




















Eden Brook  College
MRT Instructor Guidelines










 July 2024






Table of Contents


........................................................................................... 4
Course Management	definitions, duties and course assignments	5
Definitions	5
Course Instructor Duties	5
d. Course Lab Duties	7
Course room requirements	7
Providing references	7
Retention of Information Management (Student Evaluations)	8
Instructor/staff absences/medical appointments	8
Attending Workshops, Conferences or Courses	8
Expenses	8
Team Meetings/Campus Meetings/Annual Program Review…………………………….9
Course Preparation	10
Materials Preparation	10
b. D2L/Brightspace Preparation	11
Grades	12
Course Delivery	12
a. Face to Face	12
Examinations/Assignments	13
Assignment Expectations	13
 Accommodations	14
D2L Invigilation Instructions	Special Access	14
g. Grade Entry	14
Student Management	15
a. Absences/Attendance	15
b. Expectations	15









1. Cell Phone Use	16
e. Lab Rules	16
f. Change Area	16
2. Clinical Placement Coordinator Guidelines	16
3. Clinical Placement Site Allocation Procedure	20
1. Process followed	20
2. Future Availability of a Desired Clinical Placement	20
4. SharePoint	20
5. Instructor Reflection Feedback Forms	20
6. Professional Development, WHMIS and other training	21
7. Accreditation Tasks	21
8. Equipment Replacement & Donations	21
9. Student Success Plans (SSPs)	21
10. Ordering supplies/equipment	23
11. Program Advisory Committee (PAC)	23
12. Faculty Survey	23
Appendix A	24
MRT Program Outcomes	24










To be a global leader in applied education.

We believe in:

Relevance	in-demand programs. Hands-on training. Real-world experience. Quality	Industry-expert instructors. Passionate, caring team.
Empowerment	Students job ready, in demand in months. Career services support for life. Financial aid options to make study accessible and stress free.
Innovation	Industry leader input. Community and education, partnerships pave the way for graduates.

Our mission statement:

To provide a life-enriching learning experience that prepares students to succeed academically and professionally as engaged citizens of the world.

Who we serve:
Our students come to us from all corners of the globe, and each has a unique story to tell.
We celebrate their individuality and support them as they strive to overcome challenges and create a better life for themselves and their families.
Within our community, we build a culture of equity and care.

When applicable, other Eden Brook   documents and the instructor handbook will be referenced. If there are any contradictions, Eden Brook   policy and procedure will take precedence.

Purpose of Document

This document is in place to provide instructors, administration, educational technologists and the program chair guidelines for various duties and processes with the intent of providing a consistent, transparent working, teaching and learning environment. This will be in support of other Eden Brook   documents and the handbooks. If there are any inadvertent contradictions, Eden Brook   policy and procedure will take precedent. This document will be reviewed once per year.










1. [bookmark: _TOC_250019]Course Management	definitions, duties and course assignments
1. [bookmark: _TOC_250018]Definitions
The course instructor is the assigned faculty member who is the theory course instructor and lab lead if applicable. The instructor is responsible for teaching the course as laid out in D2L/Brightspace. The instructor begins by reviewing the course syllabi of their primary assigned courses. See the Course Instructor Duties below in section b.

Lab courses are typically taught by more than one instructor. Often, the lab /instructor lead is the theory instructor. If the theory instructor is not one of the lab instructors, one of the loaded instructors assumes the lead in the lab. If necessary, instructors will meet to discuss who will be the lead in the lab based on their burden of load that semester.

2. [bookmark: _TOC_250017]Course Instructor Duties

	Keep up to date on emerging trends, research in field, and competencies

	Set office hours for students and other staff, post hours, update outlook calendar, and include in
course schedule and/or D2L/Brightspace for students

	MRT course yearly review and revision of curriculum including theory and lab modules

	Ensure CAMRT competency profiles are being met

	 (verbiage) is being used correctly for outcomes and objectives in
syllabus

	Ensure material which is not in the modules (or additional activities) are a good fit with
curriculum and level of student expertise

	Create detailed course schedule for assigned courses and load into D2L/Brightspace

	Ensure any instructors assisting with teaching the lab is kept current of changes and why

	Ensuring accuracy of the outcomes and objectives in the course syllabi and the Eden Brook   MRT
cross reference document with help from Program Chair

	Review CAMRT exam results as a faculty group to determine actionable items needed for course
improvements.

	MRAD 360 - Review practice exam questions to ensure best fit for student preparation of
National certification exam

	Review Course Feedback Survey Results and other program feedback from surveys and actionable items are addressing the change. This will be updated on the accreditation
documents and annual program review documents.

