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The purpose of this manual is to give you information you will need throughout the Phlebotomy 
course. It is intended as a supplement to the College Catalogue and the Student Handbook and 
supplements, but does not negate the information they contain. When policy is not specifically 
mentioned in this manual, the College policy applies. As new policies or procedures are instituted, 
you will be notified. 
 
Please keep this manual for your reference. As you receive additional information, attach it to the 
manual. If you have questions at any time, please see the Instructor. 
 
 
This manual has undergone legal review. 
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COURSE OBJECTIVES 
 
Upon completion of the Phlebotomy course, the student will be able to: 
 
1. list the departments within a clinical laboratory organization. 
2. identify the components of a health care delivery system. 
3. evaluate legal implications of phlebotomy. 
4. define basic medical terms. 
5. describe the anatomy and physiology of body systems to the extent needed to relate basic 

laboratory tests to common pathologic conditions. 
6. use of a variety of collection equipment properly. 
7. perform venipunctures on cooperative adult patients and children.* 
8. perform capillary punctures and collect specimens from small children and infants.** 
9. make acceptable blood smears from blood samples. 
10. perform Ivy bleeding time tests. 
11. demonstrate safe and aseptic technique and infection control measures in the laboratory 

environment. 
12. identify different types of test requisition systems and specimen handling, transportation, 

and processing needs. 
13. state procedures to ensure proper patient identification and assure quality specimens. 
14. communicate and interact with patients and colleagues in a professional manner. 
15. demonstrate professional conduct and appearance. 
16. perform adult CPR using certified standards. 
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Jefferson Health Abington Hospital   Clinic Site Liaison:  Hans Angenor / Jessica  
1200 Old York Road                                               Fernandez 
Abington, PA 19001 
Telephone: 215-480-8953 
 
Chestnut Hill Hospital     Clinic Site Liaison:  TBD 
8835 Germantown Ave 
Philadelphia, PA 19118 
Telephone:  215-248-8459 
 
CLINIC ASSIGNMENT GUIDELINES 
 
Enrollment in the Phlebotomy Program does not exceed the number of available clinical site 
placements based on current affiliation contracts. However, if this should occur due to unforeseen 
circumstances, students will be ranked and assigned using the following criteria: 
 

Current grade in course – those with a higher cumulative average will be given preference. 
Every attempt will be made to place students at current clinical sites if agreed upon by the 
clinical site and Program Director. A site may exceed the designated student number on a 
temporary basis. 

 
 Approximately halfway through the course, students will be given their clinical assignment, 

this will be contingent upon successfully completing their competencies. 
 
PROFESSIONAL DEVELOPMENT 
 
Professional development is an integral part of the Phlebotomy curriculum. Clear guidelines are 
communicated to students so that their behavior conforms to standards of professional practice.  
(See Appendix A, Affective Competencies.) 
 
Students are expected to respect the confidentiality of information. Personal confidences and 
private information concerning patients and obtained while practicing or studying must be 
regarded as privileged communication. Abuse of this privilege is unethical. 
 
Students may not accept gratuities or gifts for any services rendered. 
Solicitation in the laboratory (on campus or at hospitals) is prohibited. 
 
PLEDGE TO THE PROFESSION 
 
As a clinical laboratory professional, I strive to: 
 

¶ Maintain and promote standards of excellence in performing and advancing the art and 
science of my profession 

¶ Preserve the dignity and privacy of others 

¶ Uphold and maintain the dignity and respect of our profession 

¶ Seek to establish cooperative and respectful working relationships with other health 
professionals 

¶ Contribute to the general wellbeing of the community 
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I will actively demonstrate my commitment to these responsibilities throughout my professional 
life. 

