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Welcome to the Health Information Technology Program at State Fair Community
College!

      Thank you for your interest in our program. We are thrilled to have you join our
community and embark on this exciting journey in health information
management. Our program is designed to equip you with the knowledge and
technical skills needed to excel in this dynamic field.

     At SFCC, our dedicated faculty and staff are committed to providing you with
the highest quality education and support. We strive to create a learning
environment that is both challenging and supportive, helping you to achieve your
academic and career goals.

     As you progress through the program, you will have the opportunity to engage in
hands-on learning experiences, develop critical thinking skills, and build a strong
foundation in health information management. We encourage you to take full
advantage of the resources and support services available to you.

     Best wishes for a successful and rewarding experience. We look forward to
supporting you every step of the way.

Warm regards,

Beverly Marquez, MS, RHIA, FCAHIIM, FAHIMA
Program Director, Health Information Technology

Welcome Letter from the Program Director



Program
Overview

The Health Information Technology (HIT) program at State Fair Community
College (SFCC) provides students with the knowledge and technical skills

needed for a career in health information management. The program
emphasizes the maintenance, security, integrity, confidentiality, and

availability of healthcare information across various settings.

SFCC’s AAS program is accredited by the Commission on
Accreditation for Health Informatics and Information

Management Education (CAHIIM). When you complete the AAS
program, you may take the national credentialing exam for

Registered Health Information Technicians (RHIT). If you receive
a Professional Certificate in  Medical Coding, you can take the

American Health Information Management Association (AHIMA)
exam to become a  certified coder. 

CAHIIM 
200 East Randolph Street, Suite 5100

Chicago, Illinois, 60601
(312) 235-3255

www.cahiim.org

http://voice.google.com/calls?a=nc,%2B13122353255
https://www.cahiim.org/


College 
Mission, Vision, and 
Core Values
Mission 
State Fair Community College provides relevant and responsive learning experiences that
empower our students and communities to prosper. 

In support of this mission, SFCC will: 

Prepare our students to accomplish their goals in college transfer, career
development, skill attainment, or life-long learning through exemplary education and
support services. 
Deliver educational programs that are accessible, affordable, and applicable to
current and future career pathways. 
Provide a college experience that is student-centered and responsive to the needs of a
diverse student body. 
 Anticipate workforce development needs with forward-thinking solutions and
innovative technology that meet and exceed industry standards. 
Collaborate with education, government, and business partners to advance the
prosperity of individuals and communities in our region. 
Strengthen and enrich the intellectual, economic, and cultural vitality of the
communities we serve. 

Vision  
State Fair Community College will be the communities’ preferred choice, where students,
faculty, and staff realize their confidence, passion, skills, and potential. 

Priorities
Deliver exemplary teaching and learning 
 Maximize enrollment and student persistence 
Enhance the student experience 
Connect students with career and transfer opportunities 
Optimize institutional health 
Nurture community relationships 

Core Values
Community 
Student-Centeredness 
Personal Growth and Success 
Respect 
Integrity 
Excellence 



Program Mission,
Goals and Outcomes
Mission
SFCC’s Health Information Technology program will provide the
knowledge and technical skills needed for a career in health
information management to ensure the maintenance, security,
integrity, confidentiality, and availability of healthcare information in
every setting.

Goals
The program will provide a plan for faculty that establishes or assesses the
knowledge, skills, qualifications, and experience pertinent to the professional
curriculum content that they are assigned to teach. This includes efforts to keep
current in health information management and/or other relevant professional
content and practice, as well as other components of advanced formal education. 

1.

The program's mission and goals are outcome-focused and relevant to the mission of
the sponsoring educational institution. The program must assess the appropriateness
and effectiveness of the curriculum, with the results of the program assessment used
as the basis for ongoing planning and program improvement. 

2.

The program will provide assurance that the educational needs of students are met3.
Graduates will demonstrate at least the CAHIIM entry-level curriculum competencies. 4.
The Advisory Committee will assist program faculty and sponsoring educational
institution personnel with the development and revision of program goals and
curriculum monitoring program needs and expectations and ensuring program
responsiveness to change. 

5.

The program will assess and respond to the needs of its communities of practice,
demonstrating how it translates those needs into an educated, competent workforce,
and how the program inspires and supports its communities of practice

6.

Outcomes
Upon graduation from the Program, the student will be able to: 

Demonstrate entry-level health information management knowledge at the
Associate degree level per the American Health Information Management
Association’s Registered Health Information Technician (RHIT) credential. 

1.

Demonstrate clear and effective communication, critical thinking, and problem-
solving skills 

2.

Enter the workforce with a knowledge and understanding of ICD-CM/PCS, CPT
and HCPCS coding systems 

3.

Obtain employment in the Health Information field of study. 4.



Meet The Team
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Diane Swift, RHIT

Program Director
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Email: bmarquez@sfccmo.edu
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jnorton3@sfccmo.edu

Contact Information
Email:
dswift@sfccmo.edu

Contact Information
Email:
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Adjunct Faculty

Kelsey Ehlers, RHIT

Jessica Fairfax

Student Success
Navigator

Contact Information
P: (660) 596-7231
Email:
jfairfax3@sfccmo.edu

http://voice.google.com/calls?a=nc,%2B16605967259
http://voice.google.com/calls?a=nc,%2B16605967259
http://voice.google.com/calls?a=nc,%2B16605967259


Program Options
& Curriculum
The Professional Certificate in Medical Coding will prepare students for The American
Health Information Management Association (AHIMA) certification exam to become a
certified coder. Medical coders assign a code to each diagnosis and procedure by using
classification systems software. The classification system determines the amount for
which health care providers will be reimbursed if the patient is covered by Medicare,
Medicaid, or other insurance programs using the system.
 

