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INTRODUCTION
In order to insure effective education in the Radiologic Sciences Programs, each individual participating in the program must have a full understanding of the responsibilities and considerations involved.  This handbook has been designed as a guide to provide the student with the necessary information regarding the policies and procedures that govern the students enrolled in the program.  This handbook may not be considered a complete statement of all policies of Indiana University Northwest or the College of Health and Human Services.  It is meant to be a guide to assist students in reaching their goal to be a registered technologist.  More complete university information is provided through the Indiana University Northwest Bulletin, the Indiana University Code of Student Rights, Responsibilities and Conduct and on the IUN website under the Office of Students Affairs Need to Know at http://www.iun.edu/heoa/index.htm, which details a variety of university policies and procedures including privacy of student records (FERPA), disability resources, financial assistance, career and job placement services, health and safety, campus security, and student outcomes. 
Please read the following pages and ask for further explanation on points you feel need clarification. This handbook is subject to revision and clarification as deemed necessary by the program faculty. 
SAMPLE RESPONSIBILITIES OF A REGISTERED TECHNOLOGIST
Today the art and science of medical imaging/radiation therapy has grown to encompass a multitude of responsibilities.  The enormity of these responsibilities is often underestimated not only by the laymen but by registered technologists themselves.

Responsibility involves a duty or a trust.  It is the ability to meet obligations or to act without superior authority or guidance.  Registered technologists have a duty to perform tasks to the very best of their abilities and to improve these abilities wherever possible.  The focus of attention in these objectives is the PATIENT, the quality of whose medical images must be of a caliber that injuries and disease are unmistakably evident.  The quality of the images insures the ability of the radiologist to detect and diagnose and the physician or surgeon to treat or repair.  Therefore, the price placed on the registered technologist's ability or lack of it is very high.

In the execution of their daily duties, registered technologists must work in harmony with professional and non-professional personnel.  Registered technologists must be able to accept duties assigned by their superiors and delegate duties to their subordinates.  In a department filled with students, every registered technologist automatically becomes a teacher, supervisor, and a role model for the students.

The profession of radiology is only one of the para-medical and medical professions, whose every effort is expended on behalf of the welfare of the patient.  What is the impression that we, the registered technologists, give to the patient as we perform the radiologic examinations/treatments?  Be assured that the patient is aware of our every move and mood.  Patients will be looking to us for many signs whether we are aware of it or not.  The patient is going to be keenly aware of the sincerity of our efforts.  Do we believe in what we are doing?  Are we doing it with confidence?  Do patients sense our desire to help them as individuals?  Remember, in the eyes of each patient, they are the most important person present.

All patients are individual human beings, and regardless of their material wealth or lack of it, they have a desire and right to be respected.  In a culturally diverse society filled with religious, racial and political problems, we as professionals must respect the right of everyone to adhere to their own beliefs.  An ill or injured person who is placed in our care merits the utmost of our efforts as professional people.  No matter what race, religion, or creed each of our patients is, they still have a name, a sense of pride, and self-respect.  Disease and injury do not play favorites; neither can we.


INDIANA UNIVERSITY NORTHWEST

COLLEGE OF HEALTH AND HUMAN SERVICES

CODE OF PROFESSIONAL CONDUCT
Preamble 

A. Professional ethics are at the core of the College of Health and Human Services (CHHS). The professions and schools that comprise the CHHS have an obligation to articulate the basic values, ethical principles, and ethical standards to the University Community. The Code is relevant to all professionals as well as students that comprise the CHHS, regardless of their professional functions, the settings in which they work, or the populations they serve.
B. Students at Indiana University Northwest CHHS should realize the importance of this professional ethic and the necessity of assuming responsibility to develop, review, and maintain these ideals for themselves, their colleagues, and for their professions. The fundamental principle involved is personal responsibility for the development and maintenance of professional conduct based on the ethics espoused by the CHHS. 
C. Students are responsible for adhering to the specific Code of Ethics for their professions. The purpose of the code of ethics is to achieve high levels of ethical consciousness, decision making and practice by the members. Appendix A lists the codes of ethics for the professions represented in the CHHS. (Only the ARRT Code of Ethics follows in the Handbook)
D. Students are subject to the standards of conduct as defined in Indiana University's Code of Student Rights, Responsibilities, and Conduct. Due process will be followed for any student found to be in violation of this code. All Indiana University students are responsible for acquainting themselves with and adhering to policies outlined in this document. (http://dsa.indiana.edu/Code/ ) 

Expectations 

The following statements are examples of minimum expectations for behavior while a student in the Indiana University Northwest CHHS. Examples of unacceptable behavior can be found in Appendix B (included in this Handbook)
A. Respect for all individuals. 

All individuals must be treated with respect, kindness, dignity, empathy, and compassion. 
B. Appropriate handling of information, records, or examination materials. Client/patient privacy and confidentiality must always be honored, and clients’/patients’ records must be accurate and legible. In addition, student records must be accurate and truthful. Providing false or misleading information on any document or record is a serious infraction of the Code of Professional Conduct. 

C. Proper representation as a CHHS student/professional. 

Appearance, speech, and behavior should be above reproach during client/patient care activities. Dress should be appropriate for professional activities, and personal hygiene should be exemplary. 

D. Adherence to laws, policies, and regulations. 

Students in the CHHS are expected to adhere to laws, policies and regulations of the university, college, program, and agency where clinical experiences occur. Individuals who feel that the CHHS’s policies, procedures, or regulations require modification are encouraged to suggest such changes using appropriate channels. 

E. Respect for property and instructional material. 

All property and instructional material must be respected. This includes, but is not limited to, classroom and other instructional technology equipment. 

F. Academic integrity. 

Any form of cheating (including plagiarism) is a violation of the Code of Professional Conduct and will not be tolerated. Additionally, facilitation of cheating or other forms of academic dishonesty or failure to report same are also violations of the Code. 

Implementation of the Code of Professional Conduct - Code Violations 

A. A violation of the Code of Professional Conduct occurs when any student behaves in a manner contrary to the values and responsibilities expected of those engaged in the professions of the CHHS. 

B. Violations also occur when anyone jeopardizes the welfare of a client/patient, disregards the rights or dignity of another individual, or allows or assists another in doing so. For example, students are subject to discipline under the Code if they have knowledge of an infraction of the Code but fail to report it to the appropriate authority. 

C. A violation of the policy on sexual harassment should be reported directly to the Office of Affirmative Action. 

D. The IU Northwest CHHS reserves the right to initiate action and impose sanctions for any conduct that is not specifically listed in Appendix B but is determined to be a violation of the Code, regardless of whether the violation occurs on or off the premises of the school, or at field  placement sites.
APPENDIX B - Examples of Unacceptable Behavior 

I. Respect for all individuals. Unacceptable behavior includes (but is not limited to): 

• Expressing racial, sexual, sexist, or religious slurs. 

• Committing racial or sexual harassment. 

• Using inappropriate, offensive or threatening language. 

• Criticizing another inappropriately or unprofessionally with the intention to belittle, embarrass, or humiliate. 

• Requiring a colleague to perform personal services. 

