
1 
 

 

 
 
 

Medical Laboratory Technology 
Clinical Handbook 

2025 
 
 
 

 

 

 

 

Accredited by: 
Southern Association of Colleges and Schools 
1866 Southern Lane 
Decatur, GA  30033-4097 
404-679-4501 
The Medical Laboratory Technology program is seeking accreditation by: 
National Accrediting Agency for Clinical Laboratory Sciences and has obtained Serious 
Applicant Status 
NAACLS 
5600 N. River Road, Suite 720 
 Rosemont, IL 60018 
(773-714-8880) 
(NAACLSinfo@naacls.org).                                                              updated October 2024 
 
 
 
 
 
 

mailto:NAACLSinfo@naacls.org


2 
 

 

Table of Contents 
INTRODUCTION ........................................................................................................................... 3 
DISCLAIMER ................................................................................................................................ 3 
CLINICAL EDUCATION RATIONALE ........................................................................................... 4 
CLINICAL COURSE GOALS ......................................................................................................... 4 
GENERAL CLINICAL OBJECTIVES ............................................................................................. 5 
CLINICAL SITES ........................................................................................................................... 5 
CLINICAL PLACEMENT ............................................................................................................... 5 
COMPLIANCE .............................................................................................................................. 6 
CLINICAL RECORD KEEPING ..................................................................................................... 6 
STUDENT SUPERVISION ............................................................................................................ 6 
CLINICAL ATTENDANCE ............................................................................................................. 6 
ESSENTIAL FUNCTIONS AND STANDARDS............................................................................ 11 
CLINICAL DRESS CODE ........................................................................................................... 12 
PERSONAL PROTECTIVE EQUIPMENT (PPE) ......................................................................... 13 
ELECTRONICS POLICY ............................................................................................................. 13 
CLINICAL GRADING SYSTEM ................................................................................................... 14 
PATIENT INFORMATION ........................................................................................................... 14 
HOSPITALIZATION/INSURANCE............................................................................................... 15 
STUDENT LIABILITY INSURANCE ............................................................................................ 15 
CLINICAL INCIDENT REPORTING ............................................................................................ 15 
PROGRAM PROFESSIONALISM ............................................................................................... 16 
EMPLOYMENT AND SERVICE WORK ...................................................................................... 17 
GENERAL COMMUNICATION WITH MLT FACULTY ................................................................ 17 
PROFESSIONAL CONDUCT STATEMENT ............................................................................... 17 
ACKNOWLEDGMENT OF CLINICAL HANDBOOK .................................................................... 18 

 

 

 



3 
 

 

INTRODUCTION  

This clinical handbook contains all the clinical information you will need for your clinical 
laboratory internship courses. During this time, you will be given an opportunity to put your 
didactic instruction to practical use. This handbook will outline what the expectations are 
during your period as a student.   

DISCLAIMER  

This Medical Laboratory Technology Clinical Handbook is provided to you as a guide and to 
ensure that you understand the academic and conduct expectations that the College has for 
you during your enrollment in the program. There is no mutuality between you and the 
College concerning it, and thus your reliance upon the information contained within it when 
making academic decisions does not constitute, and should not be construed as, a contract 
with the College. Furthermore, the College reserves the right to make changes to this 
handbook at any time, unilaterally and without notice; however, students will not be held 
responsible for any associated conduct expectations contained in such changes until notified 
of them.   

Students will be asked to sign a form upon the start of enrollment into MDL 190 and MDL 
290 that details they understand and will comply with the rules/policies contained herein.   

Should the program faculty make changes to the handbook during the course of enrollment 
up until completion, students will be required to sign an acknowledgement of changes that 
will detail that they understand and will comply with the rules/policies contained herein. 
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Medical Laboratory Technology Clinical Handbook 
 

Program Director: Patricia Rinald MS MLS(ASCP)SBB 
Office Location: Keats Science Building, Room 138 

Contact Information: office 434.961.5295, cell 434.242.7170 
Division Office: Health and Life Sciences 

HLS Phone Number: 434-961-5445 
 

CLINICAL EDUCATION RATIONALE  

The main purpose of the clinical education courses in medical laboratory technology is to 
affect a transfer of knowledge from theory and classroom skills to the actual practice of skills 
in the clinical setting. This clinical practice further reinforces skills learned in the classroom 
and enables the student to be workforce ready. Our clinical affiliates employ medical 
laboratory technicians and medical laboratory scientists who are certified as such and 
continue to maintain their level of expertise through continuing education. As part of their 
employment, they are also required to demonstrate competency on an annual basis. 

