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INTRODUCTION TO HBS & YOUR RT PROGRAM 

 

Message from the Program Chair 
 

Dear Radiologic Technology Students, 

 

Welcome to the Radiologic Technology Program at Hunter Business School! You have chosen 

a very exciting, challenging, and rewarding profession. The student is the center of our focus, 

where diversity, and individuality in student and faculty are sought, valued and nurtured. We 

applaud your desire to enter this dynamic and rewarding profession of Radiologic Technology. 

 

In your course of study, we hope to provide you with the skill, knowledge, and attitude to deliver 

quality patient care as a valuable member of the health care team. Working and learning together 

over the next 16 months should be an exciting and rewarding experience. We look forward to 

working with you on your way to success!  

 

The purpose of this handbook is to share information concerning policies, procedures, and 

requirements to successfully complete this program. Rad Tech students are expected to abide by 

all policies outlined in the handbook. Read this handbook carefully. It will serve as a valuable 

reference guide for the RT program. 

 

Successful completion of this program will require many long hours of study and preparation. We 

will assist you, to the best of our ability, in achieving your professional goals. If you have 

questions concerning any specific policy or procedure, please feel free to consult with me or any 

members of our RT team. 

 

Once again, congratulations on your excellent career choice. 

 

Sincerely, 

 

Abe Najjar 
 

Abe Najjar, MHA, BA, RT (R) 

Program Chair 
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Administrative Staff  
 

Jay Fund, MSW 

President 

 

Ramon Martinez 

Campus Director (Levittown) 

 

Steven Schenkman 

Director of Corporate Development 

 

Chuck Copt 

Corporate Director of Education 

 

Weedens Blanchard, Ed.D. 

Director of Education 

 

Abe Najjar, MHA, BA, RT (R) 

Program Chair 

 

Agi Montalvo, BS, RT, (R) 

Clinical Coordinator & Faculty 

 

Joy Richford, MA, RT (R) (M), ATC 

Faculty 

 

Jada Williams 

Admissions Representative 
 

Hunter Business School’s Mission 
Hunter Business School’s mission is to provide students with the opportunity to receive a high-

quality education for the career best suited to their abilities, interests, and ambitions in an 

educational environment characterized by high expectations and staffed by professionals who are 

knowledgeable, compassionate, creative, supportive, and effective. As a result, we can provide the 

best training that enables our students to enter or enhance their careers in the shortest amount of 

time without sacrificing the quality and depth of the training experience. 
 

History & Philosophy 
Hunter Business School was founded in 1972 for the purpose of providing quality career training 

through intensive and innovative programs. The original mission was expanded in 1999 to include 

a change of ownership and new programs in medical assisting and computer technology. In 
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keeping with this mission, we have added sonography (ultrasound) and practical nursing, programs 

to complement Hunter Business School’s existing offerings. Hunter Business School’s mission is 

viewed as a living, organic expression of potential growth, but still at root remains essentially the 

same. 

 

Hunter Business School’s Core Values 
The following Core Beliefs are held and supported by Hunter Business School and are reflected 

in the work of Hunter employees: 

 

• Worth: Every individual has inherent worth. 

• Success: Lifelong learning is essential for success in a changing society. 

• Ethics: Ethical conduct is fundamental to sustaining our institution. 

• Responsibility: Individuals are responsible for their choices and actions. 

• Student Learning: Students learn at different rates and in different ways. 

• Excellence: Excellence is achievable and always worth the investment. 

• Effective Communication: Effective communication is accomplished through clear and 

concise methods to engage our stakeholders and accelerate our work. 

• Self Esteem: Self Esteem is directly related to individual success. 

• Diversity: Embracing cultural diversity strengthens the school community. 

• Sharing: Education is the shared responsibility of the institution's leadership, students, 

government and community. 

• Culture: The culture of an organization is a major factor in shaping individual attitudes 

• and behaviors. 

• Flexibility: Willingness to change is necessary for continuous improvement. 

• Shared Values: Values and common goals are integral to a healthy organization. 

 

Accreditations, Approvals & Memberships 

• Hunter Business School (HBS) is registered & licensed by the New York State Department 

of Education, Bureau of Proprietary School Supervision (NYSED, BPSS). 

• HBS is regionally accredited by the Middle States Association of Colleges and Schools, 

Commission on Secondary Schools (MSA-CESS). 

• Radiologic Technology (RT) Program is approved by the New York State BPSS and the 

Department of Health (NYSDOH) and is accredited with the Joint Review Committee on 

Education in Radiologic Technology (JRCERT). HBS’s RT Program is also recognized 

by The American Registry of Radiologic Technologists, (ARRT). 

• HBS is an eligible Institution for the training of students from Adult Career and Continuing 

Educational Services (ACCES-VR). 

• Approved by New York State Division of Veterans’ Affairs. 

• Member of the Levittown & Medford Chambers of Commerce. 

• Approved by New York State Division of Veterans’ Affairs 
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Facilities & Locations 
Hunter’s facilities in both its Levittown and Medford, New York locations are designed to fulfill 

the purposes and outcomes of all its programs by providing an atmosphere conducive to learning. 

All areas, both instructional and non-instructional, are safe, clean, well-maintained, and in 

compliance with all applicable laws, building codes, and health and safety regulations. With more 

than 40,000 square ft. and 33 large classrooms, Hunter’s facilities provide the perfect atmosphere 

for learning. 

 

Within HBS’s Levittown facility there are 14 classrooms. Of these classrooms, three large rooms 

are designated for nursing classes and the nursing lab. Classrooms are set up in a traditional 

classroom style with tables and /or table desks. Existing classrooms accommodate up to 27 

students. The computer labs accommodate approximately 24 students with individual computers 

and Internet access. Additionally, the nursing department is allocated 40 laptop computers for 

student use during the program. 

 

The RT Facility 
The RT facility has a fully equipped laboratory and classroom to support its program’s mission, 

goals and student learning outcomes. The facilities include office space for the Program Director, 

Clinical Coordinator, Adjunct Faculty, small reception and workroom area, and a large dedicated 

classroom that provides an adequate learning environment for students and sufficient space to 

accommodate lecture style seating and room for small group activities. Importantly, the RT facility 

also contains a dedicated, energized laboratory with attached room containing three PACS 

systems. The RT facility also houses a dedicated, non-energized laboratory and a non-energized 

portable x-ray machine both for position practicing and testing. A small resource and computer 

area are also available for student use.  

 

 

 

 
Medford Campus      Levittown Campus 

               3247 Route 112, Bldg. 3, Suite 2            3601 Hempstead Turnpike 

Medford, NY 11763     Levittown, NY 11756 

     631-736-7360            516-840-2163         
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Radiologic Technology Program Mission Statement 
The mission of Hunter Business School’s Radiologic Technology Program is to provide a quality 

and comprehensive educational experience that graduates qualified professionals who have 

acquired the knowledge, skills, abilities and behaviors necessary to successfully function as entry-

level radiographers certified by the American Registry of Radiologic Technologists (ARRT) in the 

State of New York and provide quality radiographic care in the health care community 

 

Overview of the Program 
Hunter Business School’s Radiologic Technology program provides the graduate with the 

knowledge, skills, and attitudes needed to function as a Radiologic Technologist. The Radiologic 

Technologist uses radiation to produce images of various parts of the body to aid in the detection 

of injury or disease. The program is 2,080 hours in length, built across four semesters, and takes 

16 months to complete. The program begins by introducing students to the fundamentals of 

Radiologic Technology, anatomy and physiology, medical terminology, radiographic procedures, 

and an immediate introduction to the clinical arena set the foundation for the program. Patient care, 

radiation protection, image analysis & pathology are incorporated into the educational experience.  

 

As the program progresses, there will be learning modules that expose students to opportunities 

that they may pursue in their new profession. This includes courses that highlight medical imaging 

pathways, the principles & fundamentals of mammography, and cross-sectional anatomy as seen 

in MR and CT images, while primarily focusing in the identification of normal anatomy in 2 & 3 

dimensional planes. Comprehensive clinical experiences are offered to supplement classroom 

discussions. Ethics in this profession is also explored. Graduates of HBS’s RT program are eligible 

to sit for the national boards given by The American Registry of Radiologic Technologists 

(ARRT). This examination satisfies the NYS licensure requirements. 
 

 

Course # Course Title Hrs. 

 Semester 1  

RAD 101 Introduction to Radiography 45 

RAD 102 Radiographic Procedures 1 60 

RAD 102A Radiographic Procedures LAB 1 15 

RAD 103 Radiographic Physics & Principles 45 

RAD 104A Anatomy & Physiology I 45 

RAD 105 Medical Terminology 45 

RAD 106 Patient Care in Radiologic Technology 45 

RAD 107 Clinical Practicum 1 216 

 Semester 2  

RAD 201 Principles of Exposure 45 

RAD 202  Radiographic Procedures 2  60 

RAD 202A  Radiographic Procedures LAB 2 15 

RAD 203 Ethics & Legal Implications 45 

RAD 204 Rad Bio & Patient Protection 60 

RAD 205 Specialization in Rad Tech 45 

RAD 104B Anatomy & Physiology II 45 

RAD 206 Clinical Practicum 2 216 
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 Semester 3  

RAD 301 Digital Radiography 45 

RAD 302  Radiographic Procedures 3  60 

RAD 302A Radiographic Procedures LAB 3 15 

RAD 303 Pathology 45 

RAD 304 Cross sectional Anatomy for CT/MR 45 

RAD 305 Clinical Practicum 3 280 

 Semester 4  

RAD 401 Radiographic Image Analysis 45 

RAD 402 Radiographic Procedures 4 60 

RAD 402A Radiographic Procedures LAB 4 15 

RAD 403 Principles & Fundamentals of Mammo 45 

RAD 404 Principles & Fundamentals of CT 45 

RAD 405 Clinical Practicum 4 288 

RAD 406 Registry Review 45 

TOTAL  2080 

 

Program Goals/Program Graduate Competencies 
The Radiologic Technology Program prepares qualified graduates to successfully pass the national 

registry examination administered by the American Registry of Radiologic Technologists 

(ARRT). The Radiologic Technology Program will attain its mission through the success of its 

graduates who will achieve the following program goals: 

1. Demonstrate clinical competence by performing a full range of radiologic procedures on 

all patient populations. 

2. Professionally utilize verbal, nonverbal and written communication in patient care 

intervention and professional relationships. 

3. Demonstrate the use of critical thinking and problem-solving skills in the performance of 

radiographic procedures. 

4. Understand the importance of professional growth and development. 

 

Radiologic Technology Program Student Learning Outcomes 
The Radiologic Technology Program will attain its Program Goals through the success of its 

students who will have achieved the following Student Learning Outcomes: 

1. Apply position skills 

2. Select optimum technical factors required for the routine and non-routine patient 

3. Practice radiation protection 

4. Demonstrate written and oral communication skills 

5. Competently perform procedures for the non-routine patient 

6. Critique images to determine diagnostic quality 

7. Demonstrate professionalism and good work ethics 

8. Provide quality patient care 

9. Understand the value of life-long learning 
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PROGRAM POLICIES 
 

Radiologic Technology Program Admission Criteria 
Students applying for admission to the Hunter Business School Radiologic Technology program 

must complete and submit the following items:  

• Hunter Business School Information Sheet. 

• Copy of an official high school transcript or GED. 

• Copy of an official transcript documenting a minimum of an Associate Degree granted or 

higher, by an accredited institution. 

• Copy of any or all transcript from EACH institution previously attended. Failure to submit 

transcripts from all institutions previously attended, regardless of status upon leaving those 

institutions, may result in denial. 

• Satisfactory score on HESI Admissions Assessment (75 or higher). Applicants must submit 

official HESI pre-entrance exam scores. (Please submit scores for all HESI Exams 

ATTEMPTED) (To purchase an Admissions Assessment Review Book and get times and 

dates to register for the exam, please see Jada Williams, Admissions Representative.) 

• Proof of CPR, either current or pending (Required prior to Student Orientation) 

• Essay (Admissions will supply the essay topic/question) 

• Three (3) Reference letters may be written by an employer, colleague, educator, medical 

professional, religious/volunteer group leader or coach. All letters should be mailed to the 

admissions department and must include contact information for the individual providing 

the reference. 

• Interview by Radiologic Technology Program Chair 

 

AFTER BEING ACCEPTED BUT BEFORE BEGINNING THE PROGRAM 

• Physical exam and proof of immunizations by titer, seasonal influenza vaccine and drug 

screening (must be completed and submitted prior to Student Orientation). The cost of the 

medical tests and fees are the sole responsibility of the applicant. 

• Students who are accepted into the program must obtain and pass an approved criminal 

background check. Official proof of the background check must be submitted by the end of 

the first week of school. The cost of the authorized background check is the sole 

responsibility of the applicant and cannot be reimbursed by the school.  

✓ A Basic Background check, for 109.00, may be completed by CastleBranch, a company we 

have partnered with to provide an easy process to complete your background check. To 

contact CastleBranch and order your Basic Background check online, please follow the 

instructions on the handout provided by admissions. 

✓ Drug screenings may be required as needed depending on the policies of the clinical site a 

student is assigned. Drug screenings are $37.00 and can be completed through CastleBranch 

by following the same procedures for your background check on the handout provided by 

admissions. 

• Must be present for MANDATORY Student Orientation  

 

*If you have been convicted of a felony or misdemeanor, you must contact the American Registry 

of Radiologic Technologists (ARRT) for a pre-application review of eligibility. In order to 

become licensed and work as a Radiologic Technologist in New York State you must pass the 

ARRT Certification Exam. Contact ARRT at: 651-687-0048, www.arrt.org. 

http://www.arrt.org/
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*Please note that meeting the above minimum requirements, including passing the HESI 

Admissions Assessment and having an interview with the Program Chair, does not guarantee 

acceptance into the program. Due to limited capacity, only a select number of students can be 

accepted. 

 

Admissions Criteria 
Please refer to admissions packet for grading scales and rubrics. The ability to identify student 

applicants who have strong critical thinking skills and the desire to apply those skills is an essential 

component in decision making progress. The program recommends that you see the rubrics and 

understand the significance of submitting the requested documents to score the maximum points 

on an interview. 
 

Request for Reasonable Accommodation 
Hunter Business School does not discriminate against individuals on the basis of physical or 

mental disability and is committed to providing reasonable accommodations to qualified students 

with a disability and an equal opportunity to access the benefits, rights and privileges of school 

services and programs in compliance with The American with Disabilities Act and Section 504 

of the Rehabilitation Act of 1973. This includes: accommodations for appropriate auxiliary aids 

and services, to qualified individuals with a disability, unless providing such accommodations 

would result in an undue burden or fundamentally alter the nature of the relevant program, 

benefit, or service provided by Hunter Business School. Students who believe they are in need 

of accommodations should contact the Campus Director. If you have a concern or complaint in 

this regard, please contact the Campus Director. Complaints will be handled in accordance with 

the school's grievance procedures. 
 

Equal Opportunity Policy & Statement of Non-Discrimination 
Hunter Business School is committed to a policy of equal opportunity and is in compliance with Title 

VI of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 

of the Rehabilitation Act of 1973 and the Americans with Disabilities Act. HBS is committed to 

providing equal opportunity in its recruitment, admissions, financial aid, placement, educational 

programs, and employment without discrimination on the basis of race, creed, color, national 

origin, ancestry, gender, sexual orientation, age, religion, marital status or disability. 
 

Sexual Harassment 
Any form of sexual harassment is considered to be a violation of HBS policy and a violation of 

federal law. Sexual harassment is described as unsolicited, non-reciprocated behavior, including, 

but not limited to: unsolicited verbal comments and harassment; sexist remarks about a person's 

body or sexual activities; touching, pinching, or unnecessary touching; subtle pressure or demands 

for sexual favors accompanied by implied or overt threats concerning employment or student 

status; and physical assault. Individuals who consider they are victims of sexual harassment should 

follow the School's Grievance Procedure detailed below. HBS will investigate reported incidents 

confidentially and take any necessary action. Disciplinary actions include suspension or dismissal 

from HBS, depending on the nature and substance of the grievance. Please see sexual harassment 

policies in HBS Student Handbook and HBS School Catalog. 
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Problem Solving Strategy 
Hunter Business School is dedicated to helping you successfully complete your course of study. 

By providing you with the necessary technical and professional skills to meet today's employer 

expectations, you should have an easy transition entering your chosen field. A major emphasis 

of our training is to enable you to become self-reliant and professionally disciplined in acquiring 

knowledge you need and in problem solving. 
 

Student Grievance Procedure 
The school and work environment is at its best when communications are clear and attitudes are 

positive. The purpose of this procedure is to outline a process for students to express and resolve 

misunderstandings, concerns, or issues that they have with any Hunter employee, fellow student, 

or third party associated with the School in a fair and equitable manner. A student may use this 

procedure if he/she believes that an employee of Hunter, fellow student, or third party associated 

with the Institution has violated a School policy or has acted in a manner that is inappropriate or 

unfair to the student. 

 

Prior to undertaking an informal or formal grievance, students are advised to bring the issue to 

the attention of one of their instructors, or faculty mentor. These individuals can assist the student 

in making a decision about how best to address the issue of concern and whether to pursue an 

informal or formal grievance. Following the informal procedures described below is 

recommended before a grievance is filed according to Hunter's formal procedure. 

 

Informal Procedure 

Prior to undertaking formal grievance procedure, students are requested to follow the steps 

outlined below and to speak with the designated individuals. 

 

Bring the problem to the attention of the instructor. If he or she is not the correct person with whom 

to talk, and/or if the instructor does not have sufficient authority to address the problem, then the 

matter should be discussed with the Program Chair of the respective field of study. If the Program 

Chair or the faculty mentor is unable to resolve the issue, the Director of Education should then 

be contacted. 

