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History
The initial Paramedic program sponsored by the Cape Girardeau Career and Technology Center
(Cape Girardeau Area Vocational Technical School at the time) began in the fall of 1984. The
program director and primary instructor of this first program was Bill Kasting EMT-P. This
initial program was initiated to determine if there was an interest in the community for prehospital emergency care training. The response was very favorable and following the licensure
of those first students, it was determined to initiate a one year Paramedic program at the Cape
Girardeau Area Vocational Technical School. The program was continued in August 1985 with
a permanent program being added to the school in 1987. With incorporation of the Paramedic
program other programs involving pre-hospital care were also initiated. Other programs
included the First Responder and Emergency Medical Technician programs. The program is
fully accredited by the Missouri Department of Elementary and Secondary Education and the
Department of Health and Senior Services Bureau of Emergency Medical Services. The
program was expanded in the fall of 2001 to the new National Standard Curriculum by Randy
Everett EMT-P, the second EMS program director for the program.
Brian Wilcox, RN, EMT-P, TNS assumed responsibility as the Program Director of the EMS
programs at Cape Girardeau Career and Technology Center July of 2010. In October of 2010
the process of the Paramedic Program becoming nationally accredited was initiated in an attept
to improve the program and better prepare the students for a career as paramedics. On January
19, 2012 the Cape Girardeau Career and Technology Center became the second nationally
accredeted Paramedic program in Missouri.
Throughout the years the paramedic program has continually maintained a pass rate that is
higher than the national average on the National Registry Examination and has continued to
improve the quality of education for pre-hospital health care providers in Missouri and
Southern Illinois.
Accreditation
Council on Occupational Education
7840 Roswell Road
Building 300 Suite 325
Atlanta, GA 30350
800-917-2081

Commission on Accreditation of
Allied Health Programs (CAAHEP)
1361 Park Street
Clearwater Florida, 33756
727-210-2350

Missouri Bureau of EMS
Terry Ellsworth
Chief, Bureau of EMS
Missouri Department of health and Senior Services
920 Wildwood
Jefferson City, MO 65109
573-751-6356
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Institutional Certifications
Upon successful completion of any Cape Girardeau Career and Technology Emergency
Medical Services (CTC EMS) program, a certificate of completion will be awarded to the
student. Completion of the program includes all clinical and internship rotations as well as
classroom and lab requirements. Students will also be eligible to take the National Registry of
EMT certification exams for Emergency Medical Technician or Paramedic.

Mission
The Cape Girardeau Career and Technology Center will provide high quality educational
programs, resources, and practical experiences to meet the evolving needs of secondary
students, post-secondary students, and area industry. Our Center will be a vital contributor to
the continued economic development of the region.

Vision
The Cape Girardeau Career & Technology Center will provide an environment for students to
make career connections through education and training.

Values








Design real-world experiences that allow students to achieve their highest potential
Enable students to achieve 21st century skills through hands-on learning
Stimulate the development of leadership qualities and team building
Foster the development of problem solving and continuous learning
Encourage work standards of the highest ethics and integrity
Develop and utilize appropriate occupational safety practices
Provide direction for further education and employment
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Service Plan for Students with Special Needs
The Cape Girardeau Career and Technology Center (CTC) will support post-secondary
students with special needs according to the following plan:









Students will self-identify their need for additional assistance due to a disability to the staff at
the CTC.
Student will provide documentation of their disability and accommodations needed.
Documentation must be:
An Individualized Education Plan (IEP) not more than one year old from the date of expiration
or
An educational evaluation report from a licensed professional not more than three years old
including recommendations for modifications appropriate for the identified disability
The program instructor, Vocational Resource Educator (VRE), and the student will meet to
determine the modifications to be made in order to meet the needs of the student based on
documentation. *
The VRE will implement services as needed.
Any unresolved issues or concerns should be reported to the Assistant Director of PostSecondary.
If issues or concerns are not resolved to the satisfaction of the student, the Director will
intervene in the process to find a solution to the issue or concerns.
*Some licensure tests set guidelines for test administration that do not allow for certain
modifications to be administered.
Grievance Procedure
If a problem arises during a CTC program, the student should notify the instructor or clinical
site supervisor immediately. If the student is unsatisfied with that response, the student should
contact the director of CTC immediately. If the problem is still not resolved, the student may
file a grievance as per school policy. The process for filing grievances is considered an appeals
process; steps for the process are outlined below:
Disciplinary Action: The Program Director (or Program Instructor for programs without a
Director), shall recommend disciplinary actions, including but not limited to dismissal from a
program, to the school’s Assistant Director. The Assistant Director may accept, reject, or
modify the recommended disciplinary action. If a student does not agree with a disciplinary
action, including but not limited to dismissal from a program, the student can appeal the
decision by submitting a letter to the school’s Director. A student has five school days to submit
the appeal. Otherwise, the student will be expected to abide by the terms of the disciplinary
action.
Appeals Process: If an appeal is requested, the school’s Director will convene the Review
Committee, and will act as the chair of the Review Committee. The Review Committee will
review all appropriate records pertaining to the disciplinary action and may interview
appropriate individuals including but not limited to the student being disciplined. The Review
Feb 28,2019
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Committee members will each provide an individual recommendation regarding the appeal to
the school’s Director. The final decision will be rendered by the school’s Director. The Review
Committee will meet within five school days of the receipt of the student’s appeal. The final
decision will be put in writing and a copy will be mailed to the student, or the student may be
notified of the final decision by phone or in person.
Review Committee: Members of the committee will include:






School’s Director
School’s Assistant Director (or Director of Student Services)
The Program Director (or Program Instructor for programs without a Director)
One additional instructor from the student’s Program of Study or Department
One instructor from outside the student’s Program of Study or Department

