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Section One – Introductory Information 
 

MISSION STATEMENT 

To provide adult students the opportunity to pursue career choices, to develop employability 

through technical and workplace skills, to transition into employment or post-secondary 

education, and to prepare for life-long learning. 
 

 

FLORENCE NIGHTINGALE PLEDGE 

ñI solemnly pledge myself before God and in the presence of this assembly: 

To pass my life in purity and to practice my profession faithfully; 

I will abstain from whatever is deleterious and mischievous and will not take or knowingly 

administer any harmful drug; 

I will do all in my power to maintain and elevate the standard of my profession and will hold in 

confidence all personal matters committed to my keeping and all family affairs coming to my 

knowledge in the practice of my calling; 

With loyalty will I endeavor to aid the physician in his work and devote myself to the welfare of 

those committed to my care.ò 
 

 

   HISTORY 

The Springfield School of Practical Nursing was organized in December of 1957, under the 

ñREQUIREMENTS & RECOMMENDATIONS FOR ACCREDITED SCHOOLS OF 

PRACTICAL NURSING IN ILLINOISò, set by the Illinois Department of Registration and 

Education.  ñPRACTICAL NURSE EDUCATION IN ILLINOIS PUBLIC SCHOOLSò 

published by the Board of Vocational Education, State of Illinois, was also used as a guide in 

establishing the program. 

 

The program was sponsored by the Springfield Public School District #186, Board of Education, 

and the State Department of Vocational Education, and was established at the request of, and in 

cooperation with, St. Johnôs and Memorial Hospitals of Springfield.  Division Nine of the 

Licensed Practical Nurse Association of Illinois (LPNAI) gave loyal support to the organization 

of the program. 

 

The first class was admitted on March 10, 1958.  In August 1969, the first high school seniors 

entered the High School Practical Nursing Program at the Area Vocational Center.  Ten students 

completed the high school program and entered the adult program with second quarter status 

after high school graduation.  They completed the adult program in January 1971, with Class 

#24.  In May 1990, the High School Practical Nursing Program was discontinued. 

 

On July 1, 1977, the Nursing Program was moved to the Capital Area Vocational Center (now 

known as the Capital Area Career Center) and the name was changed to Capital Area School of 

Practical Nursing.   
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ORGANIZATION 

The Nursing Program is operated under the administration of the Capital Area Career Center in 

cooperation with the State Board of Education, and with the approval of the Illinois Department 

of Financial and Professional Regulation.  The program has been accredited by the North Central 

Association of Schools since 1997.  CASPN has been accredited by the National League of 

Nursing Accrediting Commission, Inc. since 1984.                                               

 

National League of Nursing Accrediting Commission, Inc. 

3343 Peachtree Road NE, Suite 500 

Atlanta, Georgia 30326 

Phone: (404)975-5000 

 

During the program, students are affiliated with hospitals, long-term care facilities and other 

related health care agencies.  Following successful completion of the program, students are 

eligible to apply to take the NCLEX-PN Examination.  After passing the examination, the 

student may apply for licensure as a Practical Nurse. 

 

CONCEPTS OF THE CAPITAL AREA CAREER CENTER 

The Capital Area Career Center, or CACC, is located south of Springfield, Illinois, one mile east 

of I-55, on Toronto Road. It is near Lincoln Land Community College and the University of 

Illinois-Springfield. CACC offers technical education programs to high school students from 

area member high school districts, as well as to students from non-member districts that choose 

to participate. Most programs are for high school juniors and seniors. CASPN being the 

exception; has the tendency to be a very diverse group of adult students learners. 

 

With up-to-date equipment, an experienced and highly competent staff, and a distinctively 

designed facility, CACC provides comprehensive career opportunities in many program areas. 

 

Capital Area Career Center is the administrative agent for Capital Area School of Practical 

Nursing. Both share the same mission. 

 

CASPN participates in ALL CACC emergency drills and policies. 

 

CASPN honors Constitution Day.   
 

05/06 

 

 

PHILOSOPHY 

The Faculty of the Capital Area School of Practical Nursing share the philosophy of the Capital 

Area Career Center and endeavor to provide students with knowledge, skills, understanding, 

attitudes, appreciation, and work ethics necessary to enter into and make progress in employment 

in an existing and changing society.    
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The Faculty of the Capital Area School of Practical Nursing believes that: 

 

Man is a unique biopsychosocial being.  His responses are affected by accumulated experiences 

and manifested in individual behavior that may or may not be understood by others.  The family 

is the basic unit of society, which provides love, caring, protection and teaching.  Society is 

responsible for a healthy environment in which to live and provide health care resources. 

 

Nursing involves caring for people with emphasis on their individuality and uniqueness.   

Nursing recognizes man as a total being who moves on the health-illness continuum,  

needing at times, preventive, curative, rehabilitative, and/or supportive nursing care.  Through 

the use of the nursing process, nursing assists the patient to meet his/her basic needs. 

 

Practical Nursing, an integral part of the health care team, is the performance of nursing acts that 

require special knowledge and skills to meet health care needs of patients in a variety of health 

care settings.  As a member of the health care team, the practical nurse is responsible for patient 

centered care as directed and supervised by the registered professional nurse, physician, dentist 

or podiatrist.  The licensed practical nurse is accountable for her/his own nursing actions and 

competencies. 

 

Nursing education should allow for different levels of knowledge and skills required for various 

roles in nursing practice.  Nursing education must have a flexible curriculum that provides 

integration of the subject areas.  It provides theoretical and clinical instruction to prepare the 

graduate to administer safe, effective nursing care. 

 

Learning is a continuous process producing a measurable change in the behavior of the student. 

It is affected by motivation, fulfillment of basic needs and positive reinforcement.  It involves 

concepts and progresses from simple to complex.  Learning is the responsibility of the student. 

 

The administration and faculty of the Capital Area School of Practical Nursing are responsible 

for structuring content for student learning.  Instructors guide the learner in goal setting and 

problem solving, realizing that learning does not proceed at the same rate and in the same way in 

every individual.  On-going evaluation is an important part of the teaching-learning process. The 

faculty utilizes student evaluation of the nursing program to monitor trends and initiate change as 

indicated. 

 
Revised 03/98, 01/03, 01/06 

 

 

CONCEPTUAL FRAMEWORK 

The conceptual framework for the Capital Area School of Practical Nursing is based on the 

beliefs that man is a unique biopsychosocial being and that the practical nurse, an integral part of 

the health team, performs and acts requiring special skills and knowledge to meet the needs of 

the individuals. 
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The conceptual framework for the nursing program, therefore, follows two main threads: 

 

1.  The Licensed Practical Nurse assists patients in meeting their basic needs through the use of 

the nursing process. 

 

2.  The Licensed Practical Nurse functions as a member of the health care team. 

 

Content from nursing and non-nursing courses is utilized to build the knowledge and skills of the 

student, beginning with normal values and basic nursing skills, and proceeding to abnormal 

values and complex nursing skills. 

 

Objectives for the nursing courses include the following sub-threads: 

 

 1.  Biopsychosocial concepts 

 2.  Pathophysiology 

 3.  Nursing interventions 

 4.  Communication 

 5.  Nutrition 

 6.  Drug therapy 

 7.  Role of the practical nurse 

 8.  Legal/ethical aspects 

 9.  Personal/career potential 
 

Revised 4/91 1/00, 01/03 

 

 

CURRICULUM 

The nursing program is divided into four quarters which must be taken in sequence.  Students 

spend time in classroom, laboratory practice, and supervised clinical experience in various health 

care settings.  Classroom hours are 8:15 a.m. to 4:00 p.m. Clinical times vary to meet the 

objectives of each quarter.  Evening and possibly weekend clinical may be required. 

 

First Quarter - 

Fundamental Nursing 

Anatomy & Physiology 

Normal Nutrition 

(ATI: NUTRITION) 

(ATI: FUNDAMENTALS) 

 

Second Quarter - 

Medical-Surgical Nursing I 

(ATI: MEDICAL SURGICAL NURSING I) 

                                          

Third Quarter - 

Mental Health Nursing 

Pharmacology & IV Therapy 

(ATI: MENTAL HEALTH/PHARMACOLOGY) 
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Fourth Quarter – 

Nursing of Mother and Newborn 

Nursing of Children 

Leadership-Medical Surgical Nursing II 

 (ATI: MOTHER/BABY) 

(ATI: CARE OF CHILDREN) 

(ATI: COMPREHENSIVE) 

 

 

TOTALS: Approximately 1330 Hours plus **ATI self instruction and exams                                             

*Pharmacology is integrated into each clinical rotation in third and fourth quarter.  

** An instructor will incorporate the ATI score with theory scores.  Remediation is 

expected of students not meeting CASPN benchmark for each proctored ATI. 

Revised 01/03, 11/03, 1/06, 05/06, 01/08 

 

PROGRAM OBJECTIVES 

The Licensed Practical Nurse, as a member of the health care team, is responsible for providing 

patient-centered care for clients in health-care settings, utilizing critical thinking skills, and is 

accountable for her/his own actions and competencies. 

 

The student who has successfully completed the Capital Area School of Practical Nursing 

demonstrates the following competencies: 

 

*1.  UTILIZES THE NURSING PROCESS WHILE CARING FOR ASSIGNED PATIENTS: 

A. Assessment: 

      1.  Assesses the biopsychosocial needs of the patient. 

      2.  Gathers information from various sources: 

           a. patient 

           b. other health care team members 

           c. family and/or significant others 

           d. health records 

      3.  Utilizes knowledge of normal values to identify abnormal values 

B. Nursing Diagnosis 

C. Planning: 

      1.  Contributes to the development and revision of nursing care plans 

           utilizing established nursing diagnoses 

      2.  Prioritizes nursing care needs of assigned patients 

D. Implementation: 

      1.  Provides safe, effective nursing care to assigned patients 

      2.  Utilizes effective communication in: 

           a. recording and reporting 

           b. care of patient, family and/or significant others 

      3.  Interacts with health care team to coordinate patient care 

      4.  Provides health education based on patient needs 
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E. Evaluation: 

       1.  Seeks guidance from health care team in evaluation of patient care 

       2.  Revises patient care based on evaluation of the patient 

           

*2.  FUNCTIONS AS A MEMBER OF THE HEALTH CARE TEAM: 

A.  Practices within the scope of the Illinois Nursing Practice Act Rules and  

      Regulations. 

 B.  Adheres to the nursing Code of Ethics. 

 C.  Identifies the role of the Licensed Practical Nurse in the health care system. 

 D.  Identifies sources and importance of continuing education. 

E.  Identifies personal strengths and challenges for personal growth and career 

      potential. 

*Adapted from criteria published by the National League for Nursing Accrediting Commission, 

Inc. 
Revised 1/94, 1/96, 1/00, 7/01, 01/03, 05/06                

 

COMPLETION/NCLEX-PN PASS/FAIL RATES 

In compliance with the United States Department of Education the disclosure of completion and 

placement rates of students is available and follows: 

 

 Nursing Education Program Reports are annually documented as it is outlined in 

225 of the Illinois Compiled Statutes. 

 Statistics are compiled in various categories.  