	       D2L Preparation when new shells open for upcoming cohorts/semesters

	Ensure all links in D2L courses are working

	Upload Course Schedule into Getting Started

	Set dates and times for exam and assignment access for students based on the course schedule

	Preview tests prior to students writing in D2L/Brightspace to be sure what is being covered in
the exam and any images are showing properly

	Ensure Course Syllabus is visible to students in Getting Started

	       Keep abreast of team meeting minutes regarding policies/changes to ensure grading decisions/
       attendance policies/misconduct decisions are used consistently within the program








	SEMESTER 1

	COURSE#
	COURSE TITLE
	COURSE HOURS

	ANPH 202
	Anatomy and Pathology 1
	50

	APPH 226
	Apparatus and Image Management
	100

	MEDT 211
	Medical Terminology
	25

	MRAD 204
	Radiographic Technique 1
	125

	MRAD 223
	Patient Care 1
	50

	RADP 215
	Radiation Protection
	75

	PRCT 250
	Introduction to Clinical Placement
	37.5

	SEMESTER 2

	COURSE#
	COURSE TITLE
	COURSE HOURS

	ANPH 252
	Anatomy and Pathology 2
	50

	MRAD 251
	Computed Tomography Theory 1
	75

	MRAD 254
	Fluoroscopic Imaging
	50

	MRAD 202
	Patient Care 2
	50

	MRAD 256
	Radiographic Technique 2
	125

	MRAD 240
	Specialized Imaging 1
	50

	MRAD 358
	Clinical Integration 1
	50

	PRCT 353
	Clinical Placement 1
	337.5



	SEMESTER 3

	COURSE#
	COURSE TITLE
	COURSE HOURS

	MRAD 281
	Computed Tomography Theory 2
	50

	INFC 215
	Infection Prevention and Control
	25

	MRAD 209
	Professional Practice 1
	25

	MRAD 285
	Radiographic Applied Skills
	50

	MRAD 302
	Specialized Imaging 2
	100

	QUAL 370
	Quality Assurance and Control
	50

	PRCT 356
	Clinical Placement 2
	337.5




	SEMESTER 4

	COURSE#
	COURSE TITLE
	COURSE HOURS

	MRAD 360
	Clinical Integration 2
	50

	MRAD 374
	
Professional Practice 2
	
25

	PRCT 358
	Clinical Placement 3
	337.5






[bookmark: _TOC_250016]c. Course Lab Duties:

	Ensure labs align with course outcomes and objectives

	Set goals with other instructors for student outcomes and success for the lab portions Standard Operating Procedures (SOP) expectations/grading
Divide up tasks with other instructors as appropriate (prep/demos/marking/clean-up/other)
Ensure compliance within the group on expectations of the course and grading

	Review materials for lab prep and update as necessary

	       Collaborate and inform students and team on marking expectations and grading

	Schedule regular meetings with team members to discuss progress and to ensure consistency/focus on learning objectives. In addition, concerns from previous labs
should be brought forward

	At the end of term, have a post assessment meeting with instructors regarding changes/areas for improvement, changes to methods of student interaction, student success and rigor

	Communicate with the Program Chair any time management concerns, scheduling concerns, equipment or supply requirements and/or proposed changes (time allotted, need for more/less instructors, timing of labs etc.)

	Ensure that any lab safety concerns are addressed including that under no circumstances are students left unsupervised in the medical imaging environment

	Discuss any critical errors with students when giving zeros to ensure students understand what
happened







2. Course room requirements

Each instructor will review the semester schedule and identify access and resource needs in the classroom and lab. 
Room Requirements Defined as:
requires moveable desk, instructor workstation, computer, other. size of class

Other Scheduling Considerations:

 Ensure to check in advance the courses with labs and requirements.

3. Providing references
  Student employment references and/or Student Awards or Grants
Based on faculty willingness to give a reference based on student performance in class, labs, immersion and clinical placements
Limit the information you are providing that does not overstep boundaries given in employment references
Personal information should not be given, Eden Brook  College email addresses will suffice




References or feedback on employees of external partners
You may be asked to provide a reference, or feedback for a performance review, on an employee of an external partner.
As an Eden Brook  College employee, you are unable to provide this type of information. If this information is being requested on a preceptor, you may direct them to the clinical coordinator who may be able to provide feedback based on preceptor feedback given by students.


4. Retention of Information Management (Student Evaluations)

Students are not allowed to keep lab evaluations, written exams or assignments as this documentation is required for Accreditation purposes. Stored evaluations are kept in All-in-One D2L Brightspace learning management system. 


5. Instructor/staff absences/medical appointments
You may request time off (vacation etc.) or, in the case of family leave by emailing the Program Chair with your request. Inform your Program Chair and the team of any holidays which affect courses that you are teaching. Any impacts to instructor teaching hours must be documented and coverage obtained.