 

If after following these steps the grievance is not amicably resolved and the student is still 

dissatisfied with the outcome, then the aggrieved party can make an appointment to see Hunter 

Business School's Campus Director, and under special circumstances, the President to discuss 

the problem. 

 

Formal Procedure 

A student who feels that an issue or problem has not been appropriately addressed, or resolved, 

by the faculty, or administrative department, may submit a written grievance report to their 

Campus Director for consideration by Hunter's Executive Management Team. Upon submission, 

the grievance will be addressed at their next scheduled meeting and a determination will be 

provided in writing within five business days. If after receipt of the offers' determination, a student 

feels that his or her concern or complaint has still not been adequately addressed, the student can 

contact Hunter's accrediting agency by mail or phone: 
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Middle States Association Commissions on Elementary & Secondary Schools 

3624 Market Street, 2 West • Philadelphia, PA 19104 • Phone: (267) 284-5000 

 
Alternatively, or in tandem, a student can contact Hunter’s regulatory body by mail or phone: 

 

New York State Education Department 

Bureau of Proprietary School Supervision (BPSS) 89 Washington Avenue Room 962, 

Education Building Addition Albany, New York 12234 Phone: (518) 474-3969 

 

New York State Department of Health BERP - Radiologic Technology Corning Tower - 

Empire State Plaza 12th Floor - Room 1221 Albany, NY 12237 Phone: (518) 402-7580 

 

Joint Review Committee on Education in Radiologic Technology 

20 N. Wacker Drive, Suite 2850, Chicago, IL 60606-3182 

Phone: 312.704.5300  http://www.jrcert.org/  

 

Institutional & Programmatic Approvals, Accreditations & Professional 

Requirements 
• Institution approved by New York State Department of Education, Bureau of Proprietary 

School Supervision (NYSED, BPSS)  

• Institution accredited by the Commission on Secondary Schools, Middle States Association 

of Colleges and Schools (MSA-CESS)  

• Diagnostic Medical Sonography (DMS) program accredited by the Commission on 

Accreditation of Allied Health Education Programs (CAAHEP) (Medford Campus) The 

Program is accredited in the two concentrations it offers: 1: General Sonography, which 

includes Abdomen and OB/GYN 2: Cardiac Sonography  

• Medical Assistant (MA) Program accredited by the Commission on Accreditation of Allied 

Health Education Programs (CAAHEP) (Levittown & Medford Campuses.)  

• Practical Nursing (PN) program is approved by the New York State Department of Higher 

Education, Division of Professional Education and Board of Regents. (Levittown Campus) 

• Radiologic Technology Program approved by New York State Department of Education, 

Bureau of Proprietary School Supervision (NYSED, BPSS) & The New York State 

Department of Health (NYSDOH) 

For a lisiting of NYS approved Rad Tech schools including Hunter Business School, you 

can visit the following NYSDOH website to see our listing:  

https://www.health.ny.gov/professionals/doctors/radiological/schlist2.htm 

 

JRCERT (Joint Review Committee on Education in Radiologic Technology)  

Hunter Business School’s Radiologic Technology (RT) Program is accredited by the Joint 

Review Committee on Education in Radiologic Technology (JRCERT).  

 

Recognition by JRCERT qualifies our program's graduates for eligibility to apply for and 

take the certification exam offered by the American Registry of Radiologic Technologists 

(ARRT) required for NYS license to practice as an RT. 

 

The JRCERT is the only agency recognized by the United States Department of Education and the 

Council on Higher Education Accreditation for the accreditation of programs in radiography. The 

http://www.jrcert.org/
https://www.health.ny.gov/professionals/doctors/radiological/schlist2.htm
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JRCERT awards accreditation to programs demonstrating substantial compliance with 

STANDARDS established by the JRCERT. JRCERT Standards of Accreditation for 

Radiography programs can be viewed at: https://www.jrcert.org/programs-faculty/jrcert-

standards/  

 

 

 

Joint Review Committee on Education in Radiologic Technology 

20 North Wacker Dr., Suite 2850 

Chicago, IL 60606-31892, 312-704-5300 

 

ARRT RT Program Recognition  

The American Registry of Radiologic Technologists, (ARRT) also recognizes Hunter’s RT 

program through its status as a regionally accredited Middle States institution. Therefore, 

graduates of Hunter Business School’s Radiologic Technology program are also eligible to sit for 

the exam given by the ARRT. 

 

The ARRT examination satisfies New York State’s licensing requirements to practice as a licensed 

RT in NYS. NYS licenses are issued by the New York State Department of Hea lth 

(NYSDOH) upon passing the ARRT Certification Exam. 

https://www.arrt.org/about-the-profession/learn-about-the-

profession/recognized-educational-programs  

 

ARRT Certification 

The radiography credentialing examination is administered by the American Registry of 

Radiologic Technologists (ARRT). Radiologic Technology students who successfully complete 

all academic and clinical requirements, as determined by the Program Director, are eligible to sit 

for this exam. A minimum passing score of 75% is required.  Any student who has a felony or 

misdemeanor charge on their record will be required to disclose that information to the ARRT. A 

request can be made for an ethics review through the ARRT (www.arrt.org). The ARRT will 

determine if the student is eligible to sit for the exam. 

 

https://www.jrcert.org/programs-faculty/jrcert-standards/
https://www.jrcert.org/programs-faculty/jrcert-standards/
https://www.arrt.org/about-the-profession/learn-about-the-profession/recognized-educational-programs
https://www.arrt.org/about-the-profession/learn-about-the-profession/recognized-educational-programs
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Graduation Requirements 

All academic and clinical requirements must be satisfied by each student for graduation eligibility. 

Students must maintain a grade of C (2.0) or higher in each course to be eligible for graduation, 

and the ARRT certification exam. Should a student fail to meet these requirements, graduation 

will be delayed until all requirements are met. Reference the graduation policy found in the HBS 

student handbook. 
 

State Licensure 

The State of New York requires that all persons who operate x-ray equipment (excluding students 

in training) be certified by the state Certification can be obtained by successfully passing the ARRT 

Exam, submitting an application, and paying a fee. Further information on State Licensure can be 

found at 

https://www.health.ny.gov/professionals/doctors/radiological/  
 

Ethical Standards and Professional Titles 

Radiologic Technologist, Radiographer, and RT(R) are terms and letter designations that may be 

used by persons having successfully completed the credentialing exam administered by the 

American Registry of Radiologic Technologists (ARRT). 
 

No student, hospital employee or other person, whether State of New York licensed or not, is 

entitled to use these professional designations or initials indicating successful completion of the 

ARRT examination. 
 

Radiologic Technology students wearing identification or using these designations as a student, 

employee or in any other capacity will be immediately suspended from the educational program 

in Radiologic Technology until it can be determined that the practice has been discontinued. 

 

Students should be aware that such practices as herein described may result in a violation of the 

ARRT Standards of Ethics. If it is determined that the student is in violation of the Standards, 

eligibility to sit for the ARRT examination may be jeopardized. 

 

Program Faculty & Advisement 
Curriculum Sequence 

The Radiologic Technology Program curriculum assesses affective, cognitive and psychomotor 

domains and is based on objectives established by the American Society of Radiologic 

Technologists (ASRT).  

 

Academic Counseling and Advisement 

Academic advising and counseling are provided by faculty and when necessary the Program Chair. 

Students are encouraged to meet with their course instructor to discuss any academic difficulties 

that may arise. Faculty members are instructed to refer the student for tutoring and/or appropriate 

outside counseling. If any student needs guidance or counseling pertaining to academic 

performance, attendance, or any school related issue, the student will be guided to the Director of 

Education. On the rare occasion that the Director of Education is not able to resolve the issue, the 

student will then be guided to the Campus Director. In addition, students who have gone through 

the administrative hierarchy who still feel their problem has not been solved can see the President, 

Jay Fund, who has a master’s in social work. 

 

https://www.health.ny.gov/professionals/doctors/radiological/
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Additional polices related to Academic Counseling and Advisement can be found in the 

following publications: 

 

1. School Catalog (see catalog for information that outlines accessibility to all Student 

Services, as well as our Requests for Reasonable Accommodations policy, etc..) 

2. Student Handbook (see student handbook for infoSyllabi & Learning Management System 

Students are provided course syllabi at the beginning of the semester. Course schedules 

detailing the course plan for the semester are also provided.  

 

Progression in the Program 

The student is expected to maintain enrollment and complete all RAD courses. Each RAD course 

has required prerequisites as listed in the School Catalog. The student is responsible for fulfilling 

prerequisite requirements before progressing through the curriculum. 

 

While enrolled in the program, if a student withdraws or fails a course that is a prerequisite for the 

next semester, it is the student’s responsibility to contact the Program Director to discuss 

readmission procedures. 

 

Any student that withdraws or fails must return the program issued radiation monitor to the 

Program Director. Failure to do so will result in a data hold being placed on the student’s school 

account. 
 

The Radiologic Technology Program Director may require repetition of any courses in which the 

student’s competencies have not been maintained. 

 

All returning students must repeat the clinical course of the semester which they are returning, 

regardless of previous grade earned. Clinical competencies achieved in previous semesters may 

need to be repeated if deemed necessary by the program. The student will be placed in a clinical 

rotation at the discretion of the program. 

 

Ethical Behavior 
Professional obligations are a part of ethical codes that govern the behavior of the members of a 

profession. Ethical behavior goes beyond the actual client setting. It should be a part of one's life. 

In addition to RT students' rights, there are RT students' responsibilities. These responsibilities 

require student behavior that maintains the integrity of the profession and the safety of patients. 

 

Attendance 
Attendance is mandatory for each class. Day class may begin anytime between 8:00 a.m. and 8:50 

a.m. At exactly 15 minutes after a class starts, the door to the classroom will be closed. This extra 15 

minutes is to allow for heavy traffic conditions. Any material missed during this period will be 

entirely up to the student to make-up (on his/her own time). 

 

Lateness/Leaving Early 

Faculty is mandated to take attendance in the beginning & end of each class to ensure accurate 

record keeping. Lateness is unacceptable & disruptive to class in session. All students are expected 

to arrive to class on time. If you arrive late to class you will be docked for that time. If you leave the 

building for lunch, no extra time will be afforded for traffic, the door will be closed promptly. 
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A student not present at the end of class will be marked absent. 

 

Day Classes 

Classes are from 8:00 a.m. to 3:00 p.m. - Monday through Friday, 6 hours a day, for a total of 30 

hours per week. 

 

Excellent attendance is an expectation of all RT students at Hunter Business School. Daily 

attendance is especially important for you to keep up with your classwork and skills. The 

minimum overall attendance is 90% including 100% of all externship hours. If you must be 

absent it is your responsibility to call the main number of the school and speak to the 

receptionist or leave a message. This is what is expected at a job and this conduct begins at school. 

 

All students must attend 90% of their total program class hours. (Refer to course syllabi for 

additional attendance requirements that apply to specific courses, Externships require 100% 

attendance.) 

 

Each student is required to maintain a minimum attendance of 90% for each course: 

• If you miss more than 15% of the total hours in any one course, you will be required to make-

up enough missed hours to meet the minimum course attendance requirement including 100% 

of all clinical hours. Students MUST make up any hours, exams, competencies, and/or 

assignments missed BEFORE last day the course. 

• If at the end of a course your attendance is less than 90% or less than 100% in clinic, you 

will receive a “W” (Withdrawal) and you will be required to retake the course. 

• Training will be automatically terminated following 14 consecutive absences (calendar 

days). Re-admission is at the discretion of the Director of Education. If a student is 

terminated, he or she is still financially responsible for charges according to the School's 

Refund Policy. 

 

It is the student’s responsibility to meet with the instructor to make up any missed days or work. 

All students are required to make up any missed time, however this will not contribute to actual 

time out of class (absence/lateness). Make up hours will be added to overall attendance not course 

specific. Your instructor will track all make-up hours. 

 

Exams and Testing 
Tests must be taken on the day that they are scheduled for during class time. 

 

Final Exams 

Final Exams are given at the completion of each course. Students must take the Final Exam on its 

scheduled date. There is no make-up exam for a Final Exam. If the Final Exam is missed, students 

will receive a zero. 

 

(If a truly SERIOUS medical/personal issue arises, documented written proof must be submitted 

to the RT Program Director or Chairperson for evaluation.) 

 

Make-Up Exams & Retesting 

Students who are absent on the day of an exam must take the exam on the first day of their return. 

Student must make arrangements with the instructor to take the exam. Students who fail a test will 
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NOT be allowed to retest. In those instances, the student will receive a zero for the test and/or 

assignment.  

 

Students that have not completed and handed in all required coursework, or have not taken the 

final exam, will receive a grade an “F”. Students will NOT be allowed an extension to complete 

the assignments or tests. This will affect your final grade for the course. Any course that is failed 

must be repeated and could extend the length of the program. A grade of "W" will be given only 

if a student withdraws or is terminated from school before completion of classes.  

 

Please see below: Standards for Satisfactory Academic Progress – GPA.  

 

Academic Integrity 
The principles of academic integrity encompass standards of honesty and truth. Faculty members 

are obligated to educate students on the principles of academic integrity and to report any 

violations. However, a breach of academic integrity will lead to the commencement of a 

disciplinary proceeding.  

 

Students who receive or provide unapproved help in any academic task or exam including the 

attempt to use or the actual use of unauthorized materials for a test or assignment will be subject 

to the consequences detailed in the Handbook. Any disclosure of examination items violates the 

program’s academic integrity policy.  

• When there is evidence of a student cheating on examination or written assignments, the 

student in question will receive an automatic zero for the examination or assignment if it 

is the first offense.  

• When there is evidence that any of the aforementioned activities occur for a second time, 

the student in question will be dismissed from the RT program.  

• Students who have been dismissed from the RT program for a violation of Academic 

Integrity will NOT be considered for readmissions in to the program.  

• Suspicion of academic dishonesty will result in a retake of the assignment or test. 

 

Withdrawal/Dismissal 
Upon a student's withdrawal or dismissal, the terms of the Cancellation and Refund Clause on the 

Enrollment Agreement become effective immediately. 

 

Repeating a Course 
A student who receives a grade of "F" will be required to repeat the class. This may be done during 

a free period, or if necessary, the student's program will be extended at no extra charge, provided 

the extension can be completed within 150% of the standard program length maximum time frame. 

 

A student must understand the following: 

1. When a class is retaken both grades will appear on transcripts. 

2. For the purpose of determining satisfactory academic progress, maximum time frame and 

minimum academic achievement, the clock hours from all attempts will be counted. 

3. It is the student's responsibility to consult with a Financial Aid Advisor to determine 

financial aid eligibility. No additional tuition is charged for retaking a class/classes. 

However, if a student retaking a class/classes subsequently withdraws or is dismissed, all 
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hours attended are used for calculation of the refund policy. Additionally, students are 

responsible for purchasing textbooks and workbooks that have been updated. 

4. Prerequisites within a program may affect the student's ability to progress further until 

successful completion of the failed course. 

 

Application of Standards 

Satisfactory progress standards apply to all students, part-time or full-time. 

 

Academic Services  
To ensure consistency of education, instructors teach according to a defined curriculum which 

allows for a variety of teaching styles. In response to rapidly changing industry requirements, the 

curriculum is updated regularly. Therefore, curriculum updates may occur during your program of 

study. 

 

Instructors of each course session may be changed to provide you with a multifaceted perspective 

of the area in which you intend to enter and to provide exposure to a variety of learning styles. The 

instructor for each session will be announced before the start of the session. 

 

All Hunter Business School's instructors are dedicated to assisting you in achieving your 

educational objectives. Therefore, all instructors are available, by appointment, for counseling or 

academic assistance. 

 

Instructor Absences 

If for any reason your instructor is not present in class on a given day, your class is assigned a 

temporary instructor for the day. We require that you maintain a high level of productivity either 

in workshop/lab or reading/studying, whichever is applicable. 

 

Meetings 

In order to continually improve the quality of education to benefit the student body, staff and 

faculty meetings are scheduled during the school year. On rare occasions there may be unscheduled 

meetings which may limit instructor availability before/after class. 

 

Room Assignments 

Classroom assignments may be altered periodically. Changes in classroom assignments will be 

announced. 

 

RT School Building Hours 

The school building is open during the following hours:  Monday - Friday 8:00 am to 3:30 pm 

 

If a class would like to schedule a room in advance for a group study session, even outside the 

above posted hours, contact the Program Director. 

 

Extra Assistance Policies 
What is extra assistance?  

Extra assistance is a reciprocal process, which enhances knowledge through guided 

reinforcement. Hunter Business School’s goal is to work towards helping students become 

independent learners. In keeping with this philosophy, Hunter’s extra assistance process does not 
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give answers or do your homework or other graded assignments for you. We are not able to offer 

last-minute help for students who have not read their textbook assignments, kept current with the 

course material, or have not put forth a genuine effort of their own. Your assigned teachers will 

work with you to solve difficult problems or to understand difficult concepts assuming you have 

tried to do so on your own prior to seeking assistance. 

 

Expectations 

I. Students who seek out extra assistance should expect their assigned teachers to: 

1. Arrive for sessions on time and to notify the Director of Education or Program Chair Person 

and the student they are working with if they cannot attend a scheduled session. 

2. Listen attentively and carefully. 

3. Help them identify difficulties they are having and develop strategies for addressing them. 

4. Help them identify and use the strengths they have to master difficult material. 

5. Help them work toward a genuine ability to solve problems and arrive at correct answers 

on their own. 

6. Give them time to work independently during the session. 

7. Help them learn successful study strategies 

8. Refuse to assist unprepared students and ask that they review specific material before 

returning. 