(The American Society for Clinical Laboratory Science) 
 

COLLEGE POLICIES 
 

Students are expected to review, understand, and follow College Policies. The current policies 
are located in the “Policies” tab on the top of the student’s Blackboard page or at 
https://courses.mc3.edu/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_42_1 
 
STUDENT CODE OF CONDUCT – BEHAVIOR ISSUES 
 
A student in violation of the Student Code of Conduct Policy will be reported to the Judicial Officer 
to initiate the Code of Conduct proceedings.  The purpose of the Student Code of Conduct is to 
guide students to understand their responsibilities in regard to appropriate behavior and respect 
for others in the college community. The policy addresses the behavioral expectations of students 
on College premises, at clinical sites, and/or while attending College-sponsored activities on or 
off campus.  It also provides the standards for ensuring the College provides due process to 
students through the judicial process. The policy and procedure is found at 
http://www.mc3.edu/about-us/policies/125. 

 
SOCIAL MEDIA 
 
All students are expected to comply with the Social Media Procedures and Related College 
Polices described in the College’s Social Media Handbook located on the College website at 
https://mymccc.mc3.edu/allcampusresources/marketing/social-hb/Pages/policies.aspx. 

 
Health Sciences students enrolled in a health careers program are reminded of their obligation to 
demonstrate professional behavior, uphold ethical and professional standards, and ensure 
compliance with applicable federal requirements such as HIPAA on any/all social networking 
sites. Sharing of confidential information, related to the educational experience, is unacceptable 
and will result in action up to and including dismissal from the program. 
 
SAFETY 
 
Because students may be exposed to a variety of hazards (e.g., infectious agents, chemicals, 
etc.) throughout the course, safety is heavily emphasized in course instruction. Through proper 
education, risks to students are minimized. Students who have questions about the risk of AIDS, 
hepatitis, etc. should contact the faculty. 
 
Students are responsible for knowing and following all laboratory safety procedures both at the 
College and at the Hospital as long as they are enrolled in the course. Safety is taught as part of 
the curriculum. Hospital procedures, such as those for isolation rooms or nurseries, are taught at 
each clinical laboratory. (See Appendix F for Program Safety Procedures.) Students will be 
required to sign a Safety Contract prior to beginning of the laboratory component of the course. 
Students must speak English in the student laboratory or clinical site at all times so that instructors 
can assist students quickly in an emergency. 

https://courses.mc3.edu/webapps/portal/execute/tabs/tabAction?tab_tab_group_id=_42_1
http://www.mc3.edu/about-us/policies/125
https://mymccc.mc3.edu/allcampusresources/marketing/social-hb/Pages/policies.aspx
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LABORATORY ACCIDENTS 
 
Anyone involved in a laboratory accident must document the incident. A standard accident report 
form must be completed. Forms are available in the MLT office. Accident reports must be returned 
to the Program Director who will then contact Public Safety. Students will be provided information 
on baseline testing, treatment, etc. related to the exposure. All accident report forms are filed in 
the student file in the MLT office and the office of Public Safety. 
 



https://www.compass.state.pa.us/cwis/public/home
https://epatch.state.pa.us/
https://www.identogo.com/locations/Pennsylvania


https://www.aging.pa.gov/organization/advocacy-and-protection/Documents/Older%20Adults%20Protective%20Services%20Act.pdf
https://www.aging.pa.gov/organization/advocacy-and-protection/Documents/Older%20Adults%20Protective%20Services%20Act.pdf
https://www.aging.pa.gov/organization/advocacy-and-protection/Documents/Older%20Adults%20Protective%20Services%20Act.pdf
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STUDENT RECORDS 
 
The College accords all the rights under the Family Educational Rights and Privacy Act of 1974 
to its students. A copy of this entire policy can be found at http://www.mc3.edu/about-
us/policies/143. In addition to the official records kept elsewhere in the College, students’ files are 
maintained in the MLT office. While the student is in the program, current files are kept which 
include formative and summative evaluation, advising records, copies of official letters, records 
of grades and attendance, and accident reports. Formative evaluations are kept for 4 years after 
graduation, and are then shredded. 
 
