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Welcome
Welcome to Silicon Valley Surgi-Tech Institute Sterile Processing Program. You have chosen a program in which you will stretch your abilities to reach your fullest potential as a Sterile Processing Technician. We know the effort that went into your decision and the work that will be required to complete this program. The faculty/staff are ready and willing to assist you in achieving your goals. We recognize that individuals may have unique and varying needs, capabilities, and experiences. The key to success lies in the recognition by each individual of any learning areas that may need improvement, and in assuming responsibility for strengthening any deficiency. SVSTI has numerous resources to assist you, including help with study habits, test-taking skills, increasing reading skills, and time management.
Number of credits required for program completion = 8 Semester Credits.
Students must receive a C or better to successfully complete the program.
Sterile Processing Required Course
The Sterile Processing Program is a 13-week program that includes SPD101 (Sterile Processing - Infection Control) and SPD111 (Sterile Processing - Externship), totaling 320 clock hours and 8 semester credits. 

SPD101 is a 7-week blended course (80 clock hours/3 credits), during which students attend campus for 56 Lab clock hours and complete 24 Theory clock hours online. 

SPD111 is a 6-week full-time rotation Externship (240 clock hours/5 credits). 

Upon completion of SPD101, students will be placed at a clinical site for approximately 6 weeks (240 clock hours/5 credits).


upon completion, students transition into SPD111, a 6-week full-time externship (240 clock hours/5 credits) at a clinical site.

Sterile Processing Externship
Your Externship should be considered a 6-week interview process. Every rotation should be treated as if you are applying for a position. Attendance is one of the keyways to demonstrate your professionalism and commitment to the clinical department and the patients you serve. You are assigned 240 Externship hours. Only two absences are allowed during the entire program (including tardies); any additional absences may result in expulsion from the program.  
Class Behavior 
Students are expected to attend each class having read the assigned textbook selections. A syllabus is provided to each student at the beginning of the course. The syllabus and other documents are also posted on Canvas. Students are expected to be respectful of the instructor and each other. Behavior that violates this policy will not be tolerated. Examples of unacceptable behavior include making derogatory comments about other people, falling asleep in class, interrupting someone else who is speaking, monopolizing the discussions, asking questions or volunteering information unrelated to the topic, yelling, physical actions that can cause injury, sexual harassment, racial slurs, etc. If your behavior is unacceptable, you will be warned once; the second time, you will be provided with a written statement of acceptable behavior and a time frame in which to comply. Cell phones are to be turned off during class or placed in silent mode. Please communicate with the instructor if you have a potential emergency that may require you to receive a call during class time.

Graduation Requirements
· Must receive a minimum of 70% or higher in the program. 
· Must complete Weekly Time Sheets and Weekly Professionalism Evaluations during clinical rotation.
· All required hours at the appointed facilities for Externship must be completed successfully.
· Must pass EACH competency with a 70% or higher. 
· Must complete all required coursework on Canvas with a grade of 70% or higher.
· Must complete the final examination with a grade of 70% or higher.
· All documents need to be signed and submitted to get full credit and/or graduate.
· All requirements must be met to receive a certificate.

Tuition and Fees
Tuition is due in full by the first day of class. Tuition charges and total program charges are estimated and may change for the following reasons:
(a) You may have to repeat the course required for graduation.
(b) The course in your program and the number of credit hours is subject to change. 
(c) Course materials (e.g., books, course packets, etc.) and associated costs are subject to change.

No other fees are required from any other entity to participate in the educational program. Upon completion of the program, there will be fees associated with the CBSPD: CSPDT certification exam ($135+), which will be the student’s responsibility outside of SVSTI. 

	STERILE PROCESSING PROGRAM - COST BREAKDOWN

	Institutional Tuition Cost (13-Weeks)
8 Semester Credits
	$5,250.00

	CBSPD: CSPDT certification exam (non-institutional charge)
	$135+


	Textbook (non-institutional charge)
	$155+

	Workbook (non-institutional charge)
	$40+

	Background Check (non-institutional charge)
	$55+

	Drug Test (non-institutional charge) 
	$55+

	STRF “Fee” (non-refundable) as of 4/1/2024
	$0.00

	TOTAL COST
	$5,690.00*





















*Only $5,250.00 goes to SVSTI; additional supplies, immunizations, scrubs, textbooks, workbooks, etc., are not included. 
*These are the current prices, which are subject to change. The program's length does not include any breaks or holidays.
*The STRF as of April 1, 2024, is $0.00 for every $1,000.00 paid (non-refundable). There are no additional institutional charges or fees.
Payment is the sole responsibility of the student. All amounts due must be made in full prior to the first day of class.
The Canvas LMS platform needed for coursework is provided to students at no additional cost.
There might be additional fees associated with immunizations, as per request from clinical sites, paid by students.
Students will be required to purchase a Background Check and Drug Test before the first day of class.
SVSTI is on the ETPL Eligible Training Provider List (ca.gov) and accepts CALJOBS CalJOBS - Select a Provider grants. 
SVSTI currently does not participate in Title IV funding. 
SVSTI charges graduates $20.00 for any official transcript request.
SVSTI charges graduates $20.00 for diploma replacement. 
SVSTI charges students $20.00 for any identification badge replacement.
Black scrubs will be purchased by the student and worn on Campus and possibly during Externship if the clinical site does not provide their own scrubs.
Registration Fee (Non-Refundable) is $100.00. Tuition is $5,250.00 ($100.00 Registration Fee will go towards tuition, leaving $5,150.00).
The Basics of Sterile Processing Textbook, 8th edition, Sterile Processing University LLC., and The Basics of Sterile Processing Workbook, 8th edition, Sterile Processing University LLC. will be purchased by the student. 
SVSTI does not guarantee job placement; however, we do provide clinical site placement as part of the curriculum, which may lead to professional placement.

