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VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 36 of 38

SUMMARY

Based on the team’s review, the following areas require an explanatory response:

Number | Section Summary Statement

1. 3-1-100 The institution does not meet the stated objectives of its
mission (page 4).

2. 3-1-111 The CEP does not meet Council requirements {pages 5
and 6).

3. 3-1-112 There is no documentation to support that the CEP has
been implemented and evaluated (page 6).

4, 3-1-113 There is no evidence that CEP is evaluated annually
{page 7).

5. 3-1-512(c) The program does not adequately utilize community
resources (page 29).
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D.OL. Overall. I am satisfied with the quality of Dj;eg:w

education I am receiving. Neutral IR :
Agre

D.02. I would recommend this institution to others. Disagre

Neutra: —






essential in licensure preparation, curriculum and faculty evaluation, and
implementation of quality of training and education.

Bay Area College of Nursing will conduct its formal initial board advisory
meeting on May 27, 2016. Monthly advisory calls will continue as agreed
upon by each advisory member and the school. Being that we are a small
institution with less than 60 student population, we intend to start with a small
advisory board to promote higher efficiency and eventually grow to strengthen
the existing advisory board as we add more programs and increase our
enrollment.



Evaluation Team Report — Initial Grant Evaluation Report
Main Campus |D: 00073857

ID for Campus Visited: 00073857

Application ID: 66494

VISIT RESPONSE DUE DATE: March 12, 2016

Supporting Document Response: Cite 1 Advisory Board CITATION 3-1-
100

Supporting Doc Exhibit A Cite 1 3-1-100
Signed Advisory Board Agreement
Hermenigildo Valle, M.D. — Chief of Staff Seton Medical Center

Supporting Doc Exhibit B Cite 1 3-1-100

Signed Advisory Board Agreement

Dennis Manzanades, RN MSN MBA CCRN - Nurse Manager/Nurse
Educator/Stanford University Medical Center
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Please revise these documents and include date of revision in the file name so to easily differentiate
the new files. Additionally, please notify me via e-mail when you have uploaded the updated
requested documents.

Mr. Courtney Mosley

Program Analyst |

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 980 | Washington, DC 20002
wwwacics org | 202.336.6844 - p | 2028422583 - f

ConEETALITY Nt

This communication is only intended for the porsons or entities to which it is addrossed or copied and mav contain information that is
coitfidential and or privileged in some wayv. Distribution or copving of this commumication or the information contained hercin is nol
cxpressiv anthorized. ACICS reserves the right to disclose this communication as reqguired by law without the consent of the persons

or entidies to which {his communicalion is addressed,



Laurel Business Institute Explanation of Program Length

Clinical Medical Assistant

Our proposed Clinical Medical Assistant Diploma Program consists of 1,215 hours and 55 credits.
It would take students three semesters to complete the program which equates to one calendar
year. Per the Key Operating Statistics from 2014, the average number of hours for a
Medical/Clinical Assistant {51.0801) program is 878 with a standard deviation of 143 for a tetal
of 921 hours. Our program exceeds this by 294 hours.

Our program was designed to best prepare the students for employment within a medical
setting—front and/or back office. Current business and staffing trends support the need to
have knowledgeable and educated staff to fill in wherever they are needed. Our local
employers who reviewed and supported the program are very pleased with the number of
clinical hours in the program as well as the administrative content in the areas of medical office
procedures, coding, and billing. Additionally, the students are well-versed to function effectively
in the office in the areas of medical terminology, anatomy and physiology, pathophysiology, and
pharmacology. Our students received a full course in phlebotomy that makes them eligible to
sit for phlebotomy certification with NCCT {National Center for Competency Testing). This
certification opens more employment opportunities far graduates of this program. The content
of the program also prepares the graduates to sit for certification as Certified Medical Assistants
also through NCCT. To ensure that students are prepared for employment, we are providing
students with 2 internships/300 total hours in functioning medical facilities. Often times,
internships lead to direct employment offers for our students. Itisn’t a guarantee but it
certainly is known to happen.

Our mission statement is...

Laurel Business Institute will strive to provide the highest quality career education and
professional certifications for individuals seeking employment in various fields in response to
the needs of the regional employer community.

This Clinical Medical Assistant program was designed with our mission statement at the center
of it. This proposed program does allow Laurel Business Institute to provide the highest guality
career education and two professional certifications for our graduates which is in response to
the needs of our regional employer community. It is a mission we have taken very seriously
since 1985.
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15. Program Lengih (in weeks): Minimum: 15 Maximum; | 5

Mininum and maximunm weeks should reflect difference in scheduling (dav-evening not part-time:full-time)

16. Program Length (in academic years) Minimuin | ] Maximom [1] |
17. Wecks per academic ycar [ 45 ] |

Narrative

CAMPUS MISSION

18. Whal is the mission of ihe institution? (Restrict text box to 1,500 characters with spaces)

19.

[Laurel Business Institute will strive to provide the highest quality career education and
professional certifications for individuals seeking employment in various fields in response to
the needs of the regional employer community.

What are the objectives of the new program?

Clinical Medical Assistants perform administrative and clinical duties under the direction of a
physician. Clinical duties may include taking and recording vital signs and medical histories,
preparing patients for examination, drawing blood, and administering medications as directed
by the physician. Administrative functions may include scheduling appointments, maintaining
medical records, billing, and coding for insurance purposes.

As part of this program, students will take courses in Medical Terminology, Anatomy &
Physiology, Phlebotomy, Pathophysiology, Pharmacology, Medical Law & Ethics, Medical
Billing, and Ceding. In addition, they will take three clinical courses that include learning and
practicing a variety of hands on skills used to assist the physician.

Graduates of this program will earn a Diploma. The following certifications are available for a
graduate in this program: Certified Medical Assistant, Phlebotomy, CPR, and First Aid.

Describe how these objectives conform to the mission of the institntion. (Restrict text box to 1,500 characters
with spaces).

|I’.'.\4r providing this program to our region, we are fulfilling our mission as stated above. We are
providing our area employers with skilled individuals seeking employment.

COMMUNITY/PROFESSIONAL RESOURCES UTILIZED IN PROGRAM DEVELOPMENT

20. Whal typcs of communily or proflessional input were utilized (o develop the program?

hhe Laurel Business Institute’s process of submitting any new program includes important
input from local community employers to ensure there is a sustainable job market for our
graduates of the program. This professional input is a very important part of the process in




21.

developing a curriculum to ensure that the necessary skills are being taught to our students
and that employment will be available to the graduates. A Program Advisory Meeting was
held with area professionals in the field to determine a need for this program. Feedback to the
program was very positive as those present agreed that there is a growing need to find
available applicants who are clinical medical assistants. |

Plcasc upload as onc document copics of all minules of advisory board mectings pertinent (o this application
and include the names and qualifications of inembers. (See step 3 in the New Program Application Process)

State the qualifications for persons who: (Restrict text box for each of the responses below to 1.000 chamcters
with spaces)

a) designed the curriculum

This curriculum was designed by allied health professionals and educators who had years
of both professional and teaching experience along with those who attended the program
advisory meeting. The curriculum was built from our existing Occupational Associate
Degree Medical Assistant Program. The decision to offer this program as a Diploma came
from feedback from employers, consideration of earnings potential, and the gainful
employment environment. By focusing on highly desirable hard skills, the program length
and overall cost is reduced. For students wishing to earn a Degree, the degree program
would still be available to them.

b) will supervise the new prograin

I Program Director for Respiratory Therapy and Allied Health Supervisor, will
supervise the faculty. _olds a BS in Respiratory Care and MEd from Indiana
University of Pennsylvania.

_ LBI Executive Director and on-site Campus Director will review the program.
I 25 been with LBI since 1996 in a variety of roles with increasing responsibility.
She holds a Master’'s Degree in Education in Math and Computer Science from California
University of PA and a BA in English and Psychology from Geneva College. _is
an ACICS Reviewer as well as a PDE {PA Dept. of Education} Reviewer making on-site visits
to review curriculum, student relations, and school operations. She participates in a
variety of webinars through ACICS and workshops offered through PAPSA {Pennsylvania
Association of Private School Administrators) in areas of school management, staff
development, and student relations.




CAMPUS READINESS

22. What resources are ueeded and available to offer the proposed prograin at full operation at the campus

submitling (his ncw program application?

this program.

We already have a medical assistant classroom so all necessary resources are available to offer

a) List the existing and new courses nceded 1o implement the program;

Existing Courses (at this campus)

New Courses (at this campus)

128—Clinical I

MA104—Medical Law & Ethics for Health Care Professionals |

228—Clinical Il

MA216—Computerized Billing |

328—Clinical Il

MA219—Pharmacology ]

321—Phlebotomy

MA226—Coding Essentials |

121—Medical Terminology ]

122 Anatomy & Physiology

220--Pathophysiology ]

225 Electronic Medical Records

222-Medical Office Procedures l

329—Certification Prep |

101—Keyboarding |

i131—Introduction to Computers

T291—Career Development

|501—Internship .

|502—Internship ‘

b) List the existing and new physical resources needed (e.g.. classrooms. libraries. institutional resources and

cquipinent. and clinical sitcs):

Existing Physical Resources (at this campus

Televisions/DVD players

New Physical Resources {at this campus)

Computers/Printers |

Classroom space

Clinic Space




PROGRAM DESCRIPTION

23. What are the entrance requiremnents or methods used to determine whether prospective students will be able to
fulfill program rcquircments?

lAppIicants to Laurel Business Institute/Laurel Technical Institute are considered without
regard to age, race, color, creed, religion, sex, national origin, marital status, non-job related
physical disability, or any other legally protected classification.

The following criteria must be met to complete enrollment for all LBI/LTI programs:

+ Admission interview

+ Application for admission

+ Minimum score on Wonderlic SLE Examination — {14 for Clinical Medical Assistant)

+ Enrollment Agreement (Application must be 18 years of age to sign or document must be
cosigned by a parent or guardian}

s Statement of Understanding specific to program of enroliment

+ Student Disclosure Form

+ High School diploma, certificate or other certified document as official proof of graduation
from an institute providing secondary education, General Education Diploma {GED}, or the
equivalent of such graduation as recognized by the United States and Pennsylvania
Department of Education

+ Interview with Financial Aid and completion of FAFSA Federal Student Aid Application if
student is applying for financial assistance

s Payment of $50.00 application fee*

» Some LBI/LTI programs have additional admission requirements**

* Payment of the Application Fee at time of enrolilment may be waived for students re-
entering LBI/LTI within less than 364 days of having withdrawn, graduates from an LBI/LTI
program, and recipients of financial assistance from an agency that covers the fee for the
student. Third party funding must be verified in order for the payment of the Application Fee
to be waived.

#*All Clinical Medical Assistant students have to pass a Criminal Background Check.

a) How do (hese requirements compare with requirements for existing programs at this campus? (This text
box is limited to 1.000 characters)

These are our standard requirements for Admission. The key variation is the minimum score
on the Wonderlic SLE Examination. |




24. Ts there an exiernship component? Yes | X No ||

NOTE: Il YES, the externship agrcement or a SAMFPLE cxiernship agreement MUST be uploaded o
complete this application

a) IF'YES. pleasc identily poteniial cxternship silcs:

Company Name Location

Central Greene Pediatrics Wayneshurg, PA
Farmington Medical Center Farmington, PA
Fay-West Family Practice IMt. Pleasant, PA
Southwest Womens Health Uniontown, PA

b) If YES. Describe student responsibilitics and method of supervision as outlined in the externship
agreeinent. (Limited to 1,000 characters)

The FACILITY will provide an educational internship to the student consisting of work functions
that are directly related to the student’s program of study. The STUDENT will maintain a
mutually agrced-upon work schedule and sucecssfully completc 150 hours for cach Internship
scheduled.

The FACILITY will provide an orientation informing the student on the site’s policics and
proccdures. The STUDENT will attend the orientation and follow the work rules of the
FACILITY. The STUDENT must complete all required FACILITY requirements prior to
beginning the Internship.

The FACILITY will provide appropnate instruction and supervision of the students by qualified
personncl to mecet the standards and the objcetives of the cducational program. The STUDENT
will take assignments, direction. and feedback accordingly.

The FACILITY will approve, sign, and submit the intcrn’s timeshects. The STUDENT will
complete time documents within deadlines.

The FACILITY will agree to complete and submit to the SCHOOL an cvaluation of cach
student’s performance dunng the fieldwork experience according to the format and time frame
established by the SCHOO!.. A mid-semester onsite evaluation and a final evaluation are
required to be completed by the FACILITY. The STUDENT will be informed of their progress
by the FACILITY. The SCHOOL will address any areas of deficiency reported directly with the
STUDENT and form an Action Plan for Improvement, as nccessary.

The FACILITY wwill determine if the student participating in the internship program on their site
will be on a paid or unpaid basis. The intcrnship program docs not preclude or guarantee any
futurc cmplovment of student interns with the internship site. The STUDENT is awarc that
most internships are unpaid and the required learning experience is valuable to their future.




750 First Street NE. Suite 980 - Washington D - 20002-4223 ph 202-336-6789 | fax 202-842-2543 WWW, RSO
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If this program is identical to programs submitted for multiple locations at the same time, list the primary campus
and the ACICS uniquc ID (000xxxxx) for all other locations.

00010825 | ACICS 1D for 1* application location (sce Schedule of Fecs)

Below list the ACICS ID for each campus included in this submission with the same program.













CLINICAL MEDICAL ASSISTANT COURSE DESCRIPTIONS—Page 1
101 Keyboarding | {2 credits — 45 hours)

The course emphasizes the development of correct technigues in keyboarding. Specific standards of
speed and accuracy are required. Prerequisite: None

121 Medical Terminology {3 credits — 45 hours)

The course emphasizes the development of correct technigues in keyboarding. Specific standards of
speed and accuracy are required. Prerequisite: None

122 Anatomy & Physiology {5 credits — 75 hours)

The student will become acquainted with anatomical structures and their corresponding body functions.
The major body systems will be studied in depth. The corresponding disease process for the common
bodily malfunctions of each system will be included. Actual case situations will be discussed to facilitate
application principles. Prereguisite: None

128 Clinical | {6 credits — 150 hours)

This course is designed to prepare the student in basic clinical skills essential to becoming a medical
assistant. These skills will include physical exam preparation, vital sign measurements, medical asepsis
and infection control procedures, as well as an introduction to medical assisting, health history and
communication technigues. Prerequisite: None

131 Introduction to Computers {2 credits — 45 hours)

This course provides students with knowledge and skills needed to operate a computer with Microsoft
Windows?® system software. It includes explanations of hardware, and hands-on skills for using
Microsoft Windows®, Microsoft Word®, Microsoft Excel®, and Microsoft PowerPoint®. Prerequisite:
None

220 Pathophysiology (3 credits — 45 hours)

This course is designed to provide the student with advanced knowledge of clinical medicine, and with
specific understanding of disease processes, signs and symptoms, diagnosis, treatment, prognosis and
prevention. This study includes pediatric, adult and geriatric patients. The student will also gain
understanding of corresponding diagnostic tests and drugs that relate to each system. Prereguisite:
122 Anatomy & Physiology with a “C” grade or better or advanced placement.

222 Medical Office Procedures {3 credits — 45 hours)

This course familiarizes the student with the fundamentals of using Windows®-based medical office
management software for appointment scheduling, procedure posting, medical billing, payment
posting, patient billing, patient collecticns, and insurance tracking and follow-up. Prerequisite: 101
Keyboarding I, 131 Intro to Computers with a “C” grade or better or advanced placement.



CLINICAL MEDICAL ASSISTANT COURSE DESCRIPTIONS—Page 2
225 Electronic Medical Records {3 credits — 45 hours)

This course is designed to introduce students to the current medical clerical occupations and the
practices related to maintaining medical records, insurance billing and legal concerns. Discussion will
caver critical aspects of the duties and responsibilities of medical clerical workers to include assembly,
analysis, and completion of medical records, numbering and filing methods, documentation, forms and
release of information. Students will complete a manual medical records simulation, and also research
and report on one critical aspect of medical records. Prerequisite: None

228 Clinical Il {6 credits — 150 hours)

This course is designed to give the student more advanced clinical skills that are essential to becoming a
medical assistant. These skills will include pharmacologic principles, injections, assisting with minor
surgical procedures, sterile aseptic technigues, and documentation. The student will also complete a
skills checklist during the semester. All skills must be completed satisfactorily to progress to Clinical lll.
Prereguisite: 128 Clinical | with a “C” grade or better or advanced placement.

321 Phlebotomy {3 credits — 45 hours)

This course will enable the student to become knowledgeable about the functions of the clinical
laboratory and the phlebotomist. Students will be exposed to the terminology and the anatomy and
physiology necessary to be a phlebotomist and will also have hands-on experience in phlebotomy
technigues. This course will also explore the various departments and testing that occur within the
clinical laboratory.  Prerequisite: 228 Clinical Il with a “C” grade or better or advanced placement.

328 Clinical 111 {3 credits — 75 hours)

This course is designed to further expand the student’'s knowledge and application of the clinical skills of
the medical assistant and to coordinate closely with the internship program. This course includes an
introduction to safety measures and regulatory requirements in the clinical laboratory, urinalysis,
hematology, microbiology, serology concepts and procedures, physical therapy modalities, and the
performance of electrocardiography. Students will also become certified in first aid and CPR.
Prerequisite: 228 Clinical Il with a “C” grade or better or advanced placement.

329 Certification Prep {1 credit — 15 hours)

This course will prepare medical assistant students to take the medical assistant certification test.
Prerequisite: 328 Clinical Il with a "C” grade or better or advanced placement.

501 Internship {3 credits — 150 hours)

These 150-hour internships are designed to provide the student with the opportunity to apply classroom
skills and theary to a real work environment. The internship is a cooperative effort between the school
and regional businesses, government, and nonprofit agencies. Preregquisite: None



CLINICAL MEDICAL ASSISTANT COURSE DESCRIPTIONS—Page 3
502 Internship {3 credits — 150 hours)

These 150-hour internships are designed to provide the student with the opportunity to apply classroom
skills and theory to a real work environment. The internship is a cooperative effort between the school
and regional businesses, government, and nonprofit agencies. Prereguisite: None

MA104 Law & Ethics for Health Care Professionals {1 credit — 15 hours)

This course will enable students to develop an understanding of the legal, ethical, and moral
implications of warking in a medical setting. The role of the allied healthcare professional will be
emphasized. Prerequisite: None

MA216 Computerized Billing {2 credits — 30 hours)

This course is designed to introduce the student to computerized patient billing, managing patient data
with a computerized system, entering data, processing transactions and claims, and producing reports.
Prerequisite: None

MA219 Pharmacology (2 credits — 30 hours)

This course is designed to introduce the student to the proper pronunciation, spelling, and basic
pharmacological use of commonly prescribed medications. Review of approved medical abbreviaticons,
interpretation of prescriptions, dosage calculations, and drug administration will be utilized for theory
application. Prerequisite: 122 Anatomy & Physiology with a “C” grade or better or advanced placement.

MA226 Coding Essentials {2 credits — 30 hours)

The focus of this course is to learn the coding rules for the CPT, ICD-10-CM, coding systems and then
apply the rules to code patient services. In addition, a variety of payment systems will be presented.
The medical topics of Medicare fraud/abuse are also reviewed. Prerequisite: 122 Anatomy &
Physiology with a “C” grade or better or advanced placement.

T251 Career Development {2 credits — 30 hours)

This course is intended to provide the graduating student with information, instruction, and practice in
job exploration, career planning, and job search techniques. The student will receive instruction about
employment applications, cover letters, resumes, and use of the Internet. In addition, emphasis will be
placed an the development of effective interview skills through classroom practice and role-playing. To
complete the course requirements, each student will participate in a one-on-one interview,
Prerequisite: None






pennsylvania

DEPARTMENT OF EDUCATION

December 01, 2015

Ms. Nancy M. Decker
President and CEO
Laurel Business Institute
11 East Penn Street
Uniontown, PA 15401

Dear Ms. Decker:
At its November 19, 2015, meeting, the State Board of Private Licensed Schools approved the
application for the new program entitled Clinical Medical Assistant, pending the submission of

additional information. The additional information has been received and reviewed for approval.

You may consider this |etter official verification of approval, and you may now advertise, recruit,
and enroll students in the foliowing program:

Clinical Medical Assistant

l.ength of Registration/
Program Tuition Application Fee
55 Semester Credit Hours ~ $13,191 $50.00

Best wishes for success with this program. If you have any questions or concerns, please
contact me.

Qincerely,

Robert L. Kline, Board Administrator
Division of Higher and Career Education

Department of Education
333 Market Street | Harrisburg, PA 17126 | wavw.education.pa.gov




Laurel Business Institute/Laurel Technical Institute
101 Keyboarding 1
2 Credits - 45 Contact Hours

mstructor: | NN

Sample Schedule: First Term: Tuesday, Thursday 2:00-3:30

Course Description; The course emphasizes the development of correct techniques 1n keyvboarding,
Specific standards of speed and accuracy are required

Prerequisite: None

Text: Gregg College Keyboarding & Document Processing, Lessons 1-60, 117 Edition by Scot
Ober, Jack Johnson, and Arlene Zimmerly. McGraw Hill € 2013

Software: Online GDP Software

Resource Materials: None

Equipment: Computers; printer.

Course Objectives: Lpon completion of Keyboarding 101, the students should be able to:

1. Leam the alphabetic, number and symbol keys by touch while following these basic
techniques:
A. position of hands and fingers
B. proper keystroking

2. Improve keystroking continuity and speed while emphasizing proper keyboarding
techniques.

3 Build keystroking skills to higher levels of speed and accuracy.
4 Learn the ten-key numeric keypad building both speed and accuracy.

5 Demonstrate acceptable language arts skills in comma usage, grammar, sentence
structure, spelling, and capitalization,

6. Keyboard three-minute timed writings achieving a rmmimum of 27 words per minute with
5 or fewer errors.

Teaching Methods:

Demonstration and daily words per minute results

101 Kesboarding | Page 1 of 6 Rev: 042015 Initials: myp
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Measurement Standards:

Grading Scale: The grading scale used at the Laurcl Business Institute/Laurcl Technical Institute is
listed below. The nstructors are permitted to give “plus™ and “minus™ gradces. but they will have no
cffect on the semester grade point average (GPA).

GRADE QUALITY POINT RANGE
A 4.0 93-100
B 30 85-92

C 2.0 76-84

D 1.0 68-75

F 00 Below 68
P-passcd 00 n/a
WP-withdrew passing 0.0 n/a

W EF-awithdrew failing 00 n/a
T-transfer credit 0.0 n/a
AP-advanced placement 0.0 n/a
l-incomplete 00 n/a

All “F" grades must be repeated.

Grading Criteria

1. Timed Writings - 75%
2. Obscrvation of Classroom Performance/Complcetion of Assigned L.essons/
Language Arts — 25%

TIMED WRITINGS

Weeks 1 -7

Mo O3 E

Weeks 8- 10

Mo O3 E

Weeks 11 - 15

omn T e

F

101 Kesboarding |
Syllabus & Outline

1-Minute Timed Writings

29+ 7 crrors or less
26-28
22-25
18 -21
fh-17

2-Minute Timed Writings

3+ 6 crrors or less
30 -33
26-29
22-23
n 21

3-Minute Timed Writings

39+ S crrors or less
35-3%
30-34
27-249
0-26
Page 2 of Rev:

0472015 Tnitials: mjp



Email:

The message center, which is available through GDP software, is a primary means to communicate
with you on a regular basis and will be used throughout the semester.

1 will also communicate with you through email using your laurel.edu account. [t 15 important that
you check this account daily. 1f you have trouble accessing or using this account, please speak to the
IT Department.

Make-up Policy:

¢ The online software offers accessibility for use at home, in class, and in labs. Students are
expected to maintain steady progress throughout the semester. To acquire an adequate
keyboarding skill, students are to complete all components of each assigned lesson Exercises
can be repeated until the student achieves success. The GIDDP software records both the date
and time students spend completing lessons.

e The skill acquired in keyboarding is cumulative and will be demonstrated throughout the
semester. Specific requirements must be achieved and demonstrated on timed wrnitings with
voals for words per minute and accuracy as indicated on above charts.

e Success in Keyboarding requires commitment. Students must complete assigned lessons 1n a
timely manner or will have a grade penalty apphied.