Program Requirements



The AAS in Health Information Technology (HIT) program will give students the
education needed for greater success in their new chosen profession. The value in
completing the HIT degree is eligibility to take the national credentialing exam for
registered health information technicians. Other benefits for the student are to improve
earning potential; open doors for career advancement; obtain short-term goals and focus
on long-term goals; achieve a foundation of broad and deep understanding of the health
information management field; be associated with The American Health Information
Management Association’s (AHIMA) strong and long-standing reputation of excellence,
and connect with a strong network of AHIMA certified peers. 

AHIMA-certified professionals pass a rigorous exam and commit to ongoing continuation
of their education. When a student seeks certification, it shows an employer a deep
personal commitment and sense of accountability, as well as credibility and confidence
in an individual’s professional knowledge. A student who carries AHIMA credentials will
agree to abide by the AHIMA Code of Ethics which will improve the quality of information
and care the patient receives.

 Registered HITs may be employed in any organization that uses patient data or health
information, such as pharmaceutical companies, law and insurance firms, and health
product vendors. Most RHITs work in hospitals but can also be employed in other
healthcare settings including physician practices, nursing homes, home health agencies,
and public health agencies. 

Once a student has achieved the AAS in Health Information Technology degree, he or she
can further enhance skills, open the door to even greater opportunities, and obtain a
higher level of education by enrolling in a baccalaureate program for Health Information
Administration. 

Program Requirements



The AAS in Health Information Technology/Medical Coding program is designed to meet
educational requirements for a Health Information Technology and Medical Coding
professional license/certification required for employment as a Health Information
Technologist/Medical Coder in all states

If you have questions about licensure/certification requirements in a specific state,
contact the program directly or view the information listed in Consumer Information at
https://www.sfccmo.edu/about/consumer-information/
 

https://www.sfccmo.edu/about/consumer-information/


Essential Abilities Required of 
HIT/Medical Coding Students

phone
address 
email

Students in the HIT/Medical Coding program must have the following minimum abilities:

Possess basic reading and writing skills.

He or she must be able to communicate effectively in oral and written format. 

Ability to read and comprehend extensive written material.

Ability to interact professionally with students, faculty, staff, patients, and other
professionals.

Accurately identify problems and make correct judgments in seeking resolutions. 

Ability to evaluate and apply information and engage in critical thinking within the
courses as well as during professional practice experiences based on their knowledge
and experiences. 

Ability to use computers and complete computer-based assignments.

Ability to calculate mathematical information such as statistics, budgets, and
productivity.

Possess gross and fine motor skills sufficient to work with paper and electronic health
information.

 
Normal or corrective vision sufficient to view, read, and utilize information in a variety
of formats to include written, computerized, and typed data. 

Ability to multitask and to work in a rapidly changing environment.

Physical ability to maintain repetitive motions on a regular basis. 

Must be willing to learn and abide by professional practice standards.



 Program Student Expectations

Faculty and staff in the Health Information Technology Program are committed to
helping you succeed in achieving your educational goals. Just as you have expectations
of faculty and staff, we have expectations of you as a student in our program.

 Dedicate approximately 10 - 17 hours per week for each class; however, the time
commitment will vary depending on your input, needs, personal study habits, and
whether the course is offered in an 8-week or full semester (16-week) format. 

Acquire required textbooks and materials before class begins and consistently
engage in your courses from the first day of class to the last. 

Check your State Fair email account regularly as program and college-related
information will only be directed to this account. 

Respond to faculty and staff communications promptly (preferably within 24 – 48
hours) and allow them the same amount of time to respond.

 Be knowledgeable of and adhere to all college, department and program policies
and procedures, including the: HIT Program Handbook and SFCC Policies &
Regulations. 

Demonstrate strong writing skills. If your writing skills need improvement, you will
be responsible for seeking the appropriate support. The college offers assistance
through the Academic Tutoring and Computer Lab. 

Notify your Navigator of any problems you may be having promptly, whether
personal or academic – they are here to help! 

 Maintain academic honesty in all of your coursework. 

Conform to professional standards of behavior; including treating everyone with
respect and maintaining professionalism in all communications.

 Complete course, program and college evaluations – we greatly value your
constructive feedback. 

Attend Roadrunner Rounds & Pinning/Graduation ceremony. 



You are encouraged to assist each other and exchange information in order to master
the concepts and skills covered in classes and to seek tutoring if necessary. However,
collaboration on any graded assignment or exam to the extent that it is not an
individual student's total, personal effort is considered a violation of the Student
Conduct Code as printed in the SFCC Student Handbook. 

When an academic exercise is designed to result in a grade, any of the following
activities constitute violations of academic honesty unless expressly authorized in
advance by the instructor.

Plagiarizing any information or idea and submitting it as one’s own work:
• Using actual words from another source, failing to surround those words in
quotation marks, and failing to provide the appropriate citation.
Paraphrasing the words or another source without providing the appropriate
citation, excluding general knowledge that can be found in three or more
sources.
Using an idea from another source and failing to provide the appropriate
citation.

Cheating in any form involving academic work:
Violating AI use policies set by the instructor.
Copying any information from another student including tests, worksheets,
computer files, reports, or other documents that are presented for a grade.
Obtaining or attempting to obtain an unauthorized copy of a test or an answer
key.
Taking an exam or completing coursework for another student in a traditional
or online course, or allowing another student to provide these services.
Using unauthorized information during a test.
Collaborating with another student for a test or other graded assignment
without the consent of the instructor.
Purchasing any document and presenting it as original work.
Bribing or attempting to bribe an instructor, staff member or student to alter
a grade.
Inventing information to support a research paper or other class project.