Cancellation Policy and Refunds
STUDENT’S RIGHT TO CANCEL: You have the right to cancel the Enrollment Agreement and obtain a refund of charges minus Registration Fee paid through attendance at the first-class session ____/_____/_____ (date), or the seventh day after enrollment, whichever is later. The $100.00 (non-refundable) Registration Fee will not be refunded if the student elects to cancel. 
Cancellation/Withdrawal notice occurs when you give written notice of cancellation/withdrawal via the SVSTI Change of Status Form. A Change of Status Form must be received within 72 hours for ANY status change. SVSTI shall issue a refund within 45 days of a student’s written cancellation or withdrawal via the Change of Status Form.
Student Work Policy
All student activities associated with the clinical Externship must be educational in nature. Students cannot substitute for paid personnel and will not receive any monetary benefits while at the clinical site.


Sterile Processing Attendance Policy
It is crucial that every student attends all scheduled classes throughout the duration of SVSTI’s Sterile Processing Program to learn the skills needed to be successful in this field of study. The Sterile Processing Program is designed as an advanced, fast-paced program that requires all students to adhere to the following Attendance Policy.
Students are allowed 2 absences during the ENTIRE 13-week program, including tardies. These absences are for genuine emergencies and should be treated accordingly. 
1-14 minutes late = 1 tardy.
15 minutes late or more = 1 absence.
Leaves class early, 1-14 minutes = 1 tardy.
Leaves class early, 15 minutes or more = 1 absence.
Leaving the Campus before the Instructor has dismissed the class = 1 absence.
3 absences = Automatic dismissal (dropped) from the Sterile Processing Program.
2 tardies = 1 absence. 

Any student who has ONE no-call/no-show or who has left campus without requesting approval from the instructors and/or Program Director may result in expulsion from the Sterile Processing Program.
SVSTI students are expected to always maintain a respectful and professional demeanor. Students who demonstrate disrespectful and/or unprofessional behavior will be asked to leave the Campus, resulting in an absence.
Students must complete a minimum of 240 hours on clinical rotation to meet the requirements of the Sterile Processing Externship rotation. (Please see the website for details www.svsti.com).
If a student is dismissed from the Sterile Processing Program, they will be required to re-enroll for re-entry. If a student is eligible to repeat the Sterile Processing Program, they will need to repeat the entire program, which will incur a “Repeat Program Fee” of $1,500.00. The repeat start date must be within six (6) months. 
Students are expected to complete all required immunizations by the second week of class or by the designated due date noted on the Immunization Attestation. If this expectation is not met, which can cause a delay (30 days or more) in Externship placement, the student may be required to “Repeat” the program, which will also incur a “Repeat Fee” of $1,500.00. Students must complete 240 hours of clinical rotation.
Students must accept the clinical placement assigned to them; if they refuse, they may be dropped from the program. By signing this form, you acknowledge/agree to the SVSTI Sterile Processing Attendance Policy. 
A Leave of Absence (LOA) is not permitted in the Sterile Processing Program, as it is a 13-week course. If a student has a grievance, they may need to be rescheduled to the next course start date. If a student requires leave for personal reasons, they may do so by withdrawing and re-enrolling at a later date (additional fees may be required). Re-enrolling is subject to a Re-Entry Evaluation Form/Policy. All Students must be approved by their instructor(s) and the Program Director to reapply or re-enter any program. Students leaving the program must complete a Change of Status Form within 72 hours of receiving notification to ensure they do not receive a failing grade in the course. Students may only be eligible to change their start date one time.




Needlestick/Sharps Protocols
Should you suffer a needlestick/sharps or any blood/body fluid exposure, immediately notify your preceptor. Do not be embarrassed, and DO NOT WAIT. Drug prophylaxis following a high-risk exposure is time sensitive. Seek immediate help.
Immediate care of the body site:
1. Needlesticks/sharps and cuts: scrub out and immediately clean the wound/contaminated exposure site with liberal amounts of soap and water.
2. Splashes to the nose, mouth, or skin: decontaminated by vigorous flushing with water.
3. Splashes to the eyes: irrigated with copious amounts of clean water, saline, or sterile irrigant.