 

II. Students who seek out extra assistance are expected to prepare by: 

1. Going to class, listening attentively, taking notes and asking questions to clarify 

misunderstandings. If students miss a class they are responsible for getting notes or 

reviewing the material before coming in. 

2. Reviewing notes, practicing problems and reading their textbooks. 

3. Making a genuine effort to do the work prior to seeking out extra assistance. 

4. Coming to the session with specific questions regarding the course material of concern. 

5. Coming to the session after a genuine effort at self-reflection regarding what it is they want 

help with and what they want to accomplish.  

6. Bring any learning materials and any necessary notes or previous work to the session. 

 

III. Students who seek out extra assistance should know that they: 

1. Must arrive for sessions on time and notify Director of Education or Program Chair and 

the assigned teacher, if they cannot attend a scheduled session. 

2. May be asked to work in groups if they are working on similar material. 

 

IV. Appropriate behaviors for students seeking out extra assistance are: 

1. Coming to the session ready to work. 

2. Participating actively in the session by listening attentively and carefully, responding, 

practicing skills, reflecting and asking specific questions to enhance your understanding. 

3. Having patience for the process. 

4. Treating all assigned teachers and other students with respect and civility and not 

distracting or disturbing others. 

 

V. Attendance: 

1. Two cumulative "no-shows" for a session will result in the loss of privileges to use weekly 

extra assistance services for the remainder of the semester. 
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School Calendar 
Hunter Business School's policy is that any student found sleeping during class will be marked 

absent from that class and dismissed from the classroom. 
 

School will be closed on the following days: 

 

Holidays 2021 2022 

New Year’s Day January 1 January 1 

Martin Luther King Day January 18 January 17 

President’s Day February 15 February 21 

Good Friday April 2 April 15 

Memorial Day May 31 May 0 

Independence Day July 5 July 4 

Labor Day September 6 September 5 

Rosh Hashanah September 7 September 26 

Yom Kippur September 15 October 5 

Columbus Day October 11 October 10 

Veteran’s Day November 11 November 11 

Thanksgiving November 25 November 24 

Thanksgiving Day After November 26 November 25 

Christmas Eve December 24 December 24 

Christmas Day December 25 December 25 

Christmas Recess 
December 24 - 

 January 1, 2022 

December 26 - 

 January 1, 2023 
 
 

• Evening Students:  

➢ 2021 Independence Day Recess - July 5, 2021 - July 9, 2021 

➢ 2022 Independence Day Recess - July 5, 2022 - July 7, 2022 

 

• RT School Hours of Operation: Monday through Friday 8:00 a.m. - 3:30 

p.m. Closed Saturday & Sunday 

 

• Weather Closings: The closing of Hunter Business School in inclement weather 

will be announced on our website at HUNTERBUSINESSSCHOOL.EDU, and our 

FACEBOOK Page. In addition, a message will be posted on the school’s answering 

machine with the most up-to-date information. 
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School Closing 
The closing of Hunter Business School in inclement weather will be announced on our website at 

HUNTERBUSINESSSCHOOL.EDU, and our FACEBOOK Page. You may also look for school 

closings on Channel 12’s (Cable TV) website, in addition, a message will also be posted on the 

school’s answering machine with the most up-to-date information. 

 

Student Services Department 
Tuition 

You have made a major financial commitment in attending Hunter Business School. Many people 

need credit, not many people these days can afford to take from their savings. Hunter Business School 

offers you an opportunity to establish or further enhance your ability to gain good credit. It is up to 

you to treat your financial obligations responsibly by promptly paying tuition while in school and 

repaying your debts after school is over. Now that you are embarking upon a comprehensive course 

of study at Hunter, it is important that nothing stands in your way. You will need to spend many 

hours outside of class studying. Therefore, it is imperative that all of your financial obligations, 

including Financial Aid (if you qualify) be current, so that you can focus your full attention on 

learning. 

 

Financial Aid 

Hunter Business School's professional financial aid staff will be happy to help you through the 

financial aid process. Financial aid is available for those who qualify. Students who would like to 

apply for federal aid must complete a FAFSA (Free Application for Federal Student Aid) This can 

be completed by visiting www.fafsa.ed.gov. 

 

Hunter Business School participates in the Federal Pell Grant as well as the Direct Loan Program. 

Students must meet the eligibility requirements in compliance with Federal and State laws, as well 

as Hunter Business School's policies. 

 

Financial aid should be applied for as soon as possible. Students are responsible for providing the 

financial aid office at Hunter Business School with all required documentation in order to receive 

and maintain federal aid. 

 

Federal Pell Grant Program 

This is a Federal program for students who are enrolled at least half-time and meet the financial 

aid need guidelines of the program. You may apply online at www.fafsa.ed.gov. Our Federal 

School Code is 015599. If you have any questions regarding the application process, please contact 

Hunter Business School's financial aid department. 

 

Federal Supplemental Educational Opportunity Grant (SEOG) 

This is a limited federal grant which is awarded to eligible students who qualify. Remember, there is 

a limited amount of federal funds available for this program. Applicants who demonstrate the 

greatest financial need are the only ones considered for SEOG. If you have any questions, please 

contact the financial aid staff at Hunter Business School. 

 

Direct Loan Program 

All eligible students enrolled at a Hunter Business School course of study can apply for a loan 

through the Direct Loan Program. Financial need must be demonstrated through a needs-analysis 

http://www.fafsa.ed.gov/
http://www.fafsa.ed.gov/
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in order to be eligible for a subsidized student loan (The government pays the interest on this loan 

while the student is in school.) Your need is based on your Cost of Attendance. The cost of 

attendance is an important factor in determining student financial aid. The expected family 

contribution (EFC) is subtracted from the cost of attendance to determine the calculated financial 

need. All eligible students can apply for a subsidized and unsubsidized loan. If a student is not 

eligible for a full subsidized loan, he or she may borrow a combined total of $9,500 in an 

unsubsidized loan. Loan amounts are based on enrollment for a full academic year of 900 clock 

hours. Shorter programs will have lower maximum loan limits. Interest on an unsubsidized student 

loan accrues while the student is in school and during their grace period. 

 

Repayment of student loans begins six months after a student's last day of attendance. The 

student may apply for a student loan at www.studentloans.gov. 

 

Parent Loan to Undergraduate Students (PLUS) 

Parents of dependent students may also apply for a loan of up to the student's cost of attendance 

minus other financial aid they will receive at Hunter Business School. If a parent is denied a PLUS 

loan, the student may be entitled to additional unsubsidized funds. Parents may apply at 

www.Studentloans.Gov 
 

Veterans' Benefits 

Hunter Business School participates in the United States Department of Veterans' Affairs Post 911 

GI Bill® as well as other chapters of veterans' benefits. Veterans who receive VA benefits should 

submit all VA documentation to the financial aid office for certification. The Office of Veterans' 

Affairs will be notified of termination, withdrawal or successful completion of your program. 

Personal Payment Plans are available & we also accept – MasterCard and Visa 

 

Getting financial aid is not always simple and easy. In fact, it requires an effort on your part. The 

School makes quite an effort to help students who really need it to get appropriate financial aid. 

Remember that the first steps are up to you. Enrolled students should check with the Student 

Services Office for additional information. 

 

Payment of Tuition & Fees 
Payment of tuition and fees must be made by cash, check, credit card and/or financial aid awards 

for students who qualify for financial aid. All payments are to be made according to a prearranged 

schedule. 

In consideration of acceptance into Hunter Business School, Inc., each student agrees to the 

following: 

1. Guarantees all tuition payments for the chosen program in which he or she has enrolled. 

2. Should a student be in default of payment under this agreement that student shall be 

responsible for any and all reasonable costs of collection, including but not limited to 

attorney's fees, collection agency fees, etc. 

Any delinquency in tuition payment may be reported to the credit bureaus. 

 

Late Payment Fees 

A Late Payment Fee will be charged to a student not meeting his or her agreed upon payment 

schedule. 

• No Late Fee - one day late, up to one week. 

• 5% - after one week 

http://www.studentloans.gov/
http://www.studentloans.gov/
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• Thirty days late on tuition payment, in addition to the above, a student must meet with a 

student services officer to either work out an acceptable payment schedule, or be prevented 

from attending class until payments are made current. 

• First payment is due on or before class start date. Exception may be made to those students 

who have enrolled within one week prior to class start and then the first payment is to be 

made no later than one week after starting class. 

• A student must be either paid in full according to his or her plan, or be current thirty days 

prior to graduation, or he or she may be put on "financial suspension," and not receive their 

certificate. 

• If a student has a personal payment plan with the school, no books will be given out until the 

FIRST payment is made. 

• Three consecutive missed payments towards a student's personal payment plan may result 

being dropped from the program. 

 

Standards for Satisfactory Progress 
Satisfactory Academic Progress 

All students (full-time and part-time) must meet the following minimum standards of academic 

achievement and successful course completion to remain in attendance at Hunter Business School 

and continue to receive federal student aid. Hunter Business School will consider both a students' 

GPA (qualitative progress) and rate of progression (pace) through his or her program (quantitative 

progress). A student's progress will be evaluated at the end of each payment period to determine 

satisfactory academic progress. At the end of each payment period an evaluation of the student's pace 

will be completed to determine if the student can successfully complete the program within the 

maximum time frame of 150% of the standard program length. 

 

Pace 

A student must progress through his/her program at a pace of 67% or higher. Pace is calculated by 

dividing the cumulative number of successfully completed hours by the cumulative number of 

attempted hours. 

 

GPA 
A student must maintain a cumulative GPA of at least a 2.0. 
 

Rate of Program Completion (Maximum Time Frame) 

Students are expected to complete all program requirements by their scheduled end (graduation) 

date. However, an extension may be granted, not to exceed 150 percent of the standard program 

hours. For example, the maximum time frame in which to complete a 600-hour program is 900 

hours. 

 

Students are not allowed to repeat a course in the program more than once. In order meet 

satisfactory academic progress a student cannot attempts more than 1998 hours of study in the 

program. If a student exceeds maximum amount of hours attempted, they will be withdrawn from 

the program permanently.  

 

An evaluation will be conducted when a student successfully completes the clock hours in the 

payment period. If it becomes apparent that the student cannot complete the program within the 

maximum time frame, the student will not be allowed to continue, regardless of whether or not they 



 

Radiologic Technology Student Handbook 2021 – 2022 ● 1.25.2021 25 
 

RADIOLOGIC TECHNOLOGY PROGRAM 2021-2022 HUNTER BUSINESS SCHOOL 

are receiving financial aid. At the point the student successfully completes the scheduled clock 

hours in that payment period, financial aid will be disbursed if the student is making satisfactory 

progress. 

 
Program 

Length in 

Hours 

150% 

Maximum 

Hours to 

Complete 

Program 

Mid- Point 

of Program 

Increment 

Size in 

Scheduled 

Hours 

Pace Increment 1 

Minimum Successfully 

Completed Hours out of 

Scheduled Hours 

Pace Increment 2 

Minimum Successfully 

Completed Hours out of 

Scheduled Hours 

Pace Increment 3 

Minimum Successfully 

Completed Hours out of 

Scheduled Hours 
150 225 75 75 50/75 100/150 150/225 

300 450 150 150 100/150 200/300 300/450 

450 675 225 225 150/225 300/450 450/675 

600 900 300 300 200/300 400/600 600/900 

750 1125 375 375 250/375 500/750 750/1125 

900 1350 450 450 300/450 600/900 900/1350 

 

Financial Aid Warning: A student will be placed on financial aid warning if he/she: 

1. Fails to maintain a cumulative GPA of at least 2.0, and/or 

2. Fails to meet the 67% pace requirement. 

 

Grading System 
Grades of "W" (Withdrawn) will not be utilized in computing a student's cumulative GPA, 

although the hours attempted will count towards computation of the student's maximum time 

frame. Course repetition and transfer hours will also count towards completion of the student's 

maximum time frame. A course will not be considered a successful course completion until a final 

grade is issued. This could affect a student's satisfactory progress computation. All clinical rotations 

and lab exams are graded on a pass/fail basis. Exams, tests, quizzes, and other assignments will be 

graded as follows: 

 

 

 

*Students must achieve a 90% or higher for any dosage calculation assignment or test. 

Grades below 90% on any dosage calculation test will be marked as an F. Students are NOT 

allowed to attempt more than 3 times. Successful achievement must be demonstrated in 

NSG103, NSG104, & NSG110.  

 

Financial Aid Warning 
Students receiving federal student aid who fail to meet the GPA and/or pace requirement at the 

end of a payment period will be placed on financial aid warning for one payment period. During 

the period of financial aid warning, students are still eligible to receive federal student aid. If, 

after the financial aid warning period, a student still has not achieved the GPA and/or pace 

requirement, he or she may appeal. If the appeal is granted, the student would be placed on 

financial aid probation for one payment period. The student would be eligible for federal 

financial aid while on probation. If the student has not achieved the GPA and/or pace 

requirement after the probationary period, the student will be dismissed. 

 

F = Failing (Below 70%) 

T = Transfer Credit  

W = Withdrew 

Grade Grade Point # Equivalent 

A 4.0 100 – 90 

B 3.0 89 – 80 

C 2.0 79 – 70 

F N/A N/A 
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Financial Aid Probation 
Students receiving federal student aid who have not maintained satisfactory progress after being 

given a Financial Aid Warning can appeal the SAP decision and be placed on Financial Aid 

Probation for one payment period. The student will meet with the Director of Education and 

create an academic plan stating the student's specific terms and conditions for trying to achieve 

satisfactory progress while on probation. By the end of the probation period a student must 

achieve the GPA/pace requirements. 

 

A student will be removed from probation once they achieve satisfactory academic progress. A 

student who fails to achieve satisfactory progress after completion of probation will be 

dismissed and will not be eligible for federal student aid. 

 

Academic Probation  
New York State Bureau of Proprietary School Supervision (BPSS) mandates that any student who 

is absent more than 15 percent of the total number of instructional hours offered during each 

grading period of the student's program AND who has not maintained satisfactory academic 

progress shall be dismissed or placed on academic probation. Any student who fails to meet 

satisfactory academic progress at the end of any marking period, regardless of attendance, shall be 

dismissed or placed on academic probation. 

 

Satisfactory academic progress means a cumulative average of 2.0 for the curriculum or course. 

 

Any student who, at the end of academic probation, fails to raise his or her cumulative average to 

2.0 AND who fails to maintain at least 90 percent of the instructional hours offered during the 

probationary period, shall be dismissed. 

 

Appeals 

A student who feels he or she has received a grade that does not reflect a true evaluation of his or 

her work or who has been dismissed, may appeal in writing to the Director of Education for a 

review and/or hearing. Mitigating circumstances will be considered in the review and/or hearing. 

A determination of the student's written appeal will be provided to the student in writing within 30 

days. 

 

Withdrawal 

To avoid excessive tuition charges, to facilitate finalization of grade record, and to ensure the 

option of reinstatement into the school in the future (if desired), any student who may have to 

withdraw due to extraordinary circumstances must meet with the Program Chair & Director of 

Education prior to withdrawal. In addition, all Financial Aid recipients must meet with the financial 

aid staff prior to withdrawal. It is essential that the student withdraw in person and that all rights 

and responsibilities be fully understood 

 

Reinstatement 

A student seeking reinstatement may be asked to request it in writing of the Program Chair & 

Director of Education. The student must demonstrate that the student has corrected the deficiencies 

that caused the termination. If not corrected, the student will be permanently dismissed. 

 

A student may be readmitted after a conference that includes the Director of Education, Program 
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Director or Program Chair. Reinstatement will be at the discretion of this evaluation team, based 

upon the realistic outlook on whether or not the student can complete all the needed requirements 

to make academic progress and has the desire and academic ability to progress satisfactorily in the 

program. The student must correct his or her deficiencies that caused the termination by taking 

remedial courses, retaking courses failed, or practicing previously learned skills in order to 

reestablish satisfactory progress. The student must meet all requirements by the end of the payment 

period. If not corrected, the student is permanently dismissed. 

 

Rules/Regulations/Policies 
Code of Conduct 

Two key elements in the arsenal of character traits maintained by a professional are: respect for 

peers and commitment to goals. Make the decision each day that all your actions that day will be 

respectful and demonstrate the highest level of commitment possible. 

 

Unprofessional behavior is sufficient reason in industry for employee termination, it is sufficient 

reason at Hunter Business School for termination from school. 

 

Rules 

• You are under the supervision of your instructor and shall cooperate with them. 

• You will be punctual in reporting to class and must report to the instructor if absent or late. 

• Plagiarism, cheating or other acts of academic dishonesty are grounds for dismissal. (See 

Academic Integrity policy below.) 

• Students will respect the confidentiality of all patient information they become privy to, as 

per HIPAA guidelines. 

• During class hours, no visiting other classrooms or loitering on school property. 

• You must conform to the dress code at all times. 

• All tools and equipment must be returned to their proper place after use. 

• No “horse play” or abusive language will be permitted.  

• Damaging any school property is grounds for dismissal.  

• All forms of gambling are prohibited during school hours. 

• Intentional abuse of school property is grounds for immediate dismissal. 

• No eating or drinking in computer or sonography labs. 

• All empty food or drink containers must be disposed of in proper receptacles. 

• Stealing and cheating are grounds for immediate expulsion. 

• Excessive noise in class will not be permitted. 

• You are responsible for cleaning any work area plus extra cleaning assigned by the instructor. 

• Smoking or carrying of a lighted material is not permitted inside the building. 

• Failure to observe any rule or regulation of the school shall be grounds for disciplinary action.  

• A repeated violation of any of the above is grounds for expulsion. 

• If you withdraw from school and wish to be re-admitted, you ARE required to write a typed 

essay paper stating all of the following: (Submission of paper does not guarantee re-

admittance). 

