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	Congratulations & Welcome to the Yuba College Nursing Program:


On behalf of the faculty and staff, I want to congratulate you on becoming a member of the Yuba College (YC) Nursing Department Faculty!

We are excited for you to join our team as we strive to deliver quality instruction to our students.  By accepting this position, you have agreed on a commitment to the Yuba College Nursing Program and its students.  This commitment comes with responsibilities and challenges to ensure our nursing students are successful in meeting their educational goals.

The information contained in this Faculty Handbook was designed to address several common questions, and to serve as a resource as you begin your teaching experience as an instructor in our department. Additional questions will inevitably arise throughout the course of the semester. When this occurs, I invite you to contact me and/or the department staff and we will be glad to provide our assistance in answering your questions.

I hope you will find your experience at Yuba College stimulating and professionally rewarding.

Respectfully,
Lynette Garcia MAEd, RN
Assistant Director of Nursing, Allied Health
[bookmark: _Toc528344191]
 Contact Information


Yuba College
Department of Nursing
2088 N. Beale Road
Marysville CA 95901
(530) 741-6784

Website: https://yc.yccd.edu/nursing/
Handbook: Student Handbook - Yuba College Nursing (yccd.edu)	Comment by Carrie Mehlert: The link is broken

My Campus Https://yc.yccd.edu/: Student Resources/Yuba College/Nursing

Facebook: yubacollegeRN


Faculty/Staff Directory

Director of Allied Health
Vacant 
 Office #2105C, (530) 741-6785

https://yc.yccd.edu/nursing/about-us/faculty-and-staff/


	Faculty
	

	Lynette Garcia, MAEd, RN
ADON
Office #2102A, (530) 740-1747
Lgarcia@yccd.edu
	Carrie Mehlert, RN, MSN, Ed
Office # 2120D, (530) 741-1788 
cmehlert@yccd.edu



	Tuesday Benavidez-Knight, RN, BSN, CNM, MSN
Office #2112, (530) 741-6901         
tbenavid@yccd.edu 
	Harinder Sohal, MSN Ed RN 
Office # 2114, (530) 741-6904
hsohal@yccd.edu

	Martha Flotte   
MSN, RN, CPHQ
Office # 2115, (530) 740-8933
mflotte@yccd.edu

	 Ruth Tamulonis, MSN, RN
 Office #2111, (530) 740-1705
 Rtamulon@yccd.edu


	Colleen Monahan, MAEd, RN
Office #2118, (530) 741-4384
cmonahan@yccd.edu
	Kathleen Matthews, BSN, MSN, RN
Office # 2124, (530) 741-1788 
kmatthew@yccd.edu


	Nursing Department Staff:

	

	Gloria Garcia, Admin. Sec. I 
Office #2105, (530) 740-1745
Ggarcia@yccd.edu
	

	Erin Marino, Simulation Tech. Coord.
Office #2105 (530) 741-6784
emarino@yccd.edu
	





ADMINISTRATION OF PROGRAM

I. ADMINISTRATION 
Yuba College (YC) is one of the colleges in the Yuba Community College District and operates under policies approved by the Board of Trustees. These policies are converted into regulations and actions by the District Chancellor and the central district staff. As in the District’s other colleges, a president serves as the central district staff as well as the administrative head of the college and is responsible for its overall operation and educational program. An organizational chart for Yuba College Nursing is attached.
The Director of Nursing is responsible to the designated Division Dean. The Dean is responsible to the Vice President of Instruction, who, in turn, is responsible to the President of the college. Financial support for the program is provided through the institution’s general district fund and grants. 
The Nursing program has a Program Director, who is responsible to the Division Dean in planning, scheduling, staffing, budgeting, and facilities utilization. Additionally, the Director presides at departmental meetings, coordinates activities related to the Board of Registered Nursing and represents the program at professional organizational meetings. 
The nursing faculty has the same rights and responsibilities as other faculty within the district. The nursing faculty is represented by a union in bargaining issues and participates in the Faculty Senate. In addition, nursing faculty serve on college committees, after appointment by the President and the Academic Senate President. 
The nursing students are an integral part of the student body and have the same rights and responsibilities as all other students. Yuba College Campus Life supports the ADN student fund raising activities, completion ceremonies, and other nursing student functions. 
The faculty functions as a “committee of the whole” with the Director acting as the coordinator and liaison person to the Dean. Faculty/Curriculum meetings are held each month, or more often as necessary, to plan and/or conduct activities related to the program. At times, special or longer meetings are scheduled to work on curriculum matters. Also, individuals or ad hoc committees may be assigned tasks to work on independently before presenting the results to the entire faculty for action. While all plans and procedures formulated by the faculty must be approved by the Dean before they become policy, the nursing faculty has the responsibility for planning, implementing and evaluating the program of learning. 
The faculty has designed and developed the present curriculum. The philosophy and objectives are reviewed for currency. The faculty determines the course prerequisites, student learning outcomes, course content, textbooks, clinical experiences and evaluation process. The Nursing Department heads its own Curriculum Committee for review and approval of program courses.

Clinical Facilities

For clinical learning experiences, the nursing program may utilize these clinical partners. 
Yuba College Nursing Program Clinical Partners: Student Handbook - Yuba College Nursing (yccd.edu) 
All facilities require drug screens, background checks and submission of immunization documentation for students prior to entering the nursing program. Refer to Complio and My Clinical Exchange policies for program requirements.



Grading 

Theory Grading:

Grade will be a percent score based on the points accumulated out of the total points possible (with no rounding).  Points will be acquired from a combination of the following: examinations, assignments such as quizzes, case studies and papers.  Students forfeit 10% for taking an exam any time other than the scheduled time.  In applying the 10% forfeiture, the highest score possible would be 90%.  The examination grade would be calculated on this basis.  When a student takes a test out of the scheduled time, the student has seven days from the originally scheduled test date to take the examination.  Any exceptions to this time frame would be based on prior approval of the course instructor, (see Student Handbook, Theory Section, for testing policy).  Proctored online testing may be used.

Theory Grading Scale:	
90 -100% = A
				80 - 89%    = B
				75 - 79%    = C
				65 - 74%    = D
				Below 64% = F

ATI unit exams are not available for review. Test review procedures are at the discretion of the instructor. If a student has questions regarding the scoring of the exam, it must be addressed before the next scheduled exam. After that time the grade awarded will not be changed.  The final examination may be a standardized examination.  Each student is responsible for all theory content previously taught in the curriculum and may be tested on this content as well as any new content at the discretion of the instructor.  All testing will be on the Marysville Campus. 
https://yc.yccd.edu/nursing/about-us/student-handbook/#ATITestingPolicy


Theory attendance is mandatory. Students are expected to come to class prepared and ready to engage in effective discussion. If a student is absent for theory class/hours they must make them up. Any student who fails to make up theory time will receive an automatic failing grade for the nursing course. https://yc.yccd.edu/nursing/about-us/student-handbook/#PetitionProcess


Clinical Pass/Fail
The method by which the clinical portion of each nursing class is evaluated is on a “pass/fail” basis. The letter grade earned for each course will be derived from the theory portion. As before, students must meet all clinical objectives at the 75% level or better to successfully pass each course in the program. Additionally, students must achieve all objectives designated to be critical.  Refer to individual syllabi for critical objectives. https://yc.yccd.edu/nursing/about-us/student-handbook/#ProgramGrading

Course Repeats 

The Department of Nursing has a single course repeat policy for the Associate Degree Nursing program and 30-Unit Option pathway. Students will be allowed to fail or withdraw from one (1) course throughout the program during their studies as an ADN student. Students who withdraw from or fail a second nursing course will be permanently suspended from the program. This repeat policy applies to NURS 26 (Pharmacology), NURS 36 (Pathophysiology: Understanding Disease), and all nursing core coursework (semesters I through IV) which lead to the Associate Degree in Nursing or completion of the 30-Unit Option pathway.

Re-entry policy

Nursing students who apply for readmission must have a minimum of a “C” level (2.0 in nursing core courses) to qualify for re-entry.  This policy is effective immediately (5/31/11).  Students who request to depart or withdraw from the program will meet with the Director of Nursing (within 10 business days). At that time, the student will be given their GPA and rank status. Any student who does not meet the minimum 2.0 GPA will be informed verbally at that time and will also be provided the information in writing. https://yc.yccd.edu/nursing/about-us/student-handbook/#ReadmissionPolicy


Yuba College 
Mission, Vision, and Values
Vision Statement

https://www.yccd.edu/central-services/about/#ourcampuses

https://www.yccd.edu/central-services/about/#ourvision


Yuba College Curriculum Process

[bookmark: _Int_DOsjJOhJ]Curriculum changes must be approved by the Curriculum Committee and Academic Senate. Additionally, the curricular process is guided by many state regulations. It takes a year to develop new courses and/or make changes to existing courses. Syllabus development must be completed according to course outlines and department policy, and any changes to the objectives and/or evaluations must be pre-approved. Yuba College Curriculum Committee: https://yc.yccd.edu/academics/curriculum-committee/


Nursing Department Policies and Procedures

The following department-specific policies and procedures are available for reference at the web addresses below, on the Department of Nursing website https://yc.yccd.edu/nursing/, on the Yuba College Https://yc.yccd.edu/, and in the Associate Degree Nursing Student Handbook https://yc.yccd.edu/nursing/about-us/student-handbook/. 