Falsifying any information provided to the college including forging signatures or
tampering with official documents.

Academic
Conduct

https://www.sfccmo.edu/communications/studenthandbook/


Educational Conduct Evaluation
An educational conduct evaluation may be conducted at any time while a student is
enrolled at SFCC with a declared health science or pre health science major, or when an
application has been submitted to a health science program. 

The student’s educational conduct records will be reviewed in the internal reporting
system. If conduct is identified which may make the student unsuitable for the health
care profession or the health care educational environment, the concern will be brought
before the Health�Science Student Conduct Committee. 

The committee will review the student’s records and determine the student’s eligibility
to enroll in the SFCC Health Science program. A student who is found responsible for
conduct including but not limited to the behaviors listed below may be disqualified from
enrolling in a health science program. 

Academic dishonesty 
Threats against teachers or fellow students 
Intimidating behavior 
Obstructive or disruptive conduct
Bullying or harassment 
Disrespect for property of others 
Conduct that interferes with the academic environment 
Possession of banned items or substances on campus 
Other items listed in the SFCC student code of conduct (Reg 2610) 

If a potentially disqualifying concern is identified the student will be informed via SFCC
e-mail and will have the opportunity to appear before the committee. If the student does
not respond to communication within 10 business days or is unwilling to appear before
the committee the committee may make a decision in their absence. If the committee
determines that the student is ineligible due to conduct unsuitable for the health care
profession or health care educational environment the student will be informed of the
committee’s decision in writing via their SFCC student e-mail. 

The student will then have up to 10 business days to appeal the committee’s decision by
submitting a written request of appeal. Initial appeals will be heard by the Health Science
Dean. If the appeal is denied the Dean will inform the student in writing via SFCC e-mail.

Health Science Student Conduct Committee

The Health Science Student Conduct Committee will consist of three or more full-time
SFCC Health Science employees with representation from at least three Health Science
specialty areas. The committee will be convened as needed to review student conduct
records which may make a student unsuitable for the health care profession.



Professional
Conduct

Students are to abide by the SFCC Academic Standards & Policies (Regulation
2000) as well as adhere to the Code of Ethics, listed below, throughout the
program. 

Students will exhibit professional behavior at all times toward fellow students,
instructors and guests. 

An important aspect of professional ethics is the maintenance of the confidential
status of patient’s medical records and physician/ facility business. Students will
be required to not only know but abide by HIPAA rules when coming into contact
with health records, during lab assignments, while on field trips, and during
professional practice experiences. Confidential information MUST NOT be
disclosed to any unauthorized individuals including family and friends. Breach of
this covenant will result in failure of that class and possible dismissal from the
program.  

All instances of alleged misconduct or unethical behavior will be investigated and
handled per SFCC policy.

The AHIMA Code of Ethics is based on the
core values of the American Health
Information Management Association and
apply to all AHIMA members, non-members
CCHIIM certifications, and students.

www.ahima.org

https://www.sfccmo.edu/about/policies-regulations/
https://www.sfccmo.edu/about/policies-regulations/
http://www.ahima.org/


Health Sciences 
Social Media 
Conduct Policy

Students are expected to comply with all state, local, and federal requirements
governing the privacy of medical information including social media use. Students
are bound to comply with all privacy requirements even when they are not at the
clinical site. This includes conversations with family, friends, and peers. Students
will be held accountable for maintaining the privacy of any information they obtain,
see, or are given during their clinical rotations. To uphold the privacy of such
information, students must not post or discuss any clinical experience or
information regarding their experience with the clinical site, its staff, or its
clients/patients on any internet social media (Facebook, Twitter, emails, MySpace,
Snapchat, Instagram, TikTok and any other not mentioned). The Health Information
Technology program director and faculty periodically search the internet for
breaches in its privacy policies. Students violating any privacy requirements will be
prohibited from returning to the clinical site. Such violation may result in a delay of
a student completing their degree requirements and may result in further
disciplinary action. 
 
On a personal level, we understand that social media can be a fun and rewarding
way to share your life and opinions with family and friends. However, use of social
media also presents certain risks and carries with it certain responsibilities. Be
thoughtful about what you share online and consider how it may appear to future
employers. Inappropriate postings that may include discriminatory remarks,
harassment, and threats of violence or similar inappropriate or unlawful conduct
while on the college campus will not be tolerated and may subject you to
disciplinary action up to and including dismissal from the program. 
 
Students are personally responsible for the content they publish on social media
sites, blogs, other websites, wikis, forums, or any other form of user-generated
content, and there should be no expectation of privacy using social media sites.
The program reserves the right to examine material stored on or transmitted
through its facilities if there is cause to believe that the standards for acceptable
and ethical use are being violated by a member of the college community. 
 
Students are encouraged to join the Health Information Technology Facebook page
as a form of communication.  However, students should not be “friends” with
instructors on social media sites until after completion of the program. 



Students of the AAS in HIT and Professional Certificate in Medical Coding program
are required to attend the following events:

                                             Roadrunner Rounds – This is an interdisciplinary day where
                                             students from all health science programs come together to
                                             learn about hot topics in healthcare and to explore how each
                                             profession contributes to patient outcomes. This is a half-day
                                             event and is offered in the Fall and Spring semesters. Each
                                             student is required to attend at minimum 1 of these events 
                                             per year. 

Graduation Ceremony – At the end of the program you will 
be required to attend a graduation ceremony. This  event is 
held in December and May of each year; depending on what 
semester you graduate.  

