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IMPORTANT NOTICE TO STUDENTS: 
All students enrolled in the laboratory educational programs are bound by all Vanderbilt University Medical 
Center, Vanderbilt Medical Laboratories, and program policies.  By enrolling in an educational program, every 
student acknowledges his or her responsibility to abide by and adhere to all institutional and programmatic 
policies and procedures.  Students therefore have the responsibility of being familiar with the policies and 
procedures described in the program handbook and other program resources. 
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INTRODUCTION TO THE DIAGNOSTIC LABORATORIES  

Vanderbilt Medical Laboratories 
The Vanderbilt Medical Laboratories (VML) operate on-campus within Vanderbilt University Medical Center 
and off-campus at the MetroCenter location on Great Circle Road. The Laboratories operate 24 hours/day 
and 7 days/week to provide quality and timely results to promote patient care through accurate 
diagnostic, prognostic, and treatment information. The Vanderbilt Medical Laboratories are accredited by 
the College of American Pathologists (CAP) and licensed by the State of Tennessee. The laboratories meet all 
State and federal CLIA guidelines and are included in Vanderbilt University Medical Center’s The Joint Commission 
accreditation. The Transfusion Medicine department is also accredited by the Food and Drug Administration 
(FDA).  

 
The primary goal of the Vanderbilt Medical Laboratories is to provide excellence in patient care services. To 
accomplish this goal, laboratory testing is provided through the Vanderbilt Medical Laboratories located in The 
Vanderbilt Clinic and MetroCenter; Anatomic pathology located in Medical Center North, Vanderbilt University 
Hospital (VUH), and MetroCenter; and point of care testing (POCT) located throughout VUMC. The Department 
offers a full range of Anatomic and Clinical Pathology services to meet the needs of VUH and the surrounding 
community. 

 

Anatomic Pathology Services 
Neuropathology 
Electron Microscopy 
Histopathology Renal Pathology Surgical 
Pathology 
Autopsy Service 
Cytopathology 

 

Clinical Pathology Services  

Blood Bank/Transfusion Medicine 
Point-of-Care Testing 
Special Chemistry (Esoteric Chemistry and 
Toxicology) 
Rapid Response Laboratory 
Cytogenetics 
Hematopathology and Flow Cytometry 
Microbiology, including Mycology and 
Mycobacteriology 
Virology/Immunopathology 
Molecular Infectious Disease 
Core Laboratory (including Chemistry, Urinalysis, 
Body Fluids, Hematology, and 
Hemostasis/Coagulation) 
Molecular Diagnostics and Molecular Infectious 
Disease 
Histocompatibility Testing 
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Program of Histotechnology 
The VUMC Program of Histotechnology was established to advance the histotechnology profession for Vanderbilt 
University Medical Center and its surrounding community.  
 
The program is seeking accreditation by the National Accrediting Agency for Clinical Laboratory Sciences (NAACLS). 

PROGRAM MISSION STATEMENT 
 

We support excellence in patient care and safety by providing accurate and timely laboratory information and services 

to improve the health of the individuals and communities we serve. As a leading academic medical center laboratory, we 

advance knowledge and the development of medical professionals through the Vanderbilt University Medical Center 

pillar goals of people, service, quality, growth and finance, and innovation. 

Our program’s mission is to cultivate a generation of highly skilled and compassionate histotechnologists through 

comprehensive education and practical training within a hospital-based setting. We are committed to fostering a learning 

environment that promotes excellence, integrity, and innovation in laboratory medicine. Our program aims to equip 

students with the knowledge, critical thinking abilities, and technical proficiency necessary to excel in the dynamic field of 

histotechnology. By instilling a dedication to patient care, ethical practice, and continuous professional development, we 

aspire to empower graduates to positively impact healthcare outcomes and contribute to the advancement of medical 

science. The histotechnology program strives to maintain a quality education program to accomplish the following 

outcomes. 

To provide proficient employees with advanced knowledge and skills for Vanderbilt Medical Laboratories and other 

healthcare organizations. 

Students learn how to perform procedures on various patient populations after training in the Vanderbilt Medical 

Laboratories.  Students become familiar with VML policies and procedures, preparing them to begin training as 

employees immediately after graduation. This integration of students in the VML laboratory environment decreases the 

expenses VML pays in recruitment and employee selection. Students who choose to work at other health care 

organizations after graduation apply the knowledge and experiences from the program to work in a fast-paced 

environment of varying complexities.  

To provide a stimulating learning environment for students and laboratory staff. 

Being involved in laboratory education provides an atmosphere in which laboratory professionals are pushed to 

maintain knowledge of current theory and testing procedures. Employees are challenged to investigate new and 

emerging trends in the field, positively affecting patient care. Interacting with students also allows employees to 

improve their skills in communication and instruction. 

To maintain a source of professionals who constantly and consistently bring new knowledge into the laboratory field 

to drive change in health care. 

Stagnation, job dissatisfaction, and burnout are reduced in the laboratory by providing a constant source of new 

professionals to alleviate staffing issues. These new professionals are motivated to learn and support patient care and 

laboratory testing. Laboratory professionals engage and share knowledge with students, ensuring that the students will 

have current, practical knowledge upon entering the workforce. Students also participate in activities that prepare them 

to be leaders in histotechnology after graduation. Graduates of the program are encouraged to participate in 

professional organizations and other activities to influence the direction and remain on the forefront of their chosen 

career. 
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Our Values 
Patient-focused service: We demonstrate care and compassion for our patients.  

Professionalism: We act with respect, commitment, and integrity, and value each of our colleagues.  

Safety: We promote a culture of patient and employee safety. 

Quality: We are committed to accuracy, reliability, and continuous process improvement.  

Growth and advancement: We advance healthcare through education, discovery, and innovation. 

 

PROGRAM GOALS AND COMPETENCIES 
The Histotechnology Program at Vanderbilt University Medical Center bases its educational program on principles 
essential to the preparation of students to achieve the ideals of the profession. The VUMC Histotechnology program 
strives to instill the following goals in each student through teaching and experiential learning. 
 
Goal 1: Proficiency in Laboratory Techniques and Procedures 
• Identifies tissue structures and appropriate techniques when fixing, embedding, cutting, and staining them. 
• Demonstrate proficiency in laboratory procedures and processes. 
• Utilize laboratory instrumentation and technology effectively and troubleshoot equipment issues. 
 
Goal 2: Critical Thinking and Problem-Solving Skills 
• Apply critical thinking skills to ensure that patient samples are properly processed and handled during the entire 
histotechnology process. 
• Troubleshoot technical issues encountered during laboratory procedures and propose solutions. 
• Recognize potential sources of error and take corrective actions. 
 
Goal 3: Knowledge of Histotechnology 
• Demonstrate a comprehensive understanding of the principles, theories, and concepts underlying histotechnology 
processes.  
• Apply knowledge of human anatomy, physiology, and pathophysiology to laboratory practice and ensuring that patient 
samples are properly processed, embedded, cut, and stained.  
• Stay updated with advancements in laboratory medicine, research methodologies, and emerging technologies relevant 
to the field. 
 
Goal 4: Communication and Interpersonal Skills 
• Communicate effectively with healthcare professionals, patients, and laboratory staff, demonstrating professionalism, 
empathy, and cultural sensitivity. 
• Document laboratory procedures, findings, and results accurately and clearly in written reports and electronic medical 
records. 
• Collaborate with interdisciplinary healthcare teams to ensure accurate diagnosis, treatment, and monitoring of patient 
conditions. 
 
Goal 5: Professionalism and Ethical Conduct 
• Adhere to professional standards, codes of ethics, and regulatory requirements governing laboratory practice. 
• Maintain confidentiality of patient information and protect the privacy and rights of individuals in accordance with 
HIPAA regulations and institutional policies. 
• Demonstrate integrity, honesty, and ethical behavior in all aspects of laboratory practice, including patient care and 
interactions with colleagues and patients. 
 
Goal 6: Quality Assurance and Laboratory Management 
• Implement quality control measures and quality assurance protocols to ensure safety and accuracy in practices. 
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• Participate in the development, implementation, and evaluation of laboratory policies, procedures, and protocols. 
• Manage laboratory resources efficiently, including inventory control, equipment maintenance, and compliance with 
safety regulations. 
 
Goal 7: Lifelong Learning and Professional Development 
• Engage in continuous professional development activities, such as attending conferences, workshops, and seminars, 
and pursuing advanced certifications or degrees to navigate changing trends in the profession. 
• Seek opportunities to contribute to the advancement of histotechnology and scientific knowledge and to advance 
within the career. 
• Demonstrate a commitment to lifelong learning, self-reflection, and personal growth as a healthcare professional. 

Graduate Expectations 
Graduates of the VUMC Histotechnology program will have at least basic knowledge and skills in: 

1. Application of safety and governmental regulations and standards within histotechnology 
2. Principles and practices of professional conduct  
3. Communications sufficient to meet the needs of patients, the public, and members of the intra- and 

interprofessional health care team 
4. Principles and practices of administration and supervision as applied to histotechnology 
5. Develop and establish procedures for processing, embedding, cutting, and staining patient samples 
6. Assess quality control results and quality assurance measures and instituting proper procedures to maintain 

accuracy and precision 
7. Establish and perform preventive and corrective maintenance of equipment and instruments as well as identify 

appropriate sources for service 
8. Demonstrate professional conduct and interpersonal skills with patients, laboratory personnel, other health care 

professionals, and the public 
9. Establish and maintain continuing education as a function of growth and maintenance of professional 

competence 
10. Provide leadership in the education of other health care professionals and the community 
11. Exercise basic principles of management, safety, and supervision 
12. Demonstrate and promote patient care 

 

Our Vision 
Our vision is to be a leader in Histotechnology education, known for excellence in teaching, opportunities, and 
service to our patients. Guided by a commitment to innovation, and collaboration, we aspire to empower a 
community of learners to become transformative leaders and compassionate professionals in the field of 
histotechnology. 

 

Through our visionary approach to education, we seek to inspire a passion for discovery and lifelong learning, 
equipping students with the knowledge, skills, and values necessary to address the complex challenges facing 
healthcare today and in the future. We envision a dynamic learning environment that fosters creativity, critical 
thinking, and interprofessional collaboration, where students are encouraged to explore and innovate. 

 

As we strive to realize our vision, we are guided by our core values of integrity, compassion, excellence, and 
collaboration. We envision a future where the impact of our program is felt far and wide, shaping the future of 
healthcare and positively influencing the lives of countless individuals around the world. 
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ADMISSIONS PROCEDURE 

Purpose 
The purpose of this admissions procedure is to provide a transparent and standardized approach to student recruitment 
and selection. The procedure ensures that all applicants meet minimum eligibility requirements, and that those 
eligibility requirements create an environment that fosters learning and attention to patient care.  

Recruitment Process 

The program director recruits potential students at career fairs and educational program events. All interested 
applicants are provided with information regarding the program prerequisites, application requirements, and admissions 
procedures. All eligibility requirements are posted online, along with the program director’s contact information for 
potential applicants who have additional questions. Applicants who meet the minimum requirements will be 
encouraged to apply to the program.  

Application Process 
Applications are accepted beginning the first Monday of January each year. A link to an online portal is displayed on the 
program’s website for students to upload and submit all required application materials. The program director reviews 
application materials and updates applicants with information regarding their eligibility, application status, and the next 
steps in the interview and selection process. The program director schedules interviews with all qualified applicants 
when all application materials have been received and reviewed.  
 
A final deadline for all materials by the Friday of the second week in September must be met for consideration. This 
deadline allows program administrators time to review application materials and interview the applicant before the 
cohort is selected by the program advisory committee in October.  
 
Completed applications and official transcripts are reviewed by the program director to ensure the applicant meets the 
minimum requirements for courses and grade point average (GPA). These requirements are as follows: 

1. Possession of a bachelor's degree from a regionally accredited college or university or completion of three years 
of education at an affiliated institution. The program has an academic affiliation agreement with Middle 
Tennessee State University for the 3+1 route. 

2. At least 30 semester hours in biology and chemistry with credit hours in both and an average GPA and science 
GPA of 2.5 or greater.  
 

Applicants are encouraged to update any science coursework that was completed more than seven (7) years prior at the 
time of applying to the program. Any updated coursework the applicant chooses to retake must be completed at a 
regionally-accredited college or university. Consideration is also provided to applicants who have or are currently 
working in a science- or healthcare-related field in lieu of retaking older courses. 
 
All applicants who do not meet the requirements will be contacted in writing with the reason(s) for which they do not 
qualify. All applicants who meet or will meet the minimum requirements before the program begins in January will be 
invited for an interview. Interviews are conducted until the end of July.  
 
