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Registration

Admission

Students may be asked to provide official transcripts of any previous academic work or training.  All conditions of admission must be met by specified deadlines.  Failure to do so will result in dismissal from the Program.

Tuition

Tuition is $4,950 Therefore; $4,450 ($4,450-$500 deposit) must be paid in full prior to the first day of class.  

The payment plan option provides added flexibility in making payments. 

· In the payment plan, students are assessed a 5% administrative fee to finance the $4,450 remaining balance, and therefore must pay a total of $4,850 ($4,450+ $400 fee). 

· Payment schedule is as follows:

· 1st payment of $970 due April 1st   
· 2nd payment of $970 due May 2nd 
· 3rd payment of $970 due June 1st 
· 4th payment of $970 due June 30th 
· 5th payment of $970 due July 29th 
· Payments made through the payment plan are NON-REFUNDABLE.
· All payments must be made by money order, bank check, or credit card.

· A $25.00 late charge will be added to late payments not paid on due date

Students with balances that are more than two weeks overdue will be dismissed. Any outstanding balance that is more than 3 months overdue will be turned over to the Mission College Campus Police and Collection Agency, and students will be blacklisted from the West Valley-Mission College Community College District.

Refunds

· Deposits made to secure a class spot are NON-REFUNDABLE.  No refunds of any payments made will be given after the 3rd class meeting.  

· Payments made through the payment plan are NON-REFUNDABLE.

· Students dismissed from the Program for any reason are NOT eligible for a refund.  
· Refunds due to emergency and compelling circumstances must be requested in writing to the Office of Community Education, and will be considered on an individual basis.  
Students dismissed from the Program for any reason are NOT eligible for a refund.  

Program Requirements

Once accepted into the Program, all requirements outlined below must be met by the specified deadlines before a student is allowed to graduate.  Failure to do so may result in a delay of graduation or dismissal from the Program.

Drug Testing

All students are required to participate in random drug testing.  This will be done through Student Health Services.  Students who fail the drug test (testing positive) or miss their assigned testing dates will be immediately dismissed from the Program.

There is no charge to the student for this test.  You will be notified and given a time window of when you need to be tested. 

Health Clearances

The following health clearances are a requirement for externships and graduation.  

· Tuberculosis (TB) clearance (results of any previous tests must be within one year).

· Physical Assessment (medical provider must clear you for pharmacy work)
Hospital Externship requirements: 

· MMR

· Varicella

· Hepatitis B

Fingerprinting & Background Check

Students will need to have Live Scan Fingerprints done at their own cost at the end of the Program.  This is a requirement by the California State Board for licensure.  Students with a criminal background should consult the CA Board of Pharmacy, Program Coordinator, and/or a lawyer as needed to be sure they are eligible for licensure.    

Typing

Each student must take a typing test April 4th . Students are required to type 25 words a minute with 100% accuracy.  Those not meeting this requirement will be expected to arrange for typing practice.  Students are required to type 40WPM with 100% accuracy before graduating the Program.

In the past, students have disregarded the importance of this requirement—opting to wait to the last minute to practice typing. Typing cannot be developed in a week, or even in a month. If you are not a fast typist, you need to develop a game plan and time line for meeting this requirement. 

Please be advised and plan ahead: students not meeting this deadline will be dismissed from the Program!

Exit Exam

Students are required to take and pass (75%) a comprehensive examination before graduating from the Program.  The test will cover key areas from all modules of the Program.  Students failing the exit exam may re-take it ONE time, but must achieve an 80% score to pass.  Students failing the re-take will be dismissed from the Program.

Failure to pass the Exit Exam re-take will result in: (1) immediate dismissal from the Program (2) immediate forfeiture of any assigned externship (3) denial of graduation certificate.

Some students failing the Exit Exam re-take may (depends on their score and academic performance) be invited to return to the following session to repeat coursework based on the results of their exam (students will be required to pay for all or part of next session tuition and/or additional administrative fees).

Student Issues

All student issues should first be addressed by the instructor. If the matter cannot be resolved with the instructor, the student should then contact the Program Coordinator.

Midterm & Final Evaluations

You will be expected to participate in the Midterm and Final Evaluation.  You will meet with the Coordinator to discuss your grades, attendance, and progress of the Pharmacy Technician Program.