In addition, at the end of each program or school year, students are asked to complete a
program evaluation. Results of surveys are calculated and shared with instructors. Instructors
are required to identify areas of concern and write an improvement plan in response to results
of the survey. The improvement plan is returned to administration and is monitored by
department chairs.
Transfer Students
All certificate programs at the CGCTC are designed to serve a cohort of students. Students are
expected to begin and progress through the program courses as a group. Therefore, students are
required to complete all hours within a program in order to earn a certificate. Under unique
circumstances an exception to this requirement could be made.
Student transfers from other institutions: Students from other institutions are expected to meet
all entrance requirements and, if accepted, begin a program with the next cohort group.
Transfer of credit from another institution: CGCTC normally does not accept credit from other
institutions to be applied toward program coursework. An example of an exception would be if
a student came from a like program due to the unexpected closure of said program. These
situations are considered individually, and students are required to prove competency in the
subject area before credit is granted. (Program-specific accrediting body guidelines and
stipulations must be followed.) A student requesting the transfer of credit is required to provide
transcripts, course syllabi, and other documentation requested by the review committee. The
review committee will consist of the CTC Assistant Director, program faculty, and student
advisor. Students will be notified of the committee decision in writing. If an exception is
granted, the student is then placed at the appropriate point in an existing cohort and credit given
for previous coursework. Previous coursework from other institutions is not considered in the
cumulative grade calculation at the CGCTC.
Transfer between CGCTC programs: Students requesting to transfer between CGCTC
programs must make this request within the first week of class. Transferring students must
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meet all entrance requirements of the new program and are subject to availability and waitlist in
the same manner as new applicants.
Veterans: Effective October 31, 2016, the Department of Health and Senior Services adopted
state regulations (see 19 CSR 30-40.331, 30-40.342) to recognize EMS training and experience
obtained during military service. These regulations ONLY apply to military members who are
on active duty or have been honorably discharged from all branches of the Armed Forces,
including the National Guard and Reserves.
The objective of Missouri’s regulatory changes are to provide EMS training entities the ability
to assess one’s EMS training and experience received through military service, potentially
apply some or all of this training toward civilian training requirements and reduce the time
required to complete training for a higher level of civilian licensure.
At any time during active duty and/or up to two (2) years after honorable discharge, the holder
of the valid EMT-Basic-United States Armed Forces license may present their license to
CGCTC EMS Education personnel and have their EMS knowledge, skills and abilities assessed
for advanced placement into our Paramedic training program. Usually, but not always, this
assessment will include summative examinations, skills assessment/testing, a review of
certifications held (e.g., ACLS, PHTLS, TCCC, PALS), interviews with members of our
department and degree of work experience. Because these types of applicants are uncommon,
applications and review processes will be conducted on a case-by-case basis. Due to the
variables described above, it necessarily follows that not every candidate will receive the same
placement or in some cases, guaranteed advanced placement. The final decision regarding level
of placement, if any, will lie with the individual instructor, program director, or both.
Refund Policy
It is intended that a fair and equitable pro rata refund be made to those students who find it
necessary to withdraw or fail to maintain pre-determined requirements and minimum
performance standards as stipulated in each program.
The following refund policy has been structured to both support a reasonable and cost-effective
tuition base and at the same time render a fair and equitable refund to the student.
Deposit


Tuition



Students are required to make a deposit when registering for classes. If a student
withdraws before classes begin, a full refund will be issued minus any expenses
incurred by the CTC on the behalf of the student (example: the cost of the required
background check if already performed).

Refunds to a student’s account will be granted to students leaving a Career
Preparation program with up to 40% of the days remaining in the term. After 60% of
the term has elapsed no tuition refunds will be made.

Books and Fees
 Where possible, refunds will be made to a student’s account for books and fees.
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Tuition Refund Determination
 During the first 60% of a payment period, refunds of tuition will be made to a
student’s account based simply on the percentage of days completed for that payment
period. For example, a student’s account will receive a 90% refund of tuition for a
payment period in which the student exited from the program after only 10% of the
payment period. After 60% of the term has passed, the student will be responsible for
all applicable tuition and fees.


Those students receiving federal and/or state financial assistance should understand
that non-completion of a program could result in having received unearned financial
aid funds. As a result, the student will be held directly responsible for the repayment
of those funds. Unearned funds will be calculated using the pro-rata refund
guidelines and policies as set forth by the U.S. Department of Education.



Refund processing takes up to six (6) weeks
-

Refunds due shall be applied in the following order:
1. Direct Student Loan (Title IV)
2. Pell Grant (Title IV)
3. A+
4. Workforce Investment Act (WIA) or another agency
5. Access Missouri Grant
6. Private Scholarships
7. Personal Funds

Objectives of the Cape Girardeau CTC:












To develop specific skills and related knowledge associated with the occupations involved.
To encourage proper attitudes.
To develop an appreciation of, and pride in one's work.
To develop cooperation with fellow workers and an understanding of labor-management
relations.
To stimulate the development of leadership qualities to improve occupational status.
To foster the development of self-reliance and critical thinking skills
To use and appreciate occupational safety habits.
To develop an understanding of the necessity for the economic use of materials and equipment.
To develop individual initiative and responsibility as a worker
To assist those who are prepared to obtain employment.
Qualify graduates to meet current written and practical examinations provided by the Missouri
Bureau of Emergency Medical Services and the National Registry of Emergency Medical
Technicians.
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EMS Program Goals:
The goals of the Emergency Medical Services programs are to prepare and train students as
competent EMT’s and Paramedics, qualify graduates to sit for current National Registry
Examinations provided by the National Registry of Emergency Medical Technicians, to earn
the EMT or Paramedic credential and to maintain an instructional program providing each
student with the basic skills and knowledge essential to develop his or her full potential.
EMS Program Objectives:
Upon completion of this course, the student will be able to demonstrate an appropriate level of
skills and knowledge of procedures and equipment to function as an entry-level paramedic or
EMT. Students will be able to fulfill the job responsibilities of an EMT or EMT-P and will be
able to utilize their own critical thinking and problem-solving skills. Students will be prepared
to sit for, and successfully complete a secure NREMT credentialing format exam.
Leave of Absence and Re-Admission:
A leave of absence from any of the EMS programs may be requested. It will be granted on an
individual basis depending upon the needs of the student with the approval of the faculty. A
committee consisting of the EMS Program Director, Director of Clinical Education and the
Assistant Director of the Career Center will determine reinstatement of any student to the
program; however, no credit will be given for incomplete units of study. The committee will
evaluate the wisdom of the student continuing in the program based upon the stage of
accomplishment of the class compared to the student's past and anticipated accomplishment.
The student will be required to make up all class work missed including tests, laboratory and
clinical hours upon readmission into the program and abide by all applicable guidelines. The
student may be required to pay additional fees that may have been incurred.