• Committing physical acts of violence or threats of violence. 

• Manipulating field placement schedules for one’s own benefit. 

• Failing to comply with a reasonable request or instruction from faculty, staff, or administrators. 

• Using computer e-mail or internet in a harassing or libelous manner. 
II. Appropriate handling of information, records, or examination materials; respect for client confidentiality and safety. Unacceptable behavior includes (but is not limited to): 
• Unauthorized access to a test. 

• Giving or receiving any information except as allowed by the teaching faculty during the course of an exam. 

• Plagiarizing, forging, or falsifying academic records, financial aid information, client records, research, or scientific data. 

• Tampering with examination material, or any dishonesty in connection with an examination. 

• Abusing computerized information or technology. 

• Failing to ask for assistance from appropriate faculty or staff when needed. 

• Writing offensive or judgmental comments in the client’s chart. 

• Sharing medical or personal details of a client with anyone other than health professionals. 

• Engaging in discussion about a client in public areas. 

III. Proper representation as a College of Health and Human Services professional. 

Unacceptable behavior includes (but is not limited to): 
• Misrepresenting oneself as a licensed professional rather than a student of the College of Health and Human Services. 

• Exhibiting personal appearance that gives the impression of uncleanness or carelessness. 

• Failing to maintain professional composure during stressful circumstances. 

• Engaging in an inappropriate relationship with clients or their family members. 

• Using alcohol, drugs, or other controlled substances inappropriately or in violation of the law, or in a way that could affect the quality of client care or academic performance. 

IV. Respect for laws, policies, and regulations (on or off campus). Unacceptable behavior includes (but is not limited to): 
• Disobeying federal, state, or local laws and ordinances. 

• Disregarding or acting contrary to institutional regulations and policies. 

• Refusing to provide information or testify in an investigation of a violation of the Code. 

V. Respect for property and instructional material. Unacceptable behavior includes (but is not limited to): 
• Defacing or destroying instructional materials, including software. 

• Defacing or destroying University or personal property, or any written material other than one’s own. 

• Removing information, mail, or property from mailboxes or lockers that are not one’s own. 

• Falsifying or defacing transcripts, evaluation forms, or other official documents. 

VI. Academic integrity. Unacceptable behavior includes (but is not limited to): 
• Cheating on an examination or other assignment 

• Unauthorized assistance on an examination or assignment 

• Unauthorized access to an examination 

• Plagiarism 

• Facilitation of cheating or plagiarism by another 

• Failure to report known instances of cheating 

• Falsifying clinical hours 

• Falsifying client records either through acts of omission or commission 

AMERICAN REGISTRY OF RADIOLOGIC TECHNOLOGISTS


CODE OF ETHICS
 1.
The radiologic technologist acts in a professional manner, responds to patient needs and supports colleagues and associates in providing quality patient care.

 2.
The radiologic technologist acts to advance the principal objective of the profession to provide services to humanity with full respect for the dignity of mankind.

 3.
The radiologic technologist delivers patient care and service unrestricted by the concerns of personal attributes or the nature of the disease or illness, and without discrimination, on the basis of sex, race, creed, religion, or socioeconomic status.

 4.
The radiologic technologist practices technology founded upon theoretical knowledge and concepts, uses equipment and accessories consistent with the purposes for which they were designed, and employs procedures and techniques appropriately.

 5.
The radiologic technologist assesses situations; exercises care, discretion, and judgment; assumes responsibility for professional decisions; and acts in the best interest of the patient. 
6. 
The radiologic technologist acts as an agent through observation and communication to obtain pertinent information for the physician to aid in the diagnosis and treatment of the patient and recognizes that interpretation and diagnosis are outside the scope of practice for the profession.
7. 
The radiologic technologist uses equipment and accessories, employs techniques and procedures, performs services in accordance with an accepted standard of practice, and demonstrates expertise in minimizing radiation exposure to the patient, self, and other members of the healthcare team. 
8. 
The radiologic technologist practices ethical conduct appropriate to the profession and protects the patient’s right to quality radiologic technology care. 
9. 
The radiologic technologist respects confidences entrusted in the course of professional practice, respects the patient’s right to privacy, and reveals confidential information only as required by law or to protect the welfare of the individual or the community. 
10. 
The radiologic technologist continually strives to improve knowledge and skills by participating in continuing education and professional activities, sharing knowledge with colleagues, and investigating new aspects of professional practice.
Excerpt from the ARRT® Standards of Ethics, published 2017.


INDIANA UNIVERSITY NORTHWEST

RADIOLOGIC SCIENCES
PROGRAM POLICIES AND PROCEDURES
The following policies and procedures have been developed by the Radiologic Sciences Programs at Indiana University Northwest.  The purpose of these policies and procedures is to:

1.
Maintain an efficient operation, which affords the highest quality medical care for the patient in the Radiology Department.
2.
Provide the student with the best possible educational environment.

3.
Provide a foundation for students on which they may develop characteristics essential for a professional member of a health care team.


RADIOLOGIC SCIENCES ACADEMIC POLICIES AND PROCEDURES

The following academic policies and procedures have been developed to insure that Radiologic Sciences  programs graduates demonstrate competencies in the cognitive, psychomotor and affective skills necessary of individuals who perform quality diagnostic radiologic procedures.

 I.
Admission Policies and Procedures

STANDARD I:  Pre and Co-requisite Coursework
Applicants for the Radiologic Sciences Programs must be high school graduates or the equivalent. They must apply and be admitted to Indiana University Northwest prior to or concurrent with the application for the Radiologic Sciences Programs.  Applicants must meet the academic standards for the College of Health and Human Services and must apply to the Program by January 15.  Applicants must complete the program's Math (M100 or higher) and written communication (W131) requirements with a ‘C’ (2.0) or better prior to beginning the professional coursework that begins each year in Summer Session II.  These requirements can be fulfilled during Summer I course work.  
In addition, specific college and/or high school courses that are recommended include Oral communication (S121), Psychology (P101 or P102), Human Anatomy and Physiology I and II (P261 and P262), and Medical Terminology (R185).  Specific grades in these courses are used as a part of the student’s admission profile number. Completing these courses in advance improves a student’s chance for admission into the Radiologic Sciences Programs.  If a student has not taken the college equivalent of the courses listed above, a high school transcript should be submitted with the application and will be reviewed for admission purpose. In order to qualify for admission or progression, the student must pass all general education requirements by the second completed attempt. If the student is not successful by the second completed attempt, he or she will not be eligible to apply for admission until 7 years have passed. 
Anatomy and Physiology I and II have a 7-year age limit between completion and time of admission.  Students may opt to take the course again or challenge the course by departmental examination.  In order to qualify for admission or progression, the student must pass this course by the second completed attempt.

STANDARD II:  Grade Requirements
To be considered for admission to the Radiologic Sciences Program, all applicants must:

Have a cumulative high school G.P.A. (excluding non-academic coursework) of 3.0 or higher on a 4.0 scale.


OR

Have a cumulative and last semester college G.P.A. (excluding developmental coursework) of 2.5 or higher on a 4.0 scale for ALL course work completed at Indiana University and/or any other college or university.  College G.P.A. will be utilized if the total number of credit hours equals or exceeds 12 and includes at least one math or science course.