« It 1s the absent student's responsibility to get missed assignments by way of a fellow
classmate or by contacting the instructor via email in a timely manner Emails will be
responded to wathin 24 hours.

e There 1s no charee for makeup work.,

Qutside preparation: To adequately comprehend content and achieve success in this course, time
outside of class spent reading, studying, reviewing, practicing, rescarching, and completing
assignments 1s required

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

o Keyboarding lessons in Units 1-2 contain warmup, new key introduction, practice, review,
paragraph typing, and one-minute timed writings. Kevboarding lessons in Units 3-4 will
Incorporate progressive practice, technique practice, speed sprints and two-minute timed
writings. Keyboarding lessons in Units 5-8 will include MAP - | various skillbuilding drills,
language arts, and three-minute timed wnitings. To acquire an adequate keyboarding skill,
students are to complete all components of each lesson. Exercises can and should be repeated
until the student achieves success, Assigned lessons should take approximately two hours
to complete.

101 Kesboarding | Page 3 of 6 Rev: 042015 Initials: myp
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Laurel Business Institute/L.aurel Technical Institute Policies: All policies of the [Laurel Business
Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.
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11, onc-minute timed writings

Lessons 1

Laurel Business Institute/Laurel Technical Institute
101 Keyboarding 1
Course Qutline

This outline is approximate and subject to change

Days 1-2-3: Students will complete through l.essons 1, 2, 3, and 4 and learn proper finger
placement and will practice strokes for the following keys on the computer
keyboard:

® Home Row (asdfjkl:). Space Bar. Enter. Backspace
® ENT ORH
®  Students will complete onc-minule timed writings in Lessons 1 - 10,

(Excmption lesting for Kevboarding 1 will be given during the first couple days of the scmesler (o thosc students

who arc interested)

Assignment/Qutside Preparation: Students arc to wiilize the lab or library for pructice and review of
Icssons,

Days 4-5: Students will complete Lessons 3. 6. and 7 and learn proper finger placeinent and
will practice strokes for the following kevs on (he computer kevboard:

® | Lcft Shift. period. B.U.C. Right Shift. W. M. X. P. and Tab

® Assiecnment/Qutside Preparation: Students are (o utilize the lab or library for practice and review ol
Icssons and sirive to build accuracy on keys previously presented

Days 6-7: Students will complete Lessons 8. 9. and 10 and lcam proper finger placement and
will practice strokes for the following kevs on the computer kevboard:
® O comma G V.Y.and 7
® Revicew (e alphabet
Assignment/Qutside Preparation: Students arc to ulilize the lab or library for practice and review of
Icssons and sirive to build accuracy on keys previously presented

20 two-minule writings

Lsns 11

Davs 8-9- Students will complete Lessons 11 120 13 and 14 learn proper finger placement and
will practice strokes [or the [ollowing key s on the computer keyboard:

® Hyphen 2. 9. 8. 3. aposirophc
® | 7 colon 6. 3/

®  Students will complete (wo-minute timed wrilings in Lessons 11 — 20,
Assignment/Qutside Preparation: Students arc to ulilize the lab or library for practice and review of
Icssons and sirive to build accuracy on keys previously presented

101 Kesboarding | Page Sof 6 Rev: 0422015 Initials: myp
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Davs 10-11-12: Studenis will complele Lessons 13, 16. 17, and 18 learn proper linger placciment
and will practice strokes for the following keyvs on the compuler keyboard:
® Review numbers and svmbols
® Newkovs:&$0170%()#
Assignment/Qutside Preparation: Students are to ulilize the lab or library for practice and review of
number keys as well as praclice keys previously presented

Davs 13-14: Siudents will complele Lessons 19 and 20
® New kevs: Lk
® Review numbers and svinbols

Assignment/Qutside Preparation: Students are (o ulilize the lab or library lor praciice and review of
number keys as well as praclice keys previously presented

Days 15-16-17: Students will work on the Supplementary Lesson; Ten-Keyv Numeric Kevpad,

Assignment/Qutside Preparation: Students arc 1o utilize the lab or libran for practice and review

Beginning with Lesson 22. three-minuie timed wrilings

Davs 18-20: Students will focus on improving continuity and accuracs through warmup excreises and various

skillbuilding drills. Time will also be devoted to language ans which includes rules on punctuation. proofteading.
and spelling.

®  Students will complete Lessons 21,2223 24 25

®  Students will complete three-minule writings for remainder of semcester.
Assignment/Qutside Preparation: Students are to utilize the lab or libran for practice and review

Davs 21-23: Students will complete Lessons 26 27 282930

Assignment/Qutside Preparation: Students are to utilize the lab or libran for practice and review

Days 24-25; Students will complete Lessons 31, 320 33, 34

Assignment/Qutside Preparation; Students arc to ulilive the lab or librarv for practice and review

Davs 26-27; Students will Lessons 33, 36, 37, 38

Assignment/Qutside Preparation; Students arc to ulilive the lab or librarv for practice and review

Day 28: Studenis will compleie Lessens 39 and 40, Students will also compleie threc-minuie timed writings from
Test 2 and Test 2 Al
Assignment/Qutside Preparation; Students arc to ulilive the lab or librarv for practice and review

Days 29-30; Students will begin class with warmup and skillbuilding drills, Remainder of (he ¢lass time will be

spent completing three-minute writings from Lessons 42, 44, 46, 48 and 30,
Assignment/Qutside Preparation: Students are to utilize the lab or libran for practice and review
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Measurement Standards:

Grading Scale: The grading scale used at the lLaurel Business Institute/[.aurel Technical Institute 1s
listed below. The instructors are permitted to give “plus”™ and “minus” grades. but they will have no
cffect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 3.0 85-92
C 2.0 76-84
D 10 08-75
F 00 Below 68
P-passed 0.0 N/A
WP-withdrew passing 0.0 N/A
WF-withdrew failing 0.0 N/A
T-transfer credit 00 N/A
AP-advanced placement 0.0 N/A
[-incomplete 0.0 N/A

All “F” grades must be repeated.

Grading Criteria: Grades are calculated by averaging test percentages on chapter exams. Letter grades
are assigned using the grading scale listed above. There will be no Midterm Exam. There will be a
comprehensive Final Exam.

Assignments: Workbook assignments will be assigned according to course outline. Workbooks will be
reviewed at the end of the term duning finals for completeness. Two percentage points will be added to
the final grade if workbooks are fir/fy (all chapters) completed.

Classroom Management:
*Students are to arrive for class on time with all necessary materials — text, notebook,
handouts, study guide, wnting utensils.

* Attendance: Students are expected to attend classes as scheduled. When going to be
absent. the student should alert the instructor via email or phone call to the front desk.
It is the student’s responsibility to get missed assignments by way of a fellow student or
by contacting the instructor via email in a timely manner. Being absent
does not excuse one from assignments due or tests scheduled for the next class time.

* Your laurel edu email account will be our primary method of communication between
class sessions, It 1s important that you check this account daily.
Emails will be responded to within 24 hours.

121 Medical Terminology Page 2 of 6 Rev: 9 2015 Initials: SG
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Makeup Policy: Chapter exams will be scheduled and announced in advance. Any student present on
the day of an exam must take it on that day. No make-up tests are given. The grade on the
comprehensive final will replace any single missing exam grade. A grade of zero will be recorded for
any other missed tests.

Quizzes missed due to absence cannot be made up. Quizzes or multi-step chapter tests are cannot be
replaced by the final test grade. Students must be present for each part of a multi-step test. However, if
a student knows ahead of time that s/he will be absent on the day of an exam, s/he may make
arrangements to take the exam earfy without penalty if an accommodation can be made by the
instructor. Homework 1s not accepted late.

All students must take the final exam on the day it is scheduled. No makeup will be allowed.
There is no charge for makeup work.

Outside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying. reviewing, practicing, rescarching. and completing
assignments 1s required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

Chapter exercises are assigned in order for students to practice and review medical terms.
Students are expected to complete chapter exercises in order to prepare for chapter tests.
Exercises will be reviewed in class in order for students to demonstrate their knowledge of the
medical terms in reference to their origin, definition, spelling, and pronunciation. These
assignments should take approximately 6 hours per week.

Laurel Business Institute/Laurel Technical Institute Policies: All policics of the Laurel Business
Institute/L.aurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/Laurel Technical Institute
121 Medical Terminology
Course Qutline

This outline is approximate and subject to change.
Quizzes and online assignments may be added.

Hour 1 Review of course and syllabus
Explanation of course requirements, class rules
Chapter 1 Introduction to Medical Language
Lecture: Medical terms formation
Assignment/Qutside Preparation: Read Ch |
Separate flash cards into units; use cards to learn unit word parts

Hours 2 -6 Chapter 2 Body Structure, Color, Oncology
Lecture: Terms related to anatomical structures of the human body. color, and oncology
Students will pronounce selected words.
Team exercises to identify word parts of chapter
Assignment/Qutside Preparation: Read Ch 2
Complete exercises 1 -27; Use flasheards to learn unit word parts
Chapter 3 Directional terms, Anatomical planes, Regions and Quadrants
Lecture: Body structures, locations
Demonstration of directional terms
Handout of additional directional terms
Student participation in identifying planes, regions, quadrants
Assignment/Qutside Preparation: Read Ch3
Complete Excrcises 1-18.
Usce flashcards to memorize unit word parts

Unit test on Chapters 1, 2 & 3.

Hours 7 - 10 Chapter 4 Intcgumentary System
Lecture: Terms related to functions, diseases and disorders of the Integumentary system
Pronounce selected words
Review selected exercises
Assignment/Outside Preparation: Rcad Ch 4
Complete exercises 1-15, 16-34
Use flash cards to identify unit terms

Hours 11 -14 Unit test on Chapter 4
Chapter 5 Respiratory System
Lecture: Terms related to anatomy of respiratory system, diseases, diagnostic tests,
surgical terms
Handouts on appropriate lab tests and medications
Pronounce selected words
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Assignment/Qutside Preparation: Read Chapter 5
Complete exercises, 1-14, 15-23, 24-40

Use flash cards to reinforce unit terms

Practice pronunciation of terms

Review anatomy of the respiratory system

Unit Test on Chapter 5 Respiratory system

Hours 15 - 18 Chapter 6 Unnary System
Chapter 6 Urinary System and Chapter 7 Male Reproductive system will
be presented together.
Lecture: Terms related to anatomy of urinary and male reproductive systems
Show examples equipment used for urine testing or urinary treatments
Review selected exercises and abbreviations
Give handouts on sexually transmitted diseases, lab tests and medications
Review pronunciation of words
Assignment/Qutside Preparation: Recad Ch 6 & 7
Review anatomy of the urinary system and male reproductive
Complete chapter 6 exercises 1-18, 19-39
Use ftlash cards to reinforce unit terms
Complete Chapter 7 exercises 1-17. 18-32.

Unit test will combine Chapters 6 & 7.

*Qutside Assignment: Complete Ch 8, 9 - Female Reproduction and Obstetrics by end of week 8

Hour 19 Chapter 8 Female Reproductive System and Chapter 9 Obstetrics overview.
There will not be a test on these chapters.

Hours 20 - 30 Chapter 10 Cardiovascular, Immune, [.ymphatic Systems and Blood
Lecture: Terms related to circulatory, immune and lymph systems, and blood
componcnts
Review of anatomy of circulatory system
Review of selected exercises
Handouts on appropriate lab tests, medications and additional abbreviations.
Assignment/Qutside Preparation: Read Ch 10
Complete exercises 1-20, 20-30, and 30-46.

Use flash cards to reinforce unit terms

Hours 31 - 38 Unit test on Chapter 10 Circulatory system
Chapter 11 Digestive System
Lecture: Terms related to anatomy of digestive system
Handout of corresponding lab tests, medications, additional abbreviations.
Completion of naming anatomical parts of GGI system
Review of selected exercises and word pronunciation
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Assignment/Qutside preparation: Rcad Ch 11
Review anatomy of the Digestive system
Complete Exercises1-16, 17-38

Use flashcards to reinforce terms

Unit test for Chapter 11 Digestive System

Hours 38 - 41 Chapter 14 Musculoskeletal system
Lecture: Terms related to anatomy of musculoskeletal system
Review Musculoskelctal anatomy
Handout diagnostic tests and medications for Musculoskeletal system
Pronounce selected words. Review exercises.
Assignment/ Qutside Preparation: Rcad Ch 14
Review anatomy of the Musculoskelctal system
Complete exercises 1-17, 18-26, 26-39
*No unit test will be given. Questions related to this system will be included on the
final exam.

Hour 42 Handout study guides for final test
Assignment: Complete study guides
Review covered abbreviations
Complete outside assignments

Hours 43 - 45 Review for Final Test
Final test
Review of text/workbooks  duc at time of final No exceptions’

* Outside Assignment: Complete Chapters 8 & 9 Female Reproduction and Obstetrics by wk 9
Complete Chapter 15 Nervous & 16 Endocrine Systems by wk 12
Complete Chapters 12 & 13 Eyc and Earby wk 14

These outside assignments may not be reviewed until the final test day. The benchmarks listed
are to help the student complete the assignments in a structured manner.
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Teaching Methods:
Lecture, Power Point lectures and class discussion
Casc studics with practical application of concepts
Anatomical models/charts
Activities, demonstrations

Measurement Standards:
Grading Scale: The grading scale used at the [.aurel Business Institute/[.aurel Technical
Institute 1s listed below. The instructors are permitted to give “plus™ and “minus” grades,
but they will have no effect on the semester grade point average (GPA)

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 0.0 Below 68
P passed 00 NA

W P-withdrew passing 00 NA
WFE-withdrew failing 0.0 N/A
T-transfer credit 0.0 N/A
AP-advanced placement 00 NA
[-incomplete 00 NA

All “F” grades must be repeated.

Grading Criteria:
Grades are calculated by averaging chapter test percentages. This percentage will be converted to
a letter grade using the [.BI grading scale listed above. There will be a final exam.

Homework grades will be averaged together The percentage will be converted to a 100 point
grade and recorded as a unit test.

Classroom Management:
*Students are to arrive for class on time with all necessary materials — text, notebook,
handouts, study guide, writing utensils.

* Attendance: Students arc expected to attend classes as scheduled When going to be
absent, the student should alert the instructor via email or phone call to the front desk.
It is the student’s responsibility to get missed assignments by way of a fellow student or
by contacting the instructor via email ||| | | | - 2 timely manner. Being absent
does not excuse one from assignments due or tests scheduled for the next class time.

* Your laurel.edu email account will be our primary method of communication between
class sessions. [t 1s important for you to check this account daily. Emails will be
responded to within 24 hours.
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Makeup Policy:

Exams: Chapter exams will be scheduled and announced in advance. Any student present on the day of
an exam must take it on that day. No make-up tests are given. The grade on the comprehensive final
will replace any single missed grade. A grade of zero will be recorded for any other missed tests.
However, if a student knows ahcad of time that s/he will be absent on the day of an exam, s/he may
make arrangements to take the exam earfy without penalty if the instructor can accommodate her/him.

Quizzes: Quizzes cannot be made up. A grade of zero will be recorded. Quizzes or multi-step chapter
tests cannot be replaced by the final test grade Students must be present for all parts of a multi-step
test.

Homework: Homework assignments including workbook assignments will not be accepted late and a
grade of zero will be recorded Homework will be accepted the next day after an absence without
penalty up to two occurrences. It 1s the absent student’s responsibility to get missed assignments by way
of a fellow classmate or by contacting the instructor via email in a timely manner.

All students must take the final exam on the day it is scheduled No makeup will be allowed.
There is no charge for makeup work.

Outside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments 1s required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

Reading assignments to review notes and chapters covered are assigned to allow students to
preparce for upcoming exams. Students are expected to thoroughly review this material in order to
demonstrate knowledge and understanding of concepts taught. Exam grades will verify student
knowledge. These reading assignments should take approximately 5 hours to complete.

Study Guide chapter questions arc assigned in order for students to practice and review concepts
previously taught Students arc expected to use their notes and textbook to thoroughly answer all
questions assigned. Answers will be discussed in a subsequent lecture class. These homework
assignments should take approximately S hours to complete.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business
Institute/l.aurel Technical Institute as stated in the school’s catalog will be enforced.
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L.aurel Business Institute/L.aure]l Technical Institute
122 Anatomy & Physiology
Course Outline

This outline is approximate and subject to change.

Hours 1 -5  Review of syllabus and course outline
Overview of text and workbook
Chapter 1 Introduction to the Human Body
Chapter 3 Cells
Lecture or review from Medical Terminology: Organization of the body,
cavities, planes, regions, cell structures, transport mechanisms
Assignment/QOutside Preparation: Read Chapters 1 & 3
Complete exercises in workbook as assigned.
Review of completed workbook material

Outside Assignment: Complete workbook exercises for
Chapter 26 Reproductive System
Return to instructor at end of week 3

Hours 6 - 10 Teston Ch | & 3 Day ¢
Chapter 2 Basic Chemistry
Lecture: Matter, bonding, energy, mixtures
Clinical situations for discussion, demonstrations
Assignment/Outside Preparation: Read Chapter 2
Complete workbook exercises as assigned
Review of completed workbook material

Hours 11 - 14 Chapter 25 Water, Electrolyte, and Acid-Base Balance
Lecture: Body fluids, distribution and composition, acid-base balance
Assignment/Qutside Preparation: Read Chapter 25
Complete workbook exercises as assigned
Test Ch 2 and 25

Hour 15 QOutside assignment Ch 26 workbook due

Hours 15 - 19 Chapter 24 Urinary System
Lecture: Anatomy and physiology of excretion, hormones
Clinical situations for discussion, demonstrations
Assignment/Qutside Preparation: Read Chapter 24
Complete workbook exercises as assigned
Review of completed workbook material
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Hour 20 Test on Chapter 24

Outside Assignment: Read Chapter 14 Endocrine System
Complete workbook exercises for Ch 14

Return to instructor at beginning of week 6

This material will count as a homework grade.

Hours 21 - 25 Chapter 8 — Skeletal System
Lecture: Arrangement and function of the bones; names
Use of anatomical models/visuals
Assignment/Outside Preparation: Read Chapter 8
Complete workbook exercises as assigned.

Hour 26 Test on Chapter 8

Hours 27 -31 Chapter 9 Muscular System
Lecture: Types of muscles, muscle physiology, naming of muscles
Assignment/Qutside Preparation: Read Chapter 9
Complete cxerciscs as assigned
Make flash cards to memorize presented muscles
Review of assigned workbook exercises
Student activity on muscle physiology

Hour 30 Return outside assignment Ch 14
Hour 32 Test on Chapter 9

Hours 33 - 38 Chapter 10 Central Nervous System
Lectures: Nervous system overview, neurons and transmission of information,
brain structure and function.
Discussion of clinical situations
Assignment/Qutside Preparation: Read Chapter 10
Complete workbook exercises as assigned.
Prepare flash cards to review parts of the CNS and their functions.

Hour 39 Unit Test on Chapter 10,

Hours 40 - 45 Chapter 11 Spinal Cord and Peripheral Nervous System
Chapter 12 Autonomic Nervous System
Lecture: Cramal and spinal nerves, sympathetic and parasympathetic systems
Assignment/Qutside Preparation: Read Ch 11 and 12
Complete workbook pages as assigned
Review of completed workbook material
Prepare flash cards to review the cramial and peripheral nerves.
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Hour 46 Test Ch 11 & 12
QOutside Assignment: Start workbook exercises on Chapter
15,16,17,18,19
These chapters will be due as the cardiac chapters are covered in class,

Hours 47 - 51 Chapter 22 Respiratory System
Lecture: Anatomy and function of respiratory system.
Discussion of clinical implications
Assignment/Qutside Preparation: Rcad Ch 22
Complete workbook exercises as assigned

Hour 52 Test Chapter 22 Respiratory System
Assignment/ Qutside Preparation: Read Chapter 15-19
Continue working on workbook exercises for Chapters 15 - 19

Hours 53 - 64 Chapters 15, 16, 17, - Blood, the Anatomy and Function of the Heart
Lectures on Circulatory System Chapters 15 17
Discussion of clinical implications; auscultation of apical pulses: practice
assessment of pulses
Assignment/Qutside Preparation: Read Ch 15 - 17,
Review anatomy of the heart, flow of blood through the heart, and conduction
Complete workbook exercises as assigned

Hour 65 Unit test on Chapters 15, 16, 17

Hours 66 69 Chapters |8 Anatomy of the blood Vessels
Chapter 19 Functions of the Blood Vessels
Lecture: Blood Vessels, Circulation and function, and major blood vessels,
blood pressure and clinical implications; BP demonstration and practice
Assignment/Qutside Preparation: Read Ch 18 &19
Complete workbook exercises as assigned

Hour 70 Test on Chapters 18 & 19
Study Guide for final test distributed

Hours 71 - 74 Review for final exam
Hour 75 Final Exam

FExams will be given at the end of each chapter or related group chapters. The exam date will be
announced proor to the exam. Quizzes may be added or deleted as necessary.

* Select workbook exercises will be graded. Chapters in the workbook assigned for
homework must be turned in on the day stated or a grade of zero will be given.
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Laurel Business Institute/Laurel Technical Institute
128 Clinical 1
6 Credits - 150 Contact Hours

Sample Schedule: First Term: Monday Thursday, 8:00-10:30

Course Description: This coursc is designed to prepare the student in basic clinical skills
essential to becoming a medical assistant. These skills will include physical exam preparation,
vital sign measurements, medical asepsis and infection control procedures, as well as an
introduction to medical assisting, health history and communication techniques.

Prerequisite: None

Text:  Delmar's Clinical Medical Assisting. Wilburta Q. Lindh, Manlyn Pooler, Carol D
Tamparo, and Barbara M. Dahl. 5" Edition. Delmar Cengage Learning, ©2014.

Saunder s Nursing Driug Handbook 2016, Hodgson, B. & Kizior, R Elsevier, ©20106.
Software: Website Access Card accompanying text

Resource Materials:
Skills and Procedures for Medical Assisting (DVD) 3™ Ed. Delmar Cengage 2005
The Miracle of Life. Video. Nova. 2001,
Supplemental handouts and worksheets as assigned.

Additional Resources: Library/Learning Resource Center

Equipment:
Associated clinical equipment to accomplish skills
Computer and lcarning CDs for classroom
Computer and projector/ DVD player/ VCR

Course Objectives: Upon completion of this course, the student should be able to:

| Define the practice of Medical Assisting and his/her scope of responsibilities.

2 Explain the clements of the OSHA Exposure Control plan and the necessity for

adhering to OSHA policies.

Explain the Bloodborne Pathogen Policy set forth by the CDC and will adhere to

the set policy.

4 Define and describe the infectious process. pathogenic organisms, discasc
transmission, and methods to control disease transmission.

5. Correctly demonstrate methods of medical and surgical asepsis,

6. Explain the rationale for taking vital signs and demonstrate the correct procedures
for taking vital signs.

Lad

128 Clinical 1 Page [ of Y Rev 5 2015 Initials: db
Syllabus & Outline



7. Explain the necessity for effective communication in the healthcare environment
and display ctfective communication techniques in dealing with diverse
populations.

8. Describe appropriate care for all age groups from infancy to the older adult.

9. Explain the legalities of correct documentation and confidentiality in regards to the
patient care record.

10 Explain the various types of medical examinations and correctly preparc the
patient and supplies for each examination,

11, Define sanitization, disinfection, and sterilization and be able to correctly perform
the skills associated with each procedure.

12 ldentify 15 common drugs and explain their classification, usage. adverse cftects,
dosage, and patient education requirements,

13, Utilize proper body mechanics when positioning patients for examination.

Teaching Methods:
Lecture/discussion
Skills demonstration/ retum demonstrations and hands- on expenence
Audiovisual aids/supplemental materials
Cooperative group and individual projects
Guest lecturers/ficld trips when indicated
Power Point Presentations

Measurement Standards:

Grading Scale: The grading scale used at the [Laurel Business Institute/I.aurel Technical
Institute is listed below.  Instructors are permitted to give “plus™ and “minus’™ grades, but they
will have no cffect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 00 Below 68
P-passcd 00 n/a
WP-withdrew passing 0.0 n/a
WF-withdrew failing 0.0 n/a
T-transfer credit 00 n/a
AP-advanced placement 00 n/a
[-incomplete 0.0 n/a

All “F” grades must be repeated.

