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Student Information & Services

Vatterott College offers students a variety of success-oriented services as well as
activities for the benefit of students and the community.

Vatterott College endorses an open-door policy with respect to students and staff.
Students have the right to request an appointment with any member of Vatterott
College staff regardless of the person’s title or function. Office hours for Vatterott
College personnel are available from the receptionist.

Career Services

During the admissions interview, prospective students are advised of the many
career paths that are available to them upon graduation. Education Coordinators
assist students in assessing their talents and discuss the motivation necessary to
achieve their career goals.

It must be stressed that Vatterott College cannot and will not guarantee students
jobs, and the ultimate responsibility for securing employment is with the student.
Although the school cannot guarantee employment, Career Services is available to
assist students with part-time employment while they pursue their studies, as well
as, training related employment upon completion of their education. Career Services
acts as the liaison between students and employers by promoting Vatterott College
to prospective employers. Both students and employers benefit by the referral of
qualified employees from Vatterott College.

Even though the ultimate responsibility for securing appropriate employment is
with the student, Career Services support students throughout their education.
However, the placement process intensifies as students near graduation. Career
Services helps students with updating resumes, fine tuning of interviewing skills,
and professional networking techniques. Information regarding employment
opportunities with both local and nationally recognized organizations is provided to
qualified graduates. Students may interview both on and off campus depending on
the preference of the employer.

Agencies and institutions that accept our students for internship/externship
placement and potential employers may conduct a criminal and/or personal
background check. Students with criminal records that include felonies or
misdemeanors (including those that are drug-related) or personal background
issues, such as bankruptcy, might not be accepted by these agencies for internship/
externship or employment following completion of the program.

Some agencies and employers may require candidates to submit to a drug test.
Some programs may require additional education, licensure and/or certification for
employment in certain positions.

Those decisions are outside of the control of Vatterott College.

Academic Assistance

Students seek help and advice during their education for many reasons. At Vatterott
College, the student is the primary priority. Every effort is made to develop a
relationship with the student body so individuals feel comfortable in requesting and
receiving assistance.

The Director of Education is responsible for providing academic assistance and
should be consulted when assistance is desired. Referrals to outside agencies may
be provided as needed. The administrative staff and the faculty are also available for
advising assistance.

Effective 12-2011. Vatterott College Kansas City Campus. 43



Student Information & Services

Retention Services

It is the responsibility of the Retention department to ensure that students are
provided continuous support throughout their academic careers. Following their
initial enrollment, each student will be assigned a Retention Officer who will serve
as their campus liaison.
The Retention department is responsible for the following duties:

O Administering the primary, midterm and end of phase surveys;

O Providing academic support to include tutoring and advising;

O Administering the V-STAR (Vatterott Student Tutoring Advising and
Retention) Program; and

O Monitoring student attendance

Faculty

The faculty members are the keystone of Vatterott College’s teaching success.
Each member of the faculty has industry or professional experience in addition to
appropriate academic credentials.

The faculty members lend an outstanding level of professionalism to the classroom
and are recognized by their academic and industry peers. Through the guidance

of the faculty, theoretical, practical and creative applications are addressed in the
curricula and reinforced by interaction with professionals in the industries.

Faculty members are dedicated to academic achievement, to professional education,
to individual attention, and to the preparation of students for their chosen careers.
In essence, faculty members practice what they teach. It is through personal
attention that students can reach their potential, and it is the dedicated faculty who
provide the individual guidance necessary to assure every student that his/her time
in class is well spent.

Housing

Vatterott College does not provide on-campus housing, but does assist students in
locating suitable housing off campus.

Learning Resource Center/Library

Vatterott College Learning Resource Center (LRC)/Library provides materials
to support the mission and curriculum and assist each student to attain his/her
educational goals.

The collection includes books and assortments of current periodicals and DVDs/CDs.
The LRC/Library schedule is posted in the Learning Resource Center. Students also
have access to an electronic library system to support the programs and students of
the institution.

The electronic library system provides online reference databases accessible 24
hours a day via the Internet.

Orientation

Prior to beginning classes at Vatterott College, all new students attend an orientation
program. Student orientation facilitates a successful transition from everyday pace
into the institution schedule.

New students are required to attend regardless of their prior institution experience.

During orientation, students are acquainted with the campus, the administrative
staff, the faculty and their peers.
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Course Schedules

Applicants and currently enrolled students receive course schedules before the
beginning of each term. Tuition payments are due at that time. Schedules cannot be
processed until financial obligations are fulfilled.

Students who fail to record attendance for a course during the add/drop period may
be withdrawn from the course. Students who fail to record any attendance during
the add/drop period may be withdrawn from the program.

Inclement Weather and Campus Closure Policy

In the event that the campus must close due to inclement weather or other issues,
the campus must provide students with a schedule of make-up opportunities with
as much advanced notice as possible. The school will make the missed instructional
time available to all students according to the time missed due to the closure.
Student attendance will be monitored during make-up times according to the
Vatterott College Attendance Policy.

Hours of Operation

Vatterott College administrative offices are open from 9 a.m. to 6 p.m., Monday
through Friday, and 9 a.m. to 1 p.m. on Saturday.

Accommodations for Individuals with Disabilities

Vatterott College is committed to offering reasonable accommodations to
students who ask, in order to make its facilities and services available to persons
with disabilities, and individuals with disabilities are encouraged to request
accommodations. Requesting an accommodation is voluntary. A student is not
required to disclose a disability or to request an accommodation. However, the
student, and not Vatterott College, must initiate the request for accommodation, if
the student wants an accommodation.

A student is not entitled to receive any accommodation requested, but Vatterott
College will evaluate every request and provide an accommodation if it would be
reasonable under the circumstances.

Vatterott College will provide reasonable accommodations for students with
disabilities, based on documented conditions, as long as the accommodations would
not fundamentally alter the nature of the relevant program or service provided

by Vatterott College. A student requesting an accommodation for a disability

must contact the Director of Education, complete the “Student Application for
Accommodation” form requesting an accommodation, and submit documentation
demonstrating the disability and/or past accommodations for that condition.
Vatterott College’s Accommodations Committee will thoroughly review each
student’s request for accommodation and supporting documentation and will notify
the Director of Education and student of the Accommodations Committee’s decision
about the student’s request. To ensure that accommodations are provided in a timely
fashion, Vatterott College strongly encourages students to submit all completed
requests for accommodation, along with supporting documentation, immediately
after enrollment and before the first day of classes, or otherwise as soon as possible.
Information pertaining to a student’s disability is confidential. If a student

discloses information about a disability, it will be kept as confidential as reasonably
possible and will be used only to consider and to act on the student’s request for
accommodation.

To request an accommodation, please contact the Director of Education.
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Please contact the Director of Education or the Corporate Administrator of Student
Affairs, with any questions or concerns about this policy.

What is a disability?
An individual is considered to have a disability if he or she:
O Has a physical or mental impairment that substantially limits one or more
major life activities; or
O Hasarecord of such an impairment; or
O Isregarded as having such impairment.

A qualified individual with a disability is defined as an individual with a disability
who, with or without reasonable modifications to rules, policies, or practices,

the removal of architectural, communication, or transportation barriers, or the
provision of auxiliary aids and services, meets the essential eligibility requirements
for the receipt of services or the participation in programs or activities provided by
a public entity.

What is a reasonable accommodation?

A reasonable accommodation is any modification or adjustment to the learning
environment that makes it possible for a qualified individual with a disability to
participate in the academic program.

Campus Security

Vatterott College publishes an annual security report that contains information
concerning policies and programs relating to campus security, crimes and
emergencies, the prevention of crimes and sexual offenses, drug and alcohol use,
campus law enforcement and access to campus facilities. The annual security report
also includes statistics concerning the occurrence of specified types of crimes on
campus, at certain off-campus locations, and on the public property surrounding
the campus. The annual security report is published each year by October 1 and
contains statistics for the three most recent calendar years. The annual security
report is provided to all current students and employees. A copy of the most recent
annual security report may be obtained from the Financial Aid office during regular
business hours.

Vatterott College will report to the campus community concerning the occurrence
of any crime includable in the annual security report that is reported to campus
security or local police and that is considered to be a threat to students or
employees.

Vatterott College reminds all students that they are ultimately responsible for their
own actions regarding their safety and welfare.

Drug-Free Environment

As a matter of policy, Vatterott College prohibits the unlawful manufacture,
possession, use, sale, dispensation, or distribution of controlled substances and the
possession or use of alcohol by students and employees on its property and at any
institution activity.

Any violation of these policies will result in appropriate disciplinary action up to and
including expulsion in the case of students and termination in the case of employees,
even for a first offense.

Violations of the law will also be referred to the appropriate law enforcement
authorities. Students or employees may also be referred to abuse help centers.

If such a referral is made, continued enrollment or employment will be subject

to successful completion of any prescribed counseling or treatment program.
Information on the institution’s drug-free awareness program and drug and alcohol
abuse prevention program may be obtained from the Financial Aid Office.
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Student Records Access and Release

Vatterott College has established a policy for the release of and access to records
containing information about a student.

Each student enrolled at Vatterott College shall have the right to inspect and review
the contents of his/her education records, including grades, records of attendance
and other information. Students are not entitled to inspect and review financial
records of their parents. Parental access to a student’s records will be allowed
without prior consent if the student is a dependent as defined in Section 152 of the
Internal Revenue Code of 1986.

O

A student’s education records are defined as files, materials, or documents,
including those in electronic format that contain information directly related
to the student and are maintained by the institution, except as provided by
law. Access to a student’s education records is afforded to institution officials
who have a legitimate educational interest in the records, such as for purposes
of recording grades, attendance, advising, and determining financial aid
eligibility.

Students may request a review of their education records by submitting a
written request to the Institution Director. The review will be allowed during
regular institution hours under appropriate supervision. Students may also
obtain copies of their education records for a nominal charge.

Copies of education records will only be made available where the parent

or eligible student establishes extenuating circumstances that precludes
inspection and review at the respective campus. Extenuating circumstances
may include, but are not limited to, a serious medical condition, military
obligation, or relocation outside of commuting distance to the institution.

The request for copies must be made in writing to the Institution Director and
must be substantiated through submission of records such as, in the case of
relocation, a copy of a utility bill that includes your new address. The decision
to provide copies is at the sole discretion of the Institution Director.

Students may request that the institution amend any of their education
records, if they believe the record contains information that is inaccurate,
misleading or in violation of their privacy rights. The request for change must
be made in writing and delivered to the Registrar or Director of Education,
with the reason for the requested change stated fully. Grades, course

tests, and evaluations can be challenged only on the grounds that they are
improperly recorded. The instructor or staff member involved will review
the request, if necessary meet with the student, and then determine whether
to retain, change, or delete the disputed data. If a student requests a further
review, the Institution Director will conduct a hearing, giving the student an
opportunity to present evidence relevant to the disputed issues. The student
will be notified of the Director’s decision, which will be the final decision of
the institution. Copies of student challenges and any written explanations
regarding the contents of the student’s record will be retained as part of the
student’s permanent record.

Directory information is information on a student that the institution may
release to third parties without the consent of the student. Vatterott College
has defined directory information as the name, address, telephone number,
e-mail address, date and place of birth, dates of attendance, major field of
study, credit hours earned, degrees earned, honors and awards received,
participation in the official school activities and most recent previous
educational agency or institution. To request restriction of directory
information, students must complete a “REQUEST TO RESTRICT RELEASE OF
STUDENT DIRECTORY INFORMATION” form available in the campus registrar
office.
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O The written consent of the student is required before personally identifiable
information from education records of that student may be released to a third
party, except for those disclosures referenced above, disclosures to accrediting
commissions and government agencies, and other disclosures permitted by law.

O A student who believes that Vatterott College has violated his or her rights
concerning the release of or access to his or her records may file a complaint
with the U.S. Department of Education.

Non-Discrimination

The institution admits students without regard to race, gender, sexual orientation,
religion, creed, color, national origin, ancestry, marital status, age, disability, or any
other factor prohibited by law.

Unlawful Harassment Policy

Vatterott College is committed to the policy that all members of the institution’s
community, including its faculty, students, and staff, have the right to be free from
sexual harassment by any other member of the institution’s community. Should a
student feel that he/she has been sexually harassed; the student should immediately
inform the Institution Director and/or the Director of Education.

Sexual harassment refers to, among other things, sexual conduct that is unwelcome,
offensive, or undesirable to the recipient, including unwanted sexual advances.

All students and employees must be allowed to work and study in an environment
free from unsolicited and unwelcome sexual overtures and advances. Unlawful
sexual harassment will not be tolerated.

Catalog Addendum

See the catalog addendum for current information related to the institution calendar,
tuition and fees, listing of faculty, and other updates.

Changes

This catalog is current as of the time of publication. From time to time, it may be
necessary or desirable for Vatterott College to make changes to this catalog due to
the requirements and standards of the institution’s accrediting body, state licensing
agency or U.S. Department of Education, or due to market conditions, employer
needs or other reasons. Vatterott College reserves the right to make changes at

any time to any provision of this catalog, including the amount of tuition and fees,
academic programs and courses, institution policies and procedures, faculty and
administrative staff, the institution calendar and other dates, and other provisions.

Vatterott College also reserves the right to make changes in equipment and
instructional materials, to modify curriculum and, when size and curriculum permit,
to combine classes.

Conduct Policy

All students are expected to respect the rights of others and are held responsible
for conforming to the laws of the national, state and local government, and for
conducting themselves in a manner consistent with the best interests of the
institution and of the student body.

Vatterott College reserves the right to dismiss a student for any of the following reasons:
failure to maintain satisfactory academic progress, failure to pay institution fees and/

or tuition by applicable deadlines, disruptive behavior, posing a danger to the health or
welfare of students or other members of the Vatterott College community, or failure to
comply with the policies and procedures of the Vatterott College catalog.
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Any unpaid balance for tuition, fees and supplies becomes due and payable
immediately upon a student’s dismissal from the institution. The institution will
also determine if any Title IV funds need to be returned (see Financial Information
section of this catalog).

Rules, Regulations, and Expectations

The institution has certain rules and regulations that must be followed. Students attending
the institution are preparing for employment and are required to conduct themselves while
in the institution in the same manner as they would when working for an employer. While at
Vatterott College, you are expected to dress in accord with the skill for which you are training.
A uniform may be required for your program of study. Prospective employers unexpectedly
visit Vatterott College to recruit potential employees. A student’s appearance is generally the
first and most lasting impression on these visitors.
An attempt is made to keep regulations to a minimum. They are established only
when they contribute to the welfare and safety of the student body. Cooperation
of all students is expected. All instructors have the authority, in a teacher/student
relationship, to enforce all institution rules and regulations.