Pinning Ceremony - This is for AAS in HIT students only.  
Pinning is a rite of passage in Health Science, signifying initiation into the healthcare
field. Originating from the 12th-century Crusades, it was modernized by Florence
Nightingale 150 years ago. Today, it includes various health fields, with SFCC
awarding pins with its official seal to students completing clinical experiences.

Manditory Events



HIT 275 
Professional Practice
Experience Requirements

Prerequisites: The PPE is designed as the capstone course for the Associate in Applied
Science Degree in Health Information Technology. To be eligible for a PPE placement,
the student must have completed (with a grade of C or better) all required coursework
for the Associate in Applied Science Degree in Health Information Technology or be
concurrently enrolled in required courses with the permission of the HIT program
coordinator.

This course is designed to provide students the opportunity to merge classroom
theory with real-world practice by allowing them to observe, participate in and
evaluate day-to-day health information operations.

In this class students will be required to complete 80-120 hours of supervised
professional practice or equivalent as determined by the Program Coordinator AND
online, 16-week course work. Hours will be Monday - Friday 8 am. - 5 pm. Students
should understand that it is their responsibility to set aside the hours required to
complete this PPE. Students are encouraged to save vacation hours during their final
year to cover the time requirement of the course. Students are responsible for their
own transportation to and from Directed Practicums.

The HIT 275 PPE Student Guide and other information will be given to the student by
the Practicum Coordinator upon approval for enrollment in HIT 275.

Students must adhere to ethical guidelines set forth by AHIMA, the school’s Code of
Student Conduct, facility policies and procedures, and HIPAA rules.

Additional Requirements: 
No student will be allowed to register for HIT 275 Professional Practice Experience
without completing ALL of the following requirements:

Background Check
Drug Test
Proof of Immunization



phone
address 
email

Background Check

The Joint Commission of Accreditation of Healthcare Organization (JCAHO), which
accredits healthcare facilities across the country, enforced background screening
September 2004 and has set requirements mandating that students in a healthcare
field must now complete the same background check as hospital employees. 

As required by clinical facilities contracted by State Fair Community College, all Health
Science program students that are enrolled in a clinical course must submit to a
criminal background check from the state or states in which they have resided over the
past year. 

Students are responsible for the payment of their background investigation, and
CastleBranch must conduct the investigation. 

All background checks will be evaluated according to the exclusionary criteria of the
contracted clinical facilities. Failure to complete a background check will prohibit the
student from participating in clinical education and admission to all State Fair
Community College Health Science programs.

Students with criminal histories who desire licensure or registration in Health Science
Professions are urged to consult the laws governing licensure or certification in the
state they intend to license/certify before application to the respective health science
program.

The following searches are required for students attending facilities for clinical through
State Fair Community College: 

Missouri Statewide Criminal History Record Search 
Federal Criminal History Record Search 
Social Security Number Trace (residential history, state and date issued) 
 National Sex Offender Registry 
Office of Inspector General Sanction Report 
General Services Administration 
Missouri Department of Social Services Request for Child Abuse or Neglect 
Senior Care Registry (EDL) 
Family Care Registry 
Residential History Search 
U.S. Treasury Department Office of Foreign Asset Control List of Specially
Designation Nations 



phone
address 
email

A United States social security number is required to initiate the Family Care
Registry check. Students without a United States social security number should
contact the Designated School Official (DSO) through the SFCC Student Services
office for additional information.

Individuals unable to complete all required background checks or those with
exclusionary criteria will be prohibited from participating in clinical education and
admission to all State Fair Community College Health Science programs. Individuals
who have been convicted of felonies and/or misdemeanors are encouraged to
contact the program director prior to program application. 

Drug Test 
Statement of Purpose and Intent

State Fair Community College (SFCC) Health Science programs prohibit the use, sale,
transfer, distribution, possession or being under the influence of unauthorized
prescription drugs, alcohol, marijuana, narcotic substances, unauthorized inhalants,
controlled substances, illegal drugs, counterfeit substances, and imitation
controlled substances on any college property, during any college-sponsored
activity, in any college-owned vehicle, or in any other college-approved vehicles
used to transport students to and from college or college activities. Students found
to be involved in any of these activities are subject to disciplinary action.

Students of SFCC’s Health Science programs benefit from clinical programs that
provide students with hands-on experiences at third-party clinical facilities. SFCC
Health Science programs share an obligation with the clinical facilities to protect the
facilities’ patients from harm to the extent reasonably possible, including protecting
patients from students who may be impaired from the use of drugs or alcohol while
participating in a clinical program at the clinical facility.

SFCC Health Science programs wish to ensure that the health and safety of students
and patients are not compromised and that clinical affiliation agreements continue
to exist to provide students with quality clinical education experiences. Therefore,
students enrolling in SFCC Health Science programs are required to submit to drug
testing.



Students are subject to an observed urine drug screen and/or a blood alcohol test at
any time while enrolled in a Health Science program. 

Definitions: 
Blood Alcohol Test – Scientifically substantiated method to test for the presence of
alcohol in a person’s blood. 

Consent Form –Drug Testing Consent Form adopted by SFCC. 

Dilute negative result- A urine specimen that has a greater concentration of water
than that of a normal urine specimen and can be either purposeful or accidental. 

Drug Use Test – Scientifically substantiated method to test for the presence of
illegal drugs or alcohol in a person’s urine. 

Illegal Drugs – The synthetic or generic equivalent or derivative drugs that are illegal
or restricted under federal, state or local laws including, but not limited to,
marijuana, alcohol, heroin, hashish, cocaine, hallucinogens, depressants, and
stimulants not prescribed for the user. This includes steroids and steroid derivatives
or related substances that are not prescribed by a physician or are prescribed by a
physician for uses not authorized by the manufacturer of the drug. This term shall
include, but not be limited to, all drugs listed in the Narcotic Drug Act, § 195.101,
RSMo., and Section 202 of the Controlled Substances Act, 21 U.S.C. § 812. SFCC
reserves the right to test for as many of these drugs as deemed necessary to meet
the stated goal of deterrence. 