The student will begin clinical participation by first shadowing a practicing technologist in the 
execution of their duties. Each clinical preceptor may work with students at a different pace. 
However, due to the limited amount of time in each clinical area, students should expect to be 
performing laboratory analysis and other duties immediately under qualified supervision. 
While the rate of student progress is dependent upon the student's ability to transfer the skills 
learned in the didactic and simulated laboratory setting to the clinical setting, it is expected 
that each student will dedicate the time outside of the clinical experience necessary to be 
prepared for each day of clinical education. 

CLINICAL COURSE GOALS  

In the clinical course, the student will attend the clinical educational sites to:  

1. Acquire expertise and proficiency in laboratory analysis across disciplines using a 
variety of techniques. 

2. Demonstrate proper documentation and recording keeping of test and quality control 
data. 

3. Discuss laboratory testing in terms of theory, technique, quality control, and 
interpretation. 
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4. Correlate laboratory results with patient condition. 
5. Develop critical thinking skills in troubleshooting pre-analytic, analytic, and post-

analytic issues. 
6. Develop and practice professional work habits and appropriate interpersonal 

relationships with patients and other members of the health care team. 
7. Demonstrate safety in the workplace by following proper protocols and alerting 

others to dangerous situations 
8. Practice patient confidentiality by observing HIPAA guidelines 
9. Communicate effectively with laboratory personnel and other members of the 

healthcare team 

GENERAL CLINICAL OBJECTIVES 
 
The student will: 
 

1. Demonstrate professionalism in the workplace 
2. Adhere to safety and infection control protocols of the clinical site. 
3. Adhere to HIPAA requirements 
4. Perform all patient and quality control testing with precision and accuracy. 
5. Complete all necessary documentation relating to patient and quality control data 
6. Analyze results accurately 
7. Distinguish reportable vs. not reportable test results using established industry 

criteria. 
8. Troubleshoot non-reportable test results.

CLINICAL SITES 
 
University of Virginia Medical Center 
1215 Lee St.  
Charlottesville, VA 22908 
 
Sentara Martha Jefferson Hospital  
500 Martha Jefferson Dr.  
Charlottesville, VA 22902  
  

CLINICAL PLACEMENT 
Students may request a specific clinical placement, but final placement is at the discretion of the 
program director. Every effort will be made to ensure students will be able to attend clinical 
training upon completion of the required courses. In the event this is not possible, students will 
be placed in clinical sites on the basis of GPA, recommendations of the clinical site lab director, 
and which student is the first to complete their American DataBank drug screen/background 
check. Clinical placements may be postponed for a semester until sites become available. 
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COMPLIANCE 
All students will be required to enter compliance information through American Data Bank. 
Instructions will be sent to students from the Health and Life Science Compliance Coordinator. 
Currently the requirements include an annual flu shot, TB skin testing (or blood test), proof of 
other required vaccinations, drug testing, and background check. 

CLINICAL RECORD KEEPING  

Students must track their clinical hours by filling out the attendance log sheet daily. 
Students will also have a task list for each major area of the lab. The assigned preceptor will 
need to sign off on the tasks on each sheet. It is best if this is done as the task is completed 
as preceptors may change from day to day. All tasks must be supervised.  

STUDENT SUPERVISION 

All students will work directly under the supervision of an assigned preceptor. The 
preceptor may change from day to day. Indirect supervision may be allowed at the 
discretion of the preceptor. Under no circumstance are students who are also hospital 
employees allowed to log in to computers to obtain access to test systems relating to patient 
work. All tests resulting must be done under the preceptor’s log in. 

CLINICAL ATTENDANCE  

Being on time to clinical rotations is critical to your success in the clinical course. On the 
first day of a rotation, you should report to the supervisor or education coordinator in that 
area to receive your assigned preceptor.   