O Students may operate equipment only during institution hours, unless after-

hours permission has been given by the instructor and they are supervised.

Ensure learning and lab areas are neat and free of any trash.
No fighting, horseplay, profanity, or cheating.

No alcohol or drugs before, during, or after classes; violators are subject to
suspension and termination.

Do not tamper with other students’ projects or equipment.

No personal incoming calls. The courtesy telephone is to be used at break time only.
Cellular phones, beepers, and pagers are a distraction during class and lab
time and therefore must be kept in the off position. Calls may be made during
break times only.

Personal business must be handled after institution hours.

Carelessness in safety will not be tolerated.

Smoking is allowed only in designated areas.

All students are expected to attend every class in which they are enrolled.

Promptness and preparation are expected. Students are expected to be on
time for every class. A student is considered tardy if he/she is 15 minutes
late for class. A student may be suspended and, if the pattern is not corrected,
expelled if continued tardiness impairs the instructor’s ability to teach or any
student’s ability to learn.

O Professional attitude and professional appearance are expected. All students
are encouraged to reflect the proper image of their future careers by dressing
appropriately and maintaining personal hygiene. Torn and provocative clothes
are not permissible. The following items of clothing are also unacceptable:
hats (unless approved by instructors), tank tops, tube tops, halters, and shirts
with abusive or offensive language. Any students enrolled in a program that
requires a uniform must wear the uniform to class every day.

O Unacceptable behavior will not be tolerated. Unacceptable behavior is any

action which hinders an instructor’s ability to teach or a student’s ability to

learn or any action which would endanger other students or staff.

OoOoOo oOooo

Oooooo

Vatterott College reserves the right to dismiss or suspend any student who is guilty
of the above or whose conduct is detrimental to the classroom environment, well-
being of fellow students or faculty, or appearance of institutional facilities.
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Student Disciplinary Appeal

A student who has been suspended or terminated from training as a result of a
disciplinary decision at the campus-level may appeal the determination to the Student
Disciplinary Review Committee (“Committee”). The Committee is comprised of the
respective Eastern or Western Divisional Senior Vice-President, Senior Vice-President
of Academics, Vice-President of Regulatory Affairs and Associate Legal Counsel. The
Committee will meet bi-monthly and will review all appeals at that time. The process in
which the Committee chooses to review is entirely at their discretion. The decision of
the Committee is final and may not be further appealed.

Any and all appeals must be submitted in writing within ten calendar days of the date
of written notification of your suspension or termination from training. If mailed, the
written letter of appeal must be postmarked within ten calendar days of the date of

the written notification of your suspension or termination from training. If you fail

to provide a written letter of appeal within ten calendar days, you waive your right to
appeal and the campus disciplinary decision becomes final. In your written appeal, you
should include your basis for overturning the disciplinary decision.

If you choose to appeal your suspension or termination from training, please mail
your written letter of appeal to:

Vatterott Educational Centers, Inc.
Administrator of Student Affairs
P.0. Box 28269
Olivette, Missouri 63132

Suspension means termination of training for a specified time period. During this
time, students do not earn any credit toward their grade. Nevertheless, students are
encouraged to complete their work during a suspension to ensure understanding of
materials.

Termination from training means permanent termination of student status at
Vatterott College. Generally, students who are terminated from training are not
allowed to return to any campus for any reason without prior written permission
from the Campus Director. The decision to provide permission is entirely at the
Campus Director’s discretion. A Campus Director’s denial of permission is final and
not appealable.

(This appeals process applies only to student disciplinary decisions.)
Reinstatement

A student who has been terminated from training may apply for reinstatement thirty
(30) weeks (or three (3) phases) after the date of the Committee’s written decision.
A student may apply for reinstatement by submitting a written request to the
Administrator of Student Affairs. The request will be reviewed by the Committee.
The request should be in writing explaining the reasons why the student should be
readmitted. The decision regarding reinstatement will be based upon factors such as
grades, attendance, student account balance, conduct, the student’s commitment to
complete the program, or any other factor(s) the Committee determines relevant.

The Committee retains sole authority as to whether they will review a student’s
application for reinstatement. The process in which the Committee will consider the
request is entirely at the Committee’s discretion.

Terminated students who are readmitted will be required to sign a new Enrollment
Agreement, a Zero Tolerance Notification, will be charged tuition consistent with the
existing published rate, and will be eligible for federal financial aid.
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Safety

All safety rules and procedures are to be followed without exception.

All machinery and equipment are provided with proper safety devices, which are to
be used whenever the machinery and equipment are operated. The instructor is to
be notified immediately of any accident, fire, or personal injury.

Photographs

While not all photographs in this publication were taken at Vatterott College, they do
accurately represent the general type and quality of equipment and facilities found
at Vatterott College.

Institution Policies

Students are expected to be familiar with the information presented in this
institution catalog, in any supplements and addenda to the catalog, and with all
institution policies. By enrolling in Vatterott College, students agree to accept and
abide by the terms stated in this catalog and all institution policies.

If there is any conflict between any statement in this catalog and the enrollment
agreement signed by the student, the provision in the enrollment agreement
supersedes and is binding.

Statement of Ownership

Vatterott College is owned by Vatterott Educational Centers, Inc., principal offices
located at 9200 Olive Boulevard, Olivette, Missouri. The corporate officer of Vatterott
Educational Centers, INC is Pamela Bell, President.

Student Grievance Policy

Should a student have a grievance or complaint concerning any aspect of his or her
recruitment, enrollment, attendance, education, or career services assistance, the
student should first contact the faculty or staff member to whom the grievance or
complaint refers.

If a solution satisfactory to the student is not reached with the faculty or staff
member, the student may submit his or her grievance or complaint in writing to the
Director of Education, clearly describing the grievance or complaint.

The Director of Education will review the grievance or complaint, seek resolution
and notify the student of the remedy within 10 days. In the event the student is not
satisfied with the resolution provided by the Director of Education, the student
must appeal to the institution’s Director in writing within 10 days of receiving the
decision of the Director of Education.

The institution’s Director will review the pertinent facts and evidence presented.
Within 10 days of receipt of the student appeal, the institution’s Director will
formulate a resolution.

Students who wish to contest the Director’s resolution may submit a written appeal
to the Chief Administrator, Vatterott Educational Centers, Inc. as the final entity
seeking a favorable resolution to reported grievance or complaint.

At any time, the student may contact the Vatterott Educational Centers, Inc. Student
Affairs division for additional support via email at studentaffairs@vatterott.edu.

Schools accredited by the Accrediting Commission of Career Schools and Colleges
must have a procedure and operational plan for handling student complaints. If

a student does not feel that the school has adequately addressed a complaint or
concern, the student may consider contacting the Accrediting Commission. All
complaints considered by the Commission must be in written form, with permission
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from the complainant(s) for the Commission to forward a copy of the complaint to
the school for a response. The complainant(s) will be kept informed as to the status
of the complaint as well as the final resolution by the Commission. Please direct all
inquiries to:

Accrediting Commission of Career Schools and Colleges

2101 Wilson Blvd. / Suite 302

Arlington, VA 22201

(703)247-4212

WWW.accsc.org
A copy of the Commission’s Complaint Form is available at the school and may be
obtained by contacting the school director or director of education.

Students may also contact the following agencies concerning any grievance or
compliant about the institution: Office of the Ombudsman, United States Department
of Education, Toll-free phone: (877) 557-2575.

Students may also contact the Missouri Department of Higher Education, 205
Jefferson Street, P.O. Box 1469, Jefferson City, MO 65102-1469, phone: 573-751-
2361, fax: 573-751-6635.

All student complaints shall be handled in accordance with the above procedure and,
upon exhaustion of the above, are subject to the Arbitration Agreement executed

by all students as part of their Enrollment Agreement. The Arbitration Agreement
sets forth that the student and Vatterott College agree that the exclusive means of
enforcing any state, federal, regulatory or other right(s) will be in accordance with
and governed by the Arbitration Agreement. A copy of the Arbitration Agreement
can be obtained by requesting a copy in writing directed to the institution’s Director.

Transfer of Credit to Other Institutions

Vatterott College’s Education Department provides information on other institutions
that may accept credits for course work completed at Vatterott College towards
their programs. However, Vatterott College does not imply or guarantee that credits
completed at Vatterott College will be accepted by or transferable to any other
college, university, or institution, and it should not be assumed that any credits

for any courses described in this catalog can be transferred to another institution.
Each institution has its own policies governing the acceptance of credit from other
institutions such as Vatterott College. Students seeking to transfer credits earned at
Vatterott College to another institution should contact the other institution to which
they seek admission to inquire as to that institution’s policies on credit transfer.

Student Portal

The student portal is a secure website that allows a student access to his or her
information including schedule, grades, account balance and activity, school events,
school contact information, and much more.

Vatterott College is excited to offer this capability, making it easy for our students

to be in touch with us and enhance their college experience. Upon acceptance to
Vatterott College, students will be issued a student number that can be used to gain
access to the student portal. An email will be sent to each student describing how to
register and begin using the student portal upon enrollment.

Transcript Request Policy

A student wishing to request an official school transcript must complete the
Transcript Request Form located in the Registrar’s Office. After the completion of the
form and the payment of a $ 5.00 fee, the Registrar’s Office will process the request
within two calendar weeks.
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Program Offerings

Vatterott College - Kansas City Campus Program
Offerings

Diploma

Computer Engineering Design & Drafting
Computer Technology

Electrical Mechanic

Heating, Air Conditioning & Refrigeration Mechanic
Information Systems Security

Pharmacy Assistant

Medical Assistant Occupational Specialist

Associate of Occupational Studies (A.0.S.)

Applied Electrical Technology

Business Management

Combination Welding Technology

Computer Engineering Design & Drafting Technology
Computer Systems and Network Technology

Heating, Air Conditioning & Refrigeration Technology
Industrial Control Technology

Medical Assistant

Medical Billing and Coding

Pharmacy Technician

Vatterott College Kansas City Campus only offers those specific programs of study
expressly discussed in the curriculum section of this catalog. Other Vatterott College
campuses only offer those specific programs of study specified in their respective
current catalogs. The institution reserves the right to alter the scope and sequence
of course offerings at any time.

Computer Engineering Design & Drafting Diploma
This program is designed to prepare the graduate with skills needed to meet the
employment requirements of an entry-level draftsperson. Students graduating from this
program will learn the necessary skills to obtain employment in the drafting field.

The total program length is 60 weeks with 72-quarter credit hours of theory and lab instruction in
technical math, mechanical, civil, structural, residential and commerecial architecture. AutoCAD is
used throughout the program. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
CAD-101 Drafting Fundamentals 120
CAD-102 Introduction to AutoCAD 120
CAD-103 Civil/Residential Architecture 120
CAD-104 Structural Drafting & Design/Steel Detail with SDS/2 120
CAD-105 Commercial Architecture 120
CAD-106 Mechanical 120
Total Number of Quarter Credit Hours Required for Graduation 72
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Computer Technology Diploma
This program is designed to meet the ever-increasing need for trained Computer Service
Personnel. A graduate from this program will be able to work at an entry-level position

in the Computer Electronics field upgrading, configuring, or repairing PC’s or in network
installation, maintenance and support roles.

The total program length is 60 weeks with 72-quarter credit hours of theory and lab
instruction in computer fundamentals. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
CT-101 DOS/Windows 12.0
CT-102 Computer User Support 120
CT-103 Fundamentals of Software Support 120
CT-104 PC Repair and Peripherals 120
CT-105 Advanced Operating System Configuration 120
CT-106 Local Area Networks (LAN) 120

Total Number of Quarter Credit Hours Required for Graduation 72

Electrical Mechanic Diploma
This program is designed to prepare the graduate with theory and working knowledge to
work in the field as an entry-level Electrical Installation, Maintenance and Repair technician.
The total program length is 60 weeks with 72-quarter credit hours of theory and
associated lab instruction in electrical theory, residential, commercial, industrial wiring,
and motor control. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
EM-113 Residential | 120
EM-114 Residential Il 120
EM-115 Commercial | 12.0
EM-116 Industrial | 12.0
EM-117 Commercial Il 12.0
EM-118 Industrial Il 12.0

Total Number of Quarter Credit Hours Required for Graduation 72

Heating, Air Conditioning And Refrigeration Mechanic Diploma
This program is designed to prepare the graduate with theory and working knowledge to
work in the field as an entry-level Air Conditioning, Heating and Refrigeration technician.
The total program length is 60 weeks with 72-quarter credit hours of theory and
associated lab instruction in the areas of air conditioning, refrigeration and heating.
Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
HV-113 Basic Electricity for HVAC/R 120
HV-114 Basic Refrigeration for HVAC/R 120
HV-115 Residential Air Conditioning 120
HV-116 Residential Heating 120
HV-119 Commercial Air Conditioning 9.0
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HV-118 Commercial Refrigeration 120

GR-104 Green Awareness 3.0

Total Number of Quarter Credit Hours Required for Graduation 72

Information Systems Security Diploma

This program is designed to meet the ever-increasing need for trained computer
professionals in the area of information systems security. The program addresses

the more popular security needs today and focuses on business security issues. The
completion of this program will assist the student’s preparation for the Security+ and
CISSP certifications. The program consists of 60 weeks, 72 Quarter Credit Hours of
Information Systems Security and associated lab work. Instruction is designed for entry
every 10 weeks.

Course # Course Title QCH
1S-101 Network Essentials 120
1S-103 Security Essentials 120
IS-105 Computer Forensics 120
1S-107 Cyber Security 120
1S-109 Contingency Planning and Disaster Recovery Planning 120
IS-111 Ethical Hacking 12.0

Total Number of Quarter Credit Hours Required for Graduation 72

Pharmacy Assistant Diploma

The diploma program is designed to prepare the student for entry-level employment as

a Pharmacy Assistant, performing administrative clerical duties or any similar positions
within the health care field.

The program consists of 60 weeks, 72 quarter credit hours of theory and associated lab in
the areas described below. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
PA-101 Medical Language 12.0
PA-102 Medical Office Basics 120
PA-103 Ethics and Billing 120
PA-104 Pharmaceutical Office Management 12.0
PA-105 Pharmaceutical Career Planning 12.0
PA-106 Advanced Computers 120

Total Number of Quarter Credit Hours Required for Graduation 72
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Medical Assistant Occupational Specialist Diploma

The objective of this program is to prepare the student for employment as an entry level
Medical Assistant. Students graduating from this program will have the necessary skills to
obtain employment in the medical field working in both administrative and clinical areas
within a healthcare setting.