While recreational and medical use of marijuana is legal in Missouri, it is illegal at the
federal level. Regardless of whether marijuana is legal in Missouri, federal law
requires that colleges and universities adopt and enforce drug-free workplace
policies, as well as programs to prevent the unlawful possession, use, or distribution
of illicit drugs by students and employees. Because marijuana is still considered
illegal under federal law as a Schedule I drug, SFCC must prohibit its distribution,
possession, and consumption while participating in classes, programs, or activities
sponsored by or on facilities controlled by the College. In addition, students and
employees who are subject to drug testing requirements would not be exempted
from such requirements even if such individual obtains a state medical marijuana
certification. Therefore, marijuana is considered an “illegal drug” for purposes of this
requirement.



Medical Review Officer - A third-party healthcare professional who reviews student
medications and makes a final determination on non-negative test results.

Negative Test Result – A toxicological test result that is considered to demonstrate
the absence of an illegal drug or the metabolites thereof using the standards
customarily established by the testing laboratory administering the drug use test.

Non-negative Test Result – An initial, unconfirmed toxicological test result that is
considered to demonstrate the presence of an illegal drug or metabolite thereof
using the standards customarily established by the testing laboratory
administering the drug use test. After further testing of the sample and
consideration of legally prescribed medication that might influence the test result,
a final determination will be made by a Medical Review Officer.

Positive Test Result – When referring to a drug test administered under this
requirement, a toxicological test result that is considered to demonstrate the
presence of an illegal drug or the metabolites thereof using the standards
customarily established by the testing laboratory administering the drug use test.

Persons to be Tested
Any student who is enrolled in any Health Science Program that requires a clinical
rotation, internship, externship, or professional experience at a clinical facility will
be required to submit to drug use testing prior to the first clinical rotation, and on a
regular basis thereafter. Student enrolled in a Health Science Program will also be
subject to reasonable suspicion testing as set forth below. Drug testing will be
performed at the student’s expense.

Reasonable Suspicion Testing
SFCC Health Science Programs are authorized to require any student to submit to a
drug or alcohol test if the Program faculty, staff, or administration has reasonable
suspicion that the student is using or is under the influence of alcohol or illegal
drugs while: 

On clinical facilities immediately before, during, and/or immediately after
clinical rotation hours;
Traveling to or from clinical facilities for clinical rotations or such for other
purposes as are part of the Program.
On facilities controlled by the College

A non-exhaustive list of observations and behaviors that might create a reasonable
suspicion that the person is under the influence of drugs or alcohol is included
below. Faculty who are concerned that a student is under the influence of drugs or
alcohol may utilize the Reasonable Suspicion Checklist in consultation with a
designated Student Services representative.



phone
address 
email

A student’s behavior, in conjunction with physical appearance and/or odor,
indicates the possible use of alcohol, marijuana, or illegal drugs.
The student possesses drugs, alcohol, marijuana or any controlled substance.
Information communicated to an SFCC administrator, coordinator, or an Instructor
by another individual, student, or law enforcement personnel indicating a student
is using, possessing, or under the influence of alcohol, marijuana, or illegal drugs.
The student is involved in an accident, error, or missing medication is reported at
the clinical site.

A student’s refusal or lack of cooperation to submit to the drug use or alcohol test will
be treated as a refusal to consent to drug testing. The student will be refused access to
the clinical facilities, and will, therefore, be unable to complete the required clinical
experience.

Consent to Drug Testing
The student must provide written consent to provide specimens for the purpose of
analysis. If the student is under eighteen (18) years of age, the student’s parent or legal
guardian must sign the drug testing consent form in addition to the student. The signed
consent must be returned to SFCC Health Science programs and will be maintained in
the student’s record until graduation from SFCC Health Science programs.

Students who decline to consent to drug testing will be refused access to the clinical
facilities, and will be unable to complete the required clinical experience. A student
who is unable to produce a urine sample during the timeframe of testing will be
considered the same as declining to consent.

Confidentiality
All records related to student drug testing shall be kept in confidential files separate
from a student’s permanent educational records. Those files will be destroyed upon
the student’s graduation or transfer from the college. Test results will only be released
to the student, approved college officials, or such other person as is authorized to
receive such results. Test results will not be turned over to the police or authorities
without a subpoena or court order, and administration will not disclose test results
without a subpoena or court order, unless otherwise required by law.



phone
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Procedure
Drug or alcohol testing will be arranged by each SFCC Health Science program,
possibly in conjunction with other Health Science programs, at SFCC or a lab of the
College’s choice with a specified time frame at the student’s expense. The drug test will
include, but not be limited to a 7-panel test. Drug testing collection and/or analysis
may be performed by employees of SFCC or a third-party agency.

Students will follow the procedure required by the agency or persons collecting the
urine specimen.

Consequence
If the initial testing is positive, a second test may be required to determine the exact
substance and the student will be expected to comply if needed. Additional testing
such as blood or hair follicle testing may be required at the student’s expense.

A drug screening with a “dilute negative” result is not considered valid. In this case, the
student will be required to submit to another drug test with little advanced notice, at
their own expense. The student will be directed not to drink an unusually large amount
of fluids before testing. 

A student with a confirmed positive illegal drug or alcohol test result may be ineligible
to participate in the required clinical rotation and may be dismissed from the SFCC
Health Science program. Following a confirmed positive illegal drug or alcohol test,
appropriate program administrators will meet with the student and review the test
results and provide the student an opportunity to explain the results. If program
administrators determine that a student is not a safety threat, a student may, in some
circumstances, be allowed to remain in the Program with a remediation plan which may
include program probation.