 As part of the Practical Nursing Program, it is necessary to trend and analyze 

statistics in regards to: 

A)  State Licensing examination pass/fail rates 

  B)  Job Performance appraisals completed by the hiring institutions 

 

Completion Rates: 

January 2009 the completion rate average was 76.6% based on the following data: 

First day of first quarter for Class 89 was 75 students with a graduating class of  55 (70%) 

First day of first quarter for Class 90 was 75 students with a graduating class of  39 (52%) 

First day of first quarter for Class 91 was 75 students with a graduating class of  62 (82%) 

First day of first quarter for Class 92 was 66 students with a graduating class of  44 (66%) 

First day of first quarter for Class 93 was 73 students with a graduating class of 63 (86%) 

First day of first quarter for Class 94 was 69 students with a graduating class of 56 (81%) 

First day of first quarter for Class 95 was 69 students with a graduating class of 58 (82%) 

First day of first quarter for Class 96 was 60 students with a graduating class of 47 (78%) 

First day of first quarter for Class 97 was 69 students with a graduating class of  58 (84%)   

First day of first quarter for Class 98 was 70 students with a graduating class of  54 (77%)  

First day of first quarter for Class 99 was 70 students with a graduating class of 59 (84%) 

First day of first quarter for Class 100 was 65 students with a graduating class of 51 (78%) 

First day of first quarter for Class 101 was 72 students with a graduating class of 55 (76%) 

First day of first quarter for Class 102 was 72 students with a graduating class of 55 (76%) 
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NCLEX-PN Pass/Fail Rates:  

April ï September 2000 the NCLEX-PN pass rate was 94% 

October 2000 ï March 2001 the NCLEX-PN pass rate was 90% 

April 2001 ï September 2001 the NCLEX-PN pass rate was 87% 

October 2001 ï March 2002 the NCLEX-PN pass rate was 86% 

April 2002ï September 2002 the NCLEX-PN pass rate was 81% 

October 2002-March 2003 the NCLEX-PN pass rate was 82% 

April 2003 ï September 2003 the NCLEX-PN pass rate was 82% 

October 2003ï March 2004 the NCLEX-PN pass rate was 93% 

State reporting of school year 2004-2005 the NCLEX pass rate was 87% 

State reporting of school year 2005-2006 the NCLEX pass rate was 93%  

State reporting of school year 2006-2007 the NCLEX pass rate was 90% 

State reporting of school year 2007-2008 the NCLEX pass rate was 93% 

State reporting of school year 2008-2009 the NCLEX pass rate was 85% 
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Section 2 - Admission 

APPLICATION AND ADMISSION 

Applicants are accepted after meeting academic requirements and completing their application as 

outlined below.  The school is open to men and women of all ages who meet the requirements, 

regardless of race, religion, sex, age, marital status, sexual orientation, handicap, national origin, 

or ethnic background.  Students should be aware that Capital Area Career Center and Capital 

Area School of Practical Nursing comply with the American Disability Act and its mission. 

 

Qualifications: 

1.  At least seventeen (17) years of age. 

2.  High school graduate or GED certificate. 

3.  Successful completion and passing of pre-entrance examination.  All applicants will 

     be required to pass the Pre-Entrance Examination regardless of college hours or ACT 

     scores.  * Applicants may take the Pre-entrance Exam three (3) times.   

4.  Character references - three (3).  (Employers or Co-Workers are preferred)  If not  

     applicable then by a teacher, pastor, etc.  References given by family members will  

     not be accepted. 

5.  An applicant who has defaulted on a previous student loan(s) or owes a refund on a  

     Pell Grant may be ineligible for financial aid.  The applicant should contact the 

     Financial Aid Specialist before completing the application. 

6.  A physical completed on the schoolôs form within a year of starting class along with the 

following immunizations:  two (2) MMR, documented proof of Chicken pox or Varicella 

Titer, TB test within a year of starting class, and have either started or completed Hepatitis B 

series. An immunization record that includes dates of vaccination or lab reports with 

immunization titers must be submitted for verification of immunity. A two-step TB skin test 

must be performed unless written verification that a TB skin test is performed annually.  

Hepatitis series that is incomplete will be considered ñon schedule.ò  On schedule implies 

that the student will complete the series on the recommended schedule.  Physical and 

immunizations are the responsibility of the student. 

7.  Student must maintain current CPR Certification during the entire nursing program. Students 

MAY NOT go to clinical setting without a current Healthcare Provider CPR card on file. 

8.  If criminal background check comes back positive, the student must obtain a waiver and 

arrange/pay for fingerprinting if required. STUDENT WILL NOT BE 

     ADMITTED TO PROGRAM UNTIL CLEARED. 

9. Student must be a Certified CNA and be listed on the IDPH Healthcare Worker Registry. 

 

07/08, 01/09 
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SPECIAL ADMISSION CONSIDERATIONS 

 

The following personal questions appear on the application for the NCLEX-PN Examination.  If 

you will be required to answer YES to any of these questions, please contact the CASPN office 

before completing the application. 

 

1.  Have you been convicted of any criminal offense in any state or in federal court (other 

     than minor traffic violations)?   

2.  Have you been convicted of a felony? 

3.  Have you had or do you now have any disease or condition that interferes with your 

     ability to perform the essential functions of your profession, including any disease or 

     condition generally regarded as chronic by the medical community, i.e., (1) mental or 

     emotional disease or condition; (2) alcohol or other substance abuse; (3) physical 

     disease or condition, that presently interferes with your ability to practice your 

     profession? 

4.  Have you been denied a professional license or permit, or privilege of taking an 

     examination, or had a professional license or permit disciplined in any way by any 

     licensing authority in Illinois or elsewhere? 

5.  Have you ever been discharged other than honorably from the armed services or from a city, 

county, state or federal position? 

6.  In accordance  with the Illinois Administrative Procedures Act and the Nursing Practice Act, 

applications for renewal of a license or a new license shall include the applicantôs Social 

Security number, and the licensee shall certify, under penalty of perjury that individual is not 

more than 30 days delinquent in complying with a child support order.  Failure to certify 

shall result in disciplinary action, and making a false statement may subject the licensee 

to contempt of court. 

Are you more than 30 days delinquent in complying with a child support order?              

NOTE:  If you are not subject to a child support order, answer ñnoò. 

7. In accordance with the Department of Professional Regulation Law, ñThe Department shall 
deny any license or renewal authorized by the Civil Administrative Code of Illinois to any 

person who has defaulted on an educational loan or scholarship provided by or guaranteed by 

the Illinois Student Assistance Commission or any governmental agency of this State; 

however, the Department may issue a license or renewal if the aforementioned persons have 

established a satisfactory repayment record as determined by the Illinois Student Assistance 

Commission or other appropriate governmental agency of this State.ò  (Proof of a satisfactory 

repayment record must be submitted). 

     

  Are you in default on an educational loan or scholarship provided/guaranteed by the 

      Illinois Student Assistance Commission or other governmental agency of this State? 

                    
Revised  8/99, 07/01, 01/03, 11/03/, 07/04, 08/05, 5/06    
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Students’ Rights and Responsibilities 

 

Students have the right to: 

 

1. A meaningful learning experience in which they are treated as responsible adults. 

2. Be reprimanded in private, if possible.  If the discipline is be in the presence of others it 

shall be done in an appropriate manner. 

3. A meaningful curriculum in which they can discuss their progress and the evaluation 

process with their instructor in a supportive manner. 

4. Proctored ATI as defined per curriculum. 

5. Appeal process if they feel they been unfairly treated. 

6. Free tutoring as outlined in the handbook. 

 

Students are responsible for: 

 

1. Knowing and obeying all the rules of the CASPN Handbook. 

2. Their own actions. 

3. Respecting the rights and individuality of other students and staff members. 

4. Refraining from libel, slanderous remarks, and obscenity in verbal or written expression. 

5. Dressing and grooming in a manner that meets the dress code outlined in the handbook. 

6. Maintaining the highest level of academic achievement possible. 

7. Being punctual. 

8. Communicating to staff honestly, whether it be through conversation or a formal written 

complaint. 

9.   Self study / non proctored ATI information through out the program and 

      remediation if below level 2. 

10. Knowing reasons for probation and dismissal from the program. 
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*ESTIMATED EXPENSES 

 

 

Application Fee        $    70.00  

Tuition          $6250.00  

Textbooks/supplies        $  770.00  

Student Uniform, White Shoes, Watch (other required items)  $  450.00 

Copies of Transcripts (each)       $      5.00  

Assessment Technologies Institute Diagnostic/Validation Testing               $  264.00  

Liability Insurance          $    30.00                                                                                                                                

Skills Lab Kit         $    80.00 

Technology Fee        $   100.00 

EXPENSES INCURRED AT THE TIME OF GRADUATION: 

 

Class Pin (optional purchase)       $   60.00  

NCLEX-PN Examination Fee       $ 288.00 

LPN License Fee (after passing NCLEX-PN Examination)   $   50.00 

Finger Printing (estimate)       $   55.00  

     

 

 

*PRICES ARE ESTIMATED AS OF AUGUST 2009 AND ARE SUBJECT TO CHANGE  

WITHOUT NOTICE 

 

Revised 8/99, 1/00, 7/00, 7/01, 01/03, 07/03, 07/04, 10/04, 08/05, 01/06, 05/0, 03/07, 01/08 
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ACCESS TO RECORDS 

Access to school student records is governed by the Family Educational Rights and Privacy Act 

of 1974 and the Illinois School Student Records Act. School student records are divided into 

ñstudent permanent recordsò and ñstudent temporary recordsò. 

 

ñStudent permanent recordsò contain the minimum personal information necessary for the 

education of students. Such information includes a studentôs name and address, birth date and 

place, gender, academic transcript, graduation date, level achieved and scores on college 

entrance examinations, attendance records, accident reports and health record, record of release 

of permanent record information, and such other entries as the Illinois State Board of Education 

may require or authorize; and may include honors and awards received, and information 

concerning participation in CASPN sponsored activities. 

 

ñStudent temporary recordsò contain all information within school student records not contained 

in student permanent records. Such information includes a record of release of temporary record 

information, information regarding serious infractions that resulted in expulsion, suspension or 

the imposition of punishment or a sanction; and may include other information of clear relevance 

to the education of the student.  

 

Right to Inspect and Copy School Student Records; Limitations; Cost for Copying 

A student or any person specifically designated as representative by a student in writing has the 

right to inspect and copy all school student permanent and temporary records of that student. 

 

No person who is prohibited by an order of protection from inspecting or obtaining school 

records of a student pursuant to the Illinois Domestic Violence Act of 1986 shall have any right 

of access to, or inspection of, the school records of that student. No employee shall disclose to 

any person against whom CASPN has received a certified copy of an order of protection the 

location or address of the petitioner for the order of protection or the identity of the school in 

which the student is enrolled. A copy of the order of protection shall be maintained in the record 

of the student enrolled in CASPN whose parent is the petitioner of an order of protection. 

 

The cost for copying school student records shall be the actual cost of providing a copy or 

copies, provided that such costs shall not exceed $.35 per page. No student shall be denied a 

requested copy of school student records due to inability to bear the cost of such copying.  

 

Control of Access and Release of School Student Records 

CASPN reserves the right to control the access to and release of school student records. CASPN 

has the right to request a copy of any information released. All rules and regulations developed 

pursuant to the Illinois School Student Records Act, the Family Educational Rights and Privacy 

Act and the Freedom of Information Act will be observed by CASPN. 

 

No person may condition the granting or withholding of any right, privilege or benefits or make 

as a condition of employment, credit or insurance the securing by any individual of  

any information from a studentôs temporary record which such individual may obtain through the 

exercise of any right secured under the Illinois School Student Records Act or its regulations.                                                                                                                 
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School student records or information contained therein may, consistent with Illinois law, be 

released, transferred, disclosed or otherwise disseminated, without student consent, to the 

following: 

1. A student or person specifically designated in writing as a representative by a student; 

2. An employee or official of CASPN or Illinois State Board of Education with current 

demonstrable educational or administrative interest in the student, in furtherance of such 

interest; 

3. Official records custodians of another school in which the student has enrolled or intends 

to enroll, upon request of such official or student; 

4. Any person for the purpose of research, statistical reporting or planning, provided that no 

student can be identified from the information and the person to whom the information is 

released signs an affidavit agreeing to comply with all applicable statutes and rules 

pertaining to school student records; 

5. Any person pursuant to a court order; 

6. Any person specifically required by State or Federal law; 

7. Subject to regulations of the Illinois State Board of Education, in connection with an 

emergency, to appropriate persons if the information is necessary to protect the health or 

safety of the student or other persons; 

8.  Any person with the prior specific dated written consent of the student designating the 

person to whom the records may be released. 
 