If the facility has not already taken your blood, then they will need to do so before you are released from the facility. Once you have been released from the facility, you are under no obligation to return to have your blood drawn. You will need to take blood samples with you to the laboratory.
Note: the patient's name, hospital number, attending physician, and location. This will help determine the level of exposure from the source patient and aid in deciding prophylactic treatment.
Follow all facility protocols, including reporting of the incident to the facility’s Employee Health Service (if applicable). Once facility protocols have been met, you must contact the Program Director, Julie Hamrick, immediately, and complete the Accident Injury Report along with all required paperwork. A claim must also be reported at Great American Insurance Group Report a Claim - Specialty Property & Casualty - Great American Insurance Group. This is a time-sensitive task that must be completed on the same day, with no exceptions.
As soon as possible following accident/injury/exposure/needlestick/sharps: 
· Students should seek medical care at the nearest Wellness Mart or their primary care provider; an emergency room visit is usually not necessary. 
· Medical attention may include:
-Needlesticks/sharps and cuts: scrub out and immediately clean the wound/contaminated exposure site with liberal amounts of soap and water.
-Splashes to the nose, mouth, or skin: decontaminated by vigorous flushing with water.
-Splashes to the eyes: irrigated with copious amounts of clean water, saline, or sterile irrigant.
-Obtaining the student’s and the patient’s blood for testing.
-Receiving advice regarding follow-up treatment and testing. 
· If the student has personal health insurance, please provide it to the Lab/provider. Once an insurance claim is made, they will be in contact with the student to arrange payment for any invoices/bills.
· If students do not have health insurance, they will provide the institution with any bills for the insurance claim.
· For services/treatment beyond the initial visit, the student will be responsible.
Home | WellnessMart | 57 Convenient Nationwide Locations (locations near us are in San Jose, Hayward, Campbell, Pleasanton, and Mountain View). Locations - WellnessMart
Ms. Julie Hamrick, Program Director
408-640-2991 (Cell) and 408-883-9171 (Campus)
jhamrick@svsti.com 




Lab Safety and Maintenance Policy
Safety of self and others is the primary concern in the laboratory setting. To ensure the safety of students, faculty, and staff in the laboratory, students are expected to follow the policies and procedures for Lab Safety and Maintenance. Students are encouraged to expand their skills through safe practice. Demonstration of critical safety elements by faculty/staff is required prior to any student being allowed to use any equipment. Students will be required to demonstrate appropriate safety with all equipment, techniques, and procedures in the laboratory prior to practicing in the field.
General Lab Safety Rules and Policies:
· No long sleeves are allowed under scrub tops.
· No bulky/large/chunky jewelry. Simple necklaces and post-earrings are permitted.
· No facial jewelry.
· No rings or bracelets of any kind.
· No hats of any kind are allowed in the Lab.
· Minimal makeup is permitted. No false lashes.
· No fake (Gel or Acrylic) nails. Nails should be short and natural in color without polish.
· Beards must be kept trimmed. No hair extensions or unnatural hair color. 
· Good personal hygiene must always be maintained. 
· Students will be responsible for sterilizing items.
· Students will be responsible for keeping soiled towels in the hamper and folding clean ones.
· Students will be responsible for informing their instructor or Program Director when an item needs to be reordered or restocked.
· Any accidents, injuries, or unexpected responses to interventions or skills being practiced should be reported immediately to the Lab Instructor.
· Students must report any unsafe situations to staff or faculty immediately.
· Though every effort is made to ensure that all equipment is functioning properly, students must notify the instructor of any broken or malfunctioning equipment.
· Absolutely no cell phones can be used during instruction time. If you are seen using your phone during class/Lab, your instructor will ask you to leave and has the right to send you home for the day.
· You are considered tardy if you arrive 1 minute after the start of class. You will also be considered tardy if you leave class early. Weekly Lab Evaluations cannot be made up. The door will be locked 5 minutes after class starts.
· Students are only allowed in the Lab when an instructor is present.
· No open-toed shoes are allowed in the Lab.
· Teamwork is expected. 
· No food or drinks are allowed in the Lab/Classroom at ANY time.
· Weekly Lab evaluations cannot be made up. If a student is more than 15 minutes late, an absence will be recorded. 
Lab Maintenance:
· Students are responsible for cleaning the Lab after every class and for completing the weekly cleaning list.
· All equipment and treatment areas shall be cleaned following each use with an approved antimicrobial cleanser.
· All countertops / flat surfaces will be cleared off and cleaned.
· Timers will be put back on the whiteboard.
· Timers will be turned off and placed in the appropriate bin.
· Floors will be swept and mopped.
· All equipment will be wiped down with disinfectant wipes.
· Scrub sinks will be cleaned. 
· Trash will be taken out.
· Trash will be collected and taken out.
· All equipment and supplies should be returned to their designated storage areas at the end of each Lab/class.
· Students should adhere to the Hazardous Materials safety precautions when using chemical cleansers. 
· No lab equipment or supplies may be removed without the lab Instructor's written consent.
Initial the Following:
· I understand and have read where the Emergency Preparedness and Response Plan Binder (Evacuation for Earthquake, Fire, and Medical) is. The binder is kept in the Lab.
· I understand and have read where the MSDS Binder (Material Safety Data Sheets Binder) is. The binder is kept in the Lab.
· I understand and agree to follow all policies in the Lab Safety and Maintenance Policy.