All courses within the Histotechnology program are taught in English. Students who have completed postsecondary 
coursework outside of the United States must either have also completed postsecondary coursework in English, whether 
in the United States or another English-speaking country, or must submit documentation of English competency in 
reading and writing through a TOEFL evaluation. The program uses the current minimum scores as required by the 
VUMC medical school to determine the minimum acceptable score for applicants to be considered for the HTL program.  
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Interview Process 
All qualified applicants will interview with the program director and laboratory employees either in-person or online 
through Microsoft Teams, as requested by the applicant. All interviewers will complete a standardized evaluation form 
that relates to the applicant’s educational experience, work experience, interest, and knowledge of the Histotechnology 
profession, career goals, and personal attributes. 
 
The program director will take in-person applicants on a tour of the laboratory and classroom, as available, and will 
schedule tours for online applicants as requested. The program director will discuss the program’s schedule, outline, 
requirements, and outcomes with each applicant. The program director will also explain the student selection process to 
applicants. Applicants are encouraged to ask questions during the interviews.  

Selection Process 

The program advisory committee will select 4 students and additional alternates in August each year. Alternates are 
selected based on the applicant pool and not based on a minimum or maximum number. All applicants who interviewed 
for the program will be ranked, and information from the application and interview evaluation forms will be compiled as 
a synopsis for the committee to discuss and select the admitted, alternate, and declined students. All applicants who 
interviewed for the program will be notified electronically of the committee’s decision following the committee meeting 
in August. Accepted students will be given one month to accept or decline their position in the program, and alternate 
students are contacted by rank if and when an open position becomes available.  
 
The following are used to determine an applicant’s rank for consideration in the program: 

1. Average GPA: Mean of Overall GPA and Science GPA. If applicants have retaken any courses, the retaken course 
is noted on the applicant grade summary sheet, and the most recent grade replaces the original grade for GPA 
calculations.  

a. Science GPA: GPA of all Biology and Chemistry courses 
b. Overall GPA: The total coursework GPA, excluding physical education courses 

2. Reference Average: Mean of total reference scores 
3. Interview Average: Mean of total interview scores 

 
Applicants are ranked based on the following weights for each calculation: 

1. Reference Average has a weight of 1. 
2. Interview Average has a weight of 2. 
3. Average GPA has a weight of 2.  

 
Therefore, the final rank for an applicant is determined as   

[(2*Average GPA)+(2*Interview Score Average)+(Recommendation Letter Average)]/5 

Priority Selection 
Applicants may be provided priority selection into the program if and once ALL the following requirements are met: 

1. The applicant meets all minimum requirements, including the completion of all prerequisite courses before the 
program begins in January. 

2. The applicant completes their interview. 
3. The applicant has a total ranked score of 3.60 or greater. Refer to the calculation above for information 

concerning the ranked score.  
 

Applicants who meet all criteria listed in “Priority Selection” will be notified in writing of their acceptance into the 
program following the interview and when the final rank calculation is calculated. This process will bypass the typical 
selection of applicants by the Program Advisory Committee in August, thus providing a “fast track”, or priority selection, 
option in which qualified applicants will be selected for the cohort following their interview and before the annual 
program advisory committee meeting and student selection in February.  
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Advanced Placement  
The histotechnology program does not decrease the length of training based on a student’s previous experience or 
coursework. All students must complete the entire program as scheduled. 
 

STATEMENT OF ESSENTIAL FUNCTIONS 
As a student enrolled in the Histotechnology program, it is essential to understand and fulfill certain functions to ensure 
successful participation and completion of the program. These essential functions are necessary for academic and 
professional success in the field of laboratory medicine. Students must possess, and maintain throughout their time in 
the program, the ability to perform the following required actions:  

Physical and Motor Skills: 

1. Demonstrate the physical and motor skills necessary to safely and effectively perform laboratory procedures, 
processing, embedding, cutting, and staining. 

2. Possess the dexterity and coordination required to manipulate laboratory equipment, instruments, and tools 
with precision and accuracy. 

3. Perform laboratory procedures with manual dexterity, including repetitive hand motions, such as embedding 
and cutting. 

4. Ability to stand, sit, and move around in a laboratory setting for extended periods. 
5. Ability to properly lift and carry equipment and supplies up to 25 pounds as needed. 

Sensory and Perceptual Abilities: 
1. Possess adequate sensory and perceptual abilities, including vision, hearing, and tactile sensations to 

accurately distinguish colors and detect changes in specimen appearance and cellular morphology. 
2. Ability to observe and assess laboratory specimens, equipment, and surroundings with attention to detail and 

accuracy. 
Cognitive and Intellectual Abilities: 

1. Demonstrate critical thinking skills and intellectual capacity necessary to comprehend complex scientific 
concepts, theories, and laboratory procedures. 

2. Ability to analyze data without guidance or advice and within given time constraints throughout the 
classroom, student laboratory, and medical laboratory settings.  

3. Possess problem-solving skills to troubleshoot technical issues, identify sources of error, and implement 
corrective actions in laboratory settings.  

Communication Skills: 
1. Ability to communicate effectively and professionally with peers, instructors, physicians, healthcare 

professionals, and patients, both verbally and in writing. 
2. Demonstrate active listening skills, empathy, and cultural competence in interactions with individuals from all 

backgrounds and perspectives. 
3. Document laboratory procedures, findings, and results accurately and clearly in written reports and electronic 

medical records. 
Interpersonal and Professional Behaviors: 

1. Exhibit professionalism, integrity, and ethical conduct in all aspects of laboratory practice, including 
adherence to professional standards, codes of ethics, and regulatory requirements. 

2. Collaborate effectively with interdisciplinary healthcare teams, demonstrating respect, teamwork, and 
leadership skills. 

3. Maintain confidentiality of patient information and protect the privacy and rights of individuals in accordance 
with HIPAA regulations and institutional policies. 

Safety:  
1. Wear appropriate personal protective equipment (PPE) based on laboratory activities being performed.  
2. Promote a safe working environment through engineering controls and practices and following all safety 

protocols established by the program, Vanderbilt Medical Laboratories, and accrediting organizations.  
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3. Demonstrate safe working practices.  
4. Seek ways to support and improve patient safety.  

Time Management and Organizational Skills: 
1. Manage time effectively to prioritize tasks, meet deadlines, and balance academic coursework, laboratory 

responsibilities, and clinical rotations. 
2. Demonstrate organizational skills to maintain accurate records, manage laboratory resources efficiently, and 

keep laboratory workspaces clean and organized. 
Emotional Resilience and Stress Management: 

1. Develop emotional resilience and coping strategies to manage the demands of the Histotechnology program, 
including academic rigor, clinical responsibilities, and exposure to challenging or emotionally taxing situations. 

2. Seek support from peers, faculty, and support services as needed to maintain mental and emotional well-
being throughout the program. 

Commitment to Lifelong Learning and Professional Development: 
1. Embrace a commitment to lifelong learning, self-reflection, and continuous professional development to stay 

updated with advancements in laboratory medicine, research methodologies, and emerging technologies. 
2. Engage in opportunities to contribute to the advancement of laboratory science and healthcare delivery. 

 

REASONABLE ACCOMMODATIONS 
Our program is committed to providing equal and equitable educational opportunities for all students, including those 
with disabilities or unique needs requiring reasonable accommodations. We recognize the importance of fostering an 
positive learning environment where every student can thrive and reach their full potential. Therefore, we are 
dedicated to supporting students in accessing the necessary accommodations to facilitate their academic success and 
participation in our program. 
 
Students whose work is impaired or altered due to a disability, medical condition, or other circumstances must request 
accommodations through the following steps: 

1. Initiation 
If a student is unable to perform any function during the program without assistance or accommodations, they 
must contact the Histotechnology Program Director in writing via their VUMC Outlook email account. The 
student must include the specific diagnosis and provide official documentation from a licensed professional in 
the field related to the diagnosis that states the diagnosis and treatment or accommodation needs.  

2. Review 
The program director will review the documentation provided by the student and assess the request for 
accommodations in accordance with applicable laws, regulations, and institutional policies. The program 
director will share the student’s request for accommodations and all information found in the documentation 
review with the Center for Programs in Allied Health to pursue accommodations.  

3. Determination 
The program director may meet with the student, representatives from the Center for Programs in Allied 
Health, the Vanderbilt Medical Laboratories administration, and clinical preceptors at outside clinical rotation 
sites to determine appropriate accommodations based on the licensed professional’s recommendations and 
the student’s functional limitations, academic requirements, and program standards. Consideration will also be 
given to determine what reasonable accommodations can be provided to the student consistently throughout 
the program in the various environments of the classroom, student laboratory, and clinical rotations.   

4. Notification 
Once accommodations are approved, the program director will communicate the findings and determination of 
accommodations with the student and any instructors or clinical preceptors that will be expected to provide 
accommodations in writing via a VUMC Outlook email.  
 



14 
 

5. Ongoing Support 
Throughout the remainder of the program, the program director will remain available to provide ongoing 
support and assistance to students and instructors regarding accommodations. Students are encouraged to 
communicate any concerns or issues related to accommodations as they arise. 
 

STUDENT BEHAVIOR 
Our program is committed to creating and supporting a positive and respectful learning environment in which all 
students succeed and have the required tools and knowledge to positively impact patient care. Students are expected to 
adhere to the following behavioral expectations throughout the program:  
 

Professionalism and Ethical Conduct 
1. Students must behave in a professional and ethical manner while on campus or representing the program or 

VUMC during off-campus activities.  
2. Student behavior must support patient care and safety while performing any program-related activities.  
3. Students must abide by laws and regulations governing the sharing of sensitive information.  

Attendance and Punctuality 
1. Students are expected to be on time and present in their designated areas during the entire day as scheduled. 

Students should not ask to leave early or arrive late and should schedule personal activities during the day 
around the class schedule. Refer to the Attendance Policy for more information.  

Communication and Collaboration 
1. Students are expected to be engaged and participate in classroom discussions and activities.  
2. Students are expected to communicate and collaborate with each other during classroom activities. 
3. Students must communicate respectfully and professionally with instructors, classmates, patients, and other 

healthcare professionals in written and verbal communication.  
Academic Integrity 

1. Students are expected to uphold high standards of academic integrity and honesty and must not participate in 
cheating, plagiarism, or other forms of academic dishonesty. See the Honor Code for more information.  

Respect: 
1. Students are expected to demonstrate respect for individuals from all backgrounds and must not engage in 

discriminatory or harassing behavior.  
2. Students must support the welcome and positive environment created by the program and VUMC. This includes 

caring for all patients and professionals despite real or perceived differences. 
Safety 

1. Students must be familiar with all personal and patient safety regulations and practices established by the 
program, Vanderbilt Medical Laboratories, and accrediting and regulatory organizations. To be familiar, students 
must complete all assigned safety training and demonstrate the ability to operate equipment safely. 

2. Students must wear appropriate personal protective equipment (PPE) for the activities in which they are 
participating and follow all established safety procedures.  

3. Students must report any unsafe environments or practices to the program director.  
Compliance with Program Policies and Procedures 

1. Students are expected to review and abide by all program policies, procedures, and requirements outlined in 
program handbooks, syllabi, and other official documents. 

2. Failure to comply with program policies and procedures may result in disciplinary action, up to and including 
dismissal from the program. 

Personal Items 
1. Students are expected to bring their laptops, calculators, and other items needed for learning and taking notes 

with them to class daily. 
2. Students are not allowed to use their cell phones in the laboratory settings. Doing so may violate HIPAA 

regulations and contaminate the phone. Please step out of the laboratory into a hallway or other room to use 
cell phones.  
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Consequences of Violations 
Violations of this student behavior policy may result in disciplinary action, including but not limited to verbal warnings, 
written reprimands, probation, suspension, or dismissal from the program, in accordance with established procedures 
outlined in this handbook and VUMC policies. 
 

HONOR CODE 
The Vanderbilt system holds that there is an agreement of mutual trust between students and faculty.  Each student 
promises integrity in work submitted and the instructors, in turn, presume the honesty of the student. The honor system 
provides an atmosphere of trust essential to the fulfillment of the program’s purpose of educating individuals of 
professional character. The members of the Vanderbilt community regard a breach of honor as a serious breach of their 
principles, their purpose, and the academic enterprise. As such, any documented breach in the Honor Code is cause for 
immediate dismissal from the program.  
 
All work submitted as part of course requirements is assumed and expected to be the product of the student submitting 
it unless credit is given by the student using proper footnoting and bibliographic techniques in APA format or as 
prescribed by the course instructor.  Cheating, plagiarizing, falsifying information, using artificial intelligence (AI), or any 
action designed to deceive any member of the faculty are prohibited. These activities will not be accepted whether they 
are intentionally or unintentionally performed. The system applies not only to examinations but also to all work handed 
in or reported, such as papers, lab reports, solutions to problems, practical exams, etc.  
 