I. Clinical Attendance  

100% attendance is expected during clinical rotations. Students are responsible for keeping 
track of their own attendance on a provided log sheet. Students are required to enter start 
times and end times. The preceptor should initial the sheet at the end of the day. Any time 
later than five (5) minutes past the starting time will be documented as a tardy. Any time 
earlier than five (5) minutes before the ending time will be documented as tardy unless the 
preceptor has excused the student for the day. This early release must be documented. 

• Chronic use of the 5-minute window will negatively affect a student’s rotation 
and/or evaluation. A 1-point deduction from the overall clinical average will occur 
each time a student uses the 5-minute window more than 3 times within the 
rotation. 

• Students are not allowed to clock in more than five (5) minutes before the 
scheduled arrival time without permission from the Preceptor. 

o Students should not be participating in clinical rotations prior to the 
scheduled start of a clinical shift. If a student habitually clocks in early to a 
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clinical shift, they may be subject to counseling by the clinical coordinator. 
• Students are to stay the entirety of the clinical shift. 

o Any student who is actively involved with a procedure that exceeds fifteen 
minutes past the end of the clinical shift is permitted to stay until 
completion of the procedure or until the technologist requests the 
student’s departure. In such cases, the student is required to inform the 
instructor or program director via email of the reason for the delayed 
departure. 

• If any date or time is not filled in on the log sheet the student may be required to 
make-up that clinical day or time. This will be at the discretion of the MLT 
Program Director.   

III. Clinical and Unexcused Absences  

All students are expected to come to the clinical laboratory on time and stay for the 
entirety of the clinical shift. In the event of an absence, tardy, or early departure, the 
student is responsible for contacting the MLT Program Director as well as the clinical site 
no later than one hour before the start of the clinical shift. Communication to the MLT 
Program Director about absence, tardiness, or early departure is accepted via call, text, or 
email. Communication via call MUST be accompanied by an email or text to the MLT 
Program Director. Communication to the clinical site about absence, tardiness, or early 
departure site is accepted via call or email to the lead tech or supervisor. If the student is 
not able to call prior to the scheduled time, the MLT Program Director must be contacted 
upon arrival to the clinical area.   

If a student does not contact the MLT Program Director and clinical site about a tardy or 
absence before the start of the shift or does not inform the MLT Program Director and 
clinical site of early departure before leaving the site, it will be considered an unexcused 
tardy or absence. An unexcused tardy or absence will also be documented as an 
Unsatisfactory (U).   

The student is responsible for contacting the MLT Program Director to arrange to make up 
any missed clinical hours within that rotation. Make-up hours must be scheduled at the site 
where the time was missed.  

If make-up requirements cannot be accommodated before the end of the semester, the 
student must request an Incomplete in the clinical course (see Clinical Grading System for 
detailed information).  All time must be made up within the following semester or the 
student will automatically fail the course.  

• The make-up time form does not need to be completed if the make-up time is two 
hours or less and will be made up the same day. Any time exceeding two hours and/or 
will be made up on a subsequent day must be documented on the make-up time form. 
The student must notify the MLT Program Director via email and obtain permission if 
the time will be made up the same day.  
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• Any make-up time less than 4 hours must be made up in one block of time.  

 
Absences due to an educationally related injury, jury duty, or bereavement (see below) 
are not counted as violations of this policy and are not counted when determining 
corrective action.  Documentation may be required, and students will be responsible for 
making up missed clinical hours.  

Clinical Attendance Health Requirements:  

In consideration of the health of the patients and clinical staff with whom we work, 
students should be healthy and well when attending clinical rotations. Any student who 
has a fever, diarrhea, or has been vomiting should not attend clinic (see guidelines below). 
However, if any symptoms develop during the course of a clinical rotation, a student 
should immediately alert the clinical staff and the MLT Program Director. 

• Fever: Fever is defined as having a temperature of 100°F or higher taken under the 
arm, 101°F taken orally. 

• Students should be fever-free for a minimum of 24 hours before returning to clinic, 
that means fever-free without the aid of Tylenol®, or any other fever reducing 
substance. 

• Diarrhea: runny, watery, bloody stools, or 2 or more loose stools within the last 4 
hours. 

