________________________________
In the space below briefly describe the problem or concern, how it affects you, and how
you think it should be corrected.
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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SCHOOL CLOSINGS AND DELAYS POLICY
In the event of inclement weather, the Logan County School of Practical Nursing will
observe the same closing or delay policy as the Logan County school system. When
Logan County Schools are not in session, any delay or closing will be noted on school
closings internet sites, announced on local radio stations, and communicated through the
school messaging system. In the event of a two-hour delay, always report to the
classroom; do not report to the clinical agency.
IMPORTANT: If the Logan County Schools delay is due to cold weather, LPN students
will report to school/clinical at the usual classroom/clinical start time (no delay).
COUNSELING AND GUIDANCE POLICY
Faculty will request a conference with any student whose behavior, academic, or clinical
performance is substandard, for discussion of the problem and means of improvement or
options available. Faculty members are available at the student’s request to discuss any
concerns related to their academic status, clinical performance, or other school matters.
However, faculty are not professional counselors or doctors; personal and/or complex
problems will be referred to qualified persons outside of the school.
STUDENT HEALTH POLICY
A student is responsible for his/her health care if he/she becomes ill during the school
year. It is mandatory that each student carry medical insurance. The school/clinical site
is not responsible for any illness contracted by the student while performing
school/clinical assignments. If the student becomes ill during clinical hours at the
hospital, the student may be seen in the Emergency Room at the student’s expense. A
student should not approach healthcare providers for personal medical advice during
clinical hours.
It is the student’s responsibility to provide written documentation of any change in his/her
health status during the school year. A student who is absent from class/clinical
because of back/muscle pain/injury/surgery or communicable disease must provide
written documentation from his/her healthcare provider that he/she is able to return to the
classroom/clinical areas without risk to others and to safely care for patients. A student
will provide written record of any medications prescribed by the physician to the
coordinator of the program.
If the student becomes ill at home and is scheduled for class/clinical, he/she must:
1. Clinical: Contact the clinical area 30 minutes prior to the designated time and
call/notify the instructor;
2. Classroom: Call/Notify the School of Practical Nursing by 8:00 a.m.; and
3. Provide both the reason for and expected length of absence/date of return.
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FIRE DRILL POLICY
Fire drills are conducted periodically in school. The procedure, from the classroom, is as
follows:
1. When the bell sounds, students must stop work immediately.
2. Quietly exit the classroom in single file.
3. Exit the back of the building quickly and proceed to the middle parking lot
(between the school and the shop areas.)
4. Instructors will follow students, closing all doors and with a class roster.
5. When safety clearance has been announced, all students will re-enter the
building and resume classes.
Note: If a student is in another area of the school, he/she should follow the directions
posted in that room. If there are no posted directions, he/she should leave the school at
the nearest exit and join the class in the designated area of the school parking lot if safe
to do so. If it is not safe for the student to join his/her class, he/she must stay with the
closest faculty/staff member until safety clearance is called. In clinical, students will
follow the procedure of the affiliating agency as outlined in orientation to the facility.
Placement Services
Purpose is to assist program completers in obtaining gainful employment in their
occupational field.
Job placement services at the RRWCTC in the areas of the job awareness, job seeking
skills and job keeping skills is directed toward placement of all graduated completers.
Employers are contacted by and contact the practical nursing instructors directly on a
continuing basis to determine employment needs, trends and attitudes toward RRWCTC
nursing graduates. Students are provided with job opportunities as they arise in the local
facilities.
A yearly updated list of prospective employers is kept on file in the nursing office. These
employers have employed past graduates of the RRWCTC nursing program. Students
are also advised regarding on-line job opportunities and job fairs.
BLOODBORNE PATHOGEN EXPOSURE CONTROL POLICY
Even with adherence to all prevention practices and standard precautions, exposure
incidents can occur. As a result, procedures have been established for post-exposure
evaluation and follow-up should exposure to blood borne pathogens occur. RR Willis
School of Practical Nursing and the Logan County School Policy shall apply and be
strictly followed. In the clinical setting, the facility’s policies will also be followed.
The Occupational Safety and Health Administration (OSHA) regulations require
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employers to tell employees what to do if an exposure incident occurs. OSHA also
mandates medical follow-up and counseling for any employees who are exposed.
Practical nursing students are at risk for exposure to blood borne pathogens yet are not
considered employees of any of the health facilities utilized for clinical experience. While
OSHA standards require employers to provide free medical evaluation and treatment to
employees who experience an exposure incident, the Logan County Board of Education
cannot assume similar responsibilities for practical nursing students; the medical
evaluation and follow-up is the responsibility of the adult student.
Exposure incident is defined by OSHA as a specific eye, mouth, other mucous
membrane, no intact skin, or parenteral contact with blood, or the inhalation or ingestion
of potentially infectious materials that results from the performance of clinical tasks. The
following procedure will be followed after a potential exposure incident:
1. The student will immediately notify the instructor.
2. A facility staff member will work with the student and instructor to complete an
incident report.
3. According to the policy of the respective facility, the source individual’s blood
will be tested as soon as possible (after consent is obtained) in order to
determine infectivity. If consent is not obtained, the medical facility shall
establish that the legally required consent cannot be obtained.
4. Information will remain confidential and every action will be taken to protect the
privacy of the individuals involved.
5. The following medical evaluation (at the student’s expense) is recommended
to be taken in the follow-up of the exposed student:
a. Appropriate laboratory testing
b. Post-exposure prophylaxis
c. Counseling
d. Follow-up as prescribed by the student’s healthcare provider
Note: This policy is based on Occupational Safety and Health Administration standards
and West Virginia Department of Education Policy 2423.
DRUG TESTING POLICY
Criteria for Admission
The applicant understands and agrees that he/she shall submit to drug/alcohol screening
as a part of the admission criteria for the Ralph R Willis School of Practical Nursing. If
drug/alcohol screening is performed on a urine sample rather than a blood sample, the
individual shall provide the sample under observation. Appropriate chain of custody
procedure shall be followed. The results of the drug screening must be reported directly
to the Ralph R Willis School of Practical Nursing by the laboratory performing the test.
Receipt of positive results of a drug/alcohol screen for any substance for which the
student has NO legal, valid prescription or for a non-prescription substance not declared
prior to the screen shall be grounds for denial of admission to the practical nursing
program.
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Any individual who is on methadone/buprenorphine/other dependence maintenance
treatment must disclose this to the coordinator of the program at the time of application.
This individual will be instructed to contact the WV LPN Board office to discuss
implications of participation in methadone/buprenorphine/other dependence
maintenance treatment on enrollment and progression through the WV LPN program, as
well as implications with regards to disciplinary action by the Board at the time the
individual may request licensure by examination. Factors to be considered with regards
to the individual’s acceptance into the program include, but are not limited to, the nature
of the drug dependence which led to the methadone/buprenorphine/other dependence
maintenance treatment, length of time receiving the methadone/buprenorphine/other
dependence maintenance treatment, stage of methadone/buprenorphine/other
dependence maintenance treatment, acceptance of the individual by clinical agencies for
clinical experience, and medical opinion of the individual’s treating physician with regards
to his/her ability to function in the capacity of a student practical nurse.
Drug Testing Following Admission
The student understands and agrees that he/she may be requested to submit to random
drug/alcohol screening during the course of the academic year. Said screening may be
requested at any time by the nursing faculty of the practical nursing program and shall be
performed in accordance with proper chain of custody procedures. If drug/alcohol
screening is performed on a urine sample rather than a blood sample, the individual shall
provide the sample under observation. The random drug/alcohol screening shall be
performed at the expense of the RRWCTC School of Practical Nursing.
In addition, the faculty or administration of the practical nursing program has the right to
request the student to submit to testing if reasonable cause exists. The student shall
agree to submit to drug and alcohol screen testing to determine whether alcohol, any
controlled substances, or substances which are mood altering in any way are present in
his/her blood and/or urine. Said testing shall be performed as soon as possible following
proper chain of custody procedures. Testing pursuant to probable cause shall be at the
expense of the student. Failure to submit to such a reasonable request shall be prima
facie evidence of the presence of the aforementioned substances and shall be grounds
for immediate dismissal from the practical nursing program.
Any student who is prescribed any narcotic medication or medication which may be
mood-altering in any way shall have his/her physician document the prescribing of the
medication. The student shall provide this documentation to the coordinator of the
practical nursing program. At no time shall the student engage in direct patient care in
the clinical agency while he/she is under the influence of alcohol, a narcotic, or other
mood-altering medication, without a statement from his/her attending physician indicating
the student’s ability to perform nursing functions is not impaired and following evaluation
by the coordinator or her designee to determine the student’s functional ability.
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Any student who utilizes a non-prescription substance which may contain alcohol, cause
drowsiness, or in any way impair their ability to perform nursing functions safely shall
inform the coordinator or her designee on any instructional day on which the substance
is utilized, and prior to the student’s submission to any drug/alcohol screen which may be
requested in accordance with the above policies.
At no time shall the student engage in direct patient care if the ability to perform nursing functions
is impaired as determined by the coordinator or her designee following the use of a nonprescription substance.

