Taylor Nursing Academy
824 Main Street		
Grandview, MO 64030

[bookmark: _Toc398415935][bookmark: _Hlk532913478][bookmark: _Hlk532895791][bookmark: _Hlk183423297]CERTIFIED NURSE AIDE (CNA) – 

Contact Information:
Taylor Nursing Academy
Phone: 816-573-1440
Address: 824 Main Street Grandview, MO 64030
Email:taylornursingacademy4@yahoo.com 
www.taylornursingacademy.com
Office Hours: M-F 8 a.m.-5 p.m.
 
[bookmark: _Hlk534292390][bookmark: _Hlk105426855]The Mission of Taylor Nursing Academy is to teach our students how to provide care that is individualized and solely based on the needs of the residents, keeping in mind that no 2 residents are exactly alike. They will be aware that those needs can change within an instant. Our students will be equipped to easily adapt their care to those changes. We will teach them to give care with love and compassion. Here at Taylor Nursing Academy, we will also ensure to demonstrate that the residents we care for deserve to be always treated with dignity and respect.

Course Description

The CNA program is a 5 week, 175 clock-hour, basic course for the professional Long-Term Care in Missouri. This program has been approved by the  Department of Elementary and Secondary Education. This course is led and instructed by a Registered Nurse or licensed practical nurse who has an active license. The course focuses on training students to be able to care for residents in Long-Term Care. During this course the student shall be trained to understand and carry out the duties and responsibilities of a Certified Nurse Aide. The student will gain both knowledge, and clinical skills. Upon successful completion of this course and successful passing of the State of Missouri Competency Certification Exam, the student shall become a Certified Nurse Assistant (CNA) in the State of Missouri. After passing the State Competency exam, the CNA shall be added to the Missouri State Registry. A CNA whose name appears on the Missouri State Registry is allowed to work as a CNA in Long-Term Care. This course is offered from 7 am to 2:30 pm or 2:30 pm to 10:00 pm. This course can be taken by anyone who passes a background check. To sign up for program individuals may visit the website at Taylornursingacademy.com. They may also reach out to administration on the Taylor Nursing Academy face book page or by phone at 816-573-1440

Total Training hours for this program = 175 hour.
Class=75
Clinicals = 100 hours

Learning Objectives. 
1. Describe the roles and responsibilities of nursing assistants including ethics, communication, legal responsibilities, abuse laws, and Department of Inspections and regulations. 
2. Describe the functions of body systems appropriate to the nursing assistant scope of practice.
3. Demonstrate professional communication skills including recording and reporting, and legal and ethical responsibilities.
4. Demonstrate safety and infection control practices that comply with standards of practice for nursing assistants.
5. Identify stages of growth and development.
6. Define common medical terms and abbreviations used in health care.
7. Demonstrate competence and proficiency in the following categories of skills: 
· Communication and interpersonal relationships.
· Safety and infection control.
· Personal care procedures.
· Vital signs.
· Nutritional requirements and techniques.
· Admission, transfer, and discharge procedures.
· Exercise and activity.
· Elimination.
· Unsterile warm and cold applications.
· Care to clients with special needs.
· End of life care.
· Care to clients with cognitive impairment.
8. Comply with privacy and confidentiality laws.
9. Demonstrate behaviors consistent with professional work ethics.
10. Adhere to the policies and procedures of clinical sites.
Student Learning Outcomes
1. Students will be able to demonstrate knowledge of common elements required for certification in the state of Missouri. This will be measured by student achievement of a passing grade on instructor developed and administered final examinations. 
2. Students will be able to demonstrate compliance with standards of practice for Certified Nursing Assistant. This will be measured by an administered skills test given at the end of each class to each student that contains core elements of practice such as privacy, safety, dignity, and patient rights.
3. Students will be able to demonstrate competence with all skills required for certification. This will be measured by an administered skills competency test given as Skills Check Offs that contains elements of all required steps for all required skills.

	CNA COURSE SCHEDULE

	Schedule
	Length
	Time
	Instructor
Niesha Taylor MSN, APRN,PMHNP- BC

	Weekday
	5 Weeks
	7:00AM- 2:30PM or 2:30pm to 9:30pm
	

	
	
	
	

	
	
	
	




[bookmark: _Hlk105426927]Admission Requirements
 
a) [bookmark: _Hlk105008591]Student Application. 
b) Two Forms of identification. (One must be a Social Security Card and the other must be a photo ID, such as a current State Identification card or Driver’s License.)
c) Criminal background check (will be done at School) (Background check from the Department of Criminal Investigation, and Department of Health & Human Services Abuse Registry to be performed on all Nurse Aide students).
Affidavit of Legal Presence.
d) Immunization records may also be required. This will be communicated in the first two days of class.
e) Flu shot required during flu season. If no flu shot, the student is required to wear a mask at clinical sites.  
[bookmark: _Hlk531090391]

Class Examinations/Clinical Skill Examinations:

1. Students are required to take (10) written exams and make an average score of 80% (complete program in its entirety) before being allowed to take a state competency exam. 
2. Students must pass all clinical skills and skills checkoffs with a score of 100%. 
3. The student is required to write an essay as indicated on the course syllabus and score a minimum of 40 points out of 50 points.  
4. Homework, tests, and popup quizzes shall be given. Therefore, completion of all daily readings as assignments will be of paramount importance. This means that the student must always be prepared.
5. If a student is unable to pass final exam, both written and clinical skills, he/she will be required to remediate until such a passing score is obtained before he/she is permitted to take the state competency exam.  


CNA State Certification Examination:

The state certification exam for CNA is made up of two parts: 

a. Knowledge (Written) 
b.  Skills
Knowledge:

· 75 Questions.
· 1 Hour
· 80% pass. 
· Multiple Choice.
· Computer Based. 
· Candidates may request an oral test for additional fees.

Skills:
· 7 Skills, student will be chosen randomly to do 3 or 4 skills for their exam.
· 30 minutes.
· Points are assigned for each Skill performed.
· 100% must be achieved on all skills.


NOTE: The candidate shall have three opportunities to pass each part of the test after completion of the entire program. Students have THREE attempts to pass the CNA State Competency Exam. If one part of the test is failed, only that part needs be taken a second or third time. Failure to pass after the third Attempt, will result in a final failure. If student wishes to train at the institution once again after failure of the exam, they must submit new tuition and run through the course again.

The student who does not pass the Competency Exam satisfactorily, he/she shall be advised in writing within ten working days after the test is scored:

1. The areas which the person did not pass.

2. That the person has three opportunities to take the evaluation.


 
 
	[bookmark: _Hlk105008988]CNA Tuition and Fees

	
	ITEM
	COST
	Books are on loan. If the student fails to return undamaged Textbook and workbooks, he/she shall be charged $70.00.

A transcript will be issued after the completion of class. Additional transcript Requests will incur a charge of $15

	1
	This includes tuition, criminal background check, name badge, graduation fees, lab materials, and other miscellaneous school supplies.
	$ 1600.00
$400 Deposit due at enrollment- non refundable


	

	2
	State Exam
	$ 135.00- to be paid on the testing site at the end by the student, this is not a part of tuition.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total Cost
	$ 1735.00
	