• Vomiting: 2 or more times in a 24-hour period  

In addition, students taking any prescribed medications that impair mental or 
physical function should not attend clinic until the medication is discontinued. 

• Medications that would negatively impact clinical performance: 
o Narcotics of any kind 
o Prescription pain medications that may include muscle relaxants, 

narcotics or substances that would inhibit performance.  

Should a student arrive to clinical under the influence of medicines that would inhibit 
performance or with any of the above symptoms, they will be sent home and could be 
issued an ‘Unsatisfactory’ as determined by program faculty.   

Functional State Policy  
Students must arrive to clinic in a functional state with the ability to work and perform 
their normal clinical duties. Any student who is not able to function normally will be asked 
to leave clinic and all missed time will be documented as per the program attendance 
policy. The functional state policy will apply to any condition or situation which affects the 
student’s ability to provide appropriate safe patient care, and to competently perform the 
duties of a phlebotomy student in the clinical environment. The non-functional state 
includes but is not limited to students who are experiencing physical limitations (i.e., on 
crutches), students who fail to report to the clinical site in an alert condition, (i.e. sleeping 
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in clinic), students experiencing mental or emotional duress, or any student under the 
influence of drugs and /or alcohol. 
 
As per the PVCC Drug and Alcohol policy, students attending clinic under the influence 
of drugs and/or alcohol will be dismissed from the Medical Laboratory Technology 
Program and PVCC.  
A student under mental or emotional duress may exhibit one or more of the behaviors 
listed below or other behaviors identified and may be a potential threat to patient safety, 
clinical personnel, or his/her classmates. If a student is non-functional or a potential threat, 
they will be asked to leave the clinical setting and the clinical time will be deducted: 

• Continuous mood swings, racing thoughts, impaired judgment, or impaired 
concentration 

• Inappropriate detached or withdrawn behavior. 
• Prolonged fatigue or irritability. 
• Agitation and/or inappropriate behavior 
• Confusion, short attention span, poor concentration, excessive worrying 
• Short or quick temper, verbal outbursts, outbursts of anger, poor impulse control 
• Illogical verbal communication and confused thoughts 
• Aggressive and/or reckless behavior 
• Disorganized speech and behavior 
• Emotional behavior such as uncontrolled crying 
• Inappropriate comments and posturing, rudeness, disrespecting self, and others 
• Fearful, indecisive, demanding, unrelenting persistent and controlling 

actions/behavior. 
• Warnings may be issued depending on the severity and or frequency of the 

infraction(s).  
 
IV. Make-up Time 
Students are responsible for ensuring they meet with the program director and/or clinical 
coordinator to determine make-up hours within one week of an absence if agreeable with 
the clinical site. 

• The Make-Up Hours Agreement must be completed within two business days prior 
to the date the student plans to complete their missed clinical time. This allows the 
instructor or program director enough time to inform/obtain permission from the 
clinic site. 

• When scheduling make-up hours, clinical assignments are not to be more than 10 
hours per day. 

• If a student does not show up to the arranged make-up shift, it will be treated as an 
unexcused absence and will receive an “Unsatisfactory”. 

• If a student calls in absent for the arranged make-up shift, it will be treated as a 
clinical absence.   
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V. Unsatisfactory (U)  

An Unsatisfactory is given to students who fail to adhere to the policies stated within the 
medical laboratory technology clinical handbook. An Unsatisfactory could include but is not 
limited to:  

• Accepting gratuities from patients. 
• An unexcused absence. 
• Attending clinic without advanced permission from MLT faculty. 
• Failing to keep current with clinical compliance requirements. 
• Sleeping during a clinical assignment. 
• If a student is found using inappropriate language, gestures, or displaying overall 

disrespectful behavior during the course of this program. 
• Insubordination. 
• Leaving the assigned clinical area for any reason other than lunch or scheduled break time 

without prior approval from program faculty.    

VI. PVCC Closings or Class Cancellations  

IT IS THE STUDENT’S RESPONSIBILITY TO CHECK THEIR VCCS EMAIL DAILY TO KEEP 
UP TO DATE WITH EVENTS/CHANGES.   