✓ Why you dropped from school 

✓ What is different now 

✓ Plans for successful graduation 

✓ Why you should be re-admitted 
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Alcohol and Drugs 

• Drinking of alcoholic beverages or the use of drugs is prohibited on Hunter Business School 

property which includes externships and field trips. 

• Anyone suspected of being under the influence of drugs or alcohol, or distributing these drugs 

while in school, will be dismissed from class. 

• If you are under a doctor's care and taking prescribed medications, notify your instructor. RT 

students are required to submit proof of a prescription that has a pharmacy label or a copy of 

the prescription with the student’s name.  

 

Drug Free Campus 

The following information is presented in compliance with the Drug-free Schools and 

Communities Act Amendments of 1989: 

• Policy and Program Statement - In compliance with federal regulations, HBS is committed to 

providing a drug-free, healthful, safe, and secure workplace and environment. The School 

will annually notify employees and students that the unlawful possession, use, or distribution 

of illicit drugs and alcohol on School property, or as any part of School activity, is prohibited. 

• Illicit Drugs Prohibited - The unlawful possession, use, and distribution of illicit drugs on 

School property, or as any part of School activity, is prohibited. 

• Criminal Penalties - A student or employee's violation of this prohibition may result in arrest 

and conviction under applicable criminal laws of the United States, the State of New York, or 

local municipalities. Conviction may result in legal penalties. 

• Sanctions imposed by the School - Students and employees who violate the School's policy 

against illicit drugs and alcohol are subject to sanctions imposed by the School which are 

consistent with local, state, and federal law and regulations. Such sanctions may include, but 

are not limited to, the offender's expulsion from the School or termination of School 

employment, and referral to other authorities for prosecution. Disciplinary action against 

employees or students will be initiated in accordance with the School policy. 

• Health Risks - The following nonexclusive list of health risks has been identified with the use 

& abuse of illicit drugs & alcohol: memory loss; depression; fetal alcohol syndrome; problem 

pregnancy; sclerosis; circulatory problems; insomnia; heart failure; respiratory arrest; cardiac 

arrest; seizures; coma; anxiety; paranoia; irritability; fatigue; mental illness; death. 

• Available Assistance Treatment Programs - While the School recognizes drug and alcohol 

dependency and/or the abuse of drugs and alcohol to be a major health problem, as well as a 

safety and security problem, it currently does not provide drug/alcohol counseling, treatment, 

or rehabilitation programs for students. However, many resources are available to employees 

and students seeking assistance with such problems in the community. As part of the School's 

drug awareness program, literature and a list of available community drug counseling and 

rehabilitation services are available under separate cover. 

 

Academic Integrity 

The principles of academic integrity encompass standards of honesty and truth. Each member of 

the HBS community has a responsibility to uphold its' standards and to take action when others 

violate them. Faculty members have an obligation to educate students about the standards of 

academic integrity and to report violations of these standards to the appropriate department head. 

Students are responsible for knowing what the standards are and for adhering to them. Students 

should also bring any violations of which they are aware to the attention of their instructors. 
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One of the most important aspects of academic integrity concerns the just measure of each student's 

academic accomplishments. For such modes of assessment to operate fairly, it is essential that the 

instructor be assured that the work used to evaluate the student's performance is genuinely the 

student's own. While this Student Handbook does not define academic dishonesty in exhaustive 

terms, the following types of behavior that defeat the intent of an examination or other class work 

are unacceptable to Hunter Business School: 

• Communicating (written, oral, or otherwise) with fellow students during an examination or 

quiz. 

• Using notes, books, other written materials, calculators, or other aids (except when approved 

by the instructor). 

• Providing or receiving information about the content of an examination. 

• Attempting in any manner to benefit from the work of another student (such as, copying from 

other students during examinations or copying other student's projects or assignments). 

• Having someone else take an examination for the student. 

• Using other persons or services to prepare written work that is submitted as the student's own. 

• Using previously or concurrently submitted papers, projects or assignments written by other 

students. 

• Submitting the same or very similar projects, papers, or assignments in different sections of 

multiple section courses by collaborating students. 

• Submitting plagiarized work as one's own. 

 

Academic Dishonesty 

Academic dishonesty will result in the: failure of the test, examination, term paper, project, or 

other assignment on which cheating, or plagiarism occurred. Breaches of academic integrity can 

lead to the commencement of a disciplinary proceeding to determine whether the offending party 

should be reprimanded, censured, placed on disciplinary probation, suspended, or expelled.  

 

Instructors have the authority to impose all of the above rules and regulations. Any 

issues/complaints/concerns will be handled by instructors. If they are unable to resolve the 

problem, the issue will be taken to the Director of Education and/or the Campus Director. 

 

Hazing 

Hazing is prohibited. Hazing, defined as an act that endangers the mental or physical health or 

safety of a student or that damage or removes public or private property, for the purpose of 

intimidation, initiation, admission into, affiliation with or as a condition for continued membership 

in, a group or organization, is prohibited. HBS unequivocally opposes any situation created 

intentionally to produce mental or physical discomfort, embarrassment, harassment, or ridicule. 

 

Parking 

Parking in handicapped stalls and areas designated as NO PARKING. Hunter Business School 

Students is prohibited unless you have the proper credentials. Violators will be towed away at the 

expense of the owner. 

 

Concerns Regarding a Course or Instructor 

If you have concerns regarding your course or instructor, first speak with your instructor. Most 

problems are settled by this type of discussion. If a satisfactory understanding cannot be reached, 

please make an appointment to see the Program Department Chair. If the matter is still unresolved, 
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see the Director of Education. Rarely, and if necessary, an appeal may be made to the Campus 

Director. 

 

Course Instructor Evaluation 

At the end of a given section, you will be asked to evaluate aspects of the educational process. 

This includes completion of a questionnaire by you for the purpose of judging the classroom 

performance of the instructor. You must be honest in your response since this evaluation will assist 

in faculty growth and improvement. 

 

Breaks 

To provide time for relaxed discussion of topics covered in class, each class is allotted “break 

time” during the day. A schedule of breaks is posted by the instructor. A schedule is a guideline 

and may be adjusted at the discretion of your instructor. 

 

Messages 

Due to the large number of students at Hunter Business School and the requirement for 

uninterrupted classes, you will not be notified of messages unless it is a real emergency. Please be 

sure to check the website, Facebook and enrolled in the text aim texting service.  

 

Telephone Calls 

To avoid disruption of the educational and educational support process, only in the case of 

emergencies will you be pulled from class. Office phones are for faculty and staff use only 

 

Additional School Closings 

The closing of Hunter Business School in inclement weather will be announced on the school's 

web site and Facebook. For the most up-to-date information, a message will also be posted on the 

school's answering machine. 

 

Cell Phone Use 

Use of cellular phones or any other electronic communication devices for any purpose during class 

or clinical hours is prohibited by Hunter Business School. Cell phone use, ringing and texting, use 

of social media such as Facebook, Twitter, etc., are unacceptable during class hours. If there is an 

emergency, students can receive phone calls via the Hunter Business School phone or quietly 

remove themselves from class in order to take the emergency phone call. Disciplinary actions will 

be taken against those who are unwilling to adhere to school phone policy. 

 

Counseling 

We encourage our students to seek counseling when they feel it is necessary. Students should 

always be prepared to commit themselves to a course of action that will lead to success. While the 

school recognizes that students may experience different personal, psychological and physical 

issues, it does not provide counseling, treatment, or rehabilitation programs for students. However, 

many resources are available to employees and students seeking assistance with such problems in 

the community. Please see the Program Chair for further guidance. 
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Career Services 
Hunter Business School's Career Services Department provides the following services to students 

in all programs of instruction: 

• Career development workshops while attending Hunter Business School. 

• Resume counseling and preparation. 

• Practice and training on proper interviewing and networking techniques. 

• Proper job application procedures and other job search skills. 

• Assist students and HBS alumni in the total career development process. 

• Provide guidance in the job search. 

• Addresses various needs, such as clarifying interests, obtaining part-time jobs and 

internship experiences, planning and conducting professional job search, and obtaining 

full-time employment. 

 

Early Intervention Program includes: 

• Professional Portfolio and Soft Skills Presentations in the beginning of educational process. 

• Conduct group and individual Mock Interviews. 

• Individual meetings with Career Services to answer all of your questions. 

 

HBS offers many services to assist in this process, and strives to educate, develop feelings of 

community, as well as promote partnerships with students, alumni, faculty, and members of the 

HBS community. 

 

Graduation 
Hunter Business School's RT training is directed at achieving practical skills and knowledge. You 

are evaluated in two basic areas: comprehension of theory and fundamentals, and skills 

competency and practical accomplishment. 

 

In evaluating the first, you are given written exams, a final examination and various quizzes in 

each section of the course. In evaluating skills and accomplishments, you are graded in 

performance of numerous laboratory skills, clinicals skills, and classroom activities, including 

specific use of equipment. 

 

Student transcripts are issued at the end of each semester and reflects the progress that you have 

made in class, theory, lab, and clinicals.  

 

Graduation Requirements 
To be eligible for graduation, you must: 

• Have completed all requirements of your program with a cumulative average of “C” or 

better. 

• Have successfully passed all your clinical rotations.  

• Have attended 90% or more of total program class hours including 100% of externship 

hours. 

• Have fulfilled all financial obligations to the school. 

• Have attended all placement seminars and completed all requirements for successful 

placement opportunities. 

• Have successfully completed your program in the required time period. 
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 (NO student will be permitted to graduate if they fail to fulfill any of the above requirements.) 

 

Diplomas will be presented to you at the graduation ceremony. 

 

Notice of Nondiscrimination 
Hunter Business School, Inc. is committed to a policy of equal opportunity and providing a safe 

learning and working environment free from unlawful discrimination, harassment and violence. 

Hunter Business School, Inc. does not discriminate or permit discrimination by any member of its 

school community, including its employees, students, visitors and third parties, in its educational 

programs or activities, policies, recruitment, admissions, employment, financial aid, loan and 

scholarship programs and placement on the basis of race, color, creed, national origin, religion, 

sex, gender, disability, age, pregnancy, ancestry, military or veteran status, marital or partnership 

status, sexual orientation, gender identity, gender expression or any other legally protected status. 

 

Inquiries or complaints regarding any form of discrimination or harassment may be directed to:  

 

Lisa Lye 

Title IX Coordinator 

3601 Hempstead Turnpike Levittown, New York 11756 (516) 796-1000 

llye@hunterbusinessschooI.edu 

 

and/or 

 

U. S. Department of Education 

Office for Civil Rights (New York Office) 32 Old Slip, 26th Floor 

New York, New York 10005 (646) 428-3800 

OCR.NewYork@ed.gov 

 

Notice of the School's nondiscrimination policy will be included in each announcement, bulletin 

or application form made available by the School, including the School's Student Catalog, Student 

Handbook, Employee Handbook, Student Enrollment Application and Employment Application. 

The notice will also be posted on the School's website and on faculty and student bulletin boards. 

 

Campus Access and Security Policies 
Campus Access and Security 

Both Hunter Business School campuses are located in building complexes, which provide public 

access to other tenant businesses and their visitors. Parking lots are lit at night, as are building 

entrances. The normal exercise of personal awareness of surroundings of any public area is 

recommended while on campus during daylight and evening hours. 

 

Police, Fire, and Medical Emergencies 

Police, fire, or medical emergencies can be reported by dialing 9-911 from any telephone on 

campus. Students, faculty, and staff are also informed that non-emergency calls for service can be 

made by calling the appropriate non-emergency contact number. 

 

Reporting of Criminal Activity 

Hunter Business School requires that all criminal activity be reported to its administration and, in 
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most instances, to the local police agency. In the event that any student, faculty, or staff witnesses 

or becomes a victim of criminal activity on the campus of HBS, the student, faculty, or staff must 

immediately notify the administration and a written report must be filed by the end of the next 

business day with the office of the President of HBS Responsibility for filing the written report 

lies with the person or persons in charge of the premises or the function involved. The President 

of HBS or designee will report the criminal activity to the appropriate police agency in cases when 

the victim desires, but has not yet filed a report. In consultation with other appropriate 

administrative personnel, the President of HBS will determine any next steps necessary in 

investigating the criminal activity and any steps toward disciplinary action warranted against any 

employee or student of the school.  

 

The President or designee will also issue a formal report to all appropriate persons involved. With 

incidents of criminal activity where internal disciplinary action is taken against the offender, 

reserves the right to disclose to the alleged victims the result of such disciplinary action. Such 

action will be taken at the discretion of the President of the school. Hunter Business School does 

not have its own campus law enforcement or security department. Administrative and faculty 

personnel have enforcement authority with regard to all school policies and procedures, work 

closely with state and local law enforcement agencies in the reporting of criminal activity, and 

encourage accurate and prompt reporting of all crimes to appropriate police agencies. 

 

Confidential Reporting Procedures 

If you are the victim of a crime and do not want to pursue action within the school's system or the 

criminal justice system, you may still want to consider making a confidential report for annual 

security report purposes. With your permission, the President of the school or designee can file a 

report on the details of the incident without revealing your identity. The purpose of a confidential 

report is to comply with your wish to keep the matter confidential, while taking steps to ensure the 

future safety of yourself and others. With such information, the school can keep an accurate record 

of the number of incidents involving students, faculty or staff; determine where there is a pattern 

of crime with regard to a particular location, method, or assailant; and alert the campus community 

to potential danger. Reports filed in this manner are counted and disclosed in the annual crime 

statistics for the institution. 
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CLINICAL EDUCATION PLAN & CLINICAL POLICIES 
 

 
 

 

Attendance Philosophy 
Each student is expected to attend class and clinic regularly in order to achieve the maximum 

benefit from educational activities. Each student is responsible for all class work missed regardless 

of the reason for absence. The student must be aware that class/lab absences may adversely affect 

the student’s ability to perform successfully in clinic due to the correlation of classroom theory to 

clinical application of skills. The standards of performance are defined throughout this handbook 

and in the course syllabi.  

 

Please see Attendance polices in HBS Student Handbook and HBS School Catalog. 

 

Radiologic Technology, like other health professions, is different from most service industries in 

that illness has no concept of time and thus requires round the clock availability of personnel. 

Diagnostic imaging also has the potential to affect the well-being of patients since medical 

diagnosis and treatment often rely on radiographic findings. 
 

Attendance at clinic internship during regularly scheduled hours is critically important since 

appropriate supervision of the student to accomplish the learning and performance objectives in 

accordance with guidelines can be completed only when certain supervisory and teaching 

personnel are present. Also, proper rotation and variety of studies are available primarily during 



 

Radiologic Technology Student Handbook 2021 – 2022 ● 1.25.2021 35 
 

RADIOLOGIC TECHNOLOGY PROGRAM 2021-2022 HUNTER BUSINESS SCHOOL 

these times. Students, whether Juniors or Seniors, are assigned specific internship days and times. 

All instances when a student is not on site during the assigned days and times will be 

considered an “occurrence” (see below for definition of an occurrence) and must be made 

up. 

 

Students cannot miss clinical experiences and gain the knowledge needed to complete course 

objectives and requirements. The acquisition of knowledge and skill in Radiologic Technology is 

cumulative both in theory and lab/clinical education; therefore, attendance and participation are 

expected. 
 

Primary consideration of an employer when deciding on the desirability of a prospective employee 

is dependability. Therefore, specific attention is given to the punctuality and attendance of 

students, in both classes and clinic. Dependability in these areas is considered an important part of 

the program to develop responsible and professional diagnostic imaging professionals. 

 

Students are never scheduled in excess of 40 hours per week combined for courses and clinic. 

 

Clinical Attendance 
The following policy will apply to all clinical internship rotations: 

 

Occurrence 

Any instance when a student is not present during their assigned clinical days/times. The following 

instances will be considered an occurrence: 

• Absence: Failure to report to clinical site for entire day. 

• Tardiness: Arrival to clinic after the assigned time. 

• Leaving early: Leaving clinic before designated departure time. 

Students are scheduled for clinic 216 hours during RAD107 and RAD206; 280 hours during 

RAD305; 288 hours during RAD405. 
 

Any student who fails to complete 100% of his/her assigned clinical time each semester 

including required make-up hours for missed time will receive an “F” grade for clinic. 

 

1. If an occurrence is unavoidable, it MUST be reported (by phone, email or text) to the 

clinical site, Program Director and Clinical Coordinator, at least one hour prior to the 

student’s scheduled time. 

 

2. All occurrences not reported to the clinical site, Program Director, and Clinical 

Coordinator at least one hour prior to the time the student is scheduled for clinic may result 

in a reduction of student’s clinical grade. It is the program’s expectation that clinical 

occurrences DO NOT happen. 

 

Trajecsys 
Clinical attendance is logged and monitored using Trajecsys, a web-based clinical reporting 

system. Students are required to clock in and out via Trajecsys upon arrival to, and departure from, 

their clinical site. Students are also required to clock in and out before and after their lunch break 

or the break closest to the midpoint of their shift. 
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All Trajecsys clock-ins and clock-outs must be performed within 50 feet of the clinical facility, 

using a GPS-enabled mobile device. Clinical sessions will start exactly on the assigned hour, and 

students are expected to be on time. The definition of late is up to the discretion of the Clinical 

Coordinator but will be no later than 15 minutes after the scheduled shift start time. Excessive 

tardiness is considered unprofessional conduct and will not be tolerated and may result in the 

student’s termination from the program. 

 

If a student must leave early from their rotation for any reason, they must inform their assigned 

clinical instructor or supervisor/preceptor AND either their Program Director or Clinical 

Coordinator. Failure to inform one of these individuals will result in the student being penalized 

for a full day’s absence. Repeated infractions of this type are grounds for termination from the 

program.  