Pre-Admission:
· ATI Proctor Role
· Background/Drug
· Enrolled Students 
· General and Pre-admission 
· Reasonable Suspicion 
· Health/Immunizations
· Health and Immunization Requirements – 
· Health and Immunization Requirements Addendum – 
· International/Transfer
· International Student Moratorium 
· Transfer Student Moratorium 

Post-Admission:
· “C” Grade Definition 
· Clinical Grading (Pass/Fail) 
· Departure/Re-entry
· Nursing Program Repeats 
· Program Readmission/Re-entry 
· Readmission Grade Level Requirement
· No Rounding – stated in every course syllabus, student handbook
· Petition Process  
· Pregnancy 
· Student Attendance
[bookmark: _Toc528344192]
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Associate Degree Nursing
Program 
Department of Nursing
Mission, Vision, and Values


Nursing Department Mission, Vision and Values Statement

https://yc.yccd.edu/nursing/about-us/student-handbook/#ProgramVision

Philosophy
https://yc.yccd.edu/nursing/about-us/student-handbook/#ProgramVision

Curriculum
https://yc.yccd.edu/nursing/about-us/student-handbook/#ProgramsCurriculum


ADN Program Terminal Objectives
https://yc.yccd.edu/nursing/about-us/student-handbook/#ProgramGoalsandObjectives


Upon completion of the Associate Degree Nursing Program, the graduate, in collaboration with other health professionals, and in a variety of settings, will be prepared to care for clients of all ages and utilize the nursing process to:

1. Assist clients in their adaptation to stressors by selectively applying knowledge from biophysical, psycho-social, and nursing sciences as a basis for own nursing practice.
2. Apply knowledge about environmental milieu, including society, cultures, and subcultures, in providing care for culturally diverse populations,
3. Establish and maintain therapeutic communication with clients, families, groups, and other health team members,
4. Manage care for client or group of clients through coordination of client, or family care with effective use of resources and work systems,
5. Use selected knowledge and skills in establishing and maintaining effective communication with clients and health team members related to making decisions.
6. Assist client or family identify and meet basic health needs and coordinate care of client and family using a multi-disciplinary approach,
7. Provide client or family education to promote health & prevent illness using appropriate resources.
8. Promote a climate in which client or family may act in their own interest and intervene when client or family are unable to act in their own interest,
9. Practice within legal and ethical boundaries and be accountable for ethical, legal, and professional responsibilities related to nursing practice.

SLO’s
	
[bookmark: _Int_61WfSRui][bookmark: _Int_XMsle56C][bookmark: _Int_lPvPUq0P]Student Learning Outcomes (SLO’s) are statements that specify what students will know, or be able to do, because of having completed a particular course/program/activity/project. These outcomes are often skills, knowledge, attitudes, or values. Yuba College has SLOs for specific courses, known as Course SLOs (CSLOs); for specific programs, known as Program SLOs (PSLOs); and for the Yuba College campus, known as Institutional SLOs (ISLOs).
 
SLOs support evidence-based decision-making, and, as such, assessment is a crucial component of the SLO process at Yuba College. The state and accrediting agencies, such as the ACCJC, expect that colleges use SLOs to develop and refine courses and programs. The assessment process and the appropriate review of the results give the faculty and administration a starting place to discuss how courses and programs can be improved to maximize student success.

Student Learning Objectives are determined by the theory instructor.  SLO’s are evaluated each semester.  SLO’s are initiated on eLumen, and listed in course outlines and individual course syllabi.  Faculty will evaluate each SLO per semester and enter the findings on eLumen.  Course evaluations will encompass the SLO’s. 

Nursing Program SLO’s

	


· Scientific Awareness: Students will demonstrate understanding of and apply evidence-based practice in rendering ethical, competent and culturally sensitive care across the lifespan to all patients. 
· Communication: Students will communicate and collaborate with interdisciplinary health care partners in providing care to a diverse population of patients and families. 
· Critical Thinking: Students will demonstrate problem solving skills while utilizing resources to apply best practices to deliver safe and effective care.
 

[bookmark: _Toc528344196]Part III:


[bookmark: _Toc528344197]Qualifications, Codes, Position Descriptions,
[bookmark: _Toc528344198]Role and Responsibilities,
[bookmark: _Toc528344199]& Campus Resources 

Qualifications:
BRN regulations related to faculty (instructors, assistant instructors, and clinical teaching assistants), content experts, assistant director and director in which the program complies are below. 

Section 1425 All faculty, the director, and the assistant director shall be approved by the board pursuant to the document, "Faculty Qualifications and Changes Explanation of CCR 1425 (EDP-R-02 Rev 02/09), which is incorporated herein by reference. A program shall report to the board all changes in faculty, including changes in teaching areas, prior to employment of, or within 30 days after, termination of employment of a faculty member. Such changes shall be reported on forms provided by the board: Faculty Approval/Resignation Notification form (EDP-P-02, Rev 02/2012) and Director or Assistant Director Approval form (EDP-P-03, Rev 02/2012), which are herein incorporated by reference. Each faculty member, director, and assistant director shall hold a clear and active license issued by the board and shall possess the following qualifications:


Director 
Sections 1425 (a) The director of the program shall meet the following minimum qualifications:
[bookmark: _Int_3CswYBCk](1) A master's or higher degree from an accredited college or university which includes course work in nursing, education, or administration;
Section 1425(a)(2) One (1) years' experience as an administrator with validated performance of administrative responsibilities consistent with section 1420(h); 
Section 1425(a)(3) Two (2) years’ experience teaching in pre-or post-licensure registered nursing programs; and 
Sections 1425(a)(4) One (1) years’ continuous, full-time or its equivalent experience providing direct patient care as a registered nurse; or Section 1425(a)(5) Equivalent experience and/or education as determined by the board.
Assistant Director 
Section 1425(b) The assistant director shall meet the education requirements set forth in subsections (a)(1) above and the experience requirements set forth in subsections (a)(3) and (a)(4) above, or such experience as the board determines to be equivalent.
Section 1425(c) An instructor shall meet the following minimum qualifications: (1) The education requirements set forth in subsection (a)(1); (2) Direct patient care experience within the previous five (5) years in the nursing area to which he or she is assigned, which can be met by: (A) One (1) year's continuous, full-time or its equivalent experience providing direct patient care as a registered nurse in the designated nursing area; or (B) One (1) academic year of registered nurse level clinical teaching experience in the designated nursing area or its equivalent that demonstrate clinical competency; and (3) Completion of at least one (1) years’ experience teaching courses related to registered nursing or completion of a post-baccalaureate course which includes practice in teaching registered nursing.
Instructor
Section 1425(c) An instructor shall meet the following minimum qualifications: 
(1) The education requirements set forth in subsection (a)(1); 
(2) Direct patient care experience within the previous five (5) years in the nursing area to which he or she is assigned, which can be met by:
 (A) One (1) year's continuous, full-time or its equivalent experience providing direct patient care as a registered nurse in the designated nursing area; or 
(B) One (1) academic year of registered nurse level clinical teaching experience in the designated nursing area or its equivalent that demonstrate clinical competency; and 
(3) Completion of at least one (1) years’ experience teaching courses related to registered nursing or completion of a post-baccalaureate course which includes practice in teaching registered nursing.
Assistant Instructor
Section 1425(d) An assistant instructor shall meet the following minimum qualifications: (1) A baccalaureate degree from an accredited college which shall include courses in nursing, or in natural, behavioral or social sciences relevant to nursing practice;
(2) Direct patient care experience within the previous five (5) years in the nursing area to which he or she will be assigned, which can be met by: (A) One (1) year's continuous, full-time or its equivalent experience providing direct patient care as a registered nurse in the designated nursing area; or (B) One (1) academic year of registered nurse level clinical teaching experience in the designated nursing area or its equivalent that demonstrates clinical competency.
Clinical Teaching Assistant
Section 1425(e) A clinical teaching assistant shall have at least one (1) year continuous, full-time or equivalent experience in the designated nursing area within the previous five years (5) as a registered nurse providing direct patient care.
Faculty Qualifications 

[bookmark: _Int_u1ouJs5E]Faculty education/compliance files contain information associated with qualifications and hospital partner affiliation contracts/agreements.  It is faculty's responsibility to maintain their education/compliance files in content and current information.