DEPARTMENT OF INSPECTIONS AND APPEALS

1. [bookmark: _Hlk169859194]Affirmation of required 16 hours of training before direct contact with the residents, covering the following:
a. Communication and interpersonal skills.
b. Infection control.
c. Safety and emergency procedures including the Heimlich maneuver.
d. Promoting Residents’ independence.
e. Respecting Residents’ rights.
2. The 16 hours Affirmation Form shall be provided to the student by the instructor and must be signed by both the student and course instructor. 
3. Training must include a minimum of 100 hours of supervised clinical training in an actual clinical setting. 
4. Training must include at least 75 hours of classroom instruction. 
Ensure that students do not independently perform any services for which they have not been trained and found proficient by the instructor. It shall also ensure that students who are providing services to residents are under the general supervision of a licensed nurse or a registered nurse.
5. The curriculum for this course, the skills checklist form, and the schedule shall be provided to each student. The student will need to sign acknowledgment form.
6. The training of nurse aides shall be performed by or under the general supervision of a Registered Nurse or licensed practical nurse. This instructor possesses a minimum of two years of nursing experience, at least one year of which shall be in the provision of long-term care facility services. 
7. Instructors shall be registered nurses or licensed practical nurses with active licenses in Missouri and shall have completed a course in teaching adults or have experience teaching adults or supervising nurse aides or be working in post-secondary setting.
8. The ratio of qualified trainers to students shall not exceed one instructor for every fifteen students in the clinical setting.
9. Provide each nursing assistant a record of skills for which the nursing assistant has been found competent during the course and which may be performed before completion of the competency evaluation. These shall be kept on file for a minimum of 5 years.
10. Complete a lesson plan for each unit which includes behavioral objectives, a topic outline, and student activities and experiences.
11. CNA certification must be renewed every two years. The CNA must provide proof of a minimum of 8 hours of paid work within a 24-month period.
12. Provide the student, within 30 days of the last class period, evidence of having successfully completed the course.
13. The registry shall remove entries for persons who have performed no nursing or nursing-related services for monetary compensation for a period of 24 consecutive months unless the person’s registry entry includes documented findings or convictions by a court of law of abuse, neglect, mistreatment or misappropriation of property.
14. Persons employed as nursing assistants shall complete nursing assistant registered application, within the first 30 days of employment. This form shall be submitted to the Missouri Registry at health.mo.gov. 
15. A nurse aide who is not employed may apply for inclusion on the registry by applying online at health.mo.gov.
16. The following information on any finding by the department of inspections and appeals of abuse, neglect, mistreatment of residents or misappropriation of property by the person: documentation of the department of inspections and appeals’ investigation, including the nature of the allegation and the evidence that led the department of inspections and appeals to conclude that the allegation was valid; the date of the hearing, if the person chose to have one, and its outcome; and a statement by the person disputing the allegation, if the person chooses to make one. This information must be included in the registry within ten working days of the finding and shall remain in the registry permanently, unless the finding was made in error, the person was found not guilty in a court of law, or the department of inspections and appeals is notified of the person’s death.
17. A record of known convictions by a court of law of a person convicted of abuse, neglect, mistreatment, or misappropriation of resident property.





Description of Taylor Nursing Academy:

There is a skills lab. The skills lab has been created to help students practice skills before moving onto clinicals and to also continue to practice while meeting for clinicals. The skills lab consists of a white board for instructions. It has beds with bedding to practice transfers of a patient and how to make beds both occupied and unoccupied. The student will also practice pressure relief exercises along with restorative aide exercises.
There are wheelchairs and walkers to assist students with practicing assisting patients with mobility. There is a projector to watch skills being performed from Lippincott videos and for lecture activities.

There is a classroom. In the classroom there is a white board to assist with instructions. There are desks for students to be able to sit in comfortably while participating in lectures. 

There is a bathroom next to the classroom.






BOOKS:
1. [bookmark: _Hlk94995432]Hartman’s Nursing Assistant Care: The Basics, 5th/6th Edition by Hartman Publishing and Jetta Fuzy, RN, MS.
2. CNA Handbook.
VIDEOS: 
Lippincott Video Series for Nursing Assistants DVD Set, 2nd Edition by: Pamela Carter RN, BSN, MEd, CNOR 


EQUIPMENT AVAILABLE FOR USE TO ASSIST WITH LEARNING
Hartman textbooks/workbooks
Lippincott Skills videos with television
Quizzes to test knowledge
Wi-Fi for internet access when needed
Beds with bedding for practice
Wheelchairs
Blood pressure cuffs for practice
Projector for viewing skills videos and for lecture activities
Mannequins to practice patient care
Gait belts
Walkers
White boards
Thermometers, pulse oximeters, timers when checking vitals
Laptops when needed



CNA CHAPTERS & SPECIFIC LEARNING OBJECTIVES 

	[bookmark: _Hlk94739836]1 The Nursing Assistant in Long-Term Care
· Compare long-term care to other healthcare settings
· Describe a typical long-term care facility
· Explain Medicare and Medicaid
· Describe the nursing assistant’s role
· Describe the care team and the chain of command
· Define policies, procedures and professionalism
· List examples of legal and ethical behavior and explain Residents’ Rights
· Explain legal aspects of the resident’s medical record
· Explain the Minimum Data Sheet (MDS)
· Discuss incident reports

	4 Body Systems and Related Conditions
· Describe the integumentary system
· Describe the musculoskeletal system and related conditions
· Describe the nervous system and related conditions
· Explain restraints and how to promote a 
· restraint-free environment
· Describe the circulatory system and related conditions
· Describe the respiratory system and related conditions
· Describe the urinary system and related conditions
· Describe the gastrointestinal system and related conditions
· Describe the endocrine system and related conditions
· Describe the reproductive system and related conditions

	2 Foundations of Resident Care
· Understand the importance of verbal and written communications
· Describe barriers to communication
· List guidelines for communicating with residents with special needs
· Identify ways to promote safety and handle non-medical emergencies
· Demonstrate how to recognize and respond to medical emergencies
· Describe and demonstrate infection prevention and control practices

	5 Confusion, Dementia and Alzheimer’s Disease
· Discuss confusion and delirium
· Describe dementia and discuss Alzheimer’s Disease
· List strategies for better communication with residents with Alzheimer’s Disease
· List and describe interventions for problems with common activities of daily living (ADLs)
· List and describe interventions for common difficult behavior related to Alzheimer’s Disease
· Describe creative therapies for residents with Alzheimer’s Disease

	3 Understanding Residents
· Identify basic human needs
· Define holistic care
· Explain why promoting independence and self-care is important
· Identify ways to accommodate cultural differences
· Describe the need for activity
· Discuss family roles and their significance in health care
· Describe stages of human growth and development
· Discuss developmental disabilities
· Describe some types of mental health disorders
· Explain how to care for residents who are dying
· Define the goals of a hospice program
	6 Personal Care Skills
· Explain the personal care of residents
· Identify guidelines for providing skin care and preventing pressure injuries
· Describe guidelines for assisting with bathing
· Describe guidelines for assisting with grooming
· List guidelines for assisting with dressing
· Identify guidelines for proper oral hygiene
· Explain guidelines for assisting with toileting
· Explain guidelines for safely positioning and moving residents

	7 Basic Nursing Skills
· Explain admission, transfer and discharge of a resident
· Explain the importance of monitoring vital signs
· Explain how to measure weight and height

· Define fluid balance and explain the intake and output (I&O)
· Explain care guidelines for urinary catheters, oxygen therapy and IV therapy
· Discuss a resident’s unit and related care
· Explain the importance of sleep and perform proper bedmaking
Discuss dressings and bandages 
	9 Rehabilitation and Restorative Care
· Discuss rehabilitation and restorative care
· Describe the importance of promoting independence and list ways exercise improves health
· Discuss ambulation and describe the assistive devices and equipment
· Explain guidelines for maintaining proper body alignment
· Describe care guidelines for prosthetic devices
· Describe how to assist with range of motion exercises
· List guidelines for assisting with bladder and bowel retraining


	8 Nutrition and Hydration
· Identify the six basic nutrients and explain My Plate
· Describe factors that influence food preferences
· Explain special diets
· Describe how to assist residents in maintaining fluid balance
· List ways to identify and prevent unintended weight loss
· Identify ways to promote appetites at mealtime
· Demonstrate how to assist with eating
· Identify signs and symptoms of swallowing problems
· Describe how to assist residents with special needs
	10 Caring for Yourself
· Describe how to find a job
· Describe a standard job description and explain how to manage time and assignments
· Discuss how to manage and resolve conflict
· Describe employee evaluations and discuss appropriate responses to feedback
· Discuss certification and explain the state’s registry
· Describe continuing education
Explain ways to manage stress



CNA HANDBOOK OUTLINE

	[bookmark: _Hlk94739044]TOPIC 1:
	HEALTH CARE DELIVERY

	TOPIC 2:
	ROLE OF THE NURSING ASSISTANT

	TOPIC 3:
	OBSERVING AND REPORTING

	TOPIC 4:
	COMMUNICATION AND INTERPERSONAL SKILLS *

	TOPIC 5:
	INFECTION CONTROL * Including 7 Hours of HIV Education

	TOPIC 6:
	BODY MECHANICS

	TOPIC 7:
	SAFETY *

	TOPIC 8:
	EMERGENCIES *

	TOPIC 9:
	RESIDENT'S RIGHTS *

	TOPIC 10:
	PROMOTING RESIDENTS’ INDEPENDENCE *

	TOPIC 11:
	BASIC ANATOMY

	TOPIC 12:
	AGING PROCESS

	TOPIC 13:
	COGNITIVE IMPAIRMENT

	TOPIC 14:
	RESIDENT'S FAMILY

	TOPIC 15:
	RESIDENT'S ENVIRONMENT

	TOPIC 16:
	POSITIONING

	TOPIC 17:
	VITAL SIGNS AND MEASUREMENTS

	TOPIC 18:
	BATHING

	TOPIC 19:
	SKIN CARE

	TOPIC 20:
	ORAL CARE

	TOPIC 21:
	HAIR AND NAIL CARE

	TOPIC 22:
	DRESSING

	TOPIC 23:
	TRANSFERRING

	TOPIC 24:
	MOBILITY

	TOPIC 25:
	NUTRITION AND HYDRATION

	TOPIC 26:
	ELIMINATION

	TOPIC 27:
	CARE OF THE DYING RESIDENT

	TOPIC 28:
	SURVEY PROCESS AND TYPES OF FACILITIES

	
	