Grading Criteria:

Factor Midterm Weight Final Weight
Unit tests 40% 30%
Practicum Rceturns 40% 30%
Final Exam -- 30%
Homework assignments 20% 10%
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18 hours missed out of the total number of class hours (-8%)
20 hours missed out of the total number of class hours = (-10%%

the field of healthcare requires workers that are responsible and conscientions. 1asks and
procedures done in the healthcare setting can often not be held over to the next day. This
reguires Medical Assistants 1o have excellent attendance and punctuality (o complete what is
reguired each day.

Being tardy and/or leaving class early will be deducted in quarter hours and included in
overall hours missed and subsequent penalty will be applied.

Daily Sign-In Booklet:

The sign-in booklet will be at the front of the classroom and should be signed at the beginning of
class. You must sign in for yourself at cach class [f tardy, sign in under the “Tardy” scction. If
not signed in for the day, you will be considered absent for the class.

Make Up Policy:

Homewaork: 1f a student 1s absent from class, it 1s his or her responsibility to complete all
classroom assignments and homework missed. Homework assignments are due the day upon
returning to class. Late homework will nof be accepted.

fests: Tests will be scheduled and announced in advance. No make-up tests are given. The grade
on the comprehensive final will replace any single missing exam grade. A grade of zero will be
recorded for any other missed tests. If & student knows ahead of time that he or she will be absent
on the day of an exam. he or she may make arrangements to take the exam carly without penalty,
if it can be accommodated by the instructor. All students must take the final exam on the day it is
scheduled. No make-ups will be allowed.

Skifls: Skill evaluations missed duce to absence will be made up on a day and time designated by
the instructor A makeup scssion may be designated by the instructor at midterm and finals week
if needed. Dress code applies to make up days. A skill to be made up will start out with a grade
of 50% and evaluation points will be deducted from that starting percentage. If the skill
demonstration is missed, 10 points will be deducted from the final skills evaluation. If the initial
skills session and makeup session are missed, a grade of zero will be recorded.

There is no charge for makeup work.

Outside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments 1s required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

Reading assignments of new material are assigned to expose students to new concepts that will
be covered in the next class lecture. Students are expected to read assigned material thoroughly
and take notes on this material. Students are expected to incorporate their notes with class notes
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on new material after the next class lecture. These reading assignments should take
approximately 3-4 Aowurs to complete.

Reading assignments to review notes and chapters covered are assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material and
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam
grades will venfy student knowledge These reading assignments should take approximately 3-4
hours per week to complete.

Projects assigned are to provide students with the opportunity to incorporate skills and concepts
taught. along with research. in order to develop a comprehensive paper and/or presentation,
thereby demonstrating the students’™ knowledge of the assigned topic. These projects should take
an additional 3-+4 Aourys per asstgnment to complete.

Worksheets are assigned in order for students to practice and review concepts taught Students
are expected to use their notes and textbook to thoroughly answer questions. Answers will be
discussed in a subsequent class lecture. These homework assignments should take approximately
2 howurs per week to complete.

*Students should use the Library/[.earming Resource Center as a resource to complete research-
based assignments/projects.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business
Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/Laurel Technical Institute
128 Clinical 1
Course Qutline

This outline is approximate and subject to change.
Quizzes and online assignments may be added.

Days 1-5 Overview of Clinical 1
Chapter 1 — The Medical Assisting Profession lecture
Chapter 2 Healtheare Settings lecture
Chapter 3 History of Medicine lecture
Introduction, explanation, and demonstration of drug cards
Assignments/Outside Preparation: Motivational Poster Assignment
Read Ch 1. 2, and 3: start Ch |, 2. 3 worksheets: Research Paper

Days 6 - 10 Chapter 4 - Coping Skills lecture
Video: Professionalism and Medical Assisting
Drug of the Week: introduction of first drug
Assignments/Qutside Preparation: Read Ch 3 & 4
Complete Ch 1, 2, 3 & 4 worksheet
Study fortestCh 1.2. 3 & 4
Work on rescarch paper for assigned historical figure using LRC

Days 11 - 15 Oral reports on historical figures; written reports due
Quiz on historical fipures
Test on chapters 1, 2, 3, and 4
Chapter 10 - Infection Control and Medical Asepsis lecture
Demo and practice: Handwashing (with Glo-Germ)
Donning and removing PPE
Video: Infection Control, PPE
PPE and Handwashing
Assignments/Outside Preparation: Read chapter 10 up to page 236
Start Ch 10 worksheet: drug card #2 duc

Days 16 - 20 Chapter 10 - Infection Control lecture continued
Skills Testing: Handwashing
Assignments/QOutside Preparation: Complcte Ch 10 worksheet
Study for Ch 10 exam
Teston Ch 10
Start chapter 12-Vital Signs lecture
Video: Vital Signs  Temperatures; Temperatures
Demo and practice: Oral, rectal, axillary, tympanic, and temporal artery
temperatures
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Assignments/Outside Preparation: Read chapter 12 and complete temperature
conversions worksheet
Drug card #3 duc

Days 21 - 25 Continue with Ch. 12 - Vital Signs lecture
Video: Pulse, Respirations; Pulse and Respirations
Skills testing: Temperatures
Demo and practice: Pulse and Respirations
Assignments/Outside Preparation: Worksheet on pulses and respirations
Practice taking pulses and respirations
Drug card #4 duc

Days 26 - 30 Continue with Ch. 12- Vital Signs
Video: Blood Pressure: Blood pressure
Skills testing: Temperature, Pulse
Demo and practice: Blood pressure, height and weight measurements
Continue with skills practice: Respirations, BP, height, weight
Assignments/Qutside Preparation: Complcte Ch 12 worksheet
Practice taking respirations, blood pressures
Complete height and weight conversion sheet
Study for Ch 12 exam
Drug card #5 duc

Days 31 -35  Test on Chapter 12
Chapter 5 - Therapeutic Communication Skills lecture
Chapter 6 - Therapeutic Approach to Patients with Life Threatening Illnesses
Lecture with case studies and role play
Skills testing: Respirations and BP testing
Assignments/Qutside Preparation: Read Ch 5 & 6
Start worksheet Ch S & 6
Drug card #6 duc

Days 36 - 40 Continue with Ch 5 & 6 lecture
Videos: Communication Skills, Communications and Caring
Continue with Blood Pressure skills testing: heights and weights
Assignments/Outside Preparation: Complete worksheet Ch S & 6
Drug card # 7 due

Days 4l -45 TestCh5& 6
Chapter 11 - The Patient History and Documentation lecture
Abbreviations flash cards
Video: Taking a Patient Medical History
Continue with blood pressure and height and weight skill testing
Assignments/Qutside Preparation: Read Chl!
Complete abbreviations worksheets and worksheet on Ch11
Drug card #8 duc

128 Clinical Page 7 of 9 Rev 5 2015 Initials: db
Syllabus & Outline



Study for abbreviations quizzes, Take abbreviation quiz
Complete outside patient history

Days 46 - 50 Chapter 13 - Physical Examination lecture
Demo and practice: BMIs, Positioning/draping and body mechanics
Video: Positioning and Draping and Body Mechanics
Preparing a patient for a physical examination

Assignments/Outside Preparation: Read chapter 13
Complete PE tools worksheet

Drug card #9 duc

Study for Ch 11 & 13 exam

Days 51 -55 Examon Ch 11 & 13
Chapter 14 - Obstetrics and Gynecology lecture
Chapter 15 - Pediatrics lecture
Skills testing: Height/Weight, Positioning/Draping
Demo and practice: Assisting with Gynecological Exam
Video: The Miracle of Life
Assignments/Qutside Preparation: Read Ch 14 & 15
Complete Ch 14 & 15 worksheet
Drug card #10 duc

Day 56 - 60 Skills Testing: Gynecologic Exams
Demo and practice: Infant Height/Weight/Head Circumference Skills
Video: Infant Skills
Chapter 16 - Male Reproductive System lecture
Assignments/Outside Preparation: Study for Ch 14 & 15 exam
Read Ch 16
Drug cards #11 and 12 due

Days 61 -65 Exam Ch 14 & 15
Chapter 17 - Gerontology/Care of the Older Person lecture
Video: Tuesdays with Morrie followed by discussion
Skills testing on Infant Height/Weight/Head Circumference
Assignments/Qutside Preparation: Read Ch 17
Worksheet Chapters 16 and 17
Complete interview with elderly patient
Drug cards #13, 14, & 15 duce

Days 66 - 70 Sanitization, Disinfection and Sterilization lecture
Chapter 10 Pages 236 248, Chapter 19 p. 577 -578
Video: Sanitizing/disinfecting/wrapping/sterilizing instruments
Demo and practice: Sanitizing, disinfecting, wrapping instruments, and
sterilizing, chemical sterilization and using the autoclave
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Assignments/Qutside Preparation: Read Chl0 p 236-248 Chl9 p 576- 584
Complete worksheet on Ch 10 & 19
Review for exam on drug cards

Days 71 - 75 Skills testing on sanitization, wrapping instruments. autoclave, and chemical
sterilization of instruments
Exam on drug cardy
Finish all Skills Testing
Final Exam Review
Comprehensive final exam
Assignments/Qutside Preparation: Review for comprehensive Final Exam
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l.aurel Business Institute/l.aurel Technical Institute
131 Introduction to Computers
2 Credits - 45 Contact Hours

tustrucror: |

Sample Schedule: First Term: Tuesday, Thursday, 10:30-12:00

Course Description: This course provides students with knowledge and skills needed to operate a computer
with Microsoft Windows™ system software. It includes explanations of hardware, and hands-on skills for
using Microsoft Windows® . Microsoft Word™, Microsoft Excel ™, and Microsoft PowerPoint®

Prerequisite: None
Text: Microsoft Windows 7: Complete, Shelly/Freund/Enger, 1 Edition, Cengage Learning, © 2011,
Software: Microsoft® Windows 7, Microsoft® Word, Microsoft® Fxcel, Microsoft® PowerPoint
Resource ¥Materials: Windows 7 Comprehensive Concepts and Techniques, Instructor’s Edition CD-ROM.
Equipment: Computers, printer, projector
Course Objectives:

Upon completion of this course, students will be able to:

1. Perform the fundamentals of Windows 7. mouse operations, 1dentify desktop items, display the start

menu, resize windows, manage icons, create shorteuts, and use Help and Support.
2. launch applications, create and save documents, manage 1con arrangement and views, and manage

the taskbar
Perform file management.

et

4. Display dnve and folder propertics. Use search to find files or folders

5. Modify the desktop environment.

6. Display the control panel and switch between classic and category view.

7. Add and remove a hardware device.

8. Solve a hardware or software problem utilizing a troubleshooter and/or the internet,

9 View hardware properties. Add and remove programs

10. Configure and utilize the accessibility wizard.

11 Open a Word Document and format paragraphs and characters.

12, Insert ¢lip art in a Word document, save, and print the document,

13 Insert and delete text in 2 Word document.

14, Change margins and adjust line spacing in a document.

15 Add a footnote, page numbers, insert a manual page break, and create a bibliography .
16. Enter text, format a worksheet, calculate a sum, and create an embedded chart in Excel.
17 Create a PowerPoint presentation using text, graphics, and animations.

Teaching Methods:
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Throughout the semester, students will be provided with:

Reading and Homework Assignments
Classroom Lecture

Directed Hands-on Practice

Review - Question and Answer Sessions

Measurement Standards:

The grading scale used at the Laurel Business Institute/Laurel Technical Institute is listed below. The
instructor are permitted to give “plus” and “minus’™ grades, but they will have no effect on the
semester grade point average (GPA).

GRADE Quality Point Range
A 4.0 93-100
B 30 85-92
C 2.0 76-84
D 10 68-75
F 0.0 Below 68
P-passed 00 n/a
WP-withdrew passing 0.0 n/a
WEF-withdrew failing 00 n/a
T-transfer credit 0.0 n/a
AP-advanced placement 00 n/a
I-incomplete 0.0 n/a

Grading Criteria-

Tests (80%)
Completion of textbook assignments and projccts (20%)

Make-Up Policies:

Exams: All exams arc announced in advance Students who are absent on the day of an exam may
make up one test at the end of the semester (the last week of the semester). If any other exams are
missed. a grade of 0% will be assigned. The lowest exam score will not be dropped.

Homework: It is the absent student's responsibility to get missed assignments by way of a fellow
classmate or by contacting the instructor via email in a timely manner. Emails will be responded to
within 24 hours. Assignments should be completed by the first class period back after the absence. If
this 1s not done, a grade of 0% will be assigned.

There 1s no charge for makeup work.

QOutside preparation:

To adequately comprehend content and achieve success in this course, time outside of class
spent reading, studying, reviewing, practicing, researching, and completing assignments 1s required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

e Reading assignments to review notes and chapters already covered are assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material and
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notes in order to demonstrate knowledge and understanding of concepts taught. FExam grades will
verify student knowledge. These reading assignments should take approximately 1 hours to complete.

s End of chapter questions and projects are assigned for students to practice and review concepts
previously taught. Students arc expected to use their notes and textbook in order to complete all
assigned questions and exercises. Answers will be discussed on the assignment due date. These

assignments should take approximately | hours to complete.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of the Laurel Business Institute/
laurel Technical Institute as stated in the school’s catalog will be enforced.
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1.5 Hours
(Day 1)

1.5 Hours
(Day 2)

1.5 Hours
(Day 3)

3 Hours
(Days 4 —5)

3 Hours
(Days 6 —7)

Laurel Business Institute/Laurel Technical Institute
131 Introduction to Computers
Course Outline

2 Credits - 45 Contact Hours

This outline is approximate and subject to change.

Exemption testing
Assignment/Qutside Preparation: Practice using school email account:
sending/receiving email as well as using the calendar.

Review of Syllabus and Qutline
Gmail
1. How to log into Gmail
2. Using the email functionality
3. Updating and maintaining the calendar
4. Adding, updating, and deleting contacts
Assignment/Qutside Preparation: Review material covering GMail. Complete practice
exercises for sending/receiving email, using the calendar, and adding contacts.

Pretest Chapters 1 and 2
Assignment/Outside Preparation: Recad Chapter 1, Fundamental of Using Windows 7.

Chapter 1: Fundamental of Using Windows 7
1. Log onto the computer
Identify parts of the desktop and a window
Manipulate open windows
Add and remove a desktop 1con
Launch an application program
6. Use Windows Help and Support
Assignment/Qutside Preparation: Review Chapter 1, Fundamental of Using Windows
7. Complete assigned end of chapter exercises. Complete Chapter 1 exercise sheet
distributed by the mnstructor.

th g U b2

Chapter 2: Working with the Windows 7 desktop
1. Creating a Document in WordPad
Saving Documents
Creating a Document 1n the Document Library
How to Save to the Student Home drive
Working with the Document Library
Working with Folders
Recycle Bin
Desktop Gadgets
9 Preparation for chapter | and 2 test
Assignment/Qutside Preparation: Read Chapter 2, Working with the Windows 7
desktop. Complete assigned end of chapter exercises. Preparation for chapter | and 2
test. Complete Chapter 2 exercise sheet distributed by the instructor. Chapters 1 and 2
exercises due on exam day.

[

ok

© o
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1.5 Hours
(Day 8)

1.5 Hours

(Day 9)

3 Hours
(Days 10 -11)

1.5 Hours
(Days 12)

1.5 Hours
(Day13)

1.5 Hours
(Day 14)

1.5 Hours

Test on Chapters 1 and 2
Assignment/Qutside Preparation: Rcad Chapter 3 and 4.

Pretest Chapters 3 and 4
Assignment/Qutside Preparation Review Chapter 3, File and Folder management.
Begin working on exercise sheet. Begin practicing the new concepts.

Chapter 3: File and Folder Management

1. Working with folder windows

2. The Picture Library

3. The Music Library

4. Backing Up files, folders. and systems
Assignment/Qutside Preparation: Review Chapter 3, File and folder management.
Complete assigned end of chapter exercises. Complete Chapter 3 exercise sheet
distributed by the instructor.

Chapter 4: Personal Information Management

1. Windows Live

2. Internet News Group

3. RSS Feeds and Web Slices

4. Other Communication Methods

5. Windows Live Messenger
Assignment/Qutside Preparation: Review Chapter 4. Personal Information
Management. Complete assigned end of chapter exercises. Preparation for chapter 3 and
4 test. Complete Chapter 4 excercisce sheet distributed by the instructor Chapters 3 and 4
exercises due on exam day.

Test on Chapters 3 and 4
Assignment/Qutside Preparation: Read Chapter 5 and 6.

Pretest Chapter 5 and 6
Assignment/Qutside Preparation. Review Chapter 5. Begin practicing the new

concepts.

Chapter 5: Personalizing Your Work Environment

(Days 15) 1. Personalizing the Desktop
2. Customizing the Taskbar
3. Working with Toolbars on the Taskbar
4. Customizing the Notification Area
5. Customizing the Start Menu
6. Changing Folder Options
Assignment/Qutside Preparation: Review Chapter 5, Personalizing Your Work
Environment. Complete assigned end of chapter exercises. Complete Chapter 5 exercise
sheet distributed by the instructor.
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1.5 Hours
(Days 16)

1.5 Hours
(Day 17)

1.5 Hours
(Day 18)

3 Hours
(Days 19 -20)

3 Hours
(Day 21 -22)

Chapter 6: Customizing Your Computer Using the Control Panel

1. The System and Security Window
The Hardware and Sound Window
Programs
4. The User Accounts and Family Safety Window
5. The Clock, [Language and Region Window

0. The Ease of Access Center
Assignment/QOutside Preparation: Review Chapter 6, Customizing Your Computer
Using the Control Panel. Complete assigned end of chapter exercises. Preparation for
chapter 5 and 6 test. Complete Chapter 6 exercise sheet distributed by the instructor.
Chapters 5 and 6 exercises due on exam day.

[

Test on Chapters 5 and 6
Assignment/Qutside Preparation: Read chapter 1 covering Microsoft Word.

Pretest Microsoft Word
Assignment/Qutside Preparation. Review Chapter 1. Begin practicing the new
concepts.

Microsott Word Chapter |- Creating and Editing a Word Document
1. Enter and edit text

2. Format paragraphs and characters
3. Insert pictures

4. Save and print

5. Adjust margins and line spacing
6. Use headers and footers

7. Find and replace text

Assignment/Outside Preparation: Review Chapter |, Creating and Editing a Word
Document. Complete assigned end of chapter exercises. Chapter 1 exercises due on
exam day.

Microsott Word Chapter 2: Creating a Resecarch Paper
1. Adding page numbers

2. Insert and Edit citations and their sources
3. Add a footnote

4. Create a bibliographical list of sources

5. Move text

Assignment/Outside Preparation. Review Chapter 2, Creating a Research Paper
Complete assigned end of chapter exercises. Chapter 2 exercises due on exam day.

1.5 Hours Microsoft Word Test
(Day 23) Assignment/Qutside Preparation. Read Chapter 1 covering Microsoft Fxcel.
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1.5 Hours Pretest Microsoft Excel

(Day 24) Assignment/Qutside Preparation. Review Chapter 1. Begin practicing the new
CONcepts.

3 Hours Microsoft Excel Chapter 1: Creating a Worksheet and an Embedded Chart
(Days 25 -26) 1. Enter and format text and numbers in Excel

2. Use the AutoSum button to sum cells

3. Copy data with the fill handle

4. Create a chart from Excel data

5. Modify chart clements

Assignment/Outside Preparation. Review Chapter 1, Creating a Worksheet and an
Embedded Chart. Complete assigned end of chapter exercises. Chapter 1 exercises due on

exam day.
1.5 Hours Test Microsoft Excel.
(Day 27) Assignment/Outside Preparation. Rcad power point concepts. Begin practicing the

new concepts.

4.5 Hours Introductory Power Point Concepts

(Days 28 -30) 1. Enter and format text on PowerPoint slides
2. Change slide layouts
3. Insert photographs and clip art onto slides
4. Animate a presentation
5. Spell Check

o

. Run a slide show

Assignment/Qutside Preparation: Read and review Power Point Concepts document
distributed by the instructor. Power Point final project Asscmble a power point
presentation according to the specifications outlined by the instructor. Due on day 45.
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Laurel Business Institute/Laurel Technical Institute
220 Pathophysiology
3 Credits - 45 Contact Hours

Sample Schedule: Second Term until Midterm: Monday  Thursday, 1:30-3:00

Course Description: This course 1s designed to provide the student with advanced knowledge of
clinical medicine, and with specific understanding of disease processes, signs and symptoms,
diagnosis, treatment, prognosis and prevention. This study includes pediatric, adult and genatric
patiecnts. The student will also gain understanding of corresponding diagnostic tests and drugs that
relate to each system.

Prerequisite: 122 Anatomy & Physiology

Text: Essentials of Human Diseases & Conditions, Frazier, Margaret Schell, 5% Edition. Flsevier
Health Science, ©2015.

Resource Material: Nursing and Physician’s drug reference books

Additional Resources: Library/ Learning Resource Center
Intemnet sites

Equipment: Overhead projector/ transparencies
Anatomic models
Computer and projcctor

Course Objectives:

I Dectine the concept of disease and the concept of health. State the relationship of these
concepts to each other.

2. Discuss and identify common infectious diseases, including etiology, signs and

symptoms. diagnosis, treatment, prognosis and prevention.

Define neoplasm. Discuss and 1dentify common tumors, risk factors, and possible

preventive measures. [dentify common cancer warning signals. Classify current cancer

treatment modalities.

4 Review normal body physiology and contrast it with the pathophysiological discase
process identified in various units of study

5. Identify major diseases of each body system, etiology, signs and symptoms, diagnosis
including appropriate diagnostic tests, treatment with emphasis on current drug
treatment, prognosis and possible prevention.

6. Complete a research paper on a disease process utilizing the LRC.

Lad

Teaching Methods:

Lecture and Discussion

Case studies related to topic of study

Group projects and individual presentations as assigned
220 Pathophysiology Page 1 of' Revised 8 2015 Initials: S(;
Syllabus & Outline



Guest lecturers as available
Transparencies/Audio-visual Aids/Power Point Presentations

Measurement Standards:

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical
Institute is listed below. The instructors are permitted to give “plus” and “minus” grades,
but they will have no effect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 00 Below 68
P-passcd 00 n/a
WP-withdrew passing 0.0 n/a
WF- withdrew failing 0.0 n/a
T-transfer credit 00 n/a
AP-advanced placement 00 n/a
[-incomplete 0.0 n/a

All “F”" grades must be repeated.

Grading Criteria: Grades are calculated by averaging chapter test percentages. [.etter grades are
assigned using the grading scale listed above. There will be no Midterm FExam. There will be a
comprechensive Final Exam.

Factor Midterm Weight Final Weight
Unit tests 80% 80%
Homework Assignments 20% 20%

Classroom Management:

*Students are to arrive for class on time with all necessary materials — text, notebook,
handouts, study guide, writing utensils.

* Attendance: Students arc expected to attend classes as scheduled When going to be
absent, the student should alert the instructor via email or phone call to the front desk.
It is the student’s responsibility to get missed assignments by way of a fellow student or
by contacting the instructor via email in a timely manner. Being
absent does not excuse one from assignments duc or tests scheduled for the next class time.
Emails will be responded to within 24 hours.

Makeup Policy:

Tests will be scheduled and announced in advance. Any student present the day of a test must
take 1t on that day. No makeup tests are given. The grade on the comprehensive final will replace
any single missing test grade. A grade of zero will be recorded for any other missed tests. Missed
quizzes or multi-step tests cannot be made up and will #of be replaced by the final test grade.
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However, if a student knows ahead of time that s/he will be absent the day of a test/quiz, s/he may
make arrangements to take the test early without penalty if 1t can be accommodated by the
instructor.

Homework assignments are due the day upon returning to class. If this is not done, a grade of 0%
will be assigned. Homework assignments will not be accepted late.

Students should use the Library/Leaming Resource Center as a resource to complete rescarch-
based assignments/projects. These will be graded according to the supplied criteria or rubric and
will be recorded as a test grade.