Faculty Clinical Competence

Article 3:  Prelicensure Nursing Programs; Section 1420 (d) "Clinically competent" means that the nursing program faculty member possesses and exercises the degree of learning, skill, care and experience ordinarily possessed and exercised by staff level registered nurses of the nursing area to which the faculty member is assigned." 

To teach in a new nursing/clinical area, the faculty member must be able to function at the level of a staff RN in the designated nursing area (Geriatrics, Medical-Surgical, Mental Health/Psychiatric Nursing, Obstetrics or Pediatrics). BRN Program Approval Criteria for evaluation of competency for CCR1420(d) Evaluation of "Competency See above.  

Faculty must meet the qualifications for clinical and theory instructors as defined by the BRN. The theory faculty shall have a master's degree. Guest lecturers with bachelor's degree must have clinical expertise in lecture content area. Clinical faculty must have one year's experience, within the previous 5 years, providing direct patient care in their specialty area.

California Code of Regulations 1425: -- Faculty Qualifications and Changes.
• A nurse faculty member … shall hold a valid, active license issued by the board. No disciplinary actions of any kind on their California or any other state nursing license. 

Content Experts

Faculty Content Expert Each school must have at least one content expert in each area of nursing and one (1) instructor may qualify for more than one area. The required areas are interpreted as geriatric, medical-surgical, mental health/psychiatric, obstetric, and pediatric nursing. CCR section 1420(f) explains that ‘Content expert’ means an instructor who has the responsibility to review and monitor the program’s entire curricular content for the designated nursing area of Geriatrics, Medical-Surgical, Mental Health/Psychiatric, Obstetrics, or Pediatrics. 

CCR section 1424(h) further states that the faculty shall be adequate in type and number to develop and implement the program approved by the board and shall include at least one qualified instructor in each of the areas of nursing required by section 1426(d) who will be the content expert in that area. Nursing faculty members whose teaching responsibilities include subject matter directly related to the practice of nursing shall be clinically competent in the areas to which they are assigned. 

Methods to Qualify as a Content Expert 
CCR section 1425(f) explains that a content expert shall be an instructor and shall have: Master's degree in the designated nursing area. OR Master's degree in another area and additional theoretical and clinical experience as shown below: • Theory –

EITHER national certification OR course work in content area equivalent to 30 hours of continuing education or two (2) semester units/three (3) quarter units, AND • Clinical – EITHER clinical experience in content area equal to 30 eight-hour shifts withing the last three (3) years national certification OR clinical experience teaching in the content area (i.e., geriatrics) for a minimum of two (2) semesters/three (3) quarters within the previous five (5) years.

CCR section 1420(f): (f) "Content expert" means an instructor who has the responsibility to review and monitor the program's entire curricular content for a designated nursing area of geriatrics, medical-surgical, mental health/psychiatric nursing, obstetrics, or pediatrics.

The content expert will lead curriculum decisions, update best practices, and remediate faculty in their content area as applicable. The expert will focus their continuing education in the content they represent or become certified in their area/s of expertise and maintain a minimum of 240 hours of clinical practice annually.

Faculty Orientation
New faculty will complete program and course orientation (College convocation). Ideally, faculty would complete orientation prior to the start of the teaching assignment. Theory faculty is primarily responsible for orienting new faculty to their assigned course.

Faculty Evaluation
Nursing faculty is evaluated per the YCFA contract and each semester per Program Evaluation surveys distributed in compliance with BRN regulation.
 
Faculty Responsibilities 
Faculty are an integral part of the Program Curriculum and the ongoing Program Evaluation. 

Per California Code of Regulations 1425.1
•	The registered nurse faculty member shall be responsible for clinical supervision of only those students enrolled in the registered nursing program.
1425(a) Each faculty member shall assume responsibility and accountability for instruction, evaluation of students, and planning and implementing curriculum content. 
1425(b) Each faculty member shall participate in an orientation program, including, but not limited to, the program's curriculum, policies and procedures, strategies for teaching, and student supervision and evaluation.
1425(c) A registered nurse faculty member shall be responsible for clinical supervision only of those students enrolled in the registered nursing program.
1425(d) Each faculty member shall be clinically competent in the nursing area in which he or she teaches. If needed the program utilizes the BRN Faculty Remediation Guidelines (EDP-R-08). 
Adjunct faculty will be evaluated on an agreed upon schedule according to semester content areas. Theory and clinical workplace observation will be made as part of the evaluation process. Faculty will complete a self-assessment prior to the evaluation with the Program Director. Adjunct union information: https://aftyuba.org/ 
Statement on Faculty 
BRN CCR sections 1424(g) and 1425.1 require that each faculty member and the total faculty be collectively responsible and accountable for the planning, implementation and evaluation of the program and program related activities irrespective of their full or part-time or joint appointment status. In accordance with regulations, the following policy statement has been adopted:
Per NCSBN’s recommendation, the majority of faculty should be full-time. Faculty is defined to include full-time; part-time; hourly; long-term substitutes; joint appointment. The nursing program must ensure that its nursing faculty’s responsibilities, regardless of full-time or part-time status, are consistent with CCR section 1425.1 and meet the intent of CCR section 1424(g). Evidence must support that each faculty member participates in nursing program activities, including instruction, evaluation of students, development of program policies and procedures, planning, implementation, and evaluation of the curriculum. Additionally, CCR section 1425.1(b) specifically states that each faculty member shall participate in an orientation program, including but not limited to, the program’s curriculum, policies and procedures, strategies for teaching, and student supervision and evaluation. Program activities by faculty include but are not limited to: 
•Developing program goals and objectives.
•Participating in faculty orientation and be involved in periodic evaluations. 
•Participating in curriculum planning; be cognizant of how content area taught fits into total curriculum plan. 
•Scheduling time to meet with students for evaluation and counseling purpose.
•Assisting in development of program policies, procedures, with knowledge of program specific policies. 
•Participating in planning, organizing, implementing, and evaluating the nursing program. •Participating in decision-making regarding the direction and nature of the nursing program. •Facilitating consistent student participation in the program as defined in CCR section 1428. •Facilitating and ensuring individual/collective faculty compliance with specified regulations governing continuing approval of the program.


Non-Faculty Responsibilities
When a non-faculty individual participates in the instruction and supervision of students obtaining clinical experience, his or her responsibilities shall be described in writing and kept on file by the nursing program.
The term “non-faculty” refers to all persons other than faculty members who meet the minimum qualifications of clinical teaching assistant and are selected by the nursing program to teach or supervise nursing students in designated nursing areas. The Board has been asked to clarify the use of "non-faculty" if a program chooses to use a community-based clinical site(s), When using "non-faculty" clinical agency staff to participate in the instruction and supervision of students in any of the community-based clinical sites, the program course faculty continues to provide the necessary oversight and guidance throughout the course for all individuals participating in the instruction and supervision of students at the clinical site when a Board approved faculty member is not physically present.

Position Descriptions:

The Assistant Director Position Description

The Assistant Director is a full-time faculty member who meets the BRN Qualifications for the position. The Assistant Director serves as the liaison between faculty members and college administration for all matters related to consistency in program requirements. The 	Assistant Director serves under the direction of the Program Director. The Assistant Director is an elected position, serves as the Nursing Department Chair and receives 20% college release time. 
• Assistant Director of Nursing duties will include, but not limited to the following tasks:
1. The Assistant Director will be meet the Board of Register Nursing's (BRN) requirements and have a BRN Assistant Director Appointment Form EDP-P-03 complete and submit this form electronically prior to taking the assignment
2. The designated Assistant Director will manage program activities under the direction of the Director of Nursing, Allied Health.
3. The Assistant Director will facilitate overall program communication to include serving as the liaison between administration, faculty, and students. The Assistant Director will assist in clinical coordination, as needed.
4. Maintain knowledge and assist in curriculum development and implementation, including coordination with curriculum committee.
5. Assist with program admissions, recruitment, advanced placement, and outreach. Promoting nursing education to the public through department website and community outreach.
6. In collaboration with the Director, provide input for scheduling of courses, use of available classroom and
clinical sites to meet the need of the student.
7. Act as a student advocate.
8. Maintain knowledge and currency regarding the program and the policies and procedures by which it is administered.
9. In collaboration with the Director, faculty, and staff develop policies and procedures, planning, organizing, implementing, and evaluating all aspects of the program.
10. Maintain and update ASN Student Handbook assuring accurate and up-to-<iate content of program policies and procedures. Ensures consistency between Student Handbook, college policy/accreditation, affiliate agreements, course syllabi, and BRN regulations.
11. Coordinate Graduation Articulation Progression Committee.
12. Submit program review in collaboration with the nursing faculty.
13. Attend meetings for California Directors of Associate Degree Nursing programs, and other assigned meetings as the department representative, as needed.
14. In the absence of the Director, provide nursing department leadership such as, but not limited to, scheduling and chairing department meetings.
15. In collaboration with the staff and Director, maintain general knowledge of the management of student compliance to meet BRN and affiliating agencies requirements.


