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 WELCOME TO  
OKAW AREA VOCATIONAL CENTER’S 

HEALTH OCCUPATIONS PROGRAM 

 

 
 

2023-2024 

Mrs. M. Reeter Instructor 
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Health Occupations Program 

 Policy Manual 

 
The OKAW Area Vocational Center Health Occupations Program 

welcomes you to the program.  The Health Occupations class was 

designed to assist students who are interested in working in the 

healthcare industry by offering them a chance to learn more about 

health careers, medical terminology, and earn a certification in 

nurse assisting.  It is our goal to provide each student the skills and 

education needed to be a success in healthcare. 
 

As a student in Health Occupations program you should expect to 

be educated on nursing assistant skills, medical terminology and 

different health care careers.  You will have the opportunity to work 

with the elderly population at the Fayette County Long-Term Care 

facility.   
 

 

As a student in the Health Occupations Program there are some 

expectations of you as well.  This manual has been developed to 

explain rules and expectations to help provide an environment that 

is conducive for learning. 
 

Students and their parents must read the manual and return the 

signed student/parent agreement page to the instructor. 
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What is the program about? 
 

 The main focus of the program is Nursing Assistant skills and 

knowledge 
 

 Will learn Medical Terminology 
 

 

 The program is a one-year program 
 

 The program is in partnership with Fayette County Hospital 

and Long-Term Care to provide clinical experience working 

with the elderly population.  
 

 Students receive high school, as well as, college credit if 

certain criteria are met. 
 

 The students have the opportunity to sit for their Illinois State 

Department of Public Health Nursing Assistant Certification 

Exam in April or May if certain criteria are met. 
 

 OKAW Health Occupations Certificate can be acquired if 

criteria are met. 
 

 Students will have the opportunity to receive CPR 

(cardiopulmonary resuscitation) certification. 
 

 The program is designed to ensure that its students have the 

skills and knowledge to be dependable, knowledgeable, skilled 

and efficient members of today’s healthcare team.  
 

 The program is designed to ensure that its students will be 

able to offer excellent quality of care to residents and patients 

in different health care settings. 
 

 The program offers students resources in the community and 

a knowledge base that provides a positive start for present and 

future endeavors of life.   
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Program Conduct Rules and Procedures 
 

 

 

 The CNA class is only a portion of the Health Occupation’s 

Class.  The state sets the required number of hours.   
 

 A student must successfully complete this portion and have a 

minimum of 80 hours theory (classroom) hours and 40 clinical 

hours to be eligible to sit for the state CNA exam.  These hours 

are calculated during the CNA portion of the class only.  
 

 Students have to carry an 80% or better in every area of the 

class each quarter: clinical, theory, and lab or they will not be 

allowed to sit for the state exam. 
 

 Students have to have completed and passed the 21 skills 

during class and clinical to be able to complete the class and 

sit for their state exam. Each student will have 3 attempts to 

pass each skill.  If at the end of the third attempt they have 

not successfully completed/passed the skill they will not be 

able to sit for the state exam. 
 

 All students will have to take the final and pass the final 

with an 80% or better to be able to sit for the state exam 

in May.  There will be only one chance to pass the final. 
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 A student may get a passing grade and not be eligible to sit for 

the state exam if hours are not met or if they do not pass all 

the skills required.  THERE ARE NO EXCEPTIONS TO THE 

HOURS REQUIRED BY THE STATE. 
 

 Books 
-Hartman’s Nursing Assistant Care Long-Term Care 
-Mosby’s Textbook for Nursing Assistants 
-Mosby’s Dictionary of Medicine 
-Medical Terminology A Short Course 
 

 Class Supplies Needed: 

o Binder for notes 

o Notebook 

o Black pens 

o Notecards  

o Watch with a second hand 

o Access to Google Classroom is required 
 

 General Class Rules: 

o Everyone will follow OKAW Area Vocational Center Rules 
 

o Everyone will be on time (report to class immediately) 
 

o Everyone will be prepared for class and clinicals. 
 

o Everyone is expected to maintain good attendance. 

 Students are not allowed to miss more than 8 

days a semester, if a student has missed more 

than 8 days a semester they will not be allowed 

to sit for their state exam and possible removal 

from the class. (MANDATORY SCHOOL OUTINGS 

AND ACTIVITIES, AND HOME SCHOOLS NOT IN 

ATTENDANCE DO NOT COUNT IN THE 8 DAYS) 

 Any exception to this rule due to extenuating 

circumstances will be taken in to consideration 

by the teacher and OKAW Administrator. 
 

o The use of foul language (cursing) will not be tolerated. 
 

o Discussion of inappropriate topics will not be tolerated. 
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o Everyone will show respect for property and each other. 
 

o Everyone must conduct themselves in a professional 

manner both in class and at clinical sites.  Honesty, 

dependability and teamwork are a must!! 
 

o Instructor must give permission for student to leave the 

classroom. 
 

o NO purses or bags on desks. 
 

o NO Cell Phones in class, they will be placed in shoe rack 

when enter class and as you exit the class for the day 

you may pick them up. 
 

o NO sleeping allowed- if continue to sleep in class the 

student may be removed from the class or not allowed to 

participate in clinicals. 
 

o If at any time during the year a student is 

suspended from their home school or OKAW for any 

reason; they will not be allowed to continue 

attending clinical sites or sit for the state exam and 

may be removed from class.  
 

