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DISCLAIMER 
 
This Medical Laboratory Technology 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 amend 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.   
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Dear Student: 
 
Welcome to the Associate of Applied Science Medical Laboratory Technology Program at Piedmont Virginia 
Community College. We are happy to have you with us and sincerely hope that we will be able to help you 
fulfill your desire of becoming a certified medical laboratory technician.  The program faculty and other college 
faculty and counselors are here to assist you in meeting this goal. 
 
You were selected for the Medical Laboratory Technology (MLT) Program because you have met all of the 
required prerequisites and maintained a competitive GPA, as stated on the program’s information booklet.  Not 
only have you met all of the requirements, but you have also worked hard.  It is because of this that we believe 
that you possess the necessary qualities for successful completion of the program.  To be successful in medical 
laboratory technology, you must be willing to assume the responsibility for your learning. In addition to asking 
questions about content you don’t understand, you should also take advantage of the multiple resources at the 
college to include: the learning center, visiting faculty during posted office hours, routinely visiting your 
academic advisor, and seeking out a counselor for personal issues.  
 
In order for you to become familiar with our program’s policies and procedures, we have prepared a Medical 
Laboratory Technology Student Handbook for you.  Other resources available to you while you are enrolled in 
the MLT program include, but are not limited to: 
 

● The College Catalog 
● PVCC Student Handbook  
●  Medical Laboratory Technology Clinical Handbook 

 
Please read and become familiar with these resources so that you remain in good standing with the program and 
college at all times. 
 
It should be noted that this Medical Laboratory Technology Program Handbook is a general guide.  The Dean 
of Health and Life Sciences, the MLT Program Director, and MLT faculty reserve the right to exercise 
discretionary measures on an individual basis in cases where a situation arises that is not specifically addressed 
in this handbook, or in cases where extenuating circumstances may have an influence on situations that are 
addressed in this guide. 
 
If at any time you need clarification concerning items discussed on the following pages, please feel free to seek 
assistance from us. 
 
Sincerely, 
 
Patricia Rinald, MS MT (ASCP)SBB 
Medical Laboratory Technology Program Director 
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ACCREDITATION 
 
The Medical Laboratory Technology program is seeking accreditation by the National Accreditation Agency for 
Clinical Laboratory Sciences (NAACLS), 5600 N. River Road, Suite 720, Rosemont, IL 60018 (773714-8880) 
and (NAACLSinfo@naacls.org). “Serious applicant” status may be required for individuals to take certain 
certification examinations. 
 
 
 
MLT PROGRAM FACULTY AND STAFF 
 
Dean, Division of Health and Life Sciences  Nicole Winkler, M.Ed., R.T.(R) (ARRT). 
 
Medical Laboratory Technology Program Director Patricia Rinald, MS MLS(ASCP)SBB 
 
Division Administrative Assistant   Elspeth Tupelo 
 
Division Coordinator of Operations    Rebecca Spangler  . 
 
Clinical Compliance Coordinator   Shannon “Shay” Copeland 
         
MLT Faculty      Patricia Rinald, MS MLS(ASCP)SBB, Instructor 
       Carolyn Smith-Lee, MS MLS(ASCP), Adjunct Instructor 
       Briana Shelton, MLS(ASCP)cm SH, Adjunct Instructor 
        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

mailto:NAACLSinfo@naacls.org


 
  

7 
 

 
 

PIEDMONT VIRGINIA COMMUNITY COLLEGE 
MEDICAL LABORATORY TECHNOLOGY PROGRAM 

 
Operational Policy Statement 
 
The primary goal of this educational program is to provide academic and clinical education opportunities for 
capable individuals to gain and develop the knowledge, skill, and attitudes necessary for the ethical and 
professional practice of medical laboratory technology.  It is the program’s responsibility to provide a learning 
environment that will encourage and assist the student in achieving the aforementioned goal. It is also the 
responsibility of the program to identify those students who, by their own attitudes, lack of knowledge, or lack 
of professional skill, do not reach an entry level of competent performance.  If this occurs, it is the program’s 
responsibility to assist them in correcting any deficiencies, and if the problem cannot be resolved, to withdraw 
them from the program.  It is the responsibility of the student to make diligent use of time and energy in taking 
optimal advantage of the resources made available in the classroom, laboratories, learning resource center, 
libraries, hospital, clinical facilities, and affiliated clinical sites. An important factor should be kept in mind: 
becoming a medical laboratory technician will not be easy, nor is it an instant process, but it is the responsibility 
of the student to become professionally qualified as a medical laboratory technician, and this is paralleled by the 
program’s desire to assist each student in achieving that goal. 
 
 

 
Mission Statement 

 
To prepare students for certification and employment as Medical Laboratory Technicians through a 5-semester 
program. Students will have the knowledge, skills, and abilities to perform routine clinical laboratory testing 
such as hematology, coagulation, urinalysis, clinical chemistry, blood bank, clinical microbiology, 
immunology/serology, molecular and other emerging diagnostic tests. 
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MEDICAL LABORATORY TECHNOLOGY LEARNING OUTCOMES 
 

Graduates of the Medical Laboratory Technology degree program will be expected to demonstrate the following 
program-specific learning outcomes: 
  

● Demonstrate entry-level competency of both basic and advanced laboratory testing. 
● Demonstrate professional behavior in the clinical setting 
● Demonstrate accurate visual identification of normal and abnormal clinically relevant cells, organisms, 

and assay schematics. 
● Evaluate and accurately correlate patient condition with laboratory values 
● Exhibit patient confidentiality within Health Insurance Portability and Accountability Act parameters. 
● Demonstrate consistent safe practice within industry-level safety standards. 
● Demonstrate entry-level competency in performing laboratory procedures in the clinical setting. 
● Analyze and record test and quality control data within industry-level accuracy standards. 
● Discuss laboratory testing in terms of theory, technique, quality control, and interpretation. 
● Communicate effectively with patients, peers, and other members of the health care team. 