Class Etiquette

You will be expected to treat the instructor and classmates with proper etiquette, professionalism, and consideration. This is an expectation of your Professional Development class.

Disruptive Behavior

Students are expected to behave in a professional, respectful, and considerate manner at all times and to all people involved with the program. This includes administrators, instructors, fellow classmates, anyone in the pharmacy profession, and all those associated with the program on or off campus.   

Disruptive or unprofessional behavior will not be tolerated in class. This includes tardiness, cell phone use, improper/indecent dress, rudeness, abusive language, etc. Any behavior perceived by instructors, administrators, classmates, and others associated with the program as being offensive, disruptive, or disrespectful will be promptly dealt with. 

On the first occasion, the student will be verbally notified of why detail why such behavior is unacceptable.  If it occurs a second time, the student will be asked to leave the classroom until further notice.  The student will have to meet personally with the Program Coordinator before being allowed back into the classroom. Any student observed or suspected to be under the influence of illicit drugs or alcohol will be immediately terminated from the Program.   

Academic Difficulty

Students are expected to receive a minimum grade of 75% or better in each module.  It is a student’s responsibility to be informed of his or her academic performance throughout the course.  Instructors will document a student’s poor performance by filling out an Academic Difficulty Form.  This will serve as an official notice of a student’s poor academic performance or class behavior.  The form must be signed by both the student and the instructor. The student, instructor, and Program Coordinator must all receive one copy each.  

A student may be dismissed from the Program if there is no improvement in academic performance or class behavior.

Exam retakes, extra credit points, etc. are given at the sole discretion of the instructor.  Students failing any module may be dismissed from the Program, and are then eligible to re-take the module in the following session.  Failure of a repeated module will result in the immediate and permanent dismissal from the Program with no further opportunities for completion.


Academic difficulty or having to re-test in 2 or more modules = grounds for dismissal 

Failure of 1 module = academic probation, additional assignments, and/or grounds for dismissal


Failure of 2 modules = automatic dismissal

Progress Policy

Students must maintain a grade point average (GPA) of 2.5 or better (based on weighted GPA) to continue in the program. Students not maintaining this will be put on Academic Probation and will have one month to make improvements or otherwise risk being dismissed. This policy is independent of whether you are passing or failing classes.

Dishonesty

All students are required to read and sign the Cheating & Dishonesty Statement, which will be collected and kept on file.  Students suspected of cheating, being dishonest or acting unethically as perceived by instructors and administrators will be removed from the class.  That student will need to meet with the Program Coordinator for due process.  Please refer to the Mission College Student Policies (www.missioncollege.org) and syllabus for policies.  If it is determined that a student has cheated or acted dishonestly, he or she will be IMMEDIATELY & PERMANTLY REMOVED FROM THE PROGRAM. 

The class syllabus and instructors may have additional policies regarding cheating and dishonesty, but those policies shall not supercede the policies outlined herein.  

Attendance

Classes are primarily M-TH 6:30pm-9:30pm.  All students are expected to attend every class.  Due to instructor and facility availability, a limited number of classes or activities may be held outside of normal class time. If that case arises, students will be notified at least 2 weeks in advance. 

Tardiness

Students are expected to be on time for class each day.  Each instructor will be observing daily attendance, including any tardiness or early dismissal each evening.  

If you are consistently tardy or leaving early, you may not accumulate the necessary hours to graduate, and/or be dismissed from the Program.

Absences

Every hour of class must be carefully documented to meet the requirement of the California Board of Pharmacy.  In the event of emergency, it is your responsibility to contact the instructor AND the Program Coordinator PRIOR to class.  All other absences are unexcused and will be grounds for dismissal.

· Tardy = missing 5 or more minutes of class (coming late, taking longer than allotted time for breaks, leaving early)

· 3 incidences of tardiness = 1 absence

· 2 absence = student probation

· 4 or more absences = dismissal from Program

Consistent tardiness or leaving early will: (1) cost you class points (2) prevent you from accumulating the necessary hours to graduate (3) cause you to be dismissed from the Program. The Tardiness/Absences policy is independent of your class grades (i.e. if you miss critical assignments and class activities, instructors may choose to fail you causing your dismissal).  