 

Exceptions 

In the event of any exceptions (e.g. the Trajecsys attendance logging feature is down), students are 

required to send a message to the Program Director and Clinical Coordinator through Trajecsys, 

notifying them of the issue. The Clinical Coordinator will verify the student’s attendance and enter 

that record on their behalf. If a student does not send the required message at the scheduled time, 

the exception will be considered a failure to clock in or out.  

 

Failure to Clock In or Out 

A student may fail to clock in or out up to three times per quarter for the beginning and end of 

their shift, and three times per quarter for their lunch or midpoint break, in which case the Clinical 

Coordinator will verify the student’s attendance and enter that record on their behalf. Students who 

exceed the maximum number of allowed failures will be subject to the Attendance Policy. 

 

Inclement Weather 

Students are not required to report to clinic when the Hunter’s Campus is CLOSED for inclement 

weather, however failure to report to clinic when the Hunter’s Campus is OPEN will result in an 

occurrence. When the Campus opening is delayed (ex: opens at 10 a.m.) students are required to 

report to clinic at that time, and if the Campus closes early for inclement weather, students will be 

dismissed from clinic at that time. 

 

Evaluation of Professionalism 

The student’s grade for Professionalism will be significantly impacted by occurrences. 

 

Serious Injury or Illness 

If a student has multiple occurrences due to a serious injury or illness, a statement from a healthcare 

provider verifying that the student can return to clinic will be required. The Clinical Coordinator 

will determine if the student will be able to meet clinical objectives based on time missed or extent 

of illness or injury. The student may request a medical withdraw through the Director of Education. 

 

Attendance Records 

Incomplete or falsified attendance records may result in an “F” grade for that semester regardless 

of student’s performance in other internship areas due to expectations in regards  

 

Miscellaneous Policies 

1. Discretionary Time 
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Discretionary Time is NOT allowed. This is defined as any internship time that is a variation 

of a student’s regularly assigned internship schedule. Examples of Discretionary Time not 

allowed are: “a student wanting to leave internship early or come in early, and clinic 

instructor or other radiology staff personnel giving student permission to vary internship 

time other than that which has been assigned.” 

2. Banking Time 

Banking Time is NOT allowed and is defined as follows: When a student chooses to do 

internship time in advance of an anticipated occurrence. 

3. Internship Shift 

Internship shifts may vary at the discretion of the clinical site. However, during an 

internship shift a student must be in attendance at the clinic site for not less than eight hours. 

4. Voluntary Time 

Students will NOT be permitted to attend clinic on voluntary time (ex: holidays, winter 

break, weekends, spring break, etc.). 

5. Lunch Breaks 

Students will be given a 60-minute lunch break during internship. Lunch schedules will be 

determined by the clinical instructor or department supervisor on a daily basis. 
 

Dismissal from Clinic 
If a student is dismissed from clinic by the clinical instructor and/or staff, the Program Director 

must be contacted immediately! A reason for the dismissal must be documented and the student’s 

clinical grade shall be affected adversely. If a student leaves clinic early due to any reason, the 

Program Director and Clinical Coordinator MUST be contacted as stated above in item #1 under 

“Clinical Attendance”. 

 

Correlation of Clinical & Didactic Education 
The clinical experience is correlated with didactic instruction. Each student will rotate through a 

variety of radiographic rooms each semester. Students are assigned room rotations and/or assigned 

to a technologist on a rotating basis. 
 

The students’ psychomotor skills are evaluated by their performance in both clinical and laboratory 

experiences, including practice exams, competencies, and simulations. 

 

The students’ cognitive skills are evaluated in the classroom through exams, projects, and written 

and oral reports. Clinical education incorporates all concepts taught in theory in the classroom. It 

is imperative that the knowledge and skills acquired in the classroom are reinforced and applied 

in the clinical setting. The Clinical Coordinator supervises and assesses students on their ability to 

correlate clinical and didactic education. Clinical instructors who are staff technologists also play 

a critical role in providing feedback on students’ progress. 
 

A student may not attempt to document practices or achieve clinical competency until he/she has 

successfully passed lab in the appropriate Procedures LAB course (i.e. RAD102A, RAD202A, 

RAD302A, and RAD402A) for a given examination. 
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Direct and Indirect Supervision 
JRCERT Standards 4.4, 4.5, and 4.6, provide the following policies for direct and indirect 

supervision.  

 

Direct Supervision 

Student supervision by a qualified radiographer, who; reviews the procedure in relation to the 

student’s achievement, evaluates the condition of the patient in relation to the student’s knowledge, 

is present during the conduct of the procedure, and reviews and approves the procedure and/or 

image. 

a. Students must be directly supervised until competency is achieved. 

b. A qualified radiographer reviews the examination request and evaluates the condition of the 

patient to ensure that the procedure falls within the student’s level of achievement. 

c. A qualified radiographer remains with the student at all times during the procedure. 

d. A qualified radiographer reviews and approves the finished radiographs/images. 

• All portable radiographic exams will be performed under the direct supervision of a 

qualified radiographer, regardless of level of competency achieved by the student. 

This applies to all portable exams regardless of their proximity to the imaging 

department. 

e. All fluoroscopy exams (real-time fluoro) will be performed under direct supervision of a 

qualified radiographer, regardless of level of competency achieved by the student. 

f. All pediatric exams (0-6 years of age) will be performed under the direct supervision of a 

qualified radiographer, regardless of level of competency achieved by the student. 

 

Indirect Supervision 

Supervision provided by a qualified radiographer immediately available to assist students 

regardless of the level of student achievement. “Immediately available” is interpreted as the 

physical presence of a qualified radiographer adjacent to the room or location where a radiographic 

procedure is being performed. This availability applies to all areas where ionizing radiation 

equipment is in use on patients. 

a. Once competency has been achieved, the student may perform radiographic procedures 

under indirect supervision. 

b. All radiographic images, regardless of the level of student competency, will be reviewed 

and approved by a qualified radiographer. 

c. If it is documented that a student has violated this policy and it is the first offense, a meeting 

will be held between the Program Director, Clinical Coordinator, and the student explaining 

the serious nature of the offense and the potential consequences of a second offense under 

this policy. 

d. If it is documented that a student has violated this policy and it is the second offense, a 

meeting will be held between the Program Director, Clinical Coordinator, and the student. 

At this meeting the Program Director will, in writing, explain again the serious nature of 

the offense and may recommend to the Director of Education that the student be dismissed 

from the program. A written record of proceedings will be kept in the student’s file. 

 

Student Repeat Radiograph Policy 
The presence of a qualified radiographer during the repeat of an unsatisfactory image assures 

patient safety and proper educational practices. A qualified radiographer must be physically 

present during the conduct of a repeat image and must approve the student’s procedure prior to re-
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exposure, regardless of student’s level of competency. 

 

Specific parameters are as follows: 

a. If it is determined by a qualified radiographer that a repeat radiographic image must be 

taken, the student shall repeat only with instruction from, and in the presence of the qualified 

radiographer. 

b. If a student is asked to repeat a radiographic image without the presence of qualified 

radiographer, he/she is to respectfully refuse, explaining that it is not allowed by program 

policy. 

c. If it is documented that a student has violated this policy and it is the first offense, a meeting 

will be held between the Program Director, Clinical Coordinator, and the student explaining 

the serious nature of the offense and the potential consequences of a second offense under 

this policy. 

d. If it is documented that a student has violated this policy and it is the second offense, a 

meeting will be held between the Program Director, Clinical Coordinator, and the student. 

At this meeting the Program Director will, in writing, explain again the serious nature of 

the offense and may recommend to the Director of Education that the student be dismissed 

from the program. A written record of proceedings will be kept in the student’s file. 

 

Clinical Grading 
Clinic grades are computed using the following assessments dependent upon semester: 

 

1. Affective and Technical Skills Evaluation 

2. Evaluation of Professionalism 

3. Clinic Positioning Objective Evaluation 

4. C-arm competency 

5. Clinical Assignments 

6. Mid-Point and End-Point Evaluations 

Clinical Competency Requirements 

Clinical Grading Scale 

A – 100-90 

B – 89-80 

C – 79-70 

F – Failing below 69 

I – Incomplete 

W – Withdrew   

 

Competency Grading 

Students are required to successfully achieve a minimum number of competency exams each 

semester as outlined below in the Clinical Competency Timetable. The minimum score for passing 

a competency exam is 85%. Students that fail to meet the required number of competencies as 

listed in the Clinical Competency Timetable will receive an “F” grade for the clinical course due 

to inability to meet course objectives. A minimum number of competencies has been established 

for each semester. 

 

Required Competency Timetable 

The Clinical Competency Evaluation Program provides the student with the opportunity to 

progress at an individual rate consistent with his/her ability, knowledge and motivation. However, 

since time is limited, it must have guidelines in order to ensure the student is completing his/her 

competency goals in a timely fashion. It is for this reason that certain competency levels must be 

attained per semester. 
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The following requirements are the minimum levels for grading clinical performance each 

semester: 

 

Semester 1: Students must achieve Lab competency in 100% of the examinations covered in 

RAD102A: Radiographic Procedures Lab I. Students must achieve a minimum of 2 Clinical 

competencies out of the examinations covered in Semester 1. 

 

Semester 2: Students must achieve Lab competency in 100% of the examinations covered in 

RAD202A: Radiographic Procedures Lab 2. Students must achieve between 15 to 25 Clinical 

competencies out of the examinations covered in Semester I and II. 

 

Semester 3: Students must achieve Lab competency in 100% of the examinations covered in 

RAD302A: Radiographic Procedures Lab 3. Students must achieve between 26 to 35 Clinical 

competencies out of the examinations covered in Semester I, II & III. 

 

Semester 4: Students must achieve Lab competency in 100% of the examinations covered in 

RAD402A: Radiographic Procedures Lab 4.  Students must achieve between 36 to 52 Clinical 

competencies out of the examinations covered in Semester I, II, III and IV.  

 

We understand not all examinations can or will be observed during a student’s clinical experience. 

To ensure that all 52 competencies are completed prior to graduation, students will be allowed to 

simulate a maximum of 5 examinations that they were unable to accomplish.  

 

Evening Experience 
During the senior year, students may be scheduled for evening hours to enrich the total internship 

experience. Evening hour experiences apply only to the semesters of the second year (RAD305 & 

RAD405). 
 

The following guidelines shall define hours other than day shift: 

1. The experience shall exclude Saturday, Sunday and Holidays. 

2. The experience shall be limited to one student per shift assignment. 

3. The student shall be assigned only when a qualified radiographer is on duty and in 

attendance for direct and indirect supervision. 

4. Shift assignments shall be limited to hours between the times of 11:00 a.m. through 7:00 

p.m. 

5. All students shall have equal opportunity for evening shift experience. 

6. The total number of hours per week shall not exceed those regularly scheduled (24 hours 

per week). 

7. Second year students interested in additional evening experience may be scheduled at the 

discretion of the program. 

 

CT/Special Imaging Areas Observation Experience 
During the senior year, students may be scheduled for special imaging area rotations to enrich the 

total internship experience. Special imaging area experiences apply only to the senior semesters 

(RAD305 & RAD405). Senior students may have opportunities to complete observational 

rotations in advanced modalities. They may include rotations in: 

1. Computed Tomography 
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2. Vascular Interventional 

3. Magnetic Resonance Imaging 

4. Mammography 

These rotations will enhance student clinical education by providing learning opportunities in 

advanced modalities in radiology. These experiences also help students understand what patients 

encounter in these associated areas of radiology.  

 

The following guidelines will apply to CT/Special Imaging Areas Observation Experience: 

1. Special imaging area experiences will be observation only. 

2. The experience shall be limited to one student per imaging area. 

3. The student shall be assigned to a special imaging area only when a qualified technologist 

is on duty and in attendance for direct supervision for that particular imaging modality. 

4. All students shall have equal opportunity for special imaging experiences. Two eight (8) 

hour rotations per student will be scheduled in each of the following imaging modalities: 

Computed Tomography, Magnetic Resonance Imaging & Mammography. 

5. Students will rotate through each of the areas in the 2 senior year semesters during RAD305 

and RAD405. 

 

*Note: Students are required to complete an MR safety module and screening form prior to 

attending clinical internship. 

 

Mammography 
By the fourth semester students are given a course in the specialized areas of radiography including 

a 45-hour mammography course RAD403: Principles and Fundamentals of Mammography. This 

course will satisfy the didactic requirements to sit for the Mammography Registry.  

 

Standard One - Objective 1.2 of the JRCERT Standards requires a program to document that it 

“provides equitable learning opportunities for all students.” The JRCERT notes that equitable 

means dealing fairly with all concerned; it does not necessarily mean equal. 

 

With regard to mammography, the program will make every effort to place a male student in a 

mammography rotation if requested; however, the program is not expected to attempt to override 

clinical site policies that restrict mammography rotations to female students. Male students are 

advised that placement in a mammography rotation is not guaranteed and, in fact, would be very 

unlikely. 

 

Cat Scan (CT) 
By the fourth semester students are given a course in the specialized areas of radiography including 

a 45-hour course RAD404: Principles and Fundamentals of Cat Scan. This course will provide 

student radiographers with the opportunity to learn this technology and become part of the 

evolution toward computerized imaging. This is an opportunity to improve your technical 

knowledge and prepare for the ARRT CT Registry Examination post-graduation from Hunter 

Business School Radiologic Technology program.  This course will satisfy the didactic 

requirements to sit for the Cat Scan Registry. Standard One - Objective 1.2 of the JRCERT 

Standards requires a program to document that it “provides equitable learning opportunities for all 

students.” The JRCERT notes that equitable means dealing fairly with all concerned; it does not 
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necessarily mean equal. With regard to CT, the program will make every effort to place a student 

in a CAT scan rotation if requested.   

 

Workplace Hazards/Injury/Illness 
Any student that has experienced an injury and/or illness while attending clinic must have 

documentation by the clinical facility submitted to the program. The program must be notified in 

a timely manner of the incident. If the injury and/or illness warrants medical attention, the student 

must follow the procedures of the clinical facility and submit documentation of treatment to the 

program.  

 

The clinical facilities follow procedures in accordance with the Occupational Safety and Health 

Administration (OSHA). Each facility maintains protocols to follow for the health and safety of 

staff and students. 

 

Any student who is ill or potentially infectious should take into consideration the implications of 

being in contact with patients, especially those who are immuno-compromised. 

 

Communicable Diseases 
The program will follow the policy for Communicable Diseases, as well as, any policies set forth 

by the clinical facilities in regard to students with communicable diseases. 

 

Nosocomial 

If a student believes he/she came in contact with a patient who may have has a contagious disease 

the following procedure should be followed: 

 

• Immediately report the matter to the Chief Technologist or Department Director 

• Report to Health Service for medical examination and testing if necessary 

• Report the matter to the Program Director 

• Follow up may be required by Health Services 

 

Non-nosocomial 

If a student believes he/she came in contact with any contagious disease outside the hospital 

environment, the following procedure should be followed: 

 

• Report the matter to the Program Director 

• Consult with the physician of their choice 

• If necessary, contact the Department of Health 

• Report for medical clearance and testing to Health Services 

 

Standard Precautions  
Occupational exposure to blood borne and other pathogens are possible in the healthcare facilities. 

Standard Precautions are designed to reduce the risk of transmission of pathogens in healthcare 

institutions. Use Standard Precautions for the care of all patients. 

Standard Precautions apply to: 

1. blood 

2. all body fluids 
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3. secretions and excretions 

4. nonintact skin 

5. mucous membranes 

 

The following guidelines will reduce transmission of microorganisms: 

1. Handwashing 

a. Wash hands before and after touching blood, body fluids, secretions, excretions and 

contaminated items, whether or not gloves are worn. 

b. Wash hands immediately after gloves are removed, between patient contacts, and when 

otherwise indicated to avoid transfer of microorganisms to other patients or 

environments. 

2. Gloves 

a. Wear gloves when touching blood, body fluids, secretions, excretions and contaminated 

items. 

b. Put on clean gloves just before touching mucous membranes and nonintact skin. 

c. Change gloves between tasks and procedures on the same patient after contact with 

material that may contain a high concentration of microorganisms. 

d. Remove gloves promptly after use, before touching non-contaminated items and 

environmental surfaces and before touching another patient. 

e. Wash hands immediately after use. 

3. Face Protection 

a. Use face protection during procedures when splashes or sprays of bodily fluids is 

probable. 

4. Gown 

a. Wear a gown to protect skin and clothing when soiling is probable. 

b. Remove gowns promptly after use. 

5. Patient Care Equipment 

a. Handle used equipment in a manner that reduces transfer of microorganisms. 

b. Reusable equipment is to be cleaned and reprocessed appropriately. 

c. Discard single-use items promptly. 

6. Environmental Control 

a. Adequately clean routine patient care areas with the appropriate solutions provided by 

the facility. 

7. Linen 

a. Handle soiled linen in a manner that reduces the transfer of microorganisms to other 

areas and non-contaminated items. 

8. Occupational Health and Bloodborne Pathogens 

a. Handle sharp instruments with care to prevent accidental sticks. 

b. Never recap used needles. 

c. Do not remove needles from disposable syringes by hand. 

d. Place used sharps in the appropriate puncture-resistant biohazard containers. 

e. Use mouthpieces, resuscitation bags or other ventilation devices as an alternative to 

mouth-to-mouth resuscitation. 
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Clinical Orientation Requirements 
The following criteria are part of the orientation requirements that must be completed prior to 

attending and/or continuing clinical internship: 

1. BLS 

2. Health History 

3. Documented Immunizations 

4. Criminal Background 

5. Drug Screening 

6. Technical Standards Verification 

7. Hospital Orientation 

8. Checklist of Radiation Safety Devices (first week of clinical orientation) 

 

The program Clinical Coordinator will verify the student’s completion of the aforementioned 

requirements. Students will not be eligible for clinic, or permitted to continue, until all 

requirements are met. 