 
ESSENTIAL FUNCTIONS AND STANDARDS FOR SUCCESSFUL PERFORMANCE 
 
To successfully complete the classroom and clinical components of the program, the student enrolled in the 
MLT program must, 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 eight-hour period of 

time. Assimilate and apply knowledge acquired through lectures, discussions and readings.  
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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 COMPLIANCE 
 
All students admitted to the Medical Laboratory Technology Program are required to stay up to date with 
clinical compliance for the purpose of clinical internships. This includes: 

o Background check 
o Drug test (within last 6 months) 
o Current PPD (valid for one year) 
o Current vaccines to include the following: 

1. Current Tdap 
2. Proof of MMR immunity 
3. Proof of Varicella immunity 
4. Hepatitis B (see details below) 
5. Flu vaccine (during flu season) 

 
Because students may be at risk for acquiring hepatitis B viral infection, it is strongly recommended that 
students be vaccinated with hepatitis B vaccine prior to clinical internships. Those who do not wish to receive 
the hepatitis B vaccine upon entry into the program must sign a declination form to this effect and may be asked 
to provide additional documentation or they may be withdrawn from the program. 
It is the responsibility of the student to upload documentation to American DataBank providing proof of 
clinical compliance. 
 
ACADEMIC ADVISING 
 
Each student is advised to meet with a MLT faculty member for academic planning.  The student and advisor 
will develop an individualized plan of study.   

Note: It is the responsibility of the student to meet with the faculty advisor  
for curriculum planning and advising throughout the program. All meetings are confidential. 

 
COURSES 
 
Students must demonstrate competency and achieve at least a C or better in each MLT course in order to 
successfully complete program requirements. 

● For a description of MLT program courses, please see the college catalog. 
● For a description of content and expectations relating to a specific MLT course, please see course 

syllabi. 
● For a description of clinical policies and expectations, please see the MLT clinical handbook. 
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CURRICULUM 
 
A minimum final grade of “C” is required in all listed courses unless otherwise indicated. 

SEMESTER COURSE COURSE NAME CREDITS NOTES 

PRE-
REQUISITES 

SDV 100 College Success Skills 1.0 
Must 

complet
e prior 

to 
admissio

n 

ENG 111 College Composition I 3.0 
BIO 145 Basic Human Anatomy and Physiology 4.0 

CHM 101 Introductory Chemistry 4.0 
PSY 200 
or PSY 

230 

Principles of Psychology or 
Developmental Psychology 3.0 

SEMESTER 1 
(SPRING) 

BIO 150 Microbiology for Health Science 4.0  
MTH 154 Quantitative Reasoning 3.0  

MDL 100 Introduction to Medical Laboratory 
Technology 2.0  

MDL 105 Phlebotomy 3.0  
MDL 196 On-site Phlebotomy training 1.0  
MDL 260 Laboratory Instrumentation 2.0  

SEMESTER 2 
(SUMMER) 

MDL 140 Urinalysis 2.0  
PHI 

220/227 Ethics or Biomedical Ethics 3.0  

SEMESTER 3 
(FALL) 

MDL 125 Clinical Hematology I 3.0  
MDL 210 Immunology and Serology 3.0  
MDL 251 Clinical Microbiology I 3.0  
MDL 261 Clinical Chemistry & Instrumentation I 4.0  

SEMESTER 4 
(SPRING) 

MDL 216 Blood Banking 4.0  
MDL 225 Clinical Hematology II 3.0  
MDL 252 Clinical Microbiology II 3.0  

MDL 262 Clinical Chemistry & Instrumentation II -
Civic Engagement 4.0  

SEMESTER 5 
(SUMMER) 

MDL 298  Seminar  3.0  
MDL 190 Coordinated Internship 3.0  
MDL 290 Clinical Internship 3.0  

Total  71  
 
ACADEMIC STANDARDS 
 
The college requires an overall 2.0 GPA (on a 4.0 scale) to graduate with an associate degree. The Medical 
Laboratory program encourages students to maintain a minimum 3.0 GPA in all MLT courses and successfully 
demonstrate competency in designated clinical skills before placement in clinical internships. 
     A = 90 - 100 
     B = 80 - 89.5 
     C = 70 - 79.5 
     D = 60 - 69.5 
     F = 59.5 and below 
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ACADEMIC GRIEVANCES 
 
An academic grievance is an appeal of a final course grade or dismissal from an academic program. The policy 
and procedure on student grievances can be found in the College Catalog: 
http://catalog.pvcc.edu/content.php?catoid=4&navoid=389#student-grievances 
 
REPEATING COURSES 
 

● MDL classes with part I and part II must have successfully completed part I prior to attempting part II. 
● A student may repeat an MDL course once. 
● A student who earns a W, D, or F after repeating the same MDL course or in any two MDL courses 

may be dismissed from the program. 
● Readmission into the Medical Laboratory program will be determined by the faculty members on a case-

by-case basis. The competitive admission criteria will apply. 
 