Classroom Expectations and Lab Rules
· You are expected to be in class on time; be early, and 1 minute after the start of the class is considered tardy. More than 15 minutes late is considered an absence.
· Leaving 15 minutes EARLY is considered tardy; exceeding 15 minutes is considered an absence.
· Failure to sign in before class begins is considered an absence. You MUST sign in before class begins!
· Sterile Processing Program - 2 Tardies are an absence. No more than 2 absences are accepted for the ENTIRE duration of the Sterile Processing Program. This includes ANY tardies.
· Surgical Technology Program - 3 Tardies are an absence. No more than 3 absences are allowed per 16-week term, except for clinical rotations, where students are allowed only 2 absences for the entire Externship. This includes ANY tardies.
· Phones remain in a designated bin or locker (NOT in the Classroom/Lab) on vibrate or off, unless pre-approved by Instructor(s). NO pictures or videos taken unless pre-approved by Instructor(s).
· You must adhere to the Lab Safety and Maintenance Policy.
· No smoking or vaping on the premises.
· No hanging out, learning, or sitting at the table(s) during Lab.
· No bathroom breaks during scheduled class unless pre-approved by the instructor (to prepare you for the field).
· No food or drinks permitted at any time during class/Lab.
· Questions are welcome, but arguing will not be tolerated.
· No make-up assignments, quizzes, Competencies, or tests are given.
· All paperwork must be legible and include your name and the date to receive credit.
· Teamwork is required. Turnover and/or clean-up must be shared equally. 
· Students who have signed up for any Open Lab must attend or give 48 hours’ notice; they will not be in attendance. If a 48-hour notice is not received through Band (Surgical Technology) or Canvas (Sterile Processing), it will result in a tardy.
· A passing grade must be maintained throughout the Sterile Processing Program and Surgical Technology Program. Failure to meet the passing grade requirement will result in academic disciplinary action, including probation and dismissal. This includes any associated fees with repeating a course (if applicable). 
· Policy on cheating (Academic Honesty). Dishonesty includes but is not limited to cheating, plagiarism, knowingly assisting another student in cheating or plagiarism, or knowingly furnishing false information to SVSTI faculty and staff (including Competencies and/or finals). This included sharing information while testing hands-on skills in the Lab.
· Failing a term does not guarantee eligibility to repeat that term automatically. Students must re-qualify to repeat a failed term. This will need to be approved by your Instructors and the Program Director.
· No Apple watches at any time during instruction. 
· No coaching. No student should coach other students unless otherwise instructed. 
· Uniform requirements must be followed: black scrubs, surgical hats, and jackets are required. Closed-toe, wipeable, fluid-resistant shoes only.
· English MUST BE SPOKEN AT ALL TIMES. Please refrain from speaking in any language other than English during class time and Lab.
· Students may NOT leave the Lab (even to use the restroom) until the instructor has dismissed the class.
· Weekly assignments are due as posted in the syllabus and Canvas. Points are deducted by 15% EACH day past the assignment due date. All assignments must be completed by Wednesday of the last week in the Sterile Processing Program and the Surgical Technology Program.
· Sterile Processing Lab Competencies are completed during Lab time, and a passing grade of 70% or higher must be obtained on EACH Competency to be eligible to move forward with the Sterile Processing Program and/or take the course final. No make-up Competencies allowed.
·  Surgical Technology Lab Competencies are completed during Lab time, and a PASS on each Lab Skill must be achieved. A PASS is 100%. Please refer to the Surgical Technology Competency Policy. 
· In addition to the Lab requirements, the Lecture Portion and/or online coursework must be completed. Home study, memorization, and knowledge of surgical instruments are essential for success in the Classroom, Lab, Externship, and future employment.
· All immunizations and BLS are due by the 2nd weekend of class for Sterile Processing and the 2nd week of Term 2 for Surgical Technology. If all immunizations and/or Externship requirements are not received by Week 5, students may be dropped from the course or required to repeat, which will result in additional fees.
· Students are expected to always maintain a respectful and professional demeanor. Disrespectful or unprofessional behavior or language will result in dismissal and an absence. Continued disrespectful and unprofessional behavior or language may result in expulsion.
· No swearing or unprofessional language at any time in the Classroom, Lab, and Externship.
·  At the end of class each day/week, students are required to present all opened sets to the instructor for inspection and verification.
· Supplies are not disposable; please do not throw any supplies away (e.g., Indicators, wraps, gowns, gloves, etc.). We reuse everything to save costs and supplies. PPE is typically in short supply; please bring your own mask and reuse gloves, gowns, and other supplies during the course. Do not throw away blue towels or reusable gowns; instead, put them in the linen hamper.
· Students may not be under the influence of ANY substance AND/OR alcohol in the Classroom, Lab, Externship, CST Prep, etc. SVSTI and/or your clinical site have the right to require a drug test or dismiss you if you are suspected of being under the influence of drugs and/or alcohol. You may be removed from the Campus or clinical site and/or expelled if found to be under the influence.
_______ (Initial) Infraction of ANY of the above requirements may result in an SSP and/or dismissal from class, and/or clinical site for the day, which will also result in an absence. Two (2) SSP’s may result in probation or dismissal from the Sterile Processing Program.
_______ (Initial) Infraction of ANY of the above requirements may result in an SSP and/or dismissal from class, and/or clinical site for the day, which will also result in an absence. Three (3) SSP’s may result in probation or dismissal from the Surgical Technology Program.
Sterile Processing Externship Policy and Expectations
The following are the basic rules for your upcoming Externships. These policies reflect requirements employers have for paid employees. This means that you are expected to approach your Externship site with the same level of maturity and professionalism that is expected at any medical facility. Keep in mind that your behavior and level of professionalism reflect not only on you but also on SVSTI.
These rules are included, but are not limited to:
· All students are ASSIGNED to a clinical site. If you refuse a site assignment, your Externship start date could be significantly delayed, and there is also the risk of not finding a site to accept your late start date, which would result in removal from the Sterile Processing Program.
· If you are dismissed from a site for ANY reason, it will result in expulsion from the Sterile Processing Program.
· First and foremost, you must conform to the facility's rules, regulations, and policies. These include the use of PPE (personal protective equipment), adherence to patient confidentiality rules (HIPAA), wearing of ID badges, and any other facility-specific policies and procedures.
· Adhere to SVSTI’s dress codes. This means you must always present a professional appearance and conduct yourselves accordingly.
· Tardiness is unacceptable. Allow yourself enough time to change into scrubs and be ready to start before your shift begins. This will not go unnoticed when it comes time to making the decision whether to hire you or not. Understand that some sites require you to pay for parking.
· Absences are unacceptable except in cases of illness. If you are absent, late, or leave early for ANY reason, you are required to (1) notify your preceptor prior to the start of your shift, and (2) notify Julie Hamrick, SVSTI Program Director, by text (408) 640-2991 prior to the start of your shift. You are only allowed a total of 2 absences during the entire program. Any student with absences over 2, including tardies, violates SVSTI’s Attendance Policy and may result in expulsion from the Sterile Processing Program.
· Every effort will be made to keep Externship sites within a 2-hour commute from campus; however, this may not always be possible. Students will attend where assigned. ATTITUDE IS EVERYTHING. You are a student. You are there to learn. Keep this in mind.
· Students must arrive prior to their scheduled shift to ensure that they are in the department and ready to learn on time every day (arrive early). ON TIME IS LATE.
· Students are required to upload their Weekly Time Sheets, Weekly Professionalism Evaluations, Week 3 and 6 (Midway and Final), and Performance Evaluations to Canvas by Sunday, 11:59 PM each week.
· Professionalism is expected during Externship. Take notes, stay active, and refrain from using your cell phone during Externship. 
· Students MUST complete their Sterile Processing Externship hours (240) within the 6 weeks to graduate.
· If the student fails, they will be required to repeat the entire Sterile Processing Program and will be required to pay a fee of $1,500.00.
· Students are required to submit ORIGINAL documents, which include Weekly Time Sheets, Weekly Professionalism Evaluations, Week 3 and 6 (Midway and Final), Performance Evaluations, and the Graduate Satisfaction Survey, as well as complete all End-of-Course Survey(s) by the end of Externship.
· All ORIGINAL documents must be completed, uploaded correctly, and submitted to the Admissions/Enrollment Office to complete the Sterile Processing Program successfully and pick up the diploma.
· If the student is unable to complete their Externship on time (240 hours/6 weeks) due to unusual circumstances, an extension must be requested, and a fee of $500.00 will be added to their tuition. If the student wishes to extend their Externship, they must be pre-approved prior to starting Externship.
· When all requirements have been met, students must message Education@svsti.com for an appointment to obtain their Certificate of Completion within 14 days of completion (or the student will receive an F and not qualify for a diploma). 
_________ (Initial) If you get kicked out of a site for ANY reason or asked to leave, you will not be allowed to return to SVSTI for ANY Program(s). I have read, understood, and will abide by the above policy.