• It is highly recommended that students sign up for text alerts through the college’s 
website. 

• Exceptions may be made in extenuating circumstances and will be considered on a 
case-by-case basis.  

VII. Inclement Weather Policy  

PVCC classes operate as normal, and the College is open when primary and most secondary 
roads are passable. PVCC may cancel on-campus classes or delay the start of on-campus 
classes in the event of inclement weather. All online classes (online anytime and online 
scheduled time) will operate as normal in the event of inclement weather, even if on-
campus classes are canceled or delayed.  

Omnilert Emergency Notification System is the first method of notification, followed by 
the PVCC website, local television stations, and then local AM/FM radio stations. You are 
encouraged to sign up for the Omnilert Emergency Notification System to receive up-to-
date emergency information from PVCC.  

The following phone numbers will also have delay/closing information:  

• PVCC Main Phone: 434.977.3900 
• PVCC Inclement Weather/ Emergency Message Line: 434.971.6673  

Television stations: WVIR-TV, WVAW 16, WCVA19, WAHU27  

• Websites: www.pvcc.edu, www.nbc29.com, 
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https://www.cbs19news.com/closings • Radio Stations: Most local 
Charlottesville stations, WJMA/WLSA in Orange County, WUVA, 
WKCI/WKDW/WSVO in Staunton/Waynesboro. 

Television and radio stations may experience a delay in reporting.  

VIII. Emergency Notification  

PVCC uses the Omnilert emergency text and email notification system to provide quick 
notification in the event of an emergency, including college closings and weather-related 
events. Users can have an emergency message sent to their cell phone or email address.   
PVCC’s emergency notification system will be used only for emergency messaging, college 
closings and class/exam cancellations. It will not be used for general communications, and 
users will not be bombarded with extraneous text or email messages. There will be an 
occasional test of the system to ensure that it is working properly.   
Register for Text & Email Alerts. This is an “opt-in” system, and you can also “opt-out” of the 
system at any time. 

ESSENTIAL FUNCTIONS AND STANDARDS 
 
To successfully complete the clinical components of the course, students must be able to 
either independently or with reasonable accommodation, be able to perform all of the 
following essential standards and functions of a medical laboratory technologist. 
 

1. Speech: Establish interpersonal rapport and communicate verbally with clients, 
physicians, peers, and the health care team from a variety of social, emotional, 
cultural, and intellectual backgrounds 

 
2. Hearing and comprehension:  Auditory acuity sufficient to respond to verbal 

instruction, perceive and interpret various equipment signals, use the telephone, 
understand, and respond appropriately to verbal directions. 

 
3. Vision:  Visual acuity sufficient to identify and distinguish colors, to observe 

microscopic cells and features within cells, read records, operate equipment, and 
visually read procedures, graphs, and test results. 

 
4. Mobility:  Stand and/or walk eight hours daily in the clinical setting. Sufficient 

ability to bend, squat, kneel, reach, and sit. Lifting 20-50 lbs. may be required.  
 

5. Manual Dexterity:  Demonstrate eye/hand coordination sufficient to manipulate 
equipment. 

 
6. Time Management: Able to satisfactorily manage multiple priorities in a fast-

paced environment with various types of stimulation. 
 

7. Mentation:  Ability to remain focused on multiple details and tasks for at least an 
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eight-hour period of time. Assimilate and apply knowledge acquired through 
lectures, discussions, and readings.  

 
8. Smell:  Olfactory ability sufficient to monitor surroundings and assess specimens. 

 
9. Writing: Ability to organize thoughts and present them clearly and logically in 

writing. 
 

10. Reading: Ability to read and understand written directions, instructions, and 
comments in both classroom and clinical settings. 

CLINICAL DRESS CODE  

I. CLOTHING AND SHOES  

• PVCC medical laboratory technology students are required to wear solid gray scrubs 
during clinicals. The MLT program patch must be sewn on to the left sleeve (close to 
the shoulder). 

o Students may NOT wear street jackets in the clinical setting. If a student is 
cold, any solid-colored long sleeve shirt may be worn underneath the scrub 
top. 

