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PREFACE 

 
This handbook has been developed to provide faculty with information, which, when 
used in conjunction with the Student Handbook, Student Catalog, and Policy Manual 

will provide an understanding of the operations of the Nursing Department at the 
Maine College of Health Professions. 

 

Faculty members are responsible for familiarizing themselves with the contents of 
this manual, the policy manual, student handbook, and school catalog. Individual 

understanding of the contents of this manual should promote greater uniformity of 
purpose among all members of the organization. 

 

The Purpose of the Nursing Faculty Handbook is to provide information about: 

 
• the rights, privileges and responsibilities of the members of the nursing 

faculty; 

• the structure of the organization which fosters communication among 
nursing faculty; 

• methods for interacting with colleagues at MCHP, with affiliating agencies, 
with colleagues from other educational institutions and with other nursing 

colleagues on local, state and national levels; 

• becoming an integral member of the organizational base for conducting 
the nursing program(s) at MCHP; 

• the policies and procedures pertaining to faculty recruitment, promotion 
and retention; student admission, advancement and graduation; curricula 
planning, implementation and evaluation; ongoing evaluation of 

resources, facilities and services; and any other matters of faculty 
business. 

• the importance of supports nursing research and community service; 

• the review and interpretation of community health needs and relevant 
societal trends for implementation into the curriculum; 

• the policies and procedures for: 

✓ methodical review and revision of the curriculum; 

✓ ongoing review and revision of learning resources; 

✓ systematic review and revision of policies; 

✓ recruitment, selection, and advance placement of students; 

✓ recruitment and selection of faculty; 
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INTRODUCTION 

 
The Maine College of Health Professions (MCHP) was established in 1891 as a 
diploma-granting institution and was named the Central Maine General Hospital 

Training School. After several intervening changes, July 1, 2014 marked the 
adoption of the college’s current name. 

 

In 2007, MCHP was granted initial accreditation by the Commission on Institutions 
of Higher Education of the New England Association of Schools and Colleges. In 

2010, The Clark F. Miller School of Radiologic Technology, which was established at 
Central Maine General Hospital in 1949 as the first Radiologic Technology program 
in Maine, became part of MCHP. In 2010, the college also admitted its first students 

in the Computed Tomography (CT) certificate program. 

 

Today, MCHP offers Associate of Science degree programs in Nursing, Health 

Sciences, and in Radiologic Technology. There are certificate programs in Practical 
Nursing, Medical Assisting, Nursing Assistant, and Computed Tomography. General 
education courses are offered in Humanities, Science, Math, English, and Social 

Science. 

 
The anticipated fall 2019 enrollment is 219, with 172 nursing students, 40 
radiologic technology students, 7 computed tomography students, and an average 

yearly medical assisting student enrollment of 16. MCHP is one of the largest 
nursing and radiologic technology programs in Maine, with average annual 

graduation numbers of 45 nursing students and 20 radiologic technology students 
over the past five years. 

 

The Maine College of Health Professions is in the industrial, urban community of the 

twin cities, Lewiston and Auburn, in Androscoggin County, Maine. As the second 
largest metropolitan area in the state, Lewiston-Auburn has a population of nearly 

65,000 and Androscoggin County has a population of nearly 107,609 according to 
2018 Census data. According to the Census 2018 data, most of the population is 
white (91.32%), with women constituting 52.08% of this group. The major ethnic 

group in the community is Franco-American, with the largest concentration of 
French-speaking people in the state. The median household income for 

Androscoggin County from the Census 2018 data is $48,286 with an unemployment 
rate of 3.4%. 

 
Approximately 95% of the students that attend the MCHP are white. With the 

arrival of a significant refugee population from a variety of African countries, the 
college is seeing an increase in the number of applicants to the program. The 
mean age of those attending the MCHP is approximately 34 and they are 

predominantly female. The representation of race in the nursing program is 
consistent with the racial mix of the county and state. 
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Mission Statement 

The Maine College of Health Professions enriches lives through offering outstanding 
education in the health professions, inspiring student success, and lifelong learning. 

We emphasize interpersonal, interprofessional, and community collaboration, and 
we prioritize excellence in patient care, student learning, and scholarship. 

 

Vision Statement 

The Maine College of Health Professions will be the college of choice in providing 
exceptional health professions education in the State of Maine and beyond. We will 

be known for our individualized educational approach that prioritizes student 
support and success. Our graduates will be recognized as leaders in their 
profession, improving the health and well-being of our communities. 

 

Purposes 

The primary purpose of the Maine College of Health Professions is to graduate 

educated individuals in the healthcare sciences to serve the people of Maine. The 
RN to BSN program is consistent with this mission. Indeed, a significant impetus 
for offering the proposed program is to enable MCHP to better fulfill its existing 

mission. 
 

THE NURSING DEPARTMENT 

 

Purpose and Mission 

The Nursing Department at MCHP is committed to: enhancing the quality of life in 
the community; providing career education in a most effective and efficient 

manner; expanding an individual’s intellectual skills; kindling an ongoing desire to 
learn; strengthening one’s capacity to reason and to solve everyday problems of 

living; and making mature decisions relating to current issues in a rapidly changing 
social system. 

 
The purpose of the Maine College of Health Professions Nursing Department is to 

provide programs in nursing education to prepare students to qualify for a 
Certificate in Practical Nursing, Associate Degree in the Applied Science of Nursing, 
and to be eligible for licensure respectively as Licensed Practical Nurses or 

Registered Nurses. The College also offers an RN-BSN Program; a post-licensure 
program that prepares nurse generalists to be providers, designers, leaders, 

managers, and coordinators of care as well as accountable members of the nursing 
profession 

 

Philosophy 

The philosophy of the nursing faculty is based on the belief that a society sustains 
itself with an educated citizenry capable of influencing its destiny in a responsible 
manner. Education is designed to promote individual growth and freedom of choice. 

Thus, we believe that at least two years of education beyond high school level is 
essential. We also believe that students should be assured of an opportunity to 

expand their perspective. General education courses taken at MCHP and/or 
regionally accredited colleges and universities, provide a milieu for diversity and 
choice which increases the students’ opportunity for growth and self-development. 
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Formal education provides an opportunity for individuals to develop problem solving 
skills. 

 
MCHP is an educational system that promotes seamless academic progression. 
After students complete the Licensed Practical Nurse Program, they have the 

opportunity to apply for the Bridge Program. The RN-Bridge is a unique program for 
LPN’s, Paramedics, and other qualified healthcare professionals to earn an Associate 
Degree in Nursing (ADN) and become eligible to sit for the NCLEX-RN in one year. 

After earning an ADN, students can apply for the post-licensure RN-BSN Program. 
 

Person: 

We believe that human life is valuable, that people are important and deserve 
respect. People are holistic beings – unique individuals, developing according to a 

defined pattern. In addition, individuals are biopsychosocial beings with specific 
hierarchical needs which, if not met, have predictable patterns of response. Health 

and illness are individual perceptions which are influenced by a person’s culture, 
experiences and values. 

 
Individuals are potentially autonomous and have certain rights, responsibilities and 

choices. Therefore, we believe that individuals have the right to know and to make 
choices regarding their health-related activities. We believe that social 
responsibilities and individual worth are the ultimate products of humanistic 

philosophy. 

 

Nursing: 

Nursing is a helping profession concerned with meeting the needs of individuals and 
groups who are healthy or ill. Nursing by its nature means care. It is directed 

toward health promotion, restoration of health and provision of comfort when 
restoration of health is no longer possible. Nursing is concerned with the quality of 

life and the quality of health care for all individuals regardless of their values and 
beliefs. Nursing is directed toward nurturing growth, recovery, health and 
protection for individuals and groups. 

 

Education: 

Education is the action or process of acquiring knowledge and developing skills. 
Formal education is a series of planned learning experiences designed to provide 
opportunities for the acquisition of new knowledge to change behavior and meet 

program objectives. The educational process provides opportunities for students to 
develop living skills. Informal education occurs as a result of life experiences and 
should be recognized and incorporated into their continuing education. 

 

General Education: 

The faculty members believe that general education is an essential concept of life- 
long learning. We believe that our program’s general education requirement 
provides the student with academic diversity, expansion of both creative and critical 

thought processes, and opportunity for personal and intellectual growth. Pursuit of 
general education creates an atmosphere of intellectual exchange which ultimately 

affects society as a whole through application of biopsychological sciences and 
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humanities principles. Furthermore, we as a faculty believe that general education 
provides an established foundation for the pursuit of higher education facilitating 

the adult learner’s diverse educational goals. 
 

Nursing Education: 

Nursing education is a process of formal education by which the student acquires 
the specialized theories and concepts necessary for the specific level of practice. A 

curriculum in nursing education should facilitate integration and application of this 
knowledge. This education provides an opportunity for a student to learn the roles, 
functions, and skills of nurses. 

 

The faculty members believe the educational preparation of the nurse determines 
the scope of practice. An increasing awareness of the needs of previously neglected 

groups in society demand that practitioners have different functions and 
responsibilities. Technological advances, health care policies, and alterations in 
population distribution prompt changes in the health care needs of the nation. 

 

Teaching/Learning Process: 

The teaching/learning process is a purposeful, goal-directed interactive process 
between the instructor, the student and the environment. Positive learning from 
one situation to another can be facilitated when the situation is similar to the 
learner’s earlier experience. The student, with faculty support and guidance, 

pursues, integrates and evaluates knowledge using a problem-solving process. We 
believe that students should be active participants in their own learning and should 

have opportunities for self-evaluation as well as for evaluation by faculty. 