General Information for Faculty
[bookmark: _Toc389589689][bookmark: _Toc389590694][bookmark: _Toc528344200]
Faculty Handbook
https://www.yccd.edu/central-services/education-and-planning/academic-employee-handbook/

[bookmark: _Toc389589690][bookmark: _Toc389590695]
[bookmark: _Toc528344201]Faculty compliance and onboarding.  Refer to student handbook: https://yc.yccd.edu/nursing/about-us/student-handbook/#ComplianceRequirements

[bookmark: _Toc389545075][bookmark: _Toc389589691][bookmark: _Toc389590696][bookmark: _Toc429769407][bookmark: _Toc528344202]Conferences and Travelhttps://www.yccd.edu/central-services/education-and-planning/academic-employee-handbook/ Refer to YC Faculty (Manual) Handbook.  Funds may be available through the department, through FLEX, or from the Staff Development committee.

ITV/Instructional TV https://www.yccd.edu/central-services/education-and-planning/academic-employee-handbook/  All nursing courses are web-enhanced, meaning that the course may involve live lectures, distance education, and LMS use.  ITV classes are held in room 2128 on Yuba College campus.  Technology is integrated throughout the nursing program curriculum.  All courses in the ADN program also have some degree of online instruction. 

[bookmark: _Int_J6Ip80Qi]Faculty Office Hours https://www.yccd.edu/central-services/education-and-planning/academic-employee-handbook/  A weekly schedule should be posted on each instructor’s door. Each instructor must have five office hours per week and be available in the office during the hours posted.

Faculty Absence https://www.yccd.edu/central-services/education-and-planning/academic-employee-handbook/  For general procedures and requirements, see YC Faculty Handbook.  In the Nursing Department when an instructor must be absent for illness/emergency, the Program Director must be notified as soon as possible.  When an extended campus instructor must be absent for illness/emergency, the Program Director must be notified.  If a faculty member intends to utilize a substitute in their absence, confirmation of employment documentation must be processed for payment of that substitute. The absent faculty would need to submit a leave of absence form which is cross-checked with the confirmation documentation through Human Resources.

Additionally, the instructor must notify students immediately of any absences and post the announcement on the LMS.  
Furthermore, the instructor is responsible for developing alternative assignments to be completed during the instructor’s absence.  If the Program Director is not available, the assistant director should be notified.  The instructor should also notify the Division Secretary so that the absence can be phoned in to the Vice President of Instruction’s office.    

Faculty Position Description and General Responsibilities of New and Adjunct ADN Faculty:

Timely hiring and orientation is necessary to ensure competent faculty for both theory lectures and clinical instruction for the Associate Degree of Nursing program. The following items need to be completed prior to beginning the teaching assignment: 

	a. 	Approval by the Board of Registered Nursing (BRN)
	b. 	Orientation to nursing program and semester requirements
	c. 	Orientation to online course management system
	d. 	Orientation to use of audio-visual equipment

Nursing Faculty Position Description

· Provide theory and clinical instruction for the ADN Program
· [bookmark: _Int_UmTqzwx8]Participate in the development, implementation, and evaluation of the total nursing curriculum
· Participates in department planning, assessment and policy making functions
· Provides clinical supervision and assesses students' learning and performance
· Serves as a liaison between health agencies and the College

Essential Functions, Major Duties, and/or Accountabilities

· Demonstrate a commitment to professional nursing
· Maintain clinical expertise
· Participate in ongoing professional development
· Utilize Best Practices to enhance the learning environment
· Plans, prepares and follows an approved course of study with measurable course objectives
· Instructs, manages and supervises individuals and groups in classrooms, labs, and clinical areas
· Serve as a professional role model
· Assists in maintaining an effective, student-centered program
· Maintain memberships in professional nursing organizations
· Participate in local, state, and national activities designed to enhance the profession
· Apply existing technologies in a creative manner
· Recommend students for advancement and graduation
· Maintain and submit accurate records and reports
· Prepare instructional materials
· Participate in departmental and College committees
· Act as advisor of student organizations or student activities
· Demonstrate integrity in evaluating student performance
· Align individual course syllabi with program goals, student learning outcomes and assessment practices
· Develop and implement plans to review instructional effectiveness on a regular basis and adjust when necessary
· Be available for regular office hours and student consultation
· Encourage cooperation among students through collaborative assignments
· Chain of command

Course Orientation

[bookmark: _Int_4ZB8xmJk][bookmark: _Int_9Y796iBG][bookmark: _Int_gGVgfGYy][bookmark: _Int_yaWgOfNO]Faculty will provide students with an orientation to the course at the beginning of each semester. During this time, the Student Handbook, course objectives and behaviors demonstrating achievement of objectives, should be reviewed, and related to the program philosophy and curriculum framework. All expectations and methods of evaluation should be explained. This protocol is consistent with the program philosophy and BRN regulations.
METHODOLOGY

Instructors utilize a variety of teaching methodologies including but not limited to classroom presentations, guest lectures, discussion groups, case studies, concept mapping, audiovisual materials, role playing, demonstration/return demonstration, computer-assisted learning programs, discussion board forums, Web-link readings, textbook readings, process recordings, clinical assignments, pre-post clinical conferences, and nursing skills/ simulation lab experiences. 

HOURS OF LECTURE AND LABORATORY

[bookmark: _Int_lAQgcsKR]Refer to individual course syllabi\course outline for theory, lab, and clinical hours for each course.  Course outlines are located in eLumen, which can be found at https://login.yccd.edu/sso/default.aspx

Normal teaching load is approximately 15 formula hours:
1 class period of lecture/discussion = 1 formula hour
Laboratory = hours x .85 then dived by 18 
Example 108 hours x .85 divided by 18 = 5.1 faculty units
· YC Catalog lists the number of hours of class and laboratory for each course. YC Schedule of Classes, revised each semester, lists specific times for each course.

· Class and clinical experiences are to be held according to the scheduled times and in the classroom/facilities assigned unless an emergency makes these unavailable. 

· [bookmark: _Int_wJuMWKVN]Classes are to be held on campus or designated outside locations.  The Program Director must be notified if a class is rescheduled at a hospital or other facility to ensure completion of appropriate forms.  Pre- and post-clinical conferences are to be held in the clinical facility unless conference space is unavailable; in such instances, spaces must be scheduled on campus.


Student Attendance
https://yc.yccd.edu/nursing/about-us/student-handbook/#Attendance

[bookmark: _Int_bNyOR0FG]It is the faculty's responsibility to note and record student attendance issues and counsel the student about these.  Students must attend lectures at Marysville or Woodland campus, as watching lectures on video live-stream is not allowed.

[bookmark: _Int_nIyiu4Ap]Students must complete all classroom, lab/simulation, and clinical hours.  Refer to student handbook.  Student success in achieving learning objectives is directly related to attendance in the classroom and clinical facilities. Clinical experiences are unique in that they provide the arenas for progressive application of theory; the refining of technical skills, confidence building, decision making; and the development of leadership skills. Each student will therefore be individually evaluated regarding consistent attendance and the student’s ability to meet course/program learning objectives. 

[bookmark: _Int_SL5ShgxY]It is the student's professional responsibility to notify the instructor before the start of the clinical day if he/she will be absent. Each instructor will provide the specific process for his/her respective clinical group. 

Attendance is required for all clinical assignments. Students must complete all clinical and theory hours. Should it be determined that a student is jeopardizing his/her ability to meet all objectives, the student will be asked to petition the faculty for consideration to remain in the program. 

If the petition is approved, the student will be allowed to continue in the program but will be placed on a learning contract or an unsatisfactory progress report that will specify the expected behaviors for the remainder of the semester. If the petition is not approved, the student will be dismissed from the program (See handbook policy for readmission). Absence that results in students not being able to meet course objectives will result in no credit, or a failing course grade.  https://yc.yccd.edu/nursing/about-us/forms/



Mid-term evaluations
· Written midterm evaluations are completed for each student.  Faculty will review these with students. 

· Prior to drop date (refer to course calendar), written midterm notices must be completed for student’s having difficulty in the clinical area according Yuba College District Policy. Students who have attained a theory examination score of less than 75% must receive a written Record of Progress form.

· The student is counseled, and a learning plan is formulated to help the student improve his/her grade. The student signs the original for which is placed in his/her file. The student receives a copy. 

· Instructors need to inform the program director of all students not passing by midterm.

· Any student with a midterm grade of less than 75% in theory or unsatisfactory clinical performance will need to arrange a conference with the instructor and Program Director.

Final Grades
· The student’s final grade for a nursing course shall be the grade achieved in theory once the clinical performance objectives have been achieved satisfactorily.

· If a student has failed to achieve the clinical objectives by the end of the course, the course grade recorded will be an "F” regardless of the theory grade achieved.

· Final grades are entered in Self Service online by a specified date.  