Any student on methadone/buprenorphine/other dependence maintenance treatment
shall agree to monthly drug and alcohol screening at their expense. Any drug screening
on the student, whether at the time of admission or after enrollment in the nursing
program, shall specifically test for methadone/buprenorphine/other dependence
maintenance treatment and differentiate any positive results for opiates and other
substances. Further, the student on methadone/buprenorphine/other dependence
maintenance treatment must have his/her treating physician submit a written statement
to the program coordinator on a monthly basis verifying the student’s compliance with
the methadone/buprenorphine/other dependence maintenance treatment and ability to
function safely as a practical nursing student. Any individual on methadone,
buprenorphine other dependence maintenance treatment will submit results of any drug
screening conducted by the individual’s treating physician to the coordinator of the LPN
program. Any evidence of non-compliance with treatment and/or a drug screen which is
positive for any substance other than the methadone/buprenorphine/other dependence
maintenance treatment for which the individual has no valid prescription and has not
declared prior to the drug screen shall be grounds for immediate dismissal from the
nursing program.
Receipt of results indicating the presence of any amount of any substance for
which the student has no legal, valid prescription or for a non-prescription
substance not declared prior to the drug/alcohol screening shall be grounds for
immediate dismissal from the practical nursing program.
Procedure for random drug screen:
Note: If the student fails to submit to random or probable cause urine testing,
his/her actions will be considered insubordination and reason for immediate
dismissal from program.
1. The student will be notified of his/her selection.
2. The student will declare, in writing, all medicated substances that he/she has
put in or on his/her body within the past month; the student must submit this
declaration sheet to a faculty member before going to the testing area.
3. The student will be directed to the testing area.
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4. The student will be given the collection kit for the drug screen and will submit
the urine sample as directed.
5. Any test results positive for a substance or with an abnormal temperature, pH,
urine creatinine, or specific gravity, will be retested by the lab and may be
cause for the student to submit to a repeat drug screen test immediately.
If a student has a positive drug screen they will be expelled from the program and
referred to a rehab facility in the area. (See below) None of the facilities are supported by
the RRWCTC nor do they support RRWCTC. The rehab process is an ongoing process
that includes the efforts of the person effected, families, faculty, staff, administration and
community members. The links below are provided for informational purposes only.
Logan/Mingo Area Mental Health Inc Anchor Point
67 Logan Mingo Drive
Delbarton, WV, 25670
https://www.drug-rehab-headquarters.com/west%20virginia/facility/logan-mingo-areamental-health-inc-delbarton/
Logan/Mingo Area Mental Health Inc Mingo County Office
Buffalo Creek Road
Chattaroy, WV, 25667
http://www.lmamh.org/
Williamson Comp Treatment Center
1609 West 3rd Avenue
Williamson, WV, 25661
https://www.westvirginiactc.com/location/williamson/?utm_source=Yext&utm_medium=or
ganic&utm_campaign=listing&utm_term=brand
Prestera Center for MH Services Inc
376 Kenmore Drive
Danville, WV, 25053
https://www.prestera.org/
Mountain Comprehensive Care Center Pike County Office
26229 U.S. Highway 119 North
Belfry, KY, 41514
https://www.mtcomp.org/