Feb 28,2019

Student Handbook

8

ctcems.com

ORGANIZATION CHART
PROGRAM NUMBER: 600329
PROGRAM NAME: CAPE GIRARDEAU CAREER AND TECHNOLOGY CENTER

PARAMEDIC PROGRAM
President/CEO
Libby Guilliams

Program
Advisory Committee
(See page 11)
Representatives of (minimum):

Dean of Health Professions
Jonathan Crowley

Students
Graduates
Faculty*

[Name,
Credentials]
Paramedic
Medical Director(s)

Program Director

Ronald (Joe) Leckie DO.

Brian Wilcox BS E.D., RN, EMT-P

Sponsor Administration
Hospital/clinic reps
Physicians**
Employers
Police & Fire Services

Associate/Assistant MD(s)

Key governmental officials

[Assoc. Name(s), Credentials]
[Assist. Name(s), Credentials]

Clerical Support
Heidi Hitt

Public
Program Director*

FullandDirector**
Part Time
Medical
Paramedic

Didactic / Laboratory Faculty

Lead Instructor(s) (if applicable)

[Names, Credentials]

Brian Wilcox BS Ed., RN, EMT-P

Hospital Affiliate

Field Internships and

Preceptors

Preceptors

* The program director
may be the faculty rep.

** The Medical Director
may be the physician rep.
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Advisory Committee Members:
Physician(s)

John Russell, MD

Cape County Ambulance

Employer(s)

Kendall Shrum
Ken Dicus
David Cooper
Susan Russell
Chris Newell
Zac Bolden
Larry Chasteen
Jenni France
Steve Cummins

Ste. Genevieve Co. Amb.
South Scott Co. Amb
Stoddard Co. Amb
Cape County Amb.
Mississippi Co. Amb.
Mississippi Co. Amb.
North Scott Co. Amb
Perry County Amb.
Stoddard County Amb.

Key Governmental Official(s)
Police and Fire Services
Public Member(s)

Linda Doerge
Charles Doerge V
Charles Doerge IV
Nathan Wolk
Chuck Ogan
Amy Kirsey Swindell
Jim Watkins
Andrea Carter
Hospital/ Clinical Representative(s) Monica Pfau
Linda Brown
Libby Klipfel
Faculty i
Pete Darnell
Charity Huff
Sponsor Administration
Johnathan Crowley
Kristi Unger
Student (current)
Shae Simmons
Courtney Cantrell
Alex Schlitt
Graduate
Tim Bleichroth
Amanda Rellergert
Noah Crump
Program Director,
Brian Wilcox

Business Owner
Air Evac
Air Evac
Air Evac
Retired, Cape Fire
Paramedic
Saint Francis Med. Ctr.
Southeast Health
Missouri Delta Med. Ctr.
Respiratory Therapy
High School EMT

Assistant Administrator
Assistant Administrator

Jackson Fire
Perry County Amb.
Cape Fire
Cape CTC

ex officio, non-voting member

Medical Director,
ex officio, non-voting member
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Position Description Adult Education Director:
Responsibilities: Is an educational executive officer of the program, and therefore, must take
full responsibility for the educational operation of the program. Determine the planning and
instruction for all aspects of EMS education in coordination with the EMS Training Program
Director. In addition, he will supply instructional supervision for the staff of the program to
promote the highest standards of current educational practices.
Qualifications: He is a duly appointed employee of the Cape Girardeau Public Schools under
the direction of the Director of the Cape Girardeau Career and Technology Center.
Position Description Assistant Director:
Responsibilities: Is an educational executive officer of the program, and therefore, must take
full responsibility for the educational operation of the program. Determine the planning and
instruction for all aspects of emergency medical services education in coordination with the
EMS Director. In addition, he will supply instructional supervision for the staff of the program
to promote the highest standards of current educational practices.
Qualifications: Is a duly appointed employee of the Cape Girardeau Public Schools under the
direction of the Director of the Cape Girardeau Career and Technology Center.
Position Description EMS Program Director:
Responsibilities: The program director must be responsible for all aspects of the program,
including, but not limited to:








The administration, organization, and supervision of the educational program.
The continuous quality review and improvement of the educational program.
The long-range planning and ongoing development of the program.
The effectiveness of the program, including instruction and faculty, with systems in
place to demonstrate the effectiveness of the program, demonstrate the effectiveness
of the program.
Cooperative involvement with the medical director,
The orientation/training and supervision of clinical and field internship preceptors
The effectiveness and quality of fulfillment of responsibilities delegated to another
qualified individual.

Qualifications: Bachelor’s degree and current licensure/certification as a Paramedic. Must
possess and maintain proper Missouri teaching certificate for the area/content to which he or
she has been assigned. Verification of one of the following:
1. Possession of a baccalaureate or higher degree from an accredited college or university
in the subject area being taught and four thousand (4,000) hours of DESE-approved,
related
occupational experience obtained within the most recent ten (10) years;
2. Possession of a bachelor’s degree from an accredited college or university in the subject
area being taught and five thousand (5,000) hours of DESE-approved, related
occupational experience obtained within the most recent ten (10 years);
Feb 28,2019
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3. Six thousand (6,000) hours of DESE-approved, related occupational experience
obtained within the most recent ten (10) years.
Position Description Lead Instructor:
Responsibilities: Perform duties assigned under the direction and delegation of the program
director.
The Lead Instructor duties may include teaching paramedic, AEMT, or EMT course(s) and/or
assisting in coordination of the didactic, lab, clinical and/or field internship instruction.
Qualifications: The Lead Instructor must possess:






A minimum of an associate degree or showing progress toward obtaining an associate
degree.
Professional healthcare credential(s).
Two years’ experience in emergency medicine / pre-hospital care.
Knowledge of instructional methods.
Teaching experience to deliver content, skills instruction, and remediation.