UNSATISFACTORY (U) 
 
An Unsatisfactory is assigned to students who fail to adhere to the policies stated within the clinical and MLT 
student handbooks.  Three (3) Unsatisfactory marks during the program will result in dismissal from the 
program.  An Unsatisfactory could include but is not limited to: 

1. Accepting gratuities from patients. 
2. An unexcused absence 
3. Attending clinicals without advanced permission from MLT faculty. 
4. Failing to keep current with clinical compliance requirements. 
5. Failing to obtain direct supervision from a clinical instructor when a repeat is required. 
6. Sleeping during a clinical assignment. 
7. Using inappropriate language, gestures, or displaying overall disrespectful behavior during the course of 

this program. 
8. Insubordination  
9. Leaving an assigned clinical area for any reason other than lunch or scheduled break time without prior 

approval from program faculty or clinical instructor.   
o This could result in immediate dismissal from the program. *See ‘Criteria for Dismissal from 

the Program. (All students must follow the clinical schedule posted in Platinum Planner unless 
they have received written permission from the program’s Clinical Coordinator). 

10. See section on ‘Criteria for Dismissal from the Medical Laboratory Technology Program’ in section 
below. Any reason stated under this section may also be cause to be assigned an Unsatisfactory unless 
otherwise determined that dismissal is appropriate. 
 

 
INTELLECTUAL DISHONESTY 
 
It is the policy of the MLT Program and the College that intellectual dishonesty in any form (giving or receiving 
aid on tests or other written assignments, plagiarism on written assignments, professional dishonesty in the 
clinical setting) will not be tolerated.  If the instructor determines that a student has been intellectually 
dishonest, the instructor will award the student a "0%" for the specific task/assignment determined to have been 

http://catalog.pvcc.edu/content.php?catoid=4&navoid=389#student-grievances
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dishonestly accomplished. This may result in a failing grade for the course or dismissal from the program. For a 
full description of Intellectual Dishonesty policies and procedures, refer to the College Catalog. 
 
ZOOM MEETING ETIQUETTE (Participants) 
 

● Preparation: Re-read any instructions the host may have posted or sent such as to review documents 
prior to the meeting. Be on time. Check to see if the meeting will be recorded if you cannot attend. 

● Position your camera properly: If you choose to use a web camera, be sure it is in a stable position, 
focused on eye level and at least an arm’s length from the screen. Doing so helps create a more direct 
sense of engagement with other participants. If you are not using a camera and opt to use a still photo, be 
sure it is professional. If using a virtual background, be sure it is appropriate for a professional setting. 

● Muting: To help keep background noise to a minimum, make sure you mute your microphone when you 
are not speaking if the host has not already done so. 

● Chat: Be mindful not to use the chat area to distract from the current speaker. Use chat for its intended 
purpose as directed by the host or moderator. Be aware that private chats can be seen by the host and are 
saved along with the metadata for any Zoom session. 

● Be aware of background noise: When your microphone is not muted, avoid activities that could create 
additional noise. 

● Screenshare: Never share your screen unless given permission by the host. 
● Avoid multitasking and Limit Distractions: You can make it easier to focus on the meeting by turning 

off devices or running apps. You'll retain the discussion better if you refrain from replying to emails or 
text messages during the meeting. 

● Prepare materials in advance: If you will be sharing content during the meeting, make sure you have the 
files and/or links ready to go before the meeting begins. 

● Observe professionalism: Avoid interrupting others, keep comments civil and respectful. If the meeting 
brings up issues that are not germane to the meeting’s topic, arrange to have a separate discussion at a 
later time with the appropriate parties. 
 

CLASSROOM LABORATORY (ON-CAMPUS)  
 
The classroom laboratory for MLT students is located in the Keats Building, Room K208.  On occasion, K205 
may be used. This is a shared space with the biology classes. If access to the lab is needed outside of class time, 
students must obtain permission from the instructor. No eating or drinking is allowed inside the classroom. Low 
heel, closed toed shoes must be worn. Long hair must be tied back. Fingernails should be kept at medium length 
or shorter. Dangling jewelry, scarves, and ties must be contained within PPE or removed. Students will be 
issued a disposable lab coat to wear during lab sessions. At times protective eyewear may be needed. 
 
A copy of the MLT Safety Policy is located in K208. 
 
CLINICAL INTERNSHIP (OFF-CAMPUS) 
 
Clinical laboratory experiences are determined by the Program Director, who will select the facility best able to 
meet learning needs. Arrangements for transportation and parking to the clinical facility must be planned by 
each student. 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 
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based on 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. 
  
Students will be notified of assignments for clinical laboratory experiences via email and the sponsoring site 
will be responsible for assigning the clinical schedule. Students are not permitted to leave their assigned clinical 
site except for emergencies.  If a student needs to leave their assigned clinical site, they must inform the MLT 
Program Director and receive permission to do so. Clinical Instructors or department supervisors may dismiss a 
student from a clinical site for the following reasons: 

● Incomplete uniform requirements to include: 
o ID badge 
o Clinical uniform (to include program patch) 
o Acceptable clinical shoes 

● Disrespectful behavior or Insubordination (failure to follow given instructions) 
 
Our program is legally contracted with each clinical affiliate site and is in agreement with each site to ensure 
that our students are fully compliant and are covered under our college’s liability insurance.  Therefore, students 
are not permitted to attend a clinical site that they have not been assigned to unless they have received written 
permission from the PVCC MLT Program faculty.  Should a student be found attending a clinical area without 
permission from the PVCC MLT Program faculty, they will be dismissed from the program. 
 