Rights and Procedures for Challenging School Student Records 

Students have the right to challenge the accuracy, relevance or propriety of any entry in their 

school student records, exclusive of: 

1. Academic grades; and 

2. References to expulsions or suspensions if the challenge is made at the time the studentôs 

records are forwarded to another school to which the student is transferring. 

 

Students also have the right to insert in their student record a statement of reasonable length 

setting forth their position on any disputed information contained in that record. 

 

CASPN shall abide by the procedures prescribed by the Illinois State Board of Education when a 

challenge is made. Students who desire to challenge school student records may request a 

hearing by submitting a written request to the CASPN Coordinator, said request shall contain 

notice of the specific entry or entries challenged and the basis of the challenge. 

Challenge procedures shall include the following: 

1. An initial informal conference with the student, within 15 school days of receipt of the 

request for a hearing.             

2. If the challenge is not resolved by the informal conference, formal procedures shall be 

initiated. 

a. A hearing officer, who is not an instructor employed by CASPN shall be 

appointed by CASPN. 

b. The hearing officer shall conduct a hearing within a reasonable time, but no later 

than 15 days after the informal conference, unless an extension of time is agreed 

upon by the student and CASPN officials. The hearing officer shall notify the 

student and CASPN officials of the time and place of the hearing. 
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c. At the hearing each party shall have the following rights: 

i. The right to present evidence and to call witnesses; 

ii. The right to cross-examine witnesses; 

iii. The right to counsel; 

iv. The right to a written statement of any decision and the reasons therefore; 

and 

v. The right to appeal an adverse decision to an administrative tribunal or 

official established or designated by the Illinois State Board of Education. 

d. A verbatim record of the hearing shall be made by a tape recorder or a court 

reporter, at the expense of the party seeking to preserve the record. A typewritten 

transcript may be prepared by either party in the event of an appeal of the hearing 

officerôs decision, at the expense of the party seeking the appeal. However, a 

typewritten transcript is not required in an appeal. 

e. The written decision of the hearing officer shall, no later than 10 school days after 

the conclusion of the hearing, be transmitted to the student and CASPN. It shall 

be based solely on the information presented at the hearing and shall be one of the 

following: 

i. To retain the challenged contents of the student record; 

ii. To remove the challenged contents of the student record; or 

iii. To change, clarify or add to the challenged contents of the student record. 

f. Any party shall have the right to appeal the decision of the local hearing officer to 

the Regional Superintendent within 20 school days after such decision is 

transmitted. If the student appeals, the student shall so inform CASPN and within 

10 school days CASPN shall forward a transcript of the hearing, a copy of the 

record entry in question and any other pertinent materials to the Regional 

Superintendent. CASPN may initiate an appeal by the same procedures. 

g. Upon receipt of such documents, the Regional Superintendent shall examine the 

documents and record to determine whether CASPNôs proposed action 

concerning the studentôs record is in compliance with the Act, make findings and 

issue a written decision to the student and CASPN within 20 school days of the 

receipt of the appeal documents. 

h. Final decisions of the Regional Superintendent may be appealed to the Circuit 

Court of Sangamon County (see Section 7(c) of the Act). 
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                                          Directory Information and Disclosure 

Information that may be designated as directory information shall be limited to identifying 

information: name, address, gender, grade level, birth date and place,  parentsô names and 

addresses; academic awards, degrees, and honors; information in relation to school-sponsored 

activities and organizations; major field of study; and period of attendance in the school. 

 

ñDirectory Informationò may be released to the general public, unless a student requests that any 

or all such information not be released. 
 

DESTRUCTION OF SCHOOL STUDENT RECORDS 

CASPN annually reviews all school student records. Student permanent records are retained for 

not less than 60 years. Student temporary records are retained for 5 years. Students who 

graduated or otherwise terminated enrollment at CASPN prior to 5 years ago are notified that if 

they desire a copy of their temporary records before the records are deleted/destroyed, they must 

make that request to CASPN in writing. The scheduled destruction date of temporary records is 

July 1 of each year. Questions regarding school student records and procedures should be 

directed to the CASPN Coordinator.  
 

Revised 3/99, 7/01, 01/03, 07/03, 11/03, 8/05, 1/06 
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Section 3 – Tuition and Financial Aid 
 

TUITION 

 

Tuition for the Capital Area School of Practical Nursing is $6250.00 per year or $3125.00 per 

payment period. A tuition deposit of $500.00 will be due within one month from the date of 

receipt of the acceptance letter into the program unless waived or reduced by the Financial Aid 

Office. The balance of the tuition, liability insurance, technology fee, diagnostic testing fee, and 

skills lab kit for the first payment period (1
st
 and 2

nd
 quarters) is due one week prior to the first 

day of first quarter. The tuition for the second payment period (3
rd

 and 4
th

 quarters) will be due 

one week prior to the first day of 3
rd

 quarter. 

 

Students returning within 180 days of withdrawal are charged their original tuition rate plus 

liability insurance and other fees. Students returning after 180 days of withdrawal are charged 

the current tuition rate plus liability insurance and other fees. The student is responsible for all 

outstanding balances from previous enrollment before repeating a quarter. A deposit of 

$250.00 will be due within one month from the date of receipt of the re-admission letter unless 

waived by the Financial Aid Office. 

 

TUITION REFUND POLICY 

 

Federal Return of Title IV Funds Under the Higher Education Act Amendment of 1998.  

Scheduled hours will be used to determine the percentage of the period completed by a student 

withdrawing from a clock hour program. A student withdrawing from a clock hour program 

earns 100 percent of his/her aid if the studentôs withdrawal date occurs after the point when he or 

she was scheduled to complete 60 percent of the scheduled hours in the payment period. A 

student withdrawing before he/she is scheduled to complete 60 percent of the payment period has 

earned the equivalent percentage of Title IV aid that has been or can be disbursed. 

 

Example: If you are scheduled to complete 10 percent of the payment period, you are charged 

10% of the payment period Tuition Fee, and your refund, if applicable, would be 90%. 

 

Your loan and grant money must first be used to pay for tuition and fees. Once the institution has 

determined the amount of Title IV funds that may be retained, any required refunds will be made 

to the Title IV programs according to the Department of Educationôs distribution requirements. 

The student will then receive any refund due or be billed for outstanding charges. 

 

The order in which unearned funds must be returned to the Title IV program is: 

 FFELP loans ï Stafford (unsubsidized, subsidized, then PLUS) 

 PELL Grant Awards 

 Other Title IV Programs 

 State and other agencies 

 Student 

Refunds for all other types of assistance (i.e. State, private resources, scholarships) will follow 

the collegeôs refund policy above. 
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All institutional charges, minus $250.00, are refundable if the student withdraws on or before the 

first day of classes. 

 

There is a $50.00 fee for returned/bounced checks. Student transcripts will be held until this fee 

is paid. 

 

Revised 3/99, 1/00, 7/01, 01/03, 7/03, 11/03, 6/04, 5/06, 7/08 

 

 

TITLE 38 STUDENTS UNDER U.S. CODE: 

Veterans and eligible students drawing education benefits, who have changes in their programs 

that affect educational benefits, must have them reported within two weeks and no longer than 30 

days to the United States Department of Veteran Affairs Regional Office.  Upon receipt of 

official transcripts and course descriptions of the prior education, students with prior post-

secondary or college credits will be evaluated for possible advanced placement in the nursing 

program. 

Revised 2/99 

FINANCIAL AID 

The school participates in the following financial aid programs:  Federal Pell Grants, State of 

Illinois MAP Grant, Silas Purnell Illinois Incentive for Access Grant, Federal Stafford Student 

and Parent Loans, WIA (Workforce Investment Act), DORS (Dept. of Rehabilitation Services), 

Upward Mobility, IDES, IETC, Veterans Affairs Education Programs, and private scholarships 

and loans. 

 

 

CONFIRMATION OF STUDENTS IMMIGRATION AND NATURAIZATION 

SERVICE (INS) STATUS 

The Capital Area School of Practical Nursing will not pay any Title IV financial aid to students 

whose status as eligible non-citizens has not been confirmed through the Department of 

Educationôs Central Processor. Copies of the studentôs documentation may be collected as part of 

the financial aid application process through the Department of Educationôs Central Processor.  

If the Central Processor is not able to match the studentôs information with INS, the school will 

request secondary confirmation using the documentation collected during the studentôs 

application process. 

 

If the student fails to submit documentation during the application process, the school will send 

the student a letter requesting documentation and explaining the deadlines to the student.  

Financial aid processing will cease until the student submits the requested documentation. 
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                                           DISBURSEMENT OF FEDERAL AID 

Federal financial aid is not disbursed until the student submits all required forms and 

documentation.  All awards are issued to the school.  Disbursement of loan checks and Pell 

grants will not be issued any earlier than the day shown on official financial aid award 

notification. Funds will be available after they have been received from the lender and processed 

as quickly as possible through the Financial Aid and Business Office. Remember, one-half of all 

money awarded is disbursed per term.  

 

FEDERAL PELL GRANT 

The Pell Grant ranges from $976.00 to $5350.00 for the current award year.  The amount 

awarded is determined by the EFC (Expected Family Contribution) printed on the SAR (Student 

Aid Report).  EFCs between 0000 and 4617 will be eligible for an award based on a sliding scale 

provided by the Department of Education. The Pell Grant Award year extends from July 1 

through June 30.  All students that begin school in January must renew their FAFSA application 

as soon after January 1 as possible to qualify for the total award. 

 Revised 9/99, 01/03, 07/03, 11/03, 7/04, 10/04, 1/06, 7/08 

 

STATE OF ILLINOIS MAP GRANT 

The Monetary Award Program (MAP) is the State of Illinois need-based grant program. A 

studentôs financial need is based upon a comprehensive review of the familyôs financial situation 

and the cost of attending the institution. MAP awards cover only approved tuitions and 

mandatory fees, not to exceed the maximum award amount for the  

academic year. Student must be a resident of Illinois twelve months prior to the first day of class 

and be enrolled at least half time at a college approved for the MAP Grant Program. 

   

SILAS PURNELL ILLINOIS INCENTIVE FOR ACCESS GRANT 

The Silas Purnell Illinois Incentive for Access Grant is a $500 lifetime grant, with $250 available 

each semester to freshman students who have limited ability to pay for college.  Only students 

classified as freshmen by their college with an Expected Family Contribution (EFC) of $0 on 

their Federal Student Aid Report may be eligible.  Student must be a resident of Illinois twelve 

months prior to the first day of class and be enrolled at least half time at a college approved for 

the IIA Grant Program.  

 

FEDERAL STAFFORD STUDENT LOAN PROGRAM 

Determination of eligibility for the Federal Stafford Student Loan is based on the studentôs EFC 

(Expected Family Contribution) reported on the SAR (Student Aid Report) and his/her estimated 

expenses for the school year.  Students may qualify for a need-based Subsidized Loan, and/or a 

non-need based Unsubsidized Loan. 

 

The maximum Stafford Loan, subsidized and unsubsidized combined, is $9,500.00 for an 

independent student and $5,500.00 for a dependent student.  The dependent student may be 

eligible for increased loan amounts if a parent is denied a PLUS Loan. 

 

The interest on the Subsidized Stafford Loan is paid by the government while the student is in 

attendance and during the grace period.  The student is responsible for payment of the interest on 
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the Unsubsidized Stafford Loan.  The interest can be paid quarterly while the student is in 

school, or can be capitalized and added to the principal of the loan. 

 

In accordance with U.S. Department of Education regulations, an entrance counseling interview 

is required before receiving initial loan disbursements.  An exit counseling interview is required 

before graduation or upon withdrawal. 

 

 

PLUS LOAN (PARENT LOAN FOR UNDERGRADUATE STUDENTS) 

The PLUS Loan is a non-need based loan available to parents of dependent students.  The PLUS 

Loan is obtained in the name of a parent.  The maximum amount a parent can borrow is ñcost of 

education minus financial aid receivedò.  While the student is enrolled, the parent may pay the 

interest on the loan or allow it to be capitalized and added to the principal of the loan. 