CNA SKILLS

	CNA core skills and procedures must be completed in the skills lab and demonstrated by the instructor. Students must be checked off on these skills 
 


	1. Foundations for Resident Care
· Performing abdominal thrusts for the conscious person
· Responding to shock
· Responding to a myocardial infarction
· Controlling bleeding
· Treating burns
· Responding to fainting
· Responding to seizures
· Responding to vomiting
· Washing hands (hand hygiene)
· Putting on (donning) and removing (doffing) gown
· Putting on (donning) mask and goggles
· Putting on (donning) gloves
· Removing (doffing) gloves

3. Body Systems and Related Conditions
· Caring for an ostomy

4.Personal Care Skills
· Giving a complete bed bath
· Giving a back rub
· Shampooing hair in bed
· Giving a shower or a tub bath
· Providing fingernail care
· Providing foot care
	2. Basic Nursing Skills
· Admitting a resident
· Transferring a resident
· Discharging a resident
· Measuring and recording oral temperature
· Measuring and recording a rectal temperature
· Measuring a recording a tympanic temperature
· Measuring and recording an axillary temperature
· Counting and recording radial pulse and counting and recording respirations
· Measuring and recording blood pressure (one-step method)
· Measuring and recording weight of an ambulatory resident
· Measuring and recording height of an ambulatory resident
· Measuring and recording urinary output
· Collecting a routine urine specimen
· Collecting a clean-catch (mid-stream) urine specimen
· Collecting a stool specimen
· Providing catheter care
· Emptying the catheter drainage bag
· Making an occupied bed
· Making an unoccupied bed
· Changing a dry dressing using non-sterile technique

	· Coming or brushing hair
· Shaving a resident
· Dressing a resident
· Applying knee-high elastic stockings
· Providing oral care
· Providing oral care for the unconscious resident
· Flossing teeth
· Cleaning and staring dentures
· Assisting a resident with the use of a bedpan
· Assisting a male resident with a urinal
· Assisting a resident to use a portable commode or toilet
· Moving a resident up in bed
· Moving a resident to the side of the bed
· Positioning a resident on his side
· Logrolling a resident
· Assisting resident to sit up on the side of the bed: dangling
· Transferring a resident from bed to wheelchair
· Transferring a resident using a mechanical lift
	5.Nutrition and Hydration
· Serving fresh water
· Feeding a resident

6. Rehabilitation and Restorative Care
· Assisting a resident to ambulate
· Assisting with ambulation for a resident using a cane, walker or crutches
· Assisting with passive range of motion exercises




 


CNA SKILLS VIDEOS


Video 1.		Patient and Resident Rights and Communication
Video 2.		Infection Control
Video 3 - 		Positioning and Lifting Patients and Residents
Video 4 - 		Transferring Patients and Residents
Video 5 - 		Bedmaking
Video 6 - 		Vital Signs, Height and Weight
Video 7 - 		Cleanliness and Hygiene
Video 8 - 		Grooming
Video 9 - 		Basic Nutrition
Video 10 -		Assisting with Urinary and Bowel Elimination
Video 11 - 		Exercise
Video 12 -		Patient and Resident Safety
Video 13 - 		Caring for People with Dementia
Video 14 - 		End of Life Care
Video 15 - 		Entry into the Workforce


[bookmark: _Toc536013246][bookmark: _Toc536013227]

ACADEMICS POLICIES: 
[bookmark: _Hlk530741669][bookmark: _Toc536013247]Course Requirements: 
The student shall be issued the school syllabus/ handbook, the CNA textbook, and Workbook. Students enrolled in a program at TAYLOR NURSING ACADEMY must check the specific details and requirements of the course on the course syllabus that must be provided to students by the course instructor on the first day of class. The students must familiarize themselves with all requirements both contained in the syllabus and TAYLOR NURSING ACADEMY Student Handbook. The program has very specific requirements that must be met to successfully and satisfactorily complete and pass the program. It is the student’s sole responsibility to ensure that he/she has the course syllabus that contains class schedule and the current school Handbook. Students can obtain the course syllabus and Handbook from the course Instructor or from the Admissions and Registrations Office. 
[bookmark: _Toc536013248]Clock Hours:
[bookmark: _Hlk3538449][bookmark: _Hlk94738834]All courses are measured in clock hours and requires strict attendance. A clock hour is a complete 60 minutes. TAYLOR NURSING ACADEMY does not round off time. The student must complete all the clock hours assigned to a specific program to successfully graduate. Students must sign in and out; including lunch breaks or any unscheduled, infrequent break that is more than 15 minutes on the daily time sheet including clinicals. The student cannot be signed in or out by other students or Instructor. However, it shall be the instructor’s responsibility to ensure that student’s time sheet is accurate reflecting honest attendance.  Breaks that are longer than 15 minutes must be deducted from the student time record. Lunch breaks are not part of cumulate course hours and therefore they are already deducted from the total daily course hours. Student must take the scheduled lunch break every day. The class start time must be the time indicated on the course syllabus and the class or clinical end time shall be time as indicated on the course syllabus. No student shall successfully complete and graduate from a training program measured in clock hours if all hours have not been completed.  Any student or instructor who misrepresents student’s attendance record is in violation of this policy and may be suspended for 1 week. This could be followed by suspension for subsequent offenses. 
[bookmark: _Toc536013249]Students Breaks:
To ensure accountability and quality learning, students are guaranteed breaks per this policy while the learning is in progress. The instructor must pause the learning while the students are on these breaks. The instructor must not deviate from this policy. Students must not skip breaks so that they can go home earlier or make up lost hours. 
1. DAY CLASSES: Students are guaranteed a 30-minute lunch break daily and 3-bathroom breaks distributed evenly throughout the day. Each bathroom break shall not exceed 5 minutes.
2. CLINICAL: Student shall be given one lunch break that shall not exceed 30minutes. 
3. BREAST PUMPING: A 30-minute break shall be given to student who is nursing and requires a break to privately breast pump. This break may be given while the students are watching learning videos or any other time that the instructor deems that the student will not miss a lot of learning concepts.
In addition to the guaranteed breaks, the individual student may politely step out to take a bathroom break or to take a personal phone call. These individual student breaks may not last more than 5 minutes. The instructor shall not stop the teaching to wait for the student. The learning of the other students must continue. However, though these individual student breaks are allowed, they may not exceed 5 in total throughout the day. More than five individual breaks will be considered as Disruptive Behavior which is disallowed per the policy. 
[bookmark: _Toc536013250][bookmark: _Hlk531778858]Missed Work:
If a student misses to submit any schoolwork on time or by due time and or date including projects, homework, and clinical paper he/ she shall be deducted 10 points. The missed work, exam, or project must be submitted within 48 hours from time and or date it was missed. If 48 hours have lapsed and the student hasn’t submitted the missed work to the instructor, the student shall be given F- (which is a fail!) on the Missed Work. The instructor shall not accept Missed Work past 48 hours from the due time and date. For the student who misses these deadlines to submit schoolwork due to extreme unavoidable reasons that are beyond human control such as illness, accidents, can submit documentation to his/her instructor for consideration. The instructor will review the student documentation and determine the outcome in consultation with the Lead-Instructor.
[bookmark: _Toc536013251]Certification Exams:
[bookmark: _Hlk3540096]Taylor Nursing Academy shall be committed to its mission which is to provide: Timely, Quality, and Affordable training centered on our students to enable them master knowledge, and skills needed to gain employment and render quality Service. TAYLOR NURSING ACADEMY shall strive to adequately prepare students to master knowledge and skills needed to pass the state and national certification exam. All courses offered at TAYLOR NURSING ACADEMY are designed to lead to a student acquiring a certification required or needed for professional employment as a certified nursing assistant. To achieve this goal, TAYLOR NURSING ACADEMY shall devote all resources within its disposal to help our students succeed and achieve their goal in line with our mission, vision, motto, and values. The instructor must commit to these values and strive for students' success. However, despite all these efforts the school takes to foster student success, TAYLOR NURSING ACADEMY does not assure, promise or guarantee any student that he/she will pass either the state or national certification exam needed to acquire certification to practice.
[bookmark: _Toc536013252]Course Exams:
Class Exams must be supervised by the course Instructor. The instructor must be present and stay in the classroom throughout the testing period.  Students are prohibited from cheating on the exams by looking up answers or discussing a test with other students. Students should not take photos or videos of the exams, write the questions down, or make copies. Exams must remain in the classroom under the control of the instructor. During testing, all books and papers must be kept away from the desk. Students who have another language as their first language are permitted to use translation books during the exam, but they are not allowed to use electronic devices. For further assistance with translation needs please reach out to instructor. Students are prohibited from taking the test out of the classroom. Restroom breaks are not permitted during test time and will cause your exam to be graded as it is. The only tests that can be taken at home must be described in the syllabus. The tests must be graded on the same day, and the review of the whole test must be conducted by the instructor. Failure to follow this policy shall lead to disciplinary action including one-week suspension followed by termination if the same prohibited behavior is repeated.  For students who have an IEP, they must present this information prior to class start date and must make the instructor aware of what they need. Students will still be responsible for knowing the information that is being taught and must be able to successfully pass exams. Answers will not be given to the students due to them having an IEP. 
Withdrawal/Cancellation Policy:
If student is wanting to withdraw or cancel admission agreement the student must submit a request to the instructor and or the administrator in person. The student has up to 7 business days (not including Saturday, Sunday, or holidays) from the start of the first day of class to withdraw for any reason and receive 100 percent refund less consumables (background checks/administrative fees, applications fees and deposit.) If student is attempting to cancel after 7 business days (this does not include Saturdays, Sundays, or holidays) they must do so within 13 business days (not including Saturday, Sunday, or holidays) to receive a 50% refund less consumables (background checks/administrative fees, applications fees and deposit). If a student is wishing to withdraw or cancel any time after 13 business days from the start of the class, there will be no refunds granted. If student wishes to enroll again, they will be responsible for paying the full cost of tuition. NOTE: Students who are eligible and enrolled under a scholarship and does not pay for tuition are not eligible for a refund as they did not pay anything.