Position Description Associate Medical Director:
Responsibilities: The Associate Medical Director fulfills responsibilities as delegated by the
program Medical Director. Medical Director responsibilities include:










Review and approve the educational content of the program curriculum for
appropriateness, medical accuracy, and reflection of current evidence informed prehospital or emergency care practice.
Review and approve the required minimum numbers for each of the required patient
contacts and procedures listed in these Standards.
Review and approve the instruments and processes used to evaluate students in didactic,
laboratory, clinical, and field internship
Review the progress of each student throughout the program, and assist in the
determination of appropriate corrective measures, when necessary. Corrective measures
should occur in the cases of adverse outcomes, failing academic performance, and
disciplinary action.
Ensure the competence of each graduate of the program in the cognitive, psychomotor,
and affective domains.
Engage in cooperative involvement with the program director.
Ensure the effectiveness and quality of any Medical Director responsibilities delegated
to another qualified physician.
Ensure educational interaction of physicians with students

Qualifications: The Associate Medical Director must:


Be a physician currently licensed and authorized to practice in the location of the
program, with experience and current knowledge of emergency care of acutely ill and
injured patients.
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Have adequate training or experience in the delivery of out hospital emergency care,
including the proper care and transport of patients, medical direction, and quality
improvement in out of hospital care
Be an active member of the local medical community and participate in professional
activities related to out of hospital care.
Be knowledgeable about the education of the Emergency Medical Services Professions,
including professional, legislative and regulatory issues regarding the education of the
Emergency Medical Services Professions.

Position Description Student:
Responsibilities: As designated in the student handbook, the student will obey the regulations
relating to uniforms, absenteeism, attitude, behavior, conduct, and the use of drugs and alcohol.
Perform and document all clinical tasks on clinical log sheets and proficiency sheets. In
addition to proficiency sheets, paramedic students are required to record all clinical time
appropriately with the FISDAP program. Documentation on FISDAP will be within 72 hours of
the clinical shift, if not done in a timely manner the credit for accomplishments may not be
allowed the student. Students will follow the policies of the hospitals and the EMS
departments. If assistance is needed contact the site preceptor. If assistance cannot be obtained
for the preceptor the clinical coordinator, or program director may be contacted as needed.
Students will display initiative and interest while enhancing professionalism and patient care
skills, perform self-evaluation of performance frequently and accept and evaluate constructive
comments made by instructors. Students will seek out formal and informal evaluation from
clinical instructors regularly and above all students should always make a conscious effort to
seek out learning opportunities.
Qualifications: Must be currently enrolled in the Emergency Medical Services Program at the
Cape Girardeau Career and Technology Center after completing initial general education
courses. Students in the Paramedic program must maintain a valid Missouri EMT license
throughout the course, Individuals who have been convicted of a felony may not be eligible to
license in the state of Missouri.
Policies and Procedures
Waiver of Regulations: The faculty and administration have adopted the rules and policies in
this handbook. When a student finds that extenuating circumstances might justify the waiver of
a regulation, the student may petition the program director.
Notice of Nondiscrimination
Applications for admission and employment, students, parents of elementary and secondary
school students, employees, sources of referral of applicants for admission and employment,
and all unions or professional organizations holding collective bargaining or professional
agreements with Cape Girardeau Public School District No. 63 are hereby notified that this
institution does not discriminate on the basis of race, color, national origin, sex, age, or
handicap in admission or access to, or treatment or employment in, its programs and activities.
Feb 28,2019
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Any person having inquiries concerning compliance of Cape Girardeau Public School District No. 63
with the regulations implementing Title VI, Title IX, or Section 504 as amended or any other applicable
statute or regulation is directed to contact:

Ms. Deena Ring
301 North Clark Avenue
Cape Girardeau, Missouri 63701
(573) 335-1867
The compliance officer has been designated by the school district to coordinate the institution’s
efforts to comply with the regulations implementing Title VI, Title IX, and Section 504 as
amended.
Any person may also contact the Assistant Secretary for Civil Rights, U.S. Department of
Education, regarding the institution’s compliance with the regulations implementing Title VI,
Notice of Privacy Rights
Notice to students of Cape Girardeau Public Schools: In compliance with Federal Law,
Private Rights of Parents and Students, Section 99.3, public notice is hereby presented to
students attending the Cape Girardeau Public Schools that “Directory Information” may be
released to the various communication media of the district as deemed necessary by school
officials.
“Directory Information” includes the following information relating to a student:
The student name, address, telephone number, date and place of birth, parent’s name,
major field of study, participation in officially recognized activities and sports, weight
and height of members of athletic teams, dates of attendance, record of attendance,
degrees and awards received, and most recent previous education agency of institution
attended by the student, and other similar information.
A student’s educational record, or an official transcript thereof, will be forwarded to an
educational institution the student makes application to attend.
If you do not want information of this type released, notify in writing the principal of the school
where you attend within two weeks of the commencement of any given semester in which the
student is enrolled.
Notice of Privacy Rights of Parents and Students
Parents and eligible students (age 18 and over) are guaranteed by federal law certain rights as to
the privacy of their educational records as well as personal access to these records. These
rights are guaranteed by the “General Education Provisions Act,” Title IV, P.L. 90-247, as
amended by Section 513, P.L. 93-380, and Section 2, P.L. 93-568. Each educational institution
must notify eligible students and parents annually of their rights under this regulation.
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This regulation guarantees to parents and eligible students the right to inspect their educational
records, the assurance that personally identifiable information within these records (other than
“Directory Information”) will not be revealed to other than authorized personnel without the
consent of the parent and/or student, and the right to challenge items within the record. Further,
the regulations require that each educational record must contain therein a list of the individuals
to whom personally identifiable information has been released, when it was released, and the
usage to be made of this information.
The Board of Education of Cape Girardeau Public School District No. 63 has adopted a policy
to assure compliance with the privacy regulation. Ms. Deena Ring, at the Cape Girardeau
Board of Education Office, has been named by the Board of Education as the responsible
person to whom inquiries concerning the privacy regulation should be directed. A copy of the
“Board” policy, a description of the information declared to be “Directory Information,”
procedures to be used to gain access to a student’s records, and the right to challenge the
content of these educational records may be secured from:
Ms. Deena Ring
301 North Clark Avenue
Cape Girardeau, Missouri 63701
(573) 335-1867
Department of Health, Education and Welfare regulations pertinent to the privacy rights of
parents and students are contained in the Federal Register for Thursday, June 17, 1976, and a
copy of these regulations is available for inspection at the Cape Girardeau Board of Education
Office.
Student Drug and Alcohol Testing Procedures
The Cape Girardeau School District No. 63 is concerned with the health, welfare and safety of
the students as well as our patients. Therefore, use, sale, transfer, distribution, possession or
being under the influence of unauthorized prescription drugs, alcohol, narcotic substances,
unauthorized inhalants, controlled substances, illegal drugs, counterfeit substances and imitation
controlled substances is prohibited on any school or clinical site property. This prohibition also
applies to any school-sponsored or school-approved activity, event or function, such as a field
trip, where students are under the jurisdiction of the school district and/or are representing the
practical nursing program. The use, sale, transfer or possession of drug-related paraphernalia is
also prohibited.
Students are subject to alcohol and/or drug screening when there is reasonable suspicion that
student may be under the influence of alcohol and/or drugs. Cape Girardeau School District
reserves the right to select the alcohol/drug screening lab. Refusal to submit to testing or positive
test results will result in dismissal from the Emergency Medical Services program.
For the purpose of this policy a controlled substance shall include any controlled substance,
counterfeit substance or imitation controlled substance as defined in the Narcotic Drug Act,
Section 195.010, RSMo., and in schedules I, II, III , IV and V in section 202(c) of the Controlled
Substances Act, 21 U.S.C. 812 (c).
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Students may only be in possession of their own prescription or nonprescription medication as
detailed in the Cape Girardeau School Board Policy.
The school administration shall have the right to conduct searches, which are reasonable in
scope, of persons reasonably suspected to be in violation of this policy. Such searches shall be
conducted in accordance with the Cape Girardeau School Board Policy. Upon discovery of
any prohibited substance, local law enforcement will be notified.
Any student who, after given an opportunity to present his or her version of the incident, is found
by the administration and/or staff to be in violation of this policy shall be subject to immediate
termination from the EMS program and referral for prosecution. Strict compliance is mandatory.
The EMS program administrator/faculty shall immediately report all incidents involving a
controlled substance to the Director and/or Assistant Director of the Career & Technology Center
who will in turn notify the local law enforcement agency and the superintendent. All controlled
substances shall be turned over to local law enforcement.
Students with disabilities who violate this policy will be subject to the same disciplinary action
as any other student in accordance with the Cape Girardeau School Board Policy.
Students are subject to alcohol and/or drug screening when there is reasonable suspicion that
student may be under the influence of alcohol and/or drugs. Refusal to submit to testing or
positive test results will result in dismissal from the EMS program. Cape Girardeau School
District reserves the right to select the alcohol/drug screening lab.
Some clinical sites may require random alcohol/drug test screenings as a condition by which
students are allowed the privilege to participate in clinical rotations at their facility. These clinical
rotations are required for the completion of the EMS program.
Student Employee Background Checks and Drug Screening
Missouri state law requires that hospitals and nursing homes conduct a criminal background
check for employees that have patient contact. The Bureau of Emergency Medical Services
requires similar background checks and a full set of fingerprints in order to be licensed or hold
a permit as EMT or EMT-P in the state of Missouri. An individual, who has been convicted of,
pled guilty or nolo contendere to certain crimes in Missouri or other states may not be eligible
for Licensure in Missouri. These include but may not be limited to class A or B felonies.
The hospitals and other clinical sites utilized by EMS Program require that the school conduct
criminal background checks and may require drug screening on students before allowing them
access for clinical rotations. Results of a student’s criminal background check and drug screen
will be provided to the clinical site when requested by the clinical site. This may affect a
student’s ability to perform clinicals.
Applicants accepted into the EMS program will be required to sign a release authorizing a
criminal background check and drug screening at the applicant’s expense.
The Missouri BEMS determines rulings concerning Missouri licensure/permits for EMT/ EMTP. The prospective employer with regards to state law determines eligibility for health care
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employment. The clinical site determines suitability of students regarding patient care at
clinical sites.
This information is given to prospective EMS Students so that they may make an informed
choice of pursuing health care education.
Questions concerning this should be directed to the Program Director, Missouri BEMS or the
applicable employer.
Confidentiality Policy and HIPAA Agreement
All students will be required to sign a HIPAA agreement with the CTC as well as with many of
the clinical sites. At all times, the EMS intern must remember to observe the protocols of
patient/facility confidentiality. The EMS intern has access to a broad variety of confidential
and sensitive information, which includes but is not limited to, a patient’s health history, current
medical condition, treatment being received, name, age, ethnicity, etc. Unapproved release of
this information could be potentially damaging to the patient, the externship facility, and CTC.
Every EMS intern has an obligation to actively protect and safeguard patient/facility
confidentiality. The EMS intern shall hold inviolate the confidentiality of patients and all other
related information in accordance with legal and ethical standards set forth by CTC and all state
authorizing agencies. Breech of this policy will result in immediate termination from the
course of study the student is currently enrolled in. A copy of the signed HIPAA agreement will
remain a part of the student record.
Probation, Dismissal and Suspension
Probation/Suspension/Dismissal from the Emergency Medical Services Program may result
from any of the following:



Violation of dress code.
Insubordination to:
a. medical personnel
b. allied health personnel
c. administrative staff
d. EMS staff
e. Cape Girardeau Career & Technology Center staff








An attitude that, in the opinion of the "Review Committee", interferes with the student's
ability to learn.
Violation of attendance policy.
Failure appropriately document clinical experience and hours verification in FISDAP.
Failure to maintain a passing grade of 75% or above in all EMS didactic and clinical
courses. (Overall course grade, exam average, clinical grade)
Failure to successfully complete the clinical requirements.
Violation of the smoking/tobacco policy.
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Any destruction, misuse, or stealing of equipment.
Cheating on exams, plagiarism or falsification of documents.
Any action, or lack of action, intentional or unintentional that causes harm or potential
harm to a patient.
Any breach of the confidentiality of patient care including discussion or presentation of
that patient in the clinical setting.
Failure to report an omission of, complication of, or deviation from the ordered
treatment of a patient.
Any refusal to honor a reasonable request of an individual(s) listed under supervisor.
Any violation of hospital employee guidelines.
Any action, in the opinion of the "Review Committee” that violates professional
standards of conduct and care within the clinical affiliate and/or classroom.
Any falsification of admission documents to the program, time sheets, patient progress
sheets, department forms or patient report sheets and/or fraudulent misuse of any
document.
Vulgar or foul language during scheduled class or clinical activity, including abusive
language to hospital/school staff.
Drug or alcohol use, abuse or addiction or possession of a dangerous instrument (gun,
knife, etc.), narcotic, stimulating drug or alcoholic beverage during class or clinical
time.
Resentful behavior towards hospital, school, instructor, or supervisory personnel.
If a student is accused of a crime by a law enforcement agency, the student's record will
be reviewed by the "Review Committee" for action and/or recommendation as
indicated.
Violation of cell phone/electronics policy.
Violation of internet policy.