If you have requested time off and if it has been approved, you must add this to your Dayforce system. Go into your DayForce Time Away List and press Request Time off. Then you will have an opportunity to enter in your details.

This is not done for absences in which a leave request was not approved.

The Program Chair will inform the team of any schedule changes or course coverage changes made because of planned or unplanned instructor absences.
It is recommended that medical appointments be scheduled outside of class time, if possible, to prevent disruption in student learning.


6. Attending Workshops, Conferences or Courses

Please see Professional Development section 18.

[bookmark: _TOC_250015]Expenses
Anyone who has traveled or received funding for a PD event with Eden Brook   approval is required to track all expenses, keep receipts and submit upon return for reimbursement using the purchasing system for formal approval purpose. Any questions can be directed to helpdesk@Eden Brook  college.com.



Make copies of all receipts or take pictures after purchase to avoid lost receipts. Use instructions below:
How to submit your reimbursement request (Example)

1. Log in to the Eden Brook   Procurement (https://purchase.Eden Brook  college.com) using your Office 365 username and password.
2. Create a new purchase request by clicking the	Purchase  button.

3.Select
for department, select
for supplier.








4. Fill in all needed information.
5. When it comes to Upload/Attach Files please make sure to upload the below documents (incomplete information will delay the payment process):
- All the payment receipts/order confirmation.
- Travel map that shows the distance between starting and ending point (if you are claiming mileage).
- Your banking information (void cheque). If you prefer not to upload to PR, you can send to AP team directly.
6. Finally click on	&	button. Once approved by all parties, the Purchasing team will forward your request to Accounting for payment processing.


7. Team Meetings / Campus Meetings/Annual Program Review
Faculty team meetings and Surrey campus meetings will be held on a regular scheduled basis  throughout the year.

The dates and times will be sent to staff through Outlook Calendar by the Program Chair. If you are unable to attend, please include a rationale in your decline response and copy the Program Chair on the response. It will be understood there will be meetings where some of the team instructors may be instructing.

The Program Chair will work with the team in determining dates for the annual program review throughout the year if possible. It is expected that all team members participate in the annual program review.

Employees will email the Program Chair in advance if they want topics added to the agenda. Conversely, time permitting, items may be added at the start of the meeting.

The Program Chair will send out an agenda in advance.

If a meeting will be missed, it is the responsibility of the employee to review the meeting agenda ahead of time and contribute discussion points.

After a missed meeting, it is the responsibility of the employee to review the meeting minutes and contribute as applicable.


8. Course Preparation

1. [bookmark: _TOC_250014]Materials Preparation
Review your courses and complete your Outlook Calendar to reflect your courses for the entire semester. Each person must maintain an up-to-date outlook calendar.

Request Access to the D2L/Brightspace shell from the Programs Chair if not already done. Check all links in your D2L class in the All-in-One to make sure they are all functioning.

Update and review the course content from previous year.
Revise modules and lab manuals. The Program Chair will give you a deadline to make any changes.
Review the assessments (assignments and tests) in D2L to ensure you are aware of what is being tested and evaluation material aligns with learning material.
Review learning material including lesson plans, PowerPoints, activity materials etc. Review the relevant program outcomes and objectives in the Course Syllabus.
Review CAMRT Competency Profiles

MRT course module/lab review and revisions:

Following the end of each course, instructors should make any minor changes to their modules and labs to align with new curriculum changes or technology updates.

1. If you are making changes to your modules:
Find them in the MRT Instructor Files Folder in SharePoint
Find your semester and your course, make minor changes in the Word documents by deadline indicated by Program Chair to prepare for putting into D2L and printing Major changes need to go through the Program Chair using a Curriculum Change Form. For example, this would include changes based on the new CAMRT Competency Profile.
Note: All theory modules are put into D2L as PDFs for student access. Labs are printed for use.
2. Once revisions are complete, let the Program Chair know and they will save the modules as PDFs in the secured folder as the most up-to-date version for that cohort.
3. You are not required to make changes if your modules and labs are good for the  next cohort.

Check the classroom to ensure the desktop computer and projector are working.

If you require any additional room requirements, let the Program Chair know in a timely manner.


Ensure you are compliant with copyright policies and procedures. 

Any materials prepared for external distribution must be in a professional format with current Eden Brook  College branding standards.

Prepare to track attendance and keep record of it in D2L/Brightspace, All-in-One. 

Ordering supplies occurs before the end of the previous term.
Work with the Program Chair to figure out lab needs for the upcoming cohort. Especially if changes were made to existing labs.
Create a Lab Schedule for your course if required. This may be part of your theory schedule or separate.