[bookmark: _Hlk92201495]Tuition Reimbursement: If student is wanting to withdraw or cancel admission agreement the student must submit a request to the instructor and or the administrator in person. The student has up to 7 business days (not including Saturday, Sunday, or holidays) from the start of the first day of class to withdraw for any reason and receive 100 percent refund less consumables (background checks/administrative fees, applications fees and deposit.) If student is attempting to cancel after 7 business days (this does not include Saturdays, Sundays, or holidays) they must do so within 13 business days (not including Saturday, Sunday, or holidays) to receive a 50% refund less consumables (background checks/administrative fees, applications fees and deposit). If a student is wishing to withdraw or cancel any time after 13 business days from the start of the class, there will be no refunds granted. If student wishes to enroll again, they will be responsible for paying the full cost of tuition. NOTE: Students who are eligible and enrolled under a scholarship and does not pay for tuition are not eligible for a refund as they did not pay anything.



Fees are expected to be paid in full by the first day of class. Payments can be accepted via zelle, venmo, cash app, or check.


[bookmark: _Toc536013256][bookmark: _Hlk530228949]Incomplete:
[bookmark: _Toc536013257][bookmark: _Hlk530158973][bookmark: _Hlk531779017]The student who has finished at least 75% of the course work and is not able to complete the program due to documented extreme and unavoidable circumstances such as illness, death in the family or jury duty, military deployment shall be given incomplete Letter Grade (I). No verification or completion form or certificate will be issued until the student has completed the program within 6 months from the last date the training ended. If the student is unable to complete program within 6 months, he/she shall have to enroll afresh and submit new application as well as pay tuition fees again. For military students who were deployed during training must resume training within 6 months after the deployment is completed. If the student completes his/her training within 6 months, the Incomplete Letter Grade (I) shall be changed to reflect the actual letter grade obtained by the student. The student shall not be charged extra fees to complete the course work if the course is completed within the time frame per this policy. No student shall receive a final grade without successfully completing the course. It shall be the student’s sole responsibility to provide documentation in support to his/her case.

Satisfactory Academic Progress: 
[bookmark: _Hlk3540826]TAYLOR NURSING ACADEMY uses a percentage system to grade students. Students must score an average grade of 80% on all cumulative tests to pass the course. Students must also demonstrate clinical skills with 100% accuracy. The student must also successfully complete 100% clock hours (Including made up time) required for the specific program in which they are enrolled. The student who has successfully passed and completed the program shall be issued a Verification Form and awarded a Certificate of Completion. This program does not assist with job placement, but students are often presented with an opportunity to interview available positions at participating clinical sites.
[bookmark: _Toc536013258]Academic Probation: 
Failure to obtain an average score of 80% from the total combined exams required in program, pass clinical skills with 100% accuracy, pass the clinical paper, complete all the clock hours required, and meet all other the requirements as outlined on the School Catalog/Student Handbook and Syllabus needed to successfully complete and pass the program, the student shall be placed on Academic Probation.  

The student who continues to perform below average during the course progression shall be placed on two-week academic probation.  The student placed on a two-week academic probation shall be given an opportunity to remediate until passing grades are achieved and all other academic requirements for successful completion of the program are achieved. During this academic probation period, the student is required to participate in a mandatory remediation as arranged by the course instructor at no additional cost to the student. If the student is unable to meet the academic standards for successful completion and pass the program after being placed on a two-week academic probation, under intense instructor led remediation, the student will be placed in another three-week Academic probation and must remediate to achieve the requirements needed to pass the course. During the second academic probation the student must attend and participate in all academic remediation led by the Lead-Instructor. The student will be charged the remediation fee in the amount of $250.00. TAYLOR NURSING ACADEMY shall continue to recruit its resources to help the student learn, the master knowledge, and skills and pass the state or national certification examination. Failure to pass after second academic probation and remediation no verification or completion letter shall be issued to the student. The student who is unable to satisfactorily pass after the second academic probation and remediation shall have to enroll again in the same program or choose a different program of study per the readmission policy. 
[bookmark: _Toc536013259][bookmark: _Hlk2594135]
Termination:
[bookmark: _Toc536013260]The student who is unable to maintain Satisfactory academic performance after being placed on academic probation per the school policy shall be terminated from the program. The student dropped from a program, due to unsatisfactory academic performance may be readmitted per the readmission policy. The student shall be required to pay the fees and tuition owed. The student's failure to achieve Satisfactory Academic Performance does not enable the student or the student's sponsor to obtain a refund. Students Refunds shall be issued per the TAYLOR NURSING ACADEMY Refund Policy. Students shall also be terminated from TAYLOR NURSING ACADEMY for failure to follow and abide by the Student Conduct Policy, Failure to pay school fees and Tuitions, Unsatisfactory Academic Performance as stated in the Student Handbook and for any other reasons as stated on this Student Handbook. 
[bookmark: _Hlk94738916]Grading System:
Taylor Nursing Academy shall use the established Grading System published on the Student Handbook. 
	[bookmark: _Hlk3541220]PERCENTAGE %
	GRADE
	INTERPRETATION

	90-100
	A
	Excellent

	80-89
	B
	Good

	70-79
	C
	Average

	60-69
	D
	Poor

	59 and Below
	F
	Failure

	
	I
	Incomplete

	
	P
	Pass




	[bookmark: _Toc534900767][bookmark: _Toc535319707][bookmark: _Toc535396803][bookmark: _Toc535835393][bookmark: _Toc536013261]Final Grade Distribution
	[bookmark: _Toc534900768][bookmark: _Toc535319708][bookmark: _Toc535396804][bookmark: _Toc535835394][bookmark: _Toc536013262]Percentage weight

	[bookmark: _Toc534794368][bookmark: _Toc534900769][bookmark: _Toc535319709][bookmark: _Toc535396805][bookmark: _Toc535835395][bookmark: _Toc536013263]Class Exams Average
	[bookmark: _Toc534794369][bookmark: _Toc534900770][bookmark: _Toc535319710][bookmark: _Toc535396806][bookmark: _Toc535835396][bookmark: _Toc536013264]50%