 

 

REPAYMENT OF LOANS 

Repayment of the Stafford Student Loan(s) must begin in the seventh month after the student is 

no longer enrolled in the nursing program, whether or not he/she completes the program, or is 

dissatisfied with the program.   

 

Repayment of the PLUS Loan begins 30-60 days following the final disbursement of funds.   

           

       

The student is responsible for contacting the lender regarding repayment procedures following 

graduation or withdrawal from the nursing program.  The financial aid advisor will alert the 

student of a change in the lender or holder of the loan.  This notification can occur any time after 

the first disbursement is made. 

 

Requests for deferment, forbearance, or any change in the repayment schedule, must be initiated 

by the student to the holder of the loan.  Forms for requesting a deferment can be obtained from 

the lending agency or holder of the loan.  If the student does not contact the lender regarding 

repayment procedures within six (6) months after graduation, or withdrawal from the nursing 

program, he/she will be considered in default, and action will be taken against him/her by the 

lender and/or federal government.  Requests for consolidation of all loans to allow the student to 

make one quarterly payment, instead of two or more, must also be initiated by the student. 

 

Revised 01/03, 07/03, 11/03, 7/04  

 

Please refer to the financial aid handouts for further information on charges, interest, 

grace periods, repayment and deferments on student loans. 
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DEFAULT PREVENTION 

 

In addition to entrance and exit counseling interviews, Mapping-Your-Future.org and 

CollegeZone.com are useful websites that provide college, career, and financial aid information 

and services. Visitors to Mapping Your Future may choose from several topics such as: 10 Steps 

to Financial Fitness, Budget & Loan Calculators, CAREERSHIP, Debt/Salary Wizard, and 

Deferment Navigator to name a few.  A student who does not begin repayment or does not 

maintain the repayment schedule as required is considered to be in default. 

 

A student, who is in default on a Stafford Loan or owes a PELL Grant refund under the 

Title IV Program, is NOT eligible for further financial aid. 

 

Default status can result in adverse credit rating, garnishment of wages, withholding of Federal 

or State Tax refunds, denial of LPN licensure, and possible litigation.  (See financial aid 

handouts for further information.) 

 

 

TITLE IV REPAYMENTS 

A student who has received Title IV funds, and is dismissed or withdraws from the program 

before completing a payment period, may need to repay financial aid received in excess of the 

actual funds earned during enrollment.  Repayments are based on the percentage of scheduled 

hours and expenses incurred.  The student is responsible for discussing the need for repayment 

with the Coordinator or the Financial Aid Specialist at the time of withdrawal or dismissal from 

the program.  The Capital Area School of Practical Nursing will not issue any information for 

any student known to be in default on a CASPN student loan, owes a refund of Title IV Funds or 

has a balance on their school account.  Future financial aid can be denied to a student who owes 

a repayment on a PELL Grant.  

Revised. 3/04, 6/04        

 

 

UPDATING FAFSA 

A student must update his dependency status any time during the award year unless it changed 

because of marital status change.  

 

PROFESSIONAL JUDGEMENT 

 

Students with extenuating circumstances may request a special review of their original FAFSA 

application. Students must submit a signed letter detailing their special circumstances to the 

Financial Aid Office before a special review will be conducted. Students must also provide the 

Financial Aid Office with any supporting documentation that is requested. 
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SATISFACTORY ACADEMIC PROGRESS STATEMENT 

To be eligible for federal and state financial aid, students are required by the U.S. Department of 

Education and the State of Illinois to maintain satisfactory academic progress toward their degree 

objectives.    

 

All students achieving a final grade of at least a óCô, defined as 77%, in each theory course are 

considered to be ñmaking satisfactory progress.ò  Any student that does not achieve a final grade 

of at least óCô (77%) in each theory course will be dismissed from the nursing program.  Students 

granted an appeal or allowed to repeat the quarter are placed on financial aid warning for the 

next quarter.  Warning puts students on notice that they will lose financial aid eligibility if 

standards are not met at the end of the warning term.  During a warning term, students may 

continue to receive financial aid.  If students fail to meet any element of this policy at the end of 

a warning term, their financial assistance will be terminated. 

 

The maximum time frame in which students may receive federal student aid cannot exceed 150 

percent of the published length of the program, this includes all completed and uncompleted 

quarters.  In this program, published length of the program is defined as four quarters, totaling 

1330 clock hours.   

 

Transcript grades and hours from previous attempted quarters will be shown on the transcript but 

listed as attempted hours vs. completed hours. 

 

Appeals regarding financial aid must be submitted in writing to the Financial Aid Advisor within 

two weeks.  Decisions will be based on current year Federal Rules and Regulations. 

 

Appeal requests may be based on extenuating circumstances such as:    

(a) extended illness or hospitalization of the student 

(b) an accident which incapacitates the student for an extended period of time 

(c) death or extended illness of an immediate family member which results in greater 

family responsibilities for the student 

 

 

Signature________________________________________   

Date__________________________ 

 
Revised 10/04 
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Responsibility for Payment of School Expenses 

 

I understand that the first payment (for quarters 1 & 2) is due one week prior to the first day of 

first quarter. The payment for the second period (quarters 3 & 4) is due one week prior to the 

first day of 3
rd

 quarter.  The tuition for the second payment period is subject to increase during 

enrollment. The school may grant a deferment pending the receipt of student financial aid.  

However, failure to be eligible and/or to apply for financial aid does not change my obligation to 

pay outstanding tuition, fees and other charges due the school on the required dates. 

 

I understand that Federal regulations require that any financial aid I receive must first be credited 

towards any outstanding tuition and fees owed by me to the school.  Once such charges are paid, 

I may use the remainder of the funds received for expenses of rent, food, utilities, and 

transportation (not including car payments). 

 

I agree to submit any additional information and/or documentation necessary to support my 

application for financial aid upon request. 

 

 

 

Signed_______________________________ Date________________________ 
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Release Authorization for Title IV Funds 

 

I authorize the Capital Area School of Practical Nursing to credit my account with eligible Title 

IV Post-Withdrawal Disbursement funds for any prior or currently outstanding tuition obligation, 

and/or other institutional charges incurred should I be unable to complete my education and 

withdraw.   

 

 

Signed_______________________________ Date_________________________ 
 

 

Revised 01/03, 08/03, 11/03 
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Verification Policy 

 

Verification is a process which enables a school to confirm the accuracy of information used to 

determine a studentôs eligibility for federal student assistance.  A studentôs file may be selected 

for verification by either the school or by the U.S. Department of Education. 

 

If a studentôs file has been selected for review under the verification process, the following 

material will be requested from the student: 

 

1. A completed Verification Worksheet, signed by the student (and parent when 

    applicable). 

2. A copy of the U.S. Income Tax Return (IRS Form 1040, 1040A, 1040EZ, 1040 TEL, 

    1040PC) for the base year filed by the student.  Married students must also provide 

    their spouseôs tax return.  Dependent students must also provide their parentôs return. 

    IRS Form 1722 listing the taxpayerôs information is acceptable in lieu of 1040. 

3. Any other information deemed necessary by the institution including, but not limited 

     to, social security benefit documentation, divorce decrees, or W-2 forms. 

 

The institution will withhold financial aid payments from any student who has not 

completed the verification requirements within the prescribed deadlines.  Students must 

provide the above information prior to the first day of school or one week from date of 

request if school has already begun.  

Revised 3/04 

 

Students will be required to correct any information that is found to be inconsistent as a result of 

the verification process.  The verification process is not considered to be complete during periods 

of corrective action.  Corrections generally include a recalculation of the studentôs EFC, and 

resubmission through the Central Processor. 

 

If a studentôs award changes as a result of the verification process, the student will be counseled 

and informed of how the change affects his/her packaging and financial obligations to the 

institution. 

 

To protect the integrity of federal student assistance programs, institutions must enforce 

verification policies.  It is the studentôs responsibility to comply with any and all requests by the 

institution for verification material, within prescribed deadlines.  

 

In the event of an overpayment in the Pell or SEOG programs, the student will be notified and 

given 30 days to repay the overpayment.  After that time any unpaid balance in excess of $25 

will be sent to the Department of Education for collection action.  Until the balance is cleared, 

the school will withhold all academic transcripts and the student will no longer be eligible for 

Title IV assistance. 

 

Students will forfeit their right to federal assistance for non-compliance with verification 

policies.   Revised 08/03 
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Section 4 – Academic Standards and Attendance Policies 
 

ACADEMIC STANDARDS 

The Capital Area School of Practical Nursing offers educational opportunities without regard to 

age, color, race, sex, nationality, religion or religious affiliation, sexual orientation or handicap. 

Students are evaluated on nursing practice skills, professional qualities, personal qualities, 

attendance and classroom/clinical performance.  These qualities and skills are based on the 

objectives of the nursing program. 

 

1.  NURSING PRACTICE: 

  Students must develop and maintain safe practice skills in the clinical area. 

     Students are expected to achieve proper: 

     a.  Communication skills 

     b.  Organizational ability and prioritizing  

     c.  Knowledge and judgment 

     d.  Procedural skills 

     e.  Professional manner 

 

2. PROFESSIONAL QUALITIES: 

     Students must demonstrate certain professional qualities for dealing with patients and  

     their families, as well as to instructors, other students and coworkers. 

     Students are expected to: 

     a.  Develop and maintain good physical and emotional well-being. 

     b.  Assume responsibility for purposeful self-activity in the classroom and the 

          clinical area. 

     c.  Develop and maintain high standards of integrity. 

     d.  Accept responsibility for their own actions. 

     e.   Have caring as a moral ideal 

 

3. PERSONAL QUALITIES:  

      Students are expected to exhibit Ethical Behavior 

      a.  Students will be respectful to persons in actions and words. Disrespectful behaviors 

include but are not limited to verbal or physical altercations, sexual harassment, and/or use of 

foul language or derogatory statements, verbal and/or written, including email and social 

networking sites.  

      b. Honesty is expected of every student. Dishonest behaviors include but are not limited to 

cheating of any kind, falsification of information ï verbal and/or written, taking equipment, 

supplies, or anotherôs personal belongings. 

 

Students who do not comply with the above Academic Standards which include Nursing 

Practice, Professional Qualities and Personal Qualities are subject to immediate dismissal 

from the nursing program and will not be allowed to return.   

 

      Unethical Behavior 

      a.  Students involved in cheating of any kind. 

      b.  Falsification of information of any kind. 
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      c.  Taking equipment or supplies from school or health agency without permission of  

           the instructor. 

      d.  A violation of confidentiality (the disclosure of information received for 

           treatment, assessment, chart review, observation, conversations or any other 

           sources.) related to client care, families or the clinical setting. 

 

A student who commits any unethical behavior is subject to IMMEDIATE dismissal from 

the Nursing Program and will not be allowed to return. 

Revised 6/04, 05/06, 01/10 

 

ATTENDANCE 

Attending class is an expectation and responsibility when enrolled at CASPN.  A student 

cannot be evaluated unless continuously present in the classroom and/or clinical area. 

Absences and tardy (up to 20 minutes late) days will be closely monitored. 

 

Classroom: 

Students may be absent up to three (3) days per quarter without penalty.  Of those three (3) days 

per quarter, only one (1) day may be a clinical day. Students are expected to complete any 

assignments or complete make up work for the days they are absent.  The course syllabi may 

include a daily participation grade that includes class attendance.  

  

Clinical: 

Students may be absent up to three (3) days per quarter without penalty.  Of those three (3) days 

per quarter, only one (1) day may be a clinical day. Students will be allowed one (1) absent day 

from clinical per quarter. A second clinical absence during that quarter must be made up on a 

CASPN scheduled Saturday during that quarter. Make-ups for missed days will not carry into 

other quarters. If a student is unable to make-up missed day before the end of the quarter, 

the student has failed the clinical portion of the program, which results in dismissal from 

the program. Missing a third clinical day in any one (1) quarter may result in dismissal from the 

program. 