COMMUNICATIONS 
 
Lines of Communication:  Throughout the college, the avenues of communication for students to express their 
concerns, problems or questions begin with the faculty members who teach a course and the course coordinator.  
If satisfaction is not obtained, refer to the MLT Program Director (Patricia Rinald), Dean of Health and Life 
Sciences (Nicole Winkler), V.P. for Instruction and Student Services (Dr. John Donnelly) or College President 
(Dr. Jean Runyon) in that order.  
  
Any individual student or group of students in the MLT Program who wish to express their concerns or 
questions are encouraged to do so at any time. Valid suggestions for change are always welcome and will be 
shared with the entire MLT faculty. These suggestions should be provided through the students’ class 
representatives to the MLT Advisory Committee. 
 
Evaluation Forms: At specific intervals, the Medical Laboratory Technology Program utilizes course/program 
evaluation forms to elicit information from students which will help to make improvements in the program.  
Please use these forms to improve your program through constructive evaluations of the program and its 
faculty.  Forms can be found electronically for each course on Canvas. 
 
Student Representation:  One (1) representative to the Advisory Committee will be selected from each cohort.  
Attendance is expected at bi-annual meetings as scheduled by the Advisory Committee Chairperson.  These 
representatives shall attend scheduled meetings, provide input into discussion and decisions relating to matters 
of the Medical Laboratory Technology Program curriculum and instruction, and report regularly to the members 
of their class. 
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Division Administration 
The division administrative assistants help the Division Dean and faculty with communication concerns of the 
division.  In addition, they relay phone messages to faculty and assist faculty with written communications. 
 
Under no circumstances should any student in this program impose upon them (1) to provide extra copies of any 
materials which have been distributed in class; or (2) to duplicate materials related to class or clinical 
assignments; or (3) to use the phone unless it is for an EMERGENCY call. 
 
Faculty Mailboxes 
 
Written communication to a faculty member should be given to the division administrative assistants, who will 
then place it in the appropriate faculty mailbox. 
 
COUNSELING AND GUIDANCE SERVICES 
 
The MLT faculty will be available to help students plan their MLT program course work.  In addition, the 
instructors in each of the MLT courses will periodically review student progress.  If a student has a problem 
related to class work or clinical laboratory performance, the course instructors will welcome the opportunity to 
discuss this during scheduled office hours.  Problems of a personal nature such as difficulties in courses other 
than MLT, family, home, social life, or finances, may be discussed with either a MLT faculty member or an 
advisor in the Student Success Office.  Confidentiality procedures apply to any matter discussed with a college 
advisor or MLT faculty member. 
 
DRESS CODE STANDARDS  
 
Students admitted to the MLT program are advised to dress professionally at all times.  The MLT Program and 
its faculty are committed to preparing students to become professionals.  It is highly discouraged for students to 
attend class or functions of the college wearing the following: 
 

● Pajamas 
● Clothing that would be considered revealing, provocative, or see-through. 
● Open toed or heeled shoes. Foot should be entirely covered. 

 
The program does understand that students may need to come to class prepared to go to work afterward, which 
may require them to wear work uniforms, work-out attire, or other items to class.  If a student is unsure if their 
clothing is appropriate for class, they are encouraged to ask the instructor. 
*For clinical uniform policies, please refer to the MLT Clinical Handbook. 
 
EMAIL ETIQUETTE 
 
Students are required to check their PVCC email daily to stay informed of current and occasionally emergent 
information regarding the program and its function.   
 
Students are encouraged to communicate with program faculty via PVCC email with the following 
considerations: 
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● Address the faculty member by name: For example: 

Good morning Ms. Rinald, 
● Use entire sentences:  For example: 

I am emailing you today because……. 
● At minimum, sign your first and last name. 

Regards, Katelyn Turner 
 
Students are discouraged from using ‘texting language’ (i.e. acronyms and slang) when emailing program 
faculty.  A student may ask the MLT Program faculty for a letter of reference when looking for employment in 
the field of medical laboratory science during the course of the program or afterward, and professionalism is 
something that the program faculty will consider.  *See the policy on ‘Reference Requests’ in this handbook. 
 
Acceptable example: 
 Good afternoon Katelyn, 
 I’m emailing you because I have misplaced my clinical marker and am unsure if I will be able to locate   
 it before my next clinical rotation.  Please advise how you would like me to proceed.   
 Thanks, 
 Stephanie 
Unacceptable example: 
 Hey, 
 I can’t find my marker lol.  What to do?  Ikr 
 Annie 
 
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. 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.  
 
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. 
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UNIFORMS AND EQUIPMENT 
 
Each student is responsible for purchasing the following items:  textbooks, solid gray scrubs, program patches, 
comfortable work shoes (clean athletic shoes or nursing type shoes are acceptable), and school supplies. All 
items, except required apparel, are available in the college bookstore. 
 
 
ESTIMATED STUDENT EXPENSES (in addition to college tuition and fees) 
 
 

Books $1000 

Scrubs  (2 sets)  $100 

Patches for Scrub Shirts $12 

Background Check and Drug Screen $300 

Certification (not required for graduation) $215 
 
 
FINANCIAL ASSISTANCE 
 
It is the desire of Piedmont Virginia Community College that no qualified student be denied the opportunity of 
college attendance because of a financial need.  The College has many sources of financial aid, including 
programs funded by the Federal Government and the Commonwealth of Virginia. 
 