· The percentage and final letter course grade are recorded on the student’s clinical evaluation form and placed in the student file. Faculty file evaluations in the student file.

· The faculty is responsible for submitting final grades through Self Service. 


NURSING FACULTY INSTRUCTIONAL RESPONSIBILITIES 
For Clinical:

The Clinical Instructor:

1. 	Participate in regional clinical planning with agency personnel for the use of clinical facilities.
2.	Participate in the regularly scheduled agency orientation for new employees when the instructor is new to the agency and maintain current orientation to agency policies. (Provide immunization, AHA CPR for Health Care Provider & drug screen as requested.)
3.	Submit completed Clinical Preparation and Student Orientation sheet to Program Director every semester. This sheet verifies the clinical schedule for student experiences, number of students, times and days of experiences.
4.	Before the student experience period begins, acquaint charge and staff nurses on the unit to: scheduled student numbers, dates, times, level of learning, expected performance objectives.  Post objectives, schedules, and assignments on the unit.
5.	Orient students to agency, specific area, agency policies and expected performance objectives. 
6.	Establish routine for alerting staff to changes in student assignments; work with staff to ensure student documentation is submitted to clinical facilities for approval; check to be certain that students are in attendance or have reported their own absence.
7.	Establish a mutually agreeable procedure for selecting student learning experience with agency staff.  Post student assignments/contracts in agreed upon area in nursing station; provide emergency contact telephone numbers for school, instructor and students.
8.	Instruct and supervise students’ learning in the clinical area; define supervisory responsibility of staff when instructor is not in the unit.
9.	Establish process for ongoing and final staff nurse feedback on student performance, instructor performance and evaluation of the total experience.
10.	Explain to students that they are not to be in the clinical facility unless an instructor is present or as otherwise directed by individual instructor/team. 

The Preceptor:

1.Refer to the Student Handbook for the requirements for our preceptors

Nursing Faculty Responsibilities for the Theory Instructor:

1.	Faculty work collaboratively with new and returning adjunct faculty to implement and uphold the standards and approved curriculum of the YC nursing programs. 
2.	Lines of authority to uphold curriculum are defined according to YC Nursing Organizational Chart. 
3.	Uphold policies and procedures of YC nursing programs specified in the course syllabi, Student Handbook, and Faculty Policy and Procedure Manual.
4.	Review critical elements of Student Handbook on the first day of orientation to the course.
5.	Review all course materials, prior to implementation to uphold consistency of curriculum with semester team and faculty as a whole.
6.	Model behaviors necessary to the nurse educator role.
7.	Provide ongoing feedback through direct observation, related to theory content delivery to assist adjunct faculty in their role of upholding curriculum, including lecture presentations, calendar changes, theory course management, guest lecture selection, video selection, office hours, and tutoring.
8.	Define the communication mechanisms within each semester and maintain consistency throughout the program.
9.	Foster mutual respect within team and overall faculty.
10.	Maintain security of tests, grades, and confidential student data.
11.	Facilitate semester meetings.
12.	Directly communicate with Assistant Director and/or Director, regarding pertinent theory issues.
13.	Course theory and clinical facility evaluations will be completed by students online at the conclusion of the semester.
14.	Web enhanced courses: theory instructors are responsible for maintaining the LMS (learning management system) website for their course.  Faculty will check this site at least 2-3 times per week.
15.	Communication with students will be performed via the LMS web-email or YCCD email.

Add/Drop, Census and Attendance 

[bookmark: _Int_vAaIHsxF]All adds/drops, and census certification are completed online via https://yc.yccd.edu/, by the designated date.  Refer to academic calendar. Faculty must track all clinical hours and record these for future use; faculty are urged to use an approved form.  See director.  Positive Attendance classes must be tracked and entered in the https://yc.yccd.edu/.

Students Failing to Meet Course Objectives

1. [bookmark: _Int_eMYVTrRi]When a student is not meeting the course objectives (theory or clinical), they will be notified in writing. The instructor and the student shall confer to discuss strategies for improving study skills, mastery of theory objectives, and application in clinical assignments. The student not meeting course objectives will confer with the instructor to discuss a learning plan. The instructor and the student will identify the specific responsibilities each will assume in helping to achieve the course objectives within the time specified in the learning plan. https://yc.yccd.edu/nursing/about-us/forms/

2. For the student not meeting clinical objectives, an immediate verbal notification followed by a written ‘Needs Improvement’ will be given to help define what needs to be improved.  Should this plan not result in improved performance and progress toward meeting unmet objectives, it will be necessary to place the student on an Educational Agreement. If, at any time, the instructor determines that a critical incident has occurred in the clinical area, the student will be placed directly on an Educational Agreement. https://yc.yccd.edu/nursing/about-us/forms/

3. [bookmark: _Int_kyyUzna6]The student will receive a verbal notification that he or she is on an Educational Agreement and the written document will be presented to the student within one week. The Educational Agreement identifies the specific responsibilities the instructor and student will assume to achieve mastery of course objectives by the end of the semester. Needs Improvement and Educational Agreement forms will also be used for excessive absenteeism. Any student receiving an Educational Agreement or Clinical Event form will need to meet with the Program Director or designee. 

4. If faculty of record determines that a Needs Improvement/Educational Agreement needs to be given, the clinical instructor will follow through within the one-week deadline. A copy will be forwarded to the Director.

5. If at any time during the semester a student’s performance is deemed clinically unsafe or grossly negligent by the instructor, the student will be dismissed from the clinical area and receive an “F” course grade. https://yc.yccd.edu/nursing/about-us/forms/


Student Failure 

[bookmark: _Int_Jp4hqEwg]When a student has failed to meet course objectives in theory or in clinical, the instructor must begin the Drop/Withdrawal/Departure Form on our website, explaining why the student failed, and include recommendations for remediation. The student must be counseled to see the Director to complete an exit interview after the instructor/team completes all necessary paperwork in the student file. A student must complete an exit interview within 10 days of failure to be eligible for re-entry. If a student has had more than one failure in the program, he/she is not eligible for re-entry. Refer to student handbook, then click forms: https://yc.yccd.edu/nursing/about-us/student-handbook/


Student Who Has Received a Clinical Evaluation of Unsafe

[bookmark: _Int_sX2SMYuW]Patient safety and accountability are the responsibilities of the student nurse. The nursing instructor is required by the California Board of Registered Nursing to assure students providing care for patients, do so safely and competently, as any reasonable and prudent nursing student at the same level.

Any student who has received an evaluation of unsafe performance in the clinical area of a nursing course in any public or private educational institution or has withdrawn or been dismissed from any nursing program because of unsafe performance, defined as gross negligence, malpractice, or professional misconduct, will be evaluated for readmission under Nursing Program Readmission/Re-entry Policy number 002.0. Refer to student handbook, then click forms: https://yc.yccd.edu/nursing/about-us/forms/

Re-entry into the Nursing Program
Please refer to Yuba College Nursing Student Handbook. https://yc.yccd.edu/nursing/about-us/student-handbook/

Nursing department Committee Requirements

All full-time faculty members are expected to participate in Nursing Department committees. Yuba College Nursing Committees include:

1. Admission, Progression, and Transfer Committee 
2. Curriculum Committee
3. Required Faculty Committees
a. Full-Faculty (monthly)
b. Semester Meetings (biweekly)
4. Student/Faculty Partnership sub-committee

All full-time faculty members are expected to serve on at least one campus-wide committee. Current Yuba College Committees include:

1. Academic Integrity Committee
2. Academic Senate
3. Academic Standards Committee
4. Basic Skills Initiative
5. Budget Committee
6. College Access and Awareness Committee
7. College Effectiveness and Accreditation Committee
8. Curriculum Committee
9. Diversity Committee
10. Facilities and Equipment Committee
11. Flex Committee
12. Institutional Animal Care Committee
13. Safety Committee
14. Staff Development Committee
15. Outcomes (formerly known as Student Learning Outcomes) Committee
16. Yuba College Council
17. Distance Education

Adjunct faculty members are welcome to participate in campus/department committee service but are not required.