 

Students may be dismissed early on some clinical days. This will only occur in rare incidents 

where prior approval is obtained from the Coordinator. All students will be dismissed around the 

same time. Do not expect to be dismissed early on a regular basis. Dismissal does not always 

occur at the assigned time. If student assignments are not completed, the Instructor, at their 

discretion, may ask students to remain at the clinical site until all assigned work is 

completed. 

 

Lateness:  Lateness is NOT acceptable. 

Attendance will be taken by the clock in the classroom and clinical setting, not by individual 

watches. Arriving tardy to the clinical setting will be counted as a full day absence. If a student 

is tardy, they may remain in the clinical setting so that they do not miss the experience; however 

the recorded absence due to lateness will not be changed. The student will still be required to 

make up a clinical day on a Saturday if they already have one (1) recorded clinical absence for 

that quarter. Only two tardies (up to 20 minutes late) are allowed in the classroom setting per 

quarter. Any future tardies will count as one half day absence each.  
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There are NO excused absences for classroom or clinicals. However the following are the 

exception to the rule: 

  

1. Documented Military Training (In and Out of the Country) 

2. Mandatory Court Appearances/Subpoenas (Must have “Subpoena or Mandatory 
Court Appearance” noted on the document)          

                                   

Revised 01/06, 05/06, 01/08, 07/09 

 

NOTIFICATION OF ABSENCE 

CLASSROOM 

Students who will be absent or tardy for classroom must call the CASPN office at 217-585-2160 

as soon as possible and leave a message.   Be sure to include: 

1. Name  

2. Date 

3. Time 

4. Reason and class that you will not be attending or will be arriving tardy.  

Leave a message on the answering machine if the school office is closed. 

 

CLINICAL 

1. You  MUST notify your clinical instructor and/or assigned health agency at least one 

hour prior to start of the clinical day.  

                                                      AND 

2. You MUST also call the CASPN Office.  

 a.  Students who will be absent or tardy for clinical must call the CASPN 

           office at 217-585-2160 and leave a message identifying your instructor. Be 

           sure to include:  

1. Name 

2. Date 

3. Time 

4. Clinical assignment/Instructors name and reason that you will not be attending. 

b. Students who will be absent for clinical must also call the clinical instructor or 

assigned health agency.  The message left should include: 

1. Name 

2. Date 

3. Time 

4. That you are a student at Capital Area School of Practical Nursing, and ask that a 

note be left for your clinical instructor that you will be absent.  

The student should record the name of the person who took the message regarding the absence in 

case of any discrepancies. If a discrepancy occurs and the student has not recorded the name of 

the person they spoke with then the student will be considered a ñno call, no show.ò   

 

NOTE:  ñNo Call No Showò   

 

A STUDENT WHO IS ABSENT FROM CLINICAL WITHOUT NOTIFYING THE 

SCHOOL AND/OR THE CLINICAL AGENCY WILL BE PUT ON PROBATION! 
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AGENCY PHONE NUMBERS 

 

Telephone numbers of the school and agencies are as follows: 

 
 Capital Area School of Practical Nursing..............................................................(217) 585-2160 

 Heritage Manor..................................................................................................... (217) 789-0930 

Lewis Memorial Christian Village.........................................................................(217) 787-9600 

 Memorial Medical Center......................................................................................(217) 788-3000 

 Taylorville Memorial Hospitalééééééééééééééééééé...(217) 824-3331 

 McFarland Mental Health Center..........................................................................(217) 786-6900  

Regency Nursing Home.........................................................................................(217) 793-4880 

 St. Johnôs Hospital.................................................................................................(217) 544-6464 

 Hillsboro Health and Rehabéééééééééééééééééééé...(217) 532-6191 

 Lincoln Christian Villageééééééééééééééééééééé. (217) 732- 2189 

 Central Counties Health Centersééééééééééééééééééé(217)788-2300 

 Passavant Hospitaléééééééééééééééééééééééé..(217)245-9541 

 Barton Stone éééééééééééééééééééééééééé..(217)479-3400 

 Washington Christian Villageéééééééééééééééééééé.(217)444-3161 

  

Numbers for these and other agencies are also listed in the Springfield phone directory. 

 

Revised 1/00, 7/01, 01/03, 07/03, 8/05, 1/06, 08/07,01/09 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      



30 

 

Section 5 - Classroom 

DAILY SCHEDULE 

 

CLASSROOM:  8:15 A.M. - 4:00 P.M. 

Instructors will have office hours available per syllabus. Other hours should be made by 

appointment. 

There will be a lunch break of 35 minutes with A.M. and P.M. breaks of 15 minutes.  Vending 

machines are available.  Students may leave campus to eat. 

No food may be eaten in the classroom or lab areas.  In the classroom, students may have 

bottled water in clear, capped containers only.  No drinks are allowed in the lab area.  

There are NO exceptions to this rule.         

 

05/06  

 

CLASSROOM PERFORMANCE 

A. Classroom  conduct : 

1. Will be respectful and an atmosphere conducive to learning. 

2. Avoid holding conversations with classmates while the instructor or another 

    student is speaking. 

3. Alert/ Awake undivided attention during class sessions 

4. Refrain from participating in distractive behavior. 

5. Participate in learning by using a variety of methods: note taking, group 

    participation, class discussion and audio taping as appropriate. 

6. Cell phones, pagers, etc. are to be on silent or turned off and put away during   

         class sessions. 

7. Children are not allowed to be taken into the classroom or skills lab. 

8.  Students should conduct themselves in a professional manner while in the 

     learning environment of classroom, skills lab, or clinical. 

 

* Additional behavioral expectations may be outlined at the discretion of each instructor 

*The instructor reserves the right to ask a student (s) to leave if engaging in disrespectful 

or disruptive behavior. A disciplinary form will be completed, and, you may be referred 

to the Coordinator. 

 

B. Students are required to achieve a final grade of at least a ñCò in each theory course or will 
be dismissed from the program. 

 

C. Subjects must be taken in sequence as shown in the curriculum of the STUDENT 

HANDBOOK. 
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D. The following letter grade system is used in classroom theory: 

    

A      - Academic Excellence  93  -  100% 

   B      - Above Average             86  -    92% 

   C      - Average   77  -    85% 

   D      - Below Average - Failure 70  -    76% 

              F       - Failure                 0  -    69% 

   P       - Passing 

   W /P - Withdraw Passing 

   W/F  - Withdraw Failing 

 

E. Written assignments are considered part of the requirements for all courses.  Any written 

assignment which is not handed in by the due date will have five (5) percent deducted from 

the score for each day late.  At the instructor’s discretion this may vary but would be 

identified in the syllabus. 

 

F. Evaluation Tools: 

1. Oral and written exams 

2. Laboratory practice followed by return demonstrations 

3. Special assignments:  diabetic diet, care studies, etc. 

4. Students are expected to submit Self-Evaluation Forms for all clinical rotations. 

5. ATI Proctored Exams 

 

G. Make-up Test:  A student who misses a test or who is absent the day of a test must make an 

appointment to make-up the test per school policy. Appointments must be made by either 

calling or in person to the Front desk or the Administrative Assistant. The responsibility lies 

with the student. Tests not taken upon return to class on next scheduled test make-up 

day  will have a five (5) percent penalty for each test make-up day missed until the test 

is made up. Students should speak with their instructor regarding taking the test early if they 

will have a planned absence on a test day.   Revised 01/07, 3/07 

 

H. Make-up Work: The responsibility lies with the student to be prepared regardless of 

absences.  It is the responsibility of the student to inquire about make-up work. 

Assignments not completed upon return to class will have a five (5) percent penalty for 

each class/clinical day until the work is made up.   

 

J.   Students must be passing Fundamentals one week prior to first clinical rotation.  A 

     student must have demonstrated competency in all lab skills prior to attending the first 

     clinical rotation. If a student is not passing at this point, the student will be 

     recommended for dismissal for academic failure to the CASPN Coordinator.   

 

I. Students will receive forms to evaluate classroom instruction and instructor. Evaluation 

forms are given to provide feedback to each nursing instructor.  The lay-out is on a scan-tron 

format; however, hand written evaluations are encouraged as well. At the end of each 

quarter, a designated student from each class is to return the envelopes to the front desk. 
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PROBATION will be given to a student who misses two (2) or more lab prep or lab days. 

 

A mock NCLEX-PN examination is required during fourth quarter.  This exam will 

provide a prediction of student performance on the licensing examination taken after 

graduation.  Based on national passing score of Assessment Technologies Institute (ATI), 

the student is required to take and meet or exceed the exam benchmark to be eligible for 

graduation. A student who does not pass the exam the first time will be allowed to repeat 

the exam a second time. After a second failure, an individualized plan of action will be 

implemented. After completing required remediation as assigned by the Coordinator, the 

student will receive his/her diploma and may sit for the state licensing exam. 

 

Revised 01/03, 07/03, 11/03, 6/04, 07/04, 8/05, 1/06, 05/06, 07/08, 01/09 

 

 

DRESS CODE 

Students will have a well groomed appearance. Clean, appropriate clothing is expected in 

the classroom. 

1. Students MAY NOT wear: tops with inappropriate logos/language printed on them, any 

revealing blouse or top such as spaghetti straps, tube tops or halter tops. Bare midriff will 

not be acceptable. Shirts must be tucked in or bottom of shirt must cover waistband of 

pants. 

2. Students MUST wear shoes at all times. All hats and caps are to be removed while in 

the building.  

 

Failure to comply with the dress code in the classroom will result in completion of 

disciplinary action form and may result in dismissal from class for the day. Any student who 

is sent home for a violation of dress code will receive an absence for that day. Continued 

violation will result in probation. 
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Section 6 - Clinical 
 

CLINICAL ASSIGNMENTS   

Time Varies.  The time varies to meet the objectives of each quarter but is typically 7:30a.m 

until 3:00 p.m. Students will be informed of hours for each clinical assignment in advance.  

Evening clinical may be required. Some travel may be required for outlying clinical sites. 

Transportation is the responsibility of the individual student. 

 

A meal break of 30 minutes and one break of 15 minutes will be scheduled by the instructor in 

accordance with agency policy.  Students may bring a lunch or take advantage of agency 

facilities, if available. 

 

01/09, 07/09 

 

 

CLINICAL STANDARDS 

Students are to abide by the policies and procedures of the clinical facilities and observe 

regulations regarding patient safety and welfare. 

 

All Students must meet the recommended criteria of each clinical site utilized by the 

program. 

 

If a question or problem arises concerning a patient, agency staff, or another student, it is the 

responsibility of the student to seek guidance from their primary source, the clinical instructor. 

 

Students will not be able to refuse any assigned clinical site. 

 

Students will not be able to refuse any clinical assignment. If there is a problematic situation 

the student should discuss it with the clinical instructor prior to assignments. Ultimately the 

instructor makes out the assignments. 

 

Students may not visit friends, relatives, or former patients during clinical hours.  Students may 

not receive visits from friends or relatives in the clinical area during clinical hours, including 

break and meal times.  In some circumstances, the instructor may consent to the above prior to 

the action or event.  

 

A student who contacts a patient after completing their assigned care is not demonstrating 

professionalism and may be considered in violation of that patientôs confidentiality. Students 

may not develop personal relationships with patients in any setting. 

 

For the purpose of confidentiality issues, students must advise the instructor if they are assigned 

to provide nursing care to an acquaintance, friend, or relative. 

 

Only emergency messages will be delivered to students during clinical assignments.  Students 

should inform friends and relatives that they cannot be reached during clinical hours, except for 

emergencies. In the event of a true emergency; CASPN support staff will contact the 
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student’s instructor. Student phone calls to the CASPN office are prohibited during clinical 

hours. Students may not use the phones at clinical facility for personal calls unless permission 

has been given by the instructor. Pay phones are available at break time. CASPN forbids the use 

of cell phones or pagers in the clinical facility.  Any student caught with a cell phone or pager 

on his/her person during clinical hours will be asked to leave and will be charged one day 

absence and will be put on probation. Carrying a cell phone or pager could potentially 

interfere with facility equipment or create a situation where the student is in violation of HIPPA 

policy. THERE WILL BE NO EXCEPTIONS TO THIS RULE.    Revised 1/06, 3/06, 05/06, 

03/07 

 

Evening Shift Clinical 

Emergency calls for the student on a clinical day after 4:00 pm will be handled by the 

clinical instructor. The emergency call should be called to the clinical facility and the 

caller should ask for the clinical instructor (NOT THE STUDENT). Anyone that may 

need to reach the student during evening clinical hours should have the number of the 

clinical facility including the extension to the floor that the student is assigned to, along 

with the name of the clinical instructor. 