Technology Requirements Attestation 
By signing this document, I agree that I have the required access to a computer and the minimum recommended system requirements to successfully complete the Distance Education Portion of the Sterile Processing Program or Surgical Technology Program.
Canvas recommended requirements:
· Smart devices, PCs, laptops, iPads, etc., that are 5 years old or newer with at least 1 GB of RAM.
· Web browser success.
· An internet speed of 512 Kbps or faster is required.
Cengage (Surgical Technology only) recommended requirements:
· Download bandwidth 5 Mbps or faster.
· 2 GB of RAM or more.
· Sound.
· Graphics 64 MB or higher.
· CPU 1.8 GHz or more.

Equal Employment Opportunity Policy
Silicon Valley Surgi-Tech Institute is an Equal Opportunity Employer.
Program Auxiliary Aids and Services are available upon request to individuals with disabilities. Disabilities will be accommodated upon request that meets the Core Performance Standards and requirements of the position.
It is the policy of Silicon Valley Surgi-Tech Institute to promote Equal Employment Opportunity through a positive continuing program. This means that Silicon Valley Surgi-Tech Institute will not discriminate, nor tolerate discrimination, against any applicants and students because of race, ethnicity, color, religion, sex, sexual orientation, gender, gender identity, national origin, pregnancy, citizenship status, age, disability, veteran status, or genetic information. Additionally, it is the policy of Silicon Valley Surgi-Tech Institute to provide an environment for each Silicon Valley Surgi-Tech Institute applicants and students that is free from sexual harassment, as well as harassment and intimidation on account of an individual’s race, ethnicity, color, religion, sex, sexual orientation, gender, gender identity, national origin, pregnancy, citizenship status, age, disability, veteran status, or genetic information. Silicon Valley Surgi-Tech Institute is an Equal Opportunity Employer of protected veterans and individuals with disabilities. All qualified applicants will receive consideration for enrollment without regard to race, ethnicity, color, religion, sex, sexual orientation, gender, gender identity, national origin, pregnancy, citizenship status, age, disability, veteran status, or genetic information.
This policy shall be posted in places conspicuous to all students. It shall be communicated to all applicants for Admissions/Enrollment, and it shall be given such external dissemination as is necessary to inform and secure the cooperation of individuals and organizations constituting sources of employment referrals to Silicon Valley Surgi-Tech Institute. The “Equal Opportunity is the Law” poster is posted in the Breakroom and the Lobby. Copies of this document in other languages are available at Workplace Posters | U.S. Department of Labor.
For more information about Silicon Valley Surgi-Tech Institute’s Equal Employment Opportunity, including procedures for filing a complaint of discrimination and its commitment to affirmative action in hiring minorities, women, persons with disabilities, and veterans, please see the Admissions/Enrollment Office.