New Employee Orientation

Items addressed at the Yuba Community College District New Employee Orientation:

1. Academic Employee Handbook 
2. Admissions and Records
a. Rosters
b. Census
c. Entering Grades
d. Add/Drop Form
3. Emergency Alert– Mobile Alert Campus Notification System; sign up on https://apps.yccd.edu/ems/
4. Learning Management System 
5. eLumen, found in https://yc.yccd.edu/
6. Self Service, found in https://yc.yccd.edu/
7. Surrvey Monkey end of course surveys and course plans
8. Campus and Faculty Directories
9. Chain of Command/Key Administrators
10. College/District Web Sites and https://yc.yccd.edu/
11. District Calendar
12. Human Resources
a. Absence Forms
b. EEO
c. Pay/Benefits
d. Worker’s Compensation Program
13. Parking Permits https://yc.yccd.edu/campus/parking/
14. Faculty Reference Handbook: https://1osjhr1kzber15t9781hbik1-wpengine.netdna-ssl.com/wp-content/uploads/2017/04/FacultyQuickReference.pdf


[bookmark: _Toc389589692][bookmark: _Toc389590697]Textbooks 
[bookmark: _Toc389589693][bookmark: _Toc389590698][bookmark: _Toc528344203]Textbooks
[bookmark: _Toc389589694][bookmark: _Toc389590699][bookmark: _Toc429769409][bookmark: _Toc528344204]
Textbook orders forms are distributed by the Nursing Office staff prior to the start of each semester.  Complete and return this form to the bookstore by the required date.  Faculty may obtain copies of textbooks from publishers in hard copy or e-formats. The faculty are responsible for ordering desk copies. Textbook representatives will only entertain desk copy requests from faculty Yuba College emails only. Textbooks will only be mailed to the college address for faculty.  Textbooks used throughout the course must be approved by the entire faculty. See list of textbooks in our Yuba College Student Handbook. 

Duplication

In department

The department director/secretary will provide faculty with a code for requests to the print shop, and a code for the local MFPs for printing from your office computer.  Governors are in place which provide for 300 copies per semester per faculty. Faculty that uses copies in excess of the allowed 300 copies must use their own means for duplication. Please see the department secretary for more information.  The local MFPs may be used for infrequent and small jobs. For large jobs, please send a request to Print Shop.

In Print Shop
		The Yuba Community College District Print Shop provides printing and duplication services for the entire district. Print shop code: 119901351203054100.  The Print Shop is located on the Yuba College Campus: printshop@yccd.edu.  Phone # 530-741-6809 or 741-6812. The website is: https://yccd.teamdynamix.com/TDClient/1911/Portal/Requests/ServiceDet?ID=38576

Use print shop only for SPECIAL printing (not able to print at the MFPs), meaning print jobs that cannot be completed on your department copier. Faculty may want to put personal phone numbers down on the instruction box in the event that the print shop cannot open your file. They will then be able to contact the faculty member immediately.
 https://yccd.teamdynamix.com/TDClient/1911/Portal/Requests/ServiceCatalog?CategoryID=14037   




	


[bookmark: _Int_SI6Ohodg][bookmark: _Int_K1DTMhKO]To obtain authentication for copying directly from your office computer, you must request a PIN authorization from the nursing secretary.  The secretary will submit a request to IT for a PIN # which will be used for copying on the MFPs in room 2103, and for printing directly from desktop computers. Faculty and staff can scan documents directly to their (or other nursing faculty/staff) college emails. Faculty/staff are encouraged to scan materials for students and email them, instead of providing hard copies, due to budget limitations. 

Facilities and Resources

[bookmark: _Int_M6WlKZxj]The Nursing Department Office, classrooms, faculty, staff, and the offices of the Director of Nursing are in the Public Health & Safety Building (PH&SB) #2100. Included in the classrooms are (see attached map) nursing skills laboratories in rooms 2123 and 2102, computer labs in rooms 2131 and 2130, and the high-fidelity simulation lab is in room 2107. The Nursing Dept. office houses the office supplies, college and department forms, and student files. The break/lunchroom (2103) houses the MFPs photocopier, Scantron machine for tallying exams, and workspace for faculty. Room 2104 is the conference room used for administrative meetings. There are various types of resources materials in the department office for use by regular and adjunct faculty. These resources include (but not limited to) YCCD information, faculty schedules, classroom and A/V equipment reservation information, clinical placement information, faculty schedules, class rosters, emergency phone numbers, minutes to meetings, BRN information, and accreditation reports.

SHARPS DISPOSAL PROCEDURE

[bookmark: _Int_Xu8bFP9H]When 3-4 sharps containers are full, contact Nursing Office staff. Follow all safety precautions when utilizing sharps containers.  Keep lids locked. Staff will arrange for proper hazardous waste disposal.

College Support Services

15. Facilities and services are described in the Yuba College Catalog and Faculty Handbook.  The director of the program or designee will acquaint new faculty with this information. https://yc.yccd.edu/academics/catalog/ and https://1osjhr1kzber15t9781hbik1-wpengine.netdna-ssl.com/wp-content/uploads/2017/04/FacultyQuickReference.pdf



[bookmark: _Toc389589695][bookmark: _Toc389590700]Campus Responsibilities

Flex Program
The Yuba Community College District participates in an alternate calendar and course scheduling program known as the Flex Program (also known as the Flexible Calendar Program). This program allows the district to replace actual classroom instructional hours with alternative activities. These hours are in-lieu-of regular instruction, so faculty are obligated to complete the “in-lieu-of” hours with development activities focused in three distinct areas: Staff Improvement, Student Improvement, and Instructional Improvement.

Detailed information regarding Yuba College’s Flex Program, including the minimum contractual obligation for full-time and adjunct faculty, qualifying individual and group activities, and deadlines for completion, is available in the Yuba Community College District Flex homepage. 
https://yc.yccd.edu/about/faculty-staff/flex-workshops/

College Faculty Resources 

[bookmark: _Int_8VATMonJ]New and continuing instructors should be knowledgeable of the contents of the YCFA (Yuba College Faculty Association) Collective Bargaining Agreement and the Academic Employee Handbook.  
YCFA Collective Bargaining Agreement - YC website or https://yc.yccd.edu/
Human Resources, Labor Relations, YCFA for the current agreement: https://www.yccd.edu/central-services/hr/labor-relations/

Academic Employee Handbook – YC website or https://yc.yccd.edu/, or https://www.yccd.edu/central-services/education-and-planning/academic-employee-handbook/  
Board of Trustees, Administrative Procedures, Chapter 4 - Academic Affairs, scroll to AP 4500 (handbook) 
https://www.yccd.edu/board/
https://go.boarddocs.com/ca/yccd/board.nsf/public
http://www.boarddocs.com/ca/yccd/Board.nsf/goto?open&id=9AEUYY7E3846

LEARNING RESOURCE CENTER
· 
· [bookmark: _Int_Ta5bcBGZ]Faculty members are encouraged to request the library to buy books related to their courses. They should be ordered on forms which may be secured from the library.
· Faculty members should check the library books related to their areas of instruction and recommend to the librarian the removal of books which are obsolete.
· Faculty members may check out books from the library and may keep them for the entire semester unless return is requested by the library.
· Faculty may place books on reserve in the.

CAMPUS-WIDE COMMENCEMENT
	
YC faculty is required to attend commencement exercises in May. Faculty that cannot attend must submit an absence slip or provide of letter of absence to the college President.

Campus Resources Policies and Procedures

· Crisis Resources: https://yc.yccd.edu/student/crisis-resources/
· Emergency procedures: https://yc.yccd.edu/student/EmergencyProcedures/
· Reporting an injury: https://www.yccd.edu/wp-content/uploads/2020/06/Workers-Compensation-Company-Nurse-Employee-EZ-Reference-Guide.pdf
· Student report of injury form:Student Handbook - Yuba College Nursing (yccd.edu)
https://yc.yccd.edu/nursing/about-us/student-handbook/#InjuryIllness
· Crisis Intervention for Students: https://yc.yccd.edu/wp-content/uploads/2017/05/YC-Student-Crisis-Help-1.pdf
· Student Code of Conduct – https://www.yccd.edu/central-services/education-and-planning/codeofconduct/
· Student Statement of Grievance/Grade Appeal Process http://yc.yccd.edu/student/student-grievance
· [bookmark: _Toc528344205]Yuba College Faculty Association (YCFA) Contract: https://www.yccd.edu/central-services/hr/labor-relations/

Department Orientation Policies and Procedures

· Communication Systems
1. Avaya Phone and Voicemail System – https://yccd.teamdynamix.com/TDClient/1911/Portal/Requests/ServiceCatalog?CategoryID=14035
2. LMS/Canvas (https://yccd.instructure.com/courses/7105)
District https://yc.yccd.edu/ – https://yc.yccd.edu/campus/mycampus/
3. YCCD E-Mail account https://login.yccd.edu/sso/default.aspx
· Environment/Resources
1. AV and ITV Resources
2. Classrooms/Labs
3. Faculty Offices
4. Mailboxes/Phone/Email Lists
5. Printing/Copying/Scanning
6. Office and Instructional Supplies
· Faculty Evaluations
· Faculty ID Badges
· Forms 
1. Departure/Withdrawal https://yc.yccd.edu/nursing/about-us/forms/
2. Mileage Reimbursement (see Appendix B)
3. N55/56/57 Skills Lab Referral https://yc.yccd.edu/nursing/about-us/forms/
4. Petition Process https://yc.yccd.edu/nursing/about-us/forms/
5. Student Communication (see Appendix E)
6. Supervisor’s Checklist for New Employees (see Appendix F) https://www.yccd.edu/wp-content/uploads/2020/06/New-Employee-Managers-Checklist.pdf
7. Timesheet (see Appendix G)
8. Allied Health Room Map (see Appendix H)
· License/AHA CPR for Health Care Provider and Health Clearance Requirements
· Reporting Absences/Personal Time 
· Resources
1. Canvas resources—( https://yc.yccd.edu/canvas/)
2. College https://yc.yccd.edu/ – (http://yc.yccd.edu/campus/mycampus.aspx)
3. Desk/Electronic Textbook Copies
4. Faculty Handbook   https://aftyuba.org/
5. Information Technologies Resources – https://help.yccd.edu/fr-yccd00-faculty-resources/
6. Nursing Department Website https://yc.yccd.edu/nursing/ 
7. Student Handbook – https://yc.yccd.edu/nursing/about-us/student-handbook/ 
8. Print Shop/Duplication Ordering – https://yccd.teamdynamix.com/TDClient/1911/Portal/Requests/ServiceDet?ID=38576
9. Videos/DVDs
a. Hard Copy Library
b. Online Video Library –http://www.3cmediasolutions.org/f/9156eaa0d63e5b074d641227a99d63dc30da855e. 