Course # Course Title QCH
GE 114 Technical Mathematics 3.0
GE 123 Interpersonal Communications in Healthcare 3.0
ME 105 Medical Terminology 3.0
ME 108 Introduction to Medical Billing and Coding 3.0
ME 115 Computer Applications for Healthcare 3.0
ME 121 Anatomy and Physiology 40
ME 1256 Clinical Medical Assisting 6.0
ME 140 Pharmacology 3.0
ME 150 Medical Law and Ethics 3.0
ME 156 Laboratory Procedures 6.0
ME 175 Medical Office Procedures 3.0
ME 180 Externship and Exam Preparation 4.0
ME 190 Medical Externship 8.0

Total Number of Quarter Credit Hours Required for Graduation 52

Applied Electrical Technology Associate of Occupational Studies
This program is designed to prepare the graduate with theory and working knowledge to
work in the field as an entry-level Electrical Installation, Maintenance, Repair technician.
The total program length is 90 weeks with 94.5 quarter credit hours of theory and
associated lab instruction in electrical theory, residential, commercial, industrial wiring,
motor control, PLC and pneumatics and 13.5 quarter credit hours of General Education
totaling 108 quarter credit hours. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
EM-113 Residential | 120
EM-114 Residential Il 120
EM-115 Commercial | 120
EM-116 Industrial | 12.0
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EM-117 Commercial Il 120
EM-118 Industrial Il 12.0
EM-201 Allen-Bradley Programmable Logic Controllers 75
EM-202 GE/Fanuc Programmable Logic Controllers 75
EM-203 Introduction to Pneumatics 75
GE-101 English Composition | 45
GE-105 Introduction to Psychology 45
GE 205 College Algebra 45
Total Number of Quarter Credit Hours Required for Graduation 108

Business Management Associate of Occupational Studies

The objective of this program is to prepare the student for entry level employment
in the field of business management. Graduates of this program will have a working
knowledge of fundamental business principles, financial accountability, business
ethics, organizational behavior, business law, marketing, retail management, and
customer service. The program consists of 70 weeks, 76.5 Quarter Credit hours of
Business Management theory (including five business electives and 13.5 Quarter
Credit Hours of General Education (including two general electives), totaling 90
Quarter Credit Hours. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
ACC 102 Intro to Accounting 45
BUS 110 Intro to Business 45
BUS 200 Business Management 45
BUS 210 Business Information Systems 45
BUS 220 Organizational Behavior 45
BUS 222 Business Law 45
BUS 230 Retail Management 45
BUS 240 Customer Service 45
BUS 290 Business Ethics 45
MKT 102 Intro to Marketing 45
Students Must Select 5 Of The Following 7 Business Electives
BUS 107 Intro to E-Business 45
BUS 115 Office Systems 45
BUS 125 Motivating Employees 45
BUS 130 Multi-Media 45
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BUS 215 Human Resource Management 45

BUS 228 Small Business 45

BUS 234 Advanced Office Systems 45
Students Must Select 2 General Electives

General Elective 45

General Elective 45

General Education Classes

GE 101 English Composition 1 45
GE 105 Intro to Psychology 45
GE 205 College Algebra 45

Total Number of Quarter Credit Hours Required for Graduation 90

Computer Engineering Design
& Drafting Technology Associate of Occupational Studies

This program is designed to prepare the graduate with skills needed to meet the
employment requirements of an entry-level draftsperson. Students graduating from
this program will learn the necessary skills to obtain employment in the drafting
field with a working knowledge of project management and CAD programming.

The total program length is 90 weeks with 94.5 quarter credit hours of theory

and lab instruction in technical math, mechanical, civil, structural, residential and
commercial architecture, AutoLISP, 3D animation, and project management and
13.5 quarter credit hours of General Education totaling 108 quarter credit hours.
AutoCAD is used throughout the program. Instruction is designed for entry every 10
weeks.

Course # Course Title QCH
CAD-101 Drafting Fundamentals 120
CAD-102 Introduction to AutoCAD 12.0
CAD-103 Civil/Residential Architecture 120
CAD-104 Structural Drafting & Design/Steel Detail with SDS/2 120
CAD-105 Commercial Architecture 120
CAD-106 Mechanical 120
CAD-201 Customizing AutoCAD 75
CAD-202 3D Studio VIZ 75
CAD-203 AutoCAD and Office Applications 75
GE-101 English Composition | 45
GE-106 Introduction to Psychology 45
GE 205 College Algebra 45
Total Number of Quarter Credit Hours Required for Graduation 108
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Computer Systems and

Network Technology Associate of Occupational Studies
This program is designed to meet the ever-increasing need for trained Computer
Service Personnel. A graduate from this program will be able to work at an entry-
level position in the Computer Electronics field upgrading, configuring, or repairing
PC’s or in network installation, maintenance and support roles.

The objective of the additional phases required to receive an Associate Degree
focuses on Advanced Computer Network Technologies. Emphasis is placed on
Enterprise Networking foundations with exposure to multiple Network Operating
Systems and multi-vendor LAN/WAN connectivity.

The total program length is 90 weeks with 94.5 quarter credit hours of theory and
lab instruction in the areas described below and 13.5 quarter credit hours of General
Education totaling 108-quarter credit hours. Instruction is designed for entry every
10 weeks.

Course # Course Title QCH
CT-101 DOS/Windows 120
CT-102 Computer User Support 120
CT-103 Fundamentals of Software Support 120
CT-104 PC Repair and Peripherals 120
CT-105 Advanced Operating System Configuration 120
CT-106 Local Area Networks (LAN) 120
CT-201 Cisco Routing 75
CT-202 Linux Networking 75
CT-203 Network Security 75
GE-101 English Composition | 45
GE-105 Introduction to Psychology 45
GE 205 College Algebra 45

Total Number of Quarter Credit Hours Required for Graduation 108

Combination Welding
Technology Associate of Occupational Studies, A.O.S.

The objective of this course is to prepare graduates with the skills needed for entry-level
employment as a welder or welding technician. Graduates will also acquire additional
knowledge of: advanced welding techniques, basic computer-aided drafting and project
management.

The program consists of 90 weeks, 94.5 Quarter Credit Hours of Combination Welding
theory and associated lab work and 13.5 Quarter Credit Hours of General Education
totaling 108 Quarter Credit Hours. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
WE-120 Basic Gas Metal Arc Welding (MIG) 12
WE-122 Basic Shielded Metal Arc (STICK) 12
WE-123 Advanced Gas Metal Arc & FCAW Welding 12
WE-124 Advanced Shield Metal Arc Welding 12
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WE-125 Gas Tungsten Arc Welding (TIG) 12
WE-126 SMAW-P GMAW 12
WE-201 Advanced Welding Technigues & Applications 75
WE-202 Advanced Blueprint Reading, Layout, Cutting and 75
WE-203 Welding Project Management 75
GE-101 English Composition | 45
GE-105 Introduction to Psychology 45
GE-205 College Algebra 45
Total Number of Quarter Credit Hours Required for Graduation 108

Heating, Air Conditioning and

Refrigeration Technology Associate of Occupational Studies
This program is designed to prepare the graduate with theory and working knowledge to
work in the field as an entry-level Air Conditioning, Heating and Refrigeration technician.
The total program length is 90 weeks, with 94.5 quarter credit hours of theory and
associated lab instruction in the areas of air conditioning, refrigeration and heating;
including, an introduction to the advanced concepts of Heat Pumps, DDC Controls and Air
Flow Dynamics; and, 13.5 quarter credit hours of General Education totaling 108 quarter
credit hours. Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
HV-113 Basic Electricity for HVAC/R 120
HV-114 Basic Refrigeration for HVAC/R 120
HV-115 Residential Air Conditioning 120
HV-116 Residential Heating 120
HV-118 Commercial Refrigeration 120
HV-119 Commercial Air Conditioning 9.0

HVC-201 Air Flow Principles 75

HVC-204 Pneumatic and DDC Control Systems 75

HVC-205 Allen Bradley Automation 75
GE-101 English Composition | 45
GE-106 Introduction to Psychology 45
GE 205 College Algebra 45
GR-104 Green Awareness 30

Total Number of Quarter Credit Hours Required for Graduation 108
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Industrial Control Technology Associate of Occupational Studies
This program is designed to prepare the graduate with theory and working knowledge to
work in the field as an entry-level Industrial Control technician.

The total program length is 90 weeks, with 94.5 quarter credit hours of theory and
associated lab instruction in the areas of air conditioning, refrigeration and heating;
including an introduction to Programmable Logic Controllers and pneumatic systems;
and, 13.5 quarter credit hours of General Education totaling 108 quarter credit hours.
Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
HV-113 Basic Electricity for HVAC/R 120
HV-114 Basic Refrigeration for HVAC/R 120
HV-115 Residential Air Conditioning 120
HV-116 Residential Heating 120
HV-119 Commercial Air Conditioning 9.0
HV-118 Commercial Refrigeration 120
EM-201 Allen-Bradley Programmable Logic Controllers 75
EM-202 GE/Fanuc Programmable Logic Controllers 75
EM-203 Introduction to Pneumatics 75
GE-101 English Composition | 45
GE-105 Introduction to Psychology 45
GE -205 College Algebra 45
GR-104 Green Awareness 30

Total Number of Quarter Credit Hours Required for Graduation 108

Medical Assistant Associate of Occupational Studies

The objective of this program is to prepare the student for employment as an entry level
Medical Assistant. Students graduating from this program will have the necessary skills to
obtain employment in the medical field working in both administrative and clinical areas
within the health care field.

The program consists of 70 weeks, 72 Quarter Credit hours of medical theory (including
five medical electives and two general electives), 13.5 Quarter Credit Hours of General
Education, and 4.5 Quarter Credit Hours of Externship, totaling 90 Quarter Credit Hours.
Instruction is designed for entry every 10 weeks.

Students may select an on-ground or an online blended version of study. In the on-
ground version of the program, both theory and lab work are taught at the campus. In
the blended version, theory is taught online and lab work is taught at the campus. In both
options, a residential 160-hour externship is required at a medical facility.

Course # Course Title QCH
MA 140 Intro to Billing and Coding 45
MA 160 Pharmacology and Office Emergencies 45
MC 175 Law & Ethics 45
MA 178 Medical Assisting Clinical Duties | 45
MC 195 Medical Office Procedures 45
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MC 215 Medical Office Management 45
MA 236 Terminology and Anatomy 45
MA 240 Laboratory Techniques 45
MA 250 Medical Assisting Clinical Duties Il 45
MA 290 Medical Assisting Externship 45
Students Must Select 5 Of The Following 7 Medical Electives
MA 150 Medical Assisting Financial Management 45
MA 180 Phlebatomy & IV Theory 45
MA 185 Micrabiology Theary 45
MA 197 Patient Education and Safety in the Medical Office 45
MC 200 Computers and Healthcare Delivery Systems 45
MA 205 Electracardiography 45
MC 205 Medical Transcription 45
Students Must Select 2 General Electives
General Elective 45
General Elective 45
General Education Classes
GE 101 English Composition 1 45
GE 105 Intro to Psychology 45
GE 205 College Algebra 45
Total Number of Quarter Credit Hours Required for Graduation 90

Medical Billing and Coding

Associate of Occupational Studies

The objective of this program is designed to prepare the student for entry-level

employment as a Medical Biller/Coder performing administrative duties including
Medical Billing and Coding within the health care field. Graduates from the Medical

Billing/Coding program will have a working knowledge of administrative duties such
as ICD-9 coding, hospital and insurance billing; a fundamental knowledge of medical

terminology and healthcare delivery systems, an understanding of anatomy, physiology,

and pathology/pharmacology, and a comprehensive knowledge of current procedural

terminology.

The program consists of 70 weeks, 76.5 Quarter Credit hours of medical theory (including
five medical electives and two general electives), and 13.5 Quarter Credit Hours of

General Education, totaling 90 Quarter Credit Hours. Instruction is designed for entry

every 10 weeks.

Course # Course Title QCH
MC 112 Intro to ICD 9 CM Coding and CPT Coding 45
MC 114 Intro to Current Procedural Technology 45
MC 175 Law & Ethics 45
MC 200 Computers and Healthcare Delivery Systems 45
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MC 218 Office Management in the Healthcare Setting 45
MC 222 Medical Terminology and Anatomy and Physiology 45
MC 230 Pathology 45
MC 240 Pharmacology 45
MC 250 Comprehensive Insurance Billing 45
MC 290 Advanced Current Procedural Terminology & ICD 9 45
Students Must Select 5 Of The Following 7 Medical Electives
MC 117 Auditing 45
MC 130 Insurance and Coding Exam Review 45
MC 190 Intro to Health Information Technology 45
MC 191 Medical Office Administration 45
MC 201 Communication in the Healthcare Setting 45
MC 205 Medical Transcription 45
MC 260 Advanced Computers 45
Students Must Select 2 General Electives
General Elective 45
General Elective 45
General Education Classes
GE 101 English Composition 1 45
GE 105 Intro to Psychology 45
GE 205 College Algebra 45
Total Number of Quarter Credit Hours Required for Graduation 90
Pharmacy Technician Associate of Occupational Studies

The degree program is designed to prepare the student for entry-level employment as a
Pharmacy Assistant, performing pharmaceutical duties or any similar positions within
the pharmacy field. The Pharmacy Technician A.O.S. degree graduate is skilled with
theory and practical working knowledge of all Pharmaceutical front and back-pharmacy
procedures to perform the tasks associated with assisting a pharmacist.

The program is 90 weeks in length, including 87 quarter credit hours of theory and

lab instruction, 13.5 quarter credit hours of General Education instruction in the areas
described below and 7.5 quarter credit hours of externship for a total of 108 credit hours.
Instruction is designed for entry every 10 weeks.

Course # Course Title QCH
PA-101 Medical Language 120
PA-102 Medical Office Basics 120
PA-103 Ethics and Billing 120
PA-104 Pharmaceutical Office Management 120
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PA-105 Pharmaceutical Career Planning 120
PA-106 Advanced Computers 120
PA-201 Pharmaceutical Procedures 75
PA-202 General Patient Education 75
PA-203 Externship 75
GE-101 English Composition | 45
GE-105 Introduction to Psychology 45
GE 205 College Algebra 45
Total Number of Quarter Credit Hours Required for Graduation 108

Course Descriptions

ACC 102: Intro to Accounting 4.5 Quarter Credit Hours

Intro to Accounting I provides an introduction to business accounting. Topics include
accounting concepts and principles, financial statements, internal control design, and
accounting for partnerships.

