Cerritos College Pre-Professional
 Student Handbook

INTRODUCTION

The undergraduate athletic training program at Cerritos College, sponsored by the Health, Physical Education, and Athletics Division, offers the opportunity to gain a specialized knowledge of the Athletic Training Profession. Opportunities to gain experience with community college intercollegiate athletic programs, secondary school interscholastic settings, and/or sports medicine physical therapy clinics exist for students. Area physicians and allied health professionals complement the staff, as they contribute to the educational process by presenting guest lectures and providing clinical instruction.
The purpose of this manual is to familiarize the Pre-Professional Student with the policies and procedures of the Cerritos College Athletic Training Program (ATP). The ATP functions more efficiently and effectively when all members of the ATP affiliated clinical sites follow the guidelines listed. This handbook is not all encompassing nor does it have all the answers. Questions not answered by this manual should be directed to Certified Athletic Trainers (ATC).
As part of this program, you agree to abide by the rules and regulations set forth in this handbook. Failure to follow policies or directions of the ATC’s or team physician may result in suspension or separation from the program. As a Pre-Professional Student you have certain responsibilities to your education and job site. Your decisions should be an extension of the program and affiliated site. However, the ATC’s are ultimately responsible for the health and the wellbeing of the athletes and the operation of athletic training facilities.

ROLE OF THE CERTIFIED ATHLETIC TRAINERS

The Certified Athletic Trainers (ATC) at Cerritos College are medical experts in preventing, recognizing, managing and rehabilitating injuries that result from physical activity. Working under the direction of the team physician, it is the role of the ATC’s to provide care for the intercollegiate athletes at Cerritos College. It is the responsibility of the ATC’s at Cerritos College to supervise, schedule and provide educational opportunities for the Pre-Professional Students. 

ROLE OF THE PRE-PROFFESIONAL STUDENT 

Selection as a student in the pre-professional program means you have been given the opportunity to experience your profession while under the guidance of a certified working professional. Pre-professional students in the ATP serve a vital capacity within the athletic department. You are an extension of the ATC’s, as well as the Cerritos College ATP; thus you are expected to act in a professional manner.



ACADEMICS

The educational preparation for athletic training has changed from obtaining hours of experience to competencies. These competencies are derived from the domains of athletic training as identified by the role delineation study performed by the NATA. Some of these competencies will be presented in the courses specific to athletic training. They can be observed in the athletic training center. Even though these competencies will be presented, discussed and practiced within our program, they are required to be checked off as completed within an accredited curriculum program at a four-year institution. We consider it our job to assist you in becoming proficient in as many competencies as possible prior to transferring to an accredited program.
You are required to maintain a 2.5 GPA to remain in the program. If you miss any assignments or tests due to traveling with an athletic team, you are expected to make up this work prior to travel. The internship is not an excuse for poor academics or failure to do your work. If you need additional time to do school work, inform the ATC’s. Your main purpose at Cerritos College is to get an education. Your academic progress will be checked periodically during the course of the semester. If you have trouble with a class, get help early enough to make a difference. Studying in the athletic training center is allowed if there are no athletes that need care and all work has been completed. Your academic progress takes priority over your time in the athletic training room so if there is a need for time off inform one of the ATC’s. Failure to maintain a 2.5 GPA will result in suspension from the ATP until all program requirements are met.

REQUEST FOR TIME OFF/LEAVE OF ABSCENCE

In the event that you would like to request a particular day or days off for non-academic or non-emergency reasons, a request must be submitted for approval to the ATC’s at least 2 days prior to the day(s) requested. It would be of great assistance if you arrange coverage of your hours by another student. Days off will be written on the calendar in the ATC’s’ Office. Request for leave of absences (e.g. semester or academic year) should be submitted to the ATC’s in order to resume internship and academic roles upon return.











PAPERWORK

CLINICAL HOUR DOCUMENTATION
All pre-professional students must accurately record supervised hours in the Athletic Training room. 
To complete the form (Appendix) include:
Name:
Date:
Hours:  The amount of hours you worked
Observations:  What sport or event you are working.
The Hours Reporting Sheet will be signed by the ATC at the end of your internship.
All hours must be kept within the student files of the athletic training room
Supervised hours can only be obtained at Cerritos College.

ATHLETIC TRAINING STUDENT SCHEDULES
Many students have outside employment obligations.  For students with outside employment opportunities, hours in the Athletic Training room will be most difficult to obtain.  Between class schedules and work there are simply not enough hours in the day.  If possible, try to schedule hours in the Athletic Training room between the hours of 1:00 P.M. and 7:00 P.M.
All schedules are to be turned in to the Staff Athletic Trainers at the beginning of each semester.