All students must take the final exam on the day it is scheduled No makeup will be allowed.
There is no charge for makeup work.

Outside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments 1s required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

Reading assignments to review notes and chapters covered arc assigned to allow students to
preparce for upcoming exams. Students are expected to thoroughly review all written material and
notes in order to demonstrate knowledge and understanding of concepts taught. Fxam grades will
verify student knowledge. These reading assignments should take approximately 6 hours per
week to complete.

Projects assigned are to provide students with the opportunity to incorporate concepts taught,
along with research, in order to develop a comprehensive paper and/or presentation, thereby
demonstrating the student’s knowledge of the assigned topic. These projects should take an
additional 3 - 4 hours per assignment to complete.

Laurel Business Institute/L.aurel Technical Institute Policies: All policies of Laurel Business
Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/Laurel Technical Institute
220 Pathophysiology
Course Qutline

*This outline is approximate and subject to change.

Hours 1 -3 Course Overview, review of syllabus
Chapter 1 Mechanisms of Disease, Diagnosis and Treatment
Lecture: Etiology of diseases, stem cells, pain
Assignment/Outside Preparation: Rcad Ch 1
*Students should make note cards or complete graphic organizers on each
covered disease in each chapter.

Hours 4 -7 Chapter 10 Discases and Disorders of the Circulatory System
Lecture: Functioning of circulatory system, cardiovascular diseases
Assignment/ Qutside Preparation: Read Ch 10
Worksheet Ch 10

Hours 8 - 13 Test on Chapter 10 Cardiovascular discases only
Lecture Chapter 10 Vascular diseases and blood dyscrasias
Assignment/ Qutside Preparation: Compare and contrast assigned
blood disorders

Hours 14 - 17 Chapter 3 Immunologic Diseases and Disorders
Lecture: Orderly functioning of the immune system, immunodeficiency,
autoimmune discascs
Assignment/ Outside Preparation: Rcad Ch 3
Worksheet Ch 3

Hours 18 - 20 Test Ch 3
Chapter 5 Diseases and Disorders of the Eye and Ear
Assignment/ Outside Preparation: Read Ch 5
Research paper on eye and ear diseases utilizing the [LRC
Worksheet Ch 5

Hours 21 - 23 Student presentations on eye and ear diseases

Hours 24 - 27 Chapter 9 Discases and Conditions of the Respiratory System
Lecture: Orderly functioning of the respiratory system, lung disorders and
malignancies
Assignment/ Qutside Preparation: Read Ch 9
Worksheets Ch 9

Hours 28 - 33 Test Ch 9 :
Chapter 7 Diseases and Disorders of the Musculoskeletal System
Lecture: Orderly functioning of the musculoskelctal system,
discases and disorders of the skeletal and muscular system, trauma and injurics
Assignment/ Qutside Preparation: Read Ch 7
Worksheet Ch 7
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Hours 34 - 37 Test Chapter 7
Chapter 13 Neurological Discases and Conditions
Lecture: Orderly functioning of the nervous system. vascular disorders, brain and
spinal trauma, peripheral disorders
Assignment/ Qutside Preparation: Read Ch 13
Worksheet Ch 13

Hours 38 - 40 Test Chapter 13
Chapter 8 Diseases and Conditions of the Digestive system
Lecture: Orderly functioning of the digestive system, disorders of the oral cavity,
Gl tract, accessory organs, malignancics
Assignment/ Qutside Preparation: Read Ch 8
Worksheet Ch8

Hours 41 - 42 Test Chapter 8
Chapter 4 Diseases and Conditions of the Endocrine System
Lecture: Orderly functioning of the endocrine system, glandular diseases
Assignment/ Outside Preparation: Rcad Ch 4
Worksheet Ch 4
Hours 43 - 44 Review for final exam
Hour 45 Final Exam

Chapter 12 Reproductive System - Done as an outside assignment

Chapter 6 Integumentary System - Done as an outside assignment

* Additional projects may be assigned to support learning in a particular arca.
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L.aurel Business Institute/L.aurel Technical Institute
222 Medical Office Procedures
3 Credits - 45 Contact Hours

Instructor: [N

Sample Schedule: Second Term until Midterm: Monday — Thursday, 3:00 — 4:30

Course Description: This course familiarizes the student with the fundamentals of using
Windows®-based medical office management software for appointment scheduling, procedure
posting, medical billing, payment posting, patient billing, patient collections, and insurance
tracking and follow-up.

Prerequisite: 101 Keyboarding 1. 131 Intro to Computers with a C grade or better

Text: Medical Office Procedures, 8% Edition by Nenna Bayes, Karonne Becklin and Bonnic
Crist. Career Education, © 2013,

Software: NONE

Resource Materials: Internct, ICD-10-CM., CPT-4 books

Additional Resource: Library/Learning Resource Center

Equipment: Computers, printers

Course Objectives: Upon completion of this course, the student learner should be able to-

1. Understand the Health Insurance Portability and Accountability Act (HIPAA)
regarding privacy in the medical office..

2. Explain the responsibilities of the back and front office of a physician practice.

Demonstrate basic appointment scheduling tasks and list the steps for collecting

information and preparing patient files.

List the steps for the patient check-in and check-out process in a physician

practicc.

Identify key demographic information from a patient registration form.

Review insurance cards for relevant health insurance coverage details.

Register new patients.

Descnbe the parts of a superbill (encounter form) and the information it contains.

Demonstrate posting procedure charges using the superbill

0 Post payments open and view the patient ledger to review charges and payments

made on account.

11 Post procedure charges for service performed outside the office for hospital and
nursing home patients,

12 Descnbe the procedure for preparing and processing paper and clectronic claims.

13, Prepare CMS-1500 claim forms for select insurance carriers.

et

b
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14 Descnbe the components of @ Medicare Remittance Advice and a general
Explanation of Benefits (EOB).
15 Prepare and process claims for secondary insurance and patient billing

Teaching Methods:
Lecture, Discussion, and Demonstration
Hands-on Assignments
Simulation
Measurement Standards:
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical

Institute 1s listed below. The instructors are permitted to give -7 and “-7 grades, but they
will have no effect on the semester grade point average (G P A)

Grade Quality Point Range
A 4.0 93-100
B 3.0 85-92
C 20 76-84
D 1.0 68-75
F 00 Below 68
P-passed 0.0 n/a
WP-withdrew passing 00 n/a
WF-withdrew failing 0.0 n/a
T-transfer credit 00 n/a
AP-advanced placement 0.0 n/a
[-incomplete 00 n/a

All F grades must be repeated.
Grading Criteria:

o Tests/End of Chapters 50%
s Simulation Evaluations 25%
e (lass Participation 25%

Class Participation: FEach class day 1s worth 5 points. To receive all 5 points you must be
prescnt in class, and participating., with all proper supplics, including proximity card.

Tardies, Early Departurtes, & Absences: Tardies or early departures will reduce the S point
class participation grade. Days absent will be a zero (0) for that days class.

Assignments: Assignments must be turned 1in on time and have a professional appearance. All
assignments must be turned in by all students in attendance when called for at the beginning of class
on the due date. No extensions are given to retrieve work not brought to class on the due date. An
absent student has until the beginning of the next class penod to tum in work due. Assignments not
handed in on due date, will receive a zero (0) for that assignment. I will not accept anything late.
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L.aurel Business Institute/Laurel Technical Institute
222 Medical Office Procedures
Course Qutline

This outline is approximate and subject to change

Hours 1-3  Review syllabi, course outline, policies and procedures.
Chapter 1, The Administrative Medical Assistant
e l.earn the tasks and skills required to be an administrative assistant
e [dentify and define at least six positive work attitudes
e Work Fthic and professionalism
Assignment/Qutside Preparation: Read Chapter 1, complete projects, complete
end of chapter review questions, and learn key term to build your professional
vocabulary.

Hour 4 Test on Chapter 1: Key terms included

Hours 5-7 Chapter 2, Medical Ethics, Law, and Compliance

e Describe medical ethics, bioethics, and etiquette

e Medical [.aw and legal documentation

e [dentify and discuss several key components of the HIPAA

Administrative Simplification Rule

Assignment/Qutside Preparation: Read Chapter 2, complete projects, complete
end of chapter review questions, and leam key term to build your professional
vocabulary.

Hour 8 Test on Chapter 2: Key terms included

Hours 9-11  Chapter 3, Office Communications: An Overview of Verbal and Written

Communication

e List the steps of the communication cycle

e Explain how the verbal message is effected by nonverbal

communication

e Wtten communication
Assignment/Outside Preparation: Recad Chapter 3, complete projects, complete
end of chapter review questions, and leam key term to build your professional

vocabulary.
Hour 12 Test on Chapter 3; Key terms included
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Hours 13-15 Chapter 4, Office Communications: Phone, Scheduling. and Mail
e Telephone skills
e Scheduling
e Processing incoming mail, and preparing outgoing mail
Assignment/Qutside Preparation: Read Chapter 4, complete projects, complete
end of chapter review questions, and leam key term to build your professional
vocabulary.

Hour 16 Test on Chapter 4; Key terms included

Hours 17-19 Chapter 5, Managing Health Information
e Computer usage in the medical ottice
e The medical record, and electronic health record
e Medical terminology and abbreviations. and filing systems
Assignment/Outside Preparation: Recad Chapter 5. complete projects, complete
end of chapter review questions, and learn key term to build your professional

vocabulary.
Hour 20 Test on Chapter 5: Key terms included
Hour 21 Introduction of Simulation #1

Hours 22-25 Chapter 6, Office Management
e Physical environment
e Types of Management. and the office managers role
s Patient and employee education
«Continue work on Simulation #1
Assignment/Qutside Preparation: Read Chapter 6, complete projects, complete
end of chapter review questions, and leam key term to build your professional
vocabulary.

Hour 26 Test on Chapter ¢

Hours 27-30 Chapter 7, Insurance and Coding
e [nsurance terminology
¢ I[nsurance plans; Identifying plans and payers
e Participation and payment methods
e Diagnostic and Procedural Coding, and Compliance
oContinue work on Simulation #1
Assignment/Outside Preparation: Recad Chapter 7. complete projects, complete
end of chapter review questions, and leam key term to build your professional

vocabulary.
Hour 31 Test on Chapter 7
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Hours 31-33 Chapter 8, Billing, Reimbursement, and Collections
e Recording transactions
¢ Insurance Claims
e Payments from patients, and delinquent accounts
«Continue work on Simulation #1
Assignment/Qutside Preparation: Read Chapter 8, complete projects, complete
end of chapter review questions, and leam key term to build your professional
vocabulary.
Hour 34 Test on Chapter 8

Hours 35-37 Chapter 9, Practice Finances
e Fssential financial records
e [dentifying theft in the medical practice
e Banking and Payroll

Assignment/Outside Preparation: Recad Chapter 9, complete projects, complete
end of chapter review questions, and leam key term to build your professional

vocabulary.
Hour 38 Test on Chapter 9
Hour 39 Complete Simulation #1
Hour 40 Start Simulation #2

Hours 41-45 Complete Simulation #2
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Laurel Business Institute/L.aurel Technical Institute
225 Electronic Medical Records
3 Credits — 45 Contact Hours

Instructor: |

Sample Schedule: First Term: Monday, Wednesday, 2:00-3:3

Course Description: This course is designed to introduce students to the current medical
clencal occupations and the practices related to maintaining medical records, insurance billing
and legal concerns. Discussion will cover critical aspects of the duties and responsibilities of
medical clerical workers to include assembly, analysis, and completion of medical records,
numbenng and filing methods, documentation, forms and releasc of information. Students will
complete a manual medical records simulation, and also research and report on one critical
aspect of medical records.

Text: Electronic Health Records 3¢, Byron R Hamilton, McGraw Hill, ©2011

Prerequisite: None
Software: SpringCharts Softwarc
Additional Resources: Library/l.earning Resource Center

Course Objectives: Following completion of this course, the student should be able to
understand the following by both paper and clectronic means:
1. Define the role of a medical records clerk
Describe the various functions of a medical record clerk
Discuss the purpose of the medical record
Identify the various types of filing systems
Define the purpose of color coding schemes
FExplain the importance of a master patient index
Discuss pros and cons of automated vs. manual detficiency management
Identify the different types of forms contained in the medical record
Explain the purpose of a history and physical, discharge summary, consult, and operative
report
10 Define record analysis and assembly
11 Discuss the difference between an incomplete record and a delinquent record
12, Describe the ramifications of delinquent records on patient care, physicians and hospital
operations.
13 Discuss the process of physician suspension
14 Explain JCAHO requirements for completion of medical records
15. Explain the importance of JCAHO accreditation
16. Define confidentiality and discuss its importance
17 List the requirements of a valid authorization of release
18 Descrnbe the difference between consents and authorizations
19, Discuss the different types of protected records regarding release of information

e P B L
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Sign-In Booklet: The sign in booklet will be available in the classroom at the beginning of
class. You must sign in for yourself Please sign on the assigned numbered line.  If tardy (Class
has already begun and the booklet is still circulating), sign in the tardy scction. It you do not, |
will move your name to the tardy section.

Makeup Policy:

*(Casec scenanos, Rescarch Paper, and Simulation will only be accepted on the due date. Ifa
student 1s absent on the due date, it must be turned in by the next class. Otherwise, a zero (0) will
be recorded.

*Exams are announced in advance.  No make-up exams are given. The grade on a
comprechensive final will replace any single missing exam.

*Make-ups will not be given for comprehensive final. A zero (0) will be recorded for a missed
final exam.

*There is no charge for makeup work.

Outside Preparation: To adequately comprehend content and achieve success in this course, time
outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments is required.

1. End of chapter questions are assigned in order for students to practice and review concepts
previously taught. Students are expected to use their notes and textbook in order to
thoroughly answer all assigned questions. Answers will be discussed in the next class
lecture. These homework assignments should take approximately 1 to 2 hours to complete.

2. Reading assignments of new material are assigned to expose students to new concepts that
will be covered in the next class lecture. Students arc expected to read assigned material
thoroughly and take notes on this material. Students are expected to incorporate their notes
with class notes on new material after the next class lecture. These reading assignments
should take approximately | to 2 hours to complete.

Reading assignments to review notes and chapters already covered are assigned to allow

Ll

students to prepare for upcoming exams. Students are expected to thoroughly review all
written material and notes in order to demonstrate knowledge and understanding of
concepts taught. Exam grades will verify student knowledge. These reading assignments
should take approximately 1 to 2 hours to complete.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business
Institute/[.aurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/Laurel Technical Institute
225 Electronic Medical Records
Course Qutline

Qutline is approximate and subject to change

Hour 1 Distnbute and discuss course syllabus and outline.

Download SpringCharts EHR software.

Hours 2 -3 Chapter |, An Intreduction to Electronic Health Records

Explain a brief history of Electronic Health Records (FET1Rs)
List acronyms. and cxplain barriers to and benefits of EHRs

Assignment/Qutside Preparation: Complete Chapter Concepts, review Key
Terms and Abbreviations. Complete End of Chapter Review

Hour 4 Exam — Chapter 1
Introduce Chapter 2. Standards for Electronic Tealth Records

History of EHRs, and HIPAA,

Assignment/Qutside Preparation: Review Key Terms and Abbreviations

Hours 5-6 Chapter 2 Continued

Discuss regulations, core functions and standards of EHRs

Discuss incentives for adoptions of EHRs

Assignment/QOutside Preparation: Complete Chapter Concepts and End of
Chapter Review.

Hour?7 Exam — Chapter 2

Hours 8-10  Introduce Chapter, 3 Introduction and Setup of SprineCharts EHR

[.earn concept, history and log on procedures for software

Complete Exercises 3-1 thru 3-4 using softwarc

Exam — Chapter 3

Assignment/Qutside Preparation: Complete Chapter Concepts and End of
Chapter Review.

Hours 11-13 Introduction chapter 4. Clinical Administration

e Lcarn Administrative functions
» Navigate the appointment calendar
e Usc the patient tracker
+ Complete Exercises 4-1 through 4-4 using software
¢« Exam — Chapter 4
e Assignments/ Qutside Preparation: Complete Chapter Concepts and End of
Chapter Review.
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Hours 14- 16 Introduction Chapter 5, The Patient’s Chart

Start SpringCharts HER

Enter new patient demographics, create your own electronic patient chart
Enter pop-up text and create ad edit preferences

Complete Fxercises 5-1 through 5-6

Exam Chapter 5

Assignment/QOutside Preparation: Complete Chapter Concepts and End of
Chapter Review

Hours 17-19 Introduction Chapter 6. The Office Visit

Open and electronic patient chart

Add pop-up text

Distinguish the various items making up the face sheet

Complete Exercises 6-1 through 6-10

Exam Chapter 6

Assignment/Qutside Preparation: Complete Chapter Concepts and End of
Chapter Review

Hours 20-22 Introduction Chapter 7. Clinical Tools

Open and navigate patient’s chart, new OV screen

Create a routine slip

Complete Fxercises 7-1 through 7-8

Exam Chapter 7

Assignment/Qutside Preparation: Complete Chapter Concepts and End of
Chapter Review

Hours 23-25 Introduction Chapter 8, Customizine Template and Pop-up Text

Understand the concepts of templates, create and use an OV template

Create and use a letter template

Demonstrate how to export/import pop-up text

Complete Fxercises 8-1 through 8.5

Exam Chapter 8

Assignment/QOutside Preparation: Complete Chapter Concepts and End of
Chapter Review

Hours 26-28 Introduction Chapter 9. Tests, Procedures, and Diagnosis Codes

+ Navigate in a patients chart and OV screen
e Navigate Practice View screen
» Complete Exercises 9-1 through 9.9
« Exam Chapter 9
* Assignment/Qutside Preparation: Complete Chapter Concepts and End of
Chapter Review
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Hours 29-31 Introduction Chapter 10, Productivity Center and Utilities

Discuss how to post items on the internal bulletin board

Steps to send and receive faxes

Use the time clock feature

Create letters and reports

Complete Exercises 10-1 through 10-8

Exam Chapter 10

Assignment/Qutside Preparation: Complete Chapter Concepts and End of
Chapter Review

Hours 32-42 Introduce Chapter 11 and Chapter 12, Applving Your Knowledee and

Electronic Recording

At your own pace, Completion of Exercises 11-1 through 11-22 and 12-1
through 12-18

Hours 43-44 FEwvaluation of Work, and review for final

Hour 45

Final Exam
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Laurel Business Institute/LLaurel Technical Institute
228 Clinical 11

6 Credits - 150 Contact Hours

Tostructor: |

Sample Schedule: Second Term until Midterm: Monday Thursday, 8:30-1:00

Course Description: This course 1s designed to give the student more advanced clinical skills
that are essential to becoming a medical assistant. These skills will include pharmacologic
principles. injections, assisting with minor surgical procedures, sterile aseptic techniques, and
documentation. The student will also complete a skills checklist during the semester. All skills
must be completed satisfactorily to progress to Clinical IIL.

Prerequisite: 128 Clinical 1

Text: Delmar's Clinical Medical Assisting, Wilburta Q. Lindh, Marilyn Pooler, Carol D.
Tamparo, and Barbara M. Dahl. 5" Edition. Delmar Cengage Learning, ©2014.

Sarnder's Nursing Drug Handbook 2016, Hodgson, B. & Kizior, R, Elsevier, ©2016.

Software: Website Access Card accompanying text

Resource Materials:
Skills and Procedures for Medical Assisting (DVD) 3™ Ed. Delmar Cengage 2005
Supplemental handouts and worksheets as assigned.

Additional Resources: Library/Learning Resource Center

Equipment:
Associated clinical equipment to accomplish skills
Computer and lcarning CDs for classroom
Computer and projector/ DVD player/ VCR

Course Objectives: Upon completion of this course, the student should be able to:

- Explain the principles of surgical asepsis and correctly demonstrate aseptic practices.

. Describe the functions and vartous methods of documentation in the clinical setting.

. Display an understanding of pharmacology by computing drug dosages, explaining
drug classifications. usages, dosages. interactions, contraindications, side effects.
adverse cffects, and patient teaching.

4. Demonstrate the correct technique for giving medications orally, subcutaneously,

intradermally and intramuscularly.

5 Conduct an eyc exam for visual acuity and color deficiency.

6 Display an understanding of various diagnostics tests by preparning patient instructions.

i B

228 Clinical I Page [ of 8 Rev 9 2015 Initials: S(;
Syllabus & Outline



7. Effectively utilize information technology and medical terms as they apply to
clectronic health records.

8 Descnbe the food pyramid and healthy cating habits.

9. Identify various types of diets in respect to specific patient needs.

10. Care for patients with bowel and bladder elimination difficulties.

Teaching Methods:
Lecture/discussion
Skills demonstration/ return demonstrations and hands- on experience
Audiovisual aids/supplemental materials
Cooperative group and individual projects
Guest lecturers/field trips when indicated
Power Point Presentations

Measurement Standards:

Grading Scale: The grading scale used at the [.aurel Business Institute/l.aurel Technical
Institute 1s listed below. Instructors are permitted to give “plus” and “minus”™ grades, but they
will have no cffect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 0.0 Below 68
P-passcd 00 n/a
WP-withdrew passing 00 n/a
WF-withdrew failing 0.0 n/a
T-transfer credit 0.0 n/a
AP-advanced placement 00 n/a
[-incomplete 00 n/a

All “F” grades must be repeated.

Grading Criteria:

Factor Midterm Weight Final Weight
L'nit tests 40% 30%
Practicum Returns 40% 30%
Final Exam --- 30%
Homework assignments 20% 10%

Classroom Management:

*Students are to arrive for class on time with all necessary materials — text, notebook, handouts,
study-guide, writing utensils.

* Attendance: Students are expected to attend classes as scheduled. When going to be absent, the
student should alert the instructor via email or phone call to the front desk. It is the students’
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the field of healthcare requires workers that are responsible and conscientions. 1asks and
procedures done in the healthceare setting can often not be held over (o the next day. This
reguires Medical Assistants to have excellent attendance and punctuality 1o complete what is
reqguired each day.

Being tardy and/or leaving class early will be deducted in quarter hours and included in
overall hours missed and subsequent penalty will be applied.

Daily Sign-In Booklet:

The sign-in booklet will be at the front of the classroom and should be signed at the beginning of
class. You must sign in for yourself at each class. If tardy, sign in under the “Tardy” section. If
not signed in for the day. you will be considered absent for the class.

Make Up Policy:

Homework: 1f a student 1s absent from class, it is his or her responsibility to complete all
classroom assignments and homework missed Homework assignments arc duc the day upon
returning to class. L.ate homework will not be accepted.

fests: Tests will be scheduled and announced in advance. No make-up tests are given. The grade
on the comprehensive final will replace any single missing exam grade. A grade of zero will be
recorded for any other missed tests. If a student knows ahead of time that he or she will be absent
on the day of an exam, he or she may make arrangements to take the exam early without penalty,
if it can be accommodated by the instructor. All students must take the final exam on the day it 1s
scheduled. No make-ups will be allowed.

Skifls: Skill evaluations missed due to absence will be made up on a day and time designated by
the instructor A makeup scssion may be designated by the instructor at midterm and finals week
if neceded. Dress code applies to make up days. A skill to be made up will start out with a grade
of 50% and evaluation points will be deducted from that starting percentage. If the skill
demonstration 1s missed, 10 points will be deducted from the final skills evaluation. If the initial
skills session and makeup session are missed, a grade of zero will be recorded.

There is no charge for makeup work.

QOutside preparation: To adcquately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments 1s required.

For every hour of classroom instruction, students should expect to devote two hours
of preparation outside of class.

Reading assignments of new material are assigned to expose students to new concepts that will
be covered in the next class lecture. Students are expected to read assigned material thoroughly
and take notes on this material. Students are expected to incorporate their notes with class notes
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on new material after the next class lecture. These reading assignments should take
approximately 3-4 Aours per week to complete

Reading assignments to review notes and chapters covered are assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material and
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam
grades will venfy student knowledge These reading assignments should take approximately 3-4
hours per week to complete.

Projects assigned are to provide students with the opportunity to incorporate skills and concepts
taught. along with research, in order to develop a comprehensive paper and/or presentation,
thereby demonstrating the students’™ knowledge of the assigned topic. These projects should take
an additional 3-+4 Aourys per asstgnment to complete.