 
In their role as facilitator of student learning, the faculty endorses the principles of 

adult education. Learning occurs best when a problem, need or desire causes an 
increase in learner energy or motivation and is enhanced by the individual'’ active 

involvement in the experience. The development of positive attitudes and 
eagerness to learn is facilitated by positive feedback which builds confidence and 
develops self-esteem. The faculty creates a learning environment which guides 

students toward assuming increased responsibility for identification and 
achievement of goals. 

 

The Curriculum for the Associate Degree in Nursing is developed according to 

Brenner’s Professional Advancement Model, (Theory of Novice to Expert). The same 
content will be covered (with the inclusion of identified content gaps). The course 
begins with a review of the material covered in NUR 130. Reviewing major concepts 

reveals knowledge and content gaps. These knowledge deficits and content gaps 
are then addressed immediately. The instructor utilizes tenets from the Nursing 

Process (ADPIE) to assess the content areas that need to be reinforced prior to 
moving forward to more complex ideas. More specifically, knowledge is assessed, 
gaps are diagnosed, a plan to address the problem areas is developed, 

interventions are made and again knowledge is evaluated. 
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Nursing Theory 

Professional Advancement Model (From Novice to Expert) 
By Patricia Sawyer Benner 

 
The nursing curriculum is developed and structured according to Benner’s 
Professional Advancement Model, (Theory of Novice to Expert). The Professional 

Advancement Model proposes five levels of nursing experience. They include 
novice, advanced beginner, competent, proficient, and expert. 

 
The different levels of skills reflect changes in different aspects of skilled 
performance such as movement from relying on abstract principles to using past 

concrete experiences to guide actions; change in learner’s perception of situations 
as whole parts rather than in separate pieces; and passage from a detached 

observer to an involved performer, no longer outside the situation but now actively 
engaged in participation. 

 
The conceptual framework for the nursing program is the Nursing Process. The 

knowledge related to content areas is regularly assessed. Content gaps and 
knowledge deficits are identified, and critical information is reinforced prior to 
moving forward to more complex ideas. More specifically, knowledge is formatively 

assessed throughout the program, gaps are identified and analyzed, strategies are 
used to address the problem areas, and interventions are made to facilitate 

learning. Once new strategies are implemented, there is an evaluation of whether 
the desired outcomes have been met. This process is repeated as students’ 
progress through the stages of learning. The completion of the program includes a 

summative evaluation, which is measured through scores on the HESI exit 
examination. 

 
Conceptual Framework 

Nursing Process 
 

Assessment 

This phase consists of establishing a database by gathering objective and subjective 
client data and confirming the data. The nurse collects information relative to the client, 
verifies the data, and communicates the assessment data to relevant members of the 
health care team. 
Diagnosis/Analysis 

This phase consists of the identification of client health care needs and/or problems based 

on an interpretation of assessment data. The nurse then formulates nursing diagnosis, 
and communicates the analysis findings to relevant members of the health care team. 
Planning 

This phase consists of setting goals for meeting client needs and designing strategies to 

achieve expected client outcomes. The nurse determines the expected client outcomes, 
develops and modifies the plan of care, formulates outcome criteria, and communicates 

the plan of care to relevant members of the health care team. 
Implementation 

This phase consists of initiating and/or completing actions in order to accomplish the 
defined goals of care. The nurse organizes, manages and provides care to accomplish 

expected client outcomes, and communicates nursing interventions to relevant members 
of the health care team. 
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Evaluation 

This phase consists of determining whether or not the client outcomes have been 
achieved and interventions have been successful. The nurse compares the actual 

outcomes with expected outcomes of care and communicates the client responses to 
interventions and/or teaching. 

 
Program Outcomes 

By the end of the nursing program, the graduate will be prepared to: 

 
1. Apply sound clinical judgment to provide high quality, safe, compassionate, patient-

centered care across the lifespan. 

2. Communicate therapeutically with clients, families, and healthcare team members to 
assist in the achievement of desired healthcare outcomes. 

3. Educate culturally diverse patients and the community about health promotion, disease 
prevention, illness management, and adaptation 

4. Operate effectively across healthcare disciplines and within the context of a  healthcare 

system. 
5. Demonstrate professional nursing attributes and accountability. 

6. Integrate evidence-based information and technology to communicate, manage 
knowledge, mitigate error, and support decision making. 

 
Examples of courses building upon one another to achieve desired 
outcomes. 

 

NUR 130 is the first medical/surgical nursing course. Building on NUR 110, NUR 120 
and NUR 115 this course provides for the acquisition of basic medical/surgical 
nursing theory, as well as application of mental health concepts, communication, 

collaboration, caring, and critical thinking/clinical reasoning necessary for safe, 
patient-centered care to a developmentally and culturally diverse adult patient 

population experiencing various medical/surgical interventions. Incorporates 
evidence-based practice, quality improvement, professional standards, and legal 
and ethical responsibilities of the nurse. Application of knowledge and skills occurs 

in the nursing skills laboratory and a variety of clinical settings. 
 

NUR 221 builds on NUR 130 focusing on advanced concepts of nursing applied to 
care of patients with high acuity medical/surgical conditions. Builds on 
medical/surgical nursing theory, mental health concepts, communication, 

collaboration, caring, and critical thinking/clinical reasoning necessary for safe, 
patient-centered nursing care to developmentally and culturally diverse adult 

patients. This course incorporates evidence-based practice, quality improvement, 
professional standards, and legal and ethical responsibilities of the professional 
nurse as applied in a variety of healthcare settings. Application of knowledge and 

skills occurs in the nursing skills laboratory and in a variety of clinical settings. 
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Example of Course Mapping with Course Objectives and End-of-Program Student 

 Learning Outcomes.  
 

1st Semester 
Course Objective 

4th Semester 
Course Objective 

End-of-Program Student 
Learning Outcome 

Identify the 

components of 
effective and 

ineffective 
communication. 

Examine the differences 
between effective and 

ineffective 
communication during 

interactions with 
patients, family, and 
other healthcare 

providers. 

Utilize effective 
communication in interactions 

with patients, family, and 
other healthcare providers. 

List the various 

components of 
patient-centered 

care. 

Compare and contrast 

the components of 
patient-centered care in 

a variety of health care 
settings. 

Utilize comprehensive and 

accurate assessment, 
knowledge, and concepts of 
evidence-based practice and 

critical thinking to provide 
effective patient-centered 

care for diverse patients 
throughout the lifespan 
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SECTION 2 
 

FACULTY RIGHTS & RESPONSIBILITIES 
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Statement of Faculty Rights and Responsibilities 

 
Recognizing that the mission of the School is teaching and community service, the 
following will be given consideration in each faculty’s appointment: 

 

• a thorough and proper orientation; 
 

• teaching assignments according to academic, clinical and work experience 
qualifications; 

 
• a workload that allows sufficient time to meet the teaching demands and 

expectations placed on the faculty member, as well as time for attendance 
at committee meetings, professional activities and community service; 

 
• a method of evaluation as an instructor of students and as a professional. 

 

Recognizing that the faculty provides the link between the curriculum and the 

students, the following are responsibilities which assist in developing an efficient and 
effective educational atmosphere: 

 
• provide effective instruction; 

 

• serve as student academic advisor; 
 

• nurture a democratic classroom; 
 

• encourage use of problem-solving skills, including critical thinking, in 
students; 

 
• inspire student self-expression; 

 

• explore and utilize community resources for instructional purposes; 
 

• maintain professional competency; 
 

• participate in local, state and national professional organizations; 
 

• strive toward meeting the mission of the School; 

 

• pursue community service and scholarly endeavors. 
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Nursing Faculty 

 
The Dean of Nursing is responsible for the selection of faculty qualified to plan, 
implement, and evaluate a curriculum to provide the necessary learning 

experiences. The Dean delegates the responsibility to plan, implement, and 
evaluate the curriculum in nursing education for the MCHP nursing programs to the 
assistant dean, directors, program coordinators, fulltime faculty, and adjunct 

faculty. 
 

Faculty Meetings 
 

• The Dean of Nursing shall chair all faculty meetings. In her absence, the 
Assistant Dean will conduct the meetings. 

 
• The Dean of Nursing shall prepare and distribute an agenda prior to the 

scheduled meetings. 

 
• Agenda items shall be included upon the request of a faculty, which is 

submitted to the Dean prior to the scheduled meeting. 

 
• The Dean shall provide for minutes of these meetings to be recorded as well 

as for distribution of one copy to each faculty member. Maintenance of one 
copy will be kept on the L-Drive. 

 

• Meetings shall convene bimonthly during the academic year. 

 

• Special meetings may be called by the Dean or at the request of the faculty. 
 

• Matters of policy requiring a decision by the faculty shall be distributed to all 
members prior to the scheduled meetings. 

 

Workload 
 

All 10-month contractual faculty members are required to teach 12-credits every 
semester or a total of 24-credits for the academic year. In the event that faculty 

exceed the 12-credit load requirement in one semester, fewer credits may be 
required in the alternate semester (as long as a minimum of 24-credits are taught 

within one academic year). For example, if a faculty member has a 14-credit 
teaching load in the fall semester, they can expect to have a 10-credit teaching 
load in the spring semester. Teaching more than 24-credits per 10-month faculty 

contract indicates overload, and faculty will be compensated accordingly via a 
stipend. 