STANDARD III: GPA Altering Policies
The student’s cumulative GPA for purposes of admission to the program will be based on all past academic courses taken at accredited colleges or universities. This admission GPA will exclude developmental coursework.
STANDARD IV: Credit by Examination

Applicants to the Radiologic Sciences programs who have received “credit by examination” in a course that meets a program prerequisite will be viewed as meeting this specified requirement.  Application of this policy for math/science prerequisites will be determined by the Radiologic Sciences Admission Committee.  Any “credit by examination” hours received by the student must be transferred onto the student’s university transcript before it can be considered as meeting a program’s admissions prerequisite.  Credit can be earned from a variety of sources.
STANDARD V:  Testing

No special testing procedures are utilized in the admission process; however SAT scores are utilized in the admission process for high school students who have less than 12 hours (excluding developmental courses) of college coursework.

STANDARD VI:  Professional Assessment in Radiologic Sciences
Applicants who meet the academic requirements for admission to the Program will complete Professional Assessment in Radiologic Sciences.  The assessment is used in the selection of students for admission. PARS will assess student's professional knowledge, as well as information related to Program policies and procedures as outlined in Handbook.  When the number of applications to the program far exceeds the number of applicants who can be admitted, the Admissions Committee reserves the right to limit the number of assessments administered to two times the number of positions available.
STANDARD VII: Technical Standards for Admission & Retention
Technical standards for admission and retention have been developed and are utilized by the Radiologic Sciences Programs.  These are sent to all applicants upon receipt of an application. Once admitted, students are expected to continue to meet these program standards. They are identified below:

Programs’ faculty have specified the following non-academic criteria (technical

standards) which all applicants and enrolled students are expected to meet in order to participate in the Programs and professional practice.
1. Observation: The applicant/student must be able to participate actively in all demonstrations,

laboratory exercises, and clinical experiences in the professional program component of the degree and to assess and comprehend the condition of all patients assigned to him or her for examination, diagnosis and treatment. Such observation and information usually requires the functional use of visual, auditory, and somatic sensations. 

2. Communications: The applicant/student must be able to communicate effectively and sensitively with patients in order to elicit information, describe changes in mood, activity and posture, assess nonverbal communications, and be able to effectively and efficiently transmit information to patients, fellow students, faculty and staff, and all members of the health care team. Communication skills include speaking, reading and writing, as well as the observation skills described above.
3. Motor: The applicant/student must have sufficient motor function to elicit information from patients by appropriate diagnostic or therapeutic maneuvers; be able to perform basic tests; possess all skills necessary to carry out diagnostic or therapeutic procedures; be able to interpret appropriate examinations and procedures, and be able to execute motor movements reasonably required to provide general care and emergency treatment to patients.
4. Intellectual/Conceptual, Integrative, and Quantitative Abilities: The applicant/student must be able to measure, calculate, reason, analyze, evaluate, and synthesize. Problem solving, the critical skill demanded of allied health practitioners, requires all of these intellectual abilities. In addition, the applicant/student must be able to comprehend three-dimensional relationships and understand the spatial relationships of structures. The applicant/student must have the capacity to perform these problem-solving skills in a timely fashion.
5. Behavioral and Social Attributes: The applicant/student must possess the emotional health required for full utilization of his or her intellectual abilities; the exercise of good judgment; the prompt completion of all responsibilities attendant to care of patients; and the development of mature, sensitive and effective relationships with patients and others. Applicants must also be able to tolerate taxing workloads, function effectively under stress, adapt to changing environments, display flexibility, and learn to function in the face of uncertainties inherent in clinical problems of many patients. Compassion, integrity, concern for others, commitment and motivation are personal qualities which each applicant/student should possess.
STANDARD VIII: Additional Requirements

Accepted students will need to meet the following additional requirements:

Health and Age Requirements- Students are required to show proof that they have met the immunization, physical examination and laboratory examination requirements for the Program as well as CPR certification.  Additionally, all students must be 18 years or older.  Specific information is provided to all accepted students prior to enrolling in clinical coursework.

Criminal History Check- A criminal history check is required prior to beginning clinical experience.  A positive background check may make a student ineligible for clinical course work, and therefore, for continuing in the program.

Drug Screening Policy- Students may be required to have a drug screen prior to attending clinical experience, or it may be required on demand, under certain situations in the clinical site.  A positive drug screen will result in removal from the clinical site and possible dismissal from the program.
STANDARD IX: Equal Opportunity/Affirmative Action Policy
Indiana University prohibits discrimination based on arbitrary consideration of such characteristics as age, color, disability, ethnicity, gender, marital status, national origin, race, religion, sexual orientation, or veteran status.

ADMISSION PROFILE NUMBER
Candidates are ranked according to a calculated Admission Profile Number developed by the Program Admission Committee.  The academic and interview profile numbers are combined to provide a TOTAL ADMISSION PROFILE NUMBER for each candidate.  80% of the total profile number is based on the student’s past academic record and 20% is based on the PARS assessment.
II.
Academic Standing

A.
Students in Good Standing
In order to be considered in good standing in the Radiologic Sciences Programs, the student must:

1. Maintain a grade-point average of "C" (2.0) or higher in both the semester and cumulative records.

2.
Complete all program "core" courses with a "C" (2.0) or better.

3.
Meet the program courses' co- and/or pre-requisites and Technical Standards.

B.
Probation
Students will be placed on academic probation when they fail to maintain a grade point average of "C" (2.0) in either the semester or cumulative records.  The probationary period will involve the semester following the one in which the student failed to maintain a "C" (2.0) grade-point average. Students who are on probation cannot be enrolled in  Radiologic Sciences coursework. 
C.
Dismissal
Students will be dismissed when they:

1. Fail to meet the program courses' co- and/or prerequisites and Technical Requirements.  Successful completion of pre- requisite “core” courses requires a grade of "C" (2.0) or better.
2. Fail to pass Anatomy and Physiology (P261 or P262) by the second completed attempt.
3. Fail to pass Anatomy and Physiology (P261 or P262) while in the program. Student will be dismissed and will not be considered for reinstatement until they are successful in passing the course. 
III.
Readmission
Students who have been dismissed or have elected to withdraw from the Radiologic sciences Programs at the end of the Summer semester of the 1st year may reapply for the succeeding school year.  If a student elects to reapply, application for admission must be taken into the immediately succeeding school year to avoid retaking the professional courses which were successfully completed.  Students will be expected to redemonstrate competency in previously successful program clinical coursework.  If the student's readmission is delayed beyond the immediately succeeding school year, they may be readmitted but must retake all professional courses previously completed.  Applicants for re-admission must submit an application for admission by the deadline date of January 15.  Applicants for readmission are reviewed equally with all other applicants and are therefore subject to competitive selection.  A student who has been dismissed by the school may not apply for readmission to the program unless a waiver has been requested and granted by the program.  Students, who have been provided a second opportunity through the readmission process, will not be considered for a third opportunity in the event of a second dismissal or withdrawal.