AGE 207: Critical Thinking In the Workplace 4.5 Quarter Credit Hours

This class will introduce the students to the components of thinking with an emphasis
on critical and creative thinking skills. Students will apply critical and creative thinking
principles in activities through which they can explore and expand their abilities in
solving everyday problems encountered in management, decision-making, working and
living.

AGE 208: Writing for the Professions 4.5 Quarter Credit Hours

In this course, students will practice and improve their basic writing skills, focusing on
writing letters, conveying information, explaining procedures, writing short reports, and
making requests. Through practice, students will have the opportunity to improve their
basic written communication skills and learn to write clearly and correctly. Students
practice writing in each class, using familiar topics to learn clear and understandable
written expression.

AGE 209: SKills for Successful Communication 4.5 Quarter Credit Hours

This course will teach students to be efficient and effective lifetime learners. The student
will be introduced to solutions to common obstacles facing the 21st century learner.
Included are advanced skills in communication techniques such as: listening, researching,
and note taking and writing, to enhance successful communications. In addition, students
will have the opportunity to find, apply, and interview for a job using resources such as
libraries, the Internet, placement centers and networking.

BUS-110: Intro to Business 4.5 Quarter Credit Hours

This course provides students with an overview of business in an increasingly global
society serving as an introduction to business terminology, concepts, environments,
systems, strategies, and current issues. Topics include an overview of the business
environment, business ethics, entrepreneurship and global business, management,
marketing, production, information systems, and financial elements of business. The
course provides a solid business foundation for more detailed and higher-level study in
subsequent courses.
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BUS-200: Business Management 4.5 Quarter Credit Hours
This course introduces students to management philosophies in today’s changing world.
It includes coverage of globalization, ethics, diversity, customer service, and innovation
from a managerial perspective.

BUS-210 Business Information Systems 4.5 Quarter Credit Hours
The purpose of this course is to introduce the various information and communications
technologies and to explain how information systems are used to solve problems and
make better business decisions.

BUS-220: Organizational Behavior 4.5 Quarter Credit Hours
This course examines organizational theory and application. A comprehensive review is
made of individual, group, and organizational performance in relation to organizational
structures in contemporary business settings.

BUS-222: Business Law 4.5 Quarter Credit Hours

This business course introduces students to the multiple facets of business law including
online commerce. The course emphasizes the basic concepts of how businesses are
organized and operate within a legal environment.

BUS-230: Retail Management 4.5 Quarter Credit Hours
This business course covers the principles and practices used in managing a retail
business. Topics covered include site selection, layout, organization, staffing, positioning,
customer service, promotional techniques, and all aspects of the critical buying function.

BUS-240: Customer Service 4.5 Quarter Credit Hours

This course presents the foundations required for developing skills and knowledge to
work effectively with internal and external customers.

BUS-290: Business Ethics 4.5 Quarter Credit Hours

This course examines the dynamic role of ethics in modern society. Throughout the
course, students analyze ethical standards through philosophical beliefs and values in
personal and professional settings.

BUS 107: Intro to E-Business 4.5 Quarter Credit Hours

This course provides an introduction to the opportunities, challenges and strategies

for conducting successful E-Commerce ventures. Students will explore the impact of
E-Commerce on business models, consumer behavior, and market segmentation for

both Business-to-Business and Business-to- Consumer operations. The technical and
infrastructure requirements for conducting business on the Internet, including security
systems, payment systems and client/product support will be explored. Laws, regulations
and ethical issues related to E-Commerce business practices will also be discussed.

BUS 115: Office Systems 4.5 Quarter Credit Hours

This course provides the student with an in-depth knowledge of Microsoft Word,
Powerpoint, and Excel. Emphasis is placed on applications in a business environment and
on reports used to support decision-making.

BUS 125: Motivating Employees 4.5 Quarter Credit Hours
This course focuses on motivating employees to recognize business opportunities. Topics
covered include changing markets, customer service, sales, sales management and
employee performance.

BUS 130: Multi-Media 4.5 Quarter Credit Hours

This course provides the student with the fundamentals of using multimedia in a business
environment. Topics covered include video, online media services, TV, audio, and software
systems to support their applications.
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BUS-215 Human Resource Management 4.5 Quarter Credit Hours

This course focuses on human resource management skills used by business managers
in day-to-day operations. While focusing on the different aspects of human resource
management and practices, problem solving and critical thinking skills are applied.

BUS 228: Small Business 4.5 Quarter Credit Hours
This course provides the basic principles of operating a small business. Topics include
buying, pricing, promotions, location decisions, and planning.

BUS 234: Advanced Office Systems 4.5 Quarter Credit Hours

This course provides the student with an in-depth knowledge of Microsoft Access and
how Access is used in managing data and report development. Emphasis is placed on
medical office systems.

CAD-101: Drafting Fundamentals 12 Quarter Credit Hours
Student will have a working knowledge of basic drafting techniques and principles. The
student will also have an understanding of technical mathematics and its applications in
the drafting field. This course is also designed to give working adults the knowledge and
skills needed to be effective employees and members in organizations.

Basic Math Sketching & Lettering

Geometry Use and Care of Drafting Equipment
Algebra Geometric Construction
Trigonometry Orthographic Projection

CAD-102: Introduction to AutoCAD 12 Quarter Credit Hours
Student will have a working knowledge of Windows XP and AutoCAD and will apply this
knowledge to basic mechanical drawings of various applications. This course introduces
the student to the basic principles of language construction and applications through
written communications.
Introduction to Computers

Threaded Fasteners

Introduction to Windows XP Welding Drawings
Introduction to AutoCAD Group Projects
Multiview Drawings Dimensioning
Sectional Views Auxiliary Views

CAD-103: Civil/Residential Architecture 12 Quarter Credit Hours

The student will prepare civil drawings, complete a set of residential construction
drawings and have an understanding of residential construction methods and materials.
This course is also designed to take students through different problem solving
techniques used in business as well as personal environments.

Maps & Surveys Surveying

Contour Maps Plot Maps

Drainage Basics Roadway Plans, Profile & Cross Section
Zoning & Site Considerations Floor Plans

Building Codes Elevation Drawings

Basic House Design Electrical Plans
Room Planning and Layout Roof Design
Foundation & Basement Plans Lettering

Stair Design Group Projects

Doors & Windows
Residential Construction Methods & Materials

CAD-104: Structural Drafting &
Design/Steel Detail with SDS/2 12 Quarter Credit Hours

The student will prepare structural drawings for both residential and commercial
applications as well as fabrication and erection drawings using SDS/2. This course is
also designed to give students the communication skills necessary for establishing and
maintaining healthy relationships with co-workers and customers.

Structural Steel Structural Concrete/Wood/Timber

Load Calculations Span Tables

Determining Simple Beams with Uniform Loads
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Erection Drawings Bolts and Welds
Construct Ability Issues Blueprint Reading
Fabrication Process Connection Design
Bid Preparation Details

Pulling Steel from Prints

CAD-105: Commercial Architecture 12 Quarter Credit Hours

The student will complete a set of commercial construction drawings and have an
understanding of commercial construction methods and materials. This course is also
designed to assist students in developing specific customer service skills in their field
of training. Students will capture the dynamics of today’s business realities and see the
benefits of effective communication when applied to customers in the workplace.

Building Codes Plumbing Plans
Specifications HVAC Plans

Floor Plans Perspective Drawings
Reflected Ceiling Plans Lettering

Building Sections Group Projects
Elevation Drawings Electrical Plans
Commercial Construction Methods & Materials

CAD-106: Mechanical 12 Quarter Credit Hours

Student will complete a set of mechanical working drawings of various machine parts
and have an understanding of manufacturing methods. This course is designed to
help students achieve greater personal and professional success through an increased
knowledge of human behavior and employer expectations.

Manufacturing Processes & Materials
Electrical & Electronics Drafting
Working Drawings

CAD-201: Customizing AutoCAD

Cams & Gears
Process Piping Systems/Isometric
Group Drawings

7.5 Quarter Credit Hours

The student will be able to customize AutoCAD to meet their individual needs and will
have a working knowledge of the AutoLISP programming language.

Creating Line types & Hatch Patterns

Creating Icon Menus
Menu Macros
AutoLISP Programming

Customizing Tablet & Buttons Menus

CAD-202: 3D Studio VIZ

Script Files & Slide Shows
Customizing the ACAD.PGP File
Customizing Screen & Pull Down Menus

7.5 Quarter Credit Hours

Students will use 3D Studio VIZ to complete various 3D animation projects.

Creating a Scene
Creating Shapes
Modifying Splines
Lofting Objects
Twisting Objects
Creating Curved Paths
Deformation Tools
Primitive Objects

CAD-203: AutoCAD & Office Applications

Creating Materials

Image Maps

Lights and Atmosphere
Animation Basics

Complex Animation

Create and Animate AEC Objects
Rendering

Walkthrough Animation

7.5 Quarter Credit Hours

Students will create Word documents, Excel spreadsheet, and Access databases and

integrate them with AutoCAD.
Word
Excel
Access
Web Based Resumes and Portfolios
Database Concepts and Design
The dbConnect Manager
Data Links and Data Sources

Viewing and Editing Table Data
Creating Link and Label Templates
Quick Query and Range Query
Data Manipulation

Query Builder and SQL Query
Managing Link Templates

Using SQL
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CT-101: DOS/Windows 12 Quarter Credit Hours

Student will become familiar with both the Windows XP command line environment and
the Windows XP Graphic User Interface. This course is designed to give working adults
the knowledge and skills needed to be effective employees and members in organizations.

Internal /External Commands DOS Command Line Interface

Graphical User Interface Directory Structures

Windows Control Panel

Windows 98,2000 & XP Installation/Configuration

File Management Object Linking and Embedding

CT-102: Computer User Support 12 Quarter Credit Hours
Student will understand the hardware fundamentals of Personal Computers and

the components involved. They will also be exposed to the Soft Skills and Customer
Relation techniques required by technical personnel. This course introduces the student
to the basic principles of language construction and applications through written
communications.

Hardware Fundamentals Customer Relations for Technicians
Motherboard/BUS Architectures Conflict Resolution
Peripheral Devices Device Configuration

Listening Skills/Delineating Customer Concerns
Overcoming Objections/Problem Solving Skill (IRQ’s, DMA, Port Addresses)
Talking Tech to Non-Technical Personnel

CT-103: Fundamentals of Software Support 12 Quarter Credit Hours

This course is designed to instruct students in the installation, configuration, operation
and troubleshooting of various commercial software applications. Students will
participate in labs and hands on assignments emphasizing real world applications.
This course is also designed to give students the communication skills necessary for
establishing and maintaining healthy relationships with co-workers and customers.

File Permissions Database Installation / Applications

Windows Shares Spreadsheet Installation / Applications

Windows Authentication Application Security

Troubleshooting User OS

0S/Application Compatibility Word Processor Installation /Application
CT-104: PC Repair and Peripherals 12 Quarter Credit Hours

Student will learn to configure, troubleshoot and repair IBM compatible computers. They
will also learn peripheral installation, upgrading and conflict resolution. This course
is also designed to take students through different problem solving techniques used in
business as well as personal environments.

Operating System Installation/Configuration

Peripheral Installation & Troubleshooting

IRQ Conflict Resolution Sound/Video/TV Cards
Memory Installation and Upgrade Hard Drive/CDROM/DVD
Multimedia Devices Auxiliary Storage
Managing System Recourses Printers/Scanners/Capture Devices
SCSI and USB Devices & Firewire Modems and Network Cards
CT-105: Advanced Operating
System Configuration 12 Quarter Credit Hours

This course will introduce students to Microsoft Windows 2003 Server through lectures,
demonstrations, discussions, and hands-on labs. Students will perform an attended and
an unattended installation of Windows 2003 Server, and will learn about the various

file systems supported by Windows2003. They will learn how to install and administer
Active Directory services and how to manage Active Directory objects. Students will use
Microsoft Management console to monitor system performance, to administer Internet
Information Services, and to administer user accounts, group accounts, and group
policies. They will learn how to administer print services. They will learn how to install
and administer network protocols and services such as virtual private networking,
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Routing and Remote Access Services, DHCP, WINS, and DNS. Students will learn how to
backup data, implement disaster protection, and recover from a disaster. This knowledge
will help prepare the student to pass the Microsoft Certified Professional (MCP) Exam
#70-290. This course is also designed to assist students in developing specific customer

service skills in their field of training.
Windows 2000 Professional
Services
Internet Information Server
File Sharing
User Administration
Printing

Distributed File Systems File Replication
WINS Server

Basic Network Security

NTES File Systems

Terminal Services

DHCP Server

Active directory design and implementation

CT-106: Local Area Networks (LAN)

12 Quarter Credit Hours

This course targets network operating systems, topologies, protocols, and other topics
relevant to local and wide area networks. Students will gain a basic understanding of how
to design, install, maintain, upgrade, and troubleshoot peer-to-peer and client-server
networks. This knowledge will serve as the basis for preparation to pass the CompTIA
Network + Exam. This course is designed to help students achieve greater personal and
professional success through an increased knowledge of human behavior and employer

expectations.
Transmission Media
Ethernet Standard
CSMA and Token Passing
Network Security/Administration
Common Networking Protocols
TCP/IP
IPX/SPX
Unix/Linux Network Integration

CT-201: Cisco Routing

Basic Routing using RIP & OSPF

IP Addressing and Subnetting
Network Planning and Development
Apple Macintosh Network Integration
DHCP

NETBeui

DNS

WINS

7.5 Quarter Credit Hours

Student will learn the basics of routing through text studies and hands on labs based on
Cisco, the largest manufacturer of networking equipment for the Internet.

IPX/SPX Routing

Routed and Routing Protocols

PPP and ISDN

Switching and VLANs

RIP, IGRP, EIGRP, and OSPF Protocols
Routing Loop Avoidance

Routing

CT-202: Linux Networking

Access Lists

Routing Fundamentals

Frame Relay

Network Design Considerations
CCNA Preparation

Distance Vector and Link State

7.5 Quarter Credit Hours

Students will understand the operation of Linux and the installation/configuration of
Linux within an Enterprise Network Environment.