 

Clinical Competencies 
1. Consistency: 

• Successful clinical competencies documented in Trajecsys may be declared void if the 

student is unable to perform in a consistent manner following competency.  

• Voiding a previously completed positioning objective may only be done using the following 

procedure: 

a. The Clinical Coordinator or Clinical Instructor, in writing, declares that the student has 

performed a previously successful clinical positioning objective, in an unsatisfactory 

manner 2 times during the same semester. 

• This declaration is to be completed for EACH of the 2 unsatisfactory performances of the 

objective in question, and must include the following: 

a. Be in writing and include the date the examination was performed, and patient/exam 

number; 

b. Include specific reasons why the examination was declared unsatisfactory; 

c. Be approved by the clinical coordinator. 

• The highest grade achievable under these circumstances is 85% (which is the minimal score 

for passing regarding all clinical competency evaluations. 
 

2. Submission of Clinical Competencies: 

• All Clinic Positioning Evaluations will be documented according to the following 

guidelines: 

a. All competencies and practices must be documented in Trajecsys WITHIN 24 HOURS 

of completion. For example, a competency performed on Monday, October 1, must be 

submitted no later than Tuesday, October 2. Completed competencies submitted after 

24 hours will not be accepted. 

b. Clinical competency requirements checklist will be updated on a weekly basis by the 

Clinical Coordinator. 

 

Simulations 
If a certain exam is rarely done in the department, a substitute model may be used in lieu of an 

actual patient, and the procedure simulated. Up to 6 exams may be simulated. 
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Pregnancy Policy 
Radiologic Technology is safe when appropriate precautions are taken for protection from 

potentially harmful ionizing radiation. Disclosure of pregnancy to the program is strictly 

voluntary. In the absence of voluntary, written disclosure, a student cannot be considered 

pregnant. 

 

A student voluntarily and in writing making notification to the Program Director that she is 

pregnant may: 

• Provide a physician’s note to continue in the program without modification. 

• Re-enter the program at a later date if she chooses to delay completion. 

• Submit a written declaration of withdrawal. 

 

However, because the human fetus is sensitive to ionizing radiation, the declared pregnant student, 

who provides a physician’s note to continue in the program without modification, is encouraged 

to request an additional monitoring badge that will be worn on the waist. 

 

• If a student voluntarily declares in writing that she is pregnant, then a meeting will be 

scheduled with the Program Director, Clinical Coordinator and student to discuss the best 

options for the student.  

• The student will be made aware of current information of the risks and effects of radiation 

exposure to a fetus.  

• The student will also be made aware of the precautions to be taken while working in the 

clinic and a review will be made of previous radiation exposure.  

• If the student does notify the Program Director of a pregnancy, they have the option to 

withdraw the declaration of pregnancy, however, the withdrawal must be in writing. 

• After consulting with the Program Director & Clinical Coordinator the student must sign a 

statement stating: 

1. They have been provided information on the risks and effects of radiation on the fetus. 

2. If the student wishes to continue in the program or take a leave of absence. 

3. That the student has read and understands the suggested program regulations regarding 

a pregnant student. 

 

In the advent that the student chooses to remain in the program she may do so up until the time 

their pregnancy will interfere with normal function within the clinic. The student has the option to 

continue the program without modification or choose to follow the suggested regulations below: 

 

• The student may wear an additional monitoring device at waist level. The exposure received 

by the additional film badge will be closely monitored to assure radiation dosage does not 

exceed recommended levels for the fetus. 

• Special arrangements can be made with individual students. 

 

If the student does not wish to remain in the program: 

• She will obtain a leave of absence and arrangements will be discussed to readmit her into 

the program at the appropriate level of clinical and didactic education.  

• If there have been changes in the program, she must agree to the new regulations in effect 

at the time of admission. (i.e. new course requirements, tuition, clinical competencies, etc.) 
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The NCRP (National Council on Radiation Protection and Measurements) Report No. 116 

recommends an annual dose limit for education and training exposures of 1 mSv (100 mrem). In 

situations where student badge readings approach the 1 mSv maximum annual dose of 1 mSv (100 

mrem) or a quarterly dose of 0.25 mSv (25 mrem), the student will be counseled, and corrective 

action will be taken if deemed necessary. Radiation monitoring reports are made available to the 

student.03 

 

All clinical facilities and the program adhere to the ALARA “as low as reasonably achievable” 

principle in keeping exposure limits well below the maximum allowable limits. Adhering to the 

stated protocols of ALARA and the NCRP poses minimal risk to the pregnant student. 

  

Radiation Safety/Monitoring Reports 
To keep radiation exposure to the student and patient as low as reasonably achievable, the 

following guidelines must be adhered to: 

 

1. Students are not permitted in the radiographic room while radiographic exposures are being 

made except for portables, surgery, and procedures requiring fluoroscopy. 

2. When it is necessary for the student to be in the radiographic room during an exposure noted 

in (1) above, the appropriate protective apparel must be worn. 

3. Students are not permitted to hold image receptors during any radiographic procedure. 

4. Students are not permitted to hold patients during any radiographic procedure.  

5. Immobilization methods are the appropriate standard of care. 

6. Regardless of the level of student competency, repeat radiographic images are performed 

only under direct supervision by a qualified radiographer. 

7. Radiation monitoring devices are to be worn at all times during clinical internship and 

energized lab activities. Failure to wear radiation monitor to clinic or lab will result in the 

student being dismissed, and only permitted to return when radiation detection devices are 

on their person. 

8. The radiation monitoring reports are maintained by the RSO (Radiation Safety Officer). 

Reports are made available to students within 30 days of receipt. All students will initial the 

report to verify that doses have been reviewed. 

9. In situations where a student’s badge reading approaches the annual threshold dose limit of 

1 mSv (100 mrem) or a quarterly dose of 0.25 mSv (25 mrem) the student will be counseled to 

determine the source of excessive exposure. Corrective action will be taken if deemed 

necessary. The student may be placed in a low dose area. 

10. Monitoring devices are replaced each calendar quarter. All monitoring devices must be 

turned in and exchanged for a new one in a timely manner.  
 

Right To Appeal 
If a student is dismissed from a clinical affiliate for disciplinary reasons, the student may appeal 

the decision through the Program Director. The Program Director will investigate the matter on 

the student’s behalf. However, the affiliate shall have priority in determining if a student is 

permitted to return to the clinical portion of the program at that institution. 

 

Rotation Guidelines 
The practice of Diagnostic Imaging contains a wide variety of elements; therefore, learning the art 

and science of the profession at the actual working level requires significant demonstration, 



 

Radiologic Technology Student Handbook 2021 – 2022 ● 1.25.2021 47 
 

RADIOLOGIC TECHNOLOGY PROGRAM 2021-2022 HUNTER BUSINESS SCHOOL 

discussion, and more supervised clinical experience than most Allied Health Professions. 

Although rotation through the program’s clinical affiliates may, at times, be difficult due to 

geographic location and personal obligations, the necessary experiences gained through site 

diversity out- weighs the possible inconveniences. Transportation to clinical affiliates is the 

student’s responsibility. 

 

RT students will rotate to a minimum of four clinical sites throughout the program. Clinical 

learning is offered in a variety of settings from hospital, imaging centers, urgent care and relevant 

outpatient medical facilities such as busy orthopedic practices. This diversity of clinical affiliates 

will provide students with the necessary options to satisfy our goal of fairness and equity in the 

distribution of clinical experiences while ensuring equitable learning opportunities and the ability 

for our students to fulfill all their required competencies. 

 

Clinical placement will not be a "random" process. Students will be placed in clinical sites that 

will not only give them foundational skills but also strengthen and advance their skills in a 

progressive manner throughout the sequence of clinical experiences. The specific sequence of 

clinical experiences that is individually selected for each student will be arrived at in a very 

thoughtful and deliberate manner collaboratively by the Program Director and Clinical 

Coordinator. Knowledge of the dynamics, pace, and volume/diversity of images done at each site 

will allow us to hand-pick the best next clinical placement as students proceed through their 

program. If it is noted that a student needs to do more of a particular type of exam, for example, 

this will be factored in to the decision about where to send him or her next. Each student's clinical 

experience will be structured to assure it is balanced and equitable. Students will also be reminded 

and assisted by the faculty to take full advantage at the site that they are at. It is our goal to make 

each student clinical rotation a valuable training experience. 

 

Students will be scheduled in areas that include routine, fluoroscopic, mobile and surgical 

procedures. Special imaging areas and evening rotations will be included during the senior year of 

internship. 

 

During the course of the program, students may be reassigned to a different clinical rotation in 

order to provide an equitable learning experience. 
 

Students reentering the program due to withdrawal or failure of previous courses will be placed in 

a clinical facility at the discretion of the program. The student must repeat the clinical course of 

the semester in which they are returning, regardless of previous grade earned. The student will be 

placed according to space availability and equitable educational experience for all students 

concerned. 

 

Uniforms 
Professionalism includes personal appearance and therefore the following policy has been 

established: 

Uniforms will be navy blue scrubs, shoes black or white closed toe and closed heel. Uniforms are 

to be clean and pressed. Undergarments should not be visible in any manner. 

 

1. Shoulder length hair must be tied back; beards and moustaches must be clean and neatly 

trimmed. 
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2. Extremes in hairstyles and/or color (pink, purple, green, etc.) and adornments (beads, 

sequins, etc.) are prohibited. 

3. Jewelry must be minimal, earrings should not dangle and are limited to 2 piercings per ear; 

limited to one ring per hand. 

4. In consideration of the patient, colognes, perfumes and after-shave lotions should not be 

used. 

5. Body piercings not commonly seen in a professional environment (example: nose, tongue, 

lip, eyebrow), will not be allowed during internship. Large holes/spacers in the ear are not 

permitted. 

6. Nails will be kept short (1/4”) and well maintained; no chipped polish; single color. 

Artificial nails are prohibited for infection control and safety reasons. 

7. Body tattoos must be covered. 

8. Radiation monitoring devices and identification must be worn at all times. 

 

Violation of the personal appearance parameters stated above will result in dismissal from clinic 

until the student corrects the deficiency. Time missed from clinic will be considered an occurrence 

and adversely affect the student’s clinical grade. 

 

Major Incidences/Infractions 
An “F” grade may be given for clinical courses if an infraction is severe enough to warrant that 

the patient’s safety is in jeopardy or the student blatantly disregarded program policies. 
 

The following infractions will impact clinical grading: 

1. Disregard of personal appearance policy 

2. Failure to accurately document clinical attendance 

3. Leaving assigned area without permission 

4. Failure to give notice of absence 

5. Disregard of clinical supervision policies 

6. Breach of confidentiality 

7. Breach of professional ethics/behavior 

8. Disregard of safety/fire and smoking regulations 

9. Refusal to carry out assignment 

10. Disregard of radiation safety policies / ALARA principles 

11. Disregard of Standard Precautions 

12. Violation of JRCERT STANDARDS 
 

The following infractions may result in dismissal from the program: 

1. Dishonesty 

2. Falsifying, altering records 

3. Academic dishonesty 

4. Fraudulent statements 

5. Unauthorized release of confidential information 

6. Second violation of JRCERT STANDARDS 
 

The following will result in dismissal from the program: 

1. Clinical failure 

2. Academic failure 

3. Severe disciplinary problems 
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4. Multiple infractions (cumulative or within the same incident) 

5. Blatant disregard of program policies 

6. Endangering the welfare of others 

7. Unauthorized use or removal / theft of property belonging to clinical sites / school 

8. Possession or under the influence of alcohol or drugs 

9. Fighting, assault, intent to harm 
 

This list of infractions is not all inclusive. Any infractions or problems that arise that are not listed 

will be evaluated on a case by case basis by the program faculty. Effects on clinical grading will 

be based on the severity of the infraction. 
 

Chemical Impairment 
Hunter Business School is a drug/alcohol free environment (see student handbook). Any student 

suspected of being under the influence of drugs/alcohol during classroom/lab activities or at a 

clinical site will not be permitted to participate in the scheduled activity. 

 

The Radiologic Technology faculty requires that radiology students provide safe, effective, and 

supportive patient care. To fulfill this purpose, radiology students must be free of chemical 

impairment during participation in any part of the radiologic technology program including 

classroom, laboratory, and clinical settings. 
 

The Radiologic Technology faculty defines the chemically impaired student as a person who, 

while in the academic or clinical setting, is under the influence of, or has abused, either separately 

or in combination: alcohol, over-the-counter medication, illegal drugs or prescribed medications. 

 

This health problem must be proactively addressed when identified with the Radiologic   

Technology student population. The radiologic technology faculty will intervene with the 

chemically impaired student as outlined in the procedure as follows: 

 

1. Remove the student to a private area. Discuss the sign(s) and/or behavior(s) observed and 

allow the student to provide an explanation. When impairment signs/behaviors are observed 

during a clinical/lab/classroom session, the student is removed from the area and relieved 

of further radiologic technology responsibilities. The student is instructed to arrange for 

transportation home. College policy, as well as, the policies of the affiliating institutions will 

be considered. 

2. A report of observed student behavior is prepared by the involved faculty member and is 

submitted to the Radiologic Technology Program Director. Documentation listing the 

behaviors observed will be provided to the student. 

3. A group conference will be convened. The conference group consists of the involved 

student and faculty member, the clinical coordinator, and the Radiologic Technology 

Program Director. Disciplinary actions resulting from the clinical impairment will be 

addressed. 

4. If it is determined that the student is in violation of this policy, dismissal from the program 

may occur. 

 

This policy is in place to ensure the safety of students and patients. 
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Energized Laboratory Policy 
1. Students are not permitted to use the energized lab unless an instructor is available. 

2. All students must wear their radiation monitors to all class and lab sessions. Students will 

not be permitted to participate in lab sessions if radiation monitors are not worn which may 

adversely affect the student’s grade. Get into the habit of bringing your monitor to class 

with you each day! 

3. The doors to the x-ray must be completely closed while exposures are being made with the 

equipment. 

4. Exposures are to be made ONLY on the x-ray manikin or other imaging devices deemed 

appropriate by the program. Under no circumstances can exposures be made on human 

beings! Any student found in violation of this policy will result in immediate dismissal from 

the program. 

5. The x-ray room is to be clean and orderly after each use. Please respect the value of the 

resources. 

6. Student images are confidential. Students are to review only the images that they have 

produced. 

7. The lab is for the benefit of all students in the Radiologic Technology Program. The 

program encourages the students to utilize the lab, especially outside of regularly scheduled 

class time. 

 

Lost Marker/Radiation Monitor Policy 
The Radiologic Technology Program will issue left/right markers and radiation monitors to all 

students prior to the first day of clinic. If a student loses their markers or monitor, it is the student’s 

responsibility to contact the Program Director to order new ones at a cost of $22 for markers and 

$25 for badges. This cost will be the responsibility of the student. 
 

Marker Use Policy 
Students are not permitted to use their left/right markers assigned by the program during hospital 

/ facility paid job assignments. There must be a clear delineation between clinical time, as assigned 

by the program, and non-program job responsibilities as assigned by the facility. A student found 

in violation of this policy may be dismissed from the program. 

 

Reinstatement Policy 
Please refer to Hunter Business School Student Handbook (page 21) 

  

Responsibilities, Rights and Conduct 
As members of the school community, all students have certain responsibilities, rights, and 

standards of conduct that must be met while on campus and at the clinical affiliate; these, along 

with the mechanism for student grievances are outlined in the Hunter Business School Student 

Handbook. 

 

Weather: Inclement 
When Hunter’s Campus is closed or delayed for inclement weather, student clinic is affected the 

same as the school’s schedule. For example, if the school is closed for the entire day, students need 

not report to the clinic for that entire day. If school is delayed, students need not report to clinic 

until the school opens. Missed clinical time due to school closing or delay does not affect the 
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student’s grade. For notifications of school closings and delays, please refer to Hunter’s website 

and/or Facebook. 

 

Cell Phone and Electronic Device Policy 
This policy is implemented in order to maintain a productive, safe learning environment and 

applies to both incoming and outgoing cellular calls. Cell phones and electronic devices shall be 

turned off or set to silent or vibrate mode during classes, conferences, and in other campus 

locations where their use would cause a distraction to the learning environment. Cell phone and 

electronic device use is prohibited during all testing and assessment activities. The school strictly 

prohibits the use of camera phones and other recording devices in any manner which violates or 

compromise norms of personal conduct or the expectation of privacy that individuals have a 

reasonable right to expect. 

 

Social Networking Policy 
Social networking/social media includes, but is not limited to, networking sites such as Facebook, 

LinkedIn, Twitter, Instagram, etc. Students are prohibited from accessing social networking sites 

while using hospital owned/leased electronic equipment and are prohibited from accessing social 

networking sites while on clinic time, including accessing through personal cell phones or personal 

electronic media devices. Students are prohibited from using personal electronic media devices 

while on clinic time to conduct personal social networking activities. Personal cell phones and 

personal electronic media devices may only be used for the purpose of completing clinical 

requirements, or in designated areas during break times. Students are prohibited from taking 

pictures on any of the hospital campuses. Students are prohibited from posting any photographs 

online. 
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ADDENDUM 
 

 
 

 

Appendix A: End of Semester Evaluation 
 

Student’s Name:                                                                                           Date:  

    

 Satisfactory 
Needs 

Improvement 
Unsatisfactory 

 2 1 0 

Professional Traits    

1. Professional appearance    

2. Demeanor and cooperative attitude in working 

with students, staff, supervisors and patient 

   

3. Arrives on time each day    

4. Actively participates in clinical activities each 

clinical day 

   

5. Shows initiative in seeking educational 

opportunities 

   

6. Gives proper instructions to patient    

    

Responsibility    

7. Follows instructions accurately and is 

organized, efficient and performs at the 

appropriate clinical level 

   

8. Demonstrates mature ability to accept 

responsibility for actions; accepts and acts on 

constructive criticism 

   

9. Communicates clearly and understandably with 

patients, staff and supervisors 

   

    

Performance    

10. Performs with organization, efficiency and 

knowledge appropriate to level of clinical 

experience 

   

11. Shows flexibility in performance; adapts 

procedures to accommodate atypical patients and 

clinical situation 

   

12. Able to demonstrate proper radiation safety 

skills; collimation used on all images 

   

13. Shields All patients    

14. Is able to effectively evaluate radiographic 

images. 