Include the number of students required for set up or how you want to prepare
Prepare a list of supplies you will need for labs

2. [bookmark: _TOC_250013]D2L/Brightspace Preparation 
The Curriculum Administrator will create shells for the upcoming semesters and load students at the request of the Program Chair. The Program Chair will notify all faculty when the shells are available for preparation for your upcoming class. Instructors will be loaded into each class.

Ensure the course syllabus is loaded into D2L. If not, contact the Program Chair.

Upload any new assignments, activities and/or create discussion boards in D2L as needed.


Exams
Students are not allowed to enter an exam once 30 minutes has passed. This policy is for both written and online exams.

D2L Exam Availability: This is the timing for students to log in to write, typically we put the start of our class time like (1400). The end time is not when the class ends (1500) but is actually when the students can no longer log in. Therefore, considering the above wording, availability should be set to only this 30 minute time period.

The timer for the students will not start until they log in, so the student will see the timer with the full time, but we want them to submit along with their classmates.

So, perhaps a statement like this:

If you arrive late (up to 30 minutes late), you still must submit your exam at the end time along with your classmates. Due to arriving late, the exam timer is not valid. If you fail to submit at that time, only the portion of the exam completed in the originally allotted time period will be graded.

Attendance in D2L/Brightspace
Attendance in each class is already set. You will need to take attendance in D2L as well as 
Campus Login for auditing purposes.



To enter attendance in your active course:
Click on the Course Register Name
Click on the little picture of a calendar and a pencil beside the Day
To enter the days attendance for the whole class, click on the little box in
Choose P for present	everyone will be marked as present and you can just change the ones that were absent, late, authorized absent etc.
Click SAVE

3. [bookmark: _TOC_250012]Grades
The grading details will be maintained in the D2L/Brightspace in the All-in-One. Most grades will automatically move over if the evaluation is linked to the D2L Gradebook. If manual marking is required, please refer to Grade Entry below.

The final grades must be inputted into Campus Login following the end of each course within 3 business days of the course finishing.


9. [bookmark: _TOC_250011]Course Delivery

1. [bookmark: _TOC_250010]Face to Face

located in the MRT Instructor File folder in SharePoint and are available for every instructor. Do not store course materials or any program related information in your own home computer.

PowerPoint presentations can be delivered in a face-to-face lecture class for student learning. PDF hard copies or email copies of the PowerPoint are subject to copyright distribution regulations and should not be given to students but can be in D2L for online access. Students are not allowed to take photos of classroom material unless approved by the instructor.

Photos of material on white board can be taken if instructor approves.

2. Online
Each course will be in D2L/Brightspace All-In-One. At a minimum, the resources on D2L/Brightspace should include:

Course schedule with details on exam dates, assignment deadlines and expectations Course Syllabus
Attendance
Instructor contact information Gradebook




The course may also include: Videos
Clinical assessment tools Assignments

Discussion Boards
Additional resources such as publication, articles, links



3. [bookmark: _TOC_250008]Examinations/Assignments
Invigilation and security of examinations are the responsibility of all faculty. Most exams are loaded into D2L and can be taken on the computer in class or in lab. On campus, we use Respondus LDB so students cannot access other browsers on the computer during the exam. Students are not allowed to take screenshots or photographs of the exams. Exam reviews following exams only display the incorrect question without the answer. This allows students to identify the areas of the course learning material they are weak on and study accordingly.

4. [bookmark: _TOC_250007]Assignment Expectations
Each instructor will outline when assignments are due, how much they are worth, and what will occur if they are handed in past the deadline. This will be found on the course schedule and uploaded into the D2L /Brightspace shell.

Example.
Late assignments will be deducted _	for each day late (including weekends). After  	
days, the student will receive a zero.

Instructors will refer students to review their objectives, self-assessments, and curriculum for study purposes.

Instructors must review the exam writing policy in the Eden Brook  College Student Handbook and ensure students are informed of the procedure. For example -Transmitting devices (cellphones, smart watches, etc.) and bags must be placed at front or back of classroom.

The only items allowed on student desks are pencil/pen, eraser and exam paper and drink in a container which does not have a label to write answers on.

Instructors must also inform students that they must remain for the first 30 minutes of the exam so there is no disruption to those still writing.



If a student arrives 30 minutes after the examination start time, they are to be deferred to the Program Chair who will determine if the student is allowed to write the exam.






5. [bookmark: _TOC_250006]Accommodations
If a student presents the instructor with an Accommodation memo from the Campus Manager and/or Director of Education, then ask the student meet with the Program Chair prior to arranging accommodations. The Program Chair will work with the instructor or DOE and the student and determine next steps.

Note: please seek guidance from the Program Chair  within the class time as this may not be what the team has decided.
There is a computer in the faculty office space for students who require additional time and a quiet environment to write. This may have to be invigilated after scheduled class time.