IV.
Reinstatement
Students who have been dismissed or have elected to withdraw from the Radiologic Sciences Programs after having successfully completed at least one semester of professional coursework, may request reinstatement for the succeeding school year.  To be considered for reinstatement, the student must be in good academic standing at the time of reinstatement.  This means that the student's cumulative G.P.A. must be 2.0 or above.

If a student elects to petition for reinstatement, the request must be made for the succeeding school year to avoid retaking professional courses which were previously completed.  Students will be expected to redemonstrate competency in previously successful program clinical coursework.  If students delay a request for reinstatement beyond the immediately succeeding school year, they are no longer eligible for reinstatement and must follow the readmission policies for re-entry into the program.  A student who has been dismissed by the school may not apply for reinstatement to the program unless a waiver has been requested and granted by the program.  Students, who have been provided a second opportunity through the reinstatement process, will not be considered for a third opportunity in the event of a second dismissal or withdrawal.

V.
Transfer Credit Policy
Acceptance of general education coursework credit from a regionally accredited college or university for transfer to Indiana University will be determined by the Office of Admissions.  All credit must carry a grade of "C" as a minimum to be accepted as transfer credit.
Acceptance of Radiologic Sciences coursework credit from a regionally accredited college or university for transfer to Indiana University will be determined by the Office of Admissions in collaboration with the program faculty.  All credit must carry a grade of "C" as a minimum for consideration as transfer credit.  The transfer credits will be validated and approved by the program faculty.

Individuals wishing to transfer Radiologic Sciences program coursework must meet the qualifications for admission to the program.  Application for admission must be taken into the immediately succeeding school year to avoid retaking the professional courses which were successfully completed.  The Radiologic Sciences Programs have established a competency-based clinical evaluation system and students will be expected to document competency in the clinical setting before being awarded clinical course credit. 

VI.
Special Credit Evaluation Process
For special credit to be awarded, students will be expected to meet the minimum requirements established for all students in the Radiologic Sciences Programs.  78% will be required to pass the challenge examinations for the didactic courses.  Clinical course minimum requirements are outlined in the Program’s Clinical Education Handbook and the applicable Clinical Course Syllabi.  The Radiologic Sciences Programs have established a competency-based clinical evaluation system and students will be expected to document competency in the clinical setting before being awarded clinical course credit.  The above information is subject to change without notice by the faculty of the Radiologic Sciences Programs.

VII.
Graduation
In order to graduate and receive the Associate of Science or Baccalaureate of Science Degree student must:

1.
Successfully complete all coursework required for the degree.

2.
Maintain a "C" (2.0) cumulative grade-point average.

ACADEMIC/CLINICAL POLICIES AND PROCEDURES

  I.
PROFESSIONAL ETHICS
Students in the Radiologic Sciences Programs are bound by the Code of Ethics for the profession, the college and by the Code of Student Rights, Responsibilities, and Conduct published by Indiana University.  Students should conduct themselves in a manner consistent with these codes during classroom hours as well as at the clinical affiliates. Student’s conduct should be conducive to inspiring the confidence of the faculty, departmental staff, and patients.

Failure to abide by the academic/clinical policies and procedures of the program and affiliate departments will result in disciplinary procedures as described in this handbook, and excerpted from the Code of Student Rights document.

A. Students are to be courteous, considerate, and tactful in dealing with instructors, staff, patients, physicians, fellow students, and other department and hospital personnel.  When students are asked to do a task, it is to be done without question, unless it is something very unreasonable. (The unreasonableness of the task will be evaluated by the Program Faculty.)
B. Honesty is an integral characteristic of a professional technologist.  Dishonesty regarding clinical activities, including clinical documentation, is unacceptable.

C. Students are expected to be present during their scheduled times and prepared to actively participate in the clinical experience process. All clinical experience is expected to be performed with appropriate staff supervision. Failure to abide by the program’s direct and indirect supervision policy, as outlined in detail in the Clinical Education Handbook and each clinical course syllabus, is unacceptable.
D. The clinical instructor is student’s direct supervisor at the clinical site.  Failure to cooperate with the professional direction and instruction provided by the clinical instructor or his/her designee is equivalent to insubordination and may result in academic sanctions for the clinical course.
E. Patients, hospital personnel, and faculty are to be addressed as:  Dr., Mr., Mrs., Miss, Ms., etc.  This is a professional courtesy.

F. Students  are to refrain from disturbing others with irrelevant noise, conversation or gossip in the classroom, department, or while walking through the halls of the hospital. Students should not congregate at semi-public areas, such as the patient reception area, either before, during, or after assigned clinical experience.  Patients awaiting radiologic procedures do not understand the presence of (apparently) idle technologists and may feel they are being kept waiting unnecessarily.

G. Discussion of subjects other than those pertaining to the patient's welfare and the application of the radiologic procedure must be held to a minimum in all areas and the utmost discretion should be used when patients or other non-hospital persons are present. 
H. Information regarding patients, health facilities, physicians, and personnel is strictly confidential and must never be discussed outside the clinical setting.  Any information obtained through working with health records is, by law, confidential.  Health information contains actual patient data and must never be removed from the facility, either in whole or part, nor photocopied for removal purposes.  Students must never disclose confidential information to anyone not directly concerned with the care of the patient.  This specifically includes friends and family members.  Any disclosure of information to persons other than those directly involved in the care of the patient would constitute a violation of the Right to Privacy Act.
The right of privacy is an inalienable right of all persons, and the student has an obligation to safeguard any confidential information about the patient, including the identity of the patient acquired from any source.  The student-patient relationship could be destroyed and the patient's welfare and reputation jeopardized by injudicious disclosure of information.  A breech of confidentiality may also expose the student, the hospital, and university to liability.  By signing that you understand the contents of this Handbook, you are agreeing to maintain the confidentiality of patient health information during your course of study in accordance with the standards for privacy of individually identifiable health information found in the Health Insurance Portability and Accountability Act of 1996 (HIPAA Privacy Rule). 

I. The student must assure quality radiologic care to all patients, i.e. as listed on the competency evaluation form objectives, assure patient safety at all times, and abide by the clinical site’s patient satisfaction standards.  After being assigned to a patient, the professional will follow through with the examination. Care should be taken to assure proper identification of all patient information and procedural data.
J. It is unethical to accept personal gifts or monetary gratuities from patients.

K. All clinical affiliates are smoke and vape free environments. Students are expected to abide by their specific clinical affiliate smoking policies.

L. Under no circumstances is it appropriate to be sleeping during clinical hours on hospital property.

M. It is unethical for students to request or perform procedures on themselves or family members without the written order of a physician. 

N. Electronic mobile devices such as a smart watch, cell phone, laptop, or music player are not permitted in the clinical setting. Students are not to receive personal phone calls, text messages, and emails or visitors, except in the case of an emergency situation.
O. The use of hospital phones, faxes, computers and copy machines for personal purposes is prohibited without prior approval.
P. Hospital equipment is costly and essential in providing services to patients.  Therefore, the student is expected to be careful while handling and operating any hospital equipment.