A student with a confirmed positive test result who is dismissed from the Program and
wishes to reapply in the future, must meet with the Program Director. A determination
will be made by the Director whether the student has addressed the drug and/or
alcohol use, through professional counseling or otherwise, in a manner that warrants
readmission. If the Director believes readmission is warranted, the Director may also
determine what conditions, if any, apply to the readmission. If the student is
readmitted, the student will continue to be subject to the drug and alcohol testing
requirements and reasonable suspicion testing as outlined above.



phone
address 
email

A student who refuses to be tested for drugs will be ineligible to participate in the
required clinical rotation, and will be dismissed from the Program.

Substance Abuse Counseling
Students who need assistance in locating professional assistance, counseling and/or
rehabilitation programs may request information from the Student Services Office of
the College. Such contacts will be handled with confidentiality. However, volunteering
to participate in treatment programs will not of itself prevent disciplinary action for
violations of the Student Drug Testing Requirement. Community resources available
for counseling and assistance with alcohol and/or substance abuse problems include:
Alcoholic Anonymous - Al-Anon and Al-Ateen 660-826-9608; Cocaine Helpline 800-
274- 2042 or 800-234-1253; SAMHSA Hotline 800-662-HELP; Veterans of Foreign Wars
660- 826-4543.

The Student Services Office will assist referrals upon request. Information about
additional private counseling resources may also be accessed through the Student
Services Office.

Student Discipline Policy
The Student Drug Testing Requirement does not limit or otherwise affect the SFCC
policy, regulation, procedure, or state or federal law regarding discipline for the sale,
possession, use, distribution or purchase of drugs (or alcohol) arising out of
circumstances other than the testing conducted pursuant to the policy. A student
found in violation of the Student Drug Testing Requirement may also face
consequences under the SFCC Code of Conduct Regulation.

Communicable Disease and Immunizations

Individuals who choose to undertake training for a health science profession should be
aware of the risks associated with health care training and professional practice.
Healthcare students and professionals utilize standard precautions to reduce the risk
of infectious disease exposure, however, these measures do not eliminate the risk that
a student or healthcare provider may become infected.

During healthcare training in the lab and clinic setting, students will come into close
contact with their instructors, classmates, and patients. With this in mind, students
should make informed choices regarding their education and career.
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Please review all CDC and WHO links provided below to ensure you are well informed
regarding the risks associated with healthcare and with the preventative measures
used to mitigate these risks. If you have concerns about your personal risk level, you
should contact your healthcare provider.

CDC: Workplace Safety and Health Topics: Health Care Workers
https://www.cdc.gov/niosh/healthcare/index.html 

CDC: Infection Control: Standard Precautions for All Patient Care 
https://www.cdc.gov/infection-control/hcp/basics/standard-precautions.html?
CDC_AAref_Val=https://www.cdc.gov/infectioncontrol/basics/standard-
precautions.html 

CDC: Sequence for Putting on PPE and Safe PPE Removal
https://www.cdc.gov/healthcare-associated-infections/media/pdfs/ppe-sequence-
p.pdf?CDC_AAref_Val=https://www.cdc.gov/hai/pdfs/ppe/ppe-sequence.pdf 

Upon acceptance to SFCC Health Science programs, students are required to provide
proof of immunization against a variety of diseases. Proof includes evidence of
vaccination on an official record, school records, or positive titer results. Students
must submit proof of immunization using the Medical Document Manager through
their CastleBranch account IF your program requires it. Students not meeting
immunization requirements or not receiving an approved exemption from the clinical
site will be prohibited from participating in clinical education and, therefore, will be
dismissed from the program. The SFCC immunization policyfor Health Science
students is determined by the requirements and standards of our clinical partners. The
immunization policy applies equally to all studentsregardless of their specific clinical
placement. Should clinical site requirements change, students will be required to meet
the standardor will be prohibited from participating in clinicaleducation.

Students should have received most of these immunizations during childhood, but
some immunizations need to be more recent. These immunizations and tests may be
obtainedfor a nominal fee at local county healthdepartments.
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The required immunizations include:

COVID-19 Vaccine
Verification of immunization series completion and boosters as required by
clinic sites

Series of 2 doses of monovalent Moderna or Pfizer OR
Doses at least 3 weeks apart
As of 5/6/23 vaccine is no longer available

Single dose of monovalent Johnson and Johnson OR ·
As of 5/6/23 vaccine is no longer available

Single dose of bivalent Moderna or Pfizer

Measles, Mumps & Rubella(MMR) Vaccine
Laboratory evidence of immunity

Laboratory confirmation of rubella, mumps or measles disease OR
Birth before 1957 does not require immunization
Evidence of NO measles immunity need two doses of MMR vaccine, with the
second dose administered no earlier than 28 days after the first dose.

Varicella (Chickenpox) Vaccine
Laboratory evidence of immunity OR
Document of vaccination with 2 doses of varicella vaccine

2 vaccines at least 28 days apart

Influenza (Seasonal Flu) Vaccine
Verification of annual flu vaccine(fall)

Hepatitis B
Laboratory confirmation of Hepatitis B immunity OR
Series of 3 doses of EngerixB or Recombivax HB over a 6-monthperiod OR

Series needs to be started prior to beginning program of study and the
remainder can be completed after program entry

Series of 2 doses of Heplisav-B
2 doses at least 4 weeks apart

Diphtheria, Tetanus & Pertussis Vaccine
Documentation of having received a booster within the last 10 years
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Tuberculosis
If no TB test completed in the last 12 months, must have a QFT, T-Spot, or a 2-
step PPD

The 2-step Tuberculin Skin Test (PPD) is 2 tuberculin skin tests completed
within 1-3 weeks of each other

Step 1 – Tuberculin Skin Test and result readwithin 2-3 days
Step 2 - Tuberculin Skin Test 1-3 weeks after step 1 and result read within
2-3 days.