6. [bookmark: _TOC_250005]D2L Invigilation Instructions	Special Access
For exams on D2L/Brightspace - special assess may be given to the student who is writing outside the classroom. Go to specific test, Restrictions, scroll to bottom of page, Advanced Availability, click on Allow selected users special access to this test, select the student, change date/time or length of exam to accommodate accessibility. Save.

If a second attempt is required due to internet connectivity issues, follow the instructions above and allow for 2 attempts.



7. [bookmark: _TOC_250004]Grade Entry

Each instructor must keep a record of current grades In D2L which can be used to identify at risk students. These students are to be brought to the attention of the program chair and director of education before final grades are entered into Campus Login.

Enter student grades for each gradable component as soon as marking is complete. Students will see the grade in D2L/Brightspace as soon as you publish (if manually marking). If marks are not linked to the Gradebook, you may have to enter manually. Go into Grades, go to the gradable component, click the down arrow to the right of it and press Enter Grade. Once you enter the grades, hit save. Students can now see their published grades.

Final exam/assignment grading must be entered within 3 days from the course end date. Final grades can then be entered into Campus Login.

Change of grade
If you require a change of grade in Campus Login, reach out to Student Services.








10. [bookmark: _TOC_250002]Student Management

1. [bookmark: _TOC_250001]Absences/Attendance
Students must follow	attendance policy which is outlined in the Eden Brook  College Student Handbook and the MRT Program Handbook. These handbooks are in their int All-in-One in D2L BrightSpace. Students are expected to be aware of this policy.

For MRT program specific attendance policy, please see the MRT Program Handbook. Our program highly recommends 100% student attendance as it correlates with student success. Students are encouraged to book appointments outside of class time as labs cannot be repeated.

Attendance is taken and recorded for each course and entered into D2LBrightspace and Campus Login. See section 10b above: D2L/Brightspace preparation.

Students are asked to submit a physician statement on return to class if ill. Once this is received, they are responsible for reaching out to their instructor to see what was missed and reschedule any missed evaluations.

Illness, medical or unforeseen circumstances will be forwarded to the Program Chair and then deemed excusable or inexcusable as determined by the Program Chair and the MRT Program policy.

In the case of an excusable absence for assessment purposes, documentation must be provided
 Program Chair.

The student may be allowed to set up another exam time if the absence is excused.

2. [bookmark: _TOC_250000]Expectations
If faculty are asked questions about course content or potential course conflicts which are not their own courses, the student should be directed to the course instructor.
If the student has concerns, they do not feel comfortable discussing with a course instructor, they can request a meeting with the Program Chair. The Program Chair will ask if they have met with the instructor and also what the outcome was as a solution, or they will coach and mentor the student.

Student concerns are discussed with the appropriate faculty member involved in the situation.

Help is offered to students, who have a legitimate absence and have made arrangements to catch up on their course work.

This is the role of the instructors loaded to a course. A lab instructor can offer general support, but should refer the student back to the course instructor for course specific help




If a student approaches an instructor about another instructor, they should be directed back to approach the instructor in question. If no resolution is formed, they can then approach the Program Chair.

3. Cell Phone Use
Instructors will inform students of the policies related to electronics in the classroom, lab, or evaluations at the beginning of the course.


In lecture, students will be asked to turn the cell phone off and not have them out during class unless directed otherwise unless for use as part of an online game, etc.

They are not allowed to bring in cell phones into an exam or they must place all bags at the front of the room.

4. Latecomers
Students who are late to lab or a classroom will be addressed by the instructor.

If there is a pattern of lateness, the instructor will set a time to discuss this with the student to determine a course of action and initiate a Student Success Plan (SSP) if required.

Instructors will follow the policy for students arriving late to an exam. Refer any students who arrive more 
than 30 minutes past the starting time directly to the Program Chair. Advise these students that they are 
not allowed to enter the examination room. Send an email to the Program Chair that a student missed the 
exam and why.

5. Lab Rules
Staff and students will follow the lab safety rules. Students and or staff who is not in appropriate lab attire will be asked to leave and return when  the breach is rectified. Staff are mentoring safety and how to dress or work in a lab.

Electronics such as phones or personal laptops or iPads are not to be brought into the lab unless there is an emergency situation.

6. Change Area
Students are expected to change in and out of uniform/scrubs in a washroom or dedicated changeroom and not in a hallway. Staff members should approach the student in question to discuss the situation and inform the program chair or DOE of the situation.


11. Clinical Placement Coordinator Guidelines
1. Student Communication:
1. Email each student prior to the start of their clinical placement and at the midway point. This can be setup ahead of time in Outlook.