	[bookmark: _Toc534794370][bookmark: _Toc534900771][bookmark: _Toc535319711][bookmark: _Toc535396807][bookmark: _Toc535835397][bookmark: _Toc536013265]Clinical Essay or Service Learning (Graded per Rubric)
	[bookmark: _Toc534794371][bookmark: _Toc534900772][bookmark: _Toc535319712][bookmark: _Toc535396808][bookmark: _Toc535835398][bookmark: _Toc536013266]15%

	[bookmark: _Toc534794372][bookmark: _Toc534900773][bookmark: _Toc535319713][bookmark: _Toc535396809][bookmark: _Toc535835399][bookmark: _Toc536013267]Class/clinical/skills lab Attendance and participation
	[bookmark: _Toc534794373][bookmark: _Toc534900774][bookmark: _Toc535319714][bookmark: _Toc535396810][bookmark: _Toc535835400][bookmark: _Toc536013268]25%

	[bookmark: _Toc534794374][bookmark: _Toc534900775][bookmark: _Toc535319715][bookmark: _Toc535396811][bookmark: _Toc535835401][bookmark: _Toc536013269]Homework or Quizzes
	[bookmark: _Toc534794375][bookmark: _Toc534900776][bookmark: _Toc535319716][bookmark: _Toc535396812][bookmark: _Toc535835402][bookmark: _Toc536013270]10%

	[bookmark: _Toc534794376][bookmark: _Toc534900777][bookmark: _Toc535319717][bookmark: _Toc535835403][bookmark: _Toc536013271]Total Grade
	[bookmark: _Toc534794377][bookmark: _Toc534900778][bookmark: _Toc535319718][bookmark: _Toc535396814][bookmark: _Toc535835404][bookmark: _Toc536013272]100%

	The student must have atleast 256 accumulative points on exams to move on to clinical
	


[bookmark: _Toc535396815][bookmark: _Toc536013273][bookmark: _Hlk531370503]Program Completion:
[bookmark: _Toc534794379][bookmark: _Toc534900780][bookmark: _Toc535319720][bookmark: _Toc535396816][bookmark: _Toc535835406][bookmark: _Toc536013274]The student who has satisfactorily met all the requirements pertaining to the course of study shall be deemed completed as stipulated in Student Handbook. This student will be able to sit down and take the state exam and once they pass will receive the credentials of a certified nursing assistant. No student shall be deemed to have completed the course in which he/she was enrolled unless:
1. [bookmark: _Toc534794380][bookmark: _Toc534900781][bookmark: _Toc535319721][bookmark: _Toc535396817][bookmark: _Toc535835407][bookmark: _Toc536013275] 100% completion of the clock hours assigned to the program. 
2. [bookmark: _Toc534794381][bookmark: _Toc534900782][bookmark: _Toc535319722][bookmark: _Toc535396818][bookmark: _Toc535835408][bookmark: _Toc536013276]Average score of 80% on cumulative Exams.  
3. [bookmark: _Toc534794382][bookmark: _Toc534900783][bookmark: _Toc535319723][bookmark: _Toc535396819][bookmark: _Toc535835409][bookmark: _Toc536013277]Clinical skills check off 100%.
4. [bookmark: _Toc534794383][bookmark: _Toc534900784][bookmark: _Toc535319724][bookmark: _Toc535396820][bookmark: _Toc535835410][bookmark: _Toc536013278]Clinical Essay 80%.
5. Final Exam score of 80% or better
[bookmark: _Toc536013280]Academic Award:
[bookmark: _Toc534794386][bookmark: _Toc534900787][bookmark: _Toc535319727][bookmark: _Toc535396823][bookmark: _Toc535835413][bookmark: _Toc536013281]The student who has successfully completed the training program by meeting all the requirements of the program in which he/she is enrolled as outlined on both the Course Syllabus and the Student Handbook, shall be cleared by the school and permitted to graduate. The graduating student shall be awarded a Certificate of Completion, and a Training Verification Form by Taylor Nursing Academy. The Certificate of Completion shall bear the students First, Middle and Last name, the name of the school, the Logo, the name of the course, the total number of clock hours completed, the school’s approving, licensing and certifying agencies, the signature of the course Instructor, Lead-Instructor, Vice President and Academy Director or President. The Training Verification Form shall bear the students names (First, Middle and Last) social security number, the training start date and end date, and the name of the program as well as the names and the signatures of the course instructor and the Training Supervisor or Academy Director. Both the Completion Certificate and the Training Verification Form shall bear the name of the school, the address, the phone number, the Logo and a seal. 





ATTENDANCE/TARDINESS POLICIES:
TAYLOR NURSING ACADEMY requires strict class attendance and does not round off time. Students are required and expected to take personal responsibility to enhance their learning success. As a student you must be your own steward for your learning, mastering of skills and knowledge. The student must attend classes, skills lab, clinicals and any other school scheduled activities on time and only leave when the time scheduled is finished. Arriving later than the scheduled time or leaving earlier shall be counted as tardy. The student is required to actively participate in all classes, lectures, skills lab and clinicals. Students are discouraged from being absent, late or leaving early or being tardy. The student is absent if he/she misses a whole day of scheduled class, skills lab, school activity or clinical. Tardy is defined as attending a scheduled school activity later than the scheduled time, but less than 30 minutes late or leaving earlier than the scheduled time but not more than 30 minutes before the conclusion of the scheduled activity. All Absences and tardiness, both Excused and Unexcused, shall be recorded, and if not made up, will count against the student's overall course attendance and grade.  
 
1. If a student must miss class or be late or leave earlier than the scheduled time due to unavoidable reasons, he/she must communicate with the instructor or write an email to taylornursingacademy4@yahoo.com. The missed absence or tardy must be evidenced by documentation to be excused tardy or absence.  
2. If the class is more than 100 hours in length, no more than 2 days of unexcused absence is allowed or 6 tardies. If a student has 3 or more of an unexcused absence, or more than 6 excused or unexcused tardies, amounting to 180 minutes or more of time lost, he/she shall be dropped from the program and must reapply to start the program in future. 
3. If a student misses scheduled skills lab or clinical without prior authorization or calling to inform the instructor that he/she will be absent the student shall be dropped from the program for NO CALL NO SHOW. Unless there were documented extreme circumstances that led to inability to call and communicate with the instructor. If a student calls and does not get the instructor on the phone the student must text 913-549-6955 or send an email to taylornursingacademy4@yahoo.com
4. If a student is late for skills lab or clinical or any school scheduled activities for more than 30 minutes with or without authorization, the student shall be sent home and required to make up the lost skills lab or clinical time by attending a whole day later, at the discretion of the course Instructor.  
5. If a student leaves skills lab, clinical site or a scheduled school activity 30 minutes earlier than the scheduled end time with or without authorization, the student will be required to make up the lost time by attending a whole day of the missed activity later. The student shall be scheduled to make up time at the discretion of the course instructor.  
6. If the student is late for skills lab or clinical for more than 30 minutes or leaves earlier than 30 minutes on two or more occasions, the student shall be sent home and dropped from the program.
7. All excused or unexcused absences and tardies must be made up at the discretion of the course instructor in line with the policy. No student shall successfully graduate from any program at TAYLOR NURSING ACADEMY without completing all the required program clock hours. 
8. If a student missed any class work, learning, homework, tests, skills, clinicals and, or assignment during excused, unexcused period, or tardy he/she must make up all the missed learning and hours at the discretion of the course instructor in line with the Missed Work Policy. 
[bookmark: _Toc536013228]Class/Clinical Cancellation:
Classes, clinicals, skills lab, or any scheduled school activities may be cancelled for certain reasons, such as unfavorable conditions that may make the learning environment unsafe, unavailable course instructor, and bad weather. Students shall be notified via email and or text messages. Information regarding school activities, class, or clinical cancellations shall also be posted on TAYLOR NURSING ACADEMY Facebook Group page. School activities such as classes, skills lab, clinicals or any other scheduled activity can be cancelled by the program director at any time without prior notice or explanation to students or faculty. During expected bad weather it is the student’s responsibility to check the school website, Facebook, and personal email to confirm whether the school is closed. Students may also call TAYLOR NURSING ACADEMY at 913-549-6955 to inquire about school closings. The school shall be closed on the published holidays on the school calendar. 