Q. Weapons, including pocketknives, are not permitted on hospital property.

R. Students are required to check their IUN e-mail accounts prior to the start of EACH clinical semester for information and directives from the faculty.  If a student does not come prepared for the first day of clinical experience, disciplinary action will be taken.  Students are also required to check their IUN e-mail and Canvas on a daily basis to assure they are staying informed about specific course requirements and expectations. 

S. Solicitations and distributions of any kind are not allowed during clinical hours or any time in patient care areas.

T. There will be no visiting of patients during clinical hours.
U. All incidents or injury involving a patient, technologist, or student, no matter how minor must be reported in accordance with department policy.
V. Students  will be assigned to a specific rotation, unless otherwise notified by the clinical instructor. Students will be expected to stay in their assigned area and not in another area for the purpose of visiting.  

W. In the absence of the clinical instructor, department protocol for verifying attendance must be followed.
II.
PROFESSIONAL APPEARANCE
A. All students are expected to present a clean, neat and professional appearance at all times and follow department dress code policies
1. Pants should be at an appropriate length to avoid dragging on the ground.  Students are expected to wear appropriate undergarments.  Ill-fitting clothing (too small or too large) does not contribute to a professional appearance and is not allowed.  A lab jacket can be worn over the scrub top.  A plain white turtleneck, mock turtleneck, crew or v-neck t-shirt (all can be short or long sleeve) and tank top can be worn under the tunic top only.  Thermal materials are not acceptable.  Female students can wear the male student’s tunic top.
Note:   If you have any doubts as to whether or not a uniform meets the program guidelines, please contact your clinical instructor or one of the clinical coordinators prior to wearing the item to the hospital.
2. Clean predominantly white or gray shoes with non-conductive soles with clean plain white socks/hose and meeting hospital guidelines must be worn.  Shoelaces must be white or gray, and should be washed frequently or replaced to maintain a clean professional appearance.  Sandals and clogs are not considered part of the professional uniform.
B. Wearing of jewelry should be kept to a minimum.  Extremes should be avoided.  It is recommended that a watch be worn.  Visible body piercing is to be limited to the ears.  If earrings are worn, they should be small and inconspicuous.  A maximum of three (3) earrings may be worn per ear (studs only).  Only one small gold or silver necklace may be worn, no bracelets, and no more than 1 ring per hand.  Tattoos must not be visible.
C. Cosmetics should be used with discretion.  If fingernail polish is worn, it must be kept in good repair.  The fingernails must be kept short in length for patient safety. No artificial nails or nail jewelry are allowed. If perfume is worn, it should be lightly scented since perfume can be objectionable to the patient.

D. Since students will be working occasionally in sterile fields, and because radiologic technologists must maintain aseptic conditions, long hair must be worn off the shoulders and held back in an inconspicuous manner.  Extreme hair styles or colors are not considered professional. Beards and mustaches must be kept well groomed; otherwise the student should be clean shaven.
E. Students are required to take all necessary care of personal hygiene.

F. Name badges are to be visibly worn AT ALL TIMES while at the clinical affiliate.  These are only to be worn during scheduled clinical time.

G. Gum chewing looks unprofessional and is not permitted.

III.
DEPENDABILITY
Students should report promptly on all assigned clinical days.  Absenteeism and tardiness are undesirable traits that are unfortunately very difficult to change and, therefore, must be kept to a minimum.
A.
Attendance
Regular attendance is an essential expectation of a registered technologist in order to provide quality patient care. Students are expected to report promptly and in good physical health for clinical experience on all scheduled clinical days.  If a student requests to leave early on a given clinical day, this will be recorded as a full absence, for the purpose of recording absenteeism.  Excessive absenteeism will result in point deductions from the clinical grade. 
For the purpose of attendance, an occurrence is defined as an uninterrupted absence from clinical experience. All time missed for an occurrence of absence, with the exception of the first day of the first occurrence, must be made up in the scheduled rotation (i.e., Saturdays and evening shifts) prior to the end of the semester.  All scheduling will be done at the discretion of the clinical instructors. Make-up clinical days will be scheduled in 4, 8, or 12-hour blocks of time, not to exceed a total of 12 hours on any given day. Make-up time cannot be scheduled on Sundays or holidays.  All program policies will apply to the scheduled make-up time. Requests for scheduled make-up time must be made in writing at least 24 hours in advance and, once scheduled, all program policies concerning absenteeism and tardiness will apply. 
1.  The following policies govern absenteeism for each individual clinical course:   

Instance 




Action
1st occurrence of absenteeism

Minor Infraction (no documentation,
within the semester


0 point deduction but reflected in professional skills grade)

The 2nd occurrence of absenteeism
Documented 1st Major Infraction
within the semester


(25 point deduction)

The 3rd occurrence of absenteeism
Documented 2nd Major Infraction
within the semester


(Additional 50 points deduction)
The 4th occurrence of absenteeism
Documented 3rd Major Infraction
within the semester


(Additional 150 point deduction)
2. Notification of absenteeism - When a student cannot attend clinical experience, he/she will be required to leave a message every day  for the clinical instructor at least one half hour in advance of the assigned clinical shift.  In addition, the department must be notified and the student should verify the name of the individual taking this message.  Failure to abide by this policy will result in disciplinary action. 
3. Communicable Illness- For the safety of the patient, as well as hospital personnel, any communicable illness should be immediately reported to the program faculty. The student may be sent home at the discretion of the program faculty or designee.

4. Extended Medical Absences - If a student is absent from clinical experience for 3 days or more, the reason for this extended absence must be reported to the clinical faculty in order to receive an accommodation for rescheduling the clinical time.  Reason for extended absenteeism can include such things as a surgery, trauma, back injuries, sprains, or a communicable disease, which could prevent the student from safely continuing with the program schedule, or endanger the patients or other individuals involved in the program.  If a student incurs an extended absence, the faculty will make every effort to accommodate the clinical schedule for the student, if possible.  In these instances, the student's schedule will be adjusted by the clinical faculty to reschedule the activities missed during the absence period.  The student must make up all missed clinical time/rotations.  This time must be made up in order to complete the concurrent clinical course, and prior to switching affiliates.  The student may receive an incomplete until all make-up time is completed.  Section III. D. outlines the student’s options for an extended absence. 
The Radiologic Sciences Programs must ensure that all students attending clinical are healthy and safe to participate in clinical education.  The faculty realize that because of the Program’s Clinical Attendance Policy, students may be tempted to return to clinical prematurely after a major illness or trauma, placing themselves and their patients at risk.  Accordingly, after any such event that could impede the student’s ability to participate in clinical education safely and to the fullest capacity, students must present a Medical Release to Return to Clinical Form signed by their healthcare provider before they will be allowed to return.  The signed form must indicate that the student has been given a full release with no restrictions. Instances where this form will be required include but are not limited to the following: 
· Surgery 
· Major illness requiring hospitalization 
· Emergency department visit 
· Fractures or other trauma 
· Injury requiring the use of a splint, cast or assistive device 
· Childbirth (vaginal or cesarean)
The form is available in Canvas and must be given to the Clinical Coordinator, who will notify the student’s clinical instructor that the student is released to return to clinical.  The form must be turned in at least one day prior to the scheduled clinical day. 
5. Non-medical absences - If an extended absence of 3 or more days is for reasons other than medical, it will be documented as additional occurrences of absenteeism, 1 occurrence for every 2 days of absence.