 
In addition to the 24-credit teaching load per academic year, fulltime faculty are 
required to post 6-office hours every week, advise up to 16 students, and 

participate on at least two college committees (Table 1). Please note that 
membership on the faculty senate is expected and not intended to replace the 

college committee requirement. 
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Table 1: Required teaching load, administrative expectations, and credit allocations for 
respective faculty positions. 

POSITION TEACHING LOAD ADMINISTRATIVE 

REQUIREMENTS 

ADMINISTRATIVE 

RELEASE 

Fulltime Faculty 12 credits/semester 
24 credits/annual 

6 office 

hours/week 

Advising 
2-committees 

N/A 

Simulation 

Director 

12 credits/semester 

24/annual 

6 office 

hours/week 

Advising 
2-committees 

3 credits 

IPE Director 12 credits/semester 

24/annual 

6 office 

hours/week 

Advising 
2-committees 

3 credits 

RN-BSN Manager 12 credits/semester 

24/annual 

6 office 

hours/week 

Advising 

2-committees 

3 credits 

Part-time Faculty 6 credits/semester 

12 Credits /Annual 
3 office 

hours/week 

Advising 
1-committee 

N/A 

Based on a 12-credit teaching load requirement per semester, faculty members are 
required to allocate a given number of student contact hours every week. The 
weekly contact hours that are required are calculated according to the teaching 

methodology (Table 2). 
 

Didactic credit to contact hours is a 1:1 ratio. This means that one student contact 
hour is required weekly for every didactic credit taught. Similarly, laboratory and 

clinical instruction have a 1:2 credit to contact hour ratio. This means that two 
hours of student contact are required weekly for every credit taught (Table 2). 

More specifically, for fulltime faculty (teaching purely in the classroom), 12 student 
contact hours are required each week. Fulltime faculty teaching laboratory, and/or 

clinical are required to provide 24 student contact hours each week (Table 2). 
 

Table 2: Teaching method, semester load, credit to contact–hour equivalent, and weekly 
contact- hour requirement. 

TEACHING 

METHOD 

SEMESTER 

LOAD 

CREDIT-HOUR 

EQUIVALENT 

12 CREDIT LOAD 
=HOURS/WEEK 

Didactic 12 Credits 1 Credit=1 Contact 
Hr./Wk 

12 Hours Student 
Contact/Wk 

Simulation 12 Credits 1 Credit=2 Contact 

Hrs/Wk 

24 Hours of Student 

Contact/ Wk 

Lab 12 Credits 1 Credit=2 Contact 
Hrs/Wk 

24 Hours of Student 
Contact/ Wk 

Clinical 12 Credits 1 Credit=2 Contact 
Hrs/Wk 

24 Hours of Student 
Contact/ Wk 



17 
 

The Maine College of Health Professions has determined the ideal classroom size for 
different teaching methodologies. The student cap for didactic courses is 16 

students. Therefore, in the event that more than 16 students are enrolled in a 
didactic course, additional credits will be applied to the workload of the faculty 
teaching the course. 

 

Credits are awarded incrementally based upon the number of students that are 
enrolled in the course (table 3). Simulation, laboratory sessions, and clinical 

instruction are capped at 8-students. Similar to the process for didactic courses 
when student caps are exceeded, workload credits are awarded to faculty 
incrementally based upon the number of students enrolled in the respective course 

(table 3). 

 
Finally, fulltime faculty members are expected to advise a maximum of 16 
students. When faculty members are assigned more than 16 students (not to 

exceed 24 students), 0.5 credits are applied toward the faculty workload (Table 3). 
 

Table 3: Teaching method, student cap, credits awarded when caps are exceeded. 
TEACHING METHOD STUDENT 

CAP 

CREDITS FOR ADDITIONAL STUDENTS 

Didactic 16 17-24 students= + 0.5 credits 
25-32 students = + 1 credit 

Clinical 8 N/A 

Simulation 8 9-12 students = + 0.5 credit 

Laboratory 8 9-12 students = + 0.5 credit 

Advising 16 17-24 students= + 0.5 credits 

 

Committee Work 

 
Fulltime faculty members are required to serve on at least two committees, in 

addition to regular participation in the Faculty Senate. Membership on standing and 
ad-hoc committees shall include consideration of faculty preferences which are 
submitted to the Assistant Dean. Committee appointments shall be made by the 

Assistant Dean, reflecting a balance of the membership on all committees. 
 

• Standing committees shall include: 
✓ Curriculum Committee. 
✓ Admission / Recruitment Committee. 

✓ Policy Committee. 
✓ Student Assistive Services (SAS) 

✓ Learning Assessment Committee 

✓ Program Review Committee 
 

• Ad-Hoc committees may be named as necessary. The Chairperson of each specific 
committee shall arrange meeting times and dates as often as necessary to 
complete the charge as set forth by the College administration. 
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Functions of Standing Committees 
 

Curriculum Committee: 

• Development of philosophy, conceptual framework, purpose and mission, and 
outcomes of this School. 

• Develop program objectives for the curriculum. 

• Develop a curriculum plan which flows from the philosophy, conceptual framework, 
objectives, purpose, and mission to achieve desired outcomes. 

• Develop course objectives and content guidelines for each course. 

• Develop a format which ensures consistency of course outlines, syllabi and evaluation 
tools. 

• Develop guidelines which ensure systematic review of student and faculty course 
evaluations. 

• Develop and evaluate learning resources for utilization in the curriculum. 

• Develop and implement a plan for periodic curriculum evaluation. 

• Develop and implement a plan for on-going evaluation of outcomes; evaluation of our 
end product–graduates. 

• Review and recommend policies for academic standing which include retention, 
progression, probation and dismissal of students. 

• Report committee work at each Faculty Senate Meeting. 
 

Recruitment/Admission Committee: 
• Review admission criteria and recommend needed changes to Policy Committee. 

• Review applications and select qualified candidates for admission to the School. 

• Evaluate course for transfer of credit. 

• Participate in student information sessions. 

• Report committee work at each Faculty Senate Meeting. 

 

Policy Committee: 
• Revise and present policies to faculty for approval. 

• Develop and implement guidelines which ensure consistency of policy format. 
• Draft new policies as needed. 

• Report committee activities at each Faculty Senate Meetings. 

 

Student Assistive Services (SAS) 

• Referral received from instructor, advisor, Program Director, staff, or student. 

• SASC will invite involved instructors, advisor, staff, and Program Director to 
attend SASC meeting and participate in the discussion. 

• SAS Committee will write an SBAR (situation, background, assessment, and 
recommendation) on the situation. 

• Designated SAS member will send SBAR to pertinent referrer, instructor, 
advisor, and Program Director. 

• Advisor and/or designated faculty will meet with student to discuss SBAR. 

 

Learning Assessment Committee 

• Serve as a resource to the programs of the institution. 
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• Determine if selected learning outcomes and measurements support the College 
Mission, Vision, Purpose Statement and the Strategic Plan. 

• Receives summary reports from curriculum committees, makes additional 
recommendations to the directors for future revisions. 

• Gathers institutional data, measures and evaluates whether benchmarks are 
met as established by the Strategic Plan. 

• Gives the final report to full faculty and Administrative Council. The 
Administrative Council will report institutional trends to the Board of Trustees. 

• Evaluate the entire Learning Assessment Plan on an ongoing basis to ensure 
congruence with the College Mission, Vision, Purpose Statement and the 
Strategic Plan. 

 

Program Review Committee 

• Schedules and ensure the evaluation of programs based upon when 
accreditation reports are due for each program. 

• Works with deans and program directors to ensure that appropriate timelines 
are established for document completion. 

 
Ad-Hoc Committees 

 
Outside Employment 
The term “outside employment” denotes any employment, which is not subsidized 
by the Maine College of Health Professions. 

 
Under the terms of the full/part time faculty contracted agreement, the Instructor’s 
primary and exclusive employment is with the College. The Instructor will not 
accept additional employment during the term without the consent and approval of 

the Program Director or designee. 

During the academic school year, faculty members may engage in outside 
employment provided such employment does not interfere with the faculty 

member’s performance and responsibility to the College and has received prior 
approval from the Program Dean or designee. 

 
Continuing Education 

While the organization is supportive of faculty advancing their education, faculty 
should only work on their personal homework assignments after they have fulfilled 

their obligations to the college. 

The College supports faculty development and attendance at educational events. 

Faculty responsibility after attending an educational event: 

1. Provide documentation of attendance to the Program Dean. 

2. Present summary of events to peers. 

 
Faculty Dress Code 

Appearance is an important statement to our students, clients, visitors, physicians, 
fellow employees, as well as others. The appearance of faculty should reflect the 
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high degree of professionalism that is associated with the College. The purpose of 
this policy is to assure appropriate dress and grooming of faculty in the College. 

 

All faculty members are expected to be clean, neat, and professional in their 
appearance at all times. 

 

Photo identification badges are always to be worn . 

▪ Footwear must be appropriate. In the clinical areas closed toed shoes must 
be worn. 

▪ Dress and grooming must meet infection control standards or other 
regulations, which may apply to certain positions. 

▪ During clinical rotations, faculty shall wear uniforms or street clothes with a 
lab coat. 