Students wishing to apply for financial assistance should secure a brochure giving detailed information about 
the various programs and an application for financial aid from the Financial Aid Officer at the College. 
 
 
HOSPITALIZATION/INSURANCE 
 
MLT students are also responsible for hospitalization costs or other medical expenses should an 
accident/illness occur while enrolled in the Medical Laboratory Technology Program.   
NOTE: THE COLLEGE AND/OR CLINICAL AGENCIES ARE NOT RESPONSIBLE FOR 
INJURIES OR ILLNESS INCURRED IN THE CLINICAL SETTING. 
 
INVASIVE PROCEDURES BY PVCC MLT STUDENTS 
 
Students enrolled in PVCC's MLT Program may NOT perform venipuncture procedures and capillary puncture 
on each other to improve their skills and comfort level with these procedures without proper supervision. By 
signing the student verification form, students acknowledge their understanding of this policy and accept 
personal responsibility to observe it. 
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NEEDLE STICK POLICY 
 
In the event a student experiences a needle stick or sharps injury, it is required that the student do the following:   
 
1. Report the incident immediately to the manager / lead tech in the clinical rotation for which the student is 

attending. 

2. Follow the clinical department’s protocol for immediate action. 

3. File a Maxient incident report with the Clinical Coordinator or Program Director the same day of the 

occurrence. An email describing the event in detail to the Clinical Coordinator or Program Director would 

suffice.  

4. Have blood drawn to test for HIV, hepatitis, and other bloodborne diseases. If the hospital does not agree to 

treat the student through employee health services, the student will incur the cost of any testing.  

5. The Program Director must contact the Division Dean with incident information and report.  

6. The student must follow up with the Program Director with test results. 

 

PERSONAL APPEARANCE AND BEHAVIOR POLICY 

 
The appearance of all MLT students must conform to the highest standards of cleanliness, neatness, good taste, 
and safety.  Adherence to these standards is essential.  In cases where personal hygiene, grooming and dress do 
not meet these standards, the clinical staff or clinical instructor will contact the MLT Program Director.  If this 
remains a problem, the student may be asked to withdraw from the program.  *Please refer to the Dress Code 
Policy in this handbook. 
 
When disruptive or otherwise unacceptable behavior occurs in a classroom, clinical, or lab, the instructor may 
immediately require the student causing the disruption to leave the instructional setting.  
 
It is the student's responsibility to contact the instructor as soon as possible and to attempt to reconcile the 
problem before the next clinical, class or lab.  If the situation is not resolved, or a student has previously been 
removed from the class or when the behavior is a serious violation of the rights of others such as incidents 
involving the use or threat of violence or other acts of hostility (such as cursing, raising a hand as if to strike 
out, etc.), the faculty member may deny the student's return to the course.  In these cases, the faculty member 
must make a written charge to the Dean of Student Services that proposes the removal of the student from the 
course and subsequently, from the program.   
 
Additionally, if deemed appropriate, the program faculty may propose an institutional sanction, the most severe 
being permanent dismissal from the college.  Once a charge is filed, the case will be settled by following the 
college's procedures for making and hearing charges against students. 
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PERSONAL TIME OFF 
 
Personal time/leave should be taken during scheduled breaks and between semesters. We understand that events 
do arise within the regular semester when students may need to take personal time. It is imperative that students 
contact the Program Director as soon as possible when the emergency situation is known. 
 
 
SICK LEAVE/ MEDICAL LEAVE 
 
Sick leave is provided when a student is absent for an extended amount of time due to illness or injury. If the 
student must miss clinical due to illness, the student must report to the Program Director and to the assigned 
clinical area prior to the start time of the clinical rotation.   
 
If a student must miss more than two days of clinical time for an illness, the student will be required to bring in 
a doctor’s excuse.  In addition, the student must complete a clinical make-up hours agreement in Trajecsys upon 
returning to the program and schedule the make-up of clinical hours with the Clinical Coordinator and clinical 
site according to the make-up time policy (see Medical Laboratory Technology Clinical Handbook). 
 
PROFESSIONAL CONDUCT STATEMENT 
 
If a student is found using inappropriate language, gestures, or displaying disrespectful behavior during the 
course of this program, they may be placed on probation or dismissed from the program, 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.    
 
*Please refer to the personal appearance and behavior policy in this handbook.   
 
REFERENCE REQUESTS 
 
During the course of the program, a student may ask the program faculty for a letter of reference.  The program 
faculty reserves the right to endorse a student with a letter of reference or decline this request.  Obviously, 
program performance, behavior, work ethic, didactic and clinical competency are all considered when faculty 
are asked to complete a letter of reference on behalf of a student.   
 
Should an MLT faculty member decide to provide a letter of reference for a student, a reference letter will either 
be directly sent to the employer/program head or will be given to the student in a sealed envelope.   
 
Note: Students who request a letter of reference from faculty are asked to do so via email and give at least two 
weeks prior to the date the reference letter must be submitted.   
 
RELEASE AND CONFIDENTIALITY OF STUDENT RECORDS 
 
The Medical Laboratory Technology Program policy on release and confidentiality of student records is 
consistent with that of the College. Every endeavor is made to keep the student's record confidential and out of 
the hands of those who would use it for other than legitimate purposes.  All members of the faculty 
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administration and clerical staff must respect confidential information about students which they acquire in the 
course of their work.   
 