 

Revised 08/03, 11/03, 07/04, 8/05, 1/06, 05/06 

 

 

CLINICAL PERFORMANCE: The CASPN Faculty views the clinical environment as a 

place of learning and practice.  

 

A. A student must pass each clinical rotation. An orientation and an explanation of the 

Instructorôs expectations will be given at the beginning of each rotation. Evaluation forms 

will be explained by the clinical instructor at the beginning of each rotation. 

 

B. The following letter grade system is used for clinical performance for each rotation based on 

the Clinical Evaluation Tool:  

 

S = Satisfactory: Clinical performance is safe and demonstrates application of the nursing 

process, communication, psychomotor skills, and application of learning at the expected 

level. Student shows growth toward meeting the clinical and program objectives. 

N/I = Needs Improvement: Clinical performance is safe yet essential information and 

background knowledge is deficient. Student demonstrates some growth toward meeting 

clinical and program goals. Student completes plan of improvement for each N/I 

received. 

U = Unsatisfactory: Clinical performance is unsafe and/or inadequate in application of the 

nursing process. Communication and psychomotor skills are poorly demonstrated. Evidence 

of growth toward meeting and the clinical program goals is not evident. An unsatisfactory in 

any area will fail the student for the quarter. 

 

C. Written clinical assignments may be an expectation of clinical instructors. Any written 

assignment not handed in by the due date will be reflected in the evaluation process of the 

student. 
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D. “Unsatisfactory” performance at any time during a clinical rotation will be considered 
failure for that clinical experience.  The Clinical Instructor will make a recommendation to 

the Coordinator for immediate dismissal. The Coordinator may support the decision or 

choose to review details of the clinical situation in question with an ñad-hocò committee. 

             

E. If a studentôs performance does not meet stated expectations at any time during a clinical 

rotation, student may be given a Plan of Improvement (POI). If at any time an instructor feels 

that a studentôs behavior or care has endangered the well-being of a patient, the instructor 

may choose to complete a disciplinary form and refer them to the Coordinator, or put them 

on immediate probation or dismissal.  The instructor will consult with the Coordinator before 

a final decision is made and presented to the student. Otherwise, if a studentôs performance 

does not meet stated expectations at any time during a clinical rotation, student may be given 

a verbal and/or written warning.  The improvements needed and the time allowed to meet 

those expectations will be clearly stated by the instructor verbally and in writing.  Failure to 

meet those expectations in the allotted time will result in a grade of Probation or 

Unsatisfactory clinical performance. 

 

F. A student who fails clinical performance will be dismissed from the program, 

regardless of student’s grades in theory.  If a student fails to submit a ñself-evaluationò 

form for a clinical rotation, student will receive probation for that rotation.   

 

G. If at any time the instructor determines that a student is ill or injured; compromising                          

patientôs health and compromising the ability to care for patients; the instructor has the 

authority to send the student home.  Each day equals one absence.  There are no half-

days in the clinical area.   

 

H. Students will receive forms to evaluate clinical instruction and clinical site/facility. 

Evaluation forms are given to provide feedback to each nursing instructor. They must be 

completed after each rotation.    

    

Revised 8/99, 1/00, 7/01, 01/03, 6/04, 10/04, 8/05, 5/06, 7/08 

 

 

DRESS CODE 

CLINICAL AREA:  Student will be sent home if not in compliance with dress code: 

1.  Regulation school uniform must be worn. 

a) Clean, well fitting uniform with a CASPN arm patch.  

b) Clean all white shoes, including shoelaces if present, worn with white hose/socks. No 

sandals or open toe shoes. No strap backs, clogs or Crocs will be allowed. White tennis 

shoes are allowed. They must not have any logos, color, or designs. Shoes must be worn 

for clinicals only. 

c) Full-length white slip, white pantyhose and appropriate white undergarments are required 

with the dress uniform.  No t-shirts with any type of coloring are to be worn with the 

uniform. No long sleeve or ¾ sleeve t-shirts under uniforms are allowed. Dress uniforms 

must come at least to the top of the knee when the student is standing.(Student who alters 
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uniform may be required to purchase new one.)  If a belt is worn it must be white. All 

undergarments must be white and without pattern.                                                                                                                    

 

d) Any style of pants that are ñwell fitted.ò NO white jeans may be worn, no elastic cuffs. 

2.  Only white sweater/lab coat may be worn over uniform.   

3.  Student picture ID badge must be worn at all times, above the waist except where 

     agency regulations prohibit. They are to have student first name, last initial, & SPN. 

4.  Hair must be clean, well groomed, under control, and of a natural color. Long hair 

     must be secured off the shoulders, and away from the face. Facial hair must be 

     neatly trimmed.  Hairstyles must present a professional image. 

5.  No jewelry, other than wedding band, or engagement ring, and watch.  No class  

     rings, heirloom rings, neck chains or bracelets. 

6.  Only ONE stud earring in the lobe of each ear:  No other body piercing sites to be 

      visible. 

7.  Only clear nail polish - No colors. Nails should have smooth edges. No artificial 

      nails.  

8.  Any visible tattoo(s) MUST be covered in the clinical area. 

9.  Other restrictions may be applied at the discretion of the instructor as deemed 

     appropriate for the clinical setting or according to agency policy. 

 

THE SCHOOL UNIFORM IS NOT TO BE WORN EXCEPT WHEN PERFORMING IN 

THE ROLE OF A CASPN STUDENT PRACTICAL NURSE. 

 

Revised 3/98, 7/00, 7/01, 01/02, 8/05, 1/06, 12/06 
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Section 7 - Policies 
 

ALCOHOL/SUBSTANCE ABUSE POLICY 

 

Section I. Prohibition Against Use of Drugs and Alcohol. 

No student shall possess, use, distribute or be under the influence of any drug or alcohol while 

within school boundaries, or within any clinical setting, or at any school sponsored activity, such 

as field trips, workshops, or graduation. 

 

Any violation of the above prohibition shall be grounds for discipline, including immediate 

dismissal from the Capital Area School of Practical Nursing Program.  Any violation of the 

above prohibition may be reported to the authorities.  Any student dismissed under this section 

may reapply to the program only upon proof of rehabilitation.  It shall be no defense that the 

violation occurred outside normal school hours, such as during the evening or weekend, nor shall 

it be a defense that any drug or alcohol was consumed prior to the student attending school or a 

school sponsored activity, if the student is under the influence of the drug or alcohol while 

attending school or a school sponsored activity. 

 

For purposes of this policy, ñdrugò means any substance that, when used or ingested, impairs or 

alters a personôs mood, cognitive ability or perception.  ñDrugò therefore includes both illegal 

and prescription drugs, as well as substances that may not have been manufactured for the 

purpose of altering a personôs mood, cognitive ability or perception, but can and are used to do 

so (such as inhalants).  However, the possessing, using or being under the influence of a 

prescription drug shall not be deemed a violation of this policy, provided that the prescription 

drug is used in accordance with the terms of a valid medical prescription, and provided further 

that the student has notified the program coordinator, in accordance with Section III below, of 

any impairing affects of the prescription drug. 

 

For purposes of this policy, a student is deemed to be ñunder the influenceò of any illegal drug if 

any amount of the drug is consumed or ingested, whether or not the student exhibits any signs of 

intoxication or impairment.  For purposes of this section, a student is deemed to be ñunder the 

influenceò of alcohol if the student shows any signs of alcohol-induced impairment, or if the 

studentôs blood alcohol level is greater than 0.02, or if there is any measurable blood alcohol 

level and the student is under 21 years of age.  It shall be no defense that the student does not 

meet any legal definition of intoxication.  For purposes of this section, a student is deemed to be 

ñunder the influenceò of a substance (other than an illegal drug or alcohol) if the student is 

visibly impaired or exhibits any erratic behavior reasonably attributable to the use of the 

substance. 

 

Section II. Testing for Drug or Alcohol Use. 

Upon reasonable suspicion that any student is under the influence of any drug or alcohol while 

within school boundaries, or within any clinical setting, or at any school sponsored activity, the 

Capital Area School of Practical will immediately require, at the studentôs expense, laboratory 

testing for drugs and/or alcohol.  The student may be required to undergo blood analysis, 

urinalysis, or any other form of laboratory testing that the Capital Area School of Nursing deems 

appropriate.  If the laboratory analysis of any sample indicates no concrete evidence of drug or 
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alcohol use, but there is any indication that the sample is abnormal, the student will be subject to 

additional testing.  If the result of any testing reveals any violation of this policy, the student 

shall be subject to discipline, as set forth in Section I above. Testing shall take place at 

Springfield Clinic-Midwest Occupational Health Associates or at such other testing facility as 

CACC/CASPN shall designate in its sole discretion. The refusal of the student to submit to 

laboratory testing for drugs and/or alcohol, where such testing is duly demanded by the Capital 

Area School of Nursing pursuant to this Section, is a violation of this Substance Abuse Policy 

and grounds for discipline, including immediate dismissal from the Capital Area School of 

Practical Nursing.                

 

Section III. Duty to Report Impairment 

Students must report the use of any medically prescribed drug or other substance which can 

impair classroom or clinical performance to the program coordinator.  It is the studentôs 

responsibility to determine from the physician whether a prescribed drug may affect classroom 

or clinical performance. Failure to report the use of such drugs or other substances, or failure to 

provide proper evidence of medical authorization, may result in the studentôs dismissal from the 

program. 

 

 If an instructor feels that a prescribed drug is altering the studentôs ability to function in the 

classroom or clinical area, the student may be dismissed for the day. If impairment is severe 

enough, the instructor may request that the student call someone to pick them up. If the student 

must remain on the prescribed drug, a written notice from the physician allowing the student to 

participate in the classroom or clinical area may be required. THE  INSTRUCTOR  HAS THE  

SOLE  DISCRETION  OF DETERMINING  WHETHER  THE  STUDENT IS  ABLE  

TO  SAFELY  ADMINISTER PATIENT  CARE  WHILE  TAKING  PRESCRIPTION  

MEDICINE  REGARDLESS  OF  ANY WRITTEN  PHYSICIAN  NOTE. The student will 

receive an absence for the day if sent home under these circumstances 

 

Revised 1/00, 8/05, 1/06, 7/08, 1/09 

 

 

DISCRIMINATION POLICY 

The Capital Area School of Practical Nursing offers practical nursing education opportunities 

without regard to race, color, religion, sex, national origin, ancestry, age, marital status, physical 

or mental disability, military status or sexual orientation. 

 

 

CIVIL RIGHTS POLICY 

It is the policy of the Center that discrimination will not be practiced in any area or program and 

the equity in educational opportunities and facilities will be provided for all students to the 

fullest extent possible, in accordance with all legal requirements and without regard to race, 

color, religion, sex, national origin, ancestry, age, marital status, physical or mental disability, 

military status or sexual orientation. 

 

08/98 
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SEXUAL HARASSMENT POLICY 

The Capital Area Career Center/Capital Area School of Practical Nursing believes that a school 

environment where sexual harassment is tolerated fosters disrespect, interferes with a studentôs 

opportunity to learn, and creates an intimidating hostile learning environment.  Accordingly, the 

Capital Area School of Practical Nursing will not tolerate sexual harassment of students by other 

students, by employees of the Center and/or nursing school or by other adults at the Center. 

Students engaged in sexual harassment are subject to immediate dismissal from the 

nursing program and will not be allowed to return. 

 

Retaliation against reporting sexual harassment is strictly forbidden. 