 Absence Home Work/Test Policy:  

o You are responsible for checking on and making up 

missed work due to absences. 
 

o You are responsible for checking on and making up 

missed tests/quizzes due to absences. 
 

o You have two days for each day missed that is excused to 

make up work and tests, after the two days grades will 

result in zeros.  
 

o You have to bring a note from your home school 

stating you are excused or unexcused.  If no note the 

absence will be considered unexcused and will result in 

no credit given for missed homework and tests 
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o Unexcused absences will result in no credit given for 

missed homework and tests 

 Late work policy:  

o NO homework will be accepted late.  This is a college 

class and you need to be responsible and prepared for 

class each day. All handwritten or printed homework is 

due at the beginning of class. All electronic homework is 

due by 3 pm the day it is due. 
 

o If absent a note is required to be given an excused 

absence, otherwise work, quizzes and tests will count 

as a zero until note is provided. 
 

 Clinical Requirements: 

o If at any time during or before clinicals you obtain an 

injury, illness, or condition (such as pregnancy) you 

are required to have a Release paper filled out and 

signed by your family physician to be able to return 

to clinicals.  You will get this release from the 

instructor, a doctor’s note is not acceptable, it has to 

be the release. 

 

o Uniforms are required for clinical. You are responsible for 

purchasing a navy blue uniform, comfortable leather 

closed toed shoes , watch with second hand (not 

digital).  No digital, apple watches, fit bits or any 

other electronic device can be worn during 

clinicals!!!! 
 

o Uniforms are to be free of wrinkles and laundered after 

each use. 
 

o Name tags will be provided and are to be worn at all 

times. (this is part of your uniform) 
 

o White Leather shoes are to be clean, comfortable.  

Nursing shoes, “tennis shoes” or closed toe clogs are 

acceptable.   
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o If you wear a dress uniform, wear white or beige hose.  If 

you wear pants, wear socks with your shoes. 
 

o Jewelry may be: 

 one ring per hand 

 NO necklaces or bracelets allowed    

 NO earrings, or spacers/gauges 

 Watch with second hand 

 NO body piercings:  jewelry has to be removed 

before going to clinicals 

 If obtain a new piercing during clinical rotation, 

you will have to remove it as well, or you will not be 

allowed to go to clinical. 

 Visible tattoos must be covered 
 

o Hair must be clean, neat and off the shoulders.  If hair is 

below shoulder length, it must be pulled up. All hair is to 

be out of the student’s eyes. 

 

o Nails:  

 Should be trimmed and neat.  

 NO false or artificial nails due to safety and 

infection control.   

 Nails are not allowed to be painted, not even 

clear. Due to safety and infection control.   
 

o No gum or candy in clinicals 
 

o Cell phones must be left in car or bag in designated room 

(not allowed to be in your pocket). If student is found in 

clinical with cell phone in their possession they will fail 

clinical and not be allowed to sit for state boards and 

may be removed from the class 
 

o A 2 step TB is required prior to starting clinicals for all 

students.  The cost of TB test will be the student’s 

responsibility.  

 

o  



 9

o Flu vaccination is required prior to starting clinicals for 

all students.  Obtaining of and the cost of the Flu Shot 

will be the student’s responsibility. 

 

o A criminal background check has to be completed prior 

to going to clinicals and is also required to sit for the 

Illinois State Certification Exam.  This will be completed 

in the fall of each year at OKAW.  There are fees for the 

exam and the criminal background check. The fees for 

the State Exam and Background check are the student’s 

responsibility. 
 

o Confidentiality is MANDATORY AT ALL TIMES. Failure 

to maintain confidentiality may result in dismissal from 

the class. 
 

o The State requires 40 hours of clinical.  The class has 

built in hours for inclement weather, quarantine of 

facility or instructor illness/emergencies.    

 The scheduled clinical days are Mandatory to 

attend.  

 The student is only allowed 3 clinical absences 

for the whole year (not per semester)! After 3 

misses the student will not be allowed to 

continue in clinicals.  This will prevent the 

student from sitting for their CNA Exam in the 

spring and possible removal from the class. 

 3 Tardy’s to clinicals will count as 1 absence. 

 Cell phones found on the student is automatic 

failure of clinical 

 If not appropriately dressed student will not be 

allowed to attend clinical which will count as an 

absence.   