   

15.  Provides proper shielding if person is needed 

for patient immobilization 
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16. Student Signature: Student may add signature 

and/or comments by attaching a post-submission 

comment. 

   

    

Evaluators Comments: 

 

 

 

 

Evaluators Signature: 

Grade:    

 

Signature: 
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Appendix B: Mid-semester Evaluation 
 

Student’s Name:                                                                                           Date:  

    

 Satisfactory 
Needs 

Improvement 
Unsatisfactory 

 2 1 0 

Professional Traits    

1. Professional appearance    

2. Demeanor and cooperative attitude in working 

with students, staff, supervisors and patient 

   

3. Arrives on time each day    

4. Actively participates in clinical activities each 

clinical day 

   

5. Shows initiative in seeking educational 

opportunities 

   

6. Gives proper instructions to patient    

    

Responsibility    

7. Follows instructions accurately and is 

organized, efficient and performs at the 

appropriate clinical level 

   

8. Demonstrates mature ability to accept 

responsibility for actions; accepts and acts on 

constructive criticism 

   

9. Communicates clearly and understandably with 

patients, staff and supervisors 

   

    

Performance    

10. Performs with organization, efficiency and 

knowledge appropriate to level of clinical 

experience 

   

11. Shows flexibility in performance; adapts 

procedures to accommodate atypical patients and 

clinical situation 

   

12. Able to demonstrate proper radiation safety 

skills; collimation used on all images 

   

13. Shields All patients    

14. Is able to effectively evaluate radiographic 

images. 

   

15.  Provides proper shielding if person is needed 

for patient immobilization 

   

16. Student Signature: Student may add signature 

and/or comments by attaching a post-submission 
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comment. 

    

Evaluators Comments: 

 

 

 

 

Evaluators Signature: 

Grade:    

 

Signature: 
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Appendix C: Competency Evaluation 
 

 

LAB___ CLINIC___ TERMINAL___ 

 

Student’s Name:                                                                                           Date:  

Exam Performed    

 Proficient Satisfactory Unsatisfactory 

Patient Gender: M___ F___    

 

Evaluation of Requisition 

   

1. Reads requisition and correctly interprets 

required exam 

   

2. Verifies patient according to facility protocol*    

3. Physical Facility Readiness    

4. Practices universal precautions    

5. Prepares room and equipment needed    

6. Patient Care    

7. Introduce her/himself to patient     

8. Communicated with patient in a professional 

manner and clear voice 

   

9. Records pregnancy status or LMP*    

10. Obtain appropriate clinical patient history    

11. Provides patient with dressing instructions    

12. Removal of artifacts (jewelry, hairpins, etc)     

13. Provides brief description of procedure    

14. Equipment Operations    

15. Correctly manipulates table and tube    

16. Uses correct SID    

17. Markers are clearly visible and placed correctly*    

18. Aligned center of part to image receptor    

19. Aligned x-ray tube to center of anatomy    

20. Aligned x-ray tube to image receptor    

21. Set the correct tube angle    

22. Instructs patient on proper breathing technique    

23. Performs exam with confidence    

24. Performs exam without prompting from evaluator    

25. Performed exam in an organized manner and 

logical sequence 
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26. Examination performed in a satisfactory 

timeframe 

   

    

Radiation Protection    

27. Performs proper exam*    

28. Collimates as appropriate for image    

29. Properly shields patient*    

30. Wears lead apron when necessary    

31. Select proper exposure technique (Senior level) *    

32. Adjusts exposure factors for motion, pathology, 

patient size when appropriate 

   

33. Provides proper shielding if person is needed for 

patient immobilization 

   

    

    

Criteria marked with an * is an instant failure.    

Evaluators Comments: 

 

 

 

 

Evaluators Signature: 

Grade: 
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Appendix D: Radiologic Technology Standards 
 

This policy outlines the technical standards that each applicant/student must be able to 

accomplish. 

 

Each applicant/student must be able to: 

1. Push a portable x-ray machine through the hospital, accessing elevators and narrow 

areas in patient rooms. 

2. Assist a patient of 150 pounds on and off an x-ray table. 

3. Carry heavy x-ray cassettes (25 lbs.) and accessories as required. 

4. Visually monitor patients in the x-ray room from the control booth. 

5. Visually examine and select x-ray techniques on the x-ray console. 

6. Orally communicate clearly to the patient being x-rayed and visually observe the 

patient’s clinical status at all times. 

7. Orally communicate with staff. 

8. Clearly hear a patient calling for assistance from a minimum of 10 feet away.  

9. Stretch from a standing position to align an x-ray tube over the patient and x-ray table. 

(Approximately 6’ from the floor to the x-ray tube). 

10. Move immobile patients from a stretcher to the x-ray table with assistance from department 

personnel. 

11. Push a wheelchair from the patient's waiting area to the x-ray room. 

 

• Any applicant who does not meet the technical standards as outlined above is ineligible 

for admission to the school. 

 

• Any student whose status changes while enrolled and no longer meets the technical 

standards at outlined above may not be allowed to continue to progress through the 

program. 

 

• Pregnancy is not a barrier to admission or continuation in the program. (The School of 

Radiography pregnancy policy is available upon request.) 

 

I have read, understand, and believe that I will be able to meet the Radiologic Technology program 

Technical Standards.  

 

________________________________     ________________________________ 

Print Name           Signature  

 

________________________________ 

Date  
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Appendix E: Policy Against Discrimination & Harassment  

(Including Sexual Harassment, Sexual Assault & Sexual Violence) 

 

Policy Statement 
Hunter Business School is committed to providing a safe and healthy educational and employment 

environment that encourages and fosters appropriate conduct in which all individuals are treated 

with dignity and respect and are free from unlawful sex discrimination as well as all other unlawful 

discrimination. This policy applies to all forms of unlawful sex discrimination including sexual 

harassment, sexual assault and sexual violence. Hunter expects that all interpersonal relationships 

and interactions, especially those of an intimate nature, will be based upon mutual respect, open 

communication and clear consent and that all members of our School community will assist in 

creating an environment free from unlawful discrimination and harassment. These standards apply 

equally to everyone regardless of the sex, gender, sexual orientation, gender identity or gender 

expression of any of the individual’s involved. 

 

This policy applies to all members of our school community including students, employees 

(including faculty, administrators and staff), and third parties (including guests, visitors, vendors 

and contractors) and to all conduct committed in connection with any Hunter Business School 

program. This policy also applies to any incident that may adversely impact an employee’s work 

and/or a student’s or other person’s participation in the School’s educational or other programs 

and activities.  

 

Hunter Business School is committed to promptly and equitably addressing and resolving all 

reports of unlawful discrimination and harassment. We will promptly respond to complaints of 

discrimination or harassment so as to end the conduct, prevent its reoccurrence, remedy any effects 

of the conduct on any individual or the School community, and eliminate any hostile environment. 

Anyone who violates this policy will be subject to sanctions as set forth below.  

 

The School will not retaliate against any individual, including the Title IX Coordinator, for the 

purpose of interfering with any right or privilege secured by Title IX or applicable law. Retaliation 

against an individual because the individual filed a complaint alleging violation of Title IX or 

applicable law, participated in a Title IX investigation, hearing or proceeding in any way, or 

advocated for others’ rights pursuant to Title IX or other applicable law is also prohibited.  

 

Website Address for this Policy 
www.hunterbusinessschool.edu 

 

Definitions 
Complainant is the person alleged to have been subjected to conduct that violates this policy. 

Respondent is the person accused of engaging in conduct in violation of this policy. 

 

Sex Discrimination is conduct based on an individual’s sex that excludes an individual from 

participation, denies the individual benefits of, treats the individual differently or otherwise 

adversely   affects   a   term   or   condition    of   the   individual’s   employment,  education,  living                                

environment or participation in a program or activity. Sex discrimination includes all forms of 

sexual harassment and sexual misconduct. 
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Sexual Harassment is unwelcome conduct of a sexual nature that denies or limits one’s ability to 

participate in or benefit from the educational or work environment at the School. It includes 

unwelcome sexual advances, requests for favors, and other verbal, nonverbal, or physical conduct 

of a sexual nature. Sexual violence is a form of sexual harassment prohibited by Title IX. Sexual 

harassment can include unwelcome sexual advances; requests for sexual favors; and other verbal, 

nonverbal, or physical conduct of a sexual nature, including but not limited to sexual activity. 

Examples of sexual harassment include but are not limited to: 

 

• Submission to the conduct is made either explicitly or implicitly a term or condition of 

instruction, employment or participation in other School activities. 

• Submission to or rejection the conduct is used as a basis for evaluation in making academic 

or personnel decisions affecting the individual. For example, an instructor insists that a 

student have sex with him/her in exchange for a good grade. 

• Conduct that has the purpose or effect of interfering with an individual’s work or academic 

performance or creating an intimidating, hostile or offensive environment. Examples: 

o A student repeatedly sends sexually oriented jokes around on an email list, even 

when asked to stop, causing one recipient to avoid the sender on campus.  

o Explicit sexual pictures are displayed in the instructor’s office or a computer 

monitor in a public space. 

 

Other unlawful discrimination is defined as treating an individual(s) less favorably or differently 

because of their actual or perceived protected characteristics including race, color, creed, national 

origin, religion, disability, age, pregnancy, ancestry, military or veteran status, marital or 

partnership status, sexual orientation, gender identity, gender expression or any other legally 

protected status. Discrimination for purposes of this policy also includes unlawful harassment 

based upon any of those protected status/characteristics. 

 

Sexual Assault is nonconsensual, intentional physical contact of a sexual nature, such as 

unwelcome physical contact with a person’s genitals, anus, inner thighs, buttocks or breasts, 

including touching directly or through clothing. Sexual assault occurs when the act is committed 

by physical force, violence, threat or intimidation, ignoring the objections of another person or by 

causing another person’s intoxication or impairment through the use of drugs or alcohol and/or 

taking advantage of another person’s incapacitation, helplessness or other inability to consent. This 

includes conduct covered by the New York Penal Law. Examples of sexual assault include rape, 

penetration, fondling.  

 

Sexual Violence refers to physical sexual acts perpetrated against a person’s will or where a person 

is incapable of giving consent (for example, due to the victim’s age, use of drugs or alcohol, or 

because of an intellectual or other disability prevents the student from having the capacity to give 

consent). It includes, among other things, rape, sexual assault, sexual battery, domestic violence, 

dating violence and stalking. Many types of sexual violence include nonconsensual sexual contact 

but this is not a necessary component. Sexual violence can be carried out by school employees, 

other students, or third parties. All acts of sexual violence are forms of sex discrimination 

prohibited by Title IX. 

 

Sexual Misconduct includes a range of conduct including but not limited to all types of sexual 

harassment, sexual assault, rape and sexual violence. 
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Domestic Violence is violence committed by a current or former spouse of the victim, by someone 

who is or has cohabited with the student as a spouse, by someone with whom the victim shares a 

child in common, by others to whom the student is related by consanguinity (blood) or affinity 

(marriage), or by unrelated persons who are (or have been in the past) continually living in the 

same household.  

 

Dating Violence is violence committed by a person who is or has been in a social relationship of 

a romantic or intimate nature with the victim and where the existence of the relationship is 

determined based on consideration of the length of the relationship, the type of relationship and 

the frequency of interaction between the involved persons. 

 

Stalking is a course of unwelcome conduct directed at a specific person that would cause a 

reasonable person to fear for his or her own safety or the safety or that of others, or to suffer 

substantial emotional distress. Stalking includes, but is not limited to, cyberstalking (using the 

Internet or other electronic means to harass someone), repeatedly following a person or appearing 

at the person’s home, workplace or classroom without a legitimate purpose, leaving or sending 

unwanted messages. 

 

Consent represents the foundation of respectful intimate relationships. Hunter Business School 

strongly encourages its population to communicate – openly and honestly – about their actions, 

wishes and intentions when it comes to sexual behavior, and to do so BEFORE engaging in 

intimate conduct. It is always the responsibility of the individual initiating sexual contact to ensure 

that consent is present before acting and is present during sexual activity.  

 

Consent is words or overt actions by a person clearly indicating a freely given present agreement 

to perform a particular sex act with another, at the time of the act. Consent can only be given by 

someone who acts freely, voluntarily and with knowledge of the fact and nature of the sexual act 

involved. Consent is a mutually understood freely given “yes”, not the absence of “no.” Consent 

can be withdrawn at any time.  

 

Consent is NOT present when an individual is incapacitated, voluntarily or involuntarily, due to 

age, physical condition (lack of sleep, lack of consciousness, alcohol, drugs), or disability that 

impairs the individual’s ability to provide consent. 

 

Consent cannot be inferred from consent to another form or contact or sexual activity; a prior or 

current sexual, romantic or marital relationship; silence or lack of resistance; or prior sexual 

activity with another individual(s). The definition of consent does not vary based upon a 

participant’s sex, sexual orientation, gender identity or gender expression. 

 

Retaliation is adverse action against another person for reporting a violation or for participating in 

any way in the investigation or hearing process. Retaliation includes harassment and intimidation, 

including but not limited to violence, threats of violence, property destruction, adverse educational 

or employment consequences or bullying. 

 

 

Questions, Contacts and Complaints 
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If you have any questions or concerns regarding this policy, or if you wish to file a complaint 

pursuant to this policy, you may contact: 

 

Lisa Lye 

Title IX Coordinator 

Hunter Business School 

3601 Hempstead Turnpike 

Levittown, New York 11756 

(516) 796-1000 

llye@hunterbusinessschool.edu 

 

You may also file a complaint with: 

 

U. S. Department of Education 

Office for Civil Rights (New York Office) 

32 Old Slip, 26th Floor 

New York, New York 10005 

(646) 428-3800 

OCR.NewYork@ed.gov 

  

Complaint Procedure 
How to Report a Complaint 

Hunter Business School takes complaints of sexual and other unlawful discrimination, including 

sexual harassment, sexual assault and sexual violence very seriously. The School encourages 

students, employees and third parties who have experienced or know of an incident of sexual or 

other unlawful discrimination, including sexual harassment, sexual assault and sexual violence to 

speak with the Title IX Coordinator about what happened so that the School can respond 

appropriately.  

 

If any employee of this School experiences, observes or learns of an incident of unlawful 

discrimination, the employee must immediately report the incident to the Title IX Coordinator.  

There is no time limit for reporting discrimination. However, allegations should be reported as 

promptly as possible as a delay in making the report may make it more difficult for the School to 

investigate allegations. The School strongly encourages all individuals to seek assistance from a 

medical provider and or local law enforcement immediately after an incident of sexual violence. 

Reports can be made by telephone, email or in person as listed below: 

 

Reports by students to the Title IX Coordinator, his/her instructor, the Program Chair of the 

student’s field of study, the student’s faculty mentor or the Director of Education. 

 

Reports by employees to: Title IX Coordinator, his/her supervisor, or the Campus Director. 

Reports by third parties to: Title IX Coordinator or the Campus Director. 

 

HBS’ Levittown and Medford’s employees may be contacted at 3601 Hempstead Turnpike, 

Levittown, New York 11756, (516) 796-1000, or 3247 Route 112, Medford, NY 11763, (631) 736-

7360 and the email addresses listed below: 
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Campus Director Levittown, Ramon Martinez, rmartinez@hunterbusinesschool.edu 

Campus Director Medford, Annette Jao, ajao@hunterbusinessschool.edu 

Director of Education Levittown, Dr. Weedens Blanchard, wblanchard@hunterbusinessschool.edu 

Director of Education Medford, Chuck Copt, ccopt@hunterbusinessschool.edu 

 

The individual making the report is encouraged to provide as much detailed information as 

possible so as to allow the School to investigate the report and respond as appropriate. The School 

may be limited in its ability to investigate if insufficient information is provided. Students making 

a report may ask to remain anonymous or that a Complaint not be pursued, and the School will 

weigh that request against its obligation to provide a safe, non-discriminatory environment for the 

community. Upon receipt of a report, the School will immediately consider and implement 

appropriate interim measures to ensure the victim can continue his or her education or work free 

of ongoing sex discrimination or other unlawful discrimination. 

  

Amnesty for Sexual Misconduct Complainants and Witnesses 

Hunter Business School encourages the reporting of sexual misconduct. We recognize that an 

individual who has been drinking or using drugs at the time of an incident may be hesitant to make 

a report because of potential consequences for their own conduct. An individual who in good faith 

reports sexual misconduct either as a complainant or a witness will not be subject to disciplinary 

action for his/her own personal consumption of alcohol or drugs at or near the time of the incident, 

provided that any such violations did not and do not place the health or safety of any other person 

at risk. Amnesty will not be extended for any violations of Hunter’s policies other than 

alcohol/drug use. Amnesty does not preclude or prevent action by police or other legal authorities. 