Compose and address your e-mail	click on Options, delay delivery, request a read receipt if you D		put your date in. As long as you open your email, it will be delivered that day. You will see these settings in your Outbox. They will have a little sent envelope on the left and the sent date will say the date you composed them.
2. The clinical placement coordinator will communicate with the students in a timely manner whenever concerns arise using the mode of communication best suited to the situation.
3. It is expected that emails will be responded to within 2 business days during business hours.
4. If a student is unsuccessful on a skills assessment, communication with the Eden Brook  College clinical placement coordinator and clinical instructor will occur.
5. When on site see if there is an opportunity to speak with students.
6. If a student requires additional support, they should reach out to the Eden Brook   clinical placement coordinator to discuss further. The clinical placement coordinator can go into CompTracker to read comments from clinical instructors regarding clinical performance. 

2. Preceptor/Clinical Instructor Communication
1. Prior to the start of each clinical placement contact the lead preceptors/clinical instructors and designates for each modality to let them know about any changes that were made and to address any concerns they may have.
2. While on site for a visit, see if there is an opportunity to speak with preceptors/clinical instructors.
3. Clinical placement coordinator will communicate with the preceptors/clinical instructors in a timely manner whenever concerns arise using the mode of communication best suited to the situation. 
4. Include clinical coordinators and head preceptor on e-mail communication with preceptors/clinical instructors.
5. It is expected that emails will be responded to within 2 business days during business hours.

6. Conduct annual review meetings. The clinical coordinator will send out an agenda to the head preceptors/clinical instructors at each clinical site.

The agenda can be forwarded to other preceptors as well. Preceptors and clinical instructors  are encouraged to reply to this email to start a conversation regarding agenda items or any additional concerns. 

Preceptors/clinical instructors are welcome to contribute to the email conversation by “replying to all” or, if they would prefer, the preceptor/clinical instructor can contact the Eden Brook  College MRT Clinical Coordinator on one via email or phone. 

Once the conversation seems to be complete, the clinical placement coordinator will send out an email making sure that no one has anything further to add. They will then type up a summary of the conversation along with any outcomes and email this to clinical instructors, lead preceptors and designates. 




3. Monitoring Student Progress
1. Weekly feedback will be reviewed at the end of each week.
2. All competencies must be reviewed and signed off by the clinical instructor weekly.
3. Attendance must be reviewed and approved by the clinical placement coordinator weekly. This includes checking that attendance aligns with expectations and that forms have  not been submitted if the student did not attend clinical placement based on  feedback. The clinical placement coordinator will randomly audit student hours by confirming them with the preceptor/clinical instructor. If a student has submitted hours inappropriately, they will by assessed as requires improvement for that day on their daily feedback by the clinical placement instructor.
4. Clinical placement instructors will update the attendance spreadsheet when they check the  weekly feedback.
5. At the end of each rotation, the instructor must ensure that all forms are at 100%. Attendance may be less than 100% if there were statutory holidays or sick days during the rotation.
6. A final grade cannot be entered for the course until all forms and competencies are complete and the clinical placement coordinator has confirmed that the student has met the minimum clinical placement hours according to the course outline.
7. When the clinical placement coordinator reviews CompTracker to calculate the final grade and if it has been at least a week since completion, if any forms are missing. The instructor will email the student regarding any incomplete.
8. CompTracker forms for these must be completed on your last day of clinical placement or        the student may not be eligible to write the CAMRT exam, as all grades must be entered at least 2 weeks prior to the exam.
9. The instructor must check in D2L/Brightspace in the All-in-One to ensure that self-tests were completed appropriately prior to the skill assessment and are all above 80%.
10. Enter the student final grade into Campus Login. This should be done within 2 weeks of the student completing the clinical placement course. This allows the opportunity to raise any concerns and to allow them, and us, to monitor their grading and progression.

4. CompTracker Information
1. If the student does not attend clinical placement due to a statutory holiday or sick day, the  student should complete no attendance form.
2. Common reasons that the forms section is not 100% complete include: a mistake on the week and selected for weekly feedback weekly confirmations are not all complete.
c.	
student evaluation it can be sent to your practicum liaison at CompTracker right away for changes
4. Changes that affect students, such as changes to competency checklist or forms, are done between cohorts. Please place these in the folder named CompTracker. 


5. Changes found in the MRT Instructor File folder under Clinical Placement. This 
needs to be completed by the end of the cohort clinical placement. The clinical placement coordinator will submit them all at once to CompTracker, using online support, after the current cohort is done.