The instructor shall not cancel any scheduled course activity including letting students go home earlier than the scheduled time without direct authorization from the academy Director. If the school is closed due to bad weather or any scheduled school activity is cancelled, the students must make up all the hours or days missed per the policy to ensure quality learning and training.
[bookmark: _Toc536013229]Making Up Time Lost Policy:
Tardy:
[bookmark: _Toc534794340][bookmark: _Toc534900731][bookmark: _Toc535319671][bookmark: _Toc535396767][bookmark: _Toc535835357][bookmark: _Toc536013230]If a student has an excused or an unexcused tardy, he/she must make up all the time lost within 48 hours by coming to school to make up all the hours lost. The student must cover all the missed time and work by doing independent study per the syllabus. 
1. [bookmark: _Toc534794341][bookmark: _Toc534900732][bookmark: _Toc535319672][bookmark: _Toc535396768][bookmark: _Toc535835358][bookmark: _Toc536013231]A student who has class tardy must make up the time lost time, read all the learning chapters missed and take one Test and score 80%. The student must also write a 2-page essay covering the missed learning. 
2. [bookmark: _Toc534794342][bookmark: _Toc534900733][bookmark: _Toc535319673][bookmark: _Toc535396769][bookmark: _Toc535835359][bookmark: _Toc536013232]The student who is tardy for skills lab must make up the lost time by attending skills lab to practice on the missed skills. The student is required to watch the videos of the missed skills at the school computer lab and write a two-page description essay of the skills.
3. [bookmark: _Toc534794343][bookmark: _Toc534900734][bookmark: _Toc535319674][bookmark: _Toc535396770][bookmark: _Toc535835360][bookmark: _Toc536013233]The student who has a clinical tardy and was not sent home as per the Attendance Policy shall be required to come to skills lab for to make up the lost time. For every clinical tardy, the student shall be required to make up 4 hours in the skills lab. 
Excused Absence: 
[bookmark: _Toc534794345][bookmark: _Toc534900736][bookmark: _Toc535319676][bookmark: _Toc535396772][bookmark: _Toc535835362][bookmark: _Toc536013234]The student must call and email the course instructor prior to the start of the class, skills lab, clinical, or any scheduled school activity for an absence to be determined as an Excused Absence. Failure to call and email the instructor prior to the start of the class, skills lab, clinical or any scheduled school activity, the absence shall be deemed as Unexcused Absence. All Excused absences must be supported by documentation upon the student return to school. Students can only miss scheduled school activities such as class, skills lab or clinical, due to unavoidable circumstances or hardship that must be supported by documentation. The student must make up all the missed work within 72 hours by doing the following:
1. Come to school to make up lost hours by doing self-study.
2. Must complete all the readings, assignments and skills. 
3. The student must take all the exams missed and score 80% and above   
4. Write a one-page paper on each topic that was covered while the student was away. The student must score 80% on each paper per grading rubric. 
5. Failure to make a score of 80%, the student must remediate until such a score is achieved.
6. A student with an excused absent for clinical shall be allowed to make up the full day of the lost clinical with other students at the discretion of the course instructor due to logistics preparations. 
7. A student with an excused absent for skills lab shall be allowed to make up the full day of the lost skills lab with other students at the discretion of the course instructor due to logistics preparations. The student may also be allowed to come to computer lab, watch videos of all the skills missed and then practice the skills in the skills lab.
Unexcused Absence: 
[bookmark: _Toc534794347][bookmark: _Toc534900738][bookmark: _Toc535319678][bookmark: _Toc535396774][bookmark: _Toc535835364][bookmark: _Toc536013235]An Unexcused Absence can lead to student being terminated from TAYLOR NURSING ACADEMY. Students with an unexcused absence must make up all the hours lost within 72 hours from the date they missed class or skills lab. To be allowed to make up the missed learning, the student must meet the following requirement:

1) Write a 1-page official letter explaining why he/she was absent. 
2) Come to school to make up lost hours by doing self-study.
3) For every hour the student was absent from class, he/she must make up two hours.
4) Must complete all the readings, assignments and skills. 
5) The student must take all the exams missed and score 80% and above.  
6) [bookmark: _Toc534794348][bookmark: _Toc534900739][bookmark: _Toc535319679][bookmark: _Toc535396775][bookmark: _Toc535835365][bookmark: _Toc536013236]Write a two-page paper on each topic that was covered while the student was away. The student must score 80% on each paper per grading rubric. 
7) [bookmark: _Toc534794349][bookmark: _Toc534900740][bookmark: _Toc535319680][bookmark: _Toc535396776][bookmark: _Toc535835366][bookmark: _Toc536013237]Failure to make a score of 80%, the student must remediate until such a score is achieved.
8) [bookmark: _Toc534794350][bookmark: _Toc534900741][bookmark: _Toc535319681][bookmark: _Toc535396777][bookmark: _Toc535835367][bookmark: _Toc536013238]For every 1 hour of missed skills lab due to unexcused absence, the student must make up 3 hours of skills lab. 
9) [bookmark: _Toc534794351][bookmark: _Toc534900742][bookmark: _Toc535319682][bookmark: _Toc535396778][bookmark: _Toc535835368][bookmark: _Toc536013239]No call no show at the clinical site shall result in student termination from the program and no make-up shall be allowed without proper documentation. If makeup is permitted, the student shall be required to attend a full day of the clinical at the instructor’s discretion. In addition, for every missed clinical hour, the student must also make up one hour of skills lab by coming to school and attending skills lab.  
10) [bookmark: _Toc534794352][bookmark: _Toc534900743][bookmark: _Toc535319683][bookmark: _Toc535396779][bookmark: _Toc535835369][bookmark: _Toc536013240]Failure to meet all the above requirements, the student shall be terminated.
Holidays: 
[bookmark: _Toc534794354][bookmark: _Toc534900745][bookmark: _Toc535319685][bookmark: _Toc535396781][bookmark: _Toc535835371][bookmark: _Toc536013241]Holidays granted to students shall only be the holidays published in the Student Handbook. These holidays are: New Year’s Day January 1, Martin Luther King Jr. Day January 17, President’s Day February 21, Memorial Day May 30, Independence Day July 4, Labor Day September 5, Thanksgiving Day and Christmas Day December 25. During the holiday week, the class shall be extended to compensate the total amount of hours that are expected to be lost on the published holiday. The holiday hours must be covered within the same week. The whole class shall be required to stay past the regular scheduled time every day with the instructor to compensate and make up all the learning hours. The holiday hours must be evenly distributed throughout the week of holiday. Instructors and or students may not choose any other alternative on how to make up holiday hours. 
Bad Weather:
[bookmark: _Toc534794356][bookmark: _Toc534900747][bookmark: _Toc535319687][bookmark: _Toc535396783][bookmark: _Toc535835373][bookmark: _Toc536013242]Classes, skills lab, clinical, or any school activities may be cancelled due to bad weather. Instructors may not cancel classes without direct authorization from the Director. If there are any cancellations due to bad weather, all hours lost must be made up within one week as soon as the school resumes its operations. The hours lost due to bad weather shall be evenly distributed beginning one day after the school resumed its operations and covered within one week. If the bad weather ends up extending longer than 3 days, all hours lost shall be covered by extending the program past the scheduled completion date to cover all the hours lost. The course shall be extended by the actual number of days lost. The extended days shall be a full day of school as initially scheduled and must be covered simultaneously.   
Instructor Cancellation: 
[bookmark: _Toc534794358][bookmark: _Toc534900749][bookmark: _Toc535319689][bookmark: _Toc535396785][bookmark: _Toc535835375][bookmark: _Toc536013243]If a class is cancelled by the instructor, all hours lost must be made up within one week. The instructor must extend the class daily to cover with the students all that was supposed to be covered the day he/she cancelled the class. No Instructor may cancel any class, skills lab, clinical or any scheduled school activity per the course syllabus without first getting permission from the Director. The instructor may not let the class come in late or leave earlier than the scheduled time without approval from the director. This policy must be strictly followed. Failure to follow instructor directions shall lead to disciplinary action.
[bookmark: _Toc536013244][bookmark: _Hlk530228241]Clinical Requirement Policy:

1. The student shall not go to clinical site without signing HIPAA, OSHA and Liability Release Form (The student shall waive all his/her rights to sue Taylor Nursing Academy or Clinical site for any injuries that may result while attending clinical learning. By accepting a clinical assignment, the student assumes all the risks that may occur to him/her at the clinical site). 
2. Students and instructors are prohibited from taking or removing any document that contains patient information from the walls and boundaries of a clinical site. A student or instructor who fails to adhere with this policy shall be terminated with immediate effect.
3. [bookmark: _Hlk3478597]The student shall not successfully complete and graduate from a program that requires clinical learning without attending clinicals and completing all clinical hours.  
4. [bookmark: _Hlk3479341]The student shall not perform a skill or skills at the clinical site if not previously practiced and signed off by the instructor in the skills lab.
5. No student shall perform any task whether signed off or not at the clinical site in the absence of the clinical preceptor. The student must always follow clinical preceptor’s instructions and directions. However, in the rare circumstance that there is conflict with what the student understands to be a legal, safe, or effective practice then and only then may the student disregard the preceptor's instructions and directions. If the student feels that the preceptor is breaching a safe care environment or legal requirements for a patient, resident or client, he/she must only communicate his/her observations to the course instructor. The student who fails to follow this policy shall be dismissed from the program. 
6. If the student notices any issue at clinical site that he/she feels is against TAYLOR NURSING ACADEMY policy, including abuse, neglect, violation of human rights, patients’ rights including safety, the student must notify the course Instructor immediately. If the instructor fails to take an action, then the student must inform the Lead-Instructor who shall then intervene. 
7. Students are prohibited from discussing any issues they think are inappropriate at the clinical site with the clinical site staff. All issues or complaints must be addressed to TAYLOR NURSING ACADEMY following the chain of command that begins with the course instructor, then Lead-Instructor. Failure to follow this chain of command will lead to disciplinary actions including dismissal from the program. 
8. [bookmark: _Hlk3480002]Uniform and Shoes: While at the clinical site, students are required to wear solid black scrubs with both pants and top matching. Students must wear closed shoes that covers all toes. No caps/hats are allowed at clinical site unless the head covering is worn for genuine, known religious reasons. 
9. Name Tag: Students must wear a name tag issued by TAYLOR NURSING ACADEMY while at clinical. A Name Tag is part of the uniform and must be worn while at school, skills lab, and clinical site. If the student shows up at the clinical site without wearing solid black and or a name tag will be requested to go home, and that clinical day will be made up
 at the instructor’s discretion.
10. Clinical attendance is a requirement and must follow the ATTENDANCE POLICY and MAKING UP THE TIME LOST POLICY. Student must arrive at the clinical site on time.  If the student is to be late for any reason, he/she must notify the clinical instructor. 
11. The student who makes a NO CALL NO SHOW at clinical may be dismissed from the program by the program director.
12. [bookmark: _Hlk3480440]All tattoos must be covered, body piercings removed except for earring studs; one in each ear. The student’s hair must be held back in a ponytail.
13. Students are forbidden from using cell phones while in the classrooms, skills labs, and at the clinical sites. The student who violates this policy shall be given an initial verbal warning by the course instructor, followed by a written warning from the lead instructor and then a dismissal by the academy director. STUDENTS MAY ONLY TEXT THEIR CLINICAL INSTRUCTOR WHILE AT THE CLINICAL SITE IF THEY NEED HELP WITH SOME CLINICAL SKILLS OR HAVE ANY QUESTIONS OR CONCERNS. NO CALLS.
14. Students are not allowed to bring children, friends, relatives, or visitors either in the classroom, skills lab or clinical site.
15. Students are forbidden from bringing weapons of all kinds to Clinical Site
16. Students may bring their own lunch to school or to the clinical site. There will be 30 minutes lunch break at which trainee/ student may leave the training site/ clinical site to go buy lunch.

Grievance Policy: If the student has an issue, he or she is to first take it to their direct leader which will be the instructor. If the student finds that there has been no resolve after doing this, the student is to take the issue to the administrator for further action.

STUDENT CONDUCT:
[bookmark: _Toc536013339]Cellphones:
[bookmark: _Toc534794419][bookmark: _Toc534900845][bookmark: _Toc535319785][bookmark: _Toc535396881][bookmark: _Toc535835472][bookmark: _Toc536013340]Cellphone use is banned from classroom, skills lab, clinical site and any other scheduled school activity. The cellphone or pager must either be on SILENT MODE or TURNED OFF. NO TEXTING, NO CALLS, and or VIDEO GAMES ALLOWED IN THE CLASSROOM. Students are prohibited from wearing earphones/headsets while in the classroom, skills lab, clinical site, or any scheduled school activity unless the student is in the computer room watching and listening to educational videos. Students may only use their cellphones during breaks. If a student is expecting a very important call, he/she must step out of the classroom to answer the call or text. Failure to follow this policy, the student shall be given one verbal warning, followed by one written warning and if the student is found violating the Cellphone use policy for a second time, he/she be dismissed from Taylor Nursing Academy. The student may only text the instructor while at clinical site for questions, clarification of skills information, concerns or help with skills. Students are prohibited from making calls to their instructor. The student must always show professional behavior.  
[bookmark: _Toc535319786][bookmark: _Toc536013341]Disruptive Behavior:
[bookmark: _Toc534794421][bookmark: _Toc534900847][bookmark: _Toc535319787][bookmark: _Toc535396883][bookmark: _Toc535835474][bookmark: _Toc536013342]TAYLOR NURSING ACADEMY must provide education in a conducive environment. Students are prohibited from engaging in any behavior; in any shape or form that is disruptive or disorderly in nature. Students are encouraged to carry themselves in a professional and ethical manner. Disruptive behavior can be exhibited by: sleeping in the classroom, skills lab,  failure to follow course syllabus, Student Handbook, texting or making personal calls on a cellphone, cellphone/pagers in  ringing mode while learning is in progress, using personal laptops to do other work that’s not related to learning being covered in the classroom, constantly challenging the instructor, failure to follow instructor’s directions, aggressiveness toward other students, unnecessary argument, yelling, cursing, spewing profanity, indecent exposure, excessive movement that disrupts learning, excessive movements, and breaks. A student who disrupts others in the classroom, skills lab or clinical site shall be given one verbal warning, followed by one written warning and the third time the student will be dismissed from Taylor Nursing Academy. Students are highly expected to have behaviors that conform to the expectations of the society and professionalism of the career they are learning to acquire.   
[bookmark: _Toc535319788][bookmark: _Toc536013343]Academic Integrity:
[bookmark: _Toc534794423][bookmark: _Toc534900849][bookmark: _Toc535319789][bookmark: _Toc535396885][bookmark: _Toc535835476][bookmark: _Toc536013344]Students and instructors are required to hold and maintain the highest standards of Academic Integrity in line with our mission, vision, values, and motto. Any form of academic dishonesty is prohibited. Academic dishonesty may include Plagiarism, copying someone else’s schoolwork, having someone else do your schoolwork or take your examinations and purporting that it’s your own work or production. Cheating on Take-Home Exams, Assignments, and Homework projects are prohibited. Taking photos of the exams, falsifying attendance record is also prohibited. Instructors are prohibited from allowing students to take classroom exams home or study from the tests. All tests must be securely locked by instructors, and students should not have access to the exams prior to testing. After testing is concluded, all tests must be collected from the students and locked up. TESTS MATERIALS MUST NEVER LEAVE CLASSROOM OR TESTING AREA WITH STUDENTS. STUDENTS MUST NEVER TAKE PHOTOS OR VIDEOS OF THE EXAMS. All student’s scantrons, clinical papers, and grades must be placed in the student’s files. If a student is found to be in violation of Academic Integrity, he/she shall be dropped from the program. Refund shall be issued per the Refund Policy. Likewise, if an instructor is found to have committed or assisted any student to violate Academic Dishonesty, he/she shall be suspended for 2 weeks without pay, followed by dismissal for second occurrence.  
STUDENT HANDBOOK:

As a student it is your responsibility to read the TAYLOR NURSING ACADEMY Student Handbook issued to you. The student shall be held legally responsible and accountable for the information and content on the school Student Handbook. 

STUDENT VERIFICATION PAGE

By signing this verification page, I acknowledge that Taylor Nursing Academy has issued with a true copy of the Course Syllabus and the current Student Handbook. I attest that I have read the course Syllabus pertaining to the program in which I am enrolled as student, and the Student Handbook. I understand what is expected of me as a student while I am enrolled at Taylor Nursing Academy. I understand that it’s my responsibility to follow the Course Syllabus Student Handbook while I am enrolled at TAYLOR NURSING ACADEMY. All my questions regarding the Course Syllabus and Handbook have been answered by TAYLOR NURSING ACADEMY official to my satisfaction. My signature verifies that I'm responsible for all the content on this course syllabus and Student Handbook. I agree to abide by the Student Handbook and the Course Syllabus.