The RRWCTC follows the adheres to the Logan county School Drug Policy.
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NATIONAL TECHNICAL HONOR SOCIETY
Practical Nursing students are eligible to be nominated for the NTHS if the following
criteria are met: Please keep in mind that nomination occurs within six months into the
program.
1. A “3.0” grade point average maintained throughout the program
2. Leadership ability
3. High moral and ethical standards
4. Trustworthy
5. Satisfactory attendance
6. No written discipline record
7. Skilled clinical ability
Each student will be responsible to pay all dues and fees.
Recommendations for the National Technical Honor Society will be made by the faculty.
COMMUNITY SERVICE
As an individual, each person has needs. During the year of practical nursing education,
students will become acquainted with various theories about human needs and
motivation. One complex area of need that is closely related to nursing is the
understanding of the needs of others. The community service requirement of the nursing
program is intended to help the student become aware of the needs of the community in
which they live and work. “Giving back” or sharing talents, knowledge and caring is an
important facet of the art of nursing. Each student is required to complete 18 hours of
community service activity during the year (these will count toward leadership hours).The
student is required to maintain their Community Service Form. Requirements for
community service include:
1. All community service activities will be conducted as a class event.
2. A maximum of 3 hours can be earned from any one event, regardless of the
amount of time spent.
3. A representative of the agency, instructor or coordinator must sign the form for
verification of the student’s involvement.
Each student will be given the opportunity to gain 2 hours of community service by
volunteering time to the American Red Cross by recruiting three donors.
Students may participate in Samaritan’s Purse, Shoe Boxes for Soldiers/Operation
Christmas Child, Toy Drives, and Soldiers, personal items for the children’s home,
women’s shelter, and food pantry. The Dignity Hospice Walk and the Autism Awareness
Walk are also considered a nice gesture of participation for community service. All others
must be approved prior to participation.
******Community Service Hours Are To Be Completed By July 1. ******
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GRADUATION REQUIREMENTS POLICY
In order to graduate, the student must meet the following criteria:
1. Satisfactory completion of all required hours of curriculum.
2. Satisfactory completion of all tests and assignments.
3. Payment of all tuition and fees.
4. Demonstration of a “C” or higher grade in all theory courses and
satisfactory grade in all clinical work.
5. Completion of all NCLEX predictor tests.
6. Return of all borrowed books, stethoscope, and any other property
belonging to the school and affiliating agencies.
7. Completion of exit interview.
The Florence Nightingale Award is given to the graduate selected by the faculty who
best exemplifies the qualities of scholarship, leadership, loyalty, and compassion. To be
eligible for this award, the student must have maintained an overall “B” average for the
year.
Reminder: A graduate with a criminal history must contact the Board of Nursing to
discuss the potential impact of a criminal conviction on the board application and
licensure process as a practical nurse.