[bookmark: _Toc389589697][bookmark: _Toc389590702]
Campus Resources

· [bookmark: _Toc389545082][bookmark: _Toc389589698][bookmark: _Toc389590703][bookmark: _Toc429769411][bookmark: _Toc528344206]LMS Access – helpdesk@yccd.edu 
· [bookmark: _Toc389545083][bookmark: _Toc389589699][bookmark: _Toc389590704][bookmark: _Toc429769412][bookmark: _Toc528344207]Bookstore – 530-741-6998 https://yc.yccd.edu/student/bookstore/
· [bookmark: _Toc389545084][bookmark: _Toc389589700][bookmark: _Toc389590705][bookmark: _Toc429769413][bookmark: _Toc528344208]Campus Police – 530-741-6771; (530) 870-1158 (After 4:30 PM) https://yc.yccd.edu/campus/safety/
· [bookmark: _Toc528344209][bookmark: _Toc389545085][bookmark: _Toc389589701][bookmark: _Toc389590706][bookmark: _Toc429769414]Computer/Technical/Password Support or Questions – Helpdesk, 530-741-6981, helpdesk@yccd.edu or chat: helpdesk@goyccd.onmicrosoft.com
· [bookmark: _Toc528344210][bookmark: _Toc389545086][bookmark: _Toc389589702][bookmark: _Toc389590707][bookmark: _Toc429769415]Disabled Students Programs and Services (DSP&S) – 530-741-6795, https://yc.yccd.edu/student/dsps/
· [bookmark: _Toc528344211][bookmark: _Toc389545087][bookmark: _Toc389589703][bookmark: _Toc389590708][bookmark: _Toc429769416]Human Resources  530-741-6978  https://www.yccd.edu/central-services/hr/
· [bookmark: _Toc528344212]ITV/AV Support – Richard Rountree, 530-741-6753, rrountre@yccd.edu
· [bookmark: _Toc389545089][bookmark: _Toc389589705][bookmark: _Toc389590710][bookmark: _Toc429769418][bookmark: _Toc528344213]Library – 530-741-6755 https://yc.yccd.edu/academics/library/
· [bookmark: _Toc389545090][bookmark: _Toc389589706][bookmark: _Toc389590711][bookmark: _Toc429769419][bookmark: _Toc528344214]Print Shop/Duplication – 530-741-6809; https://yccd.teamdynamix.com/TDClient/1911/Portal/Requests/ServiceDet?ID=38576
· [bookmark: _Toc389545091][bookmark: _Toc389589707][bookmark: _Toc389590712][bookmark: _Toc429769420][bookmark: _Toc528344215]Student Success Center – (530) 741-6759 https://yc.yccd.edu/student/tutoring/successcenter/contact-us/
· [bookmark: _Toc389545092][bookmark: _Toc389589708][bookmark: _Toc389590713][bookmark: _Toc429769421][bookmark: _Toc528344216]Workforce Investment Act (WIOA) – 530-741-6831  https://yc.yccd.edu/student/wioa/
· [bookmark: _Toc389545093][bookmark: _Toc389589709][bookmark: _Toc389590714][bookmark: _Toc429769422][bookmark: _Toc528344217]Writing and Language Development Center, (530) 740-1710   https://yc.yccd.edu/student/tutoring/wldc/
· Policies related to students: refer to student handbook https://yc.yccd.edu/nursing/about-us/student-handbook/







[bookmark: _Toc528344218]Part IV

[bookmark: _Toc528344219]Clinical, Clinical Orientation, Helpful Tips, and Teaching Resources


Skills by semester:

Refer to student handbook for most current list of skills by semester.
https://yc.yccd.edu/nursing/about-us/student-handbook/#SkillsBySemester

[bookmark: _Toc389589716][bookmark: _Toc389590721]
Unusual Incidents involving students

INTERNAL REPORTING OF UNUSUAL INCIDENTS

The purpose of the YC clinical event report for internal purposes at the nursing school is to alert the Dean if there is a need to notify the insurance (professional liability) carrier. Also, this is to disclose problem areas and help instructors improve instruction and student clinical practice in these areas. Overall, the goal is to reduce the likelihood of future problems occurring.

QUALITY ASSURANCE FOR THE NURSING PROGRAM

1. Anytime there is sufficient cause or event in the clinical area to indicate a need for documentation, a Clinical Event report will be filed with the Nursing Program Director. If necessary, the report is routed to the Dean for review and filed as a record in the Science and Allied Health Office. The Dean will determine if the insurance carrier should be notified.

2. Whenever a student has a Clinical Event occur, the responsible faculty member will meet with the student for a student/faculty conference. The purpose of this conference is to review the details of the event, identify any problems, discuss and recommend further actions that can serve as preventative measures. Following this conference, the student is to see the Program Director to review and discuss the completed clinical event form.

3. At the end of each semester, the Program Director and Assistant Director will review all Clinical Event reports that have been submitted during the semester. The collected data will be shared with faculty in an effort to determine if any specific problems exist and what should be done to reduce future clinical events. The following data will be summarized:

a. Number of medication errors: what happened, why it happened                        
b. Number of clinical events related to lines, catheters, IV, tubes, falls, treatments / procedures, other clinical events.                                                          
c. Level of student involved

Complete an incident form (see attached). Notify nursing director immediately.  Seek medical attention as necessary.   All students are advised to follow through with their private physician.  If the student requires further care by a physician or hospital, it is the responsibility of the student or the student’s health insurance carrier to cover the costs of treatment.
[bookmark: _Toc389545101][bookmark: _Toc389589717][bookmark: _Toc389590722]If you suspect is student is impaired:

[bookmark: _Toc528344222][bookmark: _Toc389545102][bookmark: _Toc389589718][bookmark: _Toc389590723][bookmark: _Toc429769427]If at clinical, immediately remove student from patient care area.  Do not allow students to drive self while leaving clinical.  Notify the director immediately. Policy from the student handbook: Impaired by alcohol, drugs, and or emotional illness policy Purpose:  To provide guidance for supporting an impaired student as directed by regulation. 

[bookmark: _Toc528344223]Any student who exhibits signs of alcoholism, drug or emotional illness will be removed from the classroom and clinical setting. b. Behaviors on the part of the student that led the instructor to a reasonable suspicion that the student is under the influence of drugs or alcohol will generate the implementation of this procedure. 

When a student exhibits behavior that the instructor to be reasonably suspicious that the student is under the influence of a drug or alcohol, the following procedure is implemented: 

a. [bookmark: _Toc528344224]The student is immediately removed from the classroom or clinical area to a private secure location. 
b. [bookmark: _Toc528344225]The instructor will immediately report the incident to the Director of the Nursing Program, or representative. 
c. [bookmark: _Toc528344226]The student will take an immediate drug screen. 
d. [bookmark: _Toc528344227]If the student refuses to take the drug screen the student will be dismissed from the program. 
e. [bookmark: _Toc528344228]The Director of Nursing or representative will escort the student to the testing facility for a 10-panel urine drug screen. 
f. [bookmark: _Toc528344229]Once the drug screen is completed the student will find or be provided transportation home pending the results of the screen. 
g. [bookmark: _Toc528344230]The student will be suspended from the program until the drug screen results are reported to the Program Director or representative. 
h. If positive for drugs or alcohol, the student will be expelled from the nursing program with no rights to re-entry. If the student has a valid prescription, and tests positive the student will follow the clinical facility policy for a positive drug screen but be eligible for re-entry.   See student handbook: https://yc.yccd.edu/nursing/about-us/student-handbook/
i. Student Handbook - Yuba College Nursing (yccd.edu)


Classroom/Lab Orientation

1. Use of ITV/Computer Lab/AV Equipment
2. Scantrons
3. Keys/Locks/Lights/Alarm Code
4. Simulation Lab Rules/Scenarios
5. Skills Checklists
6. Scheduling Lab Time/Reserving Classrooms
7. LMS Orientation/Use

Clinical Orientation

Clinical instructors and nursing students are expected to maintain the legal and ethical parameters of the nursing profession while caring for patients.