 

Definition: 

Conduct that constitutes sexual harassment includes unwelcome sexual advances or requests for 

sexual acts or favors, unwanted touching or intimacy, insulting or degrading sexual remarks or 

conduct, epithets, slurs, or negative stereotyping based upon gender, and the posting of sexually 

offensive or degrading materials within the school. 

 

Sexual harassment, as defined in the Illinois Human Rights Act, means: 

 

Sexual harassment means any unwelcome sexual advances or requests for sexual favors, or any 

conduct of a sexual nature when:  1) submission to such conduct is made either explicitly or 

implicitly a term or condition of an individualôs employment or scholastic achievement; 2) 

submission to, rejection of, such conduct by an individual is used as the basis for employment or 

scholastic related decisions affecting the individual, or 3) such conduct has the purpose or effect 

of substantially interfering with an individualôs work performance or creating an intimidating, 

hostile or offensive working or classroom environment 
 

Procedure: 

 

A student who feels he/she is being sexually harassed is encouraged to bring the complaint to the 

attention of the instructor.  If the instructor is allegedly involved in the harassment, the complaint 

should be taken to the Coordinator of the Nursing Program.  The complaint shall be made in 

writing, detailing the specifics of the charge.  The instructor or, if applicable, the coordinator will 

investigate the report and determine a resolution of the case, including any necessary and 

appropriate disciplinary action.  If the student is dissatisfied with the decision of the instructor, 

the matter may be appealed to the Coordinator.  If the student is dissatisfied with the decision of 

the Coordinator, the matter may be appealed in writing to the Director of the Capital Area Career 

Center.  If the student is dissatisfied with the decision of the CACC Director, the matter may be 

appealed in writing to the CACC Executive Council.  When there is evidence of violation of this 

policy by an employee of the nursing program, the Coordinator, or an employee of the center, the 

Director and/or the Executive Council will take appropriate action including, but not limited to, 

warning, transfer, dismissal, termination, and/or such other disciplinary action as may be 

warranted. 

 

The sexual harassment of one student by another student will be considered a violation of the 

Academic Standards as stated in this Student Handbook:  Students are expected to develop and 

maintain high standards of integrity.  A student who violates this policy will be subject to the 
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appropriate disciplinary action as stated, ñA student who commits any unethical behavior is 

subject to immediate dismissal from the Nursing Program.ò 

            

Privacy safeguards will be applied in handling harassment complaints. 

 

Sexual Harassment may be between:  Student to Student 

     Staff to Student 

     Student to Staff 

Revised 01/03, 8/05, 1/06 

 

 

SMOKING POLICY 

Under Illinois state law, Capital Area Career Center is a SMOKE FREE FACILITY, and 

smoking is NOT permitted within the facility or on the grounds.  This includes smoking in the 

parking lot in a vehicle. At the discretion of the Director, the student will be put on probation or 

dismissed from the program for violation of this policy.   

 

In order to be in compliance with institutional policies, students WILL NOT be allowed to 

smoke on any hospital campus or long-term care facility property. Violation of the smoking 

policy at any clinical facility will result in probation. At the discretion of the Coordinator and 

Director, the student may be dismissed from the program for violation of this policy. 

Revised 6/04, 10/04, 08/05, 1/06, 3/06, 05/06 

 

 

BACKGROUND CHECKS 

Capital Area School of Practical Nursing (CASPN) is committed to providing a safe 

environment for students; patients cared for by students, and employees. Every student must pass 

a background check as a part of the application process.  

 

Revised 08/07 

 

 

PREGNANCY/POSTPARTUM 

A student who is pregnant must notify the office, instructors, and the Coordinator of the Nursing 

Program as soon as student is aware.  She must also submit written permission to continue 

enrollment in the nursing program from her physician stating that student may fully participate in 

clinical activities of a student nurse WITH NO RESTRICTIONS. This document must be 

updated around the 4
th

 month and 7
th

 month of pregnancy. The student should notify the 

Coordinator immediately should their status change to the point that risk factors exist. The 

physician release must include no restrictions that adversely affect the studentôs ability to 

perform required duties to be able to continue attendance in clinical.  

 

Following any delivery, vaginal or cesarean section, there must a physician release which 

includes no restrictions that adversely affect the studentôs ability to perform required duties..  

The school assumes no liability for illness or injury to the pregnant student or fetus.   

Revised 01/07 
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POST-OPERATIVE 

Following surgery there must be a release from the physician stating that student may return to 

school “NO RESTRICTIONS”.  The school assumes no liability for illness or injury to student.  

Revised 01/07 

 

           INJURED 

If you are injured, before you may participate in clinical, you must obtain a release from the 

physician stating you may participate in clinical with “NO RESTRICTIONS.”    

Revised 04/08 

 

TELEPHONE CALLS: 

Only emergency messages will be delivered during classroom or clinical hours.  Students are 

responsible for checking the bulletin board during breaks and after class for other messages.  Pay 

phones are available at clinical agencies for use during breaks. Cell phones are to be on silence 

during class and turned off for exams and quizzes. No cell phones are allowed inside the 

clinical facility.  The consequence of a pager or cell phone going off in the classroom will result 

in a disciplinary form being completed. A repeat offender will go on PROBATION. 

 

 

PROBATION/DISMISSAL 

Probation may be given at the discretion of the Nursing Instructor, Coordinator or Director of 

CACC.  Reasons for probation include but are not limited to:  no call/no show to clinical; 

unsatisfactory clinical performance, defiant or disrespectful behavior, failure to comply with 

school and/or agency rules and regulations, including violation of drug and alcohol policy. A 

student receiving probation will be referred to the Coordinator of the Nursing Program. A 

student receiving two (2) probations in a quarter or three (3) probations overall will be 

dismissed. 

 

A student may be dismissed from the program at any time because of failure to comply 

with the Academic Standards, attendance policy, classroom performance and clinical 

performance.  A student challenging the recommendation for dismissal may request a meeting 

with the Coordinator verbally; however, they must have a written request explaining the events 

in question prior to the hearing. At the time of dismissal, the student will be sent a “Letter of 

Dismissal” by certified mail.  The first time a student is dismissed, the student may request a 

return. The request will be reviewed by the Admission and Retention Committee. The committee 

recommendation will be forwarded to the Director for final approval.  A second dismissal from 

CASPN will result in dismissal from the program without the possibility of readmission.  

Revised 7/01, 01/03, 07/03, 11/03, 6/04, 10/04, 8/05, 1/06, 05/06 

 

 

APPEAL OF DISMISSAL 

A student who is dismissed for any reason may appeal the decision in writing to the Coordinator 

of the Nursing Program within one business day of the dismissal, requesting a hearing with the 

Director of the Career Center who will act as Hearing Officer. The hearing will be scheduled as 

soon as possible after the request is received.  At this meeting, the student may present personal 
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evidence regarding the cause of the dismissal.  In situations involving dismissal due to 

attendance or tardiness, the student will be allowed to remain in class pending the hearing with 

the Hearing Officer, Coordinator and an Instructor.  After the hearing, the Hearing Officer will 

make a final decision regarding the dismissal based on the evidence heard and the original 

consideration.  A certified letter will be sent to the student within 48 hours notifying him/her of 

the result of the hearing.   

Revised 6/04, 07/04, 10/04, 08/05, 01/08  

 

     

                                                              WITHDRAWAL 

There are no leave of absences at the Capital Area School of Practical Nursing.  A lapse in 

attendance, for whatever reason, is defined as a withdrawal even if you plan to repeat the 

quarter.  You must notify the Coordinator and Financial Aid Office of your withdrawal.  In 

order to repeat a quarter, for any reason, a student must complete a written request for a return 

within two weeks from the last day of attendance. If a student withdraws more than twice 

during the program, a meeting with the Coordinator and Director must be scheduled in order to 

return. The decision to allow the student to return is at the discretion of and made by the 

Coordinator of CASPN and the Director of CACC. During the withdrawal period, the student 

will not receive financial assistance. 

 

If a student receives loans, a Stafford Loan Exit Interview must be completed.  Please see the 

Financial Aid Office for complete information.  

 

Revised 3/04, 3/07 

 

 

                                                  READMISSION REQUIREMENTS 

In order to repeat a quarter for any reason, a student must complete a written request for a 

return within two weeks from the last day of attendance.  Student must return to the 

program the next time that quarter is offered.  If unable to return the next time that 

quarter is offered, a student will be required to repeat the entire program.   

 

A request for return will be reviewed by the Admission and Retention Committee.  A student 

who has been absent from the program for more than one (1) year will be required to repeat the 

entire program including admission requirements.    

 

Students returning within 180 days of withdrawal are charged their original tuition rate and 

Liability Insurance.  Students returning after 180 days of withdrawal are charged the current 

tuition rate and Liability Insurance.  It will be the responsibility of the returning student to 

purchase up to date textbooks.  Returning students must purchase new uniforms if necessary.   

 

Readmission to the following class is NOT guaranteed.  Readmission to the nursing program is 

allowed as vacancies permit. On occasion, the approval to return the following quarter is given at 

the time of dismissal by the Director and the Coordinator thus by-passing the approval of the 

committee.  

Revised 6/04, 8/05, 1/06, 05 
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180 DAY RETURN POLICY 

A student who withdraws and then reenters the same program at the same school within 180 days 

is considered to be in the same payment period from which they withdrew and are entitled to 

only the amount of financial aid not previously received and/or aid returned based on Return of 

Title IV calculations.  Once the student completes the payment period for which he/she has 

previously been paid, they become eligible for subsequent Title IV Funds.  If a student reenters 

the same program more than 180 days after withdrawal, the student starts a new payment period. 

                    

This policy pertains to Pell Grants only.  Returning students must complete the previously 

attempted hours before receiving additional loan funds.  If eligible, you will receive 

disbursements for the next payment period.  Please refer to your Award Letter for specific 

eligible amounts. 

Revised 3/04 

 

 

GRIEVANCE PROCEDURES 

Any student who has a grievance against CASPN or CACC personnel or policy should follow 

the procedure outline below. 

 

1.  The student(s) should discuss the problem with the person(s) directly involved in the 

grievance issue. An oral response to the problem should be made within one (1) school day. 

2.  If the problem is not resolved to the satisfaction of the student(s), the student(s) may present a 

written statement of the problem to the Coordinator of the nursing program within one (1) day 

after the response from the person(s) involved.  A meeting will be held within three (3) school 

days after receipt of the written statement and a written response will be made within two (2) 

school days after completion of the meeting. 

3.  If the problem is not solved by a meeting with the Coordinator, the student(s) may make a 

written request for a hearing of the Admission, Promotion and Retention Committee.  This 

request must be made within one (1) school day after the response from the Coordinator and a 

hearing will be scheduled within two (2) school days after receipt of the request.  The Committee 

is comprised of faculty members, full-time and part-time, the Coordinator of the nursing 

program, and/or CACC Director and/or the CACC Deputy Director.  The Coordinator serves as 

chairman of the Committee, unless involved in the grievance, in which case, the Director of 

CACC or his appointee will serve as chairperson.  The Committee will hear the grievance and 

the testimony of the student(s) and person(s) involved as well as the previous responses.  A 

decision will be made based on majority vote, excluding any faculty member(s) and/or the 

Coordinator, if involved.  A written response will be made within two school days after 

completion of the hearing. 

4.  If a satisfactory solution is not realized, the student(s) may appeal the problem in writing to 

the Director of the Capital Area Career Center within two (2) school days from the receipt of the 

response of the Committee.  A meeting will be held within three (3) school days after receipt of 

the appeal and a written response will be made within five (5) school days after completion of 

the meeting. 

Revised 01/03, 6/04, 10/04, 1/06 
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Section 8 – General Information 
 

ACCIDENT/ILLNESS 

Students are to report any accident, injury or illness to the nursing office or instructor 

immediately, whether at the Center or clinical agency.  Accident forms will be required 

according to the agency policy and a copy will be kept by the school. 