PERSONAL LIABILITY INSURANCE POLICY
The RRWCTC, through the state of West Virginia, provides liability insurance for each
student while enrolled in school. Students are also encouraged to carry an individual
liability insurance policy.
LIBRARY POLICY
The school maintains a library for students’ use throughout the year. The library
contains books, professional journals, and audiovisuals pertinent to nursing. The
students may borrow all the materials, except for audiovisuals, for a period of five days.
At the time any material is removed from the library, it must be signed out before use and
signed back in when returned.
PROFESSIONAL REFERENCE POLICY
The faculty members are willing to give a professional reference for any student, if
requested. A student’s grades/records will NOT be discussed or provided (verbally or in
writing) to any person or institution without the written permission of the student. If it is
necessary for a student’s grades/records to be discussed or released, and/or a progress
report be given to an agency, the student must submit a written request in the form of a
signed release for this to be done.
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TRANSPORTATION POLICY
Each student is responsible for his/her own transportation to school and clinical areas.
Students will park in the designated areas at school and clinical sites. The school is not
responsible for any personal or property damage incurred in any case. Students’
experiences and rotations cannot be planned around car pools or students’ locale.
TUITION POLICY
The student assumes financial responsibility for the full tuition, fees, and other costs
upon enrollment. Failure to pay the full balance of tuition, fees, and other costs on the
date specified will result in dismissal from the program.
Tuition assistance is available through Pell Grant and WIA. Scholarships are offered
through the Logan Regional Medical Center Auxiliary, UMWA and when available, The
National Centers for Nursing. The scholarship awards are based on the criteria
established by the individual or group offering the scholarship. A student receiving Pell
money must realize that this money is earned as he/she continues in the program. If a
student earns Pell grant funding or is awarded other financial assistance from outside
agencies, money will be refunded to the student as appropriate throughout the year.
Itemization of Practical Nursing Program tuition, Fees, and Other Costs
Tuition Books and Fees
Entrance ATI TEAS
Exam/Registration Fee
Application Fee
School ID
Activity Fee
Tuition
Textbooks
Skills Lab Fee
ATI Tutorials, Standardized Test
and NCLEX Review
Random Drug Tests During Class
Year
CPR
Lap Top
Uniforms
State Board NCLEX Fee
Total Estimated Cost

$80.00
$100.00
$25.00
$175.00
$4,050.00
$1100.00*
$800.00
$1,200.00
$100.00
$30.00
$700.00*
$550.00
$285.00
$9,195.00

*Textbooks and Laptop vary depending on Vendor
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WITHDRAWAL POLICY
A student may withdraw from the program at any time. The student will have an exit
interview with the coordinator of the program to discuss the reasons for leaving and to
submit a letter of resignation. The student may be required to meet with the financial aid
representative and the Director of the RRWCTC.
When a student withdraws from the program, tuition will be refunded as scheduled in the
refund policy.