History

Partitioning/File Systems

User Administration

Command Line Functions

Text Editing
Initialization/Configuration
X-Windows

TCP/IP Addressing/Configuration
Apache Web Server Configuration
Samba Configuration

PERL Fundamentals

Linux+ / LPI Preparation

BASH Shell Scripting
BIND Configuration
NFS Services

Remote Administration
Microsoft Emulation
Linux Networking
Kernel Compiling
Hardware Compatibility
Distribution Variations
Package Management
Process Management
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CT-203: Network Security 7.5 Quarter Credit Hours
This course is designed to address network security issues in the enterprise. Students will
learn the basics of fire walling and intrusion detection through intensive case studies and
hands on lab involving real world attack scenarios.

Firewalls - Traditional, Statefull, Proxy

Intrusion Detection/Prevention TCP/IP Vulnerabilities
Log Files Port Scanners, Firewall Scanners, Sniffers
Securing UNIX
Detect and prevent IP spoofing, covert channels
Securing Windows 2000 DOS attacks
SSL / PGP / SMINE IPSec
EM-113: Residential I 12 Quarter Credit Hours

This course includes safety rules and regulations for electricians; provides an
introduction to conduit bending and installation; covers the hardware and systems

used by an electrician to mount and support boxes, receptacles and other electrical
components; and offer a general introduction to the electrical concepts used in Ohm'’s law
applied to DC series circuits. Topics include:

Electrical Safety Fasteners and Anchors
Hand Bending Electrical Theory I
EM-114: Residential II 12 Quarter Credit Hours

This course introduces series, parallel, and series-parallel circuits; focuses on proper
selection, inspection, use and maintenance of common electrical test equipment; provides
a navigational road map for using the NEC®; and introduces the types and applications
of raceways, wireways, and ducts. It focuses on the types and applications of conductors
and proper wiring techniques; introduces electrical prints, drawings, and symbols; and
details the electrical devices and wiring techniques common to residential construction
and maintenance. Topics include:

Electrical Theory 11 Test Equipment
National Electrical Code Raceways, Boxes and Fittings
Conductors Electrical Blueprints
Wiring Devices/Residential Wiring
EM-115: Commercial I 12 Quarter Credit Hours

This course focuses on forces that are characteristic of alternating-current systems

and the application of Ohm'’s law to AC circuits; identifies the purpose of grounding

and bonding electrical systems; covers the types of bends in all sizes of conduit up to 6
inches; and explains how to select and size outlet boxes, pull boxes, and junction boxes in
accordance with NEC®. It explains the transportation, storage, and setup of cable reels;
identifies NEMA and NEC® installation requirements for cable tray; covers methods and
techniques for both single- and three-phase services; and describes fuses and circuit
breakers along with their practical applications. Course topics include:

Alternating Current Cable Tray
Grounding Conduit Bending
Boxes and Fittings Conductor Installation
Installation of Electric Services Circuit Breakers and Fuses
EM-116: Industrial I 12 Quarter Credit Hours

This course covers the electrical devices and wiring techniques common to industrial
construction and maintenance; discusses AC and DC motors including the main parts,
circuits, and connections; describes methods of terminating and splicing conductors of all
types; and gives basic descriptions of various types of contactors and relays. It stresses
the use of a variety of over current protection devices; covers single and multi-motor
calculations to enable the trainee to size conductors; covers proper maintenance of
motors in use and in storage; and provides information on selecting, sizing, and installing
motor controllers. Course topics include:

Commercial and Industrial Wiring Motors: Theory and Application
Conductor Terminations and Splices Contractors and Relays
Overcurrent Protection Motor Calculations

Motor Maintenance, Part One Motor Controls
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EM-117: Commercial II 12 Quarter Credit Hours

This course introduces the principles of human vision and the characteristics of light;
identifies the industry standards for electrical work, including the topics of branch
circuits, rating and derating; covers the types of conductors used in wiring systems,
including insulation, current-carrying capacity, and temperature ratings; and identifies
the number of conductors allowed in raceways, boxes, and fittings. It explains distribution
equipment, including grounding, switchboard and ground fault maintenance; discusses
transformer types; covers specific types of incandescent, fluorescent, and HID lamps;
includes basic calculation procedures for commercial applications; identifies various
lighting installations, applications, and wiring systems; and covers fire alarm control
units, and Digital Alarm Communicator Systems (DACS).Course topics include:

Raceway, Box, and Fitting Fill Regs Conductor Selection and Calculations
Branch Circuits - Load Calculations Electric Lighting
Distribution Equipment Conductor Selection and Calculations
Practical Applications of Lighting Distribution System Transformers
Lamps, Ballasts, and Components Fire Alarm Systems
Load Calculations - Feeders and Services

EM-118: Industrial II 12 Quarter Credit Hours

In this course, all classes of hazardous location are covered and NEC® installation
requirements for electric generators and storage batteries are explained. The student
learns the function and operation of basic electronic devices; the various types of
transformers and their applications; and studies applications and operating principles
of solid-state controls. The course covers various heat tracing systems along with their
applications; describes motor cleaning, testing, and preventative maintenance; and
offers an overview of the NEC® and cable manufacturers’ requirements for high voltage
terminations and splices. Topics include:

Hazardous Locations Standby and Emergency Systems
Basic Electronic Theory Specialty Transformers
Advanced Motor Controls Heat Tracing and Freeze Protection
Motor Maintenance, Part Two High-Voltage Terminations/Splices
EM-201: Allen-Bradley Programmable
Logic Controllers 12 Quarter Credit Hours

Students will participate in an introduction to computers. Students will learn theory
and operation of Allen-Bradley programmable logic controllers. They will develop and
actually simulate programs for various applications.

Allen-Bradley Software Introduction Counters/Hardware
Comparative Instructions Numbering and Ladder Designs
Data Handling Instructions Relay Instructions
Introduction to Computers Timers/Computer Applications
EM-202: GE/Fanuc Programmable
Logic Controllers 7.5 Quarter Credit Hours

Student will participate in an introduction to computers. Students will learn the theory
and operation of GE/Fanuc programmable logic controllers. They will develop and
actually simulate programs for various applications.

GE/Fanuc Software Introduction Counters
Hardware Relationship Instructions Microsoft Office
Applications Data Manipulations
Relay Ladder Logic Instructions Traffic Simulations
Timers Sequencing
Communications Trouble Shooting
EM-203: Introduction to Pneumatics 7.5 Quarter Credit Hours
Student will learn theory and hands-on operations of Pneumatic systems.
Types of Control Systems Industrial Controls and Applications Air
Supply Systems Troubleshooting

Building Controls and Applications
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ENG 099: Introduction to Writing

This course is designed as an introduction to the basic tools of effective writing and
communication. The course will prepare the student for the demands of writing at

the college level. The course is intended to provide the tools necessary to succeed in
writing at this level and achieve basic competence in proper sentence construction, the
development of cogent paragraphs and essays providing the building blocks for successful
writing at a more advanced level.

GE-101: English Composition I 4.5 Quarter Credit Hours

In this English Composition I course, students develop written communication skills. The
course materials place an emphasis on the principles of effective communication which
includes understanding the writing process and analysis of readings, as can be applied
personally and professionally.

GE-105: Introduction to Psychology 4.5 Quarter Credit Hours

This psychology course is provides a foundation to understand human behavior. Course
covers theories and concepts including: scope of psychology, biological foundations and
the brain, sensation, perception, motivation, personality, learning/memory, emotion,
states of consciousness, personality theories, cognition, life-span development, and
applied psychology.

GE 114 - Technical Mathematics 3.0 Quarter Credit Hours

This course provides an introduction to basic mathematical operations and functions

as they apply to the technical workplace. The course starts with a review of numbers,
their systems, forms, and operations. It then introduces basics algebraic concepts
including solving systems of one and two variables, simplifying equations, and practical
applications of basic technical formulas. Also included are basic geometric forms and
relationships. The course’s emphasis is on providing students with a practical and useful
working knowledge of these concepts for use in the rest of their program, as well as on
the job.

GE 123 - Interpersonal
Communications in Healthcare 3.0 Quarter Credit Hours

This course will introduce the students to the different types of communication needed
in the healthcare facilities. Topics to be covered include: body language; verbal and
non-verbal communication; the role of culture in communication; clinical judgment; and
the use and application of electronic media in the healthcare setting. The course will
emphasize the importance of excellent customer service.

GE-205: College Algebra 4.5 Quarter Credit Hours

This college algebra course focuses on algebraic concepts essential for success in the
workplace and other courses. Using practical examples and applications, students
practice fundamental operations with number systems, formulas, algebraic expressions
and linear equations. This course also explores problems involving factoring, inequalities,
exponents, radicals, functions, quadratic equations and graphs.

GR-104: Green Awareness 3 Quarter Credit Hours

Designed for technicians, multi-craft trade personnel, building managers, or anyone
interested in understanding the fundamentals of energy conservation and management.
Attendees will learn to define new “green” energy terminology and understand the role
of green awareness in reducing a personal and commercial carbon footprint, identify
decisions and actions that impact the environment, and describe the life cycle phases
of a building and the impacts on the green environment over its life cycle. Participants
will also learn to conduct appropriate energy audits, energy consumption and demand
analyses, and life cycle cost analyses to determine the energy efficiency of a building

or system, identify green alternatives to conventional building practices and describe
the pros and cons of those alternatives and ways to maximize the energy efficiency and
water conservation of existing equipment in a given project, specifying the most efficient
systems available for the application and the available budget.
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HV-113: Basic Electricity for HVAC/R 12 Quarter Credit Hours

This course teaches power generation and distribution, and electrical components;
explains the theory of solid-state electronics, as well as the operation, use and testing

of the various electronic components used in HVAC; and covers transformers, single-
phase and three-phase power distribution, capacitors, the theory and operation of
induction motors. Additionally, the student learns how to solve problems involving the
measurement of lines, area, volume, weights, angles, pressure, vacuum, and temperature.

HV-114: Basic Refrigeration for HVAC/R 12 Quarter Credit Hours

Presenting the basic principles of heating, ventilation, and air conditioning, this course
covers heat transfer, refrigeration, and pressure-temperature relationships. It teaches
tools, materials, and safety precautions and depicts step-by-step procedures for soldering
and brazing piping; covers the selection, preparation, joining, and support of copper and
plastic piping and fittings; introduces the basic principles, processes, and devices used to
control humidity and air cleanliness; and presents indoor air quality and its effect on the
health and comfort of building occupants. It discusses techniques for reading and using
blueprints, specifications, and shop drawings.

HV-115: Residential Air Conditioning 12 Quarter Credit Hours

Explaining the factors that affect the heating and cooling loads of a building, this course
describes the process by which the heating and cooling loads are calculated; explains air
properties, related gas laws, and psychrometric principles and charts; and introduces

the trainee to various heat recovery/reclaim devices and energy reduction apparatuses.

It explains how to analyze circuit diagrams for electronic and microprocessor-based
controls and covers the operation, testing, and adjustment of conventional and electronic
thermostats, as well as the operation of common electrical, electronic, and pneumatic
circuits used to control HVAC systems. It describes the purpose of planned maintenance
and outlines the procedures for servicing gas and oil furnaces, electric heating equipment,
cooling equipment, and heat pumps.

HV-116: Residential Heating 12 Quarter Credit Hours

This course focuses on heating fundamentals; the types of furnace designs and their
components and presents the basic procedures for installing and servicing furnaces. It
describes the tools and instruments used in trouble-shooting gas heating appliances and
teaches the principles of fossil-fuel furnace venting; covers various types of iron and steel
pipe and fittings and provides step-by-step instructions for cutting, threading, and joining
ferrous piping. It additionally presents the operation and testing of electric furnaces and
their components and reviews the operation of electric heating appliances. It covers the
principles of reverse cycle heating; describes the operation of the various types of heat
pumps and reviews heat pump operation and heat pump control circuits.

HV-118: Commercial Refrigeration 12 Quarter Credit Hours

This course covers the operation of refrigeration systems, with emphasis on systems

used in cold storage and other commercial food preservation applications and presents
the basic techniques and equipment used in troubleshooting cooling equipment. It
explains the operating principles of the different types of compressors used in comfort air
conditioning systems and offers the operating principles, applications, installation, and
adjustment of the various types of fixed and adjustable expansion devices. It presents the
entire basic refrigerant handling and equipment servicing procedures that a technician
must know in order to service HVAC systems and covers the application and installation
of various types of fasteners, gaskets, seals, and lubricants and the adjustment of different
types of belt drives, bearings, and couplings.

HV-119: Commercial Air Conditioning 9 Quarter Credit Hours

This course describes air distribution systems and their components, air flow
measurements, ductwork installation principles, and the use of instruments for
measuring temperature, humidity, pressure, and velocity and covers procedures for the
startup of hot water and steam heating, chilled water, and forced air distribution systems.
It covers operating principles, piping systems, preventive maintenance, and servicing of
boilers, chillers, chilled water systems, steam systems, and steam traps and describes the
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systems, equipment, and operating sequences used in a variety of commercial airside
system configurations. It also explains how computers and microprocessor controls are
used to manage zoned HVAC systems.

HVC-201: Air Flow Principles 7.5 Quarter Credit Hours

The student will understand advanced air flow properties, duct design, materials used in
duct systems and indoor air quality.

Duct Materials and Insulation Sizing Duct Systems

Perimeter Duct Systems 0 & M Manuals and Specification Books
Related Illnesses Extended Plenum Systems

Air Exchangers Reducing Plenum Systems

Filtration Systems Fiberglass Duct Board Systems
Ultraviolet Systems Flexible Duct Systems

Variable Speed Furnaces and A/C Zoned Duct Systems

Blue Print Reading VAV Systems

Testing and Balancing Duct Systems
Indoor Air Quality-Sick Building Syndrome and Building Plenum System

HVC-204: Pneumatic and DDC Control Systems: 7.5 Quarter Credit Hours
Prerequisite: HVAC Diploma. Student will learn theory and hands-on operations of
Computer Basics, Microsoft Windows XP, Sensors: Automatic controls concepts and terms,
basics of DDC controls, Communications and Pneumatic systems. They will develop and
actually simulate programs for various pneumatic and DDC applications.

Types of Control Systems Air Supply Systems

Pneumatic Symbology

Pneumatic Air Logic Festo Engineering Software Introduction

Piping and Supply Systems Installation and Maintenance Concepts

Building Applications System Troubleshooting

DDC systems Automation Control Terms & Applications
HVC-205: Allen Bradley Automation: 7.5 Quarter Credit Hours

Prerequisite: HVAC Diploma. Students will participate in an introduction to Sensors
systems. Students will learn theory and operation of Allen-Bradley programmable logic
controls. They will develop and actually simulate programs for various applications.