• Solid skirts or dresses (with sleeves) may be worn in lieu of pants for students with 
religious/cultural considerations. 

o The length of the skirt or dress must be at least 1 inch below the kneecap. 
Neither the length nor fit should constrict movements that require pushing, 
pulling, or moving quickly. 

• Clean athletic type shoes may be worn. Other dress shoes or “nursing” shoes are also 
acceptable. 

o All shoes must have a fully enclosed toe box and heels. 
 NO HIGH TOPS 

o Shoes must not have holes on the surface. 
• Unless a student is off duty, they are not to wear street clothes in the clinical site. • 

No mini-skirts, jeans, shorts, shirts with low necklines or shirts that bare the 
midriff area.  Extremes must be avoided to maintain a professional appearance. 
Students should wear uniforms in all clinical areas unless otherwise instructed. 

• Appropriate undergarments are to be worn under all clothing. No colored patterned 
or thong underwear may be visible through or above outer clothing.  

II. HAIR AND NAILS  

• Hair must be kept out of the face. 
• Male students must ensure facial hair is neatly groomed. 
• Nail length should not exceed 1/8 inch and should be a rounded tip for patient safety • 

Nails must be clean and free from dirt. 
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III. JEWELRY 
• Jewelry should be kept at a minimum.  Any necklaces must be tucked inside the shirt. 

Rings increase the chance of germ transmission as it makes it harder to clean 
properly.  

IV. COSMETICS AND FRAGRANCES  
• Uniforms and shoes must be free of smells, stains, discolorations, and animal hair. 

o Students who are sent home more than once for the dress code violations as 
described above will receive an ‘Unsatisfactory’. 

• No heavy perfumes will be allowed in the clinical setting.   

V. FOOD AND BEVERAGE  
• No gum chewing will be allowed in the clinical setting. 
• Students will be required to follow the guidelines at each clinical site regarding food and 

beverage in or around the clinical areas.  

VI. ADDITIONAL ATTIRE REQUIREMENTS  
• Photo ID badge provided by the college and/or clinical site worn at or near the collar. 

ID badges should face forward.  
 

Any student found in violation of the clinical dress policy will be sent home and the 
day will be counted as an unexcused absence. In addition, the student will receive an 
“Unsatisfactory” and will be required to make up clinical time missed.  

PERSONAL PROTECTIVE EQUIPMENT (PPE)  

All students are required to adhere to standard precautions when working in the clinical 
setting. Students must wear personal protective equipment (PPE) in the event they are in 
contact with patients who require advanced precautions (contact and droplet) and must 
adhere to the required gowning, masking, and handwashing protocols. Since students are 
not fit tested for N95 masks, they are NOT permitted to assist with or perform exams on 
patients under airborne precautions or that require an N95 mask or equivalent.   

ELECTRONICS POLICY  

I. CELL PHONES (to include pagers) *  
• Cell phones may not be carried during clinical experiences. Students may provide 

clinical unit phone numbers to family members, childcare providers, etc. 
• Cell phones must be stored with personal belongings on the “off” or “silent” setting. 
• Cell phones may be used during lunch break.  

II. LAPTOPS/TABLETS  
• Laptops/tablets may not be carried during clinical experiences. 
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• Laptops/tablets may be used during lunch break.  

Any student found or reported to be in violation of the electronics policy will be sent 
home and the day will be counted as an unexcused absence. In addition, the student 
will receive an ‘Unsatisfactory’ and be required to make up time missed.  

USE OF COMPUTERS BELONGING TO CLINICAL FACILITIES  
Students are only permitted to use computers belonging to clinical facilities when clocking 
in and out on Platinum Planner unless the facility has a computer available for the student 
to use for studying purposes.  
 
CLINICAL GRADING SYSTEM  

To receive a grade for clinical laboratory education, students must complete certain 
competencies during each rotation.  At times, observation or simulation will be acceptable. 
There is a specific checklist for each rotation listing the tasks to be completed. The final 
clinical evaluation assesses students in the areas of knowledge, performance, and behavior 
(professionalism). A rubric is provided so that expectations are clear. The assessment is 
worth 30 points, however if a student falls below expectation in three areas, the result 
will be automatic failure. The overall score obtained will be counted towards 60% of the 
final grade for the course. The remaining 40% will be determined by an online exam 
containing 50 random certification-type questions. Students must obtain at least 70% on 
the exam to pass the course. 