If the student has had annual TB skin tests (PPD, QFT, or T-Spot) for the past 2
consecutive years or more, with no gap greater than 12 months between each
test, evidence of the 2 prior TB tests must be submitted.
TB test (1 step) is required annually (PPD, QFT, or T-Spot)
Students with a positive TB skin test (PPD, QFT, or T-Spot) must provide
evidence of having a positive TB test, and submit a negative chest x-ray report
and negative TB questionnaire. A negative TB questionnaire is required
annually.

Evidence of a positive TB skin test must be documented by one of the
following:

Chest x-ray report indicating positive TB skin test as the reason for the
exam OR
Official TB skin test record indicating a positive result

If unable to provide evidence of a positive TB skin test, the student must
repeat a PPD, QFT, or T-Spot to provide documentation of a positive result

Students with approved immunization exemptions must abide by clinical facility
mandates such as PPE or communicable disease testing on a regular basis (possibly at
the student’s expense).

Students must maintain current immunization records for the duration of the health
science program and throughout the course remediation period.
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Confidentiality Agreement

A “Protected Health Information, Confidentiality, and Security Agreement” will need to
be signed and returned to the PPE Coordinator prior to approval to register for HIT 275
Professional Practice Experience. An additional agreement may be required by the
clinical site.

Dress Code for Practicums:

Students MUST present a clean, orderly and professional appearance while completing
the professional practical experience at clinical facilities. Proper attire and decorum is
expected. Visible body piercing (including tongue) will be limited to earrings. Tattoos
must be covered. More details will be provided in the PPE Student Guide. 

Any misconduct/ unprofessional behavior during a professional practice experience
will not be allowed. If concerns arise during the practicum the Student, HIT Program
Director, and PPE Site Coordinator will meet immediately to discuss resolution to the
issues.

Emergency Medical Care:

Necessary emergency medical care for each student while assigned to the PPE Site will
be arranged at the student’s expenses. Initial exposure to potential communicable
disease will be processed through the PPE Site’s policies and procedures, as amended
from time to time, and will be reported to the Academic PPE Site Coordinator, the
College Program Director and the PPE Site’s Supervisor.



All AAS in Health Information Technology and Certificate in Medical Coding
students are required to meet with their navigator each academic year to develop a
Student Success Plan. This plan outlines the recommended courses and their
respective timelines, ensuring a clear and efficient path to program completion.

Failure to complete this step may result in delays due to course availability.

Who is My Navigator?

Jessica Fairfax is your program navigator.  You can find her contact information on
the “Meet The Team” page.  You can contact or make an appointment with your
navigator at any time to discuss educational plans, career paths and enrolling in
classes.  You can do this by logging into mySFCC > Student> Starfish. 

Student Resources & Support:
College can feel daunting sometimes, especially if you need support and don’t
know how to find it. Some of our services and resources that can help you reach
your academic and career goals are:

➢Academic Advising
➢Adult Education and Literacy(AEL)
➢Career Services
➢Counseling Services
➢Disability Resource Center and Counseling
➢Donald C. Proctor Library
➢Financial Aid
➢Health Care Services
➢Student Success Center
➢Student Technology Help Center and 24/7 Help Desk
➢TRiO Student Support Services
➢Testing Services
➢Transfer Services
➢Tutoring Services
➢Veteran Services

Detailed information on these services can be found on the State Fair home page at
this link:  
https://www.sfccmo.edu/academics-programs/student-resources-support/

Student
Success

http://mystar.sfccmo.edu/
https://www.sfccmo.edu/academics-programs/student-resources-support/


Student Handbook:
https://www.sfccmo.edu/communications/studenthandbook/

Includes:
General Institutional Information  
Becoming a Student a. Admissions Requirements 
Your Rights & Responsibilities as a Student 
Enrolling in Classes 
Paying for Classes 
Student Conduct in the Classroom and on Campus 
Support Services for Students 
Getting Involved on Campus 
Finishing Your Degree or Certificate Program

 
All SFCC Policies & Regulations can be found here: 
https://www.sfccmo.edu/about/policies-regulations/ 

Additional Information

Regulation 2000 - Students  
https://www.sfccmo.edu/files/about/policies-
and-regulations/2023/2000-regulations.pdf

Includes:

Nondiscrimination and Student Rights
Equal Education Opportunity/Student with
Disabilities
Documentation Requirements
Temporary Disabling Condition
Service Animal
Confidentiality
Students with Disabilities Testing Accommodations
Preferred Name
Harassment
Searches by College Personnel and/or Law
Enforcement
Student Grievance and Appellate Process
Military Service
Admission Requirements
Resident Classification
Attendance
Student Attendance
Student Academic Achievement
Grading System
Degree Program Statute of Limitations
Course Substitution
Student Academic Progress
Academic Forgiveness
Student Code of Conduct
Student Athlete Drug Screening
Federal Financial Aid Programs