6. Court mandated or faculty-approved absences – If a student has a documented, court mandated appearance, or faculty-approved absence, the absence will not be counted as an occurrence, but all missed time will need to be made up prior to the end of the semester. Students will have the option to have the absence count as an occurrence, if they choose to do so.  Students should notify the clinical instructor in advance of the absence and provide appropriate documentation.

7. Bereavement - If students have the unfortunate experience of losing a member of the immediate family, they will be allowed up to two (2) clinical days off.  These 2 days will not count as an occurrence of absenteeism.  These are intended to be used to attend to the details of a funeral and/or to attend the funeral.  If a death should occur on scheduled days off, during a vacation period or during a holiday, no additional time may be added to the bereavement days to compensate for days off.  The immediate family is defined as spouse, child, parent, or sibling.  Verification of the relationship of the deceased to you, or proof of death, may be requested.  In the event of the death of a grandparent, in-law, or grandchild, the student will be allowed up to one (1) clinical day off, which will not count as an occurrence of absenteeism.  The same guidelines outlined for a death in the immediate family will also apply. No make-up time will be required for the bereavement days identified above.
If a student requests to attend a funeral of an extended family member (e.g. aunt or uncle), or a friend, the absence will not be counted as an occurrence, but all missed time will need to be made up prior to the end of the semester. Students will also have the option to have the absence count as an occurrence, if they choose to do so.  Students should notify the clinical instructor in advance of the absence and provide appropriate documentation.
8. Inclement Weather - Students need to sign up for campus closure notifications   through OneIU.edu. This information is also available on the IUN website, at www.iun.edu, or by calling the IUN campus at 1-800-437-5409.  Please note that all inclement weather tardies and absences will be reviewed by the faculty. If a student is unable to safely get to the clinical site because of inclement weather in his/her area, he/she will be required to notify the department at least one half hour in advance of the assigned clinical shift.  A message should be left for the clinical instructor.  The student should verify the name of the individual taking this message.
If the university officially closes due to inclement weather, clinical experience and/or classes are automatically canceled. Students will have the option of arriving at the regular start time or stay until the regular departure time when the university officially closes, if they feel they can do so safely and wish to participate in the entire day experience. If a student chooses to arrive at the scheduled start time, he/she should notify the clinical instructor of this decision 30 minutes in advance of the shift. 
When weather is bad, students should monitor the IUN website.  The University generally gives at least 1-2 hours of advanced notice for a partial closure. When there is a partial day closure of the university, the students will be expected to attend clinical experience for the partial day.  If the university opens late, the student will be expected to arrive at clinical by the designated opening time.  If during the day shift, the campus closes early, students will be dismissed at that time.  If the student decides it is not safe to travel to and from the clinical site on a partial attendance day, they can choose not to attend clinical for the entire day. Students must adhere to the proper call off policy, if they choose this option.  At that point, they will need to decide if they will make up the entire 8-hour shift, with no occurrence of absenteeism, or take an occurrence of absenteeism. Students must inform the clinical instructor of their decision on the next clinical day.
If the university closes for issues unrelated to weather, students are still expected to attend clinical.

9. Additional Clinical Experience - Students may choose to attend clinical in addition to those days scheduled according to the master clinical rotation plan.  These arrangements must be made directly with the clinical instructor and must be submitted in writing.  All scheduling is done at the discretion of the clinical instructor.  Additional clinical days will be scheduled in 4, 8, or 12-hour blocks of time, not to exceed a total of 12 hours on any given day.  All program policies will apply to the scheduled time.  Students will not be permitted to schedule clinical experience on Sundays or holidays.
10. Vacation/Holidays -The program follows the regular University schedule of semester breaks.  The Fall and Spring Semesters are 16 weeks in length, and the Summer Session between the 1st and 2nd year is combined into one 12 week session.
B.
Tardiness
The following policies govern tardiness for each individual clinical course:

Instance




Action
1st occurrence of tardiness within

Minor Infraction (no documentation)


the semester




 (0 point deduction but reflected in professional skills grade)

The 2nd occurrence of tardiness

Documented 1st Major Infraction 

within the semester



Infraction (25 point deduction)

The 3rd occurrence of tardiness

Documented 2nd Major Infraction
within the semester



Infraction (Additional 50 point deduction)

The 4th occurrence of tardiness

Documented 3rd Major Infraction
within the semester



(Additional 150 points deductions)
C.
Extended Absenteeism Policy
For absenteeism of a long duration, the student will have the following options:

OPTION 1
The student may continue in the program, but is expected to complete the enrolled course requirements prior to enrolling in the next semester coursework.  This is necessary because program courses are sequential, and prerequisite courses must be completed prior to the beginning of the next course.

OPTION 2
Students may request a leave of absence not to exceed one year, and either withdraw from, or attempt to complete the courses they are concurrently enrolled in.  There would be a place reserved for the student in the next accepted class, and it would not be necessary to submit another application for admission to the program.

OPTION 3
Students may request to withdraw from the Program for an indefinite period of time.  If they wish to be reinstated, they must submit a new application and compete for readmission to the Program.  Any previous coursework taken would be reevaluated at the time of readmission, to assure that competency has been maintained.
IV.
AMERICANS WITH DISABILITIES ACT
Indiana University is committed to creating a learning environment and academic community that promotes educational opportunities for all individuals, including those with disabilities. Course instructors are asked to make reasonable accommodations, upon request by the student or the university, for such disabilities. It is the responsibility of students with documented physical or learning disabilities seeking accommodation to notify their course instructors and the relevant campus office that deals with such cases in a timely manner concerning the need for such accommodation. Indiana University will make reasonable accommodations for access to programs, services, and facilities as outlined by applicable state and federal laws.

Campus support office:
Student Support Services, Hawthorn 239, 219-980-6798

Student Support Services http://www.iun.edu/student-support/
Students needing accommodations related to pregnancy or post-pregnancy-related parenting should also contact the campus support office.  Please refer to the contact information provided above.