Ralph R. Willis Career & Technical Center Refund Policy
(Effective for students starting class on or after January 1, 2020)
1. Application, entrance exam, registration fees and seat deposits are non-refundable.
2. Items charged to the student’s account at the student’s request, aside from charges
for course tuition and lab fees, are non-refundable. (ie, books*, equipment, test and
certification fees, uniform purchase, supplies and electronic devices)
3. Tuition and lab fees are charged by “period of enrollment”. The “Period of
Enrollment” for Practical Nursing is 450 hours (1350/3)**
4. Tuition and lab fees will be adjusted on a percentage basis, based upon the
scheduled number of course hours in the period of enrollment between the student’s
start date and last date of attendance as follows:***
A. Students who do NOT begin class will NOT be charged for tuition and lab
fees. Application fees, registration fees, and seat deposits paid PRIOR to
the beginning of class are NOT refundable.
B. If a student withdraws from school after beginning classes but prior to the
completion of:
a. 10% of the enrollment period, 10% of the tuition and lab fees for the
period of enrollment will be charged;
b. From 10.01% through 25% of the enrollment period, 25% of the
tuition and lab fees for the period of enrollment will be charged;
c. From 25.01% through 50% of the enrollment period, 50% of the
tuition and lab fees for the enrollment period will be charged; and
d. After completion of 50% of the enrollment period, the student will be
charged for the full tuition and lab fees for the enrollment period.
e. In the event there is a tuition and lab fee refund due from the school
in excess of the school’s liability to the Federal Pell Grant Program,
such a refund will be applied toward the satisfaction of a student’s
Federal Pell Grant liability, and then other sources of aid, before
refunding directly to a student.
Students receiving Federal Pell Grant and/or WV HEAPS/Workforce Development Grant
should be aware that special regulations apply to the amount of aid earned by a student
through their attendance. The Return of Funds formula may require the return of
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unearned Federal Pell Grant and WV HEAPS/Workforce Development Grant resulting in
a balance due to the school. • * If a student FORMALLY withdraws from class within 2
weeks of the student’s initial starting date, the student may submit a REQUEST to return
unopened, unused text books that were purchased from the school; the cost of any
books ACCEPTED for return through this process will be deducted from the student’s
book charges during the Refund/Cancellation process. • ** The period of enrollment for
students who withdraw from class and subsequently re-enter the program with credit will
be the number of contracted hours. • ***There is NO refund for students who have reentered the program with credit. The tuition and lab fees for such students are due and
payable immediately upon their re-entry into the program.
HANDLING AND RETURN OF TITLE IV (PELL GRANT) FUNDS POLICY
Ralph R. Willis Career & Technical Center RETURN OF FEDERAL FUNDS POLICY
Ralph R. Willis Career & Technical Center participates ONLY in the Federal Pell
Grant Program; in accordance with the Title IV Return of Federal Funds
regulations, Federal Pell Grant recipients should be aware that their Federal Pell
Grant disbursements must be earned through the 60% point in each payment
period (i.e., 270 hours of a 450 hour payment period). WV Higher Education Policy
Commission has decreed that this same formula shall be apply to WV
HEAPS/Workforce Development program. A student’s withdrawal or termination from
school prior to the completion of 60% of their payment period will result in the application
of a pro-rata schedule to determine the amount of Federal Pell Grant and WV
HEAPS/WD the student has earned at the time of withdrawal. After the 60% point in the
payment period, the student has earned 100% of the Federal Pell Grant and WV
HEAPS/WD disbursement.
This is a separate calculation from the Ralph R. Willis Career & Technical Center
institutional refund policy. The percentage of hours completed in the payment period is
calculated by dividing the number of scheduled hours through the student’s last date of
attendance by the hours in the payment period. After 60% of the payment period is
completed (270 hours of a 450 hour payment period), there is no return of Title IV
(Federal Pell Grant) or WV HEAPS/WD funds. Prior to the completion of 60% of the
payment period, the amount of Federal Pell Grant and WV HEAPS/WD earned is
calculated by multiplying the total amount of aid that could have been awarded for the
payment period by the percentage of time completed. The amount to be returned to the
U.S. Department of Education is determined by taking the amount of Federal Pell Grant
earned and subtracting it from the amount of Federal Pell Grant disbursed. This same
formula is applied to WV HEAPS/WD funds.
The institution’s share of the amount to be returned is calculated by multiplying the
institutional charges (registration, application, entrance test, lab fees and tuition) by the
percentage of time not enrolled. The student’s share is calculated by subtracting the
amount the school must return from the total amount to be returned. The amount of the
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student’s share in excess of 50% of the disbursed amount must be repaid to the school
within 45 days of notification of the repayment date, or the student’s account will be
turned over to the U.S. Department of Education for collection, and the student becomes
ineligible for further Federal financial aid until the debt is repaid. Should the Return of
Federal Funds calculation show a repayment due, any refund due the student from the
institutional refund calculation will be applied toward the student’s unearned Federal Pell
Grant before any funds are disbursed to the student, should the school’s return of
Federal Funds result in a balance due the school, the student will be billed.
For example: A student attends 50% of their payment period. The institutional charges
for the period of enrollment are $1500, and the Federal Pell Grant disbursement was
$2000. The Federal Pell Grant is 50% of $2000, or $1000. The institutional share of the
unearned Federal Pell grant is 50% of $1500, or $750. The student’s share of the
unearned Federal Pell Grant would be $1000 - $750, or $250 – but as this is less than
50% of the amount disbursed, the student has no overpayment. The student would be
billed by the school for the $750 of institutional charges due to the school as a result of
the returned funds by the school unless the student had other aid to cover the returned
funds.

