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FRANCIS TUTTLE TECHNOLOGY CENTER — HEALTH SCIENCES CENTER
PEDORTHIC PRACTICE MANAGEMENT PROGRAM — APPLICATION PROCESS

PROGRAM DESCRIPTION

The Pedorthic Practice Management (PPM) program is an adult online/blended certificate program which
consists of theory, laboratory skills and clinical experience. The program consists of 270 hours of online
education and 80 hours of on-site lab content (boot camp). The online portion is self-paced and available
to students at any time of day. The boot camp is offered four times a year and meets Monday through
Friday from 8:00 am to 5:00 pm for a two-week period. There is also a 40 hour clinical rotation to allow
the student observation in a Pedorthic facility. The program has rigorous curriculum and required
attendance. The program is nationally accredited and students are eligible to take a national certification
exam upon completion after logging 1000 hours of supervised work under a certified Pedorthist or
Orthotist. Refer to the program information guide for accreditation information or the Francis Tuttle
website: www.francistuttle.edu/Media/Website%20Resources/PDFs/CTP/AppPkt-PPM.pdf

STUDENT SELECTION

The program has a selective admissions process, as often there are more applicants than available
student positions. In addition to the minimum requirements for admission, applicants must also meet
requirements regarding physical abilities, criminal background review and drug screening tests for the
clinical rotations. Applicants must submit all the required documentation with the applicant checklist
(form) to the Career Planning Center before their file will be reviewed by the Health Science Advisor. The
PPM program director will then review the file and determine selection of students. Applicants will be
notified by letter, and by email or phone, when it is determined they have been accepted.

MINIMUM REQUIREMENTS FOR ADMISSION
e Applicants must submit the Francis Tuttle Adult Application for Admission form with $15.00 non-
refundable fee. (The age requirement for adults is 18 years or older.)

e Applicants must provide evidence of High School Graduation Equivalency:
o0 High School Transcript or Diploma (original or true copy) with graduation date, or
0 GED diploma or Transcript, or
o Official College Transcript showing high school & graduation date, or
o Official College Transcript with 12 credits of 1000 level English, Science & Math courses,
or
o0 International Equivalent Letter*

¢ International Applicants (for whom English is a second language) must provide TOEFL test
scores—either 500 on the paper-based, or 173 on the computer-based test.
*Transcripts generated by schools outside the U.S must be evaluated by a credentialing
agency in order to validate equivalency. Applicants may contact the World Education Services
at www.wes.org

e Applicants are required to submit a signed Affirmation of Criminal History Background Check
form.


http://www.francistuttle.edu/Media/Website%20Resources/PDFs/CTP/AppPkt-PPM.pdf

MINIMUM REQUIREMENTS FOR ADMISSION (CONTINUED)

Note: After receiving a letter of acceptance to the program, students must then complete
an additional in-depth background check as required by the clinical rotation sites. This
includes checks of several national databases, county criminal court records and
verification of licensing and work history.

PREFERENCE POINTS
In the event there are more qualified applicants than positions in the class, applicants will be ranked for
selection based upon preference points as described below. Applicants with the same number of
preference points will then be ranked based on their GPA. In-district students are given priority over out-
of-district students. There are a total of 10 preference points available. An official college transcript is
required for evidence. Submitting documentation for preference points is optional.
o GRADE POINT AVERAGE (GPA)
0 High School or Cumulative College Retention GPA of 3.00 — 3.49 = 1 point
o0 High School or Cumulative College Retention GPA of 3.50 — 4.00 = 5 points

e COLLEGE COURSE GRADES
Applicants may receive one preference point each for achieving a final grade of “A or B” in 1000
level college courses: English, Math, Science, and Health-related courses (example: Medical
Terminology).

e HEALTH CERTIFICATION OR LICENSE
Applicants may receive up to two preference points for current health-related certifications or a
license. Copy of the certification or license is required for one point each.