The Radiologic Sciences Programs acknowledge and adhere to the Americans with Disabilities Act (ADA) of 1990.  It is the policy of the program to provide reasonable accommodations to qualified persons with documented disabilities who are students or applicants.  If you need assistance or accommodations to facilitate your participation in any aspects of the program, please contact the program director.  Educational opportunities will not be denied to any one because of the need to make reasonable accommodation to a person's documented disability.
V. SEXUAL HARRASSMENT/SEXUAL VIOLENCE
Harassment on the basis of sex is a violation of federal and state law. Indiana University does not tolerate sexual harassment of its faculty, staff, or students. Individuals who believe they are victims of sexual harassment or sexual violence (including domestic abuse) as well as those who believe they have observed sexual harassment, are strongly urged to report such incidents promptly. Indiana University will investigate every sexual harassment complaint in a timely manner and, when there is a finding of sexual harassment, take corrective action to stop the harassment and prevent the misconduct from recurring. The severity of the corrective action, up to and including discharge or expulsion of the offender, will depend on the circumstances of the particular case. When a faculty member is made aware of a sexual harassment circumstance whether it has taken place on or off campus, it is the faculty’s responsibility to immediately report this to the Affirmative Action Officer on campus in order to assist the victim. Resources can be found at http://stopsexualviolence.iu.edu/ 
What you should know about sexual misconduct: IU does not tolerate acts of sexual misconduct, including sexual harassment and all forms of sexual violence. If you have experienced sexual misconduct, or know someone who has, the University can help. It is important to know that federal regulations and University policy require faculty to promptly report complaints of potential sexual misconduct known to them to their campus Deputy Title IX Coordinator(s) to ensure that appropriate measures are taken and resources are made available. The University will work with you to protect your privacy by sharing information with only those that need to know to ensure the University can respond and assist. If you are seeking help and would like to speak to someone confidentially, you can make an appointment with a Mental Health Counselor on campus (contact information available at http://stopsexualviolence.iu.edu/employee/confidential.html). Find more information about sexual violence, including campus and community resources at http://stopsexualviolence.iu.edu/.
VI.
COUNSELING SERVICES
Indiana University Northwest offers Counseling Services to all full and part time students. The Counseling Center provides students access to a wide range of treatment modalities and referrals to outside resources as needed. Many students face normal developmental concerns as well as personal and academic pressures during their college experience and find that it is helpful to discuss these issues in a supportive, professional and confidential environment. Often, personal problems such as anxiety, depression, and lack of coping skills (to name a few) may present and hinder academic growth and success. Students who recognize these problems may use the Counseling Center to learn and/or enhance skills to deal more effectively with problems that may be interfering with academic success and personal well-being. 
Information about the Counseling Services can be found at http://www.iun.edu/counseling-services/index.htm.
The Counseling Services phone number is 219-980-6741.

VII.
OUTSIDE EMPLOYMENT
Outside jobs must not interfere with the proper sequence of clinical or didactic education.  Students must establish work-time periods that will not conflict with their clinical experience or didactic course attendance.

VIII.
TRANSPORTATION
Students must provide their own transportation to and from the University and the clinical affiliates.

IX.
HEALTH INSURANCE
All students in the Radiologic Sciences Programs are required to have health insurance and may need to document this at any time to the clinical affiliate.  This insurance may be provided through an existing family plan or through an individual student plan.  Student plans are available through the Registrar’s Office. The student is responsible for any health costs incurred at the clinical site.  This policy pertains to student illness, injuries, or accidents that may or may not occur on clinical time.
X.
REQUIRED DOCUMENTATION FOR CLINICAL EXPERIENCE
Students will not be permitted in the clinical affiliate without the required documentation on file that is detailed below. The cost of meeting these requirements will be incurred by the student.   Information concerning these documents is provided with the student’s letter of acceptance into the program and during the initial program orientation meeting. This documentation will be provided to clinical affiliates.
A.  HEALTH REQUIREMENTS
All students are responsible for demonstrating evidence of good health without restrictions in order to participate in hands-on clinical experience. This involves a physical examination, an up to date immunization/titer record, and a two-step TB test.  In addition, documentation of an annual TB test is required between the first and second year of the program. 
B.  NATIONAL CRIMINAL HISTORY CHECK
Students are required to submit a national criminal history background check that is generated by castlebranch.com annually.  A student’s past criminal history may impact his or her admission status, program continuation, and/or affect ability to obtain national and state licensing credentials. Students are required to complete the Student Legal Disclosure Form prior to beginning the program.
C. DRUG SCREENING POLICY 

Students may be required to have a drug screen prior to attending clinical experience, or it may be required on demand under certain situations in the clinical site.  A positive drug screen will result in removal from the clinical site and possible dismissal from the program.
D. BASIC LIFE SUPPORT FOR HEALTHCARE PROVIDERS (CPR)
Students are required to successfully complete the Basic Life Support for Healthcare Providers course by the American Heart Association.  This is required before beginning the student’s first clinical course. Students must provide a copy of their CPR card to their clinical instructor to be kept in their clinical file.
XI.
DRUG FREE POLICY FOR CHHS STUDENTS
All Indiana University Northwest College of Health and Human Services (CHHS) students are expected to adhere to the university’s Drug-Free Campus Policy for Students while on campus and in all school-sponsored activities, including off-site clinical assignments and placements in health care facilities, hospitals, or any other location. Students are also advised they are subject to all applicable facility policies prohibiting the use of drugs, alcohol, or other prohibited substances while engaged in clinical assignments and placements, including pre-placement or for-cause drug testing policies. Any student found violating a university or facility policy on the use of substances while on a clinical assignment or placement shall be subject to appropriate corrective or disciplinary action, up to and including removal from the clinical placement as well as dismissal from Indiana University Northwest. In case of a violation of this policy, students are further advised that Indiana University Northwest College of Health and Human Services lacks control over and cannot guarantee the placement of any student in any clinical facility at any time, and therefore it makes no guarantee that a student will be able to satisfactorily complete all necessary prerequisites for graduation or licensure.  Students will receive information about specific agency policies that require pre-placement testing.
XII.
SOCIAL MEDIA POLICY FOR CHHS STUDENTS

The CHHS recognizes and respects students’ first amendment rights to speak out about issues they deem important.  This is an especially important right at a university, where diversity of thought and constructive criticism and feedback are valuable in maintaining quality and relevance.  However, because of the nature of the health and human services professions and the intimate nature of their practitioners’ relationships with the public, certain conduct is the antithesis of behavior required to practice in those professions.  While constructive feedback regarding policies or practices in the CHHS and the university are allowable and even encouraged, public comments, pictures, or depictions that are meant to degrade or humiliate another, or undermine the public trust in a profession for no legitimate purpose are considered unprofessional and unacceptable.  Likewise, comments, pictures, or depictions that invade the privacy of patients or colleagues, or that undermine their dignity are unprofessional, unacceptable and in some cases, illegal.  It is within this context that the following social media policy has been created.

 

Professionalism and the Use of Social Media Postings within social network sites are subject to the same professional standards as any other personal interactions. The permanence and written nature of these postings make them more subject to scrutiny than most other forms of communication. The description of professional behavior can be found in the CHHS Code of Professional Ethics and Conduct (http://www.iun.edu/chhs/policies-procedures.htm), which is signed by all students. Student conduct is also governed by the Indiana University Code of Student Rights, Responsibilities, and Conduct (http://www.iu.edu/~code/code/index.shtml). Students are subject to disciplinary actions within the college for comments and pictures that are either unprofessional or violate patient privacy.  Excerpting from the CHHS Code of Professional Ethics and Conduct, “The IU Northwest CHHS reserves the right to initiate action and impose sanctions for any conduct that…is determined to be a violation of the Code, regardless of whether the violation occurs on or off the premises of the school, or at field placement sites.”
    