RESPONSIBILITIES AND EXPECTATIONS

FIRST YEAR PRE-PROFESSIONAL STUDENTS
1. Must apply for admission to the Athletic Training program.  Application, unofficial transcripts, and current CPR card should be included. 
2. Will preferably enroll in a pre-athletic training, pre-teaching, or other pre-allied health related major.
3. Must maintain a grade point average above 2.5.
4. Must be present for all meetings, seminars, and lectures, pertaining to Athletic Training advancement.
5. Must have completed the Introduction to Athletic Training course with a grade of C or better.  
6. Must be available to observe entire pre-season procedures, medical exams, Athletic Training room policies, wrapping and taping techniques, modality applications, and any other policies that will enhance you in the field of Athletic Training.
7. Pre-professional students will be assigned responsibilities by the Staff Athletic Trainers.
8. Will be required to obtain and retain, a CPR card throughout your Athletic Training experience.  
9. Attend the mandatory pre-season in-service program.

SECOND YEAR PRE-PROFESSIONAL STUDENTS
1. Maintain all expectations of a first year pre-professional student.
2. Each student must be able to administer first-aid to the injured student-athlete.
3. Each student should become proficient in taping, recognition, and rehabilitation of athletically-related injuries.
4. Serve as a mentor to first year pre-professional students.



PERSONAL QUALITIES

DEPENDABILITY: Dependability includes, punctuality, following directions, completion of tasks as assigned, enforcing the rules of the affiliated site’s athletic training room, asking for help if needed, and showing initiative.

DEDICATION: You must be dedicated to your education and personal success in the athletic training program that includes the affiliate clinical site.

SINCERITY, HONESTY, LOYALTY and INTEGRITY: We work in an environment governed by many rules and requirements. Each student is responsible to ensure that rules are followed. As a pre-professional student you are in a very precarious position. You are undoubtedly friends with many of the athletes; you must not let this relationship affect your judgment.
Ultimately, FRIENDLINESS and a SENSE OF HUMOR are a necessity and can be used as tools in developing respect. 

PROFESSIONALISM

Please keep in mind you are a representative of the Cerritos College Athletic Training Program. Your words and actions will have a direct reflection on the entire program. You are expected to act as a professional while at work. Excessive socializing, flirting and any other unprofessional behavior will NOT BE TOLERATED. You are also expected to act in a mature and responsible manner while away at your affiliated clinical internship site.
There will be NO TOLERANCE for any pre-professional student caught using or in the possession of illegal drugs. There will be no consumption of alcoholic beverages while on duty in the athletic training center or while working with athletic teams at home or while traveling. 

Failure to follow these rules may result in a referral to the campus judicial affairs office for review. This could lead to removal from the program or, in the case of students obtaining hours to enter a local curriculum program, being banned from this campus. 

CONFIDENTIALITY

ALL information regarding an athlete's injury or condition is strictly confidential. Unless instructed by an ATC you are not to discuss information with anyone outside of the athletic training center. All questions regarding an injury should be directed to the ATC or Team Physician.



PUNCTUALITY

Tardiness will NOT BE TOLERATED. You will be on time for work, practices, games and travel. If you find yourself in a situation that will cause you to be late for either athletic training center hours or games, directly contact ATC’s ASAP. You are not allowed to leave early from a scheduled shift or game unless prior permission has been granted by an ATC. Also, you are not done working a game until all equipment used for that game has been put away. Excessive tardiness or leaving early without proper notification (3 or more) will result in clinical internship suspension.

DRESS CODE

A neat clean, personal appearance while working in the athletic training room is an important step in gaining the respect of the athletes, coaches and the general public. Refer to your supervising staff athletic trainer for specific questions about dress for specific teams and events. Dress for home and away events should be appropriate for the situation. Please keep the following guidelines in mind when choosing your attire:
· Keep in mind that your clothes should set you apart from the athletes.
· You MUST wear the distributed Cerritos College Athletic training Room Attire (T-shirts, Polos) in the Athletic Training Center and at events.
· Clothing must be modest. Bottoms should consist of Khakis (shorts or pants), sweats, or shorts. Shorts must be of at least mid-thigh length. No yoga pants, jeans, baggy shorts, are to be worn at any time.
· No student will wear clothing (including caps, hats, cold weather clothing, or equipment) with profanity or reference to drug or alcohol use. Hats or cold weather clothing with professional sports or high school representation may be worn but Cerritos College clothing is preferred. Only Cerritos College clothing may be worn at Cerritos College competitions unless otherwise indicated by the ATC working the event.
· Your shoes should be comfortable and functional. Flip flops, sandals, and other non-functional shoes are NOT acceptable.
· Game day attire will vary according to the sport and weather. Discuss appropriate attire with the ATC’s prior to game day.