Incomplete: It is the student's responsibility to request a grade of “incomplete” and initiate 
the process by scheduling an appointment with the faculty to discuss requirements for 
satisfactory course completion and consequences of failing to meet established deadlines. 
The official written request must be completed prior to the “grade due date” for the course. 
Students who fail to complete coursework and do not request a grade of “incomplete” 
will receive zero (0) for the missed assignments and awarded a final course grade 
based on these calculations.  

PATIENT INFORMATION  

As a student at a clinical site, you will have access to an array of confidential information 
concerning patients. Patients are entitled to privacy regarding their diagnosis, condition, 
treatment, financial and personal status within a health care facility as outlined by HIPAA. 
Student legal obligations to the privacy and confidentiality of patients include:   

• Recognizing that patients have a right to privacy, confidentiality, and response to 
privacy complaints.   

• Not disclosing patient information without proper authorization, to individuals not 
participating in the patient’s care or demonstrating a legitimate need to know. 

• Taking reasonable steps to safeguard information (written, electronic, or oral) from 
those not entitled to it.   
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• Not discussing patient information in social or non-working environments.  
• Accessing only that information that is necessary for the job and treating 

confidentially any information known or received that relates to persons not under 
their care.   

• Knowing the contact person to refer patients or family members for issues relating 
to private information.   

• Immediately informing your clinical preceptor if any practice or activity appears to 
violate a patient’s right to privacy and confidentiality. 

 
As a student, a patient’s privacy and confidentiality can be breached by:  
 

• Careless/unintentional access, use or disclosure of confidential information.  
• Intentional access, use or disclosure of information not part of one’s job. 
• Access, use, or disclosure of information for personal gain/malice. Federal penalties 

for engagement in misusing protected health information can result in a monetary 
fine and/or imprisonment of up to 10 years.  

HOSPITALIZATION/INSURANCE  

It is strongly recommended that students carry health care insurance. Medical Laboratory 
Technology students are responsible for hospitalization costs or other medical expenses 
should an accident/illness occur while enrolled in the phlebotomy course. The college 
and/or clinical agencies are not responsible for injuries, illness, or accidents occurring on 
campus, traveling to and from clinical affiliates, or during clinical assignments.   

STUDENT LIABILITY INSURANCE  

Medical Laboratory Technology students enrolled in the clinical courses are not responsible 
for obtaining insurance to protect them in case they are involved the injury/illness to a 
patient while rotating in the clinical setting. The college has a significant amount of liability 
state required insurance to cover its student constituents in case of an accident that may be 
caused by a student in the clinical setting. Information regarding the liability insurance is 
available upon request.   

CLINICAL INCIDENT REPORTING  

In the event a student is injured, or patient is injured while under the care of a student, the 
student must IMMEDIATELY inform a technologist/clinical instructor of injury to self or 
patient. After the student and/or patient have been treated, the MLT Program Director must 
be contacted. The Incident Form found in Maxient must be completed and submitted within 
24 hours of the incident. Additionally, the incident will be reported to the college under the 
Dean of Health and Life Sciences.  
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PROGRAM PROFESSIONALISM  
 
Students are expected to always demonstrate professional behavior, meaning that each 
student is individually responsible for his/her own actions, and must abide by the 
standards, procedures, policies, rules, and regulations as outlined by the program/clinical 
agencies. While off campus during clinical assignment, students represent the program, the 
college, and profession to the public and health care communities. Students are cautioned 
against publishing anything inappropriate on all social media platforms. 
 
Students must recognize that clinical assignments are a requirement of the academic 
program and provide practical experience opportunities enabling the student to gain 
competency. During clinical experiences, students are expected to exhibit an attitude of 
maturity and responsibility. Punctuality, initiative, enthusiasm, and accountability in the 
accomplishment of program objectives are expected.  Students must exhibit high standards 
of behavior continuously and conduct themselves in a professional manner. The following 
guidelines assist the student in the development of professional relationships in the 
academic and clinical environments.   

1. The student is to act in a manner indicative of someone eager to learn and avoid 
non-patient connected distractions. Thoughtfulness and cheerfulness are important.  