Sterile Processing Lab Competency Agreement
______ (Initial) I understand that I must receive 70% or higher on each of my Competencies to move on in the course and be eligible to take my final.
_______ (Initial) I understand that I do not get multiple attempts on Competencies.
_______ (Initial) I understand that if I do not pass each of my Competencies, I will not be able to move on to Externship and will be required to repeat the course. 
_______ (Initial) I understand that Competencies are listed in Canvas, and it is my responsibility to review what I will be graded on or ask questions, prior to Competency day. 
_______ (Initial) I understand that my time on campus (Lab) is to be used for hands-on skills in order to pass each required Competency successfully.
_______ (Initial) I understand that if I am absent on a day Competencies are done, I will receive an F and fail the course. There are no make-up days for Competencies.
Sterile Processing Externship Availability Agreement 
______ (Initial) I am aware that all my immunizations are due by the 2nd weekend of class.
_______ (Initial) I understand that if I am absent on the day Competencies are done, I will receive an F and fail the course. There are no make-up days for Competencies.
______ (Initial) I am aware that if I do not obtain my immunizations or any other admissions/enrollment requirements on time, I will be required to repeat the course with associated fees. 
______ (Initial) I realize that all my assignments, competencies, quizzes, and the final must be successfully completed before I am eligible for an Externship.
______ (Initial) I understand that most clinical sites require full-time placement and have only specific shifts available to students.
______ (Initial) I understand that placement, start date, and/or shift will fluctuate depending on the site availability.
______ (Initial) I understand SVSTI does its best to place you close to your home or work, with no guarantee. 
______ (Initial) I will accept the clinical site/placement/schedule provided to me (refusal will result in expulsion).
______ (Initial) I understand this is an unpaid clinical Externship rotation.
______ (Initial) I understand I am not allowed to make alterations to my assigned clinical site/placement/schedule.
______ (Initial) I understand that once this form is completed, I cannot change my request.
______ (Initial) I understand and agree to all of the above statements.
The available time slots I am available for Externship are: (these are approximate times, please mark one or more)
_________ Morning Shift (7:00 am - 3:30 pm)
_________ Evening Shift (3:00 pm - 11:30 pm)
I live in _____________________________ (City)
I work in ____________________________ (City)


Sign-Off Sheet
[bookmark: _heading=h.gjdgxs]_____ (Initial) I understand that it is my responsibility to read and familiarize myself with the policies, procedures, and expectations contained in the Academic Catalog and Student Handbook, which may be found on the website at www.svsti.com.
[bookmark: _heading=h.secndgvi8w6s]_____ (Initial) I agree to abide by the standards and accept full responsibility for my behavior on and off Campus.
[bookmark: _heading=h.vgcrfumg565]_____ (Initial) I pledge to adopt the professional philosophy of SVSTI, perform my duties to the best of my ability, and, upon graduation, demonstrate pride in my career as a medical professional.
[bookmark: _heading=h.sgc6gevoi5bm]_____ (Initial) I read the Externship Policy and Expectations and understand that if I decline an Externship and/or get expelled from a site, I will be dropped from the Sterile Processing Program or the Surgical Technology Program.
[bookmark: _heading=h.la75orbik8c1]_____ (Initial) I accept that placement is based on availability and understand that most sites require a full-time schedule and that I must be prepared to adhere to the clinical site's schedule.
[bookmark: _heading=h.kvks1cqx9uoq]_____ (Initial) I have read and understand the Academic Policies.
[bookmark: _heading=h.9q7uv7kssjci]_____ (Initial) I have read and understand where the Emergency Preparedness and Response Plan Binder (Evacuation for Earthquake, Fire, and Medical) is. The binder is kept in the Lab.
_____ (Initial) I have read and understood where the MSDS Binder (Material Safety Data Sheets Binder) is. The binder is kept in the Lab.
_____ (Initial) I understand that my program start date may be extended to a future available start date ONE TIME.
_____ (Initial) I accept that during COVID, Flu season, Natural Disasters, etc., there could be a delay in my Externship placement.
_____ (Sterile Processing Initials ONLY) I understand that missing the Competency Day will result in an automatic fail and that I will be dropped from the Sterile Processing Program.
[bookmark: _heading=h.t3gbinapyin0]_____ (Sterile Processing Initials ONLY) I understand that the expected graduation date on the Sterile Processing Enrollment Agreement does not include the completion of 240 Externship hours.
[bookmark: _heading=h.ylzjxzh3l9m6]
Sterile Processing Essential Functions 
A Sterile Processing Technician performs various functions to sterilize and assemble equipment required for surgery, exams, and other medical procedures. They are also typically responsible for monitoring stock levels, taking inventory, and ordering equipment as needed.
The typical Sterile Processing Technician job description consists of the following major duties, tasks, and responsibilities:
· Retrieves contaminated supplies and delivers sterile supplies to where needed and the appropriate location.
· Undertakes manual cleaning of instruments and equipment to remove contaminants.
· Responsible for the operation and maintenance of decontamination equipment.
· Applies a detailed orientation in the examination of instruments and equipment to ensure they are clean.
· Actively monitors as well as operates sterilization equipment, such as an autoclave.
· Tests and reports detected problems with sterilization equipment.
· Responsible for keeping records of items that have been cleaned and sterilized.
· Ensures the removal of all waste matter from equipment and carts.
· Responsible for restocking crash carts.
· Responsible for organizing, storing, and keeping records of sterile supplies.
· Responsible for checking the expiration dates on supplies.
· Responsible for maintaining a clean work area following established departmental policies and procedures, and infection control standards.
· Operates all mechanical machinery within the sterile processing unit, including cart washers, instrument washers, steam sterilizers, low-temperature sterilizers, and ultrasonic and drying cabinets.
· Apply established policies and procedures in completing work assignments.
· Undertakes continuous education and training in all areas of sterile processing, including decontamination, cleaning, assembly, wrapping, sterilization, and storage processes within all set professional standards and regulations.
· Refers to all decisions beyond the personal scope of responsibilities to the appropriate unit.
· Responsible for reporting broken instrumentation.