 

Reporting to Local Law Enforcement 

The School encourages Complainants who believe they have been subjected to criminal sexual 

misconduct to pursue their complaints both through the School’s complaint resolution process and 

through local law enforcement. The School will provide Complainants with information 

concerning their options and rights and, upon request by the Complainants, will assist them in 

making reports to local law enforcement. The decision to file a complaint with local law 

enforcement is entirely the Complainant’s choice; reporting to law enforcement is not necessary 

for a Complainant to receive counseling or other supportive services, or for the School to proceed 

with an investigation. It may, however, be necessary for the School to briefly suspend the fact-

finding aspect of a Title IX investigation while the law enforcement agency is in the process of 

gathering evidence. The School will promptly resume its investigation as soon as it is notified by 

law enforcement that it has completed the evidence gathering process, or within 10 days, 

whichever is sooner. 

 

The School will proactively implement appropriate interim steps during law enforcement’s 

investigation period to provide for the safety of the Complainant and the School community and 

the avoidance of retaliation. 

  

Interim Measures During the School’s or Local Law Enforcement’s Investigation  

The School will take steps to ensure equal access to its programs and activities and to protect the 

complainant as necessary prior to the final determination of the complaint. The School will take 

these steps promptly once it has notice of the allegation and will provide the complainant with   

 

periodic updates on the status of its investigation. The complainant will be notified of his/her 

mailto:wblanchard@hunterbusinessschool.edu


 

Radiologic Technology Student Handbook 2021 – 2022 ● 1.25.2021 64 
 

RADIOLOGIC TECHNOLOGY PROGRAM 2021-2022 HUNTER BUSINESS SCHOOL 

options to avoid contact with the respondent and to change academic and other activities or 

situations as appropriate. The School will make a sexual violence complainant aware of any 

available resources and the right to report a crime to local law enforcement. Interim measures may 

also include measures such as providing support services to the complainant, a change of schedule 

or classes, rescheduling of exams or assignments, issuance of a no-contact directive that the parties 

have no contact with one another, providing an escort, or assistance finding a counselor or 

community resources. The specific interim measures implemented and the process for doing so 

will be specific to each case after considering factors such as the need expressed by the 

complainant, the severity or pervasiveness of the allegations, any continuing effects on the 

complainant, whether the complainant and respondent share the same job location, classroom, etc., 

and whether other measures have been implemented to protect the complainant (e.g., order of 

protection). Implemented interim measures will not disproportionately impact the complainant. 

 

Confidentiality 

Every effort will be made to protect the privacy of all individuals involved in an investigation of a 

discrimination or harassment complaint. Information about complaints or inquiries and 

investigations will be maintained by the School in confidence to the extent possible. However, 

HBS cannot guarantee complete confidentiality and will notify the Complainant where 

confidentiality cannot be ensured. HBS will share information about allegations only with those 

who need to know. 

 

If a Complainant does not wish for his/her name to be shared, does not wish for an investigation 

to take place, or does not want a formal resolution to be pursued, the Complainant may make a 

request to the Title IX Coordinator, who will evaluate the request in light of the duty to ensure the 

safety of the School community and comply with applicable law. In cases where the Complainant 

requests confidentiality and the circumstances allow the School to honor that request, the School 

will offer interim supports and remedies to the Complainant and the School community but will 

not otherwise pursue formal action.  

 

Confidential Community Advice and Counseling Resources 

The following community resources are available to discuss incidents and issues regarding sexual 

misconduct on a confidential basis. The sources can advise individuals about resources, services 

and options available. 

 

Nassau County Coalition Against Domestic Violence and Sexual Assault 

15 Grumman Road, West 

Suite 1000 

Bethpage, NY 11714 

www.cadvnc.org 

516-465-4700 

24-hour hotline: 516-542-0404 

 

NYS Domestic and Sexual Violence Hotline 

1-800-942-6906 

 

Victims Information Bureau of Suffolk, Inc. 

185 Oval Drive 

Central Islip, NY 11722 
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631-360-3730 

631-360-3606 

 

Nassau County Dating/Domestic Violence Hotline 

516-542-0404 

 

National Sexual Assault Hotline 

1-800-656-4673 

 

Nassau County Sexual Assault Hotline 

516-222-2293 

 

National Sexual Assault Telephone Hotline 

1-800-656-4673 

 

The Safe Center Long Island/ 

Restoring Hope for Victims of Abuse 

516-542-0404 

www.TSCLI.org 

 

NYS Coalition Against Sexual Assault (NYSCASA) 

1-800-942-6906 

 

L.I. Against Domestic Violence 

320 Carleton Avenue 

Central Islip, NY 11722 

24 Hour Hotline: 631-666-8833 

 

Response to Complaint 
Initial Assessment 

The Title IX Officer will conduct an Intake Meeting with the Complainant as soon as possible after 

receiving a report or complaint. The following topics will be addressed during that meeting, as 

appropriate: 

• Immediate physical safety and emotional well-being needs 

• Notice to the Complainant of the right to contact local law enforcement and seek medical 

treatment and the importance of preservation of evidence 

• Notice to the Complainant of the right to be assisted by individuals at the College in 

contacting local law enforcement 

• Providing the Complainant with information about available resources and the range of 

interim measures and remedies, regardless of whether the Complainant files a formal 

complaint with the School or local law enforcement 

• An overview of the procedural options and process 

• Rights during the investigation process 

• The School’s Policy Against Discrimination and Harassment including the prohibition 

against retaliation 

 

Information about these topics will be provided to the Complainant in writing during or following 
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the meeting.  

 

In addition, during the Intake Meeting the Complainant will be interviewed to understand the key 

facts upon which the report is based to appropriately assess how the School will proceed.   

 

Informal Resolution Process 

If an informal resolution is pursued, the Title IX Coordinator will attempt to facilitate a resolution 

that is agreeable to all parties. Pursuant to the informal process, the School will only conduct a 

fact-finding investigation to the extent useful to resolve the conflict and as is necessary to protect 

the interests of the parties, the School and the School community. 

 

The informal resolution mechanism will only be used if the parties voluntarily agree to do so. The 

parties will be notified that any party to the complaint has the right to discontinue the informal 

process and request a formal investigation at any time. The School also has the discretion to initiate 

a formal investigation at any time. At no time will the complainant be required to resolve the 

problem directly with the Respondent.  

 

Any informal resolution must adequately address the concerns of the Complainant as well as the 

rights of the Respondent and the overall intent of the School to stop, remedy and prevent policy 

violations. The Title IX Coordinator will make a recommended resolution that may include 

responses such as counseling or education, a requirement for behavioral changes, a written warning 

or other disciplinary actions, including termination of employment or expulsion from School, as 

set forth in the Sanctions section below. If all parties to the complaint and the School agree in 

writing to the recommended resolution within 7 business days, then the case will be deemed 

resolved. If all parties do not agree in writing to the recommended resolution, then the complaint 

will be referred to the formal process. 

 

Formal Complaint Process 

The School will complete a prompt, thorough, adequate, reliable and impartial investigation. The 

investigation will be conducted by the Title IX Coordinator or one or more investigators appointed 

by the Title IX Coordinator. If the Title IX Coordinator has a conflict of interest, (s)he will so 

notify the School President who will appoint another investigator to handle the matter. Likewise, 

if either the Complainant or the Respondent believes the investigator has a conflict of interest, 

(s)he must immediately notify the School President, who may appoint another investigator to 

handle the matter. 

 

The investigator will interview the Complainant, the Respondent and/or other witnesses and may 

request additional information from any of these individuals or the School. The Complainant and 

Respondent will have an opportunity to advise the investigator of any witness(es) each believes 

should be interviewed and/or other evidence that they believe should be reviewed by the 

investigator, and may submit evidence to the investigator during the investigation. The investigator 

may also interview witnesses and review evidence not suggested by a party. Any party may be 

represented by counsel during the investigation or any other step under this procedure; all parties  

will have an equal opportunity to have counsel present and any restrictions on counsel’s ability to 

speak or otherwise participate will be applied equally to all parties.  

 

The School will endeavor to complete the investigation process within 20 business days of the 

initiation of the complaint or the referral of the complaint from the informal process. If more time 
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will be required, the investigator will so advise the parties. 

 

Within 5 business days of completion of any investigation, HBS will notify both parties in writing 

about the finding of the investigation. The allegations will be determined using the preponderance 

of the evidence standard, i.e., whether it is more likely than not that the allegation happened. The 

investigator’s findings will also include (i) any sanctions to be imposed on the Respondent, (ii) 

any individual remedies offered or provided to the Complainant, and (iii) any other steps that the 

School has taken or should take to eliminate the hostile environment or discrimination (if found to 

exist) or to prevent recurrence. In a non-sexual violence case, the Complainant will only be notified 

of (i) above to the extent the sanctions imposed directly relate to the Complainant and of (ii) and 

(iii). The Respondent will not be notified of (ii) above in any type of case.  

 

The written notification of the investigator’s findings will advise all parties of the right to appeal 

the investigator’s findings. A written appeal may be filed by delivering the written appeal to the 

Campus Director for the Campus to which the complaint pertains, to the address set forth above, 

within 7 business days of receipt of the written notification of the investigator’s findings. The 

written appeal must include the appealing party’s contact information including mailing address, 

phone number and email address. The appeal will be determined by the Campus Director, who 

will notify the parties, in writing, of the determination of the appeal within7 business days of its 

filing. All appeals will be determined by the Campus Director in an impartial and unbiased manner.  

 

Privacy Rights 
The Family Educational Rights and Privacy Act (FERPA) permits the School to disclose to the 

student complainant information about the sanction imposed upon a student who is found to have 

engaged in harassment when the sanction directly relates to the harassed student. This includes an 

order that the harasser stay away from the harassed student or that the harasser is prohibited from 

attending school for a period of time or transferred to another class or campus, or terminated from 

the School. Further, when the conduct involves a crime of violence or a non-forcible sex offense, 

FERPA permits the School to disclose to the alleged victim the final results of a disciplinary 

proceeding against the alleged perpetrator, regardless of whether the School concluded that a 

violation was committed. The School may also disclose to anyone the final results of a disciplinary 

proceeding if it determines that the student is an alleged perpetrator of a crime of violence or a 

non-forcible sex offense, and with respect to the allegation made, the student has committed a 

violation of the School’s rules or policies. 

Sanctions 
The following are examples of sanctions that may be imposed where a violation of this Policy is 

found.  

 

Student Sanctions 

• Warning 

• Required Counseling or attendance at educational programs 

• Behavioral Contract 

• Restriction of privileges 

• Probation 

• Suspension 

• Expulsion 

• No contact order 
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• Other actions 

 

Employee Sanctions 

• Warning – Written or Verbal 

• Performance Improvement Plan 

• Required Counseling or assessment 

• Required Training or Education 

• Change in duties or assignment 

• Demotion 

• Loss of Pay 

• Suspension with or without pay 

• Termination 

 

Third Parties 

• Conditions upon the individual’s presence on campus or at School events 

• No trespass or no contact orders 

• Other steps deemed necessary to protect the School community 

 

Remedies Available to Complainants and Others 
The remedies available include but are not limited to: 

• making a sexual violence complainant aware of any available resources and the right to 

report a crime to local law enforcement 

• providing support services to the Complainant 

• a change of schedule or classes 

• rescheduling of exams or assignments 

• issuance of a no-contact directive that the parties have no contact with one another 

• providing an escort, or assistance finding a counselor or community resources 

• ensuring that the complainant and respondent do not share classes or other activities 

• reviewing any disciplinary actions taken against the complainant to determine whether 

there is a causal connection 

• training or re-training school employees on the school’s responsibilities 

• developing materials on sexual violence for distribution to all students 

• conducting sexual violence prevention programs or targeted training for a group of students 

• issuing policy statements 

 

The specific measures implemented and the process for doing so will be specific to each case. 

 

Retaliation is Prohibited 
Hunter Business School will not retaliate against any individual, including the Title IX 

Coordinator, for the purpose of interfering with any right or privileged secured by Title IX or 

applicable law. Retaliation against an individual because the individual filed a complaint alleging  

 

violation of Title IX or applicable law, participated in a Title IX investigation, hearing or 

proceeding in any way, or advocated for others’ Title IX or rights pursuant to other applicable law 

is also prohibited and a violation of this policy. Therefore, any retaliation, intimidation, threats, 

coercion or discrimination against any such individual will be addressed in the most serious way 
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by Hunter Business School. Individuals who engage in such actions are subject to disciplinary 

action that may include suspension or dismissal. Anyone who is aware of possible retaliation or 

has other concerns regarding the response to a complaint of discrimination, harassment or sexual 

misconduct should immediately report those concerns to the Title IX Coordinator, who will take 

appropriate actions to address the conduct in a prompt and appropriate manner. If an employee is 

aware of possible retaliation, the employee is required to report those concerns to the Title IX 

Coordinator. 

 

False Complaints 
Members of the School community who make false reports will be subject to disciplinary action, 

except in the case of reports, even if erroneous, that are made in good faith. 
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Appendix F: Acknowledgement of Radiologic Technology Program 

Student Handbook 
 

This handbook contains important information and guidelines with which all students must 

become familiar. Students are responsible for reading, understanding and following all policies 

and procedures printed in the handbook. 

  

Application of these policies and procedures will not be waived because of negligence or other 

contradictory information received from other sources. The information and guidelines found in 

this handbook are in addition to those found in the School Catalogue or General Hunter Business 

School Student Handbook. Students must be aware that entry into the Radiologic Technology 

Program establishes a contract governed by the policy and procedure discussed in this handbook.  

 

I, ___________________________________________, confirm that I have received and 

reviewed a copy of the Radiologic Technology Program Student Handbook and I am aware of my 

responsibilities. I am therefore accountable for its content.  

 

By signing below, I fully accept the following: 

 

1. I agree to follow and abide by all the regulations, policies and procedures contained in the 

Student Handbook and addendum. 

2. I understand that the Student Handbook and addendum discuss student rights and the 

grievance procedure. 

3. I am bound by the content of the Student Handbook and any amendments or revisions 

published and circulated by the School.  

4. The School reserves the right to change any of the policies contained in the Student 

Handbook and any addendums with or without prior notice to the students. The student 

agrees to adhere to any changes in policy as they are given to them. 

 

Nothing in this handbook or addendum shall be interpreted to limit Hunter Business School’s 

rights and duties under the laws of the State of New York 

 

 

_________________________________________  

 Print Name  

 

 

_________________________________________   __________________ 

 Student Signature       Date 
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Appendix G: Disciplinary Actions 9.09.19 
 

Rules and regulations are necessary to provide for the safety, fairness and quality of education of 

all students and must be enforced to be effective. The following procedures and steps will be 

followed in the event disciplinary actions are necessary in a given incident: 

 

Step 1: Verbal Warning: In instances of student misconduct, as defined in both the Hunter 

Business School General Student Handbook and the RT Program Student Handbook, students are 

given a verbal warning with the intention of mitigating and correcting the specific behavior of 

concern. Incidents of Verbal Warning will be recorded and maintained in the student’s permanent 

file.  

 

Step 2: Counseling: In the instance of a second offense for the same student, whether or not the 

incident is the same or different from the original behavior of concern, a counseling session will 

be mandated as the next remedy utilized and conducted by one or more of the following people: 

Program Director, Clinical Coordinator, Faculty and if necessary, Director of Education and/or 

Campus Director. The goal is to correct a student's conduct, performance, attendance, attitude, etc. 

It is confidential and conducted in a positive and constructive fashion. During the session, the 

student will be given a set of goals to strive toward to alleviate the problem or problems. 

Counseling sessions will be documented and maintained in the student’s permanent record. 

Student’s will also be notified by email regarding the need to attend this counseling session to 

discuss and try to resolve the presenting issue. 

 

Step 3: Probation: Probation may be an outcome of the counseling session, a decision made at 

the discretion of the counselor and with the agreement of the Director of Education. Probation is a 

period of time, defined by the Director of Education, during which the student's conduct, attitude 

and educational achievements will be closely observed by the faculty and other supervisory 

personnel. If a student fails to respond to correcting their deficiencies during their probationary 

period, he or she will be subject to dismissal. All incidences resulting in probation will be 

documented and will become part of the student's permanent record.  

 

Step 4: Immediate Dismissal: Immediate dismissal is defined as an immediate termination of a 

student for severe acts of misconduct or poor performance. The following are causes for immediate 

dismissal but are not limited to:  

• Failure to meet the conditions imposed through probation.  

• Abusive treatment of patients or visitors.  

• Discrimination against anyone associated with the School or any clinical site due to of race, 

color, sexual orientation or national origin.  

• Willful damage to any School or clinical site property.  

• Conduct likely to jeopardize the normal and efficient operation at any clinical site.  

• Threatening, intimidating or coercing other School or clinical site personnel.  

• Unauthorized possession of any type of weapon on School or clinical site premises.  

• Being under the influence of drugs, narcotics or intoxicants while at school or on duty.  

• Theft, pilfering, fraud or other forms of dishonesty.  

• Insubordination or refusal to perform duties assigned.  

• Habitual violations of School or clinical site policies.  

• Disorderly conduct or fighting on School or clinical site premises.  
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• Malicious gossip or remarks concerning anyone associated with the School or any clinical 

site.  

• Unauthorized disclosure of confidential information.  

• Falsifying of clinical records, including false recording of clinical time. 

• Other forms of immoral, unethical or grossly improper conduct.  

 

I have read and understand the above Disciplinary Policy.  

 

________________________________     ________________________________ 

Print Name           Signature  

 

________________________________ 

Date 
 

  



 

Radiologic Technology Student Handbook 2021 – 2022 ● 1.25.2021 73 
 

RADIOLOGIC TECHNOLOGY PROGRAM 2021-2022 HUNTER BUSINESS SCHOOL 

 