Definitions
· Social networking site: spaces in the internet where users can create a profile and connect that profile to others (individuals or entities) to create a personal network including, but not limited to Facebook, LinkedIn, Twitter, Instagram, Snapchat, etc.  
· Weblog: a website, usually in the form of an online journal, maintained by an individual with regular commentary on any number of subjects. Can incorporate text, audio, video clips, and any other types of media. 
XIII.
AMERICAN REGISTRY OF RADIOLOGIC TECHNOLOGISTS
Upon successful completion of the Program requirements, the student is eligible to write the Examination of the American Registry of Radiologic Technologists (ARRT).

Eligibility for Certification

Candidates for certification by the ARRT must meet the ethics, education, and examination requirements as described in the ARRT Rules and Regulations and must agree to comply ARRT Rules and Regulations and the ARRT Standards of Ethics.  These documents are all available on the ARRT website at www.arrt.org and we recommend that you review these rules prior to beginning the program.
Specifically, the Rules of Ethics are standards of minimally acceptable professional conduct for all presently Registered Technologists and applicants.  The Rules of Ethics are intended to promote the protection, safety and comfort of patients.  Registered Technologists and applicants engaging in any of the conduct or activities noted in the Rules of Ethics, or who permit the occurrence of said conduct or activities with respect to them, have violated the Rules of Ethics and are subjected to sanctions as described.  One issue addressed by the Rules of Ethics is the conviction of a crime, including a felony, a gross misdemeanor, or a misdemeanor with the sole exception of speeding and parking violations.  All alcohol and/or drug related violations must be reported.  Conviction as used in this provision includes a criminal proceeding where a finding or verdict of guilt is made or returned but the adjudication of guilt is either withheld or not entered, or a criminal proceeding where the individual enters a plea of guilty or nolo contendere.  Convictions which have been expunged must be reported.  All potential violations must be investigated by the ARRT in order to determine eligibility.  Those who do not comply with the Rules of Ethics must supply a written explanation, including court documentation of the charges, with the application for examination.  
Individuals who have violated the Rules of Ethics may file a pre-application with the ARRT in order to obtain a ruling of the impact on their eligibility for examination.  The individual may submit the pre-application at any time either before or after entry into an accredited educational program.  This process may enable the individual to avoid the delays in processing the application for examination which is made at the time of graduation.  The pre-application is not contained in this Handbook and must be requested directly from the ARRT.  Submission of a pre-application does not waive the application for examination, the examination fee, the application deadline or any of the other application procedures.  Students who believe they may have violated the ARRT Standards of Ethics are encouraged to submit a pre-application to the ARRT for evaluation.
ACADEMIC/CLINICAL POLICIES AND PROCEDURES

DISCIPLINARY PROCESS

Each student is required to abide by the policies and procedures outlined in the following:

1. Indiana University Northwest Bulletin at http://www.iun.edu/bulletin/
2. Indiana University Code of Student Rights, Responsibilities, and Conduct at http://www.iu.edu/~code/code/
3. College of Health and Human Services Code of Professional Conduct at 

http://www.iun.edu/chhs/policies-procedures.htm
4. 
Radiologic Sciences Programs Student Handbook
5.
Affiliate Hospital Policy Manuals provided at the clinical affiliate.
Students in the Radiologic Sciences Program may be sanctioned for the following reasons:

1. Failure to comply with the policies and procedures of the University, College of Health and Human Services, Program, and/or affiliate hospital.

2. Failure to abide by the Code of Student Rights, Responsibilities, and Conduct.
STUDENT DISCIPLINARY PROCEDURES AND PROCESSES
The Indiana University procedures for imposing academic and disciplinary sanctions are designed to provide students with the guarantees of due process and procedural fairness, to ensure equal protection for all students, and to provide for the imposition of similar sanctions for similar acts of misconduct.  At the same time, the procedures reflect the need to be concerned about the individual student involved in a particular case.  The procedures therefore provide that the imposition of disciplinary sanctions must also be based upon a consideration of all of the circumstances in a particular case, including a student’s prior record or misconduct, if any.

I.
DOCUMENTED INFRACTIONS FOR ACADEMIC OR PERSONAL MISCONDUCT
A.
Documented Minor Infraction
For minor infractions of the program's academic/clinical policies and procedures, the program faculty member will talk to students, remind them of the correct behavior, and answer questions which the student may have about the incident.  Documentation of the discussion will be made by the program faculty within 2 weeks, signed by the student, and placed in the student's clinical file. Minor infractions have no course point deductions, but are reflected in the professional skills grade.
B.
Documented - Major Infraction
For more serious infractions of the program's academic/clinical policies and procedures, the incident will be discussed with the student and documentation of the event will be made by the program faculty member within 2 weeks, signed by the student, and placed in the student's file. For major infractions other than attendance, the student will be required to turn in a one-page reflection paper that outlines the violation of Program policies, procedures, and/or Code of Ethics on the next clinical day. Repetition of a minor infraction is considered a major infraction and results in points deducted from the clinical grade as outlined below. Each disciplinary action carries through for the duration of the program.

Instance




Action
1st Major Infraction


    
25 point deduction


2nd Major Infraction
 


Additional 50 point deduction
 3rd Major Infraction 



Additional 150 point deduction
 4th Major Infraction



Additional 300 point deduction/






Program Dismissal

II.
IMMEDIATE REMOVAL FROM A CLINICAL AFFILIATE/PROGRAM DISMISSAL
Serious incidents such as those involving a threat to patient safety, personal misconduct, harassment, neglect of duty, gross insubordination, the disclosure of confidential information, falsifying student or hospital records, cheating, theft of property, willful damage to hospital or University property, intoxication or being under the influence of drugs or alcohol during clinical or class hours, or possession of a dangerous weapon may result in immediate removal from a clinical affiliate with an appropriate sanction, including possible program dismissal.  Documentation of the serious incident will occur immediately by the program faculty and the Program Director will be notified.  The faculty also reserves the right to dismiss any student whose integrity, health, or conduct is in conflict with the ethical standards of the profession.

III.
CAMPUS DISCIPLINARY PROCEDURE FOR ACADEMIC OR PERSONAL MISCONDUCT
Procedures at IUN for implementing the IU Code of Student Rights, Responsibilities and Conduct can be found at http://www.iu.edu/~code/northwest/index.shtml . Students should contact the Office of the Vice Chancellor for Student Affairs for a complete explanation of the disciplinary procedures and the specific timetables for the steps in the Appeal Process of Academic or Personal Misconduct. The campus also has a process for filing a complaint if a student feels he/she has been treated unfairly. The form for filing can be found at https://www.iun.edu/student-affairs/forms/student-complaint-form.htm 
IV.
CHHS DISCIPLINARY PROCEDURE FOR VIOLATIONS OF PROFESSIONAL ETHICS OR CONDUCT

Procedures for the college of Health and Human Services Disciplinary Review and Appeals Process for Violation of Professional Ethics or Conduct can be found at http://www.iun.edu/chhs/docs/CHHS-Disciplinary-and-Appeals-Process.pdf.
V.
RIGHTS TO APPEAL
A student has the right to appeal any of the following decisions concerning an alleged act of academic or personal misconduct:

1.
The faculty member’s decision that the student committed the act of misconduct.

2.
The faculty member’s decision to impose a particular academic sanction.

3.
The decision of the Dean to impose an additional sanction.
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