The MLT office also keeps a record of students’ addresses and telephone numbers. It is the 
student’s obligation to notify the Program Director of changes. 
 
Students who wish to review their file in the MLT office should make an appointment with the 
Program Director. Records may not be removed from the Department Office. 
 
UNIFORMS 
 
Uniforms must be worn for all laboratory periods on campus and in the hospital. (Phlebotomy 
students will wear royal blue scrub pants and tops. The goal remains to ensure that the 
phlebotomy student attire reflects the tradition of “professional appearance” and recognizes the 
current attire in most clinical laboratories.) Students not properly attired will not be permitted in 
the laboratory. Students will be required to purchase scrubs. 
 
Leather shoes are required. No open-toe, backless, sandal styles or clogs are permitted. Clean, 
sneakers are acceptable. 
 
PERSONAL CARE 
 
Conservative habits are essential. Use of cosmetics is restricted to those suitable for daytime 
wear in a hospital. Use of jewelry is limited to watches, wedding/engagement rings, button 
earrings and simple chains. Hair longer than shoulder length or hair which falls onto working 
materials must be tied back. Beards must be short. Nails must be kept short and only clear polish 
may be used. False nails are not permitted. 
 
Hair must be composed of natural or synthetic hair materials and must be clean and neatly 
arranged with no extremes of style and a natural color; not necessarily student's natural hair color. 
It must clear the uniform collar and be controlled in such a way that it will not cause contamination. 
 
Religious or culturally required head and or facial coverings must be in either white, black or navy 
and must be a solid color. No prints or embellishments e.g. bows, flowers are permitted. Students 
who are required, for religious or cultural reasons to wear a head and/or facial covering in clinical 
are aware that the facility/hospital may restrict and/or limit student participation in some areas 
where a head covering may pose a safety risk to patients, staff, or the student. 
 

http://www.mc3.edu/about-us/policies/143
http://www.mc3.edu/about-us/policies/143


http://www.mc3.edu/
http://www.mc3.edu/txt/
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Final examinations are given after competency week. They cover the entire semester's work. 
Format and procedures for review are the same as those for unit exams. 
 

NOTE: No opportunity is routinely given to students to make up exams which are missed. 
In such cases a zero is recorded. Any exception to this policy requires a decision by the 
Program Director and the Instructor. 
 

Homework Assignments may be given to students, either in the handout for each lecture or 
announced by the instructor. Assignments may include reading, problem solving, lab reports, 
journal reviews, workbook pages
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Grade Calculation 
Quiz/Homework average 15% 
Unit exam average  20% 
Final exam    15% 
Daily Lab Review average 10% 
Lab competencies 

http://www.mc3.edu/adm-fin-aid/deadlines.
http://www.mc3.edu/adm-fin-aid/deadlines.
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Cheating 
Abuse of confidential information 
Violation of ethical principles 
Failure to admit error 
Insubordination 
Theft 
Use of narcotics, alcohol, or other illegal substances 
Willful destruction of property 
 

AUDIT STATUS 
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IMPAIRED STUDENT PERFORMANCE IN THE LABORATORY AND/OR CLINICAL SETTING 
POLICY 
 
I. Policy 
 

The Division of Health Sciences is committed to providing safe and meaningful learning 
experiences for students and so must provide for the safe and effective care of clients by 
students in the laboratory and/or clinical setting.  The presence or use of substances, 
lawful or otherwise, which interferes with the judgment or motor coordination of HS division 
student in the laboratory or clinical setting results in unacceptable risk for clients, 
colleagues, the College and the healthcare agency. Illegal or unauthorized manufacture, 
sale, possession or use of alcoholic beverages and/or controlled substances by students 
while engaged in any part of educational experiences poses an unacceptable risk for 
clients, colleagues, the College and the healthcare agency and is strictly prohibited. Any 
behavior resulting in the impairment of the student’s judgment or motor coordination 
resulting from unmanaged medical conditions is also included under the terms of this 
policy.  
 