Worksheets are assigned in order for students to practice and review concepts taught Students
are expected to use their notes and textbook to thoroughly answer questions. Answers will be
discussed in a subsequent class lecture. These homework assignments should take approximately
{-2 hours per week to complete.

*Students should use the Library/[.earming Resource Center as a resource to complete research-
based assignments/projects.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business
Institute/[.aurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/LLaurel Technical Institute
228 Clinical 11
Course Qutline

This outline is approximate and subject to change.

Hours 1 - 12 Overview of Clinical 11
Lecture and power point presentation on sanitization, disinfection, and
stertlization — Ch 10
Surgical Asepsis and Minor Surgery lecture and skills — Ch 19
Demo of surgical hand washing, stenle gloving, setting up sterile field
and practice
Video: Assisting in Minor Surgery
Assignment/Qutside Preparation: Read chapters 10 and 19, worksheets

Hours 13 - 23 Finish surgical asepsis and minor surgery lecture, power point, and skills
Demo of Assisting with Minor Surgery
Demo & Practice of removing sutures & staples, sterile wound culture &
wound dressing skills
Assignment/Qutside Preparation: Worksheet on stenle gloving

Hours 24 - 34 Finish suture and staple removal, wound dressing skills practice & testing
Review for surgical asepsis and minor surgery cxam with review game
Begin documentation unit lecture and case studies
Assignment/Qutside Preparation: Worksheet on wounds, study for test
on surgical asepsis, documentation practice worksheets

Hours 35 - 45 Test on surgical asepsis/wound care
Continue lecture on paper and electronic documentation
In-class assignment: Using a patient chart
Minor surgery skills practice and evaluation
Assignment/Qutside Preparation: Documentation practice, worksheets.
read handouts on documentation

Hours 46 - 56 Begin Phammacology Unit: Chapter 23
Lecture on wnting prescription and abbreviations
Quiz on abbreviations/writing prescriptions
Assignment/Qutside Preparation: Read chapter 23, worksheet on
abbreviations and wnting prescriptions, study for quiz on abbreviations
and wnting prescriptions

Hours 57 - 67 Pharmacology Unit: Chapter 24 Calculating Dosages
Demo and practice: Oral medication administration skills
Practice with conversions
Video: Medication administration: Oral and topical medications
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Hours 68 - 80

Hours 81 - 90

Hours 91 - 102

Hours 103 - 109

Hours 110-117

228 Clinical 1

Assignment/Qutside Preparation: Read chapter 24, worksheet on
conversions, study for quiz on conversions

Skills testing: Oral Medication Administration

Quiz on conversions

Practice with drug calculations

Lecture on parcenteral medication administration

Demo and practice: Subcutaneous and intradermal injections

Video: Parenteral Administration of Medications
Assignment/Outside Preparation: Worksheet on drug calculations,
worksheet on injections, study for quiz on drug calculations

Skills testing: Intradermal and subcutaneous injections

Review game/exercises for pharmacology test

Quiz on drug calculations

Practice pediatric drug calculations

Demo and practice on intramuscular injections

Assignment/Qutside Preparation: Workshcct on pediatric calculations,
worksheet on injections

Pharmacology test

Skills testing: Intramuscular injections

Lecture: Eye/Ear diseases and skills-Chapter 18

Demo and practice of Eye/Ear skills

Assignment/Qutside Preparation: Read chapter 18, worksheet on eye
and car discases

Practice and testing of Eye/Ear skills

Review game/exercises for eye and ear test

Video: Eye/ear skills

Assignment/Outside Preparation: Worksheet on eye and car
medications, study for test on eye/ear chapter

Diagnostic Imaging: Chapter 20

Lecture on diagnostic imaging

Test on eye and ear chapter

Assignment/Qutside Preparation: Read chapter 20, worksheet for
diagnostic imaging, Diagnostic Imaging Rescarch Paper: {Mtilize the
Library Learning Resource Center
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Hours 118 - 1 24 Practice and testing of Peak Flow Meters

Hours 125 - 131

Hours 132 - 139

Hours 140 - 150

228 Clinical 1

Lecture on respiratory diagnostic testing

Lecture on chapter 22: Nutrition

Video: Food Nation with Jamie Oliver

Assignment/Qutside Preparation: Read chapter 22, worksheet for
nutrition, 24 hour food diary assignment

Continue lecture on nutrition and diets

Video: Nutrition

Lecture on the care of patients with bowel and bladder elimination
difficulties

Assignment/Qutside Preparation: Worksheet on bowel/bladder
elimination

Continue lecture on care of patients with bowel/bladder climination
difficulties

Video: Elimination

Skills review stations

Finish uncompleted skills

Assignment/Qutside Preparation: Start to study for final examination

Review excrcises/games for Clinical 11 final exam

Skills portion of final

Comprehensive, written portion of final exam
Assignment/Qutside Preparation: Study for final examination
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children.
9 Describe and demonstrate the procedures for venipuncture using the evacuated
tube, winged- infusion set. and syringe methods, and the reasons for using cach
10. Discuss the proper order of draw in phlebotomy,
11, Discuss complications which may occur during venipuncture and dermal puncture
and how to avoid/prevent them.
12 Verbalize how to obtain specimens from special patient populations.
13, Differentiate between arterial and venous blood and verbalize collection
techniques for each.
14 Explain the importance of proper obtaining, handling, and storing of specimens.
15 Define quality assurance and control in the laboratory.
16. Define point of care testing and 1ts importance in healthcare today.

Teaching Methods:
Classroom lecture
Videos
Hands-on demonstration and practice
Activitics
Demonstrations and simulations

Measurement Standards:
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel
Technical Institute is listed
below. Instructors are permitted to give “plus™ and “minus™ grades, but they will
have no effect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 3.0 85-92
C 20 76-84
D 10 68-75
F 0.0 Below 68
P-passed 0.0 n/a
WP-withdrew passing 00 n/a
WE-withdrew failing 00 n/a
T-transfer credit 0.0 n/a
AP-advanced placement 0.0 n/a
[-incomplete 00 n/a

All “F" grades must be repeated.

Grading Criteria: (method of grading, make-ups, et cetera)

Midterm Final
Homework assignments 20% 10%
Unit Tests 80% 50%
Final 20%
Practical Skills 0% 20%
321 Phlebotomy Page 2 of 8 Rev: 5 2015 Initials: S(;

Syllabus & Outline






There is no charge for makeup work.

Qutside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and
completing assignments is required.

For every hour of classroom lecture, students should expect to devote two hours
of preparation outside of class.

Reading assignments to review notes and chapters covered arc assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material
and notes in order to demonstrate knowledge and understanding of concepts taught. FExam
grades will venfy student knowledge These reading assignments should take approximately
4 hours per week to complete.

Chapter questions and worksheets are assigned in order for students to practice and review
concepts previously taught. Students are expected to use their notes and textbook to
thoroughly answer assigned questions. Answers will be discussed in the next lecture class.
These homework assignments should take approximately 2 hours a week to complete.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel
Business Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/Laurel Technical Institute
321 Phlebotomy
Course Qutline

This outline is approximate and subject to change.

All students must maintain lab rules in regards to safety and blood-borne pathogen
exposure. Scrubs are required to be worn on skills days.

Hrs 1- 4 Overview of Phlebotomy
Chapter 1 Introduction to Phlebotomy
Lecture: Ancient and modern phlebotomy, certification, legal issues
Chapter 2 Health Care Structure
Lecture: Hospital organization, clinical laboratory
Assignment/ Qutside Preparation: Read Ch 1 & 2
Review and study abbreviations pg. 11
Do certification review questions Ch 1 & 2
Start Worksheet Ch 1 4

Hrs 5-6 Chapter 3 Safety
Lecture: Types of hazards, emergency procedures
Assignment/ Qutside Preparation: Rcad Ch 3
Continue with worksheet
Review and study abbreviations pg. 23
Do certification review questions Ch 3

Hrs 7 -8 Chapter 4- Infection Control
[Lecture: Chain of infection, Bloodborne Pathogen Standard, isolation
Assignment/ Qutside Preparation: Read Ch 4
Complete Worksheet: Chapters 1-4
Review and study abbreviations pg. 33
Do certification review questions Ch 4

Hrs 9 - 10 Review for exam Chapters 1-4
Exam on Chapters 1- 4
Assignment/ Qutside Preparation: Read and review words in Ch 5

Hrs 11 Chapter 5 Medical Terminology Review

Hrs. 12 - 14 Chapter 6 — Human Anatomy and Physiology
Lecture: Review of body systems and related blood tests
Assignment/ Qutside Preparation: Read Ch 6
Review and study abbreviations pg 86 - 88
Do certification review questions Ch 6
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Hrs 15-17  Chapter 7 Circulatory, L.ymphatic and Immune Systems
Lecture: Review of body systems and related blood tests
Assignment/ Qutside Preparation: Read Ch 7
Review and study abbreviations pg 91
Do certification review questions Ch 7
Hrs 18 20  Chapter 8 Venipuncture Equipment
Lecture: Description of equipment and function with demonstration
Assignment/ Qutside Preparation: Read Ch 8
Review and study abbreviations pg. 110
Do certification review questions Ch 8
Worksheet Ch 8 - 11
Hrs 21 -22  Chapter 9 Routine Venipuncture
Lecture: Explanation of venipuncture with demonstration on mock arm
Practice venipuncture on model arm
Assignment/ Qutside Preparation: Read Ch 9
Review and study abbreviations pg. 124
Do certification review questions Ch 9
Hrs 23 - 24 Continuation of Venipuncture Chapters 8 & 9
Video: Phlebotomy
Practice venipuncture skills on mock arm
Assignment/ Qutside Preparation: Worksheet Ch 8 11
Hrs 25-28  Chapter 11 Venipuncture Complications
Chapter 10 Dermal Puncture
Video: Hematology
Assignment/ Qutside Preparation: Read Ch 11 & 10
Review and study abbreviations pg. 165 & 147
Do certification review questions Ch 10 & 11
Continue worksheet- Ch 8-11
Hrs 29 -30  Chapter 10 — Dermal Puncture-continuation
Obtaining capillary specimens - actual
Complete worksheet Ch 8-11
Hr 31 Exam on Chapters 8 - 11
Continuation of practice skills
Actual capillary punctures
Video: Critical Thinking Skills: Phlebotomy
Assignment/ Qutside Preparation: Review venipuncture and capillary
puncture procedures
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Hrs 32 - 33

Hr 34

Hr 35

Chapter 12 Blood Collection in Special Populations

Lecture: Venipuncture and dermal puncture in the elderly and children
Assignment/ Qutside Preparation: Read Ch 12

Review and study abbreviations pg. 181

Do certification review questions Ch 12

Worksheet Ch 12 15

Chapter 13 Arterial Blood Collection

l.ecture; Procedure for arterial collection
Practice Allen Test on another student
Assignment/ Qutside Preparation: Rcad Ch 13
Review and study abbreviations pg. 193

Do certification review questions Ch 13
Continue with worksheet Chl2 - 15

Chapter 14 Special Collections and Procedures
Lecture: Special tests, handling, transport
Assignment/ Qutside Preparation: Rcad Ch 14
Review and study abbreviations pg. 205

Do certification review questions Ch 14
Continue with worksheet Ch12 - 15

Chapter 15 Special Nonblood Collection Procedures
Explanation of Hemoccult, Strep Test

Practice on mock arm

Assignment/ Qutside Preparation: Rcad Ch 15
Review and study abbreviations pg. 220

Do certification review questions Ch 15

Complete worksheet Ch12-15

Exam Ch 12 15

Chapter 16 Transport, Handling and Processing of Specimens
Lecture: Review of transport, handling and processing
Dermal Punctures and Venipunctures (actual)

Assignment/ Qutside Preparation: Read Ch 16

Review and study abbreviations pg. 230

Do certification review questions Ch 16

Worksheet Ch 16-19

321 Phlebotomy Page 7 of 8 Rev: 5 2015 Initials: S(;
Syllabus & Outline



Hr 38 Chapter 17 Quality Phlebotomy
Lecture: Review of QC and QA
Chapter 18 Legal Issues in Phlebotomy
Practice on mock arm
Assignment/ Qutside Preparation: Read Ch 17 & 18
Review and study abbreviations pg 238 & 2
Do certification review questions Ch 17 & 18
Continue with worksheet Ch 15 - 19

Hrs 39 - 40  Chapter 19 Point of Care Testing
Lecture: Review and demonstration of POCT kits
Venipuncture practice on mock arm
Dermal Punctures and Venipunctures (actual)
Assignment/ Qutside Preparation: Read Ch 19
Review and study abbreviations pg. 262
Do certification review questions Ch 19
Worksheet due on Chapters 12-19

Hrs 41 -42  Exam on Chapters 16 -19
Venipuncture practice on mock arm
Dermal Punctures and Venipunctures (actual)
Hrs 43 - 44 Review for Final Exam
Hr 45 Final Exam
Ongoing practice on mock arm is encouraged to become competent in these skills.

Supervision is required.

Quizzes and other assignments, either announced or unannounced, may be added to this
outline.
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Laurel Business Institute/LLaurel Technical Institute
328 Clinical II1
3 Credits — 75 Contact Hours

Sample Schedule: Second Term beginning at Midterm: Monday — Thursday, 8:30 - 11.00

Course Description: This course is designed to further expand the student’s knowledge and
application of the clinical skills of the medical assistant and to coordinate closely with the
internship program. This course includes an introduction to safety measures and regulatory
requirements in the clinical laboratory, urinalysis, hematology, microbiology, serology concepts
and procedures, physical therapy modalities, and the performance of clectrocardiography.
Students will also become certified in first aid and CPR.

Prerequisite: 228 Clinical 11

Text: Delmar'’s Clinical Medical Assisting, Wilburna Q. Lindh, Marilyn Pooler, Carol D
Tamparo, and Barbara M. Dahl. 5" Edition . Delmar Cengage Learning, ©2014.

Saunder s Nursing Drug Handbook 2016, Hodgson, B. & Kizior, R Elsevier, ©201¢6

MA Notes, Medical Assistant’s Pockef Guide, Brassington, Goretti, 2% Edition,
F.A.Davis, Philadelphia, ©2010.

Software: Website Access Card accompanying text

Resource Materials:
Skills and Procedures for Medical Assisting (DVD) 3™ Ed. Delmar Cengage 2005
Supplemental handouts and worksheets as assigned.

Additional Resources: Library/l.earning Resource Center

Equipment:
Associated clinical equipment to accomplish skills
Computer and learning CDs for classroom
Computer and projector/ DVD player/ VCR

Course Objectives: At the completion of this semester the student should have a working
knowledge of clinical theory and be able to effectively apply to clinical practice for internship as
a medical assistant. Upon completion of this course the student should be able to:

1. Demonstrate an understanding of the heart by correctly performing an EKG.

2. Discuss the laboratory setting, quality control, safety, and laboratory departments,
3 Correctly complete laboratory requisitions.

4 Collect appropnate unne samples and perform a variety of testing on specimens.
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5. Collect stool, throat, and blood specimens and correctly perform specific Point-of-Care
testing on each.

6 Correctly carce for and handle the microscope and perform basic microscopic functions.

7. Successfully perform capillary puncture and venipuncture and demonstrate correct
technique while adhering to Bloodborne Pathogen Guidelines.

8 Interpret various laboratory test results as normal or abnormal and relate the abnormal
findings to the most probable cause.

9. Correctly demonstrate various physical treatment modalities.

10. Successfully complete the BLLS/CPR training,

Teaching Methods:
[Lecture/discussion
Skills demonstration/ return demonstrations and hands- on experience
Audiovisual aids/supplemental matenals
Cooperative group and individual projects
Guest lecturers/field trips when indicated
Power Point Presentations

Measurement Standards:

Grading Scale: The grading scale used at the Laurel Business Institute/lLaurel Technical
Institute 1s listed below. Instructors are permitted to give “plus” and “minus”™ grades, but they
will have no effect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 00 Below 68
P-passcd 00 n/a
WP-withdrew passing 0.0 n/a
WF-withdrew failing 0.0 n/a
T-transfer credit 00 n/a
AP-advanced placement 00 n/a
[-incomplete 0.0 n/a

All “F” grades must be repeated.

Grading Criteria:

Factor Midterm Weight Final Weight
Unit tests 40% 30%
Practicum Returns 40% 30%
Final Exam - 30%
Homework assignments 20% 10%

* Participation in First Aid CPR wraining is a necessary component of this course. Progression
to Internship is dependent upon successful completion of the Iirst Aid CPR course.
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Classroom Management:
* Students are to arnve for class on time with all necessary materials — text, notebook,
handouts, study-guide, wnting utensils.

* Attendance: Students are expected to attend classes as scheduled. When going to be absent, the
student should alert the instructor via email or phone call to the front desk. It is the students’
responsibility to get missed assignments by way of a fellow student or by contacting the
instructor via email _in a timely manner. Being absent does not excuse one
from assignments due or tests scheduled for the next class time.

*Cecll Phones: Ringers should be turned off during class and cell phones put away. Text
messaging 1s strongly discouraged. If you are expecting an important call, let me know at the
beginning of class and step out to take the call when 1t comes,

*Emails will be responded to within 24 hours. Your laurel edu email account will be our primary
method of communicating with each other between classes. Therefore, 1t 1s important that you
check this account daily. If you have trouble accessing or using this account, please speak to the
[T Deparmment.

Clinical Skills:

Students will only be required to perform those clinical skills that have been explaimed and
demonstrated in the classroom setting. 1t is of utmost importance to be present for skills
demonstrations, practices, and evaluations. These, for the most part, will be accomplished on
days assigned for skills. Proper dress code is reguired on skill days. Please see the clinical dress
code policy for point deductions. Questions on the performance of a clinical skill in the lab
setting need to be addressed with the clinical instructor. Extra practice time is always encouraged
and can be worked out with the instructor. Students will need to demonstrate competency in basic
skills before progressing ont of Clinical 11 1o internship.

Dress Code: Proper dress code is required on skills days and making up any skill Points will be
deducted for not following dress code. Students will lose 1% point off the final grade for every 2
dress code violations.

Attendance Penalty: Percentage points will be deducted for absence of clinical hours according
to the following scale:

7 hours missed out of the total number of class hours = (-2%)
9 hours missed out of the total number of class hours = (-4%)
11 hours missed out of the total number of class hours  (-6%)
13 hours missed out of the total number of class hours (-8%%)
1S hours missed out of the total number of class hours = (-10%

the field of healthcare requires workers that are responsible and conscientions. 1asks and
procedures done in the healthcare setting can often not be held over to the next day. This
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reguires Medical Assistants to have excellent attendance and punciuality fo complete what is
reguired each day.

Being tardy or leaving class early will be deducted in quarter hours and included in the
overall hours missed and the subsequent penalty will be applied.

Daily Sign-In Booklet

The sign-in booklet will be at the front of the classroom and should be signed at the beginning of
class. You must sign in for yourself at cach class [f tardy, sign in under the “Tardy” scction. If
not signed in for the day. you will be considered absent for the class.

Make Up Policy:

Homework: 1f a student 1s absent from class, 1t is his or her responsibility to complete all
classroom assignments and homework missed. Homework assignments are due the day upon
returning to class. L.ate homework will not be accepted.

{ests: Tests will be scheduled and announced in advance. No make-up tests are given. The grade
on the comprehensive final will replace any single missing exam grade. A grade of zero will be
recorded for any other missed tests. I a student knows ahead of time that he or she will be absent
on the day of an exam. he or she may make arrangements to take the exam carly without penalty,
if it can be accommodated by the instructor. All students must take the final exam on the day it 1s
scheduled. No makeups will be allowed.

Skills: Skill evaluations missed due to absence will be made up on a day and time designated by
the instructor A makeup scssion may be designated by the instructor at midterm and finals week
if needed. Dress code applies to make up days. A skill to be made up will start out with a grade
of 50% and evaluation points will be deducted from that starting percentage. If the skill
demonstration is missed, 10 points will be deducted from the final skills evaluation. If the initial
skills session and makeup session are missed, a grade of zero will be recorded.

There is no charge for makeup work.

Outside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments 1s required.

For every hour of classroom instruction, students should expect to devote two hours
of preparation outside of class.

Reading assignments of new material are assigned to expose students to new concepts that will
be covered in the next class lecture. Students are expected to read assigned material thoroughly
and take notes on this material. Students are expected to incorporate their notes with class notes
on new material after the next class lecture. These reading assignments should take
approximately /-2 howrs per week to complete.
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Reading assignments to review notes and chapters covered are assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material and
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam
grades will verify student knowledge. These reading assignments should take approximately /-2
hours per week to complete.

Projects assigned are to provide students with the opportunity to incorporate skills and concepts
taught, along with research, in order to develop a comprehensive paper and/or presentation,
thereby demonstrating the students’™ knowledge of the assigned topic. These projects should take
an additional / Aour per assignment to complete.

Worksheets are assigned 1n order for students to practice and review concepts taught. Students
are expected to use their notes and textbook to thoroughly answer questions. Answers will be
discussed in a subsequent class lecture. These homework assignments should take approximately
1 howur per week to complete.

*Students should use the Library/[.earming Resource Center as a resource to complete research-
based assignments/projects.

Laurel Business Institute/L.aurel Technical Institute Policies: All policies of Laurel Business
Institute/L.aurel Technical Institute as stated in the school’s catalog will be enforced.
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Laurel Business Institute/LLaurel Technical Institute
328 Clinical II1
Course Qutline

This outline is approximate and subject to change.

In addition to the following units, students will be scheduled for « CPR and First Aid course
based on availability of instructor.

Hours 1 -6 Overview of Clinical 111
Lecture and power point presentation: Ch 25 EKG
DVD: EKGs
Demo and practice: EKGs
Assignment/Qutside Preparation: Read Ch 25, worksheet Ch25, study for test
on EKGs

Hours 7 - 10 Skills practice and testing: EKGs
Test on Ch 25
Assignment/Outside Preparation: Read Ch 26

Hours 11 - 15 lLecture on safety and regulation guidelines in the laboratory: Ch 26
Lecture on Ch 18: Fecal Occult Blood Test (p. 421 — 422)
Vidco: Lab safety
Demo and practice: Fecal Occult test and patient instructions
Assignment/Qutside Preparation: Read Ch 27& pg. 421-422, worksheet on Ch
26,27, & 18

Hours 16 - 20 Lecture on Introduction to Laboratory Safety: Ch 27
Skills evaluation: Hemoccult
Assignment/Qutside Preparation: Review Ch 26, 27, & 18, study for test on Ch
206,27, & 18

Hours 21- 24 Test: Ch 26, 27, & 18
Lecture on Microbiology: Unit 31
Demo and practice: Inoculation of a Culture
Video: Microbiology
Assignment/Qutside Preparation: Read Ch 31, worksheet Ch 31

Hours 25 - 28 Demo and practice: Using Microscope
Demo and practice: Throat Culture and Strep Test
Skills testing: Throat Culture, Using the Microscope
Assignment/Qutside Preparation: Study for test on Ch 31, complete worksheet
on Ch 31
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Hours 29 - 33 Review exercises/game: Microbiology
Test on Ch 31
Lecture on Urinalysis: Ch 30
Demo and practice: Specific gravity and physical assessment of urine, chemical
analysis of urine, pregnancy test, microscopic analysis of urine, clean catch urine
instructions
Vidco: Urinalysis
Skills testing: Physical assessment and Specific gravity of urine, pregnancy
testing of urine
Assignment/Qutside Preparation: Read Ch 30, worksheet Ch 30

Hours 34- 37 Finish urine skills evaluations
Review exercises/games for Urinalysis test
Test on Ch 30
Start lecture on Phlebotomy: Ch 28
Assignment/Qutside Preparation: Study for test on Ch 30, Read Ch 28, 29, &
32

Hours 38 - 40 Demo and practice: Venipuncture and dermmal puncture, glucometer
Skills testing: Capillary draw, Glucometer
Assignment/Qutside Preparation: Worksheet on Ch 28, 29, & 32

Hours 41 - 46 Lecture on Hematology: Ch 29
Videos: (3) Blood Series
Demo and practice: Mono testing
Lecture on Specialty Laboratory Tests: Ch 32
Practice: Venipuncture, dermal puncture
Assignment/Qutside Preparation: Study for test Ch 28, 29, 32, complete
worksheet
Ch 28,29, &32

Hours 47 - 52 Review exercises/game for Exam on Ch 28, 29, & 32
Skills evaluation: Mono test
Test on Ch 28, 29 & 32
Venipuncture practice with mock arm
Assignment/Qutside Preparation: Review universal precautions

Hours 53 - 59 Universal Precautions & Venipuncture/dermal puncture quiz
Practice on mock arm
Practice phlebotomy with Phlebotomist
Assignment/Qutside Preparation: Read Ch 21

Hours 60 - 65 Practice on mock arm
Phlebotomy with Phlebotomist
Assignment/Qutside Preparation: Review principles of phlebotomy
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Hours 66 - 69 Lecture on Rehabilitation and Therapeutic Modalities: Ch 21
Practice with therapeutic modalities/rehabilitation cquipment
Demo and practice: Patient transfer and ambulation
Assignment/Qutside Preparation: Speech on an assigned therapeutic modality:
{Ntilize the Library Learning Resource Cemnter:, study for tinal examination

Hours 70 - 74 Speeches on therapeutic modalities
Review exercises/game for final examination
Completion of Skills Competencies
Comprehensive Final Examination
Assignment/Qutside Preparation: Study for final examination

Hour 75 Comprehensive Review of Clinical 1, 2, & 3 theory and skills
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Laurel Business Institute/LLaurel Technical Institute
329 Certification Prep
1 Credit— 15 Contact Hours

Sample Schedule: Third Term, first five weeks: Monday  Wednesday, 3:00-4:00

Course Description: This course will prepare medical assistant students to take the medical
assistant certification test.