General Responsibilities of Clinical Instructors: 
· Obtain a student roster for each class assigned (positive attendance)
· Arrange an orientation of the clinical facility for the students after first orienting oneself
· Work with staff for submission of required student documentation
· Prepare a student rotation schedule that coincides as much as possible with patient populations address in the course objectives
· Comply with established guidelines for clinical hours and conference times
· Keep the appropriate individuals apprised of any problem with the clinical facility or its personnel
· Complete an incident report form when appropriate
· Counsel students having difficulty meeting course objectives and document supporting information on an Unsatisfactory Progress form (student contract) as needed

Guidelines for Clinical Instructors:
· Plan and organize clinical learning experiences and select appropriate instructional aids and materials for the achievement of student learning
· Assist in reviewing course content and course objectives
· Develop clinical lab rotation schedules, distribute to students, and post in appropriate areas of the clinical facilities
· Assist in review of texts, audiovisual materials, and pertinent literature used in course content and clinical settings
· Assist in developing and refining tools for measurement of student learning in the clinical setting
· Evaluate student performance in the clinical setting. Conference with the student and provide a written evaluation of performance at the middle and end of semester. Document any eventful incidents which occur during the performance of patient care.
· Determine the final clinical grade based on a pass/fail basis
· Establish and maintain effective working relationships with staff personnel in clinical facilities
· Participate, as appropriate, in department and semester meetings, office hours, and related student activities
· Assume responsibility for being a contributing faculty member through appropriate participation in campus and department committees
· Adhere to the philosophy, objectives, policies, procedures, and standards for the college and the nursing program

Faculty RN License, AHA CPR for Health Care Provider Certification, and TB Skin Test:
· All clinical faculty must maintain an unencumbered current California Registered Nursing license
· All clinical faculty must hold a current AHA CPR for Health Care Provider certification and renew it every two years
· Proof of a tuberculin (TB) skin test is also required annually
· Drug testing, as requested

Faculty Dress Code and Identification:
· All clinical instructors are expected to be neat, clean, and professional in appearance. Instructors serve as role models and should meet professional standards.
· A picture identification badge identifying each instructor as a Yuba College Nursing instructor is to be worn. Badges can be obtained directly from the Department of Nursing. Faculty should provide a photo of a clear headshot for badge.
· Lab coats or uniforms are to be worn (facility policy will supersede college policy). If lab coats are worn, clothing should be of a tailored nature and subdued in color.
· Jewelry should be limited to a wristwatch, wedding band, and 1 pair of stud earrings; no gems
· Shoes must be closed toe and heel.

Clinical Prep/Paperwork:
· Clinical prep/paperwork may include information based on the pathophysiology of the medical diagnosis, laboratory/test data, medications, nursing and medical procedures, patient physical assessment, priority nursing diagnosis, goals, interventions, and evaluations.
· Completion timeframe for clinical prep/paperwork is specific to each course and semester of instruction.
· Clinical instructors should give exact instructions concerning how to complete these documents and when they are due each clinical week.
· All clinical instructors should demonstrate consistency in their instructions and grading.

Clinical Attendance:
· Students must complete all clinical, lab, and simulation hours.  Attendance in the clinical setting is necessary for students to meet the stated clinical objectives of the nursing program and in order to receive a passing grade. Clinical absences may make it impossible for a student to meet clinical course objectives.
· Student attendance at hospital orientation days is mandatory before they can be allowed to enter the clinical setting. 
· [bookmark: _Int_xAAWgd71]If a student is going to be absent from clinical, they are responsible to notify the instructor as soon as possible prior to the start of the clinical shift.  Refer to policy on student attendance.

Clinical Room Reservations – Conferences:
· Clinical facility room reservation requests should be made as early as possible as most facilities are impacted with many groups.
· Room reservations are necessary if you desire to hold pre/post conferences

Clinical Site Orientation:
· Meet with the lead instructor to obtain information necessary to prepare for clinical
· Clinical faculty and students go to individual clinical facilities for orientation
· Orientation includes understanding facility policies, procedures, documentation systems, and clinical rotation schedules
· The faculty member, based on pre-planning, assigns the students to rotate through the various units in the clinical facility. The number of students on a unit is determined by the facility, the faculty, and the needs of the students. The faculty can alter the rotation schedule at any time based on student needs/issues, hospital needs/requirements, patient census, and student experiences.
· Student assignments/objectives must be posted on each unit in the clinical setting

Unsatisfactory Progress/Student Contracts: Student Handbook - Yuba College Nursing (yccd.edu)  
· If a faculty member is unsure whether or not the student’s actions or behaviors necessitate a report of Unsatisfactory Progress or Student Contract, he/she should confer with the Director of the Nursing Program
· Our Clinical-unsatisfactory-progress-report and Theory-contract-for-student-success are found in our department Forms area on our website 
· All unsatisfactory behavior should also be reported to the Director of Nursing as soon as possible

Some Suggested Teaching Resources

1. Journal: Teaching and Learning in Nursing – (http://www.jtln.org/)
2. National League for Nursing (NLN) – (http://www.nln.org/)
3. Quality and Safety Education for Nurses (QSEN) – (http://qsen.org/)
4. Text: Kathleen B. Gaberson & Marilyn H. Oermann’s Clinical Teaching Strategies for Nursing 
5. Text: Andrea B. O’Connor’s Clinical Instruction and Evaluation: A Teaching Resource 
6. Text: Marilyn H. Oermann & Kathleen B. Gaberson’s Evaluation and Testing in Nursing Education
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Contract for Student Success in Nursing Theory
Name										  Course	Recent Exam Score	Overall Theory Grade

Required plan for improving academic success:  Student will meet with the instructor.  Prior to meeting, the student will develop a time management calendar and bring it to the appointment.  The instructor will help the student develop a strategic plan for study skills and test taking.  Students will report back to the instructor their progress implementing the suggested strategies within 2 weeks from date of contract.  Students will submit proof of four (4) hours per week working on a selection of the following activities: (Select all that apply):

_____ a. Focused remediation product reviews (ATI) and practice exams pertinent to current course content.
_____ b. Review instructional media available at the Video library http://www.3cmediasolutions.org/f/9156eaa0d63e5b074d641227a99d63dc30da855e
_____ c. Join a study group where students have at least a “B” average.
_____ d. Rewrite lecture notes each week and incorporate related information from text using different colored ink.
_____ e. Outline assigned text chapters relating to course content.
_____ f. Develop flashcards
_____ g. Review archived lectures.
_____ h. Study from posted study guide
_____ i. Practice NCLEX-RN test questions for specific semester level content using NCLEX review books, textbook, ATI books.
_____ j. Other (describe below)

Successful students:
 _____ Read ATI portions related to class				_____ Use exemplars, maps, charts, etc.—a visual way to study & review 
_____ Take ATI quizzes in book and online				_____ Do not change answers on exams unless question was misread
_____ Read textbook in entirety, for portions related to class	_____ Meet with instructor for further explanations, etc. 
_____ Review daily; do not cram					_____ Other:
_____ Study with peers who are successful

If the student has not achieved at least 75% by midterm, or the last date to withdraw with a “W” the student will make an appointment with the Department Director to review this contract and progress and discuss possible options.
___________________________________________________________________________________________________________________
Faculty Signature				Date			Student Signature					Date

Student was referred to Department Director on (date) 


Clinical Unsatisfactory Progress Report

Student: ____________________________________________	Date: ____________	ID #: ______________

Instructor: _______________________________________________	Nursing Course: __________________
		

Clinical Progress is:							 Unsafe Status: Results in immediate dismissal from the program with no readmission privileges.

_____ Needs Improvement	_____ 	Minimal Performance 	_____ Unsafe
_____ Unsatisfactory

Problem Related to:
_____ Clinical Performance	_____ Clinical Assignments
_____ Professional Behaviors	_____ Lack of Progress in Meeting Clinical Objectives

Description: Provide a detailed description of problem(s) with specific student behaviors.  Continue on next page.

Student has been informed via:	
_____ Returned papers / tests with grades 		_____ Returned papers / with feedback
_____ Office Conference on (date) ____________	_____ Conference in clinical on (date) _________ ________Written Summary of Conference:			_____ Filed	_____ Attached
Contract: Specify what the student must do to correct the problem, when their remediation is due, and the consequences of not correcting the problem. 

Referred to:	
_____ Semester Lead Faculty	 		_____ Clinical Faculty
_____ Allied Health Faculty (SN required to fill out petition)
_____ Director Allied Health			_____ Other

_____________________________________________________________________________________________Instructor				Date			Student				Date
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