Each instructor has the prerogative to include or exclude what will be covered by the honor code in the course.  
However, all assignments are to be the work of each individual student without any assistance from other sources, 
including individuals or AI, unless the instructor specifically allows these sources to be used.  
 
Without written designation otherwise, the Honor Code applies to the following: 
Academic Integrity 

1. Saving, copying, or using examinations or other assessment materials from any class is prohibited. This includes 
posting assessment questions to online websites designed for review or flashcards.  

2. Falsification of documents, including checklists, preventative maintenance or quality control sheets, results, 
attendance and time sheets, and other materials, is prohibited. 

3. Sharing questions or answers from any assessment used in the program is strictly prohibited.  
4. Plagiarism of any student assignment or portion of the assignment or submitting an assignment or portion of the 

assignment without proper citation is prohibited. 
5. Students are required to report a known or suspected violation of the Honor Code to the program director. 

Originality and Attribution 
1. Student assignments are prepared solely by the student and have not been previously submitted for a grade in 

any other course, whether at Vanderbilt University Medical Center or elsewhere, or otherwise published. 
Similarly, students are not allowed to assist or provide answers to assignments. 

2. Assignments are not to be discussed with other previous, current, or past students. 
3. Take-home assignments are not to be completed with input from others or with the use of class or outside 

materials unless allowed in writing by the instructor. 
4. Electronic, paper, or internet resources are not to be used unless specifically allowed in writing by the instructor. 

If allowed, the student must be prepared to show or notate sources to instructor. 
5. Unauthorized collaboration or use of unauthorized materials during examinations or assignments is prohibited.  
6. The student must properly cite all sources used to create materials, including text, data, images, and ideas, in 

accordance with the current APA citation format. 
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Use of Artificial Intelligence (AI) 
1. Students are encouraged to use artificial intelligence to enhance their writing skills and to help them study, but 

student use of artificial intelligence cannot violate other aspects of this Honor Code, including the practice of 
only using AI when specifically allowed to do so for the assignment.  

2. Students must cite the use of artificial intelligence using the current APA format to ensure transparency and 
honesty in their assignments.  

3. Artificial intelligence apps or websites that enhance student learning or reviews student-submitted materials, 
including Grammarly, Socratic, and PhotoMath, are encouraged for student use outside of formal learning 
assessments. 

4. Artificial intelligence apps or websites to which students submit actual quiz, study questions, or test questions 
are strictly prohibited. 

5. Artificial intelligence apps or websites to which students submit patient or other protected information is strictly 
prohibited.  

6. Students may not use artificial intelligence apps or websites during quizzes, exams, or laboratory practices. 
7. Students should understand that artificial intelligence has limitations, and students are ultimately responsible 

for the quality and information submitted in their assignments. Students will not be allowed to appeal grades for 
erroneous information provided by artificial intelligence.   

Intellectual Property 
1. Students must respect the intellectual property rights of others, including proper use of copyrighted materials, 

proprietary software, and confidential information. Students may not engage in unauthorized distribution, 
reproduction, or sharing of copyrighted materials or proprietary information, including academic materials and 
software resources.  

Use of Technology 
1. Students must adhere to institutional policies and guidelines regarding the use of computers, software, internet 

resources, and electronic communication. 
2. Students must not engage in activities that compromise the security, integrity, or privacy of electronic systems, 

networks, or data, including hacking, unauthorized access, or distribution of malware.  

 

PROBATION 

Academic Probation Policy 

Purpose 

The purpose of this policy is to support students who may be struggling academically while providing them with 
opportunities for improvement and success.  

Policy Statement 

Any student that does not achieve a minimum grade of 75% but achieves a grade of at least 70% in any course will be 
placed on Academic Probation for that course.  
 
Notification of Probation 

1. Students who receive a final course grade between 70% and 74% will meet with the program director and 
educational coordinator(s) and will be notified in writing of their probationary status once final grades have 
been posted.  

2. This notification will include the course for which the student will be placed on academic probation, the final 
grade the student received in the course, conditions of the probationary period, the date at which the 
probationary period expires, and notes from the program administrators and student to document specific 
circumstances surrounding the probation.  

Remedial Examination 
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1. Students on academic probation will successfully complete their probationary period by taking a remedial 
examination for the course they previously failed and scoring at least 75% on the remedial exam.  

2. The remedial examination will comprehensively cover the topics and learning objectives of the course and will 
be administered under the supervision of the program director.  

3. The remedial examination must be completed within two (2) weeks of notification of the probation.  
4. The remedial examination will be in the form of a comprehensive examination in the course for which the 

student is on academic probation. The grade from this comprehensive examination will replace the previous 
course grade.  

Criteria for the Remedial Examination 
1. Students must score at least 70% in the course for which they are placed on academic probation. 
2. The student must independently review the presentations and other materials from the deficient coursework 

for a period of no more than two (2) weeks.  
3. The student will not be given time away from the typical program coursework or classes to complete any 

studying or remedial work.  
4. The student is not allowed to be tardy or absent during this two-week period unless an emergency or 

documented illness verified by a medical excuse justifies this tardy or absence.  
Outcome of Remedial Examination 

1. If a student passes their remedial examination with a 75% or greater, they have successfully completed the 
terms of academic probation and will be released from their probation. 

2. If a student does not pass their remedial examination with a minimum of 75%, they are immediately dismissed 
from the program.  

3. If a student does not achieve a minimum grade of 75% in a second course, a clinical rotation, or a behavioral 
evaluation, they are immediately dismissed from the program.  

4. Students who are dismissed from the program based on their remedial examination grades may appeal through 
the CPiAH appeals process.  

 
Student Support and Resources 

1. During the probationary period, the student will meet with the program director as requested by the student to 
identify issues and discuss ways to improve their grades. Program administrators will provide study materials 
and tutoring as requested and as they are available to do so.  

2. Students will have access to all course presentations, classroom library materials, and other online and printed 
materials provided by the program.  

 

Behavioral Probation Policy 

Purpose 

The purpose of this policy is to support students who may be struggling with professional behaviors necessary for 
working in healthcare while providing them with opportunities for improvement and success.  

Policy Statement 

A student will be placed on Behavioral Probation if they earn less than 75% on a behavioral evaluation.  
 
Notification of Probation 

1. Students who earn less than 75% on a behavioral evaluation will meet with the program director and notified in 
writing of their probationary status once the behavioral evaluation has been completed by the clinical 
instructor.  
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2. This notification will include a review of the behavioral evaluation, conditions of the probationary period, the 
date at which the probationary period expires, and notes from the program director and student to document 
specific circumstances surrounding the probation.  

Behavioral Evaluation 
1. The program director will provide the student with assigned trainings related to professional behavior, 

specifically to the area(s) in which the students received grades below 7.5.  
Outcome of Probation 

1. A student will remain on behavioral probation until graduation unless the student is already on academic 
probation or earns less than 75% on a second behavioral evaluation.  

2. If a student earns less than 75% on a second behavioral evaluation or is already on academic probation, they will 
be dismissed from the program. 

Student Support and Resources 
1. During the probationary period, the student will meet with the program as requested by the student to identify 

issues and discuss ways to improve their behavior.  
 

Causes of Immediate Dismissal 
The following are causes for immediate dismissal, superseding the above protocol: 

1. Unauthorized removal, destruction, or theft of any property of the program, hospital, employees, or patients. 
This includes physical property, including, but not limited to, instruments, reagents, and exams. This also 
includes all course and assessment materials, e.g. presentations, study questions, quizzes, and exams, found in 
the online learning management system, unless given specific approval for removing these materials is provided 
in writing by the instructor of the course.  

2. Breach of any of the program’s Honor Code policy.  
3. The use or unauthorized possession of any intoxicants, illegal drugs, or narcotics on hospital grounds or 

impairment or intoxication from alcohol or drugs while performing program activities. 
4. The use, possession, or distribution of firearms, explosives, fireworks, or knives on hospital grounds. 
5. Willful submission of false information or alteration of any records or reports. 
6. Disclosure of confidential information or discussion of any patient information with unauthorized personnel. 
7. Negligence or misconduct in the performance of duty. 
8. Disobedience or insubordination (any complaint concerning an employee or instructor should be brought to the 

attention of the program director, education coordinator, or the medical director immediately).   
9. Abusing a patient, employee, or fellow student. This includes physical, verbal, and emotional abuse as well as 

negligence or failure to adhere to established protocols and safety procedures.  
10. Submission for publication of any material relating to the educational experience at Vanderbilt without prior 

written approval of the affiliate school and Vanderbilt. 
11. Demonstrating behavior that violates professional ethics, integrity, or standards of conduct, including 

dishonesty and fraud.  
12. Committing criminal offenses or engaging in illegal activities that pose a threat to the safety, security, or 

reputation of the program or organization.  
13. Failure to meet academic requirements following attempts at remediation through academic or behavioral 

probation.  
14. Demonstrating a pattern of repeated violations of program policies, regulations, or expectations, or displaying a 

disregard for established rules, guidelines, or directives.  
15. Demonstrating unprofessional behavior repeatedly, including disrespect, unprofessional communication, 

disruptive behavior, or insubordination towards instructors, preceptors, program administrators, or classmates.  

 



19 
 

PROGRAM FACILITIES 
Facilities for the program include office space in Vanderbilt Medical Laboratories at MetroCenter, a student classroom and 
laboratory within the Vanderbilt Medical Laboratories at MetroCenter and the histotechnology department within 
Vanderbilt Medical Laboratories at MetroCenter. Student learning takes place in all mentioned sites. The program also 
uses various departmental conference rooms as needed. Books and other reference materials are available in the 
program director’s office and classroom. The MetroCenter location provides students with coffee and water stations 
throughout the medical laboratories, 18 microwaves, 4 refrigerators, and 2 freezers, indoor and outdoor seating, and a 
“grab and go” deli for hot and cold food options. Each student desk in the classroom provides students with personal 
storage space.  

 
The Center for Programs in Allied Health (CPiAH) administrative team has office space at 2525 West End Ave., Nashville.  

ACADEMIC PROGRAM 
The Program of Histotechnology accepts one class per year that begins in January and continues until the end of 
October. The course of study includes lectures, student laboratory exercises, and clinical rotations. 

 
Students may attend the program through an on-campus or an online route. Students in the on-campus route attend 
lectures in-person from 9 am to 2 pm on Mondays and clinical rotations in the Vanderbilt Medical Laboratories histology 
department from 8 am to 3:30 pm one day each week. Students also perform clinical assignments in the student 
laboratory and other laboratory departments. Students in the online route attend lectures asynchronously and schedule 
their clinical rotation experiences at a histology laboratory that has been  approved by the HTL program director.  
 

Curriculum is reviewed annually by the program director and representatives from the histotechnology department. 
The program director reviews overall curriculum updates within the industry using the American Society for Clinical 
Pathology (ASCP) Board of Certification (BOC) Content Guidelines and updates from the National Society for 
Histotechnology (NSH).  

 

In addition to other assessments throughout the year, students must pass a final comprehensive exam before 
graduating.  
 

Course Descriptions 
 

Principles of Histotechnology (HIST101): Introduction to the laboratory profession, instruments used in histotechnology, 
and laboratory mathematics. (16 clock hours; 1.0 credit hours) 
 
Pathophysiology (HIST102): Discusses anatomy and physiology as well as pathophysiology associated with various organ 
systems. Emphasis is placed on how the pathophysiological changes in the appearance of cells. (45 clock hours; 3.0 credit 
hours)  
 
Histotechniques I (HIST103): Discusses grossing, fixation, and processing procedures and techniques as well as 
troubleshooting. Students will begin their clinical experiences in the histology department. (96 clock hours; 3.5 credit 
hours) 
 
Histotechniques II (HIST104): Discusses embedding, cutting, and routine staining procedures and techniques as well as 
troubleshooting. Students will work in the student laboratory to practice microtomy and the histology department for 
embedding and staining. (162 clock hours; 6.0 credit hours) 
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Special Stains (HIST105): Covers staining principles and procedures for carbohydrates, microorganisms, pigments and 
minerals, and troubleshooting staining issues. Students will perform staining in the histotechnology department. (62 
clock hours; 2.5 credit hours) 
 
Advanced Histotechnology Practices (HIST106): Discusses theory, principles, and interpretation of 
immunohistochemistry, immunofluorescence, and enzyme histochemistry procedures. Students will perform staining in 
the histology department and shadow in the molecular and cytology departments. (50 clock hours; 1.5 credit hours) 
 
Professional Practices (HIST107): Covers management theories, career preparation, education, quality control, and 
regulations. (18 clock hours; 1.0 credit hours) 
 
 

Clinical Rotation Sites 

 
On-campus Students 
Students perform clinical rotation activities at the Vanderbilt Medical Laboratories at MetroCenter. 
 