Prerequisite: 328 Clinical 111
Text: None
Software: HESI Test Preparation Software, Elsevier.

Resource Materials:
Handouts, Practice Tests
Online Practice Sites
Books, notes, and worksheets from previous classes
HEST online personal study packet

Additional Resources: Library/Learning Resource Center
Equipment: Computer
Course Objectives: Upon completion of this course, the student should be able to:

1. Define a variety of medical terms.

2. Identify organ systems and describe major functions of cach system.

3. ldentify and define vocabulary tor each body system.

4. ldentify and define laws that affect the health care industry.

5. Demonstrate medical office management techniques.

6. Demonstrate insurance and coding appropnate for discase processes and procedures.

7. Summarize clinical procedures as related to the medical assistant role.

8. Identify basic laboratory procedures and testing as related to the medical assistant role.
9. Identify correct routes and describe procedures for administering medications.

10 Summarize basic phamacology. including the S0 most prescribed medications.

Teaching ¥Methods:

Lecture and discussion

Handouts

Online exams and practicum

Coopcrative teaching

Power Point Presentations/Audio-Visual Aids
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check this account daily. If you have trouble accessing or using this account, please speak to the
[T Deparmment.

Attendance: 7he field of healthcare requires workers that are responsible and conscientions.
fasks and procedures done in the healtheare setting can often not be held over to the next day.
This requires Medical Assistants to have excellent attendance and punctuality to complete whet
is required each day.

Being tardy or leaving class early will result in points being deducted in quarter hours.

Makeup Policy:

If a student 1s absent from class, 1t is his/her responsibility to complete all classroom assignments
and homework missed. Any assignment missed due to absence is due the following class
session. If this is not done, a grade of 0% will be assigned. All students must take the mock
exams on the days they are scheduled. No makeup exams will be permitted. Special
assignments are due on days specified by the instructor.

There is no charge for makeup work.

QOutside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments is required.

For every hour of classroom instruction, students should expect to devote two hours
of preparation outside of class.

Students are expected to review notes, complete online practice tests, and utilize the online study
packet order to demonstrate comprehensive knowledge and should take 1-2 hours per week.

Laurel Business Institute/Laurel Technical Institute Policies: All policics of Laurcl Business
Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.

329 Certification Prep Page 3 of 4 Rev 5 2015 Initials: db
Syllabus & Outline



Laurel Business Institute/LLaurel Technical Institute
329 Certification Prep
Course Qutline

This outline is approximate and subject to change.

Hrs |-2 Intreduction to class, Discuss HESI program
Assignment/Qutside Preparation: find online resources for practice. visit the
Librarv/Leaming Resource Center
In class: Practice workshcets
Assignment/Qutside Preparation: Complete worksheot packets

Hr3 Med Term, A&P review
Assignment/Qutside Preparation: Review past notes. books. cte.

Hrs 4-3 Onling practice ¢xams
Assignment/Qutside Preparation: Review Med Law & Lithics

Psvchology Review
Assignment/Qutside Preparation: Review past notes. books. cte.

Hrs 6-7 HLSI exit exam
Assignment/Qutside Preparation: prepare online study packet

Hrs 8-9 Office Procedures Review. Billing and Coding Review
Assignment/Qutside Preparation: Review past notes. books. cte.

Medications and Pharmmacology Revicw
Assignment/Qutside Preparation: Review Math Calculations. Med administration

Hrs 10-11 Lxamination Room Techniques Review
Assignment/Qutside Preparation: Review past notes, books, ctc.

Lab Procedures Review: Phlecbotomy, POL tests. LKG
Assignment/Qutside Preparation: Review past notes, books, ctc.

Hrs 12-13 Skills Review: Vitals, Injections, Vision Screcnings, and Pediatric Assessmoent
Assignment/Qutside Preparation: Review past notes, books, ctc.

Assipnment/Qutside Preparation: Preparc for HESI cxam

Hrs 14-13 Final HESI cxam: All students must be present, No make-ups permitted
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Laurel Business Institute / Laurel Technical Institute

501 Internship (First Internship)

502 Internship (Second Internship)

503 Internship (First Internship of dual major, if applicable)
504 Internship (Second Internship of dual major, if applicable)

3 Credits Each - 150 Contact Hours Each

Course Description: These 150-hour internships are designed to provide the student with the
opportunity to apply classroom skills and theory to a real work environment. The internship is a
cooperative effort between the school and regional businesses, government, and nonprofit
agencies.

Text: None

Resource Material: None

Equipment: Nonc

Course Objectives: Upon completion of this intemship, the student should be able to:

1. Explain how their program of study fits into the work environment,

Transfer classroom skills to the work environment.

Develop networking skills and references for future employment.

Understand their roles/relationships with peers, supervisors, & customers/clients.
Demonstrate positive employability skills

Develop their interpersonal skills.

Demonstrate performance of skills in their program of study in the actual work site.
Demonstrate ability to follow all work rules and procedures of internship site

[« < BN o SRR T O o

Teaching Methods: Meet with students during the semester prior to beginning internship to
review and discuss objectives and procedures of internship program  Interview with internship
supervisor prior to starting internship to gain understanding of duties/responsibilities,
expectations of work site, and establish work schedule. Daily hands-on application of skills
learned in program of study.

I Points arc assigned and according to the chart above. Students’ total accumulated points
are assigned a letter grade according to [.BI's / L.TT's standard grading scale.

2. Final semester evaluations are completed by the intemship supervisor.

3 It internship is failed, only one repeat internship is allowed, cven if program of study 1s

changed after failing the first internship. If the repeated internship is failed or the student
withdraws failing, the student will not be able to complete his/her program and graduate.
No third attempts are allowed.
Make-up Policy for initial meeting and paperwork: All paperwork outlined above must be
turned in to complete the internship process: however, no points are awarded for any forms
turned in past their due dates; unless prior arrangements are made with EENEGE o I
I in her absence) at the Uniontown Campus. [ | N - I~ her
absence) at Sharon Campus, and | N [N (o- I - cr absence) at Meadville

Campus.

Laurel Business Institute / Laurel Technical Institute Policies: The attendance policy for the
internship is stated at the bottom of page 2 of 3 in this syllabus. All other policies of the Laurel
Business Institute / Laurel Technical Institute will be enforced as stated in the student handbook.

A copy of this document will be placed on the server in the student public folder.
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Grading Scale: The grading scale used at the Laurel Business Institute / Laurel Technical Institute
is listed below. The instructors are permitted to give “plus™ and “minus” grades, but they will have
no effect on the semester grade point average (G P A)

Grade Quality Point Range
A 40 93-100
B 3.0 85-92
C 20 76-84
D 1.0 68-75
F 00 Below 68
P-passed 0.0 n/a
W P-withdrew passing 00 n/a
WFE-withdrew failing 0.0 n/a
T-transter credit 00 n/a
AP-advanced placement 0.0 n/a
l-incomplete 00 n/a

All F grades must be repeated.

Grading Criteria:

Item Point Value
Attending initial internship meeting 10
Submitting Student Intemship Responsibilities Form, Grading System Form, and
Student Privacy Agreement by specified due date 6 (2 each)
Submitting completed Internship Assignment Form & Calendar prior to start 5
Mid Progress 2
Submitting Hours tracking calendar at completion of 150 hours 10
Submitting Internship Site Assessment Form (from student) on specified due date 2
Sending Thank you to site 5
|
25% of total
Point value total from paperwork orade
All ratings assessed on a scale of 1-10 (with 10 being highest and 1 being lowest) 75% of total
by site supervisor grade
Automatic
Not completing required hours by specific due date Failure
Quitting vour internship before internship 1s completed or being released by your Automatic
internship site Failure

Failing to start the internship will result in a failed internship
Failing to provide verification of vour site requirements to vour site supervisor, may result in a failed internship.

Receiving 4 poor or not employable rating on an internship site evaluation may encompass up to a S0-point
deduction from final grade.

2 absences will be excusced without penalty; cach subsequent absence will result in a 2-point deduction from the final
grade.
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CLINICAL MEDICAIL ASSISTANT
Internship Evaluation Criteria

The site will rate the following qualities below as either E (Excellent), VG (Very Good), §
(Satistactory). NI (Needs Improvement), U (Unsatisfactory) for the above intern.

Professionalism Skitls
Attendance/Punctuality: Satisfactory attendance/punctuality 1s demonstrated by:

Regular and reliable attendance
Reporting on time and ready to begin

Following call off procedures
Following established work schedule

Attitude: Satisfactory attitude 1s demonstrated by:
Personal appearance and dress
Accepting of constructive criticism
Displaying interest, willingness and eagerness to learn

Cooperation: Satisfactory cooperation is demonstrated by
Interacting professionally with clients/co-workers
Using time effectively
Work (neat, complete, and accurate)
Willing to do more than required

Knowledge Thinking Skills
Quality of Work: Satisfactory quality of work is demonstrated by

Leaming procedures without difficulty

Following verbal/written instructions

Priontizing workload appropriately

Performing assigned tasks completely and correctly

Performing assigned task without excessive supervision/assistance
Beginning assigned tasks promptly and finishing without delay
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Additionally, the internship site will rate the 5 main duties below using the listed numerical values.

S = Tasks performed without hands-on assistance from staft’

4 Tasks performed without difficulty and with minimal assistance from staft.

3 = Tasks performed competently with some assistance. Additional experience needed to become
proficient.

2 = Tasks performed with difticulty. Required hands-on assistance to perform & complete

1 Tasks not performed to satisfaction.

1. | vital signs, height and weight

2. | Injections

3. | Patient medical history intake

4. | Documentation

5. | Assisting with minor office procedures
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Laurel Business Institute/LLaurel Technical Institute
MA104 Medical Law & Ethics for Health Professionals
1 Credit — 15 Contact Hours

tnstructor: |

Sample Schedule: Sccond term beginning at Midterm: Thursday, 1:00-3:00

Course Description: This course will enable students to develop an understanding of the legal,
ethical, and moral implications of working in a medical setting. The role of the allied healthcare
professional will be emphasized.

Prerequisite: None

Text: Medical Assisting Made Incredibly Fasy: Law and Fithics, Gohsman, Robyn. Lippincott,
2009.

Software: None

Resources: Supplemental handouts and worksheets as assigned.

Additional Resources: Library/l.earning Resource Center.

Equipment: Computer and Projector, Internet

Course Objectives: Upon completion of this course, the student should be able to:

Understand the importance of laws and ethics for healthcare personnel
Demonstrate an understanding of laws that affect the healthcare industry.
Demonstrate an understanding of laws that affect the healthcare professional.
Examine current ethical issues in healtheare by rescarching and participating in a debate.
Rescarch current legal issues in healthcare by completing a written paper.
Define the concept of standards of care.

Discuss the responsibility of the healthcare provider in regards to privacy and
confidentiality.

8 Explain the importance of proper documentation in medical records.

9. Identify the role of OSHA and the CDC in healthcare.

10. Determine the healthcare professional’s role when caring for the dying patient,

i b —

o

= o

Teaching Methods:

Lecture/discussion

Audiovisual aids/supplemental materials
Cooperative group and individual projects
Guest lecturers
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Power Point Presentations
Rescarch Paper/Homework

Measurement Standards:
Grading Scale: The grading scale used at the [.aurel Business Institute/I.aurel Technical
Institute is listed below. The instructors are permitted to give “plus™ and “minus™ grades,
but they will have no effect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 3.0 85-92
C 2.0 76-84
D 10 68-75
F 00 Below 68
P-passed 0.0 n/a
WP-withdrew passing 0.0 n/a
WF-withdrew failing 00 n/a
T-transfer credit 00 n/a
AP-advanced placement 0.0 n/a
[-incomplete 0.0 n/a

All “F” grades must be repeated.

Grading Criteria:

Tests 60%
Rescarch Paper 10%
Homework 10%
Participation 20%

Classroom Management:
* Students are to arnve for class on time with all necessary matenals — text, notebook.
handouts, study-guide, writing utensils.

* Attendance: Students arc expected to attend classes as scheduled. When going to be absent, the
student should alert the instructor via email or phone call to the front desk. It is the students’
responsibility to get missed assignments by way of a fellow student or by contacting the
instructor via email [ N NN i 2 timely manner. Being absent does not excuse one
from assignments duc or tests scheduled for the next class time.

*Cell Phones: Ringers should be turned off during class and cell phones put away. Text
messaging 1s strongly discouraged. If you are expecting an important call, let me know at the
beginning of class and step out to take the call when it comes.

*Emails will be responded to within 24 hours. Your laurel.edu email account will be our primary
method of communicating with each other between classes. Therefore, 1t is important that you
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check this account daily. If you have trouble accessing or using this account, please speak to the
[T Deparmment.

Attendance and Participation: This class is primarily focused around open discussion on the
subject matter presented. Attendance and participation points will be given for each class.
Anyone who is sleeping, tardy or leaves carly will lose participation points at the instructor’s
discretion. Attendance and participation will account for 20% of your grade.

Daily Sign-In Booklet:

The sign-in booklet will be at the front of the classroom and should be signed at the beginning of
class. You must sign in for yvourself at each class. If tardy, sign in under the “Tardy™ section. If
not signed in for the day, you will be considered absent for the class.

Make Up Policy:

Homewaork: 1f a student 1s absent from class, 1t 1s his or her responsibility to complete all
classroom assignments and homework missed Homework assignments arc duc the day upon
returning to class. Late homework will sof be accepted.

fests: Tests will be scheduled and announced in advance. No make-up tests are given. The grade
on the comprehensive final will replace any single missing exam grade. A grade of zero will be
recorded for any other missed tests. If & student knows ahead of time that he or she will be absent
on the day of an exam, he or she may make arrangements to take the exam early without penalty,
if it can be accommodated by the instructor. All students must take the final exam on the day it is
scheduled. No make-ups will be allowed.

There is no charge for makeup work.

QOutside preparation: To adcquately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments 1s required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

Reading assignments of new material are assigned to expose students to new concepts that will
be covered in the next class lecture. Students are expected to read assigned matenal thoroughly
and take notes on this material. Students are expected to incorporate their notes with class notes
on new material after the next class lecture. These reading assignments should take
approximately /-2 hours to complete.

Reading assignments to review notes and chapters covered arc assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material and
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam
grades will venfy student knowledge These reading assignments should take approximately /
hour per week to complete.
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Projects assigned are to provide students with the opportunity to incorporate skills and concepts
taught. along with research, in order to develop a comprehensive paper and/or presentation,
thereby demonstrating the students’™ knowledge of the assigned topic. These projects should take
an additional / Aour per assignment to complete.

Worksheets are assigned in order for students to practice and review concepts taught. Students
are expected to use their notes and textbook to thoroughly answer questions. Answers will be
discussed in a subsequent class lecture. These homework assignments should take approximately
1 howur per week to complete.

*Students should use the Library/[.earming Resource Center as a resource to complete research-
based assignments/projects.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business
Institute/lL.aurel Technical Institute as stated in the school’s catalog will be enforced.

MALTO0H Med Law & Lthicy Page 4 of 6 Rev: 8 2015 Initials: SG
Syllabus & Outline



Laurel Business Institute/LLaurel Technical Institute
MAT104 Medical Law & Ethics for Health Professionals
Course Qutline

This outline is approximate and subject to change.

Hour 1 [ntroduction to class
Start Chapter 1 - Introducing Law and Ethics
l.ecture

Assignment/Qutside Preparation: Read chapter 1; answer end of chapter
questions; start worksheet chapters 1 - 3

Hour 2 Complete Lecture — Chapter 1; Chapter 2- Law in the United States
Assignment/Qutside Preparation: read chapter 2, answer end of chapter
questions; continue worksheet

Hour 3 Chapter 3- Medical Practice and L.aw
Lecture and discussion on points presented
Assignment/Outside Preparation: rcad chapter 3. answer end of chapter
questions; complete worksheet

Hour 4 Complete Chapter 3 lecture
Review of chapter | -3 questions, worksheet
Assignment/QOutside Preparation: study for chapter | - 3 test

Hour 5 Test on chapters 1 -3
Chapter 4 - Managing Risk: Defenses to Lawsuits
Lecture and discussion of case studics
Assignment/Qutside Preparation: read chapter 4; answer end of chapter
questions, start chapter 4 -6 worksheet

Hour 6 Chapter 5- Letter of the Law: Medical Law and Students
Lecture and discussion of student internship experiences
Assignment/Qutside Preparation: read chapter 5; answer end of chapter
questions; continue worksheet

Hour 7 Chapter 6- Building Healthy Physicians - Patient Relationships
Lecture, review malpractice cases
Assignment/Qutside Preparation: rcad chapter ¢; answer end of chapter
questions; complete worksheet

Hour 8 Review chapter questions and worksheet answers
Assignment/Outside Preparation: study for test chapters 4 - ¢
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Hour 9 Test on chapters 4 - 6
Chapter 7- All About Medical Records
Lecture: practice documentation
Assignment/Qutside Preparation: read chapter 7; start chapter 7 - 9 worksheet;
answer end of chapter questions
Hour 10 Chapter 8 - Workplace Law
[Lecture, discuss case studies
Assignment/Qutside Preparation: read chapter 8; answer end of chapter
questions; continue worksheet
Hour 11 Chapter 9 — Professional Relationships and Behavior
Lecture and class discussion
Assignment/Qutside Preparation: rcad chapter 9; answer end of chapter
questions; complete chapter 7 - 9 worksheet
Hour 12 Test chapters 6 -9
Start Chapter 10 Biocthics
Assign student report topics (student choice)
Assignment/Qutside Preparation: work on report utilizing the
Library/l.earning Resource Center
Hour 13 Student in-class reports
Assignment/Qutside Preparation: review for final test
Hour 14 Final test review
Assignment/Qutside Preparation: review for final test
Hour 15 Final Exam
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L.aurel Business Institute/l.aurel Technical Institute
MA216 Computerized Billing
2 Credits - 30 Hours

Sample Schedule: Third term, first five weeks: Monday — Wednesday, 1:00-3:00

Course Description: This course is designed to introduce the student to computerized patient
billing, managing paticnt data with a computenized system, entering data, processing transactions
and claims, and producing reports.

Prerequisite: None

Text: Computers in the Medical Office, 8¢, by Susan M Sanderson. McGraw-Hill Higher
Fducation, ©2012.

Software: Medisoft Version 16/17

Resource Materials: None

Additional Resource: Library/Leaming Resource Center
Equipment: Computers, Printers, Whiteboard, and Handouts.

Course Objectives:
Upon completion of the course, the student will be able to:
1. Have an understanding of medical office accounting,
Perform day-to-day activities in the medical office.
Maintain patient records.
Use the computer for patient billing,
Manage patient data with a computerized system.
Enter patient and casce information.
Process transactions.
Products and interpret reports and patient statements.
. Process insurance claims.
0 Understand and use the Medisoft Advanced Patient Accounting Program
I Understand and use the Office Hours portion of Medisoft to manage patient
appointments.
12. Complete a textbook simulation covering one week of medical accounting transactions.

SISO RNG RN

Teaching Methods:
Lecture/discussion/demonstration
Computer simulation exercises
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Measurement Standards:

Grading Scale: The grading scale used at the L.aurel Business Institute/l.aurel Technical
Institute is listed below.

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 0.0 Below 68
P-passed 00 NA
WP-withdrew passed 00 NA
WF-withdrew failed 0.0 N/A
T-transfer credit 0.0 N/A
AP=advanced placement 00 NA
[-incomplete 00 NA

All “F”" grades must be repeated.
Grading Criteria: (methods of grading, make-ups, et cetera)

1. End of Chapter Reviews 25%
2. Class Participation 25%
3. Chapter Exams 50%

*Grades will be on a point system that will be converted to a percentage then weighted as above
rounded to the nearest tenth of a percent when determining midterm and final grade averages.

*Strict deadlines must be adhered to in order to complete all course requirements by the end of
the term. Therefore, no extensions will be given to complete work. It may be necessary for the
student to retum to the lab during free time to complete work on time.

*Absences significantly affect the leaming process and will cause students to fall behind quite
easily.

*All theory worksheets must reflect the work of the individual student No collaboration or
copying will be tolerated.
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Makeup Policy:

* Homework assignments must be handed in only at the beginning of class on the due date. If
you are absent on the date the assignment 1s due, 1t must be turned 1n by the next class.
Otherwisce. a zero (0) is recorded.

* Vocabulary Tests, and Exams will be announced in advance. No make-ups will be given. The
grade on a comprehensive final will replace a single missing exam.

*There 1s no charge for makeup work.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business
Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.
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Hour 1

Hours 2-4

Hour 5§

Hours 6-8

Hour Y

Hour 10

Hour 11

Hours 12-14

MA216 Computerized Billing
Course Qutline
30 Hours

Qutline is approximate and subject to change.

Review Syllabus/Outline

Chapter 1. The Medical Billing Cacle
~ Prercgisiration
~ Fee-for-service vs. managed care health plans
~ Patient check-in and check-out
Chapter 2. The Usc of Health Information Technology in Physician Practices
~ Functions of praclice management sofltwarc
- Functions of clectronic health records
» HIPAA Privacy Rule and Sceurity Rule
Assignment/Qutside Preparation: Read Chapiers 1 and 2. Complele end of chapter reviews. and
Icam vocabulary,

Test on Chapters 1 and 2, vocabulary included, day §

Chapler 3. Introduction to Mcdiseft

»  List six databascs Medisoft uscs to slore information

~  Medisoll menus. ioolbar. program dale

~ Back-up and restore files in Medisoft
Chapter 4. Entering Patient Information

~ Learn how 1o cnler new paticnt

~ Learn how 1o scarch for a paticnt

» Learn how 1o cdit a patient
Assignment/Qutside Preparation: Read Chaplers 3 and 4. complete end of chapter reviews. and
end of chapter Worksheet (this will be graded). Download and practice with at-home-student-
version of Medisoft.

Test on Chapters 3 and 4, vocabulary included, day 9

Chapier 5. Working with cascs

»  Crcating new cascs. and adding to currenl cascs

»  Usc of Personal ab. Diagnosis tab. and Condition (ab

~ Learn how to edit information ina case
Assignment/Qutside Preparation: Read Chaplter 5. complete end of chapter review and
Worksheet. Practice using at-home version of Medisofl.

Test on chapter 5

Chapter 6. Entering Charge Transactions and Paticnt Pavments
»  Learn three tvpes of transaction recorded in Medisofl
~  Dcmonstrate how to cnter charge (ransactions
»  Decmonstrate how to enter patienl paymenls. walkout reccipts. process a paticnl
refund. and post a nonsufficient funds (NSF) check
Chapter 7. Creating Claims
- Learn the role of clais in the billing cyele
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Hour 158

Hours 16-18

Hour 19

Hours 20-22

Hour 23

Hours 24-218

» Infonmation in the Claim Management dialog box

~  Decmonstrate how to creale claims in Medisoft

» Discuss how (o locate and cdit claims

Steps required 1o subinit a claim electronically

Assignment/Qutside Preparation: Read Chaplers ¢ and 7. complete end of chapter reviews and
Worksheets. Practice using at-home version of Medisofl.