II. Procedure  

A. On Campus: Didactic  
 

http://www.mc3.edu/component/content/article/93-about-us/policies/sa-4/125-student-code-of-conduct
http://www.mc3.edu/component/content/article/93-about-us/policies/sa-4/125-student-code-of-conduct
http://www.dos.state.pa.us/portal/server.pt/community/bureau_of_professional___occupational_affairs/12483
http://www.dos.state.pa.us/portal/server.pt/community/bureau_of_professional___occupational_affairs/12483
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3. The student will not be permitted back into the laboratory/clinical setting until 

the following have been met: 
i. The student is required to meet with Program Director or designee. 
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SERVICES FOR STUDENTS WITH DISABILITIES 
 
Students with disabilities may be eligible for accommodations in this course. Please contact the 
Director of Services for Students with Disabilities, College Hall 225, at 215-641-6575 for more 
information. At the West Campus, contact the Coordinator of Disability Services in the Student 
Success Center at 610-718-1853.  http://www.mc3.edu/student-resources/disability-services 
 
SERVICE WORK 
 
Students are not permitted to be used as substitutes for, or replacement of, paid laboratory 
personnel to carry out normal service functions. 
 
CLINIC ASSIGNMENT GUIDELINES 
 
If the number of students who are eligible for clinic exceeds the number of clinic site seats 
available during a given academic semester, students will be ranked and assigned using the 
following criteria: 
 
1. Grade earned in didactic/student laboratory components – those with higher grades will 

be given preference. 
2. Length of time students are on wait list for clinical practicum – students on the wait list for 

a longer period of time will be given preference. 
 
BLACKBOARD USE 
 
Blackboard is used as a supplement in all MLT courses. Students are required to check 
Blackboard at least once per week for the entire semester for pertinent announcements, grade 
postings, etc. The instructor will monitor each student’s use on a weekly basis. This will constitute 
5% of the overall grade. A deduction of ½% per week will occur when students do not access 
Blackboard per this course requirement. 
 
ADVISING 
 
Students with the CS. PBT major (Certificate in Phlebotomy) may  meet with Kathleen Perlmutter, 
Phlebotomy Coordinator, to discuss the MLT 106 course and its requirements. 
 
CATASTROPHIC EVENTS 
 
If a situation occurred that prevented classes to be held at the Blue Bell campus, both didactic 
and laboratory classes would be held at West campus in Pottstown. With multiple clinical affiliates, 
all students would be able to complete their clinical rotation. 

http://www.mc3.edu/student-resources/disability-services
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APPENDIX A: AFFECTIVE COMPETENCIES OF PHLEBOTOMY TECHNICIAN STUDENTS 
 

MONTGOMERY COUNTY COMMUNITY COLLEGE 
Medical Laboratory Technician Program 

 
INTEREST IN THE FIELD 

 
Phlebotomy Technicians are expected to have a sincere interest in their work which is reflected 
in day to day attitudes and behaviors. Because it is a constantly changing profession, the 
Phlebotomy Technician must be sufficiently self-motivated to keep pace with rapid technological 
advances and other changes. 
 
The Phlebotomy Technician who is interested in her work and learning will demonstrate initiative 
in beginning tasks and will follow them through to completion without prompting from instructors. 
An eagerness or enthusiasm for learning new tasks is another characteristic. Students are 
encouraged to regularly read medical technology journals, participate in professional societies 
and discuss current issues in the field. 
 

DEPENDABILITY 
 
To ensure the smooth and orderly functioning of the laboratory, it is important for the Phlebotomy 
Technician to be dependable. As students, Phlebotomy Technicians must develop the discipline 
needed to report to instructional assignments on time, to return promptly from breaks, and to 
complete work thoroughly and without delay. When unavoidable absence or lateness is 
anticipated, dependable Phlebotomy Technician students will notify their instructors in advance 
to minimize any inconveniences or other problems. 
 