▪ No perfume or cologne should be worn in clinical areas. 
 

Standard for dress is business casual which includes dress pants, khakis, chinos, 
collared sport shirts, knit shirts, skirts, blouses, sweater sets and jackets. 

 
Incident Reporting 

Definition: An incident is any occurrence or event which is not consistent with the 
routine operation of the College or the routine service delivery to any of its 

customers. 
 

Clinical Practicum: Any incident occurring in the clinical setting requires the 
student and faculty/supervisor to follow institutional policy regarding incident 
reporting. 

 
Injury on Campus: Any incident occurring on the College campus involving injury 
of students, visitors, or customers shall be documented via the CMMC incident 

reporting system. 

 

Where there is a possible injury or harm to a student or visitor: 

 
a) Emergency services (call 9-911) should be encouraged for all parties involved. If 

a visitor refuses to access emergency services, this refusal should be 

documented on the CMMC incident reporting system. 
b) The faculty/staff will ensure the CMMC Incident Report is completed as soon as 

possible after the incident. 

 
Theft or Property Damage: Any event involving property damage or theft of 

personal items shall be documented and reported immediately, using the College 
Incident Report Form. 

 

Contact CMMC Security immediately for any security concerns, 795-2299. 
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When there is theft, fire, property damage, etc.: 
 

a) Contact CMMC Security 
b) Contact the Lewiston Police Department 

c) The faculty / staff will complete the College Incident Report Form within 24 
hours of the occurrence. 

d) The faculty/staff will provide copies of the completed form to: 

• Director of Security 

• Campus Safety Officer who will forward to the Administrative Council 

• Student’s File as appropriate 

e) If there is physical harm to anyone involved, follow the procedure for Injury on 
Campus, as described above. 

 
*NOTE – In no instance should any statement relating to the College’s 
liability be made by an employee of the College, except as authorized by 

the President of the College. 

 
General Policies 

 
Americans with Disabilities Act Statement 

Maine College of Health Professions is an equal opportunity/affirmative action 

institution and employer. Students with a disabling condition who wish to request 
reasonable access to the programs and services offered by the College, must 
register with the Disability Services Coordinator. An appointment may be made by 

calling 795-2840. 

 

Faculty or Staff with a disabling condition who wish to request reasonable access to 
programs and services offered must contact employee health at 795-2830. 

 

Title IX Statement 

MCHP is committed to providing a learning environment that is free of violence and 
harassment based on sex or gender. If students are having problems with sexual 
harassment, stalking, domestic/dating abuse or sexual misconduct/assault, please 
speak up. Students may contact the Title IX Coordinator, the Dean of Academic 

Affairs.   
 

Inclement Weather Policy 

Should it ever become necessary to cancel / delay classes at the College of Nursing 
and Health Professions, the following notifications will be made: 

 

 
College Website www.mchp.edu 

Email Notification Sonis Text Messaging 

http://www.mchp.edu/
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College activities may be delayed or may be completely cancelled. Lecture that is 
cancelled will NOT be rescheduled; however, the involved faculty will offer the 
lecture on the Canvas Learning Management System. The decision to cancel will be 

available by 5:30 AM for daytime scheduled events and at 11:00 AM for afternoon 
and evening scheduled events. 

 

For clinical rotations, students will refer to the individual program student 
handbook. 

 
Sexual Harassment Faculty and Staff 

Federal law requires that all educational programs annually provide their staff and 
faculty with certain information concerning sexual harassment. This policy contains 

that information. 

 
Sexual harassment is illegal. It is defined as “unwelcome sexual advances, 
requests for sexual favors, and other verbal or physical conduct of a sexual nature 

when: 

 

1) Submission to such conduct is made either explicitly or implicitly a term or 

condition of an individual’s employment; 

2) Submission to, or rejection of such conduct by an individual is used as the 
basis for employment decisions affecting such individual; or, 

3) Such conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile, or offensive 

work environment.” 

 

It is important to remember that, even if behavior is not intended to be offensive or 

harassing, if it is perceived as such, it may be considered sexual harassment. 
 

If you believe you are being subjected to sexual harassment, you should notify your 

program Dean at once. If the Program Dean is not available or if the complaint 
involves the Program Dean, contact the President of the College. 

 

Your complaint will be treated seriously and held in confidence. The individual 

investigating your complaint will speak only with those individuals who must be 
contacted in order to conduct a fair and thorough investigation. 

 
Your complaint will be heard via the “Fair Treatment Policy & Procedure”. If any 

individual who has a role in any step of the Fair Treatment Policy & Procedure is the 
subject of the complaint, that step will be eliminated from the process for purposes 
of hearing the complaint. 

 
The Maine Human Rights Commission has a procedure for investigating and 

responding to complaints including charges of sexual harassment. The Maine 
Human Rights Commission can be contacted by calling 289-2326 or in writing to: 

The Maine Human Rights Commission, State House, Station 51, Augusta, Maine 
04333. 
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Any individual, who files a complaint of sexual harassment via the Maine Human 
Rights Commission or through the Fair Treatment Policy & Procedure, will be 

protected from retaliation. 

 
Academic Advisement 

 

At the beginning of the school year and periodically as needed, the Assistant Dean 
will assign a group of students to each full-time faculty member, who will act as their 

academic advisor. The academic advisor will contact the assigned student advisees 
at the beginning of each semester to establish rapport and furnish information 
concerning office hours. A student who receives an academic warning should be seen 

by the academic advisor as soon as possible. The student is responsible for seeking 
guidance regarding academic progress. 

 

Scheduled Student Advisement Hours 

Full-time faculty members will schedule a minimum of six (6) hours weekly for 
student advisement. Part-time faculty members may schedule student advisement 

hours on a prorated basis. Faculty shall submit a copy of scheduled office hours to 
the Assistant Dean and post times available for students. 

 

Office Space 

Office space is provided for each faculty member and includes a desk, chair, 
bookcase, telephone, etc. Stock office supplies are available for faculty use as 
needed. Additional office supplies may be requested through the School Secretary. 

 
No more than two (2) faculty members shall share the same office space. Office 
assignments may change for the comfort of faculty and as needed for the smooth 

functioning of the School. 

 

Faculty Attendance at School Functions 

Faculty interest and participation in school functions is appreciated by students as an 
indication of faculty commitment to the purpose and mission of this School. Faculty 
members are expected to attend the major functions. 

 

• Graduation 
• Convocation 

• Introduction to Clinical Practice 

• At least one open house per semester 

 
Academic Freedom 

Academic Freedom is that ideal which enables educators, students, and academic 
institutions to inquire, teach, debate, and publish. The College, as a private non- 
sectarian educational institution, believes that the collective freedom of inquiry 

must not be motivated or dominated by political or ideological mandates regarding 
social responsibility and institutional policy. This academic institution is committed 

to upholding these beliefs. 
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Students in this college have the right to investigate, learn, and express their 
individual ideas free from faculty and institutional influence. These rights are 
upheld for individual students as well as the collective student body. These rights 

carry with them the understanding that individual student members, when 
expressing personal views, are doing so not as a representative of the academic 

institution. 

 
As educators, have the right to inquire, teach debate, discover, and publish 
unburdened by internal or external influence. Further, the faculty (as citizens) are 

entitled to the rights and responsibilities of citizenship. These rights carry with 
them the understanding that individual faculty members, when expressing personal 
views, are doing so not as a representative of the academic institution. 

 

Academic freedom allows one the independence, in the classroom setting, to 
present and discuss material that is relevant to the course content and learning 

objectives. 

 
Faculty Competency 

The instructor shall always maintain proficiency and professional qualification in 
his/her course of study and any other qualifications that may be stated in the job 

description applicable to the Instructor’s role and responsibilities. 

 
Faculty Absence / Scheduled Time Off 

• Faculty work according to assigned duties related to curriculum development 

and implementation of curriculum/program/college activities. If a faculty 
member must be absent from the College for illness or injury, the faculty 

member is responsible for informing the Program Dean as soon as possible. 
 

• Faculty work primarily, Monday through Friday 8:00 to 4:30pm as exempt 

employees. Faculty may be assigned to work alternative days or evenings 
according to the needs of the College. Faculty may work longer on some days 
and leave early or come in later another day during the week in compensation 

as long as their work is done. Faculty will communicate to the Program Dean or 
designee when leaving early or arriving late to ensure the safety of the 

employees and support for the students. 

• Faculty members are expected to come to work as scheduled unless they call 
out sick or if they are approved for time off. Faculty under contract for less 
than 12 months will be allotted 4 days of personal time off during the terms 

of the contract. In addition, faculty will have time off when the students are 
out of session and have immediate access to the Extended Sick Bank for 

unexpected illness.  Faculty that work year-round (12 months) will be 
allotted time off in accordance with the Central Maine Healthcare Choice 
Time policy. 

 

• Faculty members are expected to be professional in managing their time and 
meeting their roles and responsibilities as a faculty member of the College as 

defined in the job description. 
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Faculty Orientation 

An orientation is provided for each new faculty member. The specific content and 
length of the orientation period will be determined by the faculty member and the 

Program Dean. The Faculty Checklist (Appendix 1) must be completed within 30- 
days. 

 
Faculty Salary 
Faculty members’ salaries are based on the specifications within the individual 
contractual agreements. 