S

Test on Chapters 6 and 7, day 17

Chapier 8. Posting Insurance Pas ments and Creating Paticnt Stateiments
Learn how an adjustiment is calculated
List [ive sieps for processing a remittance advice
Demonstrate how to enter insurance pavinents and apply them to charges
Demonstrate how to enter capitation payvincnts
Demonstrate how to create and print a paticnt stateiment
Chapter 9. Crealing Reports
- List three tvpes of reports available in Medisolt
»  Dislinguish belween paticnt. procedure and payment day shects
»  Decmonstralc how to create. patient ledger. standard patient lisl, and practice analvsis
rcporls
Assignment/Qutside Preparation: Read Chaplers 8 and 9. complceic end of chapter reviews and
Worksheels. Practice using at-home version of Mcdisoll.

AT S S S

Test on Chapters 8 and 9

Chapter 10, Collections in the Medical Office
~ Imporance of prompt pay ment
~ Demonstrate how to post a paviment from a collection agenes
~  Demonstrate how to add an account to the collection list
Chapter 11, Scheduling,
~  Demoenstrate how to enter an appointinent
~ Demonstrate how to schedule a follow -up appointiment
~ Pnnt a providers schedule
Assignment/Qutside Preparation: Read Chapter 10 and 1. complete end of chapter reviews
and Worksheets. Practice using at-home version of Medisoft.

Test on Chapters 10 and 11
Applying Your Skills:
Chapters 12,13, 14,15

Family Care Center Simulation using Source Documents

Assignment/Qutside Preparation: Each chapter needs 1o be read before moving
on with the simulation. Praclice using at-home version of Medisofl.

Hour 29 Review for final exam
Hour 30 Final Exam
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L.aurel Business Institute/L.aurel Technical Institute
MA219 Pharmacology
2 Credits - 30 Contact Hours

Sample Schedule: Second Term beginning at Midterm: Monday — Thursday, 11:00-12:00

Course Description: This course is designed to introduce the student to the proper
pronunciation, spelling, and basic pharmacological use of commonly prescribed medications.
Review of approved medical abbreviations, interpretation of prescriptions, dosage calculations,
and drug administration will be utilized for theory application.

Prerequisites: 122 Anatomy and Physiology

Text: Mvedical Assisting Made Incredibly Fasy. Pharmacology, Holly, Joanna. Lippincott,
2009,

Software: None

Resources: Supplemental handouts and worksheets as assigned.

Additional Resource: Library/l.eaming Resource Center

Equipment: Whiteboard
Computer and projector

Course Objectives: Upon completion of this conrse, the stiudent should be able to:

1. Explain the proper usc of various drugs by drug classification

2. Identify drug interactions, adverse reactions and dictary concerns to determine appropriatc
paticnt teaching
Identify common medical abbreviations related to route of administration and frequency

Ll

of dosage.
4. Demonstrate proper spelling, pronunciation, drug classification. and usage of
pharmacological agents common to today’s drug market
5. Usethe PDR. other medication references. and the Internet to identify selected drugs as
requested.
6. Demonstrate skill in transcription of various medication orders.
7. Relate drug schedules for controlled substances with corresponding record keeping,
8. Demonstrate the proper methods to handle medications, keep medication records,
administer medications, and document medications.
9. Identify and explain major drug laws.
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10. Perform correct drug dosage calculations.
11. Recognize the signs of drug abuse.

Teaching Methods:
Lecture/discussion
Audiovisual aids/supplemental materials
Cooperative group and individual projects
Power Point Presentations

Measurement Standards:
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical
Institute 1s listed below. The instructors are permitted to give “plus™ and “minus™ grades,
but they will have no effect on the semester grade point average (GPA).

Grade Quality Point Range
A 4.0 93-100
B 3.0 85-92
C 20 76-84
D 1.0 68-75
F 0.0 Below 68
P-PASSED 0.0 N/A
WP-withdrew passing 0.0 N/A
WE- withdrew failing 0.0 N/A
T-transfer credit 00 N/A
AP-advanced placement 00 NA

[- incomplete 00 NA

All “F” grades must be repeated.

Grading Criteria:

Test Grades 50%
Projects/rescarch papers/presentations 20%%
Homework/W orkbook 10%
Participation 20%

There will be no final exam given.

Classroom Management:
* Students are to arrive for class on time with all necessary materials  text, notebook,
handouts, study-guide, writing utensils.
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* Attendance: Students are expected to attend classes as scheduled. When going to be absent, the
student should alert the instructor via email or phone call to the front desk. It is the students’
responsibility to get missed assignments by way of a fellow student or by contacting the
instructor via email n a timely manner. Being absent does not excuse one
from assignments due or tests scheduled for the next class time.

*Cecll Phones: Ringers should be turned off during class and cell phones put away. Text
messaging 1s strongly discouraged. If you are expecting an important call, let me know at the
beginning of class and step out to take the call when 1t comes,

*Emails will be responded to within 24 hours. Your laurel edu email account will be our primary
method of communicating with each other between classes. Therefore, 1t 1s important that you
check this account daily. If you have trouble accessing or using this account, please speak to the
[T Deparmment.

Participation Points:
Participation points are assigned to cach class.

Being tardy and/or leaving class early will result in points deducted in quarter hours and
included in overall hours missed and subsequent penalty will be applied.

Daily Sign-In Booklet:

The sign-in booklet will be at the front of the classroom and should be signed at the beginning of
class. You must sign in for yvourself at each class. If tardy, sign in under the “Tardy™ section. If
not signed in for the day, you will be considered absent for the class.

Make Up Policy:

Homewaork: 1t a student 1s absent from class, it 1s his or her responsibility to complete all
classroom assignments and homework missed Homework assignments arc duc the day upon
returning to class. Late homework will sof be accepted.

fests: Tests will be scheduled and announced in advance. It is permitted to miss one test. There
will be a designated test make-up day at the end of the semester for anyone who has missed a
test. A grade of zero will be recorded for any other missed tests. If a student knows ahead of time
that he or she will be absent on the day of an exam, he or she may make arrangements to take the
exam early without penalty, if 1t can be accommodated by the instructor.

There is no charge for makeup work.

QOutside preparation: To adequately comprehend content and achieve success in this course,
time outside of class spent reading, studying, reviewing, practicing, researching, and completing
assignments is required.

For every hour of classroom lecture, students should expect to devote two hours of preparation

outside of class.
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Reading assignments of new material are assigned to expose students to new concepts that will
be covered in the next class lecture. Students are expected to read assigned material thoroughly
and take notes on this material. Students are expected to incorporate their notes with class notes
on new material after the next class lecture. These reading assignments should take
approximately 2 Aours to complete.

Reading assignments to review notes and chapters covered arc assigned to allow students to
prepare for upcoming exams. Students are expected to thoroughly review all written material and
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam
grades will venfy student knowledge These reading assignments should take approximately /-2
hours per week to complete

Projects assigned are to provide students with the opportunity to incorporate skills and concepts
taught. along with research. in order to develop a comprehensive paper and/or presentation,
thereby demonstrating the students’ knowledge of the assigned topic. These projects should take
an additional 2- 3 Aonrs per assignment to complete.

Worksheets are assigned in order for students to practice and review concepts taught Students
are cxpected to usc their notes and textbook to thoroughly answer questions. Answers will be
discussed in a subsequent class lecture. These homework assignments should take approximately
{ hour per week to complete.

*Students should use the Library/Learning Resource Center as a resource to complete research-
based assignments/projects.

Laurel Business Institute/Laurel Technical Policies: All policies of Laurel Business
Institute/Laurel Technical Institute as stated in the school’s catalog will be enforced.
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Hours 1 -2

Hours 3 -4

L.aurel Business Institute/Laurel Technical Institute
MA219 Pharmacology
Course Qutline

Times are approximate and subject to change.

Introduction to class, discuss syllabus and class outline

Explanation of rescarch papers/projects

Visit to Library/Learning Resource Center

lecture and Power Point presentation on Chapter 1 - Drug Fundamentals
Assignment/Qutside Preparation: Read chapter, complete worksheet

Chapter 2 - Math of Medications and Calculating Dosages
Instruction and student in-class practice
Assignment/Qutside Preparation: Read Chapter 2; practice dosage calculations

Hours 5 -6 Chapter 3 - The Role of the Medical Assistant
Lecture & power point presentation
Assignment/Outside Preparation: Complete worksheet: study for test
Hour 7 Test on Chapters 1 3
Assignment/Outside Preparation: Read Chapter 4
Hour 8 Chapter 4 - How Drugs Work
Lecture on Local and Systemic Eftects, factors influencing drug responses
Assignment/Outside Preparation: Complete worksheet
Hour 9 Chapter 5 — Commonly Prescribed Drugs
Lecture and Power Point presentation on Drug classes, Antibiotics, Antifungals,
Antivirals, Topicals
Assignment/Qutside Preparation: Read Chapter 5, complete worksheet
Hour 10 Continue Chapter 5° Anti-inflammatory drugs, NSAIDS, analgesics, antipyretics
Assignment/Qutside Preparation: Complete worksheet: study for test
Hour 11 Test on Chapter 5 up to antipyretic drugs page 130 - 146
Continue with Chapter 5 — Otic, Ophthalmic drugs
Assignment/Qutside Preparation: Continue reading Chapter 5; begin worksheet
Hour 12 Continue Chapter 5° Musculoskeletal drugs, Antihypertensive drugs
[Lecture and Power Point presentation
Assignment/Qutside Preparation: Continue reading Chapter 5; complete
worksheet
MA 219 Pharmacology Page 5 0f 6 Rev. 8 2015 Mnitials: SG

Syllabus & Outline



Hour 13

Hours 14 - 15

Hour 16

Hour 17

Hour 18

Hours 19 - 21

Hours 22 - 23

Hours 24 26

Hour 27 - 30

Continue Chapter 5: Antiarrhythmic, antilipemic, anticoagulant drugs
Lecture and Power Point presentation
Assignment/Outside Preparation: Continue reading Chapter$: study for test

Test on Chapter 5 - page 147 158
Lecture and Power Point presentation on Respiratory drugs
Assignment/Qutside Preparation: Continue reading Chapter 5; begin worksheet

Continue Chapter 5

Lecture and Power Point presentation on Gastrointestinal drugs

Report topics assigned — page 180 - 198

Assignment/Outside Preparation: Continue reading Chapter 5: continue worksheet

Continue Chapter 5

Lecture on Contraceptive and urinary drugs

Assignment/Outside Preparation: Continue reading Chapter 5; complete
worksheet: study for test: work on reports

Test Chapter 5 - page 159 - 179
Assignment/Qutside Preparation: work on reports

Student oral reports to class
Assignment/Qutside Preparation: Read Chapter 6, begin worksheet

Chapter 6 — Ways to Protect Our Health

Lecture and Power Point presentation on Vitamins, Herbs, Vaccines
Chapter 7 report topics assigned

Assignment/Qutside Preparation: Recad Chapter 6, complete worksheet;
work on projects/presentations for Chapter 7

Chapter 8 Administration of Medications

Lecture, demonstration and practice

Assignment/Qutside Preparation: Read Chapter 8; complete worksheet,
work on presentations

Project Presentations Chapter 7 Abuse and Misuse of Substances
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L.aurel Business Institute/L.aurel Technical Institute
MA226 Coding Essentials
2 Credits - 30 Hours

tnstructor: | N

Sample Schedule: Third term, first five weeks: Monday — Wednesday, 8:00-10:00

Course Description: The focus of this course is to learn the coding rules for the CPT,
ICD-10-CM, coding systems and then apply the rules to code patient services. In
addition, a variety of payment systems will be presented. The medical topics of Medicare
fraud/abuse are also reviewed.

Prerequisite: 122 Anatomy & Physiology

Texts: Step-by-Step Medical Coding 2015 Edition - Text and Workbook Package by
Carol ] Buck; Elsevier/Saunders, © 2015
2015 CPT Standard Edition American Medical Association ©2015.
2015 1CD-10CM Draft Edition, Elsevier ©2015,

Software: ICD-10-CM DVD

Additional Resources: Library/l.earning Resource Center
Evolve/Elsevier website

Equipment: Computer, Printer

Course Objectives: Upon completion of this course, the student should be able to:

1. Apply the basic concept of the CPT, and 1CD-10-CM coding manual
during classroom activities, in homework, and on exams.
2. Apply the format and structure on CPT, and ICD-10-CM coding during

classroom activities, in homework, and on exams.
Demonstrate the basic steps in the CPT, and 1CD-10M coding process.

Ll

4, Properly apply conventions (signs and symbols) to achieve maximum
retmbursement potential.

5. Apply coding guidelines related to CPT. and ICD-10-CM codes.

0. Define unbundling of procedures.

7. Explain the importance of the coding accuracy in relation to compliance
with federal/regulatory requirements.

8. Explain when and how CPT, and ICD-10-CM are updated for new and
obsolete codes.

9. Define and explain the rules and applications of modifiers.

10, Define and explain the key terms related to Evaluation and Management
Coding.

Teaching Methods:

*[.ecture

*Class Discussion
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*Activities/projects
Measurement Standards:

Grading Seale: The grading scale used at the [Laurel Business Institute/[.aurel
Technical Institute is listed below. The instructors are permitted to give “plus”
and “minus” grades, but the will have no cffect on the semester grade point
average (G.P A))

Grade Quality Point Range
A 4.0 93-100
B 3.0 85-92
C 20 76 - 84
D 1.0 68 75
F 0.0 Below 68
P-passed 0.0 n/a

W P-withdrew passing 00 n/a
WEF-withdrew failing 00 n/a
T-transfer credit 0.0 n/a
AP-advanced placement 0.0 n/a
l-incomplete 00 n/a

All “F grades must be repeated.

Grading Criteria: The final course grade will be determined by the following
factors:

*Class Participation 25%
*Work Book/ Homework 25%
*Tests and Quizzes S0%

Class Participation: Class participation means being in class. Fach class 1s worth 10
points, and is counted as 25% of your final grade.

Tardies, Early Departures, and Absences:
Being late for class or departing early will deduct points from Class Participation,

Homework: Homework will be assigned a point value at the teacher’s discretion based
on the complexity of the task and the amount of effort and skill required for completion.
It is the student’s responsibility to complete assignments prior to class. Assignments will
only be accepted on the duc date at the beginning of class.  Students absent on an
assignment collection day will receive O points for that assignment

Cell Phones:
*Ringers must be turned oft during class.
*Text messaging is prohibited
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Sign-In Booklet: The sign-in booklet will be available in the classroom at the beginning
of class. You must sign in for yourself. Please sign on the assigned numbered line. If
tardy (class has already begun and the booklet is already circulating), you must sign in
the tardy section. If you do not, I will move your name to the tardy section.

Reporting Off: Students must call off when absent directly to the instructor via voice
mail [ - - I 1his is required. Being
absent does not excuse you from having assignments done and on time. Call the school
at 724-439-4900 after 4 p.m. for the day’s assignments and pick up any missed handouts.

Make-Up Policy:

*Make-up quizzes will not be given, A zero (0) will be given for missed quiz. The
lowest quiz score will not be dropped at the end of the semester.

*Exams arc announced in advance. No make-ups will be given A zero (0) will be given
for missed exam. A comprehensive final exam will replace one missed exam. The lowest
test score will not be dropped at the end of the semester.

*Make-ups will not be given for the comprehensive final. All students must take it on the
date scheduled.

*There 1s no charge for makeup work.

Outside Preparation: To adequately comprehend content and achieve success in this
coursc, time outside of class spent reading. studying. reviewing, practicing, rescarching.
and completing assignments 1s required.

1. End of chapter questions are assigned in order for students to practice and review
concepts previously taught. Students are expected to use their notes and textbook in
order to thoroughly answer all assigned questions. Answers will be discussed in the
next class lecture. These homework assignments should take approximately | to 2
hours to complete.

2 Reading assignments of new material arc assigned to expose students to new
concepts that will be covered in the next class lecture. Students are expected to
read assigned material thoroughly and take notes on this matenal . Students are
cxpected to incorporate their notes with class notes on new material after the next
class lecture. These reading assignments should take approximately | to 2 hours to
complete.

Lad

Reading assignments to review notes and chapters already covered are assigned to
allow students to prepare for upcoming exams. Students are expected to thoroughly
review all written material and notes in order to demonstrate knowledge and
understanding of concepts taught. Exam grades will verify student knowledge.
These reading assignments should take approximately 1 to 2 hours to complete.

Laurel Business Institute/Technical Institute Policies:  All policies of Laurel
Technical Institute as stated in the school’s catalog will be enforced.
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Hours 1-2

Hour 3

Hour 4

Hour 5

Hour 6

Hour 7

Hour 8

[.aurel Technical Institute
MA226 Coding Essentials
Course Outline
30 Hours

This outline is approximate and subject to change.

Distribution of books and overview of Textbook, and
review of syllabus
Chapter |, Reimbursement, HIPAA, and Compliance
» Distinguish among Medicare Parts A, B, C, and D
~ FExplain the RBRVS system.
Chapter 2, An Overview of ICD-10-CM
~ ldentify the characteristics of the Tabular List, Volume 1,
Alphabetic Index, Volume 2 and Volume 3.

Assignment/Outside Preparation: Read Chapter | and Chapter 2,
complete exercises, Chapter Review/Practical. Complete Chapter
worksheets

*All workbook exercises will be graded.

Test on Chapter 2

Chapter 3 ICD-10-CM Outpatient Coding and Reporting Guidelines

~ ldentify first-listed diagnosis

» Validate V codce assignment

~ Apply codes to suspected conditions
Assignment/Qutside Preparation: Read Chapter 3 complete exercises,
Chapter Review/Practical. Complete Chapter 3 worksheet

Chapter 4, Using ICD-10-CM

~ [Explain the organization of the Guidelines

» Determine the level of highest specificity

~ Report acute and chronic conditions
Assignment/Qutside Preparation: Read Chapter 4 complete exercises,
Chapter Review/Practical. Complete Chapter 4 worksheet

Test on Chapter 3 and 4

Chapter 5, Chapter-Specific Guidelines (ICD-10 Chapters 1-10)

~ Review infectious and parasitic discase codes

~ Review blood conditions, circulatory. and respiratory system
Assignment/Qutside Preparation: Read Chapter 5, complete exercises,
Chapter Review/Practical. Complete Chapter 5 worksheet

Chapter 6, Chapter-Specific Guidelines (1CD-10 Chapter 11-14)
~ Examine digestive system coding
~ Review skin, musculoskeletal coding
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Hour 9

Hour 10

Hour 11

Hour 12

Hours 13-14

~ Define rules of symptoms, signs, and ill-defined condition
coding
Assignment/Qutside Preparation: Read Chapter 6 , complete exercises,
Chapter Review/Practical. Complete Chapter 6 worksheet

Chapter 7, Chapter-Specific Guidelines (1CD-10 Chapter 15-21)
~ Pregnancy, Childbirth, and Puerperium
~ Congenital Malformations, Deformations, and Chromosomal
Abnormalities
~ Signs and Symptoms, Poisoning, Injury
Assignment/Qutside Preparation: Read Chapter 7, complete exercises,
Chapter Review/Practical. Complete Chapter 7 worksheet

Test on Chapter 5,6, and 7

Chapter 13, Introduction to the CPT and Level II National Codes
(HCPCS)

~ ldentifying the uses of the CPT manual

~ ldentify placement of CPT codes on the CMS-1500 insurance

form

~ Recognize the symbols used in the CPT manual
Chapter 14, Modifiers

~ Recognize modifiers

~ Understand the purpose of modifiers
Assignment/Qutside Preparation: Read Chapters 13 and 14, complete
excrcises, Chapter Review/Practical Complete Chapters 13 and 14
worksheets

Test on Chapters 13 and 14

Chapter 15, Evaluation and Management E/M Services

~ ldentify and explain the three factors of /M code assignment

~ Differentiate between a new and cstablished patient, and

outpatient and in paticnt

~ Identify CMS Documentation Guidelines

~ Demonstrate the ability to code E/M services, ICD-10-CM
Assignment/Qutside Preparation: Rcad chapter 15, complete exerciscs,
Chapter Review/Practical. Complete Chapter 15 worksheet

Hour 15 Test on Chapter 15
Hours 16-17 Chapter 18, Integumentary System
~ Describe the format of the Integumentary System in the CPT
Manual
~ ldentify the elements of coding Skin. Subcutancous, and
Accessory Structures services
~ Demonstrate the ability to code Integumentary services and
procedures, and ICD-10-CM
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Assignment/Qutside Preparation: Read Chapter 18, complete exercises,
Chapter Review/Practical. Complete Chapter 18 worksheet

Hour 18 Test on Chapter 18

Hours 19-20 Chapter 19, Musculoskeletal System
~ Differentiate between fracture and dislocation treatment types
~ Understand types of traction, cast application, and strapping
» Demonstrate the ability to code musculoskeletal services and
procedures, and 1CD-10-CM

Assignment/Qutside Preparation: Read Chapter 19, Complete
cxercises, Chapter Review/Practical Complete Chapter 19 worksheet

Hour 21 Test on Chapter 19

Hours 22-23 Chapter 20, Respiratory System
~ Differentiate between services reported with codes from the
Respiratory subsection and those reported with codes from
other subsections
~ Nasal procedures, trachea/bronchi codes. and sinuscs
» Demonstrate the ability to code respiratory services and
procedures

Assignment/Qutside Preparation: Read Chapter 20 complete excrciscs,
Chapter Review/Practical. Complete Chapter 19 worksheet

Hour 24 Test on Chapter 20

Hours 25-26 Chapter 30, Medicine
~ Review the Immunization subsection format
~ Review the Psychiatry subsection format
» Review the Allergy and Clinical Immunology subsection
format
»~ Demonstrate the ability to code Immunizations, Psychiatry, and
Allergy services, and ICD-10-CM

Assignment/Qutside Preparation: Recad Chapter 30, Complete
exercises, Chapter Review/Practical. Complete Chapter 26 worksheet

Hour 27 Test on Chapter 30

Hour 28 Review of all Chapters

Hour 29 Review of all Chapters

Hour 30 Final Exam
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L.aurel Business Institute/L.aurel Technical Institute
T291 Career Development
2 Credits - 30 Contact Hours

Sample Schedule: Third term, first five weeks: Monday — Wednesday, 10:00-12:00

Course Description: This course is intended to provide the graduating student with information.
instruction, and practice in job exploration, carcer planning. and job scarch techniques. The
student will receive instruction about employment applications, cover letters, resumes, and use of
the Internet. In addition, emphasis will be placed on the development of effective interview skills
through classroom practice and role-playing. To complete the course requirements, cach student
will participate in 2 onc-on-onc intervicw.

Prerequisite: None

Text: Career Achievement: growing vour goals, 2™ ed. Karine B. Blackett. McGraw-Hill
Companies, Inc. New York, NY. Copyright ©2015.

Software: Microsoft® 2007
Resource Materials: [Library/l.eaming Resource Center
the Flements of Resume Style, Scott Bennett, 2005, American Management Assoclation.

Resumes, Cover Letters, Networking, & Interviewing, 3rd ed., Clifford W. Eischen &
Lynn A Eischen. South-Western Publishing Company, Cincinnati, ©2010.

Govemment publications: The Dictionary of Occupational Titles (the DOT)
The Guide 1w Occupational Fxploration
The Occupationad Outlook Handbook (The QOH)

Equipment: Computers and printers
Course Objectives: Upon completion of this course, the student should be able to:

I Devclop effective resumes and customize them for cach particular job target for which the
student 1s qualified.

2. Be aware of the different styles of interviewing used today and develop effective
interviewing skills through practice and actual intervicews.