Allen-Bradley Software Introduction Counters
Hardware Configurations Comparative Instructions
Relay Ladder Logic Instructions Timers
Microsoft Office Applications Sequencing
Communications Troubleshooting
Numbering Systems Data Handling Instructions
IS-101 Network Essentials 12 Quarter Credit Hours

This course covers networking basics including network topology, network hardware,
Ethernet, network design and troubleshooting, TCP/IP, switching and routing, e-mail,
multimedia networking, the Internet, Windows, UNIX and Linux, and other network
operating systems and protocols. This course helps students prepare for the CompTIA
Network+ Certification Exam.

IS-103 Security Essentials 12 Quarter Credit Hours

This course covers the fundamentals of information security. The course examines topics
including network and systems security, risk mitigation and management, IS threats

and vulnerabilities, cryptography, and IS security countermeasures. Additional major
instructional areas include principals of information security, information system security
threats and vulnerabilities, network and systems security, and security maintenance and
management. This course covers concepts in the CISSP Body of Knowledge.

IS-105 Computer Forensics 12 Quarter Credit Hours

This course covers the tools and techniques of computer forensics and investigations
and prepares students to acquire, preserve, and analyze digital evidence. Additional
areas of emphasis include forensics tools, policies and procedures, and operating system
considerations.
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IS-107 Cyber Security 12 Quarter Credit Hours

This course covers the basics elements of cyber security threats, vulnerabilities, and
controls from a homeland security perspective for protecting yourself and your business
from cyberthreats. Key course elements include cybercrime threats, the need for
information assurance, controversial cybercrime issues, cyber laws and regulations, and
methods of preventing cybercrime.

IS-109 Contingency Planning and
Disaster Recovery Planning 12 Quarter Credit Hours

This course provides students with the knowledge and ability to develop business
continuity plans and disaster recovery plans based on organizational requirements.
Additionally, this course covers the roles and responsibilities of key personnel, risk
assessment and risk management, and data backup and recovery processes, and key
corporate policies and procedures as they pertain to contingency planning and disaster
recovery planning.

IS-111 Ethical Hacking 12 Quarter Credit Hours
This course covers the tools and techniques of discovering network and computer
vulnerabilities through the use of ethical hacking techniques and system security testing
procedures. Areas of focus include various computer and network attacks, penetration
testing, social engineering, hacking web servers, hacking wireless networks, operating
system and application vulnerabilities, and firewalls and intrusion detection systems.

MA 099: Basic College Mathematics

This mathematics course focuses on algebraic concepts essential for success in the
workplace and future courses. Using practical examples and applications, students
practice fundamental operations with number systems, formulas, algebraic expressions
and linear equations.

MA 140: Intro to Billing and Coding 4.5 Quarter Credit Hours

This course provides the student with a basic understanding of the field of medical
insurance billing and coding and its impact on the U.S. health care system and economics
of health care delivery.

MA 150: Medical Assisting Financial Management 4.5 Quarter Credit Hours

This course covers the skills and knowledge required for the medical assistant to perform
financial management duties in the medical office. Topics include, but are not limited to,
banking and accounting procedures, claims processing, and medical coding and billing.

MA 160: Pharmacology and Office Emergencies 4.5 Quarter Credit Hours

This course covers concepts and information required for the medical assistant to
demonstrate an understanding of pharmacology, perform drug administration, recognize
office emergencies, and perform basic first aid procedures.

MA 178: Medical Assisting Clinical Duties I 4.5 Quarter Credit Hours

This course will train the student in basic clinical duties. Topics will include phlebotomy,
pre-physical exam preparation, instruments, minor surgery preparation, radiology
preparation, vital signs, and measurements. Lab exercises are accompanied by
explanations and procedures for performing lab exercises.

MA 180: Phlebotomy & IV Theory 4.5 Quarter Credit Hours

This course will cover equipment, safety procedures, theory in regard to arterial blood
gases, and further detail of phlebotomy theory. The theory behind intravenous methods is
also explored. This is not a clinical class.

MA 185: Microbiology Theory 4.5 Quarter Credit Hours

This course is devoted to microbiology as it relates to health related professions.
Students will get an introduction to microbiology, discussion on the major groups of
microorganisms and multicellular parasites, as well as infectious diseases of humans and
how to control microorganisms. This is not a clinical class.
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MA 197: Patient Education and
Safety in the Medical Office 4.5 Quarter Credit Hours

This course covers the skills and knowledge required by the medical assistant to provide
patient education and follow safety measures in the medical office environment.

MA 205: Electrocardiography 4.5 Quarter Credit Hours
This course is designed to help students understand and interpret basic dysrhythmias.
Topics include: basic electrocardiography, sinus mechanisms, atrial, junctional, and
ventricular rhythms, and an introduction to the 12-lead ECG.

MA 236: Terminology and Anatomy 4.5 Quarter Credit Hours
This course covers medical terms and symbols commonly used in health care. In addition,
the course covers the terminology, structure, function, and common disorders associated
with all the body systems of the human body.

MA 240: Laboratory Techniques 4.5 Quarter Credit Hours
This course is designed to provide students with a complete understanding of the

most common procedures and techniques of tests as they apply to the ambulatory care
setting. Objectives include a theory overview of urinalysis, blood collection, hematology,
chemistry, and immunology. This course will utilize medical simulation programs to
expand on basic techniques of lab. This is not a clinical class.

MA-250 Medical Assisting Clinical Duties II 4.5 Quarter Credit Hours

This course covers skills and knowledge required for the medical assistant to identify
and practice clinical medical assistant duties in the medical office. Topics include, but
are not limited to; phlebotomy, assisting with minor surgery, physical and medical
specialty exams; clinical laboratory testing procedures; radiology; electrocardiology and
pulmonary function testing, and physical therapy and rehabilitation. Lab exercises are
accompanied by explanations and procedures for performing lab exercises.

MA 290: Medical Assisting Externship 4.5 Quarter Credit Hours
This course covers concepts and information required for the medical assistant to identify
and practice administrative and clinical medical assistant duties in the medical office.

MC 112: Intro to ICD 9 CM Coding & CPT Coding 4.5 Quarter Credit Hours

This course provides the student with a basic understanding of coding and classification
systems in order to assign valid diagnostic and procedural codes.

MC 114: Intro to Current Procedural Terminology 4.5 Quarter Credit Hours

This course provides the student with a basic understanding of the general principles of
CPT and HCPCS coding systems.

MC 117: Auditing 4.5 Quarter Credit Hours

This course will help familiarize students in the field of Evaluation & Management for
billing & coding. Course covers concepts & theories including: an introduction to E/M
coding and breakdown with practice and application of those concepts. Physicians bill
evaluation and management (E/M) codes every day and is an essential part of a practice’s
revenue cycle.

MC 130: Insurance and Coding Exam Review 4.5 Quarter Credit Hours

This course will aid in preparing for the CPC Certification and highlights important

content necessary to pass the CPC exam. Content areas include anatomy and terminology,
reimbursement issues, and an overview of CPT, ICD-9-CM, and HCPCS coding. This course will
simulate the examination experience to give added confidence when taking the CPC exam.

MC 175: Law & Ethics 4.5 Quarter Credit Hours

This course provides a foundation for handling common legal & ethical challenges in
everyday practice. Legal concepts and theories in this course include: international &
quasi-international torts, professional liability insurance, and documentation of allied
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health professional. Ethical components of the course include those that a professional
may face on the job. The course will also cover common areas of liability and litigation in
different healthcare settings.

MC 190: Intro to Health Information Technology 4.5 Quarter Credit Hours
This course is designed as an introduction to health information technology - both as a
work-based task-oriented function and as part of a larger profession of health information
management. Theories and concepts covered in this course include: environment of
health information, structure and processing of health information, maintenance and
analysis of health information, and legal and supervisory issues.

MC 191: Medical Office Administration 4.5 Quarter Credit Hours

This lecture-based course covers the skills and knowledge required to perform
administrative tasks in a medical office setting. Topics will include how to receive
patients, schedule appointments, handle medical records, and process insurance claims.

MC 195: Medical Office Procedures 4.5 Quarter Credit Hours

This lecture and lab-based course covers the skills and knowledge required to perform
administrative tasks in the administrative department of a medical office. Topics include,
but are not limited to, receiving patients, scheduling appointments, patient triage,
handling medical records, and processing insurance claims.

MC 200: Computers and Healthcare Delivery Systems 4.5 Quarter Credit Hours

This course provides the student with a historical development of healthcare delivery
systems, including concepts and theory related to financing, regulatory agencies, and
organizations related to the providing of healthcare. Students are also introduced to
software such as Medisoft for patient file creation, file maintenance and insurance billing.

MC 201: Communication in the Healthcare Setting 4.5 Quarter Credit Hours

This course is designed to provide students with all the necessary tools to effectively
communicate with patients and other healthcare professionals. Course covers theories
and concepts including: building a framework for communication, challenges of
communication and overcoming those obstacles, gathering information about the patient,
educating patients, written communication, communicating in the workplace, and
communicating to get the job you want.

MC 205: Medical Transcription 4.5 Quarter Credit Hours
This course is designed to help understand medical transcription and prepare for
workplace success. Students will learn the fundamentals of medical transcription,
understanding medical documents, proofreading, and the transcription process. The
course will also build the skills needed in transcription through use of simulations.

MC 215: Medical Office Management 4.5 Quarter Credit Hours

This lecture and lab-based course is an overview of both effective patient care and

sound business practices in the medical facility. This course will include instruction on
emerging developments in billing and coding, documentation, ethical and legal issues,
and technological advances. Other topics that will be covered include: the medical record,
fraud & compliance, responsibilities of the manager, and medical marketing.

MC 218: Office Management in the Healthcare Setting 4.5 Quarter Credit Hours
This lecture-based course is an overview of effective business practices to offer in a
medical setting that will result in quality patient care. The course will include instruction
on current and emerging developments in medical office management, including billing
and coding, documentation, ethical and legal issues, and technological advances. It will
also provide an overview of effective management practices.

MC 222: Medical Terminology

and Anatomy and Physiology 4.5 Quarter Credit Hours
This course provides the student with a basic understanding of medical terminology

and its relationship to disease processes, diagnostic procedures, laboratory tests,
abbreviations, drug, and treatment modalities. This course provides the student with a
basic understanding of the structures and functions of the human body.
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MC 230: Pathology 4.5 Quarter Credit Hours
This course provides the student with a basic understanding pharmacology and its
relationship to specific pathology of the human body, with an emphasis on pathology.

MC 240: Pharmacology 4.5 Quarter Credit Hours

This course provides the student with a basic understanding pharmacology and its
relationship to specific pathology of the human body, with an emphasis on pharmacology.

MC 250: Comprehensive Insurance Billing 4.5 Quarter Credit Hours

This course provides the student with a basic understanding of hospital medical billing
procedures. Also covered are procedures to comply with insurance billing regulations.

MC 260: Advanced Computers 4.5 Quarter Credit Hours

This course will build upon skills learned in the Computers and Healthcare Delivery Systems
course. Advanced computer systems to include medical software programs such as Medisoft
will be explored. This course will include comprehensive HIPPA coverage.

MC 290: Advanced Current Procedural

Terminology & ICD 9 4.5 Quarter Credit Hours
This course builds upon the introductory module by providing information on the
classifications of evaluation and management services and documentation. The course
also addresses higher level methodology related to reimbursement.

ME 105 - Medical Terminology 3.0 Quarter Credit Hours

This course provides the student with an understanding of medical terminology, using
textbooks, videos, and computer applications to understand the use of roots, prefixes,
and suffixes of medical words. The course will also emphasize medical vocabulary as it
applies to anatomy, physiology, and pathology of the human body.

ME 108 - Introduction to

Medical Billing and Coding 3.0 Quarter Credit Hours
This course provides the student with a basic understanding of the field of medical
insurance billing and coding and its impact on the U.S. health care system and economics
of health care delivery.

ME 115 - Computer Applications for Healthcare 3.0 Quarter Credit Hours

This course provides the student with a historical development of healthcare delivery
systems, including concepts and theory related to financing, regulatory agencies and
organizations related to the providing of healthcare. Students are also introduced to
software such as Medisoft for patient file creation, file maintenance, and insurance billing.

ME 121 - Anatomy and Physiology 4.0 Quarter Credit Hours

This course is designed to introduce the student to the structures and functions of the
various systems of the body and how these systems maintain homeostasis. It will cover
introductory terms, chemistry (brief), cells and tissues; and explain the organ systems
from the integumentary to the reproductive. It will also introduce the student to the
human body structures related to the cardiovascular, respiratory, and lymphatic system,
digestive system, the eyes and ears, the musculoskeletal system, the nervous system,
urinary system, the endocrine system and common physiological terms as well as
associated pathological conditions.

ME 125 - Clinical Medical Assisting 6.0 Quarter Credit Hours

This course will train the student in basic clinical duties. Topics will include phlebotomy,
pre-physical exam preparation, instruments, minor surgery preparation, radiology
preparation, vital signs, and measurements. Lab exercises are accompanied by
explanations and procedures for performing lab exercises. Prerequisite ME 105

ME 140 - Pharmacology 3.0 Quarter Credit Hours
This course will introduce the student medical assistant to the clinical aspect of the
administration, writing prescriptions and dispensing of drugs, as prescribed by the
doctor, and the legal and ethical standards of these drugs. This course will include the
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explanation and demonstration of conversion between metric and household systems of
measure; medication orders; medication labels, and calculations; of insulin and pediatric
dosages. Prerequisite ME 105

ME 150 - Medical Law and Ethics 3.0 Quarter Credit Hours

This course provides a foundation for handling common legal & ethical challenges in
everyday practice. Legal concepts and theories in this course include: international &
quasi-international torts, professional liability insurance, and documentation of allied
health professional. Ethical components of the course include those that a professional
may face on the job. The course will also cover common areas of liability and litigation in
different healthcare settings.

