TRINITY VALLEY COMMUNITY COLLEGE

HEALTH OCCUPATIONS DIVISION

COMMENDATION RECORD/COUNSELING RECORD/CONTRACT/DISMISSAL POLICY

These records are a written form of documentation that is used in the classroom, skills laboratory and clinical.

COMMENDATION RECORD

This document is to be used when a detailed explanation of positive behavior is warranted.

The instructor and/or the student use the commendation record to acknowledge positive behaviors.  It should be read and signed by both the instructor and student.  A copy is given to the student.

The commendation record will:

1. Contain specific behaviors that are commendable.

2. List action taken, if applicable (i.e. nominating a student for honors, etc.)

3. Become a part of a student's file.

COUNSELING RECORD

This document is to be used when a detailed explanation of observed behavior is needed.

The instructor uses the counseling record as a means to make the student aware of behaviors that cause concern.  This documentation is given to the student to read and sign and a copy is provided for the student.  The student has the right to record their perception of the behavior.  

The counseling record:

1. Will contain specific actions to alter certain behavior.

2. Will become a part of the student's file.

3. Is not used as a form of punishment.

CONTRACT

Contracts are written when persistent behavior, as documented on counseling records, indicates a potential for dismissal from the course.  Examples include, but are not limited to, dishonesty, cheating, drug misuse/abuse, behavior that reflects unfavorably on the school or fellow students, theft, excessive absences, sexual harassment, or unsafe patient care.

The contract:

1. Specifies the problem.

2. States a plan in measurable terms.

3. Identifies a time frame for completion and evaluation.

4. Becomes a part of the student's file.

This documentation is given to the student to read and sign, and a copy is provided for the student.  The student has the right to record their perception of the behavior.  Students have 24 hours to appeal the contract stipulations with the TVCC judicial review officer.  
Certain behaviors causing concern require documentation on a counseling record.  Repeated behavior will result in a contract, meaning the student is on probation.  Behavior of a grave nature may require the completion of a contract without prior documentation on a counseling record.  

DISMISSAL

If a student fails to meet the stipulations of a contract, and the contract stipulates that failure to meet the stipulations of the contract may result in an unsatisfactory in the course, the faculty member or faculty team will meet to determine if the behavior warrants an unsatisfactory rating.  If the decision is made to award an unsatisfactory rating in the course, the student will be dismissed from the course. The student may no longer attend clinical.  If it is before the drop date, the student has the option to withdraw from the course. If a student is dismissed from the course for unsafe performance or inappropriate behavior, the faculty team will meet and determine if the violations are severe enough to warrant dismissal from the program and deny readmission or whether readmission will be permitted and what stipulations will be required for re-admittance. If dismissal is warranted, a dismissal form will be completed.  Students dismissed from a course for dishonesty will automatically be dismissed from the program and not be permitted to transfer to another health occupations program at TVCC.  

Other behaviors of an extremely grave nature may require dismissal from the program without any counseling record or contract documentation.  If this situation occurs, the student will be placed on suspension using a contract form, pending investigation of the situation. This suspension may be from class, skills, and/or clinical, depending on the situation. The decision to dismiss a student from the program without a previous contract rests with the faculty and the Health Science Center Provost.  Students have 24 hours to appeal a decision of dismissal with the TVCC Judicial Review Officer. 
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                             Revised 03/17
TRINITY VALLEY COMMUNITY COLLEGE

HEALTH OCCUPATIONS DIVISION

INDIVIDUAL STUDENT – FACULTY COMMENDATION RECORD

Name:  ___________________________________
Level: _____________________________
Reason for commendation:

Student signature: _______________________________________________________________
Faculty signature: _______________________________________________________________
Date/time: ____________________________________________________________________
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Reviewed 03/17
TRINITY VALLEY COMMUNITY COLLEGE

HEALTH OCCUPATIONS DIVISION

COUNSELING RECORD
Name:  ___________________________________
Level: ______________________________
Date and Time: _________________________________________________________________
Problem:

Planned Action:

This is an official warning.  Further incidents could be grounds for contract. The student has 24 hours to appeal this with the TVCC Judicial Officer, Harold Jones at hjones@tvcc.edu. 
Student Signature: ______________________________________________________________
Instructor Signature: ____________________________________________________________
Date: _________________________________________________________________________
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Reviewed 03/17
TRINITY VALLEY COMMUNITY COLLEGE

HEALTH OCCUPATIONS DIVISION

CONTRACT
Student Name: ____________________________________ Date: ______________________

Instructor: ________________________________________ Course: ____________________

I. Area of Concern (Specific problem)

II. Plan of Stipulations (Steps to alleviate)

III. Time frame to complete and to evaluate

IV. Consequences if stipulations are not met

I, _______________________ have read and understand the above stipulations and have been offered an opportunity to write my comments on the back of this form.  I have also been advised of my rights as a student and I understand the charges against me. 
Please check one:  


[image: image1]  I agree to the sanctions listed here and waive my right to further appeal. 


[image: image2]  I wish to reserve my right to appeal and understand that I have 24 hours to file that appeal with the TVCC judicial officer, Harold Jones at hjones@tvcc.edu.
Student Signature: __________________________________
Date: __________________

Instructor Signature: ________________________________
Date: __________________

Provost Signature: __________________________________
Date: __________________

Student's Comments (Optional):
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Reviewed 03/17
TRINITY VALLEY COMMUNITY COLLEGE

HEALTH OCCUPATIONS DIVISION

DISMISSAL FORM
Student Name: ______________________________________ Date: _____________________
Instructor: __________________________________________ Course: ___________________
1. Documentation of: 

a.) Failure to Meet Conditions of Contract (Date: _______) OR 

b.) Specific Area of Concern of Extremely Grave Nature OR
c.) Less than 70% average on theory course exams before clinical in Level I of VN Program

2. Decisions of the Faculty Team/Program Coordinator:

a. Student will receive an unsatisfactory in the following course: ____________________

Student may drop if it is before the official drop date.

Student may no longer attend clinical.

Student will not pass all courses concurrently and may not progress to the next level.

b. Student is eligible for readmission into the ____________ program.

Stipulations for readmission are:

c. Student is ineligible for readmission into the  _______________ program because:

_____  1.)  he/she has already had one readmission.

_____  2.)  the unsafe performance/inappropriate behavior warrants dismissal from the 



       program.

_____  3.)  the dismissal was for violation of the Honesty Policy.


_____  4.)  other: ________________________

d. Other faculty recommendations:

I, _______________________ have been notified of my dismissal and have been offered an opportunity to write my comments on the back of this form.  I understand the TVCC Grievance Policy.  I understand that I have 24 hours to file an appeal with the TVCC judicial officer, Harold Jones at hjones@tvcc.edu
Student Signature: _________________________________
Date: __________________

Instructor Signature: ________________________________
Date: __________________

Provost Signature: _________________________________
Date: __________________

Student's Comments (Optional):
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