Course of action for Probation/Dismissal/Suspension: A student may be suspended from
clinical or classroom at the discretion of the Program Director or Director of Clinical Education
for any of the above violations; a suspended student will go before the "Review Committee".
The "Review Committee" will decide if a suspended student be dismissed or placed on
probation. A student's probation will last the remainder of the semester or for a period of time
designated by the "Review Committee". Any infraction during this period may result in
dismissal. A student cannot be dismissed without due process.
The hospitals have the right to refuse to allow a student to practice in their hospital. If a student
is denied access by a clinical site, the student will be unable to complete training and be
dismissed from the EMS program. Specialty areas may only be available at one clinical site.
The student may petition the clinical site to be allowed back at the clinical site if denied access
to that site.
Attendance
Regular attendance, together with the mastery of daily tasks is the foundation for a successful
school year. Absences defeat our purpose; they are discouraged for any reason except
emergencies.
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Should a student accumulate more than twenty-four (24) hours (16 hours for adult EMT
students) of absence in a semester for any reason, the student may be involuntarily withdrawn
from the EMS program.
All absences, regardless of reasons, are recorded. Class cuts and tardiness are not tolerated
and a student who cuts a class or is tardy will be charged with the length of the class as absent.
When a student accumulates sixteen (16) hours (8 hours for adult EMT students) of absence in
a semester, the student will be notified in writing and placed on probation.
Should a student be absent for a quiz or exam, given in the classroom, the student:







Must take the exam(s) the first day returning to class or clinical.
The student will contact the instructor the first day back to class or clinical, to have a
time scheduled to take the exam that day.
Will automatically have 5% deducted from their score.
Failure of that student taking the exam(s) the first day back to class or clinical will
result in an additional 5% deduction from their score.
If the student fails yet to take the exam(s) the second day back, it will result in an
additional 10% deduction from their score.
If the student still fails to take the exam(s) by the third day back it will result in the
student receiving a "0" score for the exam(s).

It is the student's responsibility to contact their instructor for any assignments, handouts, test
dates, or material covered in the class when the student is absent.
The Program Director or Clinical Coordinator is to be notified by phone prior to class time, if a
student is going to be absent or tardy from class.
If the student will not be able to attend or complete a scheduled clinical shift it is the
student’s responsibility to contact the clinical affiliate directly. You must speak with
supervisor or manager at the clinical site prior to the scheduled shift. Students should record
the name of the staff person contacted along with a date and time. The student must also
notify the clinical coordinator that day as soon as possible during office hours 8:00 am to
3:30 PM explaining their absence. Absences during clinical times are discouraged; every
reasonable effort will be made by the student to attend the clinical trade the hours with or
find someone else to cover the clinical shift for them.
Attendance Policy Violation
Failure of a student to follow proper procedure when absent or tardy may result in probation or
dismissal from the program. Always follow proper notification procedures if you are unable to
be where you are scheduled.
Students may appeal for special hardship consideration. Reinstatement is at the discretion of
the Program Director. The student may submit evidence in his/her favor in writing for
readmission. If reinstated, the student must make up all missed assignments, missed clinical
days, and must attend all further scheduled classes remaining in that semester without any
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absence or tardiness. Failure to comply will result in termination from the EMS Program.
Students have the right to appeal all faculty and program decisions.
Re-Admission
Any candidate who withdraws or fails to complete the program in normal sequence may apply
for re-admission. The Program Director, Medical Director and Assistant Administrator shall
review all applications for re-admission. Candidates for re-admission must present evidence
for successful completion of the program if re-admitted. The candidate must also pay any
additional expenses: tuition, textbooks, etc. The application may be granted may recommend,
denied or conditional re-admission may be granted. The candidate may submit evidence in
his/her favor in writing to the program director.
Transfer of Credits
A policy has been placed in order to receive acceptance of transfer credits for students from
approved educational institutions or for students who have attained EMT certifications and
licenses from other recognized accredited agencies. Credits for transfer must be earned from an
accredited educational institution. Accredited or approved agencies for EMS certifications
and/or licenses must be recognized (e.g., National Registry of Emergency Medical Technicians,
Missouri Bureau of Emergency Medical Services).
Only eligible graded courses of “C” or better and non-graded (e.g., pass/no-credit) courses will
be considered and credit may not be awarded if course work is determined to be "outdated."
Full credit may be awarded for all courses that have been completed at the Cape Girardeau
Career and Technology Center or post-secondary education credits earned through other
schools that provide college credits at the Cape Girardeau Career and Education Center. Upon
enrollment, students are responsible for providing official transcripts from all approved
institutions and documentation of certifications and/or licenses from recognized accrediting
agencies. Course descriptions may be required to evaluate equivalency.
A student may request that a completed course be substituted for a course not completed in his
or her program of study. The course substitution will be taken into consideration by the
Program Director, Career and Technology Center administration.
There are two processes for reviewing and awarding transfer credits at ths Cape Girardeau
Career and Technology center:
Approved Educational Institutions
All students attending other post-secondary institutions are required to submit official
transcripts from these institutions upon making application to the program. At this time the
records will be evaluated by the Program director and school administration.
Official transcripts should be forwarded from the student’s previous school to the program
director of the Emergency Medical Services programs at the Cape Girardeau Career and
Technology Center. The program director is responsible for collecting the transcripts, which are
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then to be evaluated for awarding and posting of transfer credits to the student's academic
record.
Once the transfer evaluation has been completed, the student will be advised of approval of the
credit or denial. If the credits are denied an explanation will also be provided the student.
Approved Certification and/or Licensing Agencies
The program director or designee is responsible for reviewing documentation of certifications
and/or licenses from recognized agencies and recommendations for awarding and posting of
transfer credits to a student's academic record.
General Information
Holidays: The first twelve months of the program include holidays, which will be granted in
compliance with school policies and in accordance with convenient scheduling within the
curriculum plan.
1.