The program only accepts the number of students for which clinical rotation sites are available each year and 
communicates regularly with laboratory professionals to ensure that students have standardized and complete clinical 
rotation experiences. In the event that a student cannot complete clinical rotations as scheduled, and clinical placement 
cannot be immediately guaranteed, the program director will schedule clinical rotations to be completed at the first 
available date.  
 
MetroCenter 
445 Great Circle Rd., Nashville 
 

Online Students 
Students are responsible for finding a clinical rotation site that will provide the resources needed to complete all 
program assignments. To ensure that students will be able to complete all assignments, a Clinical Facility Form and 
affiliation agreement must be completed before the student begins the program. 
 

Program Administrators and Instructors 

The program director provides all lectures, student laboratory supervision, and assessments. Supervision in the 
histotechnology department is provided by laboratory professionals employed by Vanderbilt Medical Laboratories.  

Schedule 
Program Curriculum Student Schedule 

Week 
Day 

Class Topic(s) Curriculum Student 
1 

Student 
2 

Student 
3 

Student 
4 

1 
01/0

5 

M 

HIST101: 
Principles of 
Histotechnol

ogy 

Fundamentals of 
Histotechnology 
Handbook Review 
Safety 

Application of 
safety and 
governmental 
regulations and 
standards for 
histotechnology 

Lecture 

T
u 

    

W     

T
h 
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F Introduction to 
instruments and 
how they operate 

 
Principles and 
practices of 
administration, 
supervision, and 
safety as applied to 
histotechnology 
 
Applications of 
electron 
microscopy and 
light microscopy 
 
Laboratory 
operations 
including safety, 
instrumentation, 
quality control, and 
regulations 

    

2 
01/1

2 

M Lab math  Lecture 

T
u 

    

W     

T
h 

    

F     

3 
01/1

9 

M 

HIST102: 
Pathophysiol

ogy 

MLK JR HOLIDAY—
NO CLASS 

Identification of 
tissue structures, 
cell components, 
and their staining 

characteristics and 
relating them to 

their physiological 
functions 

MLK JR HOLIDAY—NO CLASS 

T
u 

    

W     

T
h 

    

F     

4 
01/2

6 

M Epithelial/Skin, 
Nervous 

Lecture 

T
u 

    

W     

T
h 

    

F     

5 
02/0

2 

M GI, Urinary Lecture 

T
u 

    

W     

T
h 

    

F     

6 
02/0

9 

M Bone, Muscle, 
Respiratory 

Lecture 

T
u 

    

W     

T
h 

    

F     

7 
02/1

6 

M Male Reproductive, 
Female 
Reproductive 

Lecture 

T
u 
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W     

T
h 

    

F     

8 
02/2

3 

M Blood and Immune, 
Endocrine 

Lecture 

T
u 

    

W     

T
h 

    

F     

9 
03/0

2 

M Pathophysiology 
Final Exam 

Pathophysiology Final Exam 

T
u 

    

W     

T
h 

    

F     

10 
03/0

9 

M 

HIST103: 
Histotechniq

ues I 

Fixatives and 
Troubleshooting 

Concepts and 
principles of 
laboratory 
operations: 

Accessioning 
Gross examination 

Fixation 
 

Processing, to 
include chemistry 

principles and 
theories 

Lecture 

T
u 

Open lab    

W  Open lab   

T
h 

  Open lab  

F    Open lab 

11 
03/1

6 

M Grossing Lecture 

T
u 

Gross 
room 

   

W  Gross 
room 

  

T
h 

  Gross 
room 

 

F    Gross 
room 

12 
03/2

3 

M Processing and 
troubleshooting 
 
 

Lecture 

T
u 

HL: 
Processin
g 

   

W  HL: 
Processin
g 

  

T
h 

  HL: 
Processin
g 

 

F    HL: 
Processin
g 

13 M Histotechniques I Final Exam 
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03/3
0 

T
u 

Histotechniques I 
Final Exam 

HL: 
Processin
g 

   

W  HL: 
Processin
g 

  

T
h 

  HL: 
Processin
g 

 

F    HL: 
Processin
g 

14 
04/0

6 

M 

HIST104: 
Histotechniq

ues II 

Embedding 
procedure, 
orientation, and 
troubleshooting 

Concepts and 
principles and 

theories of 
laboratory 
operations: 

Embedding/microt
omy 

Frozen sectioning 
Staining principles, 

procedures, 
reagents, and 
quality control 

 
 
 
 
 

Lecture 

T
u 

HL: 
Embeddi
ng 

   

W  HL: 
Embeddi
ng 

  

T
h 

  HL: 
Embeddi
ng 

 

F    HL: 
Embeddi
ng 

15 
04/1

3 

M Dermatopathology Lecture 

T
u 

HL: 
Embeddi
ng 

   

W  HL: 
Embeddi
ng 

  

T
h 

  HL: 
Embeddi
ng 

 

F    HL: 
Embeddi
ng 

16 
04/2

0 

M Microtomy 
procedure and 
troubleshooting 

Lecture 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 

  

T
h 

  SL: 
Microto
my 
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F    SL: 
Microto
my 

17 
04/2

7 

M Frozen tissues Lecture 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 

  

T
h 

  SL: 
Microto
my 

 

F    SL: 
Microto
my 

18 
05/0

4 

M  No Lecture 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 

  

T
h 

  SL: 
Microto
my 

 

F    SL: 
Microto
my 

19 
05/1

1 

M  No lecture 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 

  

T
h 

  SL: 
Microto
my 

 

F    SL: 
Microto
my 

20 
05/1

8 

M  No lecture 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 
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T
h 

  SL: 
Microto
my 

 

F    SL: 
Microto
my 

21 
05/2

5 

M MEMORIAL DAY 
HOLIDAY—NO 
CLASS 

MEMORIAL DAY HOLIDAY—NO CLASS 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 

  

T
h 

  SL: 
Microto
my 

 

F    SL: 
Microto
my 

22 
06/0

1 

M  No lecture 

T
u 

SL: 
Microto
my 

   

W  SL: 
Microto
my 

  

T
h 

  SL: 
Microto
my 

 

F    SL: 
Microto
my 

23 
06/0

8 

M Axlab training Axlab Training 

T
u 

Axlab    

W  Axlab   

T
h 

  Axlab  

F    Axlab 

24 
06/1

5 

M Hematoxylin and 
eosin and other 
routine stains 

Lecture 

T
u 

HL: H&E    

W  HL: H&E   

T
h 

  HL: H&E  

F    HL: H&E 

25 
06/2

2 

M  No Lecture 

T
u 

HL: H&E    

  HL: H&E   
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W 

T
h 

  HL: H&E  

F    HL: H&E 

26 
06/2

9 

M  No lecture 

T
u 

HL: H&E    

W  HL: H&E   

T
h 

  HL: H&E  

F    HL: H&E 

27 
07/0

6 
 
 

M Histotechniques II 
Final Exam 

Histotechniques II Final Exam 

T
u 

Open lab    

W  Open lab   

T
h 

  Open lab  

F    Open lab 

28 
07/1

3 

M 

HIST105: 
Special Stains 

Special stains 
principles and 
procedures, 
Carbohydrates, 
Amyloid, and Lipids 

Concepts and 
principles of 
laboratory 
operations: 

Staining principles, 
procedures, 

reagents, and 
quality control 

Lecture 

T
u 

HL: 
Special 
stains 

   

W  HL: 
Special 
stains 

  

T
h 

  HL: 
Special 
stains 

 

F    HL: 
Special 
stains 

29 
07/2

0 

M Microorganisms, 
Pigments, Minerals, 
and Granules 

Lecture 

T
u 

HL: 
Special 
stains 

   

W  HL: 
Special 
stains 

  

T
h 

  HL: 
Special 
stains 

 

F    HL: 
Special 
stains 

30 
07/2

7 

M Connective Tissue, 
Muscle, and 
Nervous Tissue 

Lecture 

T
u 

HL: 
Special 
stains 
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W  HL: 
Special 
stains 

  

T
h 

  HL: 
Special 
stains 

 

F    HL: 
Special 
stains 

31 
08/0

3 

M Troubleshooting Lecture 

T
u 

HL: 
Special 
stains 

   

W  HL: 
Special 
stains 

  

T
h 

  HL: 
Special 
stains 

 

F    HL: 
Special 
stains 

32 
08/1

0 

M Special Stains Final 
Exam 

Special Stains Final Exam 

T
u 

Open lab    

W  Open lab   

T
h 

  Open lab  

F    Open lab 

33 
08/1

7 

M 

HIST106: 
Advanced 

Histotechnol
ogy Practices 

 
 
 
 
 
 

Immunohistochemi
stry, 
immunofluorescenc
e, and enzyme 
histochemistry 

Applications of 
immunohistochemi

stry 
 

Applications of 
enzyme 

histochemistry 
 

Applications of 
cytology specimen 

preparation 

Lecture 

T
u 

HL: IHC    

W  HL: IHC   

T
h 

  HL: IHC  

F    HL: IHC 

34 
08/2

4 

M No Lecture 

T
u 

HL: IHC    

W  HL: IHC   

T
h 

  HL: IHC  

F    HL: IHC 

35 
08/3

1 

M Cytology, and 
molecular methods  
 

Lecture 

T
u 

Cytology    

W  Cytology   

T
h 

  Cytology  
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F    Cytology 

36 
09/0

7 

M LABOR DAY—NO 
CLASS 

LABOR DAY—NO CLASS 

T
u 

Molecula
r 

   

W  Molecula
r 

  

T
h 

  Molecula
r 

 

F    Molecula
r 

37 
09/1

4 

M Advances Practices 
Final Exam 
 

Advanced Practices Final Exam 

T
u 

Open lab    

W  Open lab   

T
h 

  Open lab  

F    Open lab 

38 
09/2

1 

M 

HIST107: 
Professional 

Practices 

Education and BOC 
Review 

Applications of 
education and 

regulations 
 

Principles and 
practices of 
professional 

conduct and the 
significance of 

continuing 
professional 

development 
 

Communications 
significant to serve 

the needs of 
patients, the 
public, and 

members of the 
health care team 

 
Principles and 

practices of 
administration, 

supervision, and 
safety as applied to 

histotechnology 
 

Sufficient 
education 

techniques and 
terminology to 

train/educate users 

Lecture 

T
u 

    

W     

T
h 

    

F     

39 
09/2

8 

M Management, 
Professionalism and 
Career Preparation 

Lecture 

T
u 

    

W     

T
h 

    

F     

40 
10/0

5 
 

M Regulations and 
QA/QC 

Lecture 

T
u 

    

W     

T
h 

    

F     



29 
 

and providers of 
laboratory services 

 

 

STUDENT ASSESSMENT 

Evaluation of the Student 
The National Accrediting Agency for Clinical Laboratory Sciences (NAACLS) require that approved schools maintain 
detailed records of the students’ progress throughout the year. These standards ensure that our program maintains 
excellence in educating and preparing students to meet the demands of a career in the laboratory.  
 
Student assessment is based on program and course educational objectives, which are based on multiple resources, 
including NAACLS standards, current laboratory practices, textbooks, and the ASCP BOC and NSH guidelines. A variety 
of assessment models are used to determine cognitive, psychomotor, and behavioral learning outcomes. Cognitive 
learning is assessed throughout the program with study questions, quizzes, examinations, checklists, and other 
assignments. Psychomotor learning is assessed through laboratory exercises and practicals. Behavioral assessments 
are conducted through behavioral evaluations.  
 
Formative assessments monitor initial student learning and provide opportunities for feedback and improvement 
whereas summative assessments determine student achievement and competency. Courses are designed such that 
information is scaffolded and revisited throughout the program to encourage students to learn information on 
multiple levels of understanding.  
 
These areas are assessed by the following methods: 

Performance in the Classroom/Student Laboratory 

1 .  Lecture 
The lecture portion of the class focuses on physiology, pathophysiology, staining, and related theory. The 
student is responsible for completing and understanding all lecture objectives, information presented in 
lecture and/or through handouts, and all assigned reading.  Assessment will be made by exams, quizzes, 
study questions, case studies, and homework. Unless stated otherwise, all assignments, including open-book 
assignments, are individual assignments and not to be discussed among students. Refer to the Honor Code 
for more information. 