Special Qualifications:
In addition to minimum requirements regarding reading, writing, and memorization skills, the student must, unassisted:
· Able to make appropriate judgment decisions.
· Demonstrate the ability to comprehend and interpret written material.
· Demonstrate the use of positive coping skills during interactions with patients, staff, and faculty.
· Follow written, oral, and verbal instructions in English.
· Possesses short-term and long-term memory sufficient to perform tasks, e.g., mentally tracking surgical supplies and performing required skills.
· Synthesize information from written materials and apply the knowledge to various situations.
Psychomotor Qualifications:
· Hearing – normal, corrected, or aidable. Hear and understand muffled communication without visualization of the communicator’s mouth and lips, and within 20 feet. Hear activation and warning signals on equipment.
· Vision – normal, corrected. Demonstrate sufficient visual ability to load a fine (10-0) suture with/without corrective lenses and while wearing safety glasses. Demonstrate sufficient peripheral vision to anticipate and function while in a sterile surgical environment.
· Touch – normal tactile sensitivity. Manipulate instruments, supplies, and equipment with speed, dexterity, and good eye-hand coordination.
· Smell – able to detect odors sufficient to maintain environmental safety and patient needs.
Physical Qualifications:
· Able to stand, walk, bend, stoop, and/or sit for long periods of time in one location with minimal to no breaks.
· Able to lift a minimum of 35 pounds, pull 75 lbs., push 100 lbs.
· Able to refrain from nourishment or restroom breaks for periods of up to 6 hours.
· Ambulate/move around without assistive devices.
· Able to assist with and/or lift, move, and manipulate heavy instrument sets and equipment.
· Walk, bend, stoop, kneel, stand, twist, sit, carry, lift, and reach hands overhead. 
Communication Qualifications:
· The ability to interact and verbally communicate with others. Demonstrate positive interpersonal skills in interactions with patients, staff, and faculty.
· Demonstrate calm and effective responses, especially in emergencies.
· Knowledge of basic written, grammar, and spelling skills.
· Ability to communicate and understand fluent English both verbally and in writing.
I have read and agree with the above functions for the Sterile Processing Program and position.

Immunization Requirements Policy
The following requirements are based on the California State Department of Health Services' recommendations and the clinical site's requirements. You may not be eligible for placement if the following requirements are not completed and submitted by the required due date. You must complete the following immunizations and provide documentation to the Admission/Enrollment Office no later than the 2nd weekend for the Sterile Processing Program and the 2nd week of Term 2 for the Surgical Technology Program. For the Sterile Processing Program, it is best to have immunizations completed before you start the course to ensure you are placed on time and do not have to repeat your program. 
Background Check, Drug Test, and proof of purchase/receipt are required before the first day of class (Sterile Processing) or the 2nd week of Term 2 (Surgical Technology). 
A Titer Report (Blood Test) must be completed, and the results must be submitted to the Admissions/Enrollment Office by the designated due date. The results must say IMMUNE. Suppose your Titer Report indicates that you are not immune to any of the following: Measles/Mumps/Rubella/Hepatitis B/Varicella. In that case, you must get a vaccination and take another Titer Report, which must say IMMUNE (30 days after the last immunization) to begin your Externship on time.*If there is no prior proof of the 3-shot series (Hepatitis B) and 2-shot series (Varicella, Measles, Mumps, Rubella), it could take up to 6 months to acquire immunity. 
Since you must complete and submit a Titer Report for Measles/Mumps/Rubella/Hepatitis B/Varicella, it is best to also request a Tuberculosis (QuantiFERON TB) Blood Test from your medical provider or doctor during your appointment. 
Yellow = Blood Test
1. Tetanus, Diphtheria, Pertussis Vaccine (Tdap) - Must show proof of vaccination (within 10 years). If it has expired or if there is no proof of vaccination, then it is required. Also, if your vaccination is expiring while you are enrolled in the Sterile Processing or Surgical Technology Program, you must receive another vaccination.
2. Tuberculosis (QuantiFERON TB) - Must get a negative QuantiFERON TB test (a Blood Test, not a skin test) within 6 months of Externship. If the result is positive, then a chest X-ray must be completed to show proof that you are inactive with the disease. If your chest X-ray is clear, then testing is complete.
3. Measles, Mumps, and Rubella (MMR) - Must show proof on Titer Report with numerical values and within 6 months of Externship. Must be immune to all; if there is no immunity, then vaccinations are required. After vaccination, you must wait 30 days before completing another MMR titer test. If you are still not immune, you will need to complete another vaccination series.
4. Hepatitis B (Hep B) - Must show proof on Titer Report with numerical values and within 6 months of Externship. Must be immune to all; if there is no immunity, then vaccinations are required. After the vaccinations, you must wait 30 days before completing another Hepatitis B titer test. If you are still not immune, you will need to complete another vaccination series.
5. Varicella (Chickenpox) - Must show proof on Titer Report with numerical values and within 6 months of Externship. Must be immune to all; if there is no immunity, then vaccinations are required. After the vaccinations, you must wait 30 days before completing another Varicella titer test. If you are still not immune, you will need to complete another vaccination series.
6. Dr.'s Note/Physical Exam/Statement of Health - Must show proof from your physician or doctor releasing you to be in good health for Externship. 
7. Basic Life Support Card (BLS) - Must show proof of current BLS card (American Heart Association only). If a student does not have a BLS card, SVSTI offers a designated class for $70.00, payable to the American Heart Association Instructor. Please email the Admissions/Enrollment Office to see when the scheduled BLS classes are.
8. Influenza Vaccine (Flu) - Must show proof of vaccination (all students must have for that calendar year).
9. COVID-19 Vaccine and Booster - Must show proof of vaccination.
10. HIPAA - Must show proof of completion. 
11. Immunization Records - Must show proof of immunization records and/or any childhood immunization records.
I have reviewed the SVSTI Immunization Requirements Policy, and I understand that ALL IMMUNIZATIONS must be completed by the required due date. If I have not completed the immunization requirements on time, I am subject to failing and may be required to repeat the entire Sterile Processing Program or the Surgical Technology Term, resulting in additional tuition and fees.
Proof of Titer Report/Tests/Results, proof of immunizations, and documents must be submitted NO LATER 
THAN _______/________/_______