Labor Day

Sept. 7

2.

Thanksgiving

Nov. 25-27

3.

Christmas Break

Dec 21, 2020 – Jan 1 2021

4.

Martin Luther King Day

Jan. 18

5.

President's Day

Feb.15

6.

Spring Break

April 2-5

9.

Memorial Day

May 31

Facilities & Equipment
Classroom and laboratory facilities are provided at the Career and Technology Center for both
didactic and hands on experiences. Utilization of classroom and ancillary facility equipment
will provide the student experience in the wide variety of equipment they are likely to
encounter in actual clinical practice.
The Library Resource Center at the CGCTC provides computer workstations including
informational references, tutorials and clinical simulations in addition to Internet access.
Extensive video libraries are also available at St. Francis Medical Center, Southeast Missouri
Hospital and other clinical facilities.
Reference books and journals are readily available to students at the CGCTC and at each
clinical facility.
Smoking
Smoking or use of tobacco products including electronic devices is NOT permitted in
school buildings or on the school grounds of the Cape Girardeau Public School System or
within the clinical affiliates while on clinical hours. Possession of cigarettes or tobacco
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products is NOT permitted in patient care areas. Cigarette packs and related smoking materials
must be left with the student's personal effects.
Weapons
No weapons may be carried on or about the student while at a clinical site or on the school
property. Any weapon (gun, knife, or any device used as or resembling a weapon) found on or
near a student may result in dismissal and possible criminal prosecution.
Cell Phones & Electronic Devices
Cell phones are to remain on silent while on clinical rotations. Personal calls are not to be made
during clinical rotations. Cell phones may be used when documenting patient care on FISDAP
however documentation should never take place in patient care areas at any time!
Educational technology enhances the learning experience. Students are STRONGLY
encouraged to have smartphones, tablets and/or laptops with them in the classroom. However,
they MUST always be placed on silent unless audio is necessary to the learning objective at
hand. Students who violate this policy will be assigned a research paper on the topic and length
of the instructor's choice. This paper will be due NO LATER than the beginning of the next
class period. No grade will be assigned unless the paper is not delivered when due. In that case,
the student will receive a score of 0% as an examination score.
Parking
The student can park in the front parking lot of the career and technology building. No parking
behind the building is permitted. Student must park in the visitor spaces at the clinical sites or
as instructed by the clinical site.
Inclement Weather
In the event of inclement weather, class will not be held if the Cape Girardeau Public Schools
has canceled classes. Students are advised to listen to the appropriate radio and television
stations.
Classroom Regulations
The classroom day for Adult EMT is Tuesday & Thursday 6 p.m. to 10 p.m. Paramedic is
Monday and Thursday 11a.m. to 5 p.m. Students are expected to be on time, prepared and in
the classroom as scheduled. Students are responsible for keeping the classroom and other
rooms utilized in a clean and orderly manner. Under most circumstances the student will be
granted a ten-minute break each hour. Students are encouraged to use this time for restroom
purposes. Students should be alert and prepared for class. Students who appear to be sleeping
will be asked to leave the class. Students may use the break room during scheduled breaks,
during lunch, before and after scheduled class hours. Food and drinks are allowed in the
classroom at the discretion of the instructor. Students will be required to wear professional
attire (Uniform) when notified of scheduled guest speakers. During summer months students
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can wear shorts. Shorts should be in good taste. Cutoffs and short shorts are not permitted.
Students are encouraged to raise their hand when wanting to speak or ask a question.
Unnecessary talking with fellow students is disruptive and distracting to other students and the
instructor. If excessive (as determined by the instructor) the student may be asked to leave the
classroom or be assigned to sit elsewhere. The instructor reserves the right to assign a seating
arrangement. Comments and/or personal views, concerns and dissatisfaction regarding the
program's policies and regulations, program faculty, hospital policies and regulations, and
hospital staff should be directed to the Program Director or Clinical Coordinator. EMS students
are expected to comply with any applicable rules of the Cape Girardeau Career and Technology
Center.
Behavior
As a student representing the Emergency Medical Services Program at the Cape Girardeau
Career and Technology Center you are always expected to behave in a professional and
courteous manner , but especially when attending clinical sites. Students who behave in a
manner that embarrasses the program and institution will be instructed in the behavior expected
of them and if such adverse behavior continues to be a problem the student may be asked to
leave the program.
Classroom Dress Code
A professional appearance is always mandatory. NO jeans, shorts, T-shirts or sweat suits may
be worn at any clinical site. The clinical uniform is navy blue or black slacks, the CGCTC EMS
polo shirt, and black shoes or boots. Nametags must always be worn during clinicals. Extremes
of jewelry, hairstyles, and/or makeup are unacceptable in both the hospital and field internship
setting. Failure to comply with this dress code shall result in dismissal for the day and will be
counted as an absence
Summary
Students are expected to be well prepared for all didactic, laboratory, and clinical sessions. The
student is held to the standard of Emergency Medical Technician or Paramedic student and
must adhere to the policies of the clinical sites and the Cape Girardeau EMS program. The
attitude you bring to the clinical site will be an important factor in determining your learning
experience and overall success.
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Grades and Grading Systems
The following grading system will be used in all program courses including classroom,
laboratory and clinical:
Letter Grade

Percent

Definition

A

93-100

Excellent, minimal supervision required.

B

84-92

Functions above the minimal
level of competency.

C

75-83

Minimal acceptable level to insure adequate
knowledge, skills and attitudes necessary
to provide safe emergency care.

F

below 75

Unacceptable performance.