FINANCIAL AID
All students are encouraged to complete the Free Application for Federal Student Aid
(FAFSA) using R.R. Willis’ School ID Code of 017016, and any and all scholarships they
might qualify for. The FAFSA results will determine a student’s eligibility for the Federal
Pell Grant and is used to determine eligibility for the WV HEAPS/Workforce Development
Grant and other aid sources. Students are encouraged to contact their local WV
Employment Services Office to determine their eligibility for Workforce assistance (WIOA).
Other sources aid a student can apply for: UMWA funding, Logan Regional Medical Center
Auxiliary Scholarship, Horatio Alger Vocational Scholarship, and the WV Center for
Nursing Scholarship. Some students may qualify for tuition assistance from Veterans
Benefits, the WV Army National Guard, the WV Division of Rehabilitative Services, or WV
Upward Bound.
R.R. Willis does not participate in student loan programs, but students with prior student
loans are eligible for in-school deferment status while attending R.R. Willis.
Student who apply for Federal Pell Grant (using the FAFSA) will be notified of their Pell
Grant eligibility after all requested and required documents have been submitted to the
Financial Aid Office. Student eligibility for the WV HEAPS/Workforce Development Grant
will be determined by the Financial Aid Office, and students will be notified of any such
award. Veterans are requested to submit their Certificate of Eligibility to the Financial Aid
Office as soon as possible after their acceptance into the program. It is the student’s
responsibility to provide the school with information requests and/or documents for ALL
sources of aid and scholarships. Paperwork may be submitted to the LPN Secretary.
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The Financial Aid Office e-mail address is RRWillis.financialaid@gmail.com
The LPN Secretary’s e-mail address is rebecca.j.moore@k12.wv.us
Points of interest about Financial Aid:
1. A student who has defaulted on a prior student loan – or owes a grant
repayment from prior school attendance – WILL NOT QUALIFY for further
aid until their loan is no longer in default or the grant repayment has been
satisfied.
2. A student is entitled to a 6 full-time years of Pell Grant eligibility – once a
student has used that up, the student is no longer eligible for further Pell
Grants. This status does NOT impact eligibility for other aid.
3. Once a student has been awarded a BA/BS, the student is no longer eligible
for Pell Grant.
4. The WV Center for Nursing Scholarship is disbursed after the student
completes ½ the LPN program, and is provided ONLY to students who have
a 3.00 Grade Point Average at that program mid-point.
5. The WV HEAPS/Workforce Development Grant covers direct school costs
ONLY, and the award amount may NOT result in a refund of aid to the
student. Receipt of other aid after the WV HEAPS/WD Grant is awarded will
result in a dollar for dollar reduction of the WV HEAPS/WD grant.
6. Students are advised that a (*) to the right of the EFC on their Pell Grant
results means that their application is selected for a process called
VERIFICATION. Until the verification process is completed, the student HAS
NOT AID. The school may request information and/or documents from nonselected students as well.
Veteran Benefits
Despite any policy to the contrary, for any students using U.S. Department of Veterans
Affairs (VA) Post 9/11 G.I. Bill® (Ch. 33) or Vocational Rehabilitation and Employment
(Ch. 31) benefits, while payment to the institution is pending from the VA, we will not:
• Prevent their enrollment;
• Assess a late penalty fee to;
• Require they secure alternative or additional funding;
• Deny their access to any resources (access to classes, libraries, or other
institutional facilities) available to other students who have satisfied their tuition
and fee bills to the institution.
However, to qualify for this provision, such students may be required to:
• Produce the VA’s Certificate of Eligibility by the first day of class;
• Provide written request to be certified;
• Provide additional information needed to properly certify the enrollment as
described in other institutional policies (see our VA School Certifying Official for
all requirements).
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CONFIDENTIALITY POLICY
In the performance of your duties as a practical nursing student, you will have access to
patient records and other protected health information (PHI). Patient information from
any source and in any form, including paper records, oral communications, audio
recordings, and electronic display (computerized), is strictly confidential. Access to
confidential patient information is permitted on a need-to-know basis only.
It is the policy of our school that students shall respect and preserve the privacy and
confidentiality of patient information, regardless of the agency to which the student is
assigned. Examples of violation (breach) of this policy include, but are not limited to:
• discussing PHI outside the scope of practice, such as in the agency elevator or
cafeteria;
• accessing information that is not within the scope of your patient assignment;
• Misusing, disclosing without proper authorization, or altering patient or
personnel information;
• disclosing to another person your sign-on code and/or password for accessing
electronic or computerized records;
• using another person’s sign-on code and/or password for accessing electronic
or computerized records;
• leaving a secured application unattended while signed on;
• attempting to access a secured application without proper authorization
Safeguarding confidentiality also applies to e-mail, internet communication, and social
network sites (e.g. Facebook, Twitter, Myspace, and other internet journals). Students
must not post any information about any patient, including patient or patient-related
images, on any social media site. Students must not discuss any information about
patients via texting, e-mailing, or messaging of any type. Not only must the student
safeguard confidentiality of patients, but also school and clinical agencies, staff,
classmates, and instructors.
Violation of this policy will result in immediate dismissal from the nursing program.
Unauthorized release of confidential information may also result in personal, civil, and/or
criminal liability and legal penalties in accordance with agency, state, and federal
regulations, including penalties outlined in the Health Insurance Portability and
Accountability Act (HIPAA).
INFECTIOUS DISEASE ACKNOWLEDGEMENT AND WAIVER POLICY
A student enrolled in a nursing program may be exposed to persons with contagious
and/or infectious diseases or conditions, and must accept that this is a part of the
education, training, and work in the healthcare field.
During the program, students are instructed on standard and other precautions and must
take personal responsibility to implement those precautions consistently and thoroughly.
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Students must abide by all medical precautions in place in each clinical facility and
should ask for direction as needed from instructors, supervisors, and/or medical
providers at any medical facility where they may be assigned for clinical experience.
The student is encouraged to consult with his/her spouse, significant other,
parent/guardian and/or primary care provider, as appropriate, regarding possible
exposure to persons with contagious and/or infectious diseases or conditions. It is the
student’s responsibility to notify an instructor immediately if the student’s participation in
the nursing program poses any risk of harm to self or to others.