2 .  Student Laboratory 
The laboratory portion of the classroom experience focuses on learning proper laboratory techniques within 
the field of histotechnology. The student is expected to answer all student laboratory objectives as well as 
perform and demonstrate an understanding of all procedures. Assessment will be performed through the 
review of sample tissues. 

Performance in the Clinical Rotation 

This portion of the program is designed for the application of the theory and practical, or technical, aspects of each 
course. The student is responsible for all objectives and procedures covered in the lecture/student lab and the clinical 
rotation. The student is evaluated at the end of each rotation. The student is expected to answer all objectives, perform 
and demonstrate an understanding of all procedures presented, and complete all reading assignments. The student is 
expected to assimilate into the work environment, though the student is not allowed to perform procedures on patient 
samples that will be used in diagnosis. 
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Comprehensive Final Exam 

Each student must pass a comprehensive final exam as a requirement for graduation. This exam is a multiple-choice, 
computer-based exam with content and question weights similar to the Board of Certification (BOC) exam. The purpose 
of this comprehensive final exam is to ensure that students have the knowledge needed for certification and to prepare 
students for national certification exams. Students must earn at least a 75% to pass the exam and will have three 
attempts in which to do so. The first attempt for the comprehensive final exam will be scheduled by the program director 
and administered to the entire class in June, though the first attempt will be provided in October the first year. Any 
students who do not pass on the first attempt will individually schedule their second and, if needed, third, attempt(s) 
with the program director or education coordinators. Once the student has received a score of 75% or greater, s/he will 
not need to complete any additional attempts. 

 
Should the student not pass the comprehensive final after the third attempt, the Program Advisory Committee will meet 
to review the student’s academic performance throughout the year.  This review will result in either the student being 
dismissed from the program or in an extension of training in the area(s) of concern. The decision made by the Advisory 
Committee may be appealed according to the Center for Programs in Allied Health’s Appeals Policy.  
 

EVALUATION OF THE PROGRAM 
A vital part of the VUMC Histotechnology Program is a continual review and evaluation of the curriculum and 
techniques used in teaching. Evaluation of the program is accomplished in the following manner: 

1. The program participates in the peer review and accreditation process sponsored by the National Accrediting 
Agency for Clinical Laboratory Sciences (NAACLS). This organization requires a periodic self-study to assess 
program compliance with established guidelines for the operation of a training program. This also involves peer 
review of the self-study and an on-site visit for continued accreditation.  

2. Student surveys: Students complete formal evaluations of each course as it is completed in both the lecture and 
the practicum components of the program. These evaluations are administered through the REDCap online tool 
by the HTL program director and are anonymous. Evaluations are collected by the program director and shared 
with the clinical instructors, their managers, and the program officials. Information from these evaluations 
provides information about the effectiveness of our faculty and insights into course revisions that may be 
needed. 

3. Graduate surveys: Recent graduates receive surveys 6-12 months after graduation. This survey is sent by the 
HTL program director. Surveys assess the graduate’s ability to obtain and work in an entry-level position after 
graduation. 

4. Employer surveys: Employers of recent graduates receive surveys 6-12 months after graduation to assess the 
entry-level knowledge of the graduate. This survey is sent by the HTL program director.  

 

ATTENDANCE POLICY 

Purpose 
The purpose of this policy is to provide students with clear expectations of their time and attendance within the 
program.  

Policy Statement 
Students are expected to be present on a full-time basis throughout the Histotechnology (HTL) program. Students 
must be present in the assigned site (classroom or laboratory section), at the scheduled start time. Students must 
arrive on time and remain in the area for the entire time scheduled, except when taking appropriate breaks.  
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Attendance is taken daily by the lecture instructor or guest speaker and tracked in the Canvas learning management 
system for lectures.A paper daily time sheet is used to track attendance when the student is in the histotechnology 
department. Students complete their start and end times within the paper time sheet, and clinical preceptors write 
their names to confirm the student’s daily arrival and leave times. Clinical preceptor approval confirms student attendance 
and involvement in learning activities each day. The student will turn the time sheet in to the program director at the end of each 
course section. 

 
Lectures will be provided on Mondays from 9 am to 3 pm with 12:00-1:00pm set aside for lunch. Any changes the 
program must make to this schedule are communicated to the students prior to the change and with respect to 
students’ personal time. Changes are made to the entire class through VUMC email or Canvas announcements as soon 
as the instructor or program administrator is aware of the need for a time change.  
 
Clinical rotation hours will be Tuesdays and Thursdays or Wednesdays and Fridays from 8 am to 3:30 pm. 
 
Occasionally students are asked to arrive early or stay late to complete missed assignments. While this need is not a 
common occurrence, it is sometimes necessary in cases where activities cannot be completed during standard allotted 
time due to inclement weather, illness, etc. The schedule for these additional or remedial activities will be made at the 
instructor’s and laboratory department’s convenience and will be communicated with the program director and the 
student. 

 

Absence Policy 

Purpose 
The purpose of this policy is to outline proper procedures for students to report and make up work for planned and 
unplanned absences and tardiness.  
 

Policy Statement 

Planned Absences 
Students are strongly encouraged to plan personal and extracurricular activities around the program schedule to ensure that 
the student does not miss needed information. Any planned absences, such as medical appointments, should be discussed 
with the program director prior to making the plans so that the program director can help the student identify the 
best time(s) for the student to miss. All planned absences must be approved via email by the course instructor and 
program director at least three days prior to the absence. 
 
Students are responsible for completing all work/assignments that will be missed during the absence prior to the 
planned absence. If the instructor cannot or will not allow the student to complete missed work before the absence, 
the student is required to complete the assignment at the convenience of, or by the deadline set by, the instructor after 
the student returns from their absence. Any missed activities, including laboratory assignments, will be completed at 
the discretion of the instructor and are the responsibility of the student to schedule and complete. 
 

Unplanned Absences 
In the case of illness, emergency, or similar situation in which a student must be absent without prior notice, the 
student is required to report the situation immediately by taking the following steps: 

• Step 1: Call the appropriate department contact (as provided on course syllabus) for the lecture or rotation 
instructor. If the instructor is not available, the student is required to leave a message with the individual 
answering the call. The student should obtain the name of the individual taking the message, as the program 
may ask the student for this information to verify proper notice was provided. 
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• Step 2:  Email the course or clinical instructor and the HTL Program Director, holly.covas@vumc.org, with 
pertinent information, including how long the student anticipates the absence to be and how the 
information was communicated to the instructor (i.e., phone call or message left with staff). 

 
If the unplanned absence extends beyond one day, the student must keep the instructor and HTL Program Director 
updated daily regarding the anticipated duration of time away.  Any absence greater than one day requires a doctor’s 
note or similar documentation for the absence to be excused and for the student to have the opportunity to make up 
work missed during the absence. An exception for the doctor’s note requirement will be made for students with 
COVID infections who follow the current institutional guidelines for isolation.  

 
Students should not attend any program activities, including lectures/student laboratory and clinical rotations if any of 
the following apply during the previous 24 -hour period: 

•  Vomiting 

•  Diarrhea 

•  Fever greater than 101 F  

•  Diagnosis of a communicable illness 
If the student is well enough during their absence, they can request to attend class virtually through a Microsoft Teams 
meeting. All missed student laboratory or clinical rotation activities must be completed upon the student’s return. 
Students are responsible for scheduling and completing all work and/or assignments missed during the absence, at the 
convenience of, or by the deadline set by, the instructor. This may require the student to arrive early, stay late, or come 
in on a weekend to make up missed work. All make-up work must be scheduled with the instructor within one week of 
the student’s return. Failure to schedule make-up work or failure to complete make-up work as required will result in 
an automatic grade of zero (0) for the assignments/work required, which may result in academic remediation, up to 
and including academic probation and dismissal from the program. 
 

Tardiness 

A student is tardy (late) when the student is more than ten (10) minutes late for any lecture, laboratory, or clinical 
rotation. If a student is more than thirty (30) minutes late for any lecture, laboratory, or clinical practicum, the student 
is marked as absent for the entire activity.  Exceptions to this policy (e.g., for extreme circumstances that are out of the 
student’s control, such as abnormal traffic conditions) may be made at the discretion of the program (i.e., rotation 
preceptor, or program director). 

 
Students must notify the course instructor and program director as soon as the student is aware that he or she will 
arrive late, using the same steps as those appearing under the unplanned absences section above. Five (5) late arrivals 
during the program count as one absence. Any additional late arrivals during the program will result in disciplinary 
action, as described below. 

 
If a student is tardy for an exam, the student is allowed to take the exam, but the student will be given no additional 
time to take it; time will end at the same time as the students who began at the designated time. 
 

Excessive Absence / Tardiness Policy 

An excessive number of absences or tardies is defined as greater than five (5) absences or tardies throughout the 
program, excluding illness or medical needs, emergencies, or military obligations. If this occurs, the program director 
will meet with the student to discuss the pattern of absenteeism or tardiness and issue a written warning. If the 
student continues to have more absences or tardies following being placed on a written warning, unless due to a 
verified health condition, the program administrators place the student on behavioral probation. A continued pattern of 
tardiness after being placed on behavioral probation or actions that warrant placing the student on behavioral probation 
for a second time will result in dismissal from the program. 
 

mailto:holly.covas@vumc.org,
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TUITION 
VUMC Program’s cost of attendance for the academic year is as follows (tuition and fees other than Books/Laptop are 
not estimates; students will be responsible for the amounts for those items as they appear below): 
 

FEES PAYABLE TO VUMC   $6,725  

    Tuition 6,000   

    Application Fee 0   

    Enrollment Deposit -250   

    Student Activity Fee 100   

    Technology Fee 250   

    Lifetime Transcript Fee 30   

    Background Check  45   

    Drug Screen 0   

    Professional Liability Ins 200   

    Uniforms (Lab Coat / Polo / Jacket) 0   

    Graduation Fee 100   

FEES PAYABLE TO THIRD PARTY   $1,962  

    Application Fee 72   

    Uniforms (WonderWink Scrubs) 250   

    Books 250   

    Laptop 1,000   

    Student Materials 100   

    Professional Credential 250   

    Professional Conferences 0   

    Professional Memberships 40   

ESTIMATED BUDGET $8,687  

LIVING EXPENSES     

    Food & Housing - Independent 20,951   
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    Food & Housing - Dependent  6,285 

    Transportation 4,397   

    Parking 273   

    Clothing/Personal/Misc. 1,000   

LIVING EXPENSES- Independent $26,621    

LIVING EXPENSES- Dependent   $11,955  

  IND. DEP.  

TOTAL ESTIMATED BUDGET $35,308  $20,642  

 
 
 
Tuition and fees are made payable to VUMC, unless otherwise indicated. Students are required to pay the tuition and 
fees 2 weeks prior to the beginning of classes. Students with an unpaid tuition balance may be ineligible to attend class 
unless other arrangements have been made with the Center for Programs in Allied Health.  
 
Students are required to pay various fees to VUMC upon application, enrollment, and during the course of study. Other 
expenses not directly related to education, such as health insurance fees, housing, transportation, meals, etc., are 
considered when calculating the anticipated cost of attendance, but in some cases, they may not be payable to VUMC. 
See “third party expenses” for an estimate of these costs.  
 
All other expenses related to attending the program are the responsibility of the student. Specific additional expenses 
vary by program. Examples of such expenses include, but are not limited to:  

• Health insurance   • CPR certification     • Immunizations  
• Uniforms    • Travel to and from clinical assignments  • Housing Expenses  
• Meals    • Parking      • Books  
• Professional Credentialing  

 

STUDENT ADVISING AND CONFERENCES 
The HTL program director maintains an open-door policy for students throughout the year. Students are encouraged to 
bring all concerns to the attention of the program director. Depending on the topic or availability of the program 
director, meetings may need to be scheduled ahead of time. Students may also request additional guidance for study 
skills, job preparation skills, and related help.  
 
Individual academic advising sessions with the program director may be requested by students at any time to provide 
academic guidance, discuss career planning, address any personal or academic concerns, etc.  Any questions or concerns 
about the program or about hospital, laboratory, or program policies and/or procedures should be brought to the 
attention of the program director.  Should those individuals fail to address the problem, the student should consult the 
VUMC Student Grievance Policy.  

 
All advising sessions are conducted with confidentiality and impartiality.  
 

COMMITMENT TO SAFETY, HEALTH AND ENVIRONMENTAL PROTECTION 
VUMC supports and maintains a strong commitment to safety, health, and environmental protection through:  

1. Promoting compliance with federal, state, and local safety, health, and environmental requirements; 
2. Minimizing hazards, reducing pollution, and continuously improving practices regarding safety, health, and 

environmental protection; 
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3. Empowering faculty, house staff, staff, and students to demonstrate individual and institutional leadership in all 
matters pertaining to safety, health, and environmental protection while preserving academic freedom in 
research and education and evidence-based practices in patient care; 

4. Protecting and maintaining safe and secure facilities for teaching, patient care, research, living, and work; 
5. Emphasizing open communication with the VUMC community regarding safety, health, and 

environmental issues; and 
6. Instilling the values of environmental stewardship and conservation of resources in VUMC’s future leaders. 