At the same time, the program should be flexible enough in its policies not to hinder the student, the institution, 
or the community in their legitimate pursuits.  This policy is intended to fully comply with The Family 
Educational Rights and Privacy Act of 1974, Pub. L.90-247, as amended. 
 
A. Disclosure to the Student 

1. With regard to a student's access to their own records, it is assumed that a major purpose of a student's 
record is to aid in the personal and academic growth of that student.  

The following generally lists the types of records maintained in the Medical Laboratory Technology 
Program files: 
a. Medical Laboratory Technology Program application 
b. Medical Health Record 
c.  Documentation of criminal background and drug screening clearance 
d. Documentation of successful completion of clinical competencies 
e. Clinical evaluation form(s) (available in Platinum Planner). 
f. Progress reports 
g. Correspondence 
h. Documentation of Declination of Hepatitis B Vaccination (if appropriate) 

B. Request to Amend Educational Records (see college catalog for procedure.) 
C. Right to a Hearing (see college catalog for procedure.) 
D. Disclosure to School Officials (see college catalog for procedure) 
 
Students wishing to review the contents of their MLT Program file will need to make an appointment with the 
Division Dean and indicate at that time the purpose of their appointment. The review must take place within 
thirty (30) days from the date of request. 
 
STUDENT ACTIVITIES 
 
At Piedmont Virginia Community College, student groups or clubs are organized through the coordinator of co-
curricular activities, under the jurisdiction of the Dean of Student Services.  A more detailed discussion of the 
regulations governing such student activities can be found in the current college catalog.  We strongly suggest 
that all students familiarize themselves with this information. 
 
PROFESSIONAL ORGANIZATIONS 
 
Students are eligible and encouraged to become student members of the American Society for Clinical 
Laboratory Science (ASCLS), Virginia Society for Clinical Laboratory Science (VSCLS), and the American 
Society for Clinical Pathology (ASCP). These memberships are low cost or free and help students connect with 
the profession. 
 
TUBERCULOSIS EXPOSURE POLICY 
 
During the course of the phlebotomy clinical experience, it is possible students could be exposed to tuberculosis 
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(TB). In the event a student is unknowingly exposed to TB, it is required the student do the following:   
 
1. Within 48 hours of notification that the student has been exposed to active Tuberculosis, the student must:  

● Notify the clinical coordinator/program director immediately by email.  
● Complete a Maxient incident report detailing what occurred and submit this report to the Clinical 

Coordinator and Program Director. [The link to the incidence report is found on the PVCC home 
page under “Report an Incident” in the Site Links] 

● Schedule an appointment with the Health Department to get a TB Skin Test (TB tests are free for 
anyone who has been exposed to TB).  

o Charlottesville Albemarle Health Department 
1138 Rose Hill Dr. #108 
Charlottesville, VA 22903 
434.972.6200 

● If the student has a cough, they must stop attending clinicals.  
2. The Program Director will complete a Maxient report and follow up with the student's submitted Maxient 

report.  
3. Within 120 hours of notification that the student has been exposed to active Tuberculosis, the student must:  

● Submit the TB results to the Clinical Compliance Coordinator.  
4. Ten weeks after the initial TB test, the student must: 

● Return to the Health Department to get an additional TB Skin Test.  
● Submit the results to the Clinical Compliance Coordinator. 

 
UNSUPERVISED MINORS ON COLLEGE PROPERTY 
 
Piedmont Virginia Community College cannot be responsible for the safety and welfare of unsupervised 
minors.  Minors must, therefore, not be left unattended while parents are working or attending classes at the 
college.  Minors are prohibited from any college classroom in which instructional activities are taking place.  
Parents of unsupervised minors shall be held responsible for any destruction of property or any disruption of the 
orderly function of the college that their children may cause. 
 
CRITERIA FOR DISMISSAL FROM THE MEDICAL LABORATORY TECHNOLOGY PROGRAM 
 
The Medical Laboratory Technology faculty members believe that the habits and work patterns which are 
established when an individual is a student will be carried over into the work setting when the transition is made 
to a graduate medical laboratory technician. Every effort should be exerted to establish positive patterns of 
professional behavior, which include arriving on time for each clinical assignment, notifying the instructor of 
tardiness or absence, and when indicated, contacting the appropriate instructor concerning make-up of work 
missed during an absence.  Of equal importance is the responsibility of the student to adhere to clinical 
compliance standards set for the program and college and keep all required vaccines, tests, and continuing 
education modules current. 
The following criteria may be used for the dismissal of any MLT student from the MLT program 
(regardless of a passing average):  
 

1. Unprofessional conduct which shall include but not be limited to:  
a. Abusing, neglecting, or abandoning patients/clients.  
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b. Actual or threatened hostile acts, including verbal abuse against patients, clinical agency staff 
members, fellow students, or PVCC faculty. 

c. Assuming duties and responsibilities without adequate training or when competency has not been 
maintained. 

d. Cheating on any assignment, quiz, test, or final exam in any course related to the Medical 
Laboratory Technology program as stated in the PVCC Student Handbook. 

e. Conduct considered unprofessional in accordance with the MLT policy on the Personal Conduct 
and Appearance Policy as well as the Professional Conduct Statement herein. 