NONDISCRIMINATION PoLICY

Francis Tuttle is in compliance with Title VII of the Civil Rights Act of 1964, Section 504 of the
Rehabilitation Act of 1973, Title IX of the Education Amendments of 1972, Americans with Disabilities
Act, and other federal and state laws and regulations and shall not discriminate with regard to race, color,
religion, gender, national origin, age, marital status, veteran status, or disabilities. This policy is followed
in the operation of its education programs and activities, recruitment, admissions, employment practices
and other education services.

Inquiries concerning this policy may be directed to either the Human Resources Director or Assistant
Superintendent of Instruction who both serve as Coordinator of Title IX and Section 504 responsibilities
for all campuses of Francis Tuttle Technology Center, 12777 N. Rockwell, Oklahoma City, Oklahoma
73142, telephone 405-717-7799.

Revised April 2015



FRANCIS TUTTLE TECHNOLOGY CENTER — HEALTH SCIENCES CENTER
APPLICATION PROCESS — ADDITIONAL INFORMATION

NON-ACADEMIC ADMISSION REQUIREMENT

Criteria taken into account when admitting first time or transfer students: a) whether the applicant has
been expelled, suspended, denied admission, or denied admission by any educational institution; and b)
whether the applicant’s conduct has been such that if the applicant was a student at the time of the
conduct in question, the conduct would have been grounds for expulsion, suspension, dismissal, or
denial of readmission to the program.

Criteria taken into account when readmitting withdrawn students: a) reason for withdrawal, b) faculty
recommendation and c) actions taken to correct deficiencies. Students may request Advanced Standing
credit.

INTERNATIONAL APPLICANTS

TOEFL tests are required for admission of international students (for whom English is a second
language) in addition to taking the standard COMPASS entrance test and may be taken twice during a
semester. Francis Tuttle does not administer the TOEFL examination. Applicants needing to take the
TOEFL may register for the examination by contacting Educational Testing Services (ETS). The cost of
the Internet Based TOEFL (iBT) is currently $150.00. The applicant may register for the examination
online or over the phone: 1-800-GO-TOEFL (1-800-468-6335); or by email: http://www.ets.org (Select
“TOEFL” from the list of exams). ETS will inform the applicant where the examination can be taken in the
local area. If the applicant has completed the “Institutional TOEFL” at a college/university the score is
acceptable to meet the requirement. Please read the “Guidelines for Prospective International Students.”



FRANCIS TUTTLE TECHNOLOGY CENTER — HEALTH SCIENCES CENTER
GUIDELINES FOR PROSPECTIVE INTERNATIONAL STUDENTS

Definition
The term International Student is defined as a person to whom English is a second language (ESL) and
who has graduated from high school in a foreign country.

[-20 Documentation
Francis Tuttle Technology Center does not issue I-20 documentation.

Test of English as a Foreign Language (TOEFL)

International students seeking admission into the Dental Assisting (DA), Medical Assisting (MA), Orthotic
& Prosthetic Technician (O&P) and Practical Nursing (PN) programs must take and pass the TOEFL or
meet the criteria for exception.

TOEFL Guidelines

Provide proof of English proficiency by meeting one of the following:

a. Score a minimum of 500* on the paper-based International Test of English as a Foreign
Language TOEFL, OR the Institutional TOFEL.

*An individual not eligible for admission under the standard of 500 may be admitted
conditionally if he/she has attained a minimum score of 460 and afterward has
satisfactorily completed a minimum of twelve (12) weeks of intensive English study at an
approved institution.

b. Score a minimum of 173** on the computer-based International TOEFL or 61*** on the
TOEFL iBT (internet based test).

An individual not eligible for admission under the standard of 173** or 61*** may be
admitted conditionally if he/she has attained a minimum score of 140** or 48*** and
afterward has satisfactorily completed a minimum of (12) weeks of intensive English study
at an approved institution.

** International TOEFL scoring range

*** TOEFL iBT scoring range

c. Submit an official college transcript reflecting 24 completed college hours of
accredited college work (must be in "good standing") at a college or university in the
United States.

d. Submit an official U.S. high school transcript, with date of graduation, which indicates that
all curricular requirements have been met. A list of curricular requirements is available from
the College Admissions Office.