5. Process for managing group email
1. The clinical placement coordinator and the program chair will be added to an email group  named MRT Clinical Placement. 
2. Preceptors, students and clinical coordinators will be asked to use this email for all initial contact with Eden Brook  College when issues arise on clinical placement. They will be asked to include, in the subject line, the name of the discipline or general.
3. Once an email is being addressed or is resolved it will be moved to the appropriate general folder.
4. While students are out on clinical placement, this email address will be monitored. If an instructor notices an urgent email that has not been resolved, the Program Chair may try to contact the clinical placement instructor or step in to help if the Clinical Placement Coordinator is not available. If the Practicum Coordinator is on vacation for longer      than a week the Program Chair should cover or another assigned instructor.

6. Gathering and Distributing Student Feedback
1. Throughout the year students are reminded to complete the surveys at the end of each clinical placement. Surveys are setup in D2L.
2. At the end of the year the Program Chair will request the survey data as excel spreadsheets.
3. These must be formatted and reviewed prior to sending to the	clinical coordinators. Comments pertaining to Eden Brook  College, or the clinical placement instructor will be removed and saved in another spreadsheet for distribution to the Program Chair. Unprofessional comments will be removed.
4. This data can be shared with the sites once all identifiable data is removed.

7. Gathering Preceptor Survey Data
1. Once students have completed their rotations at the assigned site, the Clinical Placement  Coordinator is responsible for sending the survey link to the site for feedback. 
2. In your email to the site, ensure that all data collected is anonymous and we highly appreciate constructive feedback for clinical placement improvement.
3. The Program Chair will request data on a scheduled basis from the school and will share with the Clinical Placement Coordinator.

8. Site Visits
a.	Eden Brook  ’s Clinical Placement Coordinator should schedule a few site visits per 
clinical placement ensuring that all sites are routinely visited. Creating a stie visit
rotation schedule is encouraged.



2. Site visits are an opportunity to talk to the preceptors/clinical instructors and 
student to ensure support is given.
3. Site visits take time away from the floor, email the sites with enough notice to see if they are amenable to a visit and do it on their schedule
4. The clinical placement coordinator should ensure their immunizations are up to fate if going into clinical environments

Clinical Placement Site Allocation Procedure
For clinical site allocation, students are placed at hospital site close to home as much as possible. The clinical placement coordinator confirms with our clinical partners the site allocation. The clinical placement coordinator will confirm the numbers of sites available.

Clinical placements are allocated to the students as below.

1. Process followed
You will be assigned to the clinical site closest to your home if possible. 
If a site is over-selected, our clinical partners will inform of next available choices of clinical sites.
If none of the sites selected are available, you may be placed in another site.
No special consideration will be given to individual circumstances.


2. Future Availability of a Desired Clinical Placement 
Situations may arise which result in a desired clinical placement site being vacated.
If a clinical placement becomes available the program chair will communicate with the clinical site to determine extent of availability and if there is capacity to fill the vacancy.


12. SharePoint
SharePoint is a common location for all MRT related documents. Instructors have access to the MRT Instructor Files. New instructors need to be loaded for access. Reach out to the Program Chair to request access. Any course materials or program materials should be stored in SharePoint and not on personal home computers.

All work done for Eden Brook  College is the property of Eden Brook  College and must be kept in SharePoint so faculty and staff can support and share resources.

Each person is responsible in ensuring they are complying with IT access processes.

13. Instructor Reflection Feedback Forms

All instructors are given their course feedback data from the Program Chair, along with an Instructor Feedback Reflection Form. Instructors are encouraged to examine the data, find trends, take note of patterns, read student comments objectively and act on the valuable 

feedback our students have taken the time to provide.

Professional Development, WHMIS and other training

Professional Development is important to maintain current and new technology and trends in the medical imaging. This can be incorporated into the MRT curriculum.

To request financial assistance for professional development, reach out to the Campus Manager via email, explain the PD activity, why it would benefit the program, how you are going to share your learning with your colleagues and the associated costs. CC the Program Chair in the request.

WHMIS is an annual training and is supplied by the College through Human Resources. First Aid is also supplied by Eden Brook  College for all new faculty members.

Faculty are asked to document all PROFESSIONAL DEVELOPMENT:
SharePoint: MRT Instructor Files > Professional Development Forms. Each instructor has their own file. There will be one form completed per year.

PD reimbursement procedures	See Expenses on page 11 of this guidance document.


14. Accreditation Tasks
Each year there are multiple reports to maintain with staff input such as professional development, clinical placement documents, evaluations, or cross-referencing course syllabi to the CAMRT profile, if curriculum changes occur.

As an Accreditation approaches, faculty are asked to maintain (keep copies) assessment and evaluation materials for students. These materials are stored appropriately for easy retrieval. The student will be asked to sign a consent letter for approval of sharing documents and/or the names on the documents will be redacted.