 
For more information, please visit the Office of Clinical and Research Safety website.  

VUMC requires all staff and Histotechnology students to complete initial and annual safety training. All students are 
required to provide copies of their immunization records to Vanderbilt Occupational Health before the program start 
date to ensure that all immunization requirements have been met. 

 
The Vanderbilt Medical Laboratories provide a safe working environment and keeping all faculty, staff, and 
students informed of potential safety hazards and safe work practices associated with their work. 

 
Employees and students are provided with policies and procedures related to safe work practices in the laboratory, 
response to internal and external emergencies, handling of potentially infectious agents, handling of hazardous 
chemicals, and handling of radioactive materials. 

 
In addition to VUMC training requirements, laboratory staff and program students receive training specific to the 
laboratory section and annually changes in practice occur within that laboratory. 

 
Safety issues within the laboratory fall under the review responsibility of the Laboratory Safety Committee, which has 
representatives from each laboratory section. Responsibilities include development and review of laboratory specific 
safety policies and procedures, communication of current and changing safety issues, implementation of policies and 
procedures and monitoring of compliance through monthly internal inspections. The Laboratory Safety Committee 
has review and approval authority for laboratory safety policies and procedures. 

 
Medical Directors, managers, and team leaders throughout the Vanderbilt Medical Laboratories are responsible for 
working with the members of the Laboratory Safety Committee to fulfill these duties and to assure that all employees 
and students have access to current information, personal protective equipment, engineering controls, and 
appropriate medical treatment in the event of an exposure or accident. They also have the responsibility of corrective 
actions in the event of non-compliance with any VUMC or Laboratory safety policy or procedure. 

Employees and students are responsible for being knowledgeable about the risks and safe work practices associated 
with their work.  Staff and students are expected to bring safety questions, concerns or issues to their supervisors, 
safety officers and laboratory leadership. 

 

STUDENT CONDUCT 
All students are bound by several standards of conduct including: 

• VUMC Code of Conduct 

• HTL Program Honor Code 
 

Students should refer to these codes and their related policies to ensure clear understanding of expected standards 
of professionalism and conduct. 

 

 

STUDENT EMPLOYMENT WHILE ENROLLED AT VUMC 
Students may be employed during their enrollment in the Histotechnology Program. Students are encouraged to 
actively communicate with the program director about employment while enrolled to best facilitate their success in the 

https://www.vumc.org/safety/services
https://www.vumc.org/compliance/codeofconduct
https://www.vumc.org/compliance/codeofconduct
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program. Under no circumstances may students miss, arrive late to, or leave early from required program activities 
(class, laboratory, and rotation) to fulfill a job obligation. 
 

Student Work Policy 
Histotechnology students will perform activities in the laboratory under the direct supervision of a certified medical 
laboratory professional.  

• Students who work at VUMC must complete a VUMC application for employment prior to being hired 
and complete VUMC institutional orientation at the start of employment. 

•   Laboratory Team Leaders/Managers must have a posted position in My Workday to hire an HTL 

    student.  

•   VUMC employment is independent of the program and shall not interfere with program operations. 

•   Work is noncompulsory and will be paid and supervised. 

 

DRESS CODE 
The following dress code must be followed at all times:  
1. Vanderbilt University Medical Center picture identification tags must be worn and visible while working, per VUMC 

policy. 
2. Per OSHA guidelines, shoes worn in a laboratory may not be perforated, cloth, canvas, or sandals.  Toes must be 

enclosed. 
3. Clothing must be neat, clean, and appropriate to the professional environment. Business casual attire or scrubs are 

acceptable. Clothes with rips or holes or shorts may not be worn. Skirts are acceptable. 
4. If clothing is not appropriate, instructors, at their discretion, will ask the student to not wear the clothing again, or will 

send the student home to change.  
5. Nitrile gloves must be worn when handling blood or body fluid and be changed when visibly soiled or torn, per OSHA 

guidelines. 
6. When performing a task that has a risk of exposure to blood borne pathogens, a disposable non-permeable lab coat 

must be worn.  This must be buttoned and protect to below the knees.  It must be changed when visibly soiled, 
contaminated, or torn. 

7. When performing a task that could result in a splash or aerosol, a face shield or appropriate PPE must be worn if the 
work is not performed behind a protective barrier. 

8. Nitrile gloves and disposable lab coats must be removed prior to leaving the laboratory and may not be worn in clean 
areas such as the lounge, rest rooms, offices, or administrative area. 

9. Fingernails must be kept short enough so that they do not pierce through gloves. Chipped fingernail polish or acrylic 
nails are not acceptable.  

10. Hair, ties, and jewelry must be secured so they do not fall forward into the face or touch work surfaces. Jewelry may 
not be worn over gloves. 

 

GRADING POLICY 

Purpose 
The purpose of this Grading Policy is to establish a transparent and standardized approach to grading student 
assessments throughout the Histotechnology program. 

Policy Statement 
Students are expected to demonstrate knowledge, competency, and professionalism throughout the Histotechnology 
program. The minimum passing grade for all assessments to ensure knowledge, psychomotor ability, and behavior is 
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75%. Students are assessed and graded based on this minimum throughout the program in graded activities, including 
didactic assessments, laboratory practicals, clinical rotation activities, and behavioral evaluations.  

Grading Scale 

 

Scale Grade GPA 

95-100% A 4.0 

90-94% A- 3.5 

85-89% B 3.0 

80-84% B- 2.5 

75-79% C 2.0 

<75% F Failure 0 

  P Pass - Any course with a “P” grade 
is not calculated into the grade 
point average. 

  F Fail - Any course with an “F” grade 
is not calculated into the grade 
point average. However, the 
course must be repeated and 
passed to graduate. 

 

I 

Incomplete - May be used at the discretion of the instructor in those cases in which the 
student is not able to complete work in the normal time. In those instances, the student 
and instructor develop a written plan for an extension to provide work by a specific date 
that falls within the period of time specified by the relevant program’s requirements (but 
in no circumstances greater than one month).  An “I” that is not replaced by a letter grade 
within the period of time specified by the relevant program’s requirements, due to 
unsatisfactory completion of the student’s plan, will be changed to an F after the period 
specified by the program (a period not to exceed one month).  Any course with an “I” 
grade is not calculated into the grade point average. Once a grade is assigned to the course 
(when conditions are met that allow for the removal of the “I” and assignment of a final 
grade), that grade will factor into the student’s GPA. 

W± 
Withdrawal – Utilized when a student leaves the course due to an approved leave-of-
absence or withdraws from the school prior to the scheduled completion of a course. Any 
course with a “W” grade is not calculated into the grade point average. 

 

Course Grading 

 
Successful Course Completion: Each course will issue a final grade to students. A course is any portion of the program 
that includes instruction, has its own syllabus with grading criteria, and is identified as a discrete unit of instruction on 
the program calendar. The program may alter course names and revise curriculum to ensure that students are able to 
successfully complete all coursework and clinical rotations to obtain and successfully perform at an entry level in the 
histotechnology program at Vanderbilt Medical Laboratories or another medical laboratory within the United States. 
Students must earn a minimum of 75% in each course to successfully complete the course.  

 
The program and all related courses must be completed in their entirety for a transcript to be created and given. 
Incomplete transcript grades are not given. Students must successfully complete all components of the program within 
scheduled time within the program and in the order presented.  
 
Students who do not successfully complete a course will be placed on Academic Probation and will be subject to the 
procedure outlined within the Academic Probation Policy of this handbook.  
 
Additional Time to Complete Program: The Program Advisory Committee reserves the right to extend a student’s 
training to make up for a deficit in a single course. This remediation is not to extend training more than five (5) months 
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from the end of the program year, for a completion time of 150% of the program. Students may also receive additional 
time to complete the program due to military obligations or unforeseen circumstances, such as health conditions or 
emergencies. Students requesting additional time to complete the program due to military obligations or unforeseen 
circumstances must request consideration in writing to the program director. Specific details for completing the 
program will be determined on a case-by-case basis.  
 
 
 
 
 
 
 
 

TEACH OUT POLICY 

Purpose 
The purpose of this Teach-Out Policy is to establish procedures for the responsible and equitable discontinuation of the 
Histotechnology Program while ensuring that enrolled students have the opportunity to complete their studies and 
receive appropriate support and guidance during the transition period. 

Policy Statement 
In the event that Vanderbilt University Medical Center (VUMC) closes the Histotechnology program for any reason, the 
transition period will operate with the following principles:  

1. Student-Centered Approach: The welfare and academic progress of enrolled students shall be the primary 
consideration throughout the teach-out process. 

2. Transparency: Clear and timely communication shall be maintained with students, faculty, staff, accrediting 
organizations, and relevant stakeholders regarding all aspects of the teach-out process. 

3. Academic Integrity: Academic standards and requirements shall be upheld, ensuring the quality and integrity of 
the educational experience until the completion of the program. 

4. Equity: Measures shall be implemented to ensure fairness and equitable treatment of all affected students 
during the teach-out period. 

5. Support Services: Adequate support services and resources shall be provided to assist students in successfully 
completing their studies and transitioning to alternative programs or career paths. 

Teach-Out Plan 

1. Notification: 
• Students shall be notified by the program director in writing of the decision to discontinue the 

Histotechnology Program. 
• Notification shall include the reasons for discontinuation, the planned teach-out period, and contact 

information for relevant academic advisors and support services. 
2. Teach-Out Period: 

• Per the Vanderbilt University Medical Center Histotechnology program academic affiliation agreements, 
“any student from SCHOOL who is currently participating in the Program when notice of termination is 
given will be permitted to complete his or her training period as previously scheduled.” This policy shall 
also apply to students who have completed a baccalaureate or higher degree before beginning the 
Histotechnology program and would not be otherwise covered by the program’s academic affiliation 
agreements. 

• If the Vanderbilt University Medical Center Histotechnology program should close, all enrolled students 
will be allowed to complete his or her training as scheduled upon enrollment into the program. 
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However, no additional students will be recruited or enrolled once the program closure has been 
announced. The program will immediately notify all affiliates, accrediting organizations, state medical 
laboratory board, and other invested parties to ensure that resources—physical, faculty, financial, and 
other forms—are available to minimize the effect to the enrolled students. 

3. Curriculum Completion: 
• Efforts shall be made to offer all required courses and clinical rotations needed for students to fulfill 

program requirements as advertised at the time of the student’s enrollment. Unless prohibitive 
otherwise, students will complete all courses and clinical rotations within the Vanderbilt Medical 
Laboratories.  

• Alternative arrangements may be made, such as online courses, independent study options, or 
partnerships with other institutions, to ensure access to necessary coursework in cases that the program 
cannot be completed as advertised at the time of the student’s enrollment. 

• In the event that the enrolled students will not be able to complete training at Vanderbilt Medical 
Laboratories, the program director will work with local programs or programs in other locations 
requested by the student to enter into a teach-out agreement that will allow the students to transfer 
into a comparable program to complete his or her training. If this occurs, Vanderbilt Medical 
Laboratories will transfer student records and outstanding tuition payments to the new program. 

4. Clinical Training: 
• Arrangements shall be made for students to complete any remaining clinical training or practicum 

requirements in accredited facilities or through approved alternative arrangements made by 
collaboration with the program director and affiliated schools or hospitals. 

• Close collaboration with clinical affiliates and accrediting organizations shall be maintained to ensure the 
quality and legitimacy of clinical training experiences. 

5. Academic Advising: 
• The program director will meet with all affected students to provide guidance and support throughout 

the teach-out period. 
• The program director will assist students in developing individualized academic plans, exploring transfer 

options, and addressing any concerns or challenges the students may encounter. 
6. Transfer Options: 

• Information shall be provided to students regarding transfer opportunities to comparable programs at 
other institutions. 

• Assistance shall be provided to facilitate the transfer of academic credits and ensure a smooth transition 
for students transferring to alternative programs. 

7. Financial Aid and Tuition: 
• The financial aid manager shall assist students in understanding the implications of program 

discontinuation on their financial aid eligibility and options. 
• Refund policies for tuition and fees shall be clearly communicated to students, and appropriate refunds 

or adjustments shall be provided as applicable. See the Tuition Policy for more information.  
8. Graduation and Credentialing: 

• Every effort shall be made to ensure that enrolled students have the opportunity to complete all 
graduation requirements and receive their degrees or certificates. Additionally, students’ eligibility for 
obtaining national certification and state licensure will be protected in the planning and implementation 
of this Teach Out Policy.  