 

Salaries are reviewed annually in conjunction with faculty evaluation and contract 
renewal. The scale for faculty salaries is available upon request from the Program 
Dean. 

 

Faculty Evaluation System 

 
The faculty evaluation process, the system for receiving a multi-year teaching 
contract, and the criteria for promotion were developed by the Faculty Senate and 
agreed upon by the College Administration. 

Each department within the Maine College of Health Professions (MCHP) approved 
three main roles for which faculty are evaluated; Teaching, Scholarly/Creative 
Activities, and Service. For each major role there are institutional minimum and 
maximum values (weights) that are derived from the faculty workload guidelines 

established by MCHP, giving faculty the opportunity to negotiate a weight for each 
role. These weights reflect the philosophy and mission of MCHP, as to the 

importance of each role within the faculty member’s total set of professional 
responsibilities. 

Data gathered for review and evaluation come from students, and from the faculty 

member. Each rating source – peers, deans, and students, as appropriate – has a 
pre-established weight to reflect the impact each source has on the evaluation of 

each faculty role. Each faculty member will enter into an evaluation agreement for 
category weights with their dean by December 1st in the year being evaluated. 
Those faculty having three- or five-year contracts need to negotiate 

weights yearly, and those weights will be applied at each three-year 
evaluation. Three- and five-year contracted faculty will engage in a yearly 

informal evaluation with their dean as a means to check progress on goals, 
and discuss areas of concern (see Faculty Evaluation Process on L-Drive). 
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SECTION 3 

STUDENTS 
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NSNA STUDENT BILL OF RIGHTS 
 

1. Students should be encouraged to develop the capacity for critical judgement 
and engage in a sustained and independent search for truth. 

2. The freedom to teach and the freedom to learn are inseparable facets of 
academic freedom: students should exercise their freedom with 

responsibility. 
3. Each institution has a duty to develop policies and procedures which provide 

and safeguard the students’ freedom to learn. 

4. Under no circumstances should a student be barred from admission to a 
particular institution on the basis of race, creed, sex or marital status. 

5. Students should be free to take reasoned exception to the data or views 
offered in any course of study and reserve judgement about matters of 

opinion, but they are responsible for learning the content of any course of 
study for which they are enrolled. 

6. Students should have protection through orderly procedures against 

prejudiced or capricious academic evaluation, but they are responsible for 
maintaining standards of academic performance established for each course 

in which they are enrolled. 
7. Information about student work views, beliefs, and political associations 

which instructors acquire in the course of their work should be considered 

confidential and not released without the knowledge or consent of the 
student. 

8. The student should have the right to have a responsible voice in the 
determination of his/her curriculum. 

9. Institutions should have a carefully, considered policy as to the information 
which should be a part of a student’s permanent educational record and as to 

the conditions of this disclosure. 
10. Students and student organizations should be free to examine and discuss all 

questions of interest to them, and to express opinions publicly and privately. 
11. Students should be allowed to invite and to hear any person of their own 

choosing, thereby taking the responsibility of furthering their education. 

12. The student body should have clearly defined means to participate in the 
formulation and application of institutional policy affecting academic and 

student affairs. 
13. The institution has an obligation to clarify those standards of behavior which 

it considers essential to its educational mission and its community life. 

14. Disciplinary proceedings should be instituted only for violations of standards 
of conduct formulated with significant student participation and published in 

advance through such means as a student handbook or a generally, available 
body of institutional regulations. It is the responsibility of the student to 
know these regulations. Grievance procedures should be available for every 

student. 

15. As citizens and members of an academic community, students are subject to 
the obligations which accrue them to virtue of this membership and should 
enjoy the same freedoms of citizenship. 
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16. Students have the right to belong or refuse to belong to any organization of 
their choice. 

17. Students have the right to personal privacy in their living space to the extent 
that the welfare of others is respected. 

18. Adequate safety precautions should be provided by schools of nursing, for 
example, to and from student dorms, adequate street lighting, locks, etc. 

19. Dress code, if present in school should be established by student government 
in conjunction with the School Director and faculty, so the highest 

professional standards possible are maintained, but also taking into 
consideration points of comfort and practicality for the student. 

20. Grading systems should be carefully reviewed periodically with students and 

faculty for clarification and better student/faculty understanding. 

 

The above Student Bill of Rights and Responsibilities was adopted by the NSNA 

House of Delegates in April 1975. 
 

Honors 

Students ranking in the top 10% of each program’s graduating class will receive the 
“Honors” designation; students ranking in the top 5% of the program’s graduating 

class will receive the “High Honors” designation. 
In order to qualify for the President’s Award, the highest scholastic average (clinical 

and theory), a student must attend the College two (2) complete academic years. 

OADN 

The Alpha Delta Nu Honor Society was established by the Organization for Associate 
Degree Nursing (OADN). The purpose of the Alpha Delta Nu Honor society is to 

promote scholarship and academic excellence in the profession of nursing. The 
Alpha Delta Nu is the only Honor Society for students earning an Associate Degree 
in Nursing. 

Full membership is granted in the final semester. To be eligible for full membership, 
students must earn a grade of “B” or better in all courses, and consistently 

demonstrate integrity and professionalism in all classroom and clinical interactions. 

Student Receiving an Incomplete in a Course 

The grade of “incomplete” may be given to a student when extenuating 
circumstances exist. Such circumstances may include extended illness of the 

student and/or immediate family, or other emergent situations which demand a 
student’s absence from class or which affect the student’s academic performance. 

 
The student will complete a written plan for completion of the unfinished work and 

submit the plan to the course instructor for approval. Should the student fail to 
complete the course within the timeframe stated in the completion plan, a grade of 

“F” will be assigned for the course. In addition, an incomplete that is not removed 
within 6 weeks of being posted becomes an “F”. 

 
The student will agree to this policy by completing and signing the written plan for 

completion of the unfinished work. Once submitted, the instructor will forward a 
copy of the completion plan to the student's advisor. 
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Reporting of Student Grades 

Faculty teaching nursing courses must enter midterm and final grades into the 
Sonis system as directed by the Registrar. Students earning less than 74% in any 

nursing course are placed on Academic Probation. Course faculty inform advisers of 
the students who have earned <74%. Students are required to meet with their 
academic advisers and develop an Academic Probation Plan. Students that are on 

Academic Probation may not register for courses for the next semester until one 
week after course registration opens. 

 

Remediation and Tutoring 

The College provides avenues of remediation and tutoring to all students enrolled. 
Remediation services are provided through assigned academic advisors and the 

Student Success Center. In addition to the remediation support offered through the 
academic advisors, tutors for subjects aside from nursing are available on-site and 

through alternative academic institutions where general education courses are 
taken. 

 
Fair Treatment Policy and Procedure 

All matters involved in this procedure will be confidential. When concerns, problems 
and complaints cannot be alleviated by the normal communication channels in place 

within the College the following formal steps are to be followed: 

 

1) The dispute will be submitted in writing to the Program Director. 

2) A written response will be made within five (5) school days from the 
receipt of the written dispute. 

3) If the dispute is not resolved to the satisfaction of the involved student, 
an appeal may be made to the President of the College. This written 
appeal must be submitted within five (5) school days following the 

written response from the Program Director. 

4) The President of the College will respond in writing to the appeal within 
five (5) school days. 

5) If the dispute is not resolved, it is the student’s responsibility to submit 
a written request to the President of the College within five (5) school 
days for activation of the Student AD-HOC Fair Treatment Committee. 

6) The President of the College activates and refers the dispute to the 
Student AD-HOC Fair Treatment Committee. 

7) The Student AD-HOC Fair Treatment Committee will convene and hear 
the dispute within five (5) school days. The Committee will consist of: 

a) Program Dean; 

b) One uninvolved student appointed by the Program Dean; * 

c) One uninvolved student selected by the involved student; * 

d) Academic Advisor; 

e) Uninvolved faculty member appointed by the Dean; 

f) Uninvolved faculty member selected by the involved student. 



30 
 

 

* Uninvolved students will not be on the committee when the committee is 
activated for an academic issue. 

 
Each complainant will have a private and separate meeting with the Committee. 
The Committee will receive all documents and evidence and compile minutes of 

their proceedings. 

 

8) The Student AD-HOC Fair Treatment Committee will submit a written 
report, including findings, documents, and recommendations within five 

(5) school days, to the President of the College, the Program Director, 
and the involved student. 

9) Should the recommendations of the Student AD-HOC Fair Treatment 
Committee not be acceptable to either the student or the President of the 

College, the dispute will be presented in writing to the Chairman of the 
Board of Trustees of the College by either party, within five (5) school 
days. 

10) The Chairman of the Board of Trustees or designee will investigate the 
dispute and render a decision with (10) school days. This decision is final 

and binding upon all parties involved. 

 

Each involved party in this fair treatment process may be accompanied by an 

individual of their own choosing during any step of the procedure. 
 

Use of Electronic Devices 

Use of mobile devices (ex: PDA, iTouch®, cell phones) during exams or quizzes is 

prohibited. 

 

All personal electronic devices must not cause a disruption to any class. 
 

Students shall not receive personal telephone calls (this includes cell phone calls 

and personal pager use) during assigned clinical experiences in any clinical area / 
facility except for emergencies. 

 
Personal use of agency telephones for outgoing calls, including local calls, during a 

clinical experience is not permitted. Personal outgoing calls may be made during 
breaks or meal periods outside of the clinical setting. 