CELL PHONE USE

Cell Phone usage should be limited to emergency or extreme issues only. Excessive usage of a cell phone at a game, practice, or while in the athletic training center could lead to the athletic training student to be sent home for the day.

The use of social media of any kind and photos may be considered a violation of HIPAA and against the confidentiality agreement.

COMPUTER USE

The purpose of having computers in the training room is for the recording of medical information and professional need for the ATC’s. Internet use is not allowed without permission of the ATC’s and should not be abused. Athletes are never to use the computers.

RELATIONSHIPS

Students and the ATC: 
Demonstrating professionalism to the ATC’s will aid in gaining their confidence. When conversing with them, it is important to speak in a clear and concise manner, using appropriate terminology whenever possible. Be attentive to accuracy and detail. The staff athletic trainer is your immediate supervisor and you are responsible to this person at all times. 

Students and the Coaching Staff: 
The ATS’s relationship with the coach is instrumental in one’s success when working with a team. It is important to make a good first impression by properly introducing yourself, and explaining your background in the program. Developing communication skills is essential. If any difficulties arise, discuss it with an ATC, privately, as soon as possible.

Students and the Team Physician: 
Our team physician is highly qualified and should be treated with the utmost respect. Optimize your learning opportunities from the team physician in the clinic and on the field.

Students and the Athlete: 
This relationship is complex. While friendships are not discouraged, it is important that the pre-professional student understand his/her role as a professional. The student has a professional responsibility to the athlete that does not allow for compromise. The pre-professional student must also understand the importance of confidentiality. Acting with integrity, loyalty, and respect is essential at all times. If anything occurs that the student is concerned about, discuss it privately with an ATC. 




GENERAL DUTIES AND RULES

Refer to policies and procedures listed throughout this manual or to ask a staff athletic trainer if you have questions. The following are duties that need to be performed on a daily basis to allow the facility to function efficiently.
· Record all injuries and illnesses for all sports. 
· Record all treatments in the computerized treatment program.
· Medical files are not to be removed from the athletic training center office.
· Maintain sanitary and orderly conditions in the athletic training center.
· Assist in cleaning the athletic training center and satellite site in the field house at the end of each day or when there is a break in activity. Maintaining a clean environment is everyone’s responsibility, regardless of seniority.
· DO NOT issue over the counter medication, unless authorized to do so by a staff athletic trainer or a team physician. Only a physician may dispense prescription medications.
· Make certain that you keep current with athletic training room functions and actively seek improvements in the program. Continually work to improve your skills.
· Record your hours daily and have them signed by a staff athletic trainer every month.
· All athletic training students are required to attend all in-services and meetings designated by ATC’s.
· Work in cooperation with the sports medicine staff, the coaches and other support staff.
· Make sure opening and closing duties are completed every day.




ATHLETIE INITIAL CONTACT

As individuals enter the Athletic Training Center it is the responsibility of the ATS to approach and ask, “May I help you”? It is important to follow the following steps when dealing with any athlete:
· Establish that the individual has a current physical on file by checking in the computer.
· Establish if the individual has had their injury evaluated. Check the computerized information, if not they must have injury evaluated prior to development of a treatment program
· Check if a treatment program has been developed.
· Follow the treatment program as written unless changed by an ATC.
· No treatment is to be provided if the injury has not been evaluated and recorded in the injury tracking program.
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Contact in the Clinical Site
Establish if the person is an athlete by looking them up in the computer
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Perform established treatment protocols
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If an athlete comes in to self-foam roll or stretch, it should be recorded in Sportsware as a non-injury treatment. Athletes coming in for just injury ice do not need to be recorded in Sportsware.