• Student records will be archived within Vanderbilt University Medical Center, and all past and current 
students will be notified in writing where the records are stored and how to access them.  
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INCLEMENT WEATHER 

Purpose 
This policy is established to ensure the safety and well-being of all Histotechnology students during periods of inclement 
weather that may disrupt normal campus operations. It aims to provide clear guidelines and procedures for students to 
follow in such situations. 

Policy Statement 
In the event of inclement weather, including but not limited to severe storms, snowstorms, or any other weather 
condition that poses a threat to the safety of students, the following policy will be enacted: 

Communication and Expectations 

1. School Closure or Laboratory Staffing Concerns During Inclement Weather  
a. The Center for Programs in Allied Health (CPiAH) Director will communicate information regarding any 

closures, delays, or changes in campus operations to program administrators and students through 
VUMC email. Students are responsible for checking their VUMC email and staying informed through 
official communication channels regarding any updates or changes related to inclement weather.  

b. Clinical instructors may request that students do not attend clinical rotations if the inclement weather 
negatively affects staffing in the Vanderbilt Medical Laboratories. Program administrators will 
communicate information regarding any closures, delays or changes in campus operations to students 
through VUMC email.  
 

All classes, clinical rotations, and on-campus activities will be canceled, delayed, rescheduled, or modified if they are 
result from school closure or laboratory staffing concerns. The program director will identify alternatives to support 
student learning without compromising or negatively impacting learning activities. These alternatives may result in 
combining or rescheduling activities based on factors such as instructor availability, learning progression, and other 
program activities. Make-up activities and assignments may occur outside of normal program hours.  

 
2. Student Safety Concerns During Inclement Weather 

The safety and well-being of students are of paramount importance. Students are advised to prioritize their safety when 
traveling to and from campus during inclement weather conditions. Students are encouraged to follow local weather 
advisories, road conditions, and travel advisories issued by relevant authorities before commuting to campus. Students 
who live in areas impacted by the inclement weather who cannot safely report to Vanderbilt Medical Laboratories may 
decide to not travel to campus and must report their absence to the program director using the Unplanned Absence 
Procedure provided in this handbook. As outlined in the Unplanned Absence Procedure, students who cannot attend 
program activities due to personal safety concerns must communicate with the program director to reschedule all 
missed learning activities at a time that coordinates with the program director and histology department’s schedule. 
Make-up activities and assignments may occur outside of normal program hours.  

Remote Learning 

In the event of a campus closure or delay during the didactic portion of the program, efforts will be made to facilitate 
remote learning and instructional activities via Canvas learning management system and Microsoft Teams to minimize 
disruptions to academic progress. The program director will communicate with students regarding any adjustments to 
course schedules, assignments, or instructional methods necessary to accommodate remote learning during inclement 
weather. 

Emergency Procedures 

In the event of an emergency situation arising from inclement weather, students should follow emergency procedures 
as outlined by VUMC policies, including evacuation procedures, sheltering instructions, or other safety protocols. 
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Students should familiarize themselves with emergency contact information and procedures provided by the Vanderbilt 
Medical Laboratories for reporting emergencies or seeking assistance during inclement weather events. 

Compliance 

All students are expected to comply with the directives and guidelines outlined in this policy during periods of inclement 
weather. Failure to comply with this may result in disciplinary action in accordance with the Attendance Policy outlined 
in this program handbook.  

 

 
 

 

 

 

 

 

 

 

CPiAH POLICIES AND PROCEDURES 

Student’s Right to Cancel / Cancellation Refund Policy  
A student has the right to cancel their program of instruction, without any penalty or obligations, through the third (3rd) 
business day after signing the enrollment agreement (“Cancellation Period”). Subsequent to this three-day cancellation 
period, but prior to the start of orientation/classes, the student may request cancellation and will receive a refund of all 
monies paid, less a non-refundable processing fee of $100 and any necessary deductions for books, equipment, supplies 
or services provided to the student by VUMC. All property of VUMC including the student issued ID badge must be 
returned in new condition, within five (5) business days after the notice of cancellation takes effect.  
After the end of the cancellation period, the student also has the right to withdraw from school at any time (please see 
“Withdrawal Policy”, below).  
 
• The written notice of cancellation if sent by e-mail communication is effective upon sent timestamp. If the written 
notice of cancellation is hand-delivered, it is effective when it is received by the Center for Programs in Allied Health.  
o E-mail: CPiAHadministration@vumc.org  
o Hand Delivery to the HTL program director: 445 Great Circle Rd., Nashville  
 
Students who cancel according to the terms described above will be refunded within thirty (30) business days after 
notification of cancellation occurs.  
 

Student Withdrawal from the Program / Withdrawal Refund Policy  
A student may withdraw from the school at any time after the cancellation period (described above) and receive a pro 
rata refund of tuition and all fees not yet paid to a third party by VUMC on the student’s behalf if the student has 
completed sixty (60) percent or less of the scheduled program hours in the current payment period (the percent 
completed is based on the last day of documented attendance). The refund will be less a processing fee not to exceed 
$100, and less any deduction for books, equipment, or supplies (not including scrubs or lab coat) provided by the 
program but not returned in new condition, within five (5) business days of withdrawal. If the student has completed 
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more than 60% of the current payment period, the tuition is considered earned, and the student will receive only a 
refund of fees that have not been paid to a third party by VUMC on the student’s behalf.  
 
For the purpose of determining a refund under this section, a student may be deemed to have withdrawn from a 
program of instruction when any of the following occurs:  
• Withdrawal is considered to have occurred when the student provides written notice of his or her desire to withdraw 
via e-mail communication or by hand delivery.  
o The written notice of withdrawal if sent by e-mail communication is effective upon sent timestamp. If the written 
notice of cancellation is hand-delivered, it is effective when it is received by the Center for Programs in Allied Health.  

▪ E-mail: CPiAHadministration@vumc.org  
▪ Hand Delivery to the HTL program director: 445 Great Circle Rd., Nashville 

 • The student fails to participate as required in educational activities for at least three (3) consecutive business days.  
• The student fails to return from a leave of absence.  
• The institution terminates the student’s enrollment for failure to maintain satisfactory academic progress; failure to 
abide by the rules and regulations of the institution; absences in excess of the maximum set forth by the program; 
and/or failure to meet financial obligations to VUMC.  
 
If the student is owed a refund, all monies due will be refunded within thirty (30) business days after the date of VUMC’s 
determination that the student has withdrawn.  
 
Definitions:  
• Last date of attendance is the last day a student had academically related activity, which may include projects, clinical 
experience, or examinations.  
• Date of withdrawal determination is the date that an institution determined that a student was no longer in school.  
• Payment period for a credit-hour program is considered the semester or quarter.  
• Payment period for a clock-hour program if the program is one academic year or less in length:  
o The first payment period is the period in which the student successfully completes half of the credit or clock-hours 
AND half of the weeks of instructional time in the program.  
o The second payment period is the period in which the student completes the remainder of the program.  
 
For the purpose of determining the amount of the refund, the date of the student’s withdrawal shall be deemed the last 
date of recorded attendance. The amount owed equals the daily charge for the program (total institutional charges, 
minus non-refundable fees, divided by the number of days in the program), multiplied by the number of hours 
scheduled to attend, prior to withdrawal.  
 
Refund Policy  
After a student starts school, he/she will be obligated for tuition payments as follows:  
 
FOR A STUDENT WHO TERMINATES   VUMC WILL REFUND  
within the first 10% of the program   90% of the program cost  
within the first 20% of the program   80% of the program cost  
within the first 30% of the program   70% of the program cost  
within the first 40% of the program   60% of the program cost  
within the first 50% of the program   50% of the program cost  
within the first 60% of the program   50% of the program cost  
after 60% of the program    0% of the program cost  
 
Private Loans  
If a student receives a private loan to pay for the educational programs, VUMC is in no way involved with the agreement 
between the lender and the student. All inquiries related to such loans should be directed to the lender. VUMC will 

mailto:CPiAHadministration@vumc.org
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confirm appropriate student enrollment information with a private lender at the lender’s request, in order to process 
private loans. 
 

STUDENT GRIEVANCE CONCERNING GRADES 
Students should seek redress of a problem with a grade as soon as possible after receiving it and not later than one (1) 
week after it is released. Students should confer directly with the course director about grade concerns. Every effort 
should be made to resolve the problem fairly and promptly at this level. If the student cannot resolve the problem 
through discussion with the course director, the student should formally request an appeal from the Program Director 
within one (1) week of talking with the course director. If the Program Director is the course director in question, the 
appeal should be made to the Director of the Center for Programs in Allied Health. The decision of any appeal is final. 
 

STUDENT GRIEVANCE  
The purpose of the grievance policy is to provide a prompt and equitable means of resolving student grievances. This 
procedure is available to any student or applicant for admission, who believes a decision or actions, has adversely 
affected their status, rights, and/or privileges. VUMC strongly urges students who have a grievance to pursue the 
grievance until a satisfactory resolution is reached. Most grievances can be resolved at their origin, and it is suggested 
that students utilize the following procedure:  

• Discuss the problem with the person directly involved. If in fear of safety or need to speak in confidentially, 
please inform the Program Director or other trusted program faculty member. If the program has program-level 
grievance procedures, those procedures should be followed before moving to an institutional level grievance 
(next step).  

• If the concern is not resolved to the student's satisfaction by the Program Director (or otherwise at the program 
level), the student should submit the grievance in writing, and by appointment, meet with the Director of the 
Center for Programs in Allied Health regarding the unresolved concern. 

• If at this time the grievance is not resolved, the grievance will be heard by the VUMC Executive Vice President of 
Educational Affairs (EVP-EA). The final decision of the EVP- EA will be provided to the Program Director and to 
the student within five business days. The decision of the EVP-EA is final.  

 

APPEALS 

Academic Probation Appeal  

Students who have been placed on academic probation may appeal the probation decision. To do so, the student must 
submit an appeal request to the Director of the Center for Programs in Allied Health in writing (email is acceptable) 
within five (5) working days of being placed on probation. The appeal request must include:  

• Information about the circumstances or events that prevented the student from maintaining Satisfactory 
Academic Progress, and  

• What changed in the student’s situation to allow the student to be successful in the future? The student may 
submit documentation along with the appeal request. The Director of the Center for Programs in Allied Health 
will review and discuss with involved faculty and staff. The student will be notified of the appeal's outcome in 
writing within five business days of the submission. The decision of the Director of the Center for Programs in 
Allied Health is final. If the appeal is not successful, probation status will continue until 1) the student meets the 
requirements of the Academic Plan and returns to Satisfactory Academic Progress status, or 2) the student fails 
to meet the requirements of the Academic Plan and subsequently withdraws or is dismissed from the program. 
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If the appeal is successful, the student will not be placed on probation, but the program may impose 
requirements the student must complete to return to Satisfactory Academic Progress. 

Student Dismissal Appeal  
 

A student who is dismissed from a VUMC program has the right to appeal. Each appeal is decided on an individual basis. 
The process for appealing a dismissal decision is as follows:  
 

• The student must submit a written appeal to the Director of the Center for Programs in Allied Health. The appeal 
must be submitted at least 30 days prior to the start of the term in which the student wishes to be granted 
entrance into the program.  

• Appeals must include a detailed explanation of the circumstances related to the dismissal. As relevant, such 
appeals should include official/professional documentation (i.e., medical records, court documents, or any other 
documentation which would support an appeal).  

• The appeal will be reviewed by the Director of the Center for Programs in Allied Health and approved or denied 
based on the student’s individual circumstances, past academic record, and potential to successfully complete 
the program.  

• The Program Director will provide a written decision to the student within fourteen (14) business days. The 
decision on the dismissal appeal is final.  

• If the student can re-enroll, the Program Director may place conditions that the student must meet to be 
reinstated. The Program Director may also reinstate the student on a probationary basis. Reinstatement is based 
on class and space availability.  

• If reinstated students are required to repeat coursework, it must be satisfactorily completed to continue in the 
program.  

• Reinstated students must maintain VUMC student financial accounts in good standing and may not default on 
any loan.  