 

Students shall not carry cell phones or personal pagers during any clinical 

experience unless special permission has been given by the clinical faculty. 
 

Students should follow the cell phone policy of their assigned clinical facility. 

Cell phones, pagers, and texting are discouraged when a class is in session. 

The PDA that students purchase from the College is the student’s responsibility for 

maintenance and repair, not the College. 
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Nursing Exam Protocol 

▪ All books, papers, pocketbooks, PDA’s etc., are to be cleared from the 
desktops. 

▪ After completion of exam, student may leave room quietly, but may not 
reenter the exam room until the monitor has collected all exams. 

▪ Students will be called out of an exam for emergencies only. Otherwise, 
visitors will be asked to wait; messages will be placed in student’s mailbox. 

 

Student Clinical Evaluations 

Students are evaluated during all clinical experiences. Students are assessed on the 
performance of clinical skills, professionalism in patient interactions, 
communication, efficiency and organization. Students may also be assigned 

paperwork that must be submitted according to established deadlines. 
 

Faculty/Student Ratio in Clinical Laboratory Setting 

The faculty/student ratio for the clinical setting is approximately one (1) full-time or 
part-time faculty member to 1-8 students. 

 

Student’s Clinical Patient Assignments 

All patient assignments will be posted by the clinical faculty on the day of the 
clinical experience. Each faculty member is to formulate guidelines for students if 

the assigned patient will not be available for care on the clinical day. 
 

Preparation Prior To Planned Clinical Learning Experiences 

Each student will research information pertinent to the delivery of safe and 

knowledgeable nursing care for their assigned patient(s). 

 

Students unprepared for the clinical learning experience may be asked to leave the 
assigned clinical area and return only when adequately prepared as determined by 

the involved faculty member. This experience will count as an absence. 
 

Clinical Conference 
Clinical conferences shall be held during the student’s assigned clinical time. 

 

Student Exposure to Blood & Body Fluids 
 

Purpose 
1. To provide guidelines for students exposed to blood or body fluids. 
2. To define the term exposure as it applies to this policy as “a person’s contact 

with body substances from another human being.” 

 
Procedure for the Exposed Student to Follow IMMEDIATELY 

 
If you experience: An exposure to blood or body fluids such as; a needle stick, 
splash of blood or body fluid onto/into mucous membranes (eyes, mouth, etc.) or 

open skin, or other blood or body fluid exposure, you must: 



32 
 

 

1. Wash the affected area with soap and water immediately. 
2. Flush mucous membranes with water immediately. 

3. Notify your supervisor/instructor immediately after washing and 
flushing. 

4. Have your supervisor/instructor immediately notify the Nursing Supervisor 
so that the source information can be collected in a timely fashion. 

5. Report immediately to your healthcare provider or to the Emergency 

Department. The student’s accident insurance may be used to defray 
expenses related to this incident. 

6. The supervisor/instructor must fill out an Incident Report immediately 
according to the clinical site policy. Make sure the brand of 
needle/sharp is identified on that report. OSHA requires it. 

7. By following these steps, you will receive appropriate treatment at the 

appropriate time. 
 

Early intervention is imperative. 
 

For your safety and well-being, do not wait to report an exposure… 

Interventions will begin as soon as you report it! 

 
REPORT IMMEDIATELY! 
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APPENDIX 1 

 

FACULTY ORIENTATION CHECKLIST 
(To be completed within 30 days.) 

 

Name: Preceptor Name: 

Date Initiated: Date Completed: 

License #: 
 

CPR Certification: Transcript Received: 

Orientation Date Reviewed Comments 

General Orientation First Day   

General Orientation Second Day   

Security – ID Badge   

Human Resources   

Tour of CMMC Campus   

Clinical Units   

Food Services / Cafeteria   

Lab / Blood Bank   

Pharmacy   

Library / Services (Appt with Librarian)   

Emergency Room   

Radiology   

Endoscopy   

Cardiac Cath Lab   

Wellness Center   

Parking   

Offsite Locations   

iCare Requirements   

Computer Network Sign-on Received   

Orientation Date Reviewed Comments 

ERNE Sign-on and Class   

GroupWise   

GroupWise Class   

IS Requests for Assistance   

Employee Assistance Program   

Medical Emergency / Accidental Exposure   
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Introduction to College of Nursing and Health Professions 

Purpose and Mission   

Conceptual Framework   

Philosophy   

Accreditation   

Curriculum   

Organizational Structure   

Day / Evening Nursing Programs   

Radiology Program   

Tour of MCHP   

Administrative & Supporting Staff Meet With Each Individual 

President of College   

Dean   

Assistant Dean   

Bursar   

Registrar   

Vice President of Finance   

Vice President of Academic Affairs   

Student Advocate   

Committees 

Admission   

Advisory   

Curriculum*   

Information Literacy   

Learning Assessment   

Student Success   

Faculty Senate Meetings*   

Policy   

General Orientation – College of Nursing and Health Professions 

Mailbox Locations   

Attendance / Sign-In Sheet   

Fire / Disaster Plan   

Faculty Bathrooms   

MCHP Security /Access   

Faculty Office Hours/Boundaries/Security   

Faculty Kitchen   

Photocopier   



36 
 

Job Description   

Dress Code   

Contract: Sched Hrs/Vacation/Holidays   

Calling In Sick   

Requests for Additional Time off   

MCHP Calendar   

MCHP Policy Manual   

CMMC-MCHP Policy Manual   

CMMC Hospital Standing Order Manual   

Infection Control Manual   

Safety Manual   

Code 99 Manual   

Voice Mail   

Phone Messaging on MCHP Line   

Akademos   

Professional Responsibilities 

Licensure / Certifications   

Committee Membership / Participation   

Peer Review   

Volunteer Activities   

MCHP Functions   

Pre-Admission Testing   

Computer Training 

Computer Tutorials   

P Drive   

L Drive   

CMMC Portal   

College Website   

Sonis   

Evolve   

Canvas   

Polycom/Teleconferencing Capabilities   

Classroom Technology   

Simulation   

Learning Resources 

College Forms   

Faculty – Textbooks   
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Learning Resources   

Campus Lab   

Campus Supplies   

Faculty Handbook   

Student Handbook   

Teaching Responsibilities 

Lecture   

Campus Laboratory   

Clinical Rotation / Hours   

Clinical Preparation / Posting Assignments   

Minimal Clinical Requirements of Students   

Pyxis Orientation   

Post Conference   

Clinical Guidelines   

Student Evaluations   

Student / Faculty Communication   

Learning Experience   

Academic Warning / Clinical Warning   

Clinical Skills 

IV Insertion   

Foley   

Chest Tubes   

Nasogastric / Gastric / Feeding   

Central Line   

PICC   

Tracheostomy Care   

Suctioning   

Dressing Changes   

Ostomies   

Students 

Faculty/Student Advisement Responsibilities   

Evaluations:   

Course   

Lab   

Clinical   

Textbooks   

Faculty   
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APPENDIX 2 
 

CATEGORY: NURSING 
 

SUBJECT: Protocol for Nursing Examinations 
 
 

The following information should be implemented in every nursing 
examination, test, or quiz. 

 

• Examinations should be closed book. 

• Test questions should be 1.5 minutes per question. 

• A minimum of 5 select all that apply (SATA) questions on each 50-question 
examination. There should be 8-10 SATA questions on each 100-question 
examination. 

• No math questions should be on examinations, except for NUR 120. 

• An examination review with the testing committee is required before and 
after each examination. 

• No bonus questions should be placed on examinations. 

• Examinations should be a minimum of 80% of the overall course grade, and 
5% of the overall grade should be a HESI examination (if there is no HESI 

examination for the course, the additional 5% should be in the examination 
course grade=85%). 

• Examinations should be muted in Canvas until after the examination review. 

• Examinations questions should be evenly selected based on lecture content. 
For example, for five lectures in a 50-question examination, each lecture 
should have 10 questions. 

 
Plan for students who obtain less than 80% on their exam. 

 

1. Students will initiate a meeting with their instructor within two weeks to review 
the exam. 

 
a. Students who fail to initiate a meeting with their instructor within the two 
weeks of exam grades being published will receive a zero on the next exam. 

 

2. The instructor will review the exam with the student and complete a Loma Linda 

University Test Analysis Form to identify individual testing performance. 

 

a. Based on the Loma Linda University Test Analysis Form the instructor will 
create a remediation plan for the student. 

 
 

Approved:   
Lynne Gotjen, PhD, RN 
Dean of Nursing 
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APPENDIX 3 

 

 
CATEGORY: NURSING 

 

SUBJECT: Protocol for Nursing Examinations 
 

Nursing students are required to earn a 74% testing average before any other 
weighted assessments are factored into their grade. A student who does not achieve 

a 74% average on examinations will fail the course, regardless of other assessment 
grades. 

 

Examination Criteria 

 

The following information should be implemented in every examination, test, 

or quiz that nursing students have during their AAS experience. 
• Examinations should be closed-book. 
• Test questions should be 1.5 minutes per question. 

• A minimum of 5 select all that apply (SATA) questions on each 50 

question examination. There should be 8-10 SATA questions on each 
100 question examination. 

• An examination review should occur before and after each examination 
with at least four nursing faculty. 

• No bonus questions should be placed on examinations. 
• Examinations should be a minimum of 80% of the overall course grade. 