Countries from which students may be accepted without English proficiency may include
Australia, The Bahamas, British Isles, Canada, Guyana, Jamaica, Liberia, New Zealand, South
Africa, and The West Indies.

Certification/Licensure Eligibility
To ensure eligibility for certification or licensure, applicants who are not citizens of the United
States should submit a copy of a current VISA or Passport and BCIS number as part of the
application packet.

High School Equivalency/Transcript Evaluation
A high school equivalency assessment letter indicating that foreign country education is
equivalent to U.S. high school education is required as proof of high school equivalency. The
evaluation and letter are available through the international student’s office at many colleges and
universities. It can also be obtained from World Education Services (WES) at www.wes.org.

Revised April 2015


http://www.wes.org/

PEDORTHIC PRACTICE MANAGEMENT PROGRAM — APPLICANT CHECKLIST

Applicant’s Name (printed):

Date:

Directions: You are responsible for submitting all required documents with this checklist, so that your
application packet is complete. Please initial each line before you submit all required documents to the
Health Sciences Advisor in the Career Planning Center (CPC) on the Rockwell campus. Incomplete
application packets will not be considered for acceptance. It is the applicant’s responsibility to
ensure that a complete packet has been submitted.

Applicant CPC
Initials Check Documents REQUIRED from all Applicants

u Francis Tuttle Adult Application for Admission form with $15.00 non-refundable
application fee

a High School Equivalency:
O High School Diploma or Transcript (Original or True copy) with graduation

date, or

O GED Diploma or Transcript, or
O Official College Transcript with High School & Graduation date, or
4 Official College Transcript with 12 credit in selected 1000 level courses, or
4 International Equivalent Letter*

a Criminal History Background Check form:
Q Affirmation of Criminal History Background Check (signed form)
International Students Only:

a TOEFL Test Score: 500 paper based; or 173 computer based

u True copy of Alien Status Card signed & dated

a Copy of current VISA or Passport & BCIS number
Preference Point Documentation for 10 Points (optional):

u Official College Transcripts — List all Colleges Attended:
O Cumulative College Retention GPA 3.00-3.49 =1 point; 3.50-4.00 =5 points
U4 College Courses w/A or B: English, Math, Science and/or Health-Related

a Copy of a Health Certification or License (up to 2 points)

Applicant’s Signature:

Revised June 2020

Preference Point Total =

Date Submitted:




PEDORTHIC PRACTICE MANAGEMENT PROGRAM ENROLLMENT OPTIONS

REQUEST FORM

Applicant Name: Date:

DIRECTIONS: Refer to the enroliment options information below. Indicate which enroliment option you are
requesting by checking the appropriate box below. Identify the preferred start date by checking the box of

the month you want to start your enroliment in the program. This form must be submitted by mail with the
other required forms.

PEDORTHIC PRACTICE MANAGEMENT PROGRAM

Preferred Enrollment Start Date
(Check ONE Box)

U August
U September
U October
U January
U February

U March

U June

Program Director’s Approval/Signature Date of Approval

Revised 6/17



FRANCIS TUTTLE TECHNOLOGY CENTER — HEALTH SCIENCES CENTER
CRIMINAL HISTORY BACKGROUND CHECK PROCEDURES

The applicant is responsible for completing this process accurately by following the directions
on page two and the instructions on the criminal history background request form.

PURPOSE STATEMENT

When considering adult applicants for admission into one of the professional Health Sciences programs,
criminal history records are reviewed as they relate to the content and nature of the curriculum and the
safety and security of patients and the public. In order to meet minimum requirements for admission,
applicants must provide a criminal history background check (obtained not more than six months prior to
the entrance date) to the school as required documentation for admission.

Applicants will provide a criminal background check for use by the school to evaluate eligibility of
acceptance. This is required by clinical sites and may also be listed in the clinical contract. Disclosure of
the record to the clinical site may be necessary for review, evaluation and approval.