 
VUMC reserves the right to terminate a student’s enrollment if, during the student’s program of study, VUMC 
determines that the student has failed to maintain the minimum standards of satisfactory academic progress or has 
reached the maximum timeframe (150% of the program credits/hours) without successfully completing the program; 
failed to comply with the VUMC rules and regulations; or has failed to meet their financial obligations. Any refund due to 
the student or other agencies will be calculated and refunded according to the Tuition Refund Policy. A student who has 
been dismissed for failure to maintain SAP may reapply for admission. A student making an application for re-admission 
must first satisfy all current requirements for admission. In addition, if a student’s enrollment was terminated for failure 
to maintain SAP, the applicant’s academic records will be evaluated to determine if it is possible for a satisfactory 
cumulative grade point average to be achieved and if the program can be completed within the maximum time frame. 
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Academic Probation Notice 

 

NOTIFICATION OF ACADEMIC PROBATION  
 
Date:  
To: ______________________________________________  
 
This is to inform you that, due to your final grade of _________in the ______________________ Course, you are 
officially on academic probation.  
 
You will have up to two (2) weeks to independently review the course materials from this didactic course or clinical 
rotation. You will not be given time away from the program’s regular coursework or classes to complete this remedial 
work. You may not be tardy or absent during this two-week period. This two-week period will end on 
______________________________ (DATE). You will complete a comprehensive exam on or before this date. The grade 
from this exam will replace your current grade for the course. If you earn below a 75% in any future didactic course or 
clinical rotation, you will be dismissed from the program. 
 
Should you fail to achieve an overall grade of 75% on the comprehensive exam, you will be dismissed from the program. 
You remain responsible for all fees owed to the Histotechnology program.  
 
 
 
______________________________________________________________________  
Student Signature        Date  
 
Your signature indicates that you have been informed and understand the responsibilities associated with this standing 
of academic probation.  
 
 
_______________________________________________________________________  

Program Director        Date 
 
 
 

_______________________________________________________________________  
CPiAH Representative       Date 
 
 
Comments: 
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Behavioral Probation Notice 

 

NOTIFICATION OF BEHAVIORAL PROBATION  
 
Date:  
To: ______________________________________________  
 
This is to inform you that, due to 

____________________________________________________________________________________________, you 

are officially on behavioral probation.  

 
If your behavior continues to earn another behavioral probation for the same reason, or if you participate in additional 
activities to elicit a second behavioral probation, such as a behavioral evaluation that is below 75%, you will be 
dismissed from the program.  
 
 
______________________________________________________________________  
Student Signature        Date  
 
Your signature indicates that you have been informed and understand the responsibilities associated with this standing 
of clinical/behavioral probation.  
 
 
_______________________________________________________________________  

Program Director        Date 
 
 
 

_______________________________________________________________________  
CPiAH Representative       Date 

 
 
 
 
Comments:  
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Behavioral Evaluation Template 
Directions: In each of the following areas, check the statements that best describe the student. Use the comment area 
to add further information and to record critical incidents. The objectives are stated for each section. 
 
Students should be evaluated at the end of the rotation. To calculate the grade, add the points for each category 
checked and divide by the total number of points in all categories in which you were able to evaluate the student. 
 
Students must achieve a minimum of 75%. If a score of 75% is not achieved, the student is required to pursue counseling 
at the discretion of the clinical instructor and the program administrators. 
 
 
Student: _________________________________   
 
Evaluator:________________________________  Rotation Dates: __________________ 
 
 
 
Signatures:___________________________________________________________________________ 
  

Student*    Date  Clinical Instructor    
 
 

___________________________________________________________________________________ 
Program Director or Education Supervisor  Date  Grade 
 
 
 
Comments:  
 
 
 
 
 
 
 
*Student signature indicates that the student has reviewed the evaluation. It does not necessarily constitute agreement. 
 
December 2023 
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Objectives: Initiative, Judgment, and Concern for the Patient 
A. Demonstrate initiative in studies and laboratory performance by preparing for assignments, asking relevant 

questions, assisting with approved tasks and making constructive use of time.  
B. Demonstrate ability to assemble information to reach logical conclusions and use that information to make 

sound decisions.  
C. Display a concern for the patient in handling of specimens, performance of tasks and communication with 

coworkers. 

 
Initiative and 
Judgment 

 
<7.5 
Below Expectations 
Unsatisfactory 
Requires conference 

 
7.5-7.9 
Meets 
Minimum 
Expectations 

 
 
8.0 – 8.9 
Above Average 

 
 
9.0 – 10 
Exceeds 
Expectations 

 
 
POINTS 

 
 
 
 
Initiative 

Performs delegated 
responsibilities but 
requires constant 
prompting and 
guidance. 
Unmotivated or 
disinterested. 

Usually accepts 
and performs 
delegated 
responsibilities 
with occasional 
prompting.  

Performs 
responsibilities 
independently. 
Willing and able 
to assume 
additional 
responsibilities 
when asked.  

Consistently 
self-motivated 
to complete 
tasks and take 
initiative to help 
others without 
being asked. 

 

 
 
Judgment to 
assemble 
information 
and reach 
logical 
conclusions 

Often makes 
inaccurate 
conclusions. 
Requires a lot of 
assistance from 
instructor to analyze 
situations to reach 
logical conclusions.  
 

Usually logical in 
approach to 
problem solving. 
Makes an 
occasional 
inaccurate 
decision.  

Can discriminate 
between 
relevant and 
irrelevant 
details to arrive 
at logical 
conclusions. 
Uses critical 
thinking skills 
with minimum 
instructor 
guidance.  

Consistently 
makes correct 
conclusions, 
even for the 
most difficult 
problems. 
Applies critical 
thinking skills to 
all patient 
situations. 

 

 
Concern for 
the Patient 

Frequently careless 
in handling patient 
specimens. Does not 
communicate or 
document complete 
information. Shows 
some concern for 
patient. 

Usually 
conscientious in 
handling patient 
specimens. Few 
errors in 
documentation. 
Usually 
communicates 
complete   
information. 
Shows concern 
for patient. 

Conscientious in 
handling patient 
specimens, 
documentation, 
and 
communication 
of important 
information. 
Few errors. 
Shows sincere 
concern for 
patient.  
 

Conscientious in 
handling patient 
specimens, 
documentation, 
and 
communication 
of important 
information.  
Goes out of the 
way to show 
concern for the 
patient.  

 

 
 
Objectives: Dependability 
 

A. Demonstrate ability to accomplish required tasks and assignments accurately and within the allotted time 
frame. 
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B. Complies with program attendance policies by consistently arriving on time, returning from breaks on time 
and notifying appropriate personnel when leaving the work area or in the event of a necessary absence. 

C. Remains on the job until assigned task is completed. Does not let breaks, lunch, people or extraneous 
factors interfere with completion of tasks. 

 

 
Dependability 

 
<7.5 
Below 
Expectations 

 
7.5-7.9 
Meets Minimum 
Expectations 

 
8.0-8.9 
Above Average 

 
9.0 – 10 
Exceeds 
Expectations 

Total 

 
Accomplishment 
of required tasks 
and assignments 

Rarely 
accomplishes 
assignments in 
allotted time 
frame. 

Usually dependable 
and prepared for 
assignments 

Consistently 
accomplishes the 
required 
assignments in the 
allotted time. 

Always 
accomplishes the 
required 
assignments in the 
allotted time.  
Frequently 
accomplishes more 
than required. 

 

 
 
Attendance and 
Punctuality – 
Complies with 
school/lab 
polices. 
 

Frequently tardy 
and/or absent. 
Frequently takes 
excessive lunches 
and breaks. 
Complies with 
policies only after 
counseling. 

Occasionally tardy 
and/or absent. 
Rarely takes long 
lunches or breaks. 
Complies with 
policies. 

Punctual with good 
attendance record. 
Rarely absent or 
tardy.  Does not 
take unapproved 
long lunches or 
breaks. Complies 
with policy. 

Outstanding record 
of attendance and 
punctuality. No 
absences. Does not 
take unapproved 
long lunches or 
breaks. Complies 
with policy.  

 

 
Productive use of 
clinical rotation 
time. 

Frequently away 
from assigned area. 

Usually present in 
assigned area. 

Consistently 
present in assigned 
area. Rarely not 
available. 

Superior. Spends 
no unauthorized 
time away from 
assigned area. 
 

 

 
 Comments: 
 
 
 
 
Objectives: Attitude 
 

A. Accepts constructive criticism, is positive, and follows up with prompt consistent improvement. Works and 
communicates effectively with others. Shows ability to handle difficult situations in a reasonable manner. 
Contributes and cooperates to realize group goals. 

B. Demonstrates professional integrity by complying with all hospital and program regulations, admits to errors 
and limitations, and practices professional ethics by demonstrating an understanding of confidentiality and 
legalities concerning patient information and HIPPA regulations.  

 

 
Attitude 

 
<7.5 
Below 
Expectations 

 
7.5-7.9 
Meets 
Expectations 

 
8.0-8.9 
Above Average 

 
9.0 – 10 
Exceeds 
Expectations 

Total 

 Reluctantly 
considers 

Usually accepts 
and incorporates 

Accepts and 
incorporates 

Eagerly accepts 
and incorporates 
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Toward 
supervisors, school 
policies, and safety 
issues 
 

suggestions and 
constructive 
criticism. 
Frequently has to 
be reminded of 
with hospital and 
program policies.  

constructive 
criticism and 
suggestions.  Is 
receptive to 
supervision. 
Follows hospital 
and program 
policies with 
occasional 
reminder. 

suggestions and 
constructive 
criticism. Complies 
with hospital and 
program policies. 

suggestions.  
Appreciates 
assistance by the 
instructor. Always 
complies with 
hospital and 
program policies. 

 
Toward 
faculty/employees, 
other students, 
and visitors. 
Functions as a 
team player. 
Displays a 
professional 
attitude. 
 

Rarely tactful or a 
team player. Does 
not display a 
professional 
attitude. 

Usually tactful and 
considerate of 
others. Usually a 
team player and 
displays a 
professional 
attitude. 

Sensitive and 
considerate to the 
needs of others. Is 
a team player and 
displays a 
professional 
attitude. 

Skillful in adapting 
to working with 
others. Inspires 
others. An 
outstanding team 
player and projects 
a professional 
image. 

 

 
Comments:  
 
 
 
 
 
 
Objectives: Quality of Work 
 

A. Demonstrates competency in performing tests accurately, with few errors and with minimal supervision. 
B. Demonstrates an ability to provide complete and legible documentation of activities on worksheets and 

logs. 
 

 
Quality of Work 

 
<7.5 
Below 
Expectations 

 
7.5-7.9 
Meets 
Expectations 

 
8.0-8.9 
Above Average 

 
9.0 – 10 
Superior 
Consistently 
Exceeds 
Expectations 

Total 

 
 
Competency  
 

Frequent errors. 
Requires constant 
supervision. 

Few Errors. 
Requires occasional 
supervision. 

Commendable 
work. Rare Errors. 
Requires minimal 
supervision. 

No errors. Always 
performs with 
100% accuracy.  
Requires minimal 
supervision for 
approved tasks. 

 

 
 
 
Documentation 

Documentation is 
incomplete and 
hard to read. 

Documentation is 
usually complete 
and legible. 

Documentation is 
complete and 
legible.  

Documentation is 
complete and 
legible. Includes 
additional details 
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to assist in future 
problem solving. 

 
Comments: 
 
 
 
 
 
Would you feel comfortable working with this student as a fellow employee? If not, or if you have reservations, please 
leave comments.  
 

❑ Yes, with no reservations 
❑ Yes, with more experience 
❑ Yes, with reservation(s)  
❑ It would be a risk 
❑ No, absolutely not 
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Notification of Excessive Tardies or Absences 

 
 

 
You are hereby notified that you have incurred ____ absences or tardies and are in danger of violating this policy. The dates of these 
occurrences are: 
 
Please be aware that a continued issue with this to warrant a second notification will result in you being placed on behavioral 
probation. Continued behavior to be placed on behavioral probation a second time, or another issue with student behavior in which 
student will be placed on behavioral probation will result in the student being dismissed from the program. 
 
 
I, ______________________________, acknowledge that I have excessive absences or tardies and that I am aware of the potential 
consequences if this issue continues. I will correct this issue by the following actions: 
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
__________________________________________________________________________________________ 
 
______________________________ ______________________________  ________ 
Student Name (Print)   Student Signature    Date  
 
______________________________  ______________________________  ________ 
Program Official Name (Print)  Program Official Signature   Date 
 
______________________________  ______________________________  ________ 
CPiAH Official Name (Print)  CPiAH Official Signature    Date 

 
 
 
 

 

According to the Histotechnology Program Handbook: 

An excessive number of absences or tardies is defined as greater than five (5) absences or tardies throughout 

the program, excluding illness or medical needs, emergencies, or military obligations. If this occurs, the 

program director and education coordinator will meet with the student to discuss the pattern of absenteeism 

or tardiness and issues a written warning. If the student continues to have unplanned absences and or 

tardiness after this warning, the student is subject to disciplinary action, up to and including probation and 

dismissal from the program. 