High School Graduation or Equivalency Attestation

I, ___________________________________________________________________________(Student Name), have applied for admission and to enroll to SVSTI Sterile Processing Program or Surgical Technology Program, and I understand that one of the requirements for admission is graduation from high school or an equivalency.
Check the box that applies to you.
I hereby certify that:
·  I graduated from High School.
· I earned a GED Diploma (General Educational Development Diploma or High School Equivalency Diploma).
	*This is not General Education or College credits; This is a General Educational Development (GED) test 
or a high school equivalency test for those who did not complete traditional high school.
· I graduated from a Foreign High School.
*ALL Foreign Academics must be evaluated and translated into English and submitted within 30 days of enrollment, but prior to the 1st day of class (including High School Diploma, High School Transcripts, College Diploma, and College Transcripts). 
If, for any reason, this attestation is found to be false or untrue, I understand that I will not have met the Admissions/Enrollment requirements of SVSTI. I will not be considered a student and will therefore be subject to immediate dismissal from SVSTI. 
With my signature below, I attest that the information provided on this form is true and correct to the best of my knowledge.

Physical Address Attestation 
I, __________________________________________________________________________ (Student Name), attest that the address on my California (CA) Driver’s License or California (CA) State ID is or is not the same as my current physical address. I hereby certify that I reside at this address at the time of enrollment at SVSTI. 
Physical Street Address: _____________________________________________________________________
City, State, and Zip Code:___________________________________________________________________	
For out-of-state (non-CA) Driver’s Licenses, applicants will provide one of the following for the address above:
Copy of Rental Agreement: ____________________
Any State of Federal Document: ________________
Utility Bill: _________________________________
Other: ____________________________________
With my signature below, I attest that the information provided is true and correct to the best of my knowledge. I am also aware that if my address changes while I am currently enrolled, I will notify SVSTI within 30 days of these changes and must fill out an Information Change Form.



Emergency COVID-19 Absence Policy
If a student feels they have COVID-19 symptoms, they must be tested by the first missed class to fall under this policy, unless it is after business hours, in which case the student needs to be tested the following morning. If a test is positive for COVID-19, follow the reporting and isolation steps below:
· Immediately report your COVID-19 positive test result to your instructor(s) and/or Program Director, as well as your externship site (manager or educator). A COVID-19 test must be done in a laboratory (not a Home Test) and must include your legal name in the test result document. 
· Stay home and isolate for a minimum of 3 days.
· If on day 3, you have no symptoms or your symptoms are mild and resolving (and you have no fever for at least 24 hours without the use of fever-reducing medication), you must test again (Lab Test) and provide a new test result document with your legal name.
· You must provide a negative test result (Lab Test, not a Home Test) with your legal name before you can return to the Campus and/or Externship Site.
Additional Information:
· SVSTI provides students with a one-time COVID-19 emergency absence, allowing an additional 3 days for the entire Surgical Technology Program (not per term) or an additional 2 days for the entire Sterile Processing Program.
· Students must follow the policy exactly as stated, or their absence(s) will not be accepted under this policy.
· SVSTI does not allow make-up of missed assignments or exams. Students will receive a zero for any missed assignments and/or exams during their absence.
· Any absences exceeding 3 emergency absences for Surgical Technology or 2 emergency absences for Sterile Processing will not be excused (please refer to the Classroom Expectations and Lab Rules, and Attendance Policy) and could affect the student’s grade and/or program status. 

If, for any reason, your doctor does not allow you to test in a laboratory, you will not be able to use the emergency absences (only the regular allotted absences for your program). You can also get tested at CVS, Walgreens, or a laboratory. I acknowledge and understand the above Emergency COVID-19 Absence Policy.

Identification Badge Policy 
The student identification badge and lanyard provided by SVSTI should be always worn at clinical sites and are recommended on Campus. Replacement badges can be obtained by contacting the SVSTI Admissions/Enrollment Staff. The replacement cost of the badge and lanyard is $20.00. If a student withdraws, fails, cancels, or drops, they will be required to pay the badge fee. 
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