RECORD KEEPING

Record keeping is a very important role of the athletic trainer. It is your responsibility to learn the record keeping system at your assigned affiliated internship site and maintain accurate records of the sport you have been assigned. The following is a list of the types of records commonly used in the athletic training room.
· Daily Treatment Record
· Injury Report
· Rehabilitation Report
· Injury Claim Form - insurance claim form
· Equipment Checkout
· Inventory
· Pharmacology Records


INJURY MANAGEMENT/EVALUATION AND MEDICAL EMERGENCIES

· Observe and assist ATC’s in the care of injured athletes.
· Learn all Emergency Action Procedures (EAPs) for events at home and on the road.
· Understand the mechanism of injury (MOI); make quick and accurate evaluations of the situation; and apply the appropriate management techniques.
· Be an expert in administering first aid. To be assigned to game coverage you are required to maintain current certification in CPR and First Aid.
· Refer all athletic injuries and illnesses to a certified athletic trainer.
· Enter the appropriate information into computer and fill out an insurance claim form or physician clearance form as needed.
· Be especially careful when recognizing an injury. Giving an athlete incorrect information can be detrimental to their confidence in you and your own confidence.
· Remember, when you are not supervised by an ATC, you may act only as a first responder.



GAME COVERAGE

You will be assigned game and practice coverage according to your abilities and needs. The following rules apply to game coverage:
· Game coverage starts at least 2 hours before game. Check with the ATC for the exact time you need to arrive.
· Game coverage is complete once all athletes have received care and all equipment and supplies have been properly stored. Do not plan on leaving early.
· Learn the contest or practice duties and carry them out appropriately.
· Always have the necessary supplies available for practices and games.
· Never leave a game or practice without first checking with the ATC’s. 

TRAVEL POLICY

As a pre-professional student you may have the opportunity to travel with a team from Cerritos College alongside the ATC. It is your responsibility to be familiar with the ATC’s policies and procedures, trip itinerary, needed supplies, insurance information, and anything else necessary for travel. Remember you are representing, not only yourself, but your team, school, and the ATP, so conduct yourself accordingly. DO NOT put yourself in a position that may jeopardize you legally and/or ethically.
Pre-professional students are prohibited from drinking alcohol while traveling with an athletic team even if you are of legal drinking age!
Some areas to review before travel may include:
· Emergency Care Policy
· Expected Conduct
· Record Keeping Policies
· Kit (supplies)
*** If you are unsure of something do not be afraid to ask***

MEDICATIONS

Federal guidelines dictate specific roles for the athletic trainer in the administration and dispensation of medication. Athletic trainers are only legally allowed to administer over-the-counter (OTC) medications. Administration of medication is defined as handing athletes single doses (e.g. ibuprofen, acetaminophen, antacid) in packets that have the lot #, direction, dose (mg), and warning visible on the front. Any other medications needed must be prescribed and dispensed by a physician. Please view your affiliated clinical sites’ policies on administration and storage. Athletic Training Students are not allowed to hand out OTC’s without permission from an ATC. 

PRE-PROFESSIONAL STUDENT EVALUATIONS

All pre-professional students will be evaluated by the Staff Athletic Trainers a minimum of once during the academic year.

RESIGNING AS A PRE-PROFESSIONAL STUDENT

Students will sometimes find this field is not the right choice for them. The undergraduate experience is designed to allow you to do just that. Your experience will challenge you and will provide a view of the hours, duties and stresses involved with a college athletic training program. If you do not find this job interesting and fun at this point in your career, you certainly should re-evaluate your desire to continue. The ATC’s will be available to discuss and suggest other options for study and, possibly, a career. If you should decide not to continue your experience in ATP, you must write a letter of resignation, addressed to the ATP director. This signed letter will be placed in your permanent file.

STANDARDS OF OPERATION CHAIN OF COMMAND FOR THE CERRITOS COLLEGE ATHLETIC TRAINING ROOM

Pre-Professional Students

Assistant Coaches

Head Coaches

ATC’s

Director of Athletics

Dean of HPER

Team Physician


    Medical						    Academic / Sport



















DISCIPLINARY ACTIONS:
Cerritos College Athletic Training has the following disciplinary actions for students who do not follow the rules set forth in the student manual.
1. Any student who is not wearing their Cerritos College Athletic Training issued clothing while working in the facility or at a game may be sent home.  Multiple offenses may lead to a suspension.
2. Any student who is absent without proper notification to the ATCs will lead to suspension.
3. Any student with excessive tardiness may be sent home for the day.
4. Any student who is attending social gatherings with current student athletes during their season may lead to a suspension in the program.
5. Any student who is using social media inappropriately in the athletic training facility will be dismissed from the program.
6. Any student who GPA drops below a 2.5 will be asked to leave the program.