2. Intelligent and respectful questioning of staff/instructor is proper and welcomed. 
Questions should be constructive and directed toward learning outcomes.  

3. Student relationships with affiliate staff and instructors should be appropriate at all 
times. This includes all social media platforms.  

4. Students shall address patients, doctors, and all personnel with proper respect. 
Personal actions help determine the reputation of the entire clinical facility as well as 
the PVCC Medical Laboratory Technology Program.  

5. Students are not permitted to accept personal gifts or gratuities from patients or 
visitors. 

6. Students are to make constructive, professional use of time and refrain from 
gossiping, needless complaining, smoking, vaping, chewing tobacco, loud talking, 
boisterous laughing, homework and any other activities that could disturb patients 
in the clinical setting.  

7. Students must always follow the rules and policies of their assigned clinical facility 
and the PVCC Medical Laboratory Technology Program.  

8. Students may not take food or beverages into the clinical patient care areas. Ask staff 
where such items are allowed.  

9. Students must remain in the area in which they are assigned. Inform the supervising 
technologist. when leaving the clinical area or medical facility.   

10. No personal telephone calls/texting should be made or received while in the clinical 
area except in the case of an emergency.  

11. Complaints and/or grievances should be discussed with MLT faculty. Hostile 
attitudes will not resolve conflict.  

12. Students must turn off all cell phones and/or pagers while in the clinical setting. This 
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also includes texting. These items are disruptive to the staff, patient, and other 
students and should only be used during breaks and in areas where cell phones will 
not interfere with equipment.  Failure to do so may result in dismissal from the 
clinical site as well as disciplinary course action.  

13. Horseplay is not allowed in the clinical environment. Students are expected to reflect 
the dignified and dedicated performance of their duties.  

14. All students should be aware of unauthorized persons loitering in or around the 
health care facility and report such to the appropriate authority immediately. 

EMPLOYMENT AND SERVICE WORK 

The student must coordinate outside employment around didactic and clinical schedules so that 
work hours do not conflict with school and clinic hours. Class and clinical schedules are 
published in advance and cannot be altered. Any problems encountered must be brought to the 
attention of the Clinical Coordinator or Program Director. 

Although students are encouraged to help with the work in an assigned clinical site, the affiliated 
laboratory may not, under any circumstances, use the student to perform work (service work) in 
lieu of a regular employee. Service work by students in clinical settings outside of regular 
academic hours must be noncompulsory, paid, supervised on site, and subject to employee 
regulations. Students are allowed to perform patient work in a clinical site only while being 
supervised. A laboratory employee must sign off on results produced by students. 

GENERAL COMMUNICATION WITH MLT FACULTY 

Students may stop by a faculty member’s office or schedule an appointment to speak with MLT 
faculty during scheduled office hours. Email response time: If students choose to communicate 
with the instructor by email, they can expect a reply within 48 hours; unless it is a weekend or 
holiday, to which a response will come within the next two business days. Students may text MLT 
faculty if quick, more urgent communication needs to take place (e.g., flat tire on the way to clinic 
or class).  Unless there is an emergency, students should refrain from texting MLT faculty outside 
of regular business hours. 

PROFESSIONAL CONDUCT STATEMENT  
If a student is found using inappropriate language, gestures, or displaying overall disrespectful 
behavior during the clinical experience, a failing grade may result regardless of a passing clinical 
or didactic average for that semester. This behavior extends to both the classroom as well as the 
clinical setting and includes patients, technologists, clinical instructors, faculty, or fellow 
students. Depending on the severity of the offense, this decision will be made by the MLT 
Program Director.  
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PVCC MEDICAL LABORATORY TECHNOLOGY PROGRAM 

ACKNOWLEDGMENT OF CLINICAL HANDBOOK 

  
I, ________________________________________, have received and thoroughly read the Medical 
Laboratory Technology Clinical Handbook. I understand the policies contained 
therein and the responsibilities to be undertaken. 
 
I understand that failure to comply with the established policies may result in 
suspension or administrative withdrawal from the program. 
  
I agree to comply with these policies. 
 
  
Signature 
 
 
 
Date 
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