f. Diverting supplies or equipment for personal and/or other unauthorized use. 
g. Failure to stay up to date with clinical compliance to include: 

i. Current PPD 
ii. Current required vaccines or providing required documentation for variance per clinical 

site 
iii. Required Workday learning modules or other HR paperwork that is required at each 

clinical site 
iv. Students who test positive for cannabis usage may still be barred from attending certain 

clinical sites, even if such use is consistent with a healthcare provider’s direction or 
prescription.  The clinical sites with which PVCC is affiliated maintain their own policies 
regarding drug use, and PVCC must follow those policies if our students are rotating 
there.  PVCC is not authorized to exempt students from these policies. If a student is 
barred from attending a clinical site due to medically prescribed cannabis usage, PVCC 
will attempt to place a student at an alternative clinical site.  If no alternative site is 
available, if an alternative placement would compromise the quality of education for the 
student, or if an alternative placement would compromise the equitable treatment of 
others in the program, the student may need to withdraw from the program. 

h. Failing to obtain direct supervision by a qualified technologist when not having the required 
competency in a procedure. 

i. Failure to maintain patient confidentiality. Students will observe all privacy and HIPAA 
regulations during classroom, laboratory, and clinical rotations. This includes but is not limited 
to: 

i. talking about a case (even with a family member) without patient’s express permission 
ii. writing in any form including Facebook and other social media 

iii. acting in a way that will allow information about a patient to be inferred 
iv. approaching a patient (friend, family, or acquaintance) in any setting and indicating 

awareness of their medical situation - unless they initiate the conversation. 
j. Falsifying or otherwise altering patient or agency records. 
k. Insubordination which can be defined as disrespectfulness towards authority figures and refusal 

to follow instructions. 
l. Leaving a clinical site for any reason other than lunch or scheduled breaks without the 

permission of the MLT Program faculty or clinical instructor. 
m. Performing acts beyond the limits of legal practice. 
n. Receiving three or more Unsatisfactory marks during the course of the program. 

2. Willful commission of any act which is a felony under the laws of the State or of the United States or 
any act which is a misdemeanor under such laws and involves moral turpitude.  
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3. Student MLT practices in a manner contrary to standards of ethics or in such a manner as to make the 
practice a danger to the health and welfare of patients or to the public.  

4. Inability to practice student medical laboratory with reasonable skill and safety to patients by reason of 
illness, excessive use of alcohol, drugs, narcotics, chemicals, or any other type of material or as a result 
of any mental or physical condition. 

5. Expulsion from a clinical site.  If a clinical affiliate site removes a student for any reason and asks that 
the student not return, the student will automatically be withdrawn from the program. 

6. Earning less than a 70% average two times in any MLT didactic or clinical course or earning less than 
70% in two separate MLT courses.  

a. If a student is withdrawn from the program for failure of a MLT didactic or clinical course, they 
will have one opportunity to apply for readmission. 
 

The student will be counseled and advised of any unacceptable behavior. Evidence of the conference will be 
documented and signed by the instructor and the student. All incidents will be brought to the attention of the 
Division Dean.  
 
Procedures for dismissal and appeal may be found in the Special Academic Policies section of the college 
catalog and the college student handbook. 
 
 
READMISSION TO THE MEDICAL LABORATORY TECHNOLOGY PROGRAM 
 
Students who fail to complete the program for academic or personal reasons may apply in writing to the MLT 
Program Director no later than November 1 for the spring semester in which the student is seeking readmission. 
In the letter, students are encouraged to state why they believe that they will be successful upon readmission 
and describe any actions they have taken to remedy weaknesses.  
 
Note: Students who do not provide this information will receive last consideration for readmission.  
 
Readmissions will be made on the basis of past performance in the theoretical and clinical components of MLT 
courses, curricular GPA, science GPA, and fulfillment of any contingencies outlined at the time of withdrawal. 
Students accepted for readmission will be ranked according to these criteria. Readmission is based on space 
available and is limited to one opportunity. 
 
WITHDRAWAL FROM PROGRAM OR COURSE 
 
MLT students are expected to notify the course instructor and MLT Program Director in writing of their 
intention to withdraw from any MLT course or from the MLT Program.  
 
The MLT Program Director will schedule an exit interview to discuss student concerns and to clarify reasons 
for withdrawal.  Students who withdraw must apply for re-admission according to the procedure outlined in the 
“Readmission to the Medical Laboratory Technology Program” policy in this handbook as well as the 
information booklet and college catalog. 
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GRADUATION 
 
1. Students should be sure all courses required for the Medical Laboratory Technology Program and adequate 

credits required for graduation are credited to transcript. 
2. Students must complete the Application for Graduation at the beginning of the semester in which they 

intend to graduate and submit it to the Admissions and Records office.  Watch carefully for emails from the 
registrar with the graduation application deadline date. 

Upon successful completion of all Medical Laboratory Technology Program curriculum requirements, the 
student will become a candidate for the Associate Degree in Applied Science.  This degree will be awarded at 
the formal graduation ceremony held by the college. The issuing of the A.A.S. degree in Medical Laboratory 
Technology is not contingent upon passing any type of external certification or licensure examination. 
A pinning ceremony will be held prior to the college graduation ceremony. All medical laboratory students are 
encouraged to attend the Pinning Ceremony for the 2nd year students while enrolled in their 1st year of the 
program as well as their own Pinning Ceremony. 
 