A conviction/criminal history record does not necessarily disqualify an individual for admission. The
record will be reviewed and evaluated by the program director and director of the department. An
applicant will be required to repeat and re-submit a background check if it is older than six months at the
time of admission to the program.

BACKGROUND CHECKS FOR CLINICAL SITES

Background checks on students are required by clinical sites to protect patients and the general public.
For this reason, clinical sites require students to have background checks performed. They have the right
to refuse placement of any student. The school and clinical sites reserve the right to require repeat
background checks if needed.

The self-disclosure information form, background checks, and conviction records (whether in or outside
the state of Oklahoma) may be provided to the clinical sites, as deemed necessary by the school or as
required by the clinical site, during the period of enroliment in the academic program.

To receive a clinical placement, the student must comply with this requirement and all findings must be
satisfactory according to the guidelines below.

CRIMINAL BACKGROUND CHECK AND SEX OFFENDER REGISTRY SUBJECT TO RESTRICTION FOR CLINICAL
SITE PLACEMENT
Criminal history background records searches are acceptable only when:
¢ Conducted by Group One Services, and must be completed after admission to the program.
Following admission, you will be emailed a link to a site to request a background check. The cost
for this service is $45, which will be paid online.

The clinical site may not allow any student to participate in clinical experiences with criminal history
background check records that show the following:
e Any felony classified as a crime against the person.
¢ Any felony classified as a crime against public decency or morality.
e Any felony classified as domestic abuse pursuant to the provision of the Protection from Domestic
Abuse Act.
¢ A felony violation of any statute intended to control the possession or distribution of a Schedule |
through V drug pursuant to the Uniform Controlled Dangerous Substances Act.



e Any offense whereby the person is required to register pursuant to the Sex Offenders
Registration Act.

e Any drug related offense.

e Any individual excluded by the Office of Inspection General (OIG) from a federal payer program.

e Any current charges pending disposition related to fraud, alcohol, drugs or crimes against
persons

FURTHER DISCLOSURE

Some professional licensing, registration, or certification boards also require further information from
individuals who have been convicted of a crime in connection with their determination of the eligibility of
an application for licensure, registration, or certification; or even for the privilege of sitting for licensure,
registration or certification examination.

Revised June 2019



FRANCIS TUTTLE TECHNOLOGY CENTER — HEALTH SCIENCES CENTER

AFFIRMATION OF CRIMINAL HISTORY BACKGROUND CHECK PROCEDURES
AND SELF-DISCLOSURE STATEMENT AND RELEASE OF INFORMATION FORM

As an applicant to one of the professional Health Sciences programs, | affirm that | have read and
understand the program’s Criminal History Background Check Procedures, and

| fully understand that | may be denied admission to the program based upon an evaluation of records by
authorized personnel, and

I understand that any clinical facility may deny my participation in clinical experiences based upon
criminal background check records. If this occurs, | will be subject to dismissal from the program.

I understand that authorized school personnel are responsible to provide a copy of the criminal history
background check records (and related course documents) to a clinical site for their review, if deemed
necessary.

| understand that | am responsible to report any arrests and/or convictions that may occur after
submission of my Criminal History Background Check to the program director. The program director may
require another background check (at my expense), if deemed necessary.

| further understand that | am responsible for self-disclosure by completing this form by answering all
guestions completely and honestly. | understand that | will be subject to dismissal, if accepted to the
program, if answers are found to be inaccurate. In addition, | understand that failure to report subsequent
arrests or convictions may result in dismissal from the program.

Self-Disclosure Statement (Check either Yes or No)

Do you have a current criminal charge that is pending? Yesd NoU
Have you ever had a criminal conviction, including a deferred sentence? Yesd NoU
Have you ever had a professional certification or license suspended or revoked? Yesd NoQ
Are you currently on parole, probation, or a deferred sentence? Yesd Noll
Are you listed on any state’s Sex Offenders Registration List? Yesd Nol

Release of Information
My signature below indicates that | grant full permission, without recourse, for the use and release of
information as necessary for the purpose explained.

Applicant Name/Signature

Signature Date
Print Legal Name Social Security #
Name of Program Revised June 2019
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