Please keep in mind that just because you notify instructors of tardiness or absences does not make it excusable—this is determined by the Program Coordinator.

Participation Points

Each instructor will determine what percentage of a student’s grade will be based on participation.  This will vary depending on the nature of the class and the expectations of individual instructors.  Participation points are graded based on: (1) contributions to class discussion/activities (2) appropriately preparing for class (3) professional behavior and etiquette (4) attendance and timeliness. In addition, your level of participation and professionalism will be assessed as part of your Professional Development module.

Make-up Work

All missed coursework must be made-up.  However, it is up to the instructor whether he or she will accept make-up work or give full credit for that work. Students are not entitled to make-up work. Before you decide to miss class, be sure you understand the consequences and make proper arrangements with the instructor. It is your responsibility to contact the instructor regarding missed work/assignments prior to the next class.

Books & Materials

Tuition includes the costs of materials used in class and labs, as well as required books.
English Translators

Students are not allowed to bring English Translators to class or any exam.  

Communications

No cell phone use is allowed during class.  Please keep all ringers in silent mode.
Email

E-mail will be the primary method of communications between all those involved in the Program. Students are required to have a valid e-mail account to receive important class and Program announcements.  It is the student’s responsibility to check e-mail on a daily basis.  Administrators, instructors, and classmates are to assume that you receive, read, and respond to e-mail.  E-mail will not be a valid excuse for missed assignments, deadlines, etc. Your e-mail will be used for class & instructor purposes only.
Chain of Command

Use the chain of command when communicating about problem issues.  Please discuss the issue with the instructor.  Once you have met with the instructor and still have concerns, you should contact the Coordinator.  If you still have concerns after discussing your issue with the Coordinator, you should then direct your call to the Director of Community Education. 

Confidentiality 

Each student has the right to confidentiality.  All those involved in the Program (including students) are required to take every precaution to maintain confidentiality. Students are required to sign a Release of Information form so that grades and other relevant information can be shared with preceptors and employers.

Pharmacy Experiences

Students are expected to be flexible with his/her schedule to accommodate practical experience components of the Program.  

Pharmacy Visits

Students are required to do at least 2 Pharmacy Visits during the course of the Program.  These visits are intended to help the student explore pharmacy practice, and reinforce concepts learned in class.

Externships

Externship experiences are assigned based on the best “match” with students. Factors such as class performance, grades, instructor recommendations, student availability, location, and personal goals will be considered. Students can request to be assigned to a certain pharmacy or setting, however, the final externship assignments are non-negotiable.

Not all students will be eligible for a hospital/clinic externship.  Factors dictating this include performance in classes such as IV Preparations, Pharmacy Math, and Manufacturing & Compounding; instructor recommendations; and the requirements of individual pharmacies/pharmacists.

Students may NOT go on vacation during externship period for more than 1 week. Externship period starts from the exit exam until student’s externship is finished.
Pharmacy Etiquette 

Students are expected to behave in a professional manner at all times while in any pharmacy setting, under any premise (including personal visits).  Any reports/complaints from any pharmacy personnel of inappropriate/unprofessional behavior will be investigated and may be grounds for dismissal.   

Professional Development

Mock Interviews/Job Prep

Students are required to participate in all interview and job preparation activities and functions.  This may include, but is not limited to, preparing for a mock interviews, attending local career/health fairs, and job exploration assignments.

Resumes

Students are required to produce an updated, polished resume as part of the Professional Development class and prior to attending externship.

Job Placement Assistance

There is no formal placement processes, and by law, the Mission College Pharmacy Technician Program cannot guarantee job placement. However, the Program will work closely with those students interested to help them secure pharmacy jobs. This includes tapping into pharmacy partners for leads, writing letters of recommendation, preparing formal transcripts, and access to the Mission College career center and other resources.  In addition, pharmacy employers and recruiters will be invited to visit us toward the end of the Program and at graduation.

Follow-up

The viability of our Pharmacy Technician Program depends on your continued communication for 6 months after graduation.  You will be contacted during the 6 months immediately following graduation, and you are required to respond in order to track your employment opportunities and progress.  We are committed toward your success.
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