TEACH-OUT AGREEMENT POLICY
In the event that the Ralph R Willis School of Practical Nursing would close for
unforeseen circumstances, the school would do everything possible to finish out the
current class. In the event that this is not possible, the school has an agreement with the
following school of nursing:
Mingo County Career Center
School of Practical Nursing
165 Bulldog Boulevard
Delbarton, WV 25670
304-475-3347
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RALPH R. WILLIS CAREER AND TECHNICAL CENTER
SCHOOOL OF PRACTICAL NURSING
STUDENT CONFERENCE FORM
STUDENT__________________________________________DATE____________________
REASONS FOR CONFERENCE:
_____Excessive absences
_____Attitudinal difficulties
_____Grades (Theory)
_____Unsafe clinical practice
_____Grades (Clinical)
_____Unprofessional clinical practice
_____Other ___________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Supporting Documentation: _______________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Decisions:
_____Review conference scheduled on ______________________________________________
_____Withdrawal from program student initiated
_____Dismissal from program
Comments: ____________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
Student_____________________________________________________Date______________
Instructor___________________________________________________Date_______________
Coordinator_________________________________________________Date_______________
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RALPH R. WILLIS CAREER AND TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
WITHDRAWAL FORM
NAME_____________________________________________DATE______________________
Reason for withdrawal. Please explain. ______________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Please give a descriptive evaluation of the nursing program. This information will only be used to
improve the program and instruction offered.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Please list any program strengths____________________________________________________
______________________________________________________________________________
Please list any program weaknesses__________________________________________________
______________________________________________________________________________
Student is eligible for readmission
Coordinator Signature:

_____Yes

_____No
_

Student Signature: _________________________________________________
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RALPH R. WILLIS CAREER AND TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
COMMUNITY SERVICE RECORD

STUDENT NAME______________________________________TOTAL HOURS___________

AGENCY

DUTIES

HOURS

SUPERVISOR

All Community Service must have prior approval from the Coordinator of the nursing program.
This form must be turned in to the Coordinator on or before July 1. It is each student’s
responsibility to get approval and to keep a record of all Community Service activity. This paper
MUST be signed by the person supervising you.
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RALPH R. WILLIS CAREER AND TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
PREGNANCY RELEASE FORM
I, ____________________________________________, agree that my physician has given me
permission to remain in the Practical Nursing Program. I agree to bring a monthly statement
regarding my pregnancy from my physician to the coordinator of the program. I also understand
that I am required to have a release from my physician, after the birth of the baby, to release me to
return to class and clinical.
I agree to adhere to the physician’s policies, recommendations and expertise regarding when I
may return to class/clinical.
I further agree that by signing this form, I am releasing the Ralph R. Willis Career and Technical
Center, and cooperating agencies from any liability should my activities be detrimental to my
unborn child or me.
I understand the absenteeism policy still applies regardless of my condition.
I understand that I will be expected to perform the same duties of my classmates.