Student Name: ___________________________________________________

Signature: _______________________________________________________

Start Date: _________________________   End Date: ____________________________

Taylor Nursing Academy Certified by the State of Missouri

Name: _________________________________________________________

Signature: ______________________________________________________

Start Date: _____________________________End Date:_________________________

Official Title Name and signature: ___________________________________________________





STUDENT VERIFICATION PAGE

By signing this verification page, I acknowledge that Taylor Nursing Academy has issued me with a true copy of the Course Syllabus and the current Student Handbook. I attest that I have read the course Syllabus pertaining to the program in which I am enrolled as student and have received the Student Handbook. I understand what is expected of me as a student while I am enrolled at Taylor Nursing Academy. I understand that it’s my responsibility to follow the Course Syllabus and Student Handbook while I am enrolled at TAYLOR NURSING ACADEMY. All my questions regarding the Course Syllabus and Handbook have been answered by TAYLOR NURSING ACADEMY official to my satisfaction. My signature verifies that I'm responsible for all the content on this course syllabus and Student Handbook. I agree to abide by the Student Handbook and the Course Syllabus.

Student Name: ___________________________________________________

Signature: _______________________________________________________

Start Date: _________________________   End Date: ____________________________





TAYLOR NURSING ACADEMY Certified by the State of Missouri

Name: _________________________________________________________

Signature: ______________________________________________________

Start Date: _____________________________End Date:_________________________

Official Title/Name/Signature: ___________________________________________________








	Diploma Certificate

	This certifies that

	Jane A.  Doe

	has successfully completed the certified nurse assistant course of study required to graduate from TAYLOR NURSING ACADEMY which has been certified by the state of Missouri.

	Start: Jan 1, 20XX                                                         End: February 14, 20XX
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	Niesha Taylor, Administrator
	
	Niesha Taylor, Instructor
	










		Enrollment Agreement for 5-week Nursing Assistant Program
Taylor Nursing Academy Certified by the State of Missouri
Class Beginning July 11, 2022
Class Completion Date August 12, 2022
Below please see cost of tuition and fees. All tuition and fees due by First day of class. Accepted Forms of payment are pay pal or stripe.
	CNA Tuition and Fees

	
	ITEM
	COST
	Books are on loan. If the student fails to return undamaged Textbook and workbooks, he/she shall be charged $70.00. 

	1
	This includes tuition, criminal background check, name badge, uniforms, lab materials, and other miscellaneous school supplies.
	$ 1600.00
	

	2
	State exam
	$125.00- to be paid on the testing site at the end by the student. This is not a apart of tuition.
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	
	Total Cost
	$ 1725.00
	



Student Name/Signature:
Date signed:

Authorized School representative Name/ Signature:
Date:
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TAYLOR NURSING ACADEMY OFFICIAL TRANSCRIPT
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Jane A. Doe
Start July 11, 2022    End August 12, 2022

	TOPIC 1:
	HEALTH CARE DELIVERY- Grade A- 92%

	TOPIC 2:
	ROLE OF THE NURSING ASSISTANT- Grade A-92%

	TOPIC 3:
	OBSERVING AND REPORTING- Grade A- 92%

	TOPIC 4:
	COMMUNICATION AND INTERPERSONAL SKILLS – Grade A-  92%

	TOPIC 5:
	INFECTION CONTROL   HIV Education- Grade A- 92%

	TOPIC 6:
	BODY MECHANICS- Grade A-92%

	TOPIC 7:
	SAFETY – Grade A-92%

	TOPIC 8:
	EMERGENCIES – Grade A-92%

	TOPIC 9:
	RESIDENT'S RIGHTS – Grade A-92%

	TOPIC 10:
	PROMOTING RESIDENTS’ INDEPENDENCE – Grade A-92%

	TOPIC 11:
	BASIC ANATOMY-Grade A-92%

	TOPIC 12:
	AGING PROCESS- Grade A-92%

	TOPIC 13:
	COGNITIVE IMPAIRMENT- Grade A-92%

	TOPIC 14:
	RESIDENT'S FAMILY- Grade A-92%

	TOPIC 15:
	RESIDENT'S ENVIRONMENT- Grade A- 92%

	TOPIC 16:
	POSITIONING- Grade A- 92%

	TOPIC 17:
	VITAL SIGNS AND MEASUREMENTS- Grade A- 92%

	TOPIC 18:
	BATHING- Grade A-92%

	TOPIC 19:
	SKIN CARE- Grade A-92%

	TOPIC 20:
	ORAL CARE- Grade A-92%

	TOPIC 21:
	HAIR AND NAIL CARE- Grade A- 92%

	TOPIC 22:
	DRESSING- Grade A- 92%

	TOPIC 23:
	TRANSFERRING- Grade A- 92%

	TOPIC 24:
	MOBILITY- Grade A- 92%

	TOPIC 25:
	NUTRITION AND HYDRATION- Grade A- 92%

	TOPIC 26:
	ELIMINATION- Grade A- 92%

	TOPIC 27:
	CARE OF THE DYING RESIDENT- Grade A- 92%

	
Hours attempted:

	SURVEY PROCESS AND TYPES OF FACILITIES- Grade A- 92%
175 hours including classroom and clinicals

	Hours Earned:
	175 including classroom and clinicals

Satisfactory



		Patient and Resident Rights and Communication- Grade A- 100%
		Infection Control- Grade A- 100%
		Positioning and Lifting Patients and Residents- Grade A- 100%
		Transferring Patients and Residents- Grade A-100%
		Bedmaking- Grade A- 100%
		Vital Signs, Height and Weight- Grade A- 100%
		Grooming- Grade A- 100%
		Basic Nutrition- Grade A- 100%
		Assisting with Urinary and Bowel Elimination- Grade A- 100%
		Exercise- Grade A- 100%
		Patient and Resident Safety- Grade A- 100%
		Caring for People with Dementia- Grade A- 100%
End of Life Care- Grade A- 100%
 		Entry into the Workforce- Grade A- 100%

CNA SKILLS

	CNA core skills and procedures must be completed in the skills lab and demonstrated by the instructor. Students must be checked off on these skills 
 


	1. Foundations for Resident Care
· Performing abdominal thrusts for the conscious person
· Responding to shock
· Responding to a myocardial infarction
· Controlling bleeding
· Treating burns
· Responding to fainting
· Responding to seizures
· Responding to vomiting
· Washing hands (hand hygiene)
· Putting on (donning) and removing (doffing) gown
· Putting on (donning) mask and goggles
· Putting on (donning) gloves
· Removing (doffing) gloves

4. Body Systems and Related Conditions
· Caring for an ostomy

4.Personal Care Skills
· Giving a complete bed bath
· Giving a back rub
· Shampooing hair in bed
· Giving a shower or a tub bath
· Providing fingernail care
· Providing foot care
	2. Basic Nursing Skills
· Admitting a resident
· Transferring a resident
· Discharging a resident
· Measuring and recording oral temperature
· Measuring and recording a rectal temperature
· Measuring a recording a tympanic temperature
· Measuring and recording an axillary temperature
· Counting and recording radial pulse and counting and recording respirations
· Measuring and recording blood pressure (one-step method)
· Measuring and recording weight of an ambulatory resident
· Measuring and recording height of an ambulatory resident
· Measuring and recording urinary output
· Collecting a routine urine specimen
· Collecting a clean-catch (mid-stream) urine specimen
· Collecting a stool specimen
· Providing catheter care
· Emptying the catheter drainage bag
· Making an occupied bed
· Making an unoccupied bed
· Changing a dry dressing using non-sterile technique

	· Coming or brushing hair
· Shaving a resident
· Dressing a resident
· Applying knee-high elastic stockings
· Providing oral care
· Providing oral care for the unconscious resident
· Flossing teeth
· Cleaning and staring dentures
· Assisting a resident with the use of a bedpan
· Assisting a male resident with a urinal
· Assisting a resident to use a portable commode or toilet
· Moving a resident up in bed
· Moving a resident to the side of the bed
· Positioning a resident on his side
· Logrolling a resident
· Assisting resident to sit up on the side of the bed: dangling
· Transferring a resident from bed to wheelchair
· Transferring a resident using a mechanical lift
	5.Nutrition and Hydration
· Serving fresh water
· Feeding a resident

6. Rehabilitation and Restorative Care
· Assisting a resident to ambulate
· Assisting with ambulation for a resident using a cane, walker or crutches
· Assisting with passive range of motion exercises
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School Official Name/Title/Signature:
Date Issued: 
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