 Only days that will be made up are cancelations 

due to weather, facility closings or instructor is 

ill or has an emergency. 
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 Any exception to this rule due to extenuating 

circumstances will be taken in to consideration 

by the teacher and OKAW Administrator. 

 There will be 2 six hour clinical throughout the 

year that is mandatory to attend and the 

students will have to drive themselves to. 

 Some students will have to drive to the 8 am or 

12 pm clinical each day from home school.  

 THIS IS A JOB AND WILL BE TREATED AS SUCH 

WHEN IT COMES TO ABSENCES. THE STUDENT 

NEEDS TO USE THEIR TIME WISELY!!!!! 

 The 3 misses for clinical are included in the 8 

days a semester.  NOT in addition to them!!! 
 

o During clinical experience there is a possibility of 

injury/exposure to infectious diseases.  Any care received 

will be the responsibility of the student/parents.  All 

students should have medical coverage. 
 

o Disruptive behavior will not be tolerated and may result 

in immediate removal from the program. 

 Grades: 

o The Grading scale for this class is as follows: 

 A 100-90 % 

 B 89-80 % 

 C 79-70 % 

 D  69-60 % 

 F 59-0 % 

 

o Will Receive 3 grades in this class: 

 CNA Course/Health Occ: consist of tests, quizzes, 

occasional homework, skill/lab days, and clinical 

grade.  

 Medical Terminology Course: homework, tests, 

quizzes.  

 Orientation to Health Occupations/careers: essays, 

job shadowing of various health careers. 
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Criteria for Lab/Skill Days and Clinical Grade 
 

Health Occupations Students will be evaluated on their work ethics behaviors 
as displayed in the classroom and in clinicals.  The following are descriptions of 
the standards which an overall evaluation of the student’s work ethics 
performance will be based. This is a job evaluation.  Every day you need to 
treat this class as a job!  

 
◊ Attendance 

 ready to go when class starts 
 back on time from break 
 attentive while in class 

 

◊ Character 
 Displays honesty when working in the classroom and clinicals 
 Accepts criticism when an error is made 

 Works independently 
 

◊ Teamwork  
 Works with the staff/students to complete tasks 
 cleans up when finished with a task 
 Willingly works with a different partner in class and clinicals 
 Refrains from blaming others when mistakes are made 

 
 

◊ Appearance 
 Adheres to program dress code 
 Uses personal protection equipment (gowns, gloves, masks etc.) when 

required in class or clinicals 
 

◊ Attitude 
 Considers others needs above their own 
 Manages conflict within the workplace through consideration of other’s 

points of view 
 Maintains emotional control in stressful situations or with difficult 

personalities 
 

◊ Productivity 
 Works independently in down time 
 Recognizes other tasks that can be completed when their own 

assignment is finished 
 Uses time efficiently 

 

◊ Organizational Skills 
 Prepares for class 
 Obtains assignments from the instructor  
 Uses available resource to complete assignments 

 

◊ Communication 
 Utilizes correct terms when speaking and writing 
 Requests clarification when needed 
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 Introduces themselves when initially working with individuals 
 Uses appropriate language in communication with staff, peers, instructor 

and residents 
 

◊ Cooperation 
 Displays leadership and cooperation with other students 
 Adjusts to changes in assignments 
 Refrains from complaining when assigned tasks 
 Works well in assigned groups 

 

◊ Respect 
 Respects the differences in people’s background, culture, race, age and 

personality 
 Approaches the instructor without being defensive 
 Appreciates the different pace students learn 
 Refrains from negative conversation or criticism about other students, 

staff, residents or instructors. 
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Parent/Student Signature Page: 

 

I (the student) and we (parent/guardian) have read and understand 

the above information, expectations and rules of the class.  As 

parent/guardian, I/we give permission for our son/daughter to 

participate in the OKAW Area Health Occupations class and 

clinicals, including field trips. 

 

______  Our son/daughter has medical coverage 

 

There are times that we may watch movies to supplement the 

instruction in this class.  Many movies are rated PG or PG-13.  

Please indicate below if you are agreeable for your son/daughter to 

view these. 

 

______  Yes, I give my permission for my son/daughter to view 

PG and PG-13 movies 

 

______  No, I prefer my son/daughter not to view PG or PG-13 

movies. 
 

At time OKAW Area Vocational Center may have the opportunity to 

take photos of students engaged in learning or special activities.  

We would like your permission to use such photos of your child in 

the local newspaper, brochure, or other communication vehicles 

that promote the education program.  
 

______ I give my permission for OKAW Area Vocational Center to 

use photographs of my child to illustrate the educational activities 

of OKAW Area Vocational Center. 

 

 

_______________________________________   ____________ 

 Parent/Guardian Signature     Date 

 

_______________________________________   ____________ 

 Student Signature       Date 