• Examinations should be muted in Canvas until after the examination 
review. 

• Examination questions should be evenly selected based on lecture 

content. For example, for five lectures in a 50 question examination, 
each lecture should have 10 questions. 

• The following words are to be bolded: best, most, essential, first, 
priority, immediately, highest, initial, next, refute, increase, decrease, 

and support. “Select all that apply” should be bolded, in all capitals, 
and in parenthesis. Example: (SELECT ALL THAT APPLY) 

Test Writing Committee 

• Students cannot write their own questions for examinations. 

• All exams must be approved by the test writing committee. 

• The test writing committee has the authority to change, create, and alter 

test questions based on the course objectives and content delivered in 
the course. 

• All instructors will submit their testing schedule to the testing committee 
at the beginning of each semester. 
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• At least two weeks before the scheduled examination, instructor must 
submit test to the test writing committee with the test blueprint and 

course objectives. 
Student Remediation 

• Students who earn less than an 80% on an examination are required 

to complete the following remediation plan. 

• You must include the following remediation plan in each course 

syllabus. 
 

Remediation Plan 

• Within two weeks of exam grades being published, students who earns 

less than an 80% on an examination will initiate a meeting with their 

instructor to review the exam. 

o Students who fail to initiate a meeting with their instructor within 
the two-week time frame will receive a zero on the next exam. 

• The instructor will review the exam with the student and complete a 

Loma Linda University Test Analysis Form to identify individual testing 

performance. 

• Based on the results of the Loma Linda University Test Analysis Form, 

the instructor will create a remediation plan for the student which may 

include, but is not limited to, the following: 

o Test taking strategies with college tutors 

o Time management strategies 

o Identifying knowledge gaps and content areas in need of review 
 

 

 

 

 

 

 

 

 
 

Approved: 

Lynne Gotjen, PhD, RN 

Dean of Nursing 
 

Date: 7/29/19, 10/12/18 
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APPENDIX 4 

 

 
LOMA LINDA UNIVERSITY SCHOOL OF NURSING 

LEARNING ASSISTANCE PROGRAM 

The Exam Analysis Procedure 
 

The following steps make up the exam analysis procedure: 

 

1. The student and instructor/learning facilitator become aware that the student has 
a problem with taking exams. 

 
2. The student requests an exam analysis. 

 

3. The student and instructor/learning facilitator who is doing the analysis, discuss 
the LAP Summary of Exam techniques. 

 

4. The student and instructor/learning facilitator go over each question which the 
student missed on the exam. The student uses the exam techniques to answer 

these questions. (The student does not look at his former answer or at the correct 
answer on the answer key). 

 
5. The student and instructor/learning facilitator identify the main category and 

specific problem or contributing factor for why the student missed each question. 

 
6. The instructor/learning facilitator records why each item was missed on the exam 

analysis worksheet. 

 

7. The instructor/learning facilitator totals the number of items missed and the 

percentages for each specific problem and each main category. 

 

8. Suggested interventions are developed with input from the student and recorded 

on the Suggestions to Improve Exam Performance checklist. 

 
9. A copy of the exam analysis is given to the student, and another is retained in the 

student’s record. 

 
10.Follow-up appointments (or referrals) for help with exam skills, tutoring, 

counseling and evaluation of progress are made. 

 

 

Vaneta M. Condon, PhD, RN 
Associate Professor 
Learning Resources Director 

vcondon@llu.edu 

mailto:vcondon@llu.edu
mailto:vcondon@llu.edu
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LOMA LINDA UNIVERSITY SCHOOL OF NURSING 
LEARNING ASSISTANCE PROGRAM 

SUMMARY OF EXAM TECHNIQUES 
FOR MULTIPLE CHOICE QUESTIONS 

 

A. Be Sure You Know What The Question is Asking 

 Read question carefully. 

 Underline important words. 
 Try to answer the questions yourself before you look at the answer options. 

 Create a pool of possible answers (jot down key word(s) for each) 

B. Consider Each Option Carefully 

 Compare answer options given on exam with your own pool of possible 
answers. 

 Re-read the question carefully. 

 Read the answer options carefully underlining key words. 

 Mark each answer option as either true, false, T?, F?, or ?. 

C. Use Your Knowledge When Choosing the Best Answer 

 Choose your answer based on what you have learned in the course. 
Example: Choose answer marked true above one marked? 

 Do not choose an answer just because “it sounds good” if you have not 

heard of it before (in lecture or textbook)—it may be a cleverly worded 
distractor. 

D. Use Your Time Wisely 

 Do not spend too long on any one question. 
 Read the question and answer options carefully (twice if necessary). 

 If you are not sure which choice is correct, guess and mark the question 

number so you can come back to it if you have time. 
 Do not be in a hurry to leave. Check your paper to be sure you have 

answered all questions. 
 Check carefully for clerical errors (marking wrong answer by mistake). 

 Read each stem with the answer you have marked to be sure it makes 
sense. 

E. If You Do Not Understand The Question or Answer Option Ask For Help 

 Ask the instructor to clarify what is not clear. 

 Ask the instructor to “restate” a confusing question or option. 

F. Do Not Change Your Answers 

 The only time you should change an answer is when you know why the first 

answer is wrong and/or why the second answer is right. 
 Never change an answer just because you feel uncertain. 

LOMA LINDA UNIVERSITY SCHOOL OF NURSING 
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Total       

 

Suggestions to Improve Exam Performance 

Name:  Date:  Class:    

Priority #  Lack of Knowledge of Subject Matter 

   1. Use study guide/objectives/specific class guidelines to identify important 

content while reading textbook. 
  2. Write out key points from #1 and use for later review. 
  3. Take careful notes during class. 

  4. As soon as possible after class and at the end of each week review #2 and 

#3 from above 
  5. Participate in study group each week. 

  6. Use NCLEX-RN review books to review important content and to practice 

application on review questions. 
  7. Predict exam questions. Use these for group review. 

  8. Schedule time to review each lecture carefully before each exam. 

   9. Note weak areas such as pathophysiology, medication side effects, lab 

values, etc. 
  10. Other:    

Priority #  Exam-taking skills 

  1. Read each question carefully and underline or circle key words. 

  2. Give your own answer (write down a few words BEFORE looking at choices 
given on exam). 

  3. Mark each answer choice as T, F, ?, ?T, or ?F. 

  4. Choose the best answer based on what you learned in this class. 

   5. Don’t change an answer unless you know why the first answer is wrong. 

(Never change an answer just because you feel uncertain). 
  6. Practice application of knowledge using case studies and NCLEX-RN review 

questions. 
  7. Other:    

Priority #  English Language/Vocabulary 

   1. Look up vocabulary terms/new words identified in reading assignment, 
lecture, and study groups, etc. 

  2. Write out the meanings of these words, note pronunciation and use them 
in a sentence, make flash cards or write them in a notebook. 

  3. Drill on these words several times each week. 
   4. If you don’t understand an exam question or answer choice ask the 

instructor for clarification. 

  5. Other:    

Priority #  Exam Anxiety 

  1. Over-prepare for exams so that you feel confident about your knowledge. 

   2. Use recommended exam skills on every question. This helps you think 
logically. 

  3. Use positive self-talk- i.e. “I know these concepts”, “I am going to do well 



45 
 

on this exam”. 

   4. Don’t spend too long on a difficult question. This lowers your confidence 
and increases anxiety. Read it carefully 2xs, guess and move on to easier 

questions. Come back later if you have time. 

   5. Pray that God will help you feel calm, remember what you have learned 
and apply knowledge and exam skills. 

  6. Practice relaxation techniques (deep breathing, etc.) so you can use them 
p.r.n. 

  7.  Other:    

Priority #  Other (Please Specify Below): 

 

 
Permission to use from Loma Linda University, School of Nursing (2019) 
Vaneta M. Condon, PhD, RN 
Associate Professor 
Learning Resources Director 

vcondon@llu.edu 

mailto:vcondon@llu.edu
mailto:vcondon@llu.edu
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Appendix 5 

CATEGORY:Nursing Clinical Absence 

SUBJECT: 

• First absence per semester: First clinical absence is defined 
as missing one preassigned day of clinical or laboratory 
experience. The student will have a plan in one week after the 

clinical or laboratory experience on how to make-up the 
absence. In addition, the student is required to make up the 

clinical or laboratory experience during the current semester 
with a prescheduled clinical group. The student is charged a 
fee of $100.00. 

• Second absence per semester: Second clinical absence is 
defined as missing a second preassigned clinical day or 

laboratory experience. The student will have a plan in one week 
after the clinical or laboratory experience on how to make-up 
the absence. The student will be required to pay a fee of 

$275.00 and will be required to make up the clinical or 
laboratory experience during the current semester with a 

prescheduled clinical group. In addition, will be required to 
meet with the Dean of Nursing. 

• Third absence per semester: Upon a third absence, the 

student is required to meet with the Dean of Nursing or 
designee within one week of the absence. A third absence will 

result in dismissal from the program unless extenuating 
circumstances are deemed appropriate by the Program 
Director. 

 

The cancellation of class/clinical by the College for storm 
days/emergency situations will not be counted as an absence. The 
College reserves the right to reschedule class/clinical days or assign 

student homework for the cancellation of class/clinical. 