 

The school assumes no responsibility for illness or injury occurring at the Center or 

Agency, and no liability for related expenses.  Students are responsible for their own 

health/accident insurance and/or payment of medical and/or hospital expenses. 

 

NCLEX-PN EXAMINATION AND LICENSURE 

A student who has successfully completed the program is eligible to apply to take the NCLEX-

PN Examination at studentôs own expense. A candidate has one year to apply for licensure after 

passing the exam. Candidates may only work as CNAs or technicians until passing the exam.  

The candidate has three years from the date of the application to pass the exam. 

Revised 08/03, 1/06, 7/08 

 

CONFERENCES 

Students may request a conference at any time with an Instructor or the Coordinator of the 

program.  Students may meet with the Coordinator to discuss any issue by making an 

appointment with the Administrative Assistant.    Conferences will be scheduled by the 

Instructor or Coordinator within a reasonable time. 

Revised 01/06, 05/06 

 

TRANSCRIPTS 

Each student/graduate may receive one official transcript free.  The fee for each official 

transcript thereafter will be $5.00.  No transcripts will be issued until the fee is paid. 

 

NO TRANSCRIPTS WILL BE ISSUED IF A STUDENT HAS AN OUTSTANDING 

DEBT TO THE SCHOOL OF NURSING, IS KNOWN TO BE IN DEFAULT ON A 

STUDENT LOAN (obtained during their time at CASPN), OWES A REPAYMENT ON A 

PELL GRANT, OR HAS NOT RETURNED THEIR SECURITY BADGES, OR ANY 

BOOKS, AUDIO VISUALS, ETC. TO THE SCHOOL LIBRARY. 

Revised 01/03, 11/03, 1/06 

 

                       

                        LIBRARY  

All students have the opportunity to apply for a Lincoln Land Community College Library Card, 

which can be used there and enables the student to use the card for access to the University of 

Illinois at Springfield Library, Lincoln Library of Springfield branches and other community 

libraries. CASPN has a written agreement with LLCC for CASPN students to have full access to 

the campus library.  CASPN students are treated as Community users; students are required to 

show LLCC two forms of ID and they will make a paper card and keep it at the library for your 

use. CASPN students have access to all the resources on campus (References, General 
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Collection, Journals, and Media Collection). Such resources must be viewed in the Library, 

databases on campus or the RECs. 

 

The Capital Area School of Practical Nursing Mini-Resource Center offers current resources in 

textbooks, magazine subscriptions, and video tapes for onsite viewing.  

Material may be checked out with the office secretary.   

 

The Learning Resource Center is located on the upper level of CACC.  It offers a variety of 

support services for students that includes a Learning Resource Assistant.   The student has a 

responsibility to keep tutor appointments or communicate a schedule conflict.   

Revised 8/99, 1/00, 01/03, 11/03, 8/05, 1/06, 3/07 

 

 

                                                          COMPUTER LAB 

The Capital Area School of Practical Nursing Computer Lab consists of 36 computers and offers 

access to nursing related software and Internet access during CASPN hours. No food or drink of 

any kind is allowed in the computer lab. 1/06 

 

 

CAMPUS SECURITY INFORMATION: 

The Capital Area School of Practical Nursing makes every effort to provide a safe, crime-free 

campus for our students.  However, in the event a crime does occur, we want you to be aware of 

the procedures you should follow: 

 

If you are personally involved in or a witness to a crime in progress in our immediate building or 

surrounding parking areas, you should call ñ911ò from the nearest available telephone as soon as 

possible.  Student should immediately report the crime to the Coordinator or the most senior 

employee at the Capital Area School of Practical Nursing or the Capital Area Career Center as 

soon as possible. 

                                                                                                                                                                                                                                                                      

Students are encouraged to use the óbuddy systemô when leaving the building.  When attending 

clinical agencies, students should make themselves aware of and follow the security procedures 

of the clinical agency. 

 

Crime reports, security files and statistical documents are maintained and kept on file in the 

Capital Area Career Centerôs main office on campus. 

                                                                         

Students or staff committing any crime or sexual offense while enrolled in or employed at 

Capital Area School of Practical Nursing face possible dismissal or termination at the discretion 

of the School Coordinator.  The possession, use, and sale of alcoholic beverages, illegal drugs, 

and tobacco are prohibited at Capital Area School of Practical Nursing or at the Capital Area 

Career Center, any clinical agency or any school-sponsored function.  Details of our drug free 

policy are addressed under Alcohol Use Policy/Substance Abuse Policy in this handbook. 

Revised 10/04, 1/06  
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EMERGENCY CLOSING: 

In case of inclement weather, check the CASPN web site (www.caspn.org)  

 

In case of inclement weather, the following radio stations will announce emergency closings.  

The announcement must state that the Capital Area School of Practical Nursing is closed.  

If the school is closed, clinical assignments are canceled. 

 

  WTAX/AM - 1240  WMAY/AM - 970 

  WDBR/FM - 103.7  WCVS/AM - 1450   

  WSMI/AM ï 1540  WABZ 

  WNNS/FM ï 98.7  WQLZ/FM ï 92.7 

                        WSMI/FM-106             WICS TV ï Channel 20  www.wics.com 

  WFMB/FM- 104.5  www.wfmb.com      

     

School Closing Hotline 523-1194 

 

Students are not to inquire about school closings due to weather during a classroom or 

clinical day. Decisions to close the school due to weather will be made by the Director. 

When the Director has notified the Coordinator that school is dismissed due to weather, the 

Coordinator will notify all Instructors.  

Revised 8/03, 1/06, 3/06, 07/08 

 

 

PARKING REGULATIONS 

Parking permits, which must be displayed on the rear window for parking in the lot at the Capital 

Area Career Center, will be issued within the first two weeks of school. CASPN students are to 

park at the north end of the parking lot in the yellow lined areas.  White lined areas are for 

faculty and staff only. The permit may be transferred between vehicles, but the student must 

register all vehicles.  Parking for clinical assignments will be regulated by each agency.  Permits 

may not be transferred from one student to another. 

 

Parking passes and badges are provided for students attending clinical at Memorial Medical 

Center. Any student who misplaces or loses their parking pass or badge will be reissued another 

one at a cost of $5.00 per parking pass and $5.00 per badge per incident. This includes name 

changes for badges. St. Johnôs student parking is on the 4
th

 floor Mason Street Ramp. 

 

 

CASPN SECURITY BADGES 

Students will be issued a security badge the first day of class.  Replacement badges will have a 

$10.00 charge.  Students will not receive any transcripts after graduation until the badge is 

returned or the replacement fee is paid.  

Revised 1/06, 3/06, 01/08 

 

 

 

 

http://www.caspn.org/
http://www.wfmb.com/
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PART-TIME EMPLOYMENT: 

Because the nursing program is so intensive, only part-time employment is advised.  

Employment of not more than 20 hours per week is recommended, preferably on weekends, to 

allow time for study on school nights.       

 

STUDENTS WORKING AS NURSING ASSISTANTS or TECHNICIANS SHALL NOT 

WEAR THE SCHOOL UNIFORM TO WORK.    

Revised 1/06 

 

 

STUDENT COUNCIL 

During the second quarter of a given studentôs program a Student Council is formed based on a 

classroom ballot vote.  The purpose of the student council is to provide significant student input 

to the Capital Area School of Practical Nursing Coordinator and faculty to address the needs and 

concerns of the individual classes.  The Student Council meets as needed or deemed necessary.  

Monthly meetings, which include the Coordinator, are encouraged. Student Council 

Representation at Faculty Meetings is encouraged. 

Revised 8/99, 1/00, 01/03, 11/03, 05/06, 07/09 

 

 

GRADUATION 

A ceremony is held at the end of fourth quarter for students who have successfully completed the 

program.  Graduates are presented a certificate/diploma and school pin.  School pins are 

purchased through the school at the expense of the student and therefore optional. 

 

Graduates and any students (in the ceremony) must wear the regulation school uniform.  

Those not in the regulation school uniform will not participate in graduation ceremony.  

This will be strictly enforced. 

 

* Students and others who appears under the influence of alcohol or drugs will be barred from 

the ceremony, and will be subject to the school policy regarding the incident. 

 

*Students must attend graduation practice; otherwise they will not be allowed to participate in 

the graduation ceremony unless prior approval is given from the Coordinator.  

Revised 01/03, 08/03, 8/05, 1/06 
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COUNSELING AND GUIDANCE: 

The school counseling program is designed to give the student assistance in matters on career 

guidance, remedial work and personal adjustment.  Students are encouraged to make 

appointments with faculty members. For academic or classroom/clinical problems, the 

student should meet with the faculty member prior to scheduling an appointment with the 

Coordinator.  

 

Students are referred to community agencies for further counseling and/or assistance if deemed 

necessary by a faculty member or the Coordinator of the Nursing Program or if requested by the 

student. 

Revised 01/03, 07/03, 11/03, 8/05 

 

TUTORING 

 

1. CASPN offers tutoring to students.  All instructors are qualified to assist students.  It is 

advisable that the student having difficulty with a concept discuss with the instructor 

during prep time/ office hours prior to requesting a tutor. 

2. Students must have an 80% or below before requesting tutoring. Forms are in the front 

office. 

3. Students must complete the Tutor Request Form and submit it to the front desk or the 

administrative assistant. A tutor will be assigned to the student within 48 hours. If the 

student has submitted a request but has not heard from a tutor within 48 hours, the 

student should contact the Office Secretary. 

4.  If a full time instructor assists after normal school hours then a ñtutor request formò 

needs be completed.  

5. Students may not request a specific tutor. 

6. As a general rule, telephone tutoring will not be allowed. Rare exception occurs but must 

be approved by the Coordinator. 

7. Any student who is a ñno call/no showò will pay $10.00 for each offense. Additional 
tutoring will not be available nor transcripts given until the fee is paid.      

05/06 

 

 

CASPN SUPPORT SERVICES  

The Capital Area School of Practical Nursing has a working relationship with various 

community support services that can be utilized by students.  They include but are not limited to: 

Health 

 Community Clinic ï Provides health care for working poor, those who work enough not 

to get public assistance yet their employment does not offer health care and they are 

unable to afford insurance. 

 Sangamon County Public Health ï Provides health care to individuals who qualify for 

public assistance within the larger Sangamon County Area 

 SARA Center ï Springfieldôs AIDS Resource Association ï Provides housing, food, 

medical and emotional assistance to persons with AIDS. 

 

Individual access and preferences allow for a variety of care: 
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 Springfield Clinic & Affiliates (satellites in several rural communities) 

 Southern Illinois University School of Medicine (satellites in several rural 

communities) 

 Multiple Private Practitioners 

 Memorial Medical Center & Affiliates (satellites in rural communities) 

 Saint John’s Hospital & Affiliates (satellites in rural communities) 

 

Counseling 

 Capital Area School of Practical Nursing faculty, staff and administrator provide 

individual students with emotional support. Identification and referral for emotional 

needs beyond the expertise/comfort/position of the CASPN team takes place if necessary. 

 

 Mental Health Center of Central Illinois, with affiliates in surrounding counties 

provides emotional care from short-term counseling to psychiatry care on a sliding scale 

pay basis. 

 

 Multiple counseling private practitioners are available for student referral. At times, it is a 

team effort between these systems to get studentsô needs met. The size of our local and 

rural communities allows for individualization of referral. 

 

Other Resources 

CASPN has a close working relationship with various community support services that can be 

utilized by students. They include but are not limited to: 

 

 Workforce Investment Act (WIA) 

 Department of Rehabilitation (DORS) 

 Illinois Department of Employment Security (IDES) 

 Learning Resource Center 

 Sojourn House 

 Mercy Communities 

 Child Care Connection 

 Upward Mobility 

 Illinois Department of Public Health 

 

The nursing program reserves the right to  modify, amend, or delete statements in the 
handbook and to make changes in the curriculum, calendar, and program policies as 
necessary. Each student is held responsible for information contained in the Student 
Handbook. Any changes will be posted. Failure  to read the Student Handbook or posted 
changes will not excuse the student from accountability.   
 