State of Missouri Financial Assistance Program
Scholarship Program
Work Study and Student Employment
Veteran’s Educational Benefits
Student Loans
Students with Communicable Diseases 
Health Insurance Emergency Health Care 
Campus Crime and Security Security and Access
to Facilities 
Preparation and Reporting of the Annual
Disclosure of Crime Statistics 
Ongoing Disclosures 
Victim Assistance 
Law Enforcement Authority 
Prevention and Campus Education Programs 
Off-Campus Student Organizations and
Monitoring of Criminal Activity 
Alcoholic Beverages 
Sexual Misconduct 
Drugs, Alcohol, and Tobacco Products 
Food Service 
Bookstore  
Residence Halls 
Activities & Athletics  
Student Organizations 
Student Government Association

https://www.sfccmo.edu/communications/studenthandbook/
https://www.sfccmo.edu/about/policies-regulations/
https://www.sfccmo.edu/about/policies-regulations/
https://www.sfccmo.edu/files/about/policies-and-regulations/2023/2000-regulations.pdf
https://www.sfccmo.edu/files/about/policies-and-regulations/2023/2000-regulations.pdf


Q - Who can I ask about FERPA and/or the release of student records?  
A - Email: Registrar@sfccmo.edu

Q - What do I need to know to withdraw from all my classes?

A - To withdraw from classes entirely, you’ll need to complete the Student Withdrawal
       form in MySFCC >> Enroll >> I need to… > Withdraw from all classes OR

       Link to the Withdrawal Form in MySFCC: 
       https://starssb.sfccmo.edu/PROD/student_withdrawal.withdrawal_info 

       You will not be permitted to withdraw from your last class or withdraw from all
       classes without completing this form. A hold on your account will not prevent you
       from submitting this request

       For additional questions 
       Email: Add-Drop@SFCCMo.edu 

Financial Aid Implications - Refunds for dropped classes or early withdrawals are
contingent upon specific conditions, including deadlines (to withdraw within a
semester or part of term) and what type of financial aid is being used. Students who
reduce their course load or completely withdraw from SFCC, and have received
financial aid, should consult with the Financial Aid Office to understand the impact
of these actions on their financial aid awards.

https://www.sfccmo.edu/files/mySFCC/Financial-Aid/Final-Draft-2024-2025-FA-
Policy-and-Procedure-Manual.pdf

       For additional questions 
       Email: Add-Drop@SFCCMo.edu 

Processing of Student Refunds - Refunds will not exceed the total amount originally
paid. SFCC reserves the right to deduct any outstanding financial obligations from
the refund amount. For refunds processed to credit cards, the amount refunded will
be electronically transferred back to the original credit card used for payment, up to
the amount of the initial credit card transaction.

https://www.sfccmo.edu/offices-services/finance-administration/payment-plan-
information/

      For additional questions 
      Email:  BusOffice@SFCCMo.edu 

FAQs

https://starssb.sfccmo.edu/PROD/student_withdrawal.withdrawal_info
mailto:Add-Drop@SFCCMo.edu
mailto:Add-Drop@SFCCMo.edu
https://www.sfccmo.edu/offices-services/finance-administration/payment-plan-information/
https://www.sfccmo.edu/offices-services/finance-administration/payment-plan-information/
mailto:BusOffice@SFCCMo.edu
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Q - Are there policies on how I use SFCC technological resources ?  
A - State Fair Community College (SFCC) shall provide technological resources to the
      campus community of students, faculty, staff, and the public to support its
      educational mission. SFCC technology can provide access to resources on and off
      campus, as well as the ability to communicate with other users worldwide. This
      access is a privilege and requires that individual users act responsibly. Users shall
      respect the rights of other users, respect the integrity of the systems and related
      physical resources, and observe all relevant laws, regulations, and contractual
      obligations. SFCC technological resources shall always be used in compliance with all
      international, federal, state, and local laws. This regulation applies to all users of
      SFCC technological resources including faculty, staff, students, guests, external
      individuals or organizations and individuals accessing external network services, such
      as the internet via college facilities. Preserving the access to information resources is
      a community effort that requires each member to act responsibly and guard against
      abuses. Therefore, both the community as a whole and each individual user have an
      obligation to abide by the following standards of acceptable and ethical use: 

      • Use only those technological resources for which you have authorization. 
      • Use technological resources only for their intended purpose. 
      • Protect the access and integrity of technological resources. 
      • Abide by the applicable laws and college policies and respect copyrights and
          intellectual property rights of others, including the legal use of copyrighted
          software. 
      • Respect the privacy and personal rights of others. Failure to comply with the
          appropriate use of these resources threatens the atmosphere for the sharing of
          information, the free exchange of ideas and the secure environment for creating
          and maintaining information property and subjects one to discipline. 

      Any member of the college community found using technological resources for
      unethical and unacceptable practices has violated this policy and is subject to
      disciplinary proceedings including the suspension of system privileges, expulsion
      from school, termination of employment, and/or legal action as may be appropriate.

      SFCC reserves the right to limit or restrict the use of its technological resources
      based on institutional priorities and financial consideration, as well as when it is
      presented with evidence of a violation of college policies, contractual agreements, or
      state and federal laws. 

      Although members of the community have an expectation of privacy, if a user is
      suspected of violating this policy, their right to privacy may be superseded by the
      college’s requirements to protect the integrity of technological resources, the rights
      of all users and the property of the college. The college, thus, reserves the right to
      examine material stored on or transmitted through its facilities if there is cause to
      believe that the standards for acceptable and ethical use are being violated by a
      member of the college community.

Applicable web link: https://www.sfccmo.edu/files/about/policies-and-regulations/8000/8000-
regulations.pdf

Questions? Mark Haverly, Chief Information Officer (MHaverly@SFCCMo.edu) 

https://www.sfccmo.edu/files/about/policies-and-regulations/8000/8000-regulations.pdf
https://www.sfccmo.edu/files/about/policies-and-regulations/8000/8000-regulations.pdf
mailto:MHaverly@SFCCMo.edu
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