15. Equipment Replacement & Donations

Donations are welcome in the program. Once a donation is offered, an investigation takes place to determine the value of the donation to the program, any servicing it would require, costs, and where the equipment will be placed.

If the donation does not suit the needs of the program, the donations should not be considered for the MRT program. 

16. Student Success Plans (SSPs) and Students at Risk

SSP are used to assist the student to achieve success and often follow feedback that has been provided in person or by email. The SSP is a tool to help identify the needs and requirements to help the student.



Instructors are responsible for initiating an SSP when there are student concerns that may affect 
have not resulted in improvement.
The instructor will have an initial discussion if the exams/lab assessments are below 70% and follow-up the discussion with an email for purpose of tracking the discussion.

If the grade continues to be low then the instructor will email the program lead. Even if the grade is low in only one course, then the instructor will initiate an SSP.

The program lead will follow up or initiate the SSP if there are student concerns that impact more than one course. The Program Chair may also be involved to provide guidance to instructors or meet with the student if issues are very concerning or improvement is not being seen.
This decision to initiate an SSP is made on a case-by-case basis. Examples of when an SSP may be initiated include if the student:
Has been placed on academic probation
Has a grade of <70% in the course at the mid-point of the semester
 Is exhibiting unprofessional or concerning behaviours
Is not attending classes, lab, or clinical placement consistently
Is at risk of failing either the lab or theory component of the course Fails a competency or major course component
Achieved a mark lower than 70% on the clinical placement

Once the SSP is complete for all courses in which the student is struggling, the SSP is sent to the student to read and add comments if desired. The student is asked to sign and return the SSP indicating they have read and agree to what was indicated. The Program Chair may review them.

If the SSP includes multiple courses from the very beginning (before it is initially sent out), the program lead should probably send it to the student. If it is over a period of time and instructors are adding to one already made and previously sent, then the instructor needs to send it out when they have added to it.
Instructors must also complete the SSP full circle for each semester as to the outcome of the course.
Weekly, the program lead will create a Students at Risk form and email to the Program Chair, Campus Director of Education and Campus Manager. This will be based on the SSPs and what has been discussed as a faculty group.



The SAR will include: Student Name and ID
What they are struggling with (academics, professionalism, etc.) How many supplementals they have remaining
Whether they wish the DOE or Campus Manager to meet with the student



17. Ordering supplies/equipment
Instructors are expected to have the list of supplies to the Program Chair prior to the beginning of the term to allow time for ordering supplies.

Equipment over $2000 are classified as capital equipment. Quotes are requested when needing new equipment/replacements. Multiple quotes should be obtained and shared with the Program

All orders are to go through the Eden Brook  College Procurement System.

Please note that all purchase requests are required to be submitted
To campus adminstration as requisitions need to be approved by line managers before ordering.
Invoices without a PO / approval from the line managers will not be deemed valid. 

As the system is new, you may encounter some issues. Please refer the FAQS and check to see if your queries are answered there. If not please reach out to Eden brook administration
for assistance.

18. Program Advisory Committee (PAC)

Biannually, the MRT program chair hosts a Program Advisory Committee meeting where we bring together clinical partners, clinical instructors/preceptors, industry experts, educators,  vendor sales representatives, association professionals, and more to review the program data shared and give constructive feedback on the current program and offer suggestions for program improvement.
  
  PAC meetings are typically scheduled by the Program Chair in June and January. The PAC’s 
  members commit to a three year term. Instructors may be asked to attend, as well as 
  students from active cohorts.


19. Faculty Survey

All faculty will be given a link to the Faculty Survey from the Program Chair on an annual basis to give feedback to managers on the support offered to the program. This data is then shared in the Annual Program Review meeting in spring. Participation is highly encouraged.










Appendix A


MRT Program Outcomes


The medical imaging profession is demanding yet rewarding. Upon graduation, you will perform thousands of sophisticated diagnostic procedures. This work is critical in helping doctors make the right diagnosis and decision for treatment.

The MRT program curriculum is developed based on the outcomes found in the national competency profile of the CAMRT. Graduates of the Eden Brook  College Medical Radiography Technology program will be ready for entry positions in medical imaging. Specifically, graduates will be capable of:
Providing excellent medical imaging services.
Demonstrating sound knowledge and abilities that support the provision of such services.
Practicing within established protocols, safety guidelines, and existing legislation. Participating in effective and efficient resource management within the organization. Practicing within their scope of professional competence.
Collaborating with other professionals to provide effective patient care. Interacting with patients/clients in a competent and professional manner. Applying critical thinking skills to constructively solve problems.
Maintaining high standards in their professional practice.
Practicing continuous learning and sharing their knowledge with colleagues and other healthcare professionals.
Contributing to continuous quality improvement.
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