In the process of any given course, should the student's overall course grade falls below a "C"
(minimal acceptable level), the student will be notified and placed on academic and/or clinical
probation. Failure to maintain a "C" average (minimal acceptable level) or above at the end of
any given classroom course based upon module exam scores, will indicate an unacceptable
academic standard and the student will go before the review committee to determine their
continued status with the program. Failure to have a "C" (minimal acceptable level) or above at
the end of a given clinical practice will indicate an unacceptable clinical standard and the
student will go before the review committee to determine their continued status with the
program.
Students failing any course (classroom or clinical) are subject to dismissal from the EMS.
Program. Minimal passing grade for any EMS program will be “C” (75%) or greater in all
portions of the program. Overall course grade, module exam, and clinical grade.
Test Requirements
Emergency Medical Services Students are expected to take and pass all unit tests and final
examinations. If the student scores below 75% on any unit exam or final exam, he/she will:
Receive a "Student-Instructor counseling form for developing individualized student goals for
scholastic improvement” that is to be completed and returned to the instructor that same day.
Arrange with the instructor, a convenient day and time to discuss his or her academic problems.
Develop (with the aid of the instructor, if needed) at least three goals for improving
academically. Reevaluate, later, the stated student goals to determine effectiveness in learning
skills. Arrange to meet with instructor and coordinator if grades do not improve; to evaluate
student's academic standing and reevaluate goals for grade improvement.
Examinations
Quizzes and Exams will be online and can be found on the JB Learning web site. Students are
responsible for checking for updates and assignments on a regular basis. Quizzes and Exams
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are to be taken as soon as possible by the student. A schedule of exams dates will be provided
to the student prior to the start of the program. If the student has problems with internet access
or the web site during the quiz or exam contact the instructor as soon as possible to address the
problem. Waiting until the exam or quiz has closed will result in deductions from the overall
grade earned on the quiz or exam, 5% for each day up to 3 days. After 3 days, the student will
earn the exam or quiz the grade of “0”. Students are allowed two attempts on each exam. The
student’s final exam grade will be the result of both attempts averaged together. For example,
on the first attempt the student scores 50 % overall and on the second attempt, they score
100%. their grade for the exam will be 75%.
Student Expenses
Meals: Meals during clinical rotations can be purchased at the hospital cafeterias. Students are
not allowed to leave hospitals for meals during scheduled clinical rotations. On ambulance,
rotation students are required to bring meals with them to the clinical site. During class days
vending machines are available in the break rom and cam be utilized while on breaks during the
class periods. During daytime classes DECCA and the culinary arts programs have food items
available during their hours of operation and when student availability is available for these
programs.
Supplies: The student will be required to bring the following items to each clinical rotation of
the following when in the clinical setting:
a. I.D. tag (1)
b. Pen and small notebook
c. appropriate uniforms

d. Watch (water resistant with second hand)
e. Stethoscope
f. Computer for documenting clinical experiences

Insurance
Health insurance is not provided by the school. If the student desires health insurance, it will
be at his/her own expense. It is highly recommended that students maintain personal health
insurance.
Liability/Malpractice Insurance for student clinical rotations will be provided for the student.
The cost of this insurance is included in the program fees.
Housing
Student housing is not provided by the school system. Assistance in locating housing should be
directed to the Assistant Director of the CGCTC.
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Cape Girardeau Career and Technology Center-Emergency Medical Services Programs
TUITION AND FEES
2020/2021 School Year

Paramedic Program
Tuition
PALS Book

$4,500.00
$46.00

ACLS Book

$39.00

NRP Book

$72.00

NAV 2 PARAMEDIC PREMIER NANCY CAROLINE EMERGENCY
CARE IN THE STREETS 7th ed.
ATWOOD INTRO TO BASIC CARDIAC DYSRHYTHMIAS
PHARMACOLOGY FOR THE PREHOSPITAL PROFESSIONAL
PHTLS: PHTLS 9E W/ADVANTAGE ACCES 9E
FISDAP Whole Shebang

$770.00

Reel Dx

$79.00

Liability Insurance

$66.00

Computer Usage Fees

$35.00

Lab Fees

$300.00

ACLS Course Fee

$175.00

PALS Course Fee

$175.00

NRP Course Fee

$120.00

PHTLS Course Fee

$65.00

A&P course Fees

$250.00

Uniforms Shirts X 2 @ $40

$80.00

Job Shirt

$50.00

Safety Vest

$35.00

Student PPE & Bag

$300.00

Background check (for Missouri only) **

$66.00

TOTAL

$7223.00

Financial aid is available for paramedic education. Financial Aid Officer, in order to determine
eligibility. (573.334.0826, ext. 6515)
Background check cost will be variable based upon the state and number of states being
checked.
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Emergency Medical Technician
Tuition
Emerg. Care and Trans of Sick and Inj. Flipped Classroom W/Premier Access,
FISDAP Whole Shebang for EMT
Reel DX

$800.00
$399.00

Liability Insurance

$66.00

Computer Usage Fee
CPR Training

$35.00
$40.00

Uniform Shirt 1

$40.00

Safety Vest

$35.00

Background check (for Missouri only) **

$66.00

Lab Fees

$75.00

Student PPE & Bag

$200.00

TOTAL

$1835.00

$79.00

Job Shirts are optional for the EMT program. If the student would like to order, the additional
cost will have to be paid up front before ordering. Cost for the Job Shirt is $50.00, and no
orders will be taken after the original uniform order date for the class.
Background check cost will be variable based upon the state and number of states being
checked.
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Emergency Medical Services Student Handbook
August 2020
I have received a copy of the student handbook for the Cape Girardeau Career and Technology Center
Emergency Medical Services Programs. In signing this document, I am agreeing to read and
understand all policies and will abide by those policies. I have also been advised of the grading policy of
the Cape Girardeau Career and technology Centers EMS Program as outlined on page 20 of the Student
Handbook

Student Printed Name
Student Signature

Date

Home Phone Number______________
E-mail address__

Alternate Phone Number_____________

________________________________________________________

Emergency Contact/Relationship_______

______________________________

Emergency Contact’s Phone Number___________

________________________

_______________________
____________
CTC Representatives Signature

________________________
Date

*NOTE: Phone numbers are used to contact students in an emergency, to give important messages
and information about other clinical associated issues.

1080 South Silver Springs Road, Cape Girardeau, MO. 63703
Office 573-334-0826 Fax 573-334-5930

www.capectc.org
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