 

 
Approved Date   

 
 
 

Monika Bissell, DBA President 

Amended: 
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APPENDIX 6 
 

MCHP CLINICAL PRECEPTORS 
 

• Meet or exceed all legal and professional standards required to provide 

patient care, including being actively licensed and in good standing with 

national, state or local regulatory bodies; 

• Preceptors are advised to be fully oriented to their agency setting before 

precepting a student; 

• Be compliant with all employee requirements set forth by the site, including 

policies, procedures, and trainings and with all requirements defined in the 

affiliation agreement between the School of Nursing and the host 

organization; 

• Be able to engage in self-reflection about one’s personal ability to be 

accessible to the student; professionally and legally supervise the student 

during the experience; and, provide sufficient learning opportunities in both 

amount and variety; 

• Provide a thorough orientation to the site before or at the start of the 

rotation to facilitate a smooth transition to the site, organize the student’s 

experience, and optimize use of available resources; 

• Be a role-model; providing a high standard for quality care that meets your 

professional code of ethics; 

• Be an effective, organized, and enthusiastic teacher, supporting the student 

to meet their course objectives as outlined in the course syllabus; 

• Exhibit superior skills in interpersonal relationships, communication, 

leadership, and management; 

• Encourage self-directed learning; 

 

• Clearly explain the expectations for the student, particularly in the areas of 

dress, conduct, scheduling of hours, and general characteristics of practice; 

• Constructively and privately convey feedback to the student; 

 

• Complete required evaluation materials from the MCHP in an accurate, 

objective, and timely manner; and, 

• Communicate regularly with the student’s clinical instructor regarding 

student performance and progress. 
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APPENDIX 7 

 
CATEGORY: ACADEMIC 

 

SUBJECT: ACADEMIC PROBATION POLICY – For Clinical Based Programs 
 

If a student receives a grade of C- or lower in any course(s) within one semester, 

the student will be placed on Academic Probation and must repeat the course(s). A 

student may be placed on Academic Probation once during the program. 

• A minimum grade of C (74) must be attained in any course required for the 

major. 

• Students who fail to obtain a grade of C (74) in a course required for the 

major will not be permitted to enroll in any course for which that course is a 

pre-requisite, until the C (74) grade requirement for the pre-requisite course 

has been met. 

• Students are permitted to repeat a failed course (grade below 74) required 

for the major only once. Failure to successfully complete the course on the 

second attempt will result in dismissal from the program. 

• The program will extend beyond the published program length since most 

courses are taught only once per year. 

• The student must enroll in the semester approved by the Registrar and 

stated in the Academic Probation Plan. 

• Enrollment will be based on space availability in the class. 

• If space is not available in the class, the student will work with the dean to 

establish next steps. 

 
Academic Probation is designed to allow the individual to resolve barriers to success 

and improve academic skills and program knowledge. Academic Probation requires 

completion of an approved Academic Probation Plan. Failure to comply with this 

requirement will result in immediate student dismissal from the College. 

Academic Probation Plan – The student must: 
 

• Meet with their Advisor to discuss learning needs, barriers to success, 

strengths, and recommendations to develop and submit a complete Academic 

Probation Plan prior to the end of the Add/Drop Period for the next semester 

in which they will enroll. 

• Meet with the Registrar, Financial Aid Specialist, and Bursar to review their 

status with each. 

• Submit the completed Academic Probation Plan in person to a College 

representative who will stamp the date and time on the sealed envelope. 

• Refer to the Academic Probation Plan Guidelines and the College Academic 

Calendar for the Add/Drop period. 
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Academic Probation Plan (APP) Guidelines 
Submit this with your APP 

 

Name:  _Phone:    
 
 

Please provide a personal email address (not your MCHP email address). 

Email:    

 

Course(s) you are taking next:     
 
 

Add/Drop Deadline for your next course:  This is your 

Approved APP due date. 

 

Academic Probation Plan Process: (please refer to the Academic Probation 

Policy for complete details) 

The individual must complete the Academic Probation Plan and process as outlined 

below by the due date: 

a. Determine the next course(s) within your curriculum plan. 

b. Determine the add/drop deadline for this course(s) as listed in the Academic 

Calendar. 

c. Email the Dean of the Program, Program Advisor, Registrar, Financial Aid 

Specialist, and Bursar with your next course (s) planned, your deadline date, 

and a request to meet with each. 

1. Meet with the Program Advisor to discuss learning needs, barriers to 

success, strengths, and recommendations. 

2. Meet with Registrar to review their status. 

3. Meet with Financial Aid Specialist to review their status. 

4. Meet with Bursar to review their status (student account arrangements 

and payment plans). 

d. Write a detailed academic probation plan outlining items that have been 

identified as barriers to success, strengths and specific steps to be taken to 

mitigate the barriers and enhance strengths. Include any student account 

issues if appropriate. 

e. Meet with the Program Dean for final APP approval. Bring the APP and any 

supporting documents for review and final submission. 

f. If the APP is not submitted and approved by the deadline, the student is 

dismissed from the College and withdrawn from any registered courses. 
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Meet with the following individuals (in the order listed): 
 

 

1. Advisor (sign/date): 
 

 

2. Registrar (sign/date): 
 

 

3. Financial Aid Specialist (sign/date): 
 

 

4. Bursar (sign/date): 
 

 

 

Student Signature:  Date:     
 

 
 

Approval of Final APP 

Program Dean  Date:     
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Sample Academic Probation Plan 

 

The following is an example of a student Academic Probation Plan demonstrating 
adequate depth and detail. Each student will create an APP that is specific to their 

strengths and areas of concern with their advisor’s input. 
 

1. Check school email and immediately follow up with communication once a 

day. 

2. Attend class every day; do not miss scheduled class/activities unless 

there is an emergency or serious illness. Actively participate in 

class/clinical discussions, ask questions and do not passively observe. 

3. Keep a calendar/planner that has course activities listed, check daily. 
 

4. Join a study group with in the first week of the new semester. If tutoring 

opportunities are provided, attend them on a regular basis. 

5. Meet with your academic advisor every week for the first month; establish 

meeting frequency with advisor after the first month. Bring study 

schedule to meeting with advisor. 

6. Meet with individual course instructor once a week for the first month; 

establish meeting frequency with instructor after the first month. Bring 

course objective specific questions to weekly meetings with course 

instructor. Bring main points of each weeks teaching to briefly present to 

course instructor (a brief teach back to ensure understanding). 

7. Meet with a tutor weekly if possible, at the start of the semester and 

throughout the academic year. Continue to work on increasing accuracy 

and speed of test taking. 

8. Establish a new plan at the end of each semester with your academic 

advisor for the following semester until graduation. 

9. You have stated you are going to work as a CNA to increase health care 

experience. 

10. Meet all required deadlines. (Registration, billing, CB, course, etc.) 
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APPENDIX 8 

 

Change Advisor Request Form 
 

Students may request a new advisor by filling out this form. The student should 
obtain the form from their current advisor and discuss the reason for the request 

with the current advisor. The student will take the completed form to the Dean of 
the Program. The Dean or Designee will decide if the request will be accepted or 
denied within 5 business days. If the change is accepted the Dean or Designee, will 

assign the student a new advisor. Students are not allowed to choose the new 
advisor. The student will be notified by email regarding the decision, along with the 

name of the new advisor if the change is accepted. 
 

Date: 

Student Name: Current Advisor: 
Reason for request: 

 

 

 

 

  _ 
 
 

Current Advisor Signature: 

Request Accepted:           

Name of new Advisor: 

Dean or Designee Signature: 

 

 
Request Denied:    
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Appendix 9 

 
 

CATEGORY: Nursing Test Committee/Fair Treatment Policy 
 

SUBJECT: 
 

Providing fair treatment to all MCHP nursing students is vastly important to the 
MCHP team. Therefore, any students who wish to challenge their grades will 

submit the following requirements to the Nursing Test Committee. This change to 
the Fair Treatment Policy is only for students challenging their grades within a 
course; all other concerns about Fair Treatment within a course will follow the Fair 

Treatment Policy. 

 
Students will only have one week from final grades being posted into Sonis to 
initiate the Fair Treatment Policy to the Nursing Test Committee. Students 

concerns will be forfeited after the one-week lapse of final grades being posted. 

 

Any nursing student who wishes to challenge their course grade or outcome within 

a course must complete the following: 

1. Write a minimum 250-word document outlining specifically how their grade 

was unfair or the outcome within a course was unfair. 

2. Set up a meeting with the Nursing Test Committee within one week of final 

grades being posted in Sonis. 

3. Provide tangible evidence to support the unfair treatment within a course. 
 

The Nursing Test Committee will respond back to the student via email within one 
week of when scheduled meeting with the results of their findings and decision. 

 

If the Nursing Test Committee does not decide the outcome the student was 
seeking, the next step for the student is to seek counsel from the Vice President of 

Student and Academic Affairs. 
 

 

 

 

 

 

 

 

 
 

 
 

DATE: 

Amended: 

Approved:   
Monika Bissell, DBA 

President 
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Appendix 10 

 
CATEGORY: Simulation Clinical Policy 

 
SUBJECT: 

 

Students in the Associates Degree of Nursing program and Licensed Practical Nurse 
program will attend 35 hours of clinical or simulation to every one-credit hour. 

 
 

 

 

 

 
 

 

 

 
Approved:  

Monika Bissell, DBA 
President 

 

 

 
DATE: 

Amended: 
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