ME 155 - Laboratory Procedures 6.0 Quarter Credit Hours

This course covers skills and knowledge required for the medical assistant to identify
and practice clinical medical assistant duties in the medical office. Topics include, but
are not limited to phlebotomy; assisting with minor surgery; physical and medical
specialty exams; clinical laboratory testing procedures; radiology; electro cardiology and
pulmonary function testing; and physical therapy and rehabilitation. Lab exercises are
accompanied by explanations and procedures for performing lab exercises. Prerequisite
ME 105 and ME 125

ME 175 - Medical Office Procedures 3.0 Quarter Credit Hours

This course covers the skills and knowledge required to perform administrative tasks in
the administrative department of a medical office. Topics include, but are not limited to,
receiving patients, scheduling appointments, patient triage, handling medical records, and
processing insurance claims. Prerequisite ME 105

ME 180 - Externship and Exam Preparation 4.0 Quarter Credit Hours

This course will prepare the student for their externship experience. It will also
culminate all of the learning that has been presented in the program to prepare students
to sit for one or more certification exams, such as RMA or CMA.

Prerequisite ME 125 and ME 155

ME 190 - Medical Externship 8.0 Quarter Credit Hours

Students will use the knowledge and skills learned in the program and perform a minimum of
240 hours of externship at an approved site. Prerequisite ME 125 and ME 155

MKT 102: Intro to Marketing 4.5 Quarter Credit Hours

This business course provides an introduction to marketing principles and practices. It
covers the marketing process of taking a product from concept to consumer.

PA-101: Medical Language 12 Quarter Credit Hours

This course will familiarize the student with medical terminology, anatomy and
physiology. The student will learn medical terms and meaning, along with body parts,
systems and functions. This course will also instruct the student in the basics of
keyboarding for performance in the pharmacy field.

Medical Terminology Keyboarding

PA-102: Medical Office Basics 12 Quarter Credit Hours

This course will instruct the student in pharmacology including the brand and trade
names, drug classes, uses, and effects of prescription drugs. This course includes a section
on pharmaceutical math. This portion is designed to familiarize the student with the basic
math functions including the metric system, basic algebra, and an introduction to dosage
calculations. This course will also introduce the student to computer usage and basic
computer knowledge.

PA-103: Ethics and Billing 12 Quarter Credit Hours

This course will instruct the student in the process of insurance filing and reimbursement
from various carriers. Basic medical accounting will also be covered, instructing the
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student on accounts receivable, accounts payable, deposits, postings, etc. The student will
also learn pharmaceutical law and ethics as it applies to the areas of the health care field.

Bookkeeping
Pharmaceutical Law, Liability, Ethics and Bioethics

PA-104: Pharmaceutical Office Management 12 Quarter Credit Hours

This course will enhance the student’s computer abilities focusing on the pharmaceutical

software. This course will include instruction on the difference between Retail and

Clinical pharmacies, and what it would take to run the office side of the pharmacy.
Pharmaceutical Office Management

PA-105: Pharmaceutical Career Planning 12 Quarter Credit Hours
This course will introduce the students to the pharmaceutical environment and state and
federal regulations. The students will learn teamwork, professionalism, grooming, as well
as, choosing an area of interest within the pharmaceutical field. This course includes a
section on diabetes and blood pressure management and equipment. This course will also
instruct the student in the uses of basic grammar, with emphasis on punctuation, spelling,
capitalization, and correct usage of nouns, verbs, etc.

Career Development Pharmacy Technology

PA-106: Advanced Computers 12 Quarter Credit Hours
This course will enhance and build on the students’ previously learned basic computer
usage and knowledge. The student will receive in-depth training using Microsoft Office
applications, which include Word, Excel, Access, and PowerPoint. The student will be
exposed to multiple projects in each application with some projects related specifically to
the medical field.

Microsoft Office

PA-201: Pharmaceutical Procedures 7.5 Quarter Credit Hours
This course will teach the student the proper procedures for handling and mixing
medications, labeling medications, tracking of narcotics and will provide an overview of
continuing education requirements.

Pharmaceutical Procedures Approach to AIDS and Hepatitis B
Preparing IV Solutions Labeling Medications
Computerized Pharmacy Procedures Inventory of Drugs and Tracking of
Narcotics
Continuing Education

PA-202: General Patient Education 7.5 Quarter Credit Hours

This course is designed to teach the student how to approach patient needs both
medically and medicinally; it will also provide instruction on dealing with different
types of patients and their individual needs, and how to deal effectively with different
personalities and health conditions; instruction in preparing for job interviews will also
be taught.

Patient Education Taking histories
Nutrition Therapeutic Communications
Over-the-Counter Medications Herbal Therapies

PA-203: Externship 7.5 Quarter Credit Hours

The externship is designed to provide real world work experience to the student before
graduation. This opportunity provides the student with a chance to test their knowledge
and ability in their chosen field and apply what has been learned in the classroom to real
life situations. The student must make application to be accepted into the externship
phase and demonstrate that satisfactory progress levels of academics and attendance
have been achieved prior to being admitted to the externship. Only a director can waive a
requirement.

Externships are unpaid, supervised and graded by a registered pharmacist. The results
become part of the final graduation requirements for this program. The student must
demonstrate a minimum of 225 hours worked on the job and must achieve the required
targets of achievement as outlined in the externship materials and provide all required,
signed documents to conclude the externship successfully. Throughout the phase, the
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student must meet with the instructor on a weekly basis and is responsible to set that
schedule with the instructor. The student will work approximately 32 - 40 hours in 4 - 5
days per work which will simulate a regular work week.

The first three weeks of this phase is spent on-campus in the classroom in lecture and
lab settings doing prescription interpretation; simulated counting tray methodologies;
and Intravenous (IV) preparation and practice; and discussion of the requirements,
expectations and participation required in the externship. Students will also attend the
required Applied General Education course for the phase.

The time spent in the classroom will also include assisting the student with the
completion of the State Registry process which is governed by the State Board of
Pharmacy, and is a requirement for employment in the State of Missouri. Additionally, the
student will be assisted in completing the initial application to take the National Certified
Pharmacy Technician Exam and the application will be filed on behalf of the student with
the national board. The student will then be able to take the exam at his/her earliest
possible convenience after the successful completion of the externship program.

WE-120: Basic Gas Metal Arc Welding (MIG) 12 Quarter Credit Hours

Students will perform multi-pass welds using carbon steel in all positions. This course
is also designed to take students through different problem solving techniques used in
business as well as a personal environment.

T-Joints Lap Joints
Vee-Groove All Position Welding
Carbon Steel, Aluminum Visual, Macro, Stress and Bend Tests
Plasma Arc Cutting Applied Mathematics
WE-122: Basic Shielded Metal Arc (STICK) 12 Quarter Credit Hours

Students will be introduced to welding theories, safety requirements, cutting techniques
and welding terminology. This course is also designed to give working adults the
knowledge and skills needed to be effective employees and members in organizations.

Safety Oxy-Acetylene Cutting
Multi-pass all Position Fillet Welds T-Joints

Lap Joints E6013 Electrodes
Welding Symbols Weaves

E6010 5P+ Electrodes E7018 Electrodes

WE-123: Advanced Gas Metal Arc & FCAW Welding 12 Quarter Credit Hours

Students will perform all position welds on advanced joint designs. This course is also
designed to assist students in developing specific customer service skills in their field of
training.

Open Root Cover Passes
Stress Tests Flux Cored Welding
Bend Tests Filler Passes
Advanced Joint Design Spray Arc Welding
Non-Ferrous Metals
WE-124: Advanced Shielded Metal Arc Welding 12 Quarter Credit Hours

Students will perform all position welds on advanced joint designs. This course is also
designed to give students the communication skills necessary for establishing and
maintaining healthy relationships with co-workers and customers.

Open Root Cover Passes
Square Butt Stress Tests
Bend Tests Blueprint Reading for Welders/Fitters
Filler Passes Vee Groove
WE-125: Gas Tungsten Arc Welding (TIG) 12 Quarter Credit Hours

Students will perform various advanced welding tasks utilizing ferrous and non-ferrous
metals. This course also introduces the student to the basic principles of language
constructions and their applications through written communications.

Carbon Steel Aluminum Stainless Steel
T-Joints Corner Beads
Visual, Macro Inspection Lap Joint

All Positions
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WE-126: SMAW-P, GMAW 12 Quarter Credit Hours

Students will perform various advanced welding tasks and receive an introduction to
pressure vessel welding specifications. This course is also designed to help students
achieve greater personal and professional success through an increased knowledge of
human behavior and employer expectations.

Open Root Multi-Pass
Pressure Vessel Specifications 5G Pipe Welding
6G Pipe Welding

WE-201: Advanced Welding Techniques & Applications 7.5 Quarter Credit Hours

This course prepares students for possible certification through American Welding
Association, American Society for Nondestructive Testing, American Petroleum Institute
and American Society of Mechanical Engineer in the following areas:

Pressure Vessel Welding American Welding Society Tolerances
Advanced Math for Welders American Society of Mechanical Eng.
Dissimilar Metals Tolerances
Fit-Up and Layout Joint Design

WE-202: Advanced Blueprint Reading, Layout,

Cutting and Fit-up Techniques 7.5 Quarter Credit Hours

Students will gain knowledge of complex blueprints, the concept of doing precise
measuring, and fit-ups of various components. The student will also gain knowledge in
the use of various metal working machines used in the work place. Use of:

Techniques Plasma Cutter
Proper Measurements Chop Saw
Squaring Band Saw
Leveling Shear
Centering Punch
Notcher
WE-203: Welding Project Management 7.5 Quarter Credit Hours

This course will allow the students to perform a detailed project in a team environment
using advanced blueprints and techniques.

Project Design Project Documentation
Feasibility Studies Cost Analysis
Advanced Fit-Up and Layout Quality Control
Advanced Joint Design Material Analysis
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Academic Calendar For All Programs Except
Information Systems Security

Start Date 60 Weeks 70 Weeks 90 Weeks
1/3/2011 2/26/2012 5/6/2012 9/23/2012
3/14/2011 5/6/2012 7/15/2012 12/2/2012
5/23/2011 7/15/2012 9/23/2012 2/10/2013
8/1/2011 9/23/2012 12/2/2012 4/21/2013
10/10/2011 12/2/2012 2/10/2013 6/30/2013
12/19/2011 02/10/2013 04/21/2013 09/08/2013

Academic Calendar for Information Systems Security

Program
Start Date 60 Weeks
1/17/2011 3/11/2012
3/28/2011 5/20/2012
6/6/2011 7/29/2012
8/15/2011 10/7/2012
10/24/2011 12/16/2012

Class Schedule

Morning Classes

Monday through Thursday
8:00 a.m. to 12:30 p.m.

Afternoon Classes

Monday through Thursday
1:00 p.m. to 5:30 p.m.

Evening Classes

Monday through Thursday
6:00 p.m. to 10:30 p.m.

Weekend Classes

Friday and Saturday
8:00 a.m. to 5:30 p.m.

Class hours are subject to change or vary based on student needs.
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Advisory Committees

Vatterott College utilizes Program Advisory Committees for each program or each
group of related programs. The majority of each Program Advisory Committee is
made up of employers representing the major occupation or occupations for which
training is provided. At least two regularly scheduled meetings are conducted
annually and at least one of these is held at the institution.

The duties of the Program Advisory Committee include, but are not limited to:

O Reviewing, at least annually, the established curricula of the program and
comment as to its objectives, content, and length, and the adequacy of the
facility and equipment.

O Reviewing and commenting on each new program including the
appropriateness of curriculum, objectives, content and length, prior to
Accreditation recognition.

O Reviewing and commenting at least annually on student completion,
placement, and where required, state licensing and examination outcomes of
each program.

Business

Dawn Aronoff, Advocare

Barbara Davis, MAMTC

Kathy Henze, Spherion

Carolyn Prather, Hallmark Cards
Bruce Putman, A-1 Staffing

Kris Schnider, University of Phoenix

Computer Aided Drafting

Mehdi Emami, Argus Consulting

Greg Harris, Mechanical Engineer

Scott McBurney, Scott McBurney Furniture Design
Christine Walters, D3 Technologies

Terry Wilburn, T2 Industries

Richard Carmona, PCG

HVAC

Linda Gallagher, A/C Contractors of America KC Chapter
Jim Graham, Carrier Corporation

Dan Storey, CB Richard Ellis

Steve Lowrey, Johnstone Supply

Dave Wheeler, Carrier Corporation

Robert Henry, H&C Heat and Cooling

Willie Washington, U.S. Gypsum Co.

Mark Crump, H&C Heat and Cooling

Electrical Mechanics

Ric Ginn, Ric Ginn Electric

Joseph Laurendine, Body Guard Alarm PS.
Erlinda Laurendine, Body Guard Alarms
Dan C. Lee, S.A. Merrill Electrical Services
Justin Martin, The Skilled Trades Company
Gail Shanks, CES (City Electric Supply Co.)
Savo Mitrovic, Trade Electric LLC

Willie F Washington, US Gypsum Company
Stephen Tucker, Kornis Electric Supply
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Advisory Committees

Medical

Shelley Julson, LPN, YMCA Head Start
Josh Maddux, Medix Staffing Solutions
Dominick Inzerillo, Baxter Biolife
Laura Vincent, Integrity Home Care
Dan Erler, Allied Global Services

Pharmacy

Jennifer Bathgate, Walgreens

Gwyn Collier, TMC Lakewood /NPTA/MPA

Deborah Holland, Children’s Mercy Hospital

Christopher A. Ramsay, Truman Medical Center/Lakewood
Sipe Amy, Kansas City VA Medical Center

Computer Technology

Jeff Bennett, Automation Dynamics

Mark Fenner, Computer Nerdz

Jonthan Lewis, John Lewis Computer Tech
John Yaste, Faurecia Automotive

Charles Ballard, Faultless Linen

ISS

Brantley Briegel, BPSI
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Appendix A - School Administration & Faculty

Administrative Staff

Brian Schumann, Campus Director

Emma Gray, Evening School Administrator
Lori Helgason, Director of Education

Nick Rogers, Director of Admissions

Michelle Lawson, Education Coordinator
Brandon Grego, Education Coordinator

Justin Powell, Education Coordinator

Angela Brown-Kendall, Education Coordinator
Cathy Block, Education Coordinator

Taylor Gozia, Retention Coordinator

LaDonna Rodriguez, Retention Coordinator
Rochelle Mefford, Retention Coordinator
Anita Hendricks, Director Career Services
James Kuhn, Career Services Coordinator
Rebecca Mahurin, Career Services Coordinator
Debora Holmquest, Registrar

Carrie Boyer, Campus Accountant

January Miller, Campus Accountant

Jacquiline Enss, Director of Financial Aid
Heather Alexander, Financial Aid Coordinator
Barbara Boone, Financial Aid Coordinator
Wanda Turner, Financial Aid Coordinator
Katie Bond, Financial Aid Coordinator

Daniell McCoy, Administrative Assistant

Terry McCoy, Administrative Assistant
Anthony Rodriquez, Building Maintenance
Brett Chrisman, Building Maintenance

James Thrasher, Learning Resource Center Manager
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Faculty

Dennis Attawia (Computer Technology)
Dennis is a graduate from DeVry Institute of Technology with a Bachelors degree
in Electronics Engineering. He also has a Higher Teachers Certificate in Technical
Studies Specialist (Sierra Leone).