  

P:\MLT\CM\MLT106 Course Manual 2024-2025 23 

Most importantly, patients have the right to services performed not only skillfully but with the 
proper professional attitude.  When drawing blood from patients, Phlebotomy Technicians must 
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DEMEANOR 
 
Students in the Phlebotomy Technician program are expected to display professional conduct 
and bearing worthy of admiration, praise, and respect. Personal concerns must not be allowed to 
interfere with work, responses to stress should be appropriate, and emotions should be held in 
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APPENDIX B: PROGRAM COMPETENCIES 
 
 

The Phlebotomy Program utilizes the ASCLS Entry Level Phlebotomist Competencies to structure 
its curriculum. 
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2.3 Comply with federal, state and locally mandated regulations regarding safety 
practices. 

 
2.3.1 Observe the OSHA Bloodborne Pathogens Standard and Needle Safety 

Precaution Act. 
 
2.3.2 Use prescribed procedures to handle electrical, radiation, biological and 

fire hazards. 
 
2.3.3 Use appropriate practices, as outlined in the OSHA Hazard 

Communications Standard, including the correct use of the Material Safety 
Data Sheet as directed. 

 
2.4 
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9.6 Model professional appearance and appropriate behavior. 
 
9.7 Follow written and verbal instructions. 
 
9.8 Define and use medicolegal terms and discuss policies and protocol designed to 

avoid medicolegal problems. 
 
9.9 List the causes of stress in the work environment and discuss the coping skills 

used to deal with stress in the work environment. 
 
9.10 Demonstrate ability to use computer information systems necessary to accomplish 

job functions. 
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APPENDIX D:  DAILY CLINIC REVIEW FORM 
 

Due in MLT Office: 
________________ 
 

MONTGOMERY COUNTY COMMUNITY COLLEGE 
MLT PROGRAM 

MLT 106 Phlebotomy 
 

Student: ________________________________  Date:  ___________________________  

Instructor: _______________________________ Hospital:  
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APPENDIX G: POSITIVE CRIMINAL BACKGROUND CHECK 

 
 

Montgomery County Community College 
Phlebotomy Technician Program 

 
Date: ______________________ 
 
Student Name: _____________________________ 
 
 
I met with Kathleen Perlmutter, Director of the PBT Program to discuss and review my positive criminal 
background check. 
 
Although the background check will not prevent me from entering the PBT Program, I am aware that my 
criminal background may prevent me from securing employment after completing the Program. 
 
 
I also understand that although I am admitted to the PBT Program, any clinical site at any time can 
request to see my criminal background checks, for cause, and would have the right to prevent me from 
practicing within their facility. If this should occur, the PBT Program would make efforts to place me at 
another facility, but I understand that if that is not possible, I may not be able to complete the objectives 
for the course/program. 
 
I have had the opportunity during this meeting to have my questions answered.
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APPENDIX H: SAFETY PROCEDURES FOR THE MLT PROGRAM AND LABORATORY 
 

Purpose of the Safety Program 
 
1. To protect the health and well-being of the students and faculty while working in the 

student laboratory. 
 
2. To eliminate the spread of potentially infectious agents outside of the laboratory. 
 
3. To protect the College housekeeping staff who clean the facilities. 
 
4. 
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5. The work surface of the lab stations are to be covered with protective mats at all times. 
Used mats are changed at the end of each lab period and discarded in biohazard bags. 

 
6. Students will keep a small biohazard bag at their lab stations and place non-sharp 

contaminated disposable items directly into them. These bags are then placed in the larger 
biohazard bags at the end of the lab period. Sharp or rigid biohazards are discarded into 
large, red containers on the bench tops. 

 
7. All disposables contaminated with biohazards (e.g., tissues, pipet tips, etc.) are to be 

discarded directly into biohazard bags or rigid containers. (Instructors will notify students 
when clinical specimens may be discarded.) 

 
8. Contaminated non-disposable glassware is to be placed in specially marked containers of 

disinfectant. 
 
9.