APPLICATION FOR THE AMERICAN SOCIETY FOR CLINICAL PATHOLOGY MEDICAL 
LABORATORY TECHNICIAN CERTIFICATION EXAM 
 
1. It is highly recommended that graduates sit for the ASCP Board of Certification examination as soon after 

graduation as possible. 
2. New applicants must create an ASCP account at ASCP - American Society for Clinical Pathology. Click on 

Login and follow the prompt for creating an account  
3. Candidates for the exam must complete and submit the application materials along with an exam fee of 

$215.00 (effective June 21, 2022). The exam fee is non-refundable. The BOC will review the application 
and notify the applicant if they are eligible or not. The BOC will not determine eligibility without a 
complete application packet. 

4. Upon notification of an accepted application, the applicant may schedule an appointment at a Pearson VUE 
Test Center of their choice for the examination period assigned. There are locations in Richmond and 
Lynchburg. 

5. The BOC uses computer adaptive testing. The test consists of 100 questions and is 2 hours and 30 minutes 
in length. The preliminary test result (pass/fail) will appear on the computer screen. A notification of the 
exam score will be sent within four business days after the exam. 

6. If the applicant is unsuccessful, reapplication can be made after receipt of the examination score. 
Resubmission of documentation is not needed. The new exam period will start 90 days after the last 
eligibility window began. You are permitted to take the exam 5 times under one eligibility route. 

 
STATEMENT REGARDING THE FLU VACCINE 
 
The PVCC MLT Program strongly recommends that all MLT students receive the flu vaccine on or before the 
declared flu season. It is a requirement to receive the flu vaccine at the clinical sites.  A student may only 
decline this vaccine if they have documented religious reasons or are at health risk as documented by a qualified 
physician. Should a student decline this vaccination, they may be required to provide additional documentation.   
Should the student refuse to provide additional documentation, they may be administratively withdrawn from 
the program. 

https://www.ascp.org/content
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RECEIPT AND ACCEPTANCE OF RESPONSIBILITY 
 
As stated in the introductory letter, we have prepared these policies and procedures to assist students in the 
successful completion of the MLT Program.  We expect students to become thoroughly familiar with this 
handbook and to keep it available for ready reference. 
 
If students have difficulty understanding anything in this handbook, the Piedmont Virginia Community College 
Catalog, the Piedmont Virginia Community College Student Handbook or MLT course syllabi, they should 
consult a faculty member or the MLT Program Director. 
 
 
By signing the student verification form, students accept responsibility for the policies and procedures 
contained in this handbook. 
 

PVCC MEDICAL LABORATORY TECHNOLOGY PROGRAM ADMISSION STUDENT 
VERIFICATION 

 
Name (printed)_________________________________________ Student ID#______________________ 
 
VCCS email address _______________________________________________@email.vccs.edu 
 

REMINDER:  ALL OFFICIAL SCHOOL EMAIL MESSAGES ARE SENT  
TO VCCS EMAIL ACCOUNTS ONLY. 

 
I verify that I must have the following documentation on file in the Medical Laboratory Technology office by 
May 1st.   If my file is not complete, I will not be able to begin clinical and will receive an Unsatisfactory for 
one clinical day. 
 

• Physical form completed and signed by physician with documentation of appropriate immunizations and/or titers 
• Annual PPD kept current through August 30, 2024, with negative result or record of negative chest x-ray 
• Hepatitis B vaccine or titer verification of immunity or signed declination form 
• Completion of hospital web-based Workday learning modules (mandatory) for clinical affiliate sites who require 

these. 
• Completion of mandatory Criminal Background check and Drug Screening verification 

  
Also, I verify that I have carefully read and am responsible for all of the following: 
 

• I acknowledge that email and Canvas are the official modes of communication for the program, and I am 
responsible for correcting problems and reviewing email messages and Canvas throughout the semester beginning 
one week before classes start. I acknowledge that I am responsible for using my VCCS email account for all 
school-related communication. 

• I acknowledge that it is my responsibility to regularly meet with my faculty advisor for academic planning. 
• I acknowledge I am responsible for knowing and following the requirements and policies of the Medical 

Laboratory Technology Student Handbook, the Medical Laboratory Technology Clinical Handbook, the Piedmont 

mailto:_________________@email.vccs.edu
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Virginia Community College Catalog, the Piedmont Virginia Community College Student Handbook and all 
MLT course syllabi. 

• I acknowledge that clinical agencies with which I work as a student may have policies including but not limited to 
drug testing, immunizations, criminal background checks and manner of dress or appearance and that I am 
responsible for knowing and following these policies. 

• I understand that if I am arrested, I must report that arrest to the Medical Laboratory Technology Program 
Director or Dean of Health and Life Sciences prior to returning to class. 

 
My signature indicates that I am in compliance with all the conditions and policies stated above and in 
the PVCC Medical Laboratory Technology Handbook. 
 
Signature _______________________________________  Date ___________________ 
 
 
HEPATITIS B VACCINE DECLINATION 
 
I understand that because I am a medical laboratory technology student I may be exposed to blood or other 
potentially infectious materials and therefore may be at risk of acquiring hepatitis B (HBV) infection. 
 
I understand that the PVCC MLT program strongly recommends that all MLT students receive the hepatitis 
vaccine prior to beginning the clinical component of the program.  I understand that by declining this vaccine, I 
continue to be at risk of acquiring hepatitis B, a serious disease. 
 
I understand that I may decide to receive the hepatitis B vaccination at a later date, and that if I do so, I will 
promptly provide the Health and Life Sciences division office with documentation of my vaccination. 
 
 
_____________________   _______________________________________ 
 DATE          PRINTED NAME 
 
 
STUDENT SIGNATURE _____________________________________________________ 
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