Diane Bishop (Medical Program Director and Instructor)
Over 25 years in medical field, 12 years teaching MA curriculum, Externship
Coordinator for 5 years, Associates in Applied Science, Nationally Registered Medical
Assistant, Nationally Registered Phlebotomy Technician.

Roland Gochenour (Electrical Program Instructor)

Roland is a graduate of Electronics Institute with an Associates of Occupational
Studies degree in Computer PLC’s. He is also a Master Electrician.

Alan Green (Computer Technology Program Director and Instructor)
Alan is a graduate of Central Michigan University with a Masters degree in
Administration. Mr. Green is a CISCO Certified Network Associate.

Earl Guillory (HVAC Instructor)

Earl has obtained his Journeyman’s Plumber’s license and has completed the
Missouri department of Natural Resources Water Protection Program. He has also
completed the OSHA Construction Industry Safety Course from OSHA.

Lori Helgason (Business Program Director and Instructor)

Lori is a graduate of College of the Ozarks with a Bachelors Degree in Business. She
has her MO Lifetime Teaching Certificate as well as MOUS Word 2000 and MOUS
Excel 2000 certifications.

Alex Meyers (HVAC Program Director and Instructor)
I served in the Army during Desert Storm. | have 16 years field experience in the
HVAC industry and an Associates Degree from Maple Woods Community College.
Steve Horne (HVAC Instructor)

Steve has an HVAC diploma through North America Studies program and is a
graduate of Longview Community College with an Associates of Arts in Business
Management.

Annette Lancaster (Pharmacy Instructor)
Annette has over 15 years of Pharmacy experience in the areas of hospital pharmacy,
retail pharmacy, and pharmacy distribution.

Herman Lloyd (HVAC Instructor)

Herman is a graduate of AVTS of Kansas City in Heating, Air Conditioning and
Refrigeration. He holds Master Mechanical Certificate with Unified Government of
Kansas City as well as other licenses and certifications.

Glenn Newlin (HVAC Instructor)

Glenn is a diploma graduate of Vatterott College in Heating, Air Conditioning and
Refrigeration. He is also a Certified Residential and Light Commercial Air Balancing
and Diagnostic Technician.

Shelby Newberry (Pharmacy, Instructor/Externship Coordinator)
Shelby is a Certified Pharmacy Technician. She also worked for Humana Pharmacy
for nine years. Her duties at Humana included data entry, new admissions, customer
service, assisting the pharmacist filling prescriptions and training other technicians.

Larry Palmer (Computer Technology)
Larry is a graduate of Electronics Institute with an Associate of Applied Science
degree in Electronics Technology. He also has his A+ Certification as well as FCC
Radio, Telephone Operators and FCC Test Administrator Licenses.
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Samraje Rana (Computer Engineering Design and Drafting Instructor)
Sam has a Master of Science in Computer Information Systems, a B.S. in Civil
Engineering, a Post Graduate Diploma in Earthquake Engineering, an Associate of
Science Degree in Computer Aided Drafting.

Travis Reynolds (Medical Instructor)
Travis has eight years of experience in the medical industry as well as project and
general management in the field. He holds a Bachelors degree from Central Missouri
State University.

Rein Richmond (Electrical Mechanic Instructor)

Rein is a licensed Master Electrician with extensive experience from foreman
to project management to business owner. In addition to various certifications
and expertise in electrical code, he is pursuing a Bachelor’s Degree in Business
Management.

Melissa Mathews Seals (Electrical Mechanic Program Director and Instructor)
Melissa is a graduate of Vatterott College with an Associate of Occupational Studies
in Applied Electrical Technology. She has several years of electrical industry
experience and is NCCER certified.

Jonna Shaw (Computer Engineering Design and Drafting Program Director and
Instructor)
Jonna is a graduate of the University of Central Missouri with a Bachelor of Science in
Engineering Technology with an emphasis in graphic arts. She has over 10 years of
drafting and drafting standards implementation experience.

Richard Smith (Electrical Mechanic Instructor)
Richard is a graduate of Vatterott College with honors with a diploma in Electrical
Mechanic. In addition to his industry experience, he also has six years of experience
as a lab instructor with Vatterott College.

Ed Speck (Applied Electrical Instructor)

Ed has extensive experience in the field of Programmable Logic Controls. He has
traveled the world creating new programs and systems and brings a vast amount of
industry experience to the students in the electrical program.

David Wheatman (HVAC Instructor)

David is a graduate of Vatterott College with an Associate of Occupational Studies
in Heating Ventilation and Air Conditioning-PLC. He also has the following licenses,
certifications and affiliations: Member of the International Association of Certified
Home Inspectors, National Association of Certified Home Inspectors, ExpierMaster
Mechanical Certification, City of Liberty MO-State of Missouri Occupational/
Mechanical license, Kansas State Pesticide Commercial License, Festo Basic and
Advanced Pneumatics Certification.

Dana Williams (Medical Instructor)

Dana is a certified Medical Assistant. She has more than 18 years of experience in
the medical field. She has also pursued studies at the Metropolitan Business and
Technology Community College in Kansas City.
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The certificate courses listed below have not been reviewed by the Accrediting
Commission of Career Schools and Colleges (ACCSC) and are not considered a part
of the accredited offerings of Vatterott College. They are offered as continuing
education/professional development classes only. Students completing these
courses will not receive any credit which can be used toward other certificate or
degree programs offered by Vatterott College.

Your Role in the Green Environment
Better Green Business

Electronic Evidence Discovery
Basic Fire Alarm Installation
Mechanic’s Lien

Smart Phone Programming

Admissions Requirements (Unless otherwise noted)

Students enrolling in courses listed as part of Appendix B - Non-Accredited Courses
must:

O Be 18 years old or have the written consent of a parent or guardian
O Meet course specific enrollment criteria, when applicable, as defined by the
course description
A High School Diploma or GED is not required for the courses listed in Appendix B -
Non-Accredited Courses.

Basic Fire Alarm Installation - Additional Admissions
Requirements

O Prior education or work experience is required. Candidates should submit
documentation of training or work experience to complete their enrollment.
Experience can be in the form of unofficial transcripts, pay stubs, business
card, or letter from an employer.

Enrollment, Cancellation & Refund Policy

By accepting applications, COLLEGE has assumed the obligation of furnishing

a complete course, instructors, equipment, laboratories, classrooms and other
facilities necessary for teaching such course at the stated, offered tuition cost for
the course, and with the understanding that refunds will be made per course, in
accordance with the following Cancellation, Withdrawal and Refund Policy:

O REGISTRANTs cancelling this Registration Agreement within three (3)
business days of its execution, exclusive of Saturday, Sunday, and holidays (the
“Cancellation Period”) will receive a full refund of all monies paid to COLLEGE.

O REGISTRANTsS cancelling or withdrawing at any time subsequent to the
Cancellation Period but prior to the start of the course for which they are
registered will receive a refund of the course cost, less an administrative fee
equaling the lesser of (1) 25% of the course cost or (2) $100.

O REGISTRANTSs terminating training after the course begins, but prior to the
midpoint (50%) of the course scheduled hours, the COLLEGE will refund 25%
of the course cost.

O REGISTRANTSs terminating training at or after the course midpoint (50%) of
the scheduled hours, the COLLEGE may retain the entire contract price of the
period of enrollment.
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O Refunds will be made within 30 days after COLLEGE determines REGISTRANT
has cancelled or withdrawn.

O Any REGISTRANT who cancels or withdraws from COLLEGE as a result of
REGISTRANT being called into active duty in a military service of the United
States will receive a refund of any tuition and refundable fees for the course in
which the REGISTRANT is enrolled at the time of withdrawal. No refund will
be given for any academic course the REGISTRANT has completed.

Payment must be made at the time of enrollment.

Cancellations must be made in writing.

Course Offerings

Course Number Course Title
C-100 Your Role in the Green Environment
C-101 Better Green Business
C-104 Electranic Evidence Discavery
EL-01 Basic Fire Alarm Installation
ML-01 Mechanic's Lien
SDP-178 Smart Phone Programming

Course Descriptions

C-100: Your Role in the Green Environment Non-Accredited Course

This course will help learners develop an understanding of their impact on the
environment. The course will provide information on what it means to “build green” and
a broad overview of the ever-changing green environment initiatives. The course will also
provide an overview of changes in the construction industry and the environment. Upon
completion of this course, learners will receive a certificate of completion. The Course
Length is 15 hours over 4 weeks.

C-101: Better Green Business Non-Accredited Course

This course will instruct you on how to help your company prepare for environmental
changes and become a more “green” operation. You will learn about proven techniques
any business can use, based on IBM’s breakthrough Green Business programs, products,
strategies, and Green Sigma™ methodologies. You will study examples that illustrate how
to establish effective green strategies and transformation plans, link them to operations,
apply them, and track the results. In addition, you will learn about powerful, new Smarter
Planet technologies that deliver value by “instrumenting the planet”. The Course Length is
12 hours over 4 weeks.

C-104: Electronic Evidence Discovery Non-Accredited Course

This course is a combination of legal and technological training in one of the most exciting
and dynamic subjects in law today. The discovery of electronically stored information is
rapidly evolving. Since almost all information is now created in electronic form, paralegals
and attorneys are scrambling to understand how their clients create and maintain their
business records. Ranging from word documents and spreadsheets to email and text
messages, vast amounts of potentially responsive electronic information is available. You
do not need a technical background to take this course. However, you do need to be aware
of the fact that electronic evidence plays a role in building and defending a case. The
Course Length is 36 hours over 8 weeks.
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EL-01: Basic Fire Alarm Installation Non-Accredited Course

Fire alarm systems require research, exchange of information and a decision making
process involving property owners, building control officers and local authorities.
Statutory and insurance requirements must also be considered. This course will provide
participants with an overview of fire alarm planning and hands-on lab experience
installing fire alarm equipment in a practical lab environment. This course is 32 hours
over 2 weeks. (Prior electrical work experience is required. Candidates should submit
documentation of electrical training or work experience to complete their enrollment. .
Experience can be in the form of unofficial transcripts, pay stubs, business card, or letter
from an employer.)

ML-01: Mechanic’s Lien Non-Accredited Course

This course provides an overview of Statutory Liens against Real Estate in Missouri

also known as Mechanic’s Liens. It is designed to provide a basic understanding of the
principles and the processes required for filing a Mechanic’s Lien for contractors and
subcontractors. This course covers the basic framework with which to assert such rights.

SDP-178: Smart Phone Programming Non-Accredited Course

This course introduces students to application development for smart phone

operating systems. Students will learn how to begin building robust iPhone and iPad
applications using the iPhone SDK and Android enabled devices with the Android SDK.
Upon successful completion of this course, students will understand how to develop
applications for both iPhone and Android smartphones; recognize software development
kits; and debug applications in various SDKs. The course length is 45 hours, completed
over 5 weeks, and incorporates both lab and lecture.

Tuition & Fees

Program Name Degree Hours Tuition Books/Supplies Total
YourRoleinthe Certificate of
Green Environment Completion 15 $250 $85 $335
Better Green Certificate of
Business Completion 12 $250 $85 $335
Electronic .
Evidence Certiicate of 3 $625 $820 $1.445
] ompletion
Discovery

Basic Fire Alarm Certificate of

Installation Completion 32 $650 $0 $650
s Certificate of

Mechanic's Lien Completion 6 $150 $0 $150
Smart Phone Certificate of

Programming Completion 5 $420 $90 ¥510

*In an effort to offer our students every convenience, books and supplies may be
purchased at the Vatterott College campus. The amounts in the above fee chart are
estimates and are subject to change. Alternatively, students may purchase their
books and supplies externally.
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Appendix C - Tuition & Fees

Lab/ *Books &

TechFee | Supplies Tt

Program Degree Weeks Tuition Reg. Fee

Medical Assistant

Occupational Specialist Diploma 40 $16,120 $100 $1500 $1,100 $18820

Computer Engineering,

Drafting and Design Diploma 60 $22,800 $100 $1500 $1,700 $26,100

Computer Technology Diploma 60 $22,800 $100 $1500 $2,200 $26,600

Electrical Mechanic Diploma 60 $22,800 $100 $1500 $2,200 $26,600

Heating, Air Conditioning

& Refrigeration Mechanic Diploma 60 $22,800 $100 $1500 $2400 $26,800

Information Systems

Security Diploma 60 $19500 $100 $1500 $1,900 $23,000

Pharmacy Assistant Diploma 60 $22,800 $100 $1500 $1,700 $26,100

Business Management AOS. 70 $23,200 $100 $2,000 $3600 $28,900
Medical Assistant AOS. 70 | $27900 | $100 | $2000 | $3600 | $33600
Medic%loiiilr:igng and AOS. 70 | $27900 | $100 | $2000 | $3800 | $33800
AppTl;if:] Eéle;gt;ical AOS. 90 | $34200 | $100 $2250 | $3400 | $39950
COmt#:Ca:r?;‘lo"Stdi”g AOS | 90 | $38200 | $100 | $2250 | $2700 | $39.250
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- Lab/ “Books &
Program Degree Weeks Tuition Reg. Fee TechFee | Supplies Total
Computer Engineering,
Drafting and Design A0S 90 $34,200 $100 $2,250 $2500 $39,050
Technology
Computer Systems &
Network Technology A0S 90 $34,200 $100 $2,250 $3.200 $39,750
Heating, Air Conditioning
& Refrigeration A0S 90 $34,200 $100 $2,260 $3.200 $39,750
Technology
Industrial Control
Technology A0S 90 $34,200 $100 $2,260 $3400 $39950
Pharmacy Technician AOS. 90 $34,200 $100 $2.250 $2700 $39,250

Please note the cost of the A.0.S. programs include the cost of the Diploma program.

* Books and Supplies include the cost of uniforms, toolkits, and other items which
are a mandatory part of the program, and applicable sales tax. The amounts in the
above fee chart for Books and Supplies are estimates and are subject to change.
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