_______________________________________________
Student

_________________
Date

_______________________________________________
LPN Coordinator

_________________
Date

_______________________________________________
Vocational Director

_________________
Date
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RALPH R WILLIS CAREER TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
Student Records
RELEASE OF INFORMATION
A student’s grades/record will NOT be provided verbally or in writing to any person or
institution without the written permission of the student.
___________________________
(Name of Student)

__________________ _______________________
(Date of Birth)
(Social Security Number)

I hereby authorize the instructors/coordinator of the RALPH R WILLIS CAREER
TECHNICAL CENTER SCHOOL OF PRACTICAL NURSING to provide information
pertaining to my grades/record to institutions of higher learning, prospective employers,
organizations, or individuals listed below.
Institution, Employer, Individual, Organization:
Name: ________________________________________
Address: ________________________________________
________________________________________
________________________________________

___________________________________________
Student Signature

Updated 12/2019

_____________________
Date

Page 61

Ralph R. Willis Career & Technical Center
Transcript Request Form
Dear Student / Alumni:
Please fill in the information below and submit this complete form (along with a copy of a valid State issued ID or
Driver’s License & a $5.00 processing fee for each transcript copy requested) to:
RRWCTC – Attn: Records
PO Box 1747
Logan, WV 25601
(Please call 304.752.4687 with any questions)

Name while attending RRWCTC:
___________________________ __________________________
Last
First

____

______________________
MI
Maiden

___________________________ __________________________
SS# (optional)
WVEIS#

_______________________
Date of Birth (Mo,Day,Yr)

___________________________________ ____________________ __________
Current Mailing Address (PO Box or St/Apt#)
City
____________________________________
Program Attended/Completed

___________
State

Zip

_____________________ ________________________
Date of Attendance (From)
(To) Date of Completion or Drop

Daytime Phone Number __________________________ Cell Number _____________________________
Email Address _________________________________
(So we may contact you if any questions arise about your request or additional information is needed)

Signature________________________________________

Date Signed: _______________

By signing above I hereby authorize Ralph R. Willis Career & Technical Center to release an official transcript of my
educational records while in attendance at the facility to the following address and/or persons:
Please print the name, title and complete address of the person or institution that is to receive the transcript below
or indicate if you will be picking up your records.
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Program Approval/Supporting Agencies
Accreditation and Affiliation
The Council on Occupational Education (COE) accredits the Ralph R Willis School of
Practical Nursing. The nursing program is accredited by the Council on Occupational
Education and the West Virginia Department of Career Technical Education and
Governor’s Economic Initiatives and seeks to conform to all written requirements and
policies of the West Virginia State Board of Examiners for Practical Nursing.
Logan County Board of Education Members
Debbie Mendez, President
Jeremy Farley
Dr. Ed White
Dr. Pat Joe White
Barry Mullins
Logan County Board Administration
Patricia Lucas, Superintendent
Darlene Dingess-Adkins, Assistant Superintendent
Ralph R Willis Administration/Employees
David Adkins, Principal R.R. Willis
Regina Kirk, Secretary
Dianne Clothier Financial Aide
Nikki Sims, RN, BSN, MS Practical Nursing Coordinator
Mary Easterling, RN, Practical Nursing Instructor
Rebecca Moore, Practical Nursing Secretary
Ralph R Willis School of Practical Nursing Advisory Committee
West Virginia State Board of Examiners for Licensed Practical Nurses
101 Dee Drive Charleston
West Virginia 25311
(304) 558 – 4367
www.lpnboard.state.wv.us
Council on Occupational Education
7840 Roswell Road, Building 300, Suite 325
Atlanta, Georgia 30350
(800) 917 – 2081 or (770) 396 – 3898
www.council.org
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RALPH R. WILLIS CAREER AND TECHNICAL CENTER
SCHOOL OF PRACTICAL NURSING
STUDENT AGREEMENT AND POLICIES HANDBOOK SIGNATURE PAGE
The following agreement is made between the Ralph R. Willis Career and Technical Center:
School of Practical Nursing and each student of the school. By signing this page, the student
agrees to the following:
I have read the Ralph R. Willis Career and Technical Center
Practical: School of Practical Nursing Student Policies Handbook
2019-2020 in its entirety. Any and all items I did not understand
have been explained to me by a member of the faculty. I
understand and will abide by the policies therein. I understand
the consequences if I do not, which may include dismissal from
the program.
I have read the information and policies and understand what is required of me.

Signature
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