3 Rescarch job opportunitics using the Internet and identity vanous resources for finding the
targeted job.

4. Identify networking opportunities and develop those skills to reach career goals.

5. Understand and demonstrate pre- and post-interview procedures including cover letters and
follow up phone calls.
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Teaching Methods:
l.ecture
Demonstration
Role-playing

Measurement Standards:
Grading Scale: The grading scale uscd at the Laurel Business Institute/Laurel Technical
Institute is listed below. The instructors arc permitted to give “plus™ and “minus” grades,
but they will have no effect on the semester grade point average (G.P. A)

Grade Quality Point Range
A 4.0 93-100
B 30 85-92
C 20 76-84
D 1.0 68-75
F 0.0 Below 68
P-passed 00 n/a
WP-withdrew passing 00 n/a
WF-withdrew failing 0.0 n/a
T-transfer credit 0.0 n/a
AP-advanced placement 00 n/a
[-incomplete 00 n/a

All "F" grades must be repeated.

Grading Criteria:
The final course grade will be determined by the following tactors:

Resume (revised final copy) 100 points
Cover Letter (revised final copy) 100 points
Job Exploration Assignment 100 points
Interview 100 points
TOTAL POSSIBLE POINTS 400 points

s Projects assigned arc to provide students with the opportunity to incorporate skills and
concepts taught, along with research. in order to develop 2 comprehensive paper and/or
prescntation, thercby demonstrating students’ knowledge of the assigned topic. These
assigned projects should take approximately 6 hours to complete.

s Reading assignments of new material are assigned to exposce students to new concepts
that will be covered in the next class lecture. Students are expected to read assigned
material thoroughly and take notes on this material. Students are expected to incorporate
their notes with class notes on new material after the next class lecture. These reading
assignments should take approximately 6 hours to complete.

T291 Career Develcpment Page 2 of 3 Rev 3 2013 Initials: db
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All students must submit an electronic copy of his or her final resume to me to
complete the course, no exceptions! It must be error free and meet the standards of the
course.

Makeup Policy:

+ All assignments are expected to be completed and turned in by due dates given.

e Latcassignments NO LATE assignments will be accepted and will result in a
ZEROQO grade for that assignment. Assignments must be submitted by duc date.

» It s the student's responsibility to schedule an appointment for the required interview.
The appointment must not interfere with other classes or other course requirements.
Any student who does not keep the scheduled appointment must reschedule directly
with the designated Interviewer. Any student who negligently misses the scheduled
interview will have the interview grade lowered one letter.

e Any student who does not perform the interview will receive “0” points and will fail
the course.

+ There 1s no charge for makeup work.

Outside preparation:

To adequately comprehend content and achieve success in this course, time outside of class
spent reading, studying, reviewing, practicing, researching, and completing assignments is
required.

For every hour of classroom lecture, students should expect to devote two hours of preparation
outside of class.

Reading assignments to review notes and chapters covered are assigned to allow students to
preparc for class assignments. Students arc expected to thoroughly review all wntten material
and notes in order to demonstrate knowledge and understanding of concepts taught. Assignment
grades will verify student knowledge. These reading assignments should take approximately 3-4
hours per week to complete. Class assignments will provide students with the opportunity to
incorporate concepts taught, along with research, in order to develop professional documents,
thereby demonstrating the student’s knowledge of the assigned topic. These projects should take
an additional 2- 3 Aonrs per assignment to complete.

Laurel Business Institute/Laurel Technical Institute Policies: All policies of the Laurel
Business Institute/[.aurel Technical Institute as stated in the school catalog will be enforced.

T291 Career Develcpment Page 3 of 3 Rev 3 2013 Initials: db
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L.aurel Business Institute/L.aurel Technical Institute
T291 Career Development
Course Qutline

2 Credits - 30 Contact Hours
This outline 1s approximate and subject to change.

2 Hours (Day 1) Chapter 3 - Where are the Jobs? Maximize Your Carcer Options
e Labor Market Trends and Globalization
e [Using Sources to Find Employment Opportunities
Outside Preparation: Review notes on Chapter 3

2 Hours (Day 2) Chapter 3 - Continued
e l.abor Market Trends and Globalization
e [Using Sources to Find Employment Opportunities
Outside Assignment: Complete Company Research
QOutside Preparation: Review notes on Chapter 3 and read Chapter 5

2 Hours (Day 3) Chapter 5 - Professional Resumes the Fasy Way
e The Components of a Professional Resume
e Types of Resumes
Outside Preparation: Review notes on Resumes, begin working on Resume

2 Hours (Day 4) Chapter 5 - Professional Resumes the Easy Way
e Key Words and Power Words
Outside Preparation: Review notes on Resumes, begin working on Resume

2 Hours (Day 5) Chapter 5 - Professional Resumes the Easy Way
e The Skills Formula
Outside Preparation: Review notes on Resumes, begin working on Resume

2 Hours (Day 6) Chapter 5... Continued
e (reating a Professional Resume
-Formats and Templates
-Integnity and Your Qualifications
Outside Assignment: Start Resume

2 Hours (Day 7) Chapter 5 . Continued
e (reating a Professional Resume
-Formats and Templates
-Integrity and Your Qualifications
e Resume Checklist and Grading Rubnc
QOutside Assignment: Continued Resume
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2 Hours (Day 8) Chapter 5 Continued
e (reating a Professional Resume
-Formats and Templates
-Integrity and Your Qualifications
e Resume Checklist and Grading Rubnc
Qutside Assignment: Complete Resume
Outside Preparation: Review notes on Chapter 5 and read Chapter 6

2 Hours (Day 9) Chapter 6 - Professional Cover Letters and Applications
e The Components of a Professional Cover Letter
Outside Assignment: Complete Cover Letter and application

2 Hours (Day 10) Chapter 6 - Professional Cover Letters and Applications
e Writing an Effective Cover Letter
Outside Assignment: Complete Cover Letter and application

2 Hours (Day 11) Chapter 6 - Professional Cover Letters and Applications
m Completing an Error Free Application
-Online
-Print
Outside Assignment: Complete Cover Letter and application
Outside Preparation: Review notes on chapter 6, read chapter

2 Hours (Day 12) Chapter 7- Successful Interviews
e Seven Interview Steps
e Types of Interviews
Qutside Preparation: prepare for Mock-Interviews

2 Hours (Day 13) Chapter 7- Successful Interviews
e [Understanding and Answering Interview Questions
e Mock interviews-in class activity
QOutside Assignment: complete Professional and Personal Reference List
Outside Preparation: prepare for Mock-Interviews

2 Hours (Day 14) Administrative Activitices
e Student Interviews
e Students will complete Program Evaluation
Outside Assignment: Final copy of Resume electronically submitted

2 Hours (Day 15) Administrative Activities
e Meetings will take place with Career Services, Financial Aid, and Selected
Administrators of LBI, Graduation Paperwork, Electronic Resume
e Process and Verity Completion of all required paperwork for graduation
Outside Assignment: Final copy of Resume electronically submitted
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AFFILIATION AGREEMENT BETWEEN

LAUREL BUSINESS INSTITUTE
AND

NICKMAN’S DRUG

This Agreement, by and between LAUREL BUSINESS INSTITUTE (hereinafter referred to as
SCIHOOL) and NICKMAN'S DRUG

(hereinafter referred to as /- AC'/7./7Y.) This agreement will be in effect from August 21, 2015
through August 21, 2016.

The purpose of this agreement is to define the roles and responsibilities of the SO/, and the
FACILITY in the fieldwork educational phase of the internship programs.

This Agreement shall be effective when executed by both parties for a period of one year terms
and will automatically rencw cach year for successive one year terms unless cither party
terminates this Agreement for any reason upon 30 days written notice to the other party.

Termination of this Agreement will not be effective until the end of the academic year such that
all students will be entitled to complete the program in which they are currently enrolled, unless
staffing constraints make it unfeasible to maintain the standard as outlined by the SCHO()/. and
agreed to by the facility in which case the FAC/LITY will give the SCHOO/. thirty (30) days
notice of termination of this Agreement.

Both parties understand that this agreement may be modified or revised through written
amendment by mutual consent,

JOINT RESPONSIBILITIES:

1. The SCHOQ!. and the FFACH.1TTY will enter into an affiliation for the purpose of
cducating and training of specified programs.

2. Neither the SCHOO!. nor the FACILITY will discriminate on the basis of all relevant
protected classes of employees or applicants for employment because of sex, race,
color, national ongin, religion, age. disability or genetic information.

et

The number of students, the program of education and training within the - ACILITY,
and the scheduling of their education at the FAC/1.1TY will be determined by mutual
agreement between the /- ACILITY and the SCIFOOL.

4, The SCHOO!. and the -ACI1.17Y agree that students will be directly supervised by
qualified FACILTTY employee(s).



Equipment owned by the SCHOOL and ' ACILITY will remain the property of cach
and the maintenance, repair, and replacement whether for normal use or breakage will
remain the responsibility of each pertinent institution.

The SCHIOO!. 15 responsible for dismissal of a student for academic or disciplinary
reason, but the /-AC/L/TY maintains the right to remove a student from the /- AC/LITY
if the student does not comply with safety or ethical standards or policies and
procedures of the FACILITY  In the event of a student’s pending or immediate
dismissal by the 7 ACTLITY, the FACILITY and the SCHTOOL will determine jointly if
and when such a student should be permitted to return to the FAC/LITY.

Any provisions not included in this agreement are to be subject to agreement between
the SCHOOF and the appropriate administrative official of the FACILITY.

RESPONSIBILITIES OF THE SCHOOL.:

1.

The SCHOOM!. will be approved by appropriate accrediting agencies.

The SCIIOOL will have control over all phases of the administration of the program,
curriculum content, admission requirements, faculty appointment, evaluation, promotion
and graduation, and all other pertinent matters that are internal to the SCHQ(/.. The
SCHOO!. will maintain the necessary records of the students.

The SCIIOOL will coordinate scheduling with students and /- AC/LfTY representative., to
provide course information and objectives to - AC/L./7Y representative, and to assist in
resolving problems and difficulties.

Both SCHOOL and FACILITY agree that students are not considercd an employee of the
FACILITY but rather students in the fieldwork phase of a professional education and
therefore are not eligible for benefits of employees.

The SCHIOOL will notify students that they are to obtain prior wntten authorization from
the SCHOO!. and I"ACH.ITY before publishing any material relative to the fieldwork.

RESPONSIBILITIES OF THE FACILITY:

1.

The 1 ACILITY will provide an educational internship to the student consisting of work
functions that are directly related to the student’s program of study.

The 1-ACILITY will provide an orientation informing the student on the site’s policies and
procedures.

The IF'ACILITY will provide appropriate instruction and supervision of the students by
qualified personnel to meet the standards and the objectives of the educational program.



4 The FACILITY agrees to approve and sign, then submit directly to the Carcer Services
via (fax, email, or US Mail) the intern’s time sheets for the applicable Internship periods.

5 The FFACILITY agrees to complete and submit to the SC//(OOL an evaluation of each
student’s performance dunng the fieldwork experience according to the format and time
frame established by the SCHO(/.. A mid-semester onsite evaluation and a final
evaluation are required to be completed by the FACILITY,

6 The FACILITY will determine if the student participating in the internship program on
their site will be on a paid or unpaid basis. The intemship program does not preclude or
guarantee any future employment of student interns with the internship site.

OTHER:

I Any notice, request, demand. consent. instruction or other communication required or
permitted by this Agreement to be given shall be sent by First Class Prepaid Mail,
certified or registered, return receipt requested, addressed as follows, or in such a manner
as any party hereto may hereinafter designate by written notice to the other party hereto:

SCHOOL: MALINDA ANGEL
LAUREL BUSINESS INSTITUTE
PO BOX 877
11 EAST PENN STREET
UNIONTOWN, PA 15401

FACILITY:
This Agreement may be moditied or amended from time to time by signed wntten
agreement of the parties hereto and any such written modification or amendment shall be

attached to and become part of this Agreement.

OFFICIALS SIGNING THE AGREEMENT FOR THE PARTICIPATING
INSTITUTIONS:

Signing for the SCIIOOL: Signing for the I ACILITY:

Malinda Angel
Director of Carcer Services

Date Date

et



ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS

FACULTY INFORMATION

COMPLETE A SEPARATE FORM FOR EACH FACULTY AND COMBINE THE DOCUMENTS FOR ONE UPLOAD — MS WORD (.DOC OR .DOCX) OR .PDF FORMATS ACCEPTED

Name of Employee ]

Job Title Allied Health Instructor

Date of Employment

512013

Full or Part-time  Part-Time

EDUCATIONAL INFORMATION

List below all post-high school education, beginning with the most recent.

Name of Institution Location Maijor D :t:sgrs:ci?\?e d Ag:rﬁ d
Penn State University, Fayelte Campus | Uniontown, PA | Nursing BSN 12/2000 5/99-12/00
Penn State University, Fayette Campus | Uniontown, PA_ | Nursing ASN 51999 8/95-5/90
High School Attended  Laurel Highlands Graduation Date  May 1995
Major Subject (s) Academic Diploma
List any Educational certificate or license now held  Registered Nurse
This document was issuedby  Commonwealth of Pennsylvania Expiration Date  10/31/2017

Name of Certificate/l icense

Name of Provider

Healthcare Provider
Certification

BLS Instructor Certification

Heartsaver Instructor
Cerlification

First Aid Instructor Certification

American Heart Association

Expiration Date

American Heart Association

712017

American Heart Association

712017

American Heart Association

82017

812017

EMPLOYMENT INFORMATION

Name of Employer Job Title Nature of Duties En['l)SIt: ys ed
Allied Health 5/2012-
Laurel Business Institute Instructor Instructing Allied Health Courses Present
Allied Health 6/2011-
West Virginia Junior College Instructor Instructing Allied Health Courses 62012
RN Private Duty, 712000-
Pedialric Services Of America | RN Skilled Visits 1:1 Care For Pediatric Patient In Their Home 7/2012
RN-Med/Surg And 12/2007-
Highlands Hospital Intensive Care Units | Caring For Adult Patients In A Hospital Setting 6/2010
RN- Med/Surg, 1/2001-
Uniontown Hospital Intensive Care Units | Caring For Adult Patients In A Hospital Setling 5/2003

Page 1 of 1




ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS

FACULTY INFORMATION

a. Complete a separate form for each faculty and combine the documents for

one upload — MS word (.doc or .docx) or .pdf formats accepted

Name of Employee _

Instructor

Job Title

Date of Employment  8/13

Full or Part-ime  Full Time

EDUCATIONAL INFORMATION

List below all post-high school education, beginning with the most recent.

- . . Degree and Dates
Name of Instilution Location Major D atesg Recsived Attended
BS - BS Bioengineering
Pennsylvania State University | State College, PA Bioengineering | 5/2009 9/04 — 5/09
High School Attended _Ringgold High School Graduation Date  6{04
Major Subject (s) Academic
List any Educational certificate or license now held
This document was issued by Expiration Date
EMPLOYMENT INFORMATION
Name of Employer Job Title Nature of Duties En[l}rj;e;e d
Laurel Business Institute — Instructs General Education, Sofiware, and 8/13 -
Uniontown, PA Instructor Business Courses. Present
Sole Proprietor | Instructs Karate students from beginner to
Cherry's Karate — Uniontown, and Karate advanced levels, Students included students with 5M11 —
PA Instructor disabilities. Managed business operations. Present
Researched cost of tournament, developed
advertiserments, mailing lists, recruit competitors for
Tournament events, contracted venue, vendors and safety
Director personnel, delegated responsibilities for
Asia Tang Soo Do — admissions, judges, referees, vendors and safety
Pittsburgh, PA personnel. 211 - 10/11
Managed quality control of instruction and art at
federation schools, directly oversaw changes in art
Asia Tang Soo Do — Chief Instructor | federation as board member, instructed students 5/03 -
Pittsburgh, PA and prepared studentis for tournaments. Present
David R. Cherry — New Eagle, | Laborer/Financi | Responsible for financial management. Installation | 6/09 -
PA al Management | of hardwood floors, ceramic tile, framing, and trim. | Present

A
M
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ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS

FACULTY INFORMATION

COMPLETE A SEPARATE FORM FOR EACH FACULTY AND COMBINE THE DOCUMENTS FOR ONE UPLOAD — MS WORD (.DOC OR .DOCX) OR .PDF FORMATS ACCEPTED

Name of Employee [ NNGTNG&<NGNEG Date of Employment  8/23/2004
Job Title Allied Health Instructor Full or Part-time  Full-Time

EDUCATIONAL INFORMATION

List below all post-high school education, beginning with the most recent.

Name of Instilution Location Major D ::zgrszci?: od At[t)eanlfised
California University of Elementary
Pennsylvania California, PA Education Masters 12/2000 1199 -12/00
Duguesne University Pittsburgh, PA Nursing BS Nursing 51977 8735177
High School Attended  Geibel Catholic Graduation Date ~ May 1973
Major Subject (s) Academic Diploma
List any Educational cerlificate or license now held  Registered Nurse
This document was issuedby ~ Commonwealth of Pennsylvania Expiration Date  10/31/2016
EMPLOYMENT INFORMATION
Name of Employer Job Title Nature of Dufies En[‘)sltoe)?e d
82004 -
Laurel Business Institute Allied Health Instructor | Teaching in the Medical Programs present
Ringgold Schoal District Substitute Teacher Substitute Grades K-12 2002 - 2004
Madonna Catholic School Teacher Grades K - 8 2000 — 2002
Antepartum/Postpartum/
Magee- Womens Hospital Staff Nurse Nursery/Qutpatient Clinic 1977 - 1999
Page 1 of 1




ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS

FACULTY INFORMATION

COMPLETE A SEPARATE FORM FOR EACH FACULTY AND COMBINE THE DOCUMENTS FOR ONE UPLOAD — MS WORD (.DOC OR .DOCX) OR .PDF FORMATS ACCEPTED

Name of Employee _

Job Title Instructor

Date of Employment  04/08

Full or Part-time  Part Time

EDUCATIONAL INFORMATION

List below all post-high school education, beginning with the most recent.

- . . Degree and Dales
Name of Instilution Location Major Dates Recsived Attended
Business B5 — Business
California University of PA California, PA Administration Administration — 1984 | 1980-1984
High School Atlended  California Area High School Graduation Date 1980
Major Subject (s)
List any Educational cerlificate or license now held
This document was issuad by Expiration Date
EMPLOYMENT INFORMATION
) ; Dales
Name of Employer Job Title Nature of Dufies Employed
Instructs Medical, Business, and General 04/08 —
Laurel Business Institute Instructor Education courses. Present
David M. Petrol, DO Coder Billing, coding, patient care 1984-1991
V. Malepati, MD Office Manager Office Manager — billing, coding, patient care 1991-1995
Pizza Hut Store Manager Store Manager — hiring, stocking, training 1995-1997
1997 -
Petro Medical BiIIing Owner Contract medical biIIing, practice management Present
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MBC Program

Sandi Petro provided the update on the MBC program. She stressed that both ICD-
9 and ICD-10 are covered. The Advanced Coding course covers certification prep.
Comments/discussion reqgarding the current program:

Angel Dunn stated that you must have certification and ICD-10 at WVU. Cindy
Love and Barb Price agreed that certification is a requirement for the hospital, but
not physician offices. HealthSouth does not require certification per Susan
Cummings.

Sandi emphasized that our program is for medical office vs. hospital coding. The
consensus was that the demand for hospital coders is low.

All facilities are using electronic health records.

NA

NA

ICD-10 Short Course

Sandi questioned if there was a need for an ICD-10 course to be offered at LBI. The
community representatives were uncertain but would inquire.

NA

NA

MOA Program

MA Enrollment

Dawn Bellotti reviewed the Medical Office Administration program and
highlighted the graduate capabilities.

Comments/discussion reqgarding the current program:

Barb Price stated these graduates could be utilized in areas not providing patient
care (telemetry support, office associate, scheduling clerks).

Sandi Petro questioned if medical billing should be added to the MOA program for
insurance knowledge. The community representatives agreed that this would
open up career opportunities for graduates.

Susan Cummings stated MOA graduates are utilized as unit secretaries and asked

if the curriculum includes interprofessional education. Toni Hartley stated this is
addressed in Human Resources Management, Medical Office Procedures, Medical
Office Procedures, and Medical Terminology. Soft skills are stressed to students
throughout their program and this could be used as an example.

Cindy Love inquired about enrollment in the MA program. Toni Hartley
acknowledged the decline in program enrcliment. This has been a trend for many
other local schools. MA salaries can alsc be attributed to lower enrollment
compared to other medical programs. Barb Price agreed that positions within the
hospital such as unit secretary, telemetry, and HUC have higher salaries. Marie
Hamid reiterated the fact that higher salaries and more opportunities are available
in the hospital vs. office setting. Cindy Love added there is also a decline in MA
enrollment at other institutions.

Discuss adding Coding
back into the MOA
program.

Should we merge
MOA and MBC?

None

Toni Hartley

N/A




MA Demand Susan Gessner questioned if there was a demand for Medical Assistants. Cindy Contact Cindy Loveto | Sue Gessner,
Love does have a need in physician offices. The location of LBl in relation to Excela | speak with students Dawn Bellotti
offices may be a deterrent for our graduates. However, there are offices within a on Excela Health
shorter distance to LBl in the Mt. Pleasant/Norvelt areas. She would be happy to opportunities

speak to our students regarding career opportunities at Excela.

Phlebotomy/ECG Toni Hartley inquired about the need for phlebotomy and ECG technicians. Barb None N/A
Programs Price estimated that she receives 50 applications for one phlebotemy technician
position. Cindy Love stated there is a need at Excela. Marie and Angel at WvU
Healthcare were uncertain. The consensus was that most ECG duties are
incorporated into another position and in-house training is provided.

There being no further business, the meeting was adjourned at 10:50 am. Submitted by April Butchki




| Le =atis

trest, ®i

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS

.org



LI ll'l.ﬂ.llﬂt;lgl =

tking(@acics.org
INIAIAATT

| Le =atis

trest, ®i

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS

.org



Thank you for submitted the form. The next step will be to present this program to the Executive
committee at the next meeting (September) and they will make a decision regarding the approval.

Corrisa Barker

Program Analyst |

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 980 | Washington, DG 20002
www.acics.org | (P) 202.336.6843 | (F) 202.842.2593

Gc

All requested documents, per your email below, have been uploaded onto the ACICS member portal
under each assigned application number. Please let me know, if you need any additional
documentation to complete the review of these applications.

Iha Y. Malos, Ed.DD.

Sr. Viee President, Institutional Quality and Acereditation
Southern Technical College

O 407 /67 1-9922

Diirect: 407/757-1384

Cel. i ]

Fax 407/671-9790




Corrisa Barker

Program Analyst |

Accrediting Council for Independent Colleges and Schools
750 First Street, NE | Suite 280 | Washington, DC 20002
www.acics org | (P) 202.336.6843 | (F) 202.842.2503
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This program will not be offered via distance education.

at thie ~amrae?

7o) First Street NE. Suite 980 - Washington DX - 20002-4223 ph 202-336-6789 | ax 202-842-25403 WWW ACKS.On
ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS



C e g me mmm e L -

** The total number of contact howrs is one standard deviation below the average contact howrs for programs
within this scope, Of the ten conrses designed for this program, eight include a lab component. Each course
addresses the needs of current employment needs, including the desired comtact lours to qualify for workforce

develapmient funding.
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current STC faculty.

Systems lrom Kennedy Western University. Subsequent modifications were made in consultation with

b) will supcrvise the new program

credentials will be hired.

The program will be supervised by the cainpus Director of Education, | NNINININGIDGGGEG S |::s
over ten vears of experience in the field of higher edncation mnging from teaching to administering
acadennc departinents and imanaging a campus. He holds a BA in Religion and a Master of Divinity.
Upon inception of the program, a lead instnictor, with specialized HVAC professional experience and

CAMPUS READINESS

22. What resources are needed and available to offer the proposed program at full operation at the campus

submitting this new program application?

|All courscs in the proposcd program arc new to this campus. There are some existing physical resources
available, such as classrooms, computer lab. iclephones, desks, chairs, and MS Office Sofiwarc. Additional
physical resources. such as various clectronic devices; HVAC, refrigeration, and duct syslem trainer units;
relrigeration charging cquipment; Frcon recovery station: and leaschold improvements arc needed 1o offer
the proposcd program al [ull operation at this campus. |

a) List the existing and new courses needed to implement the program;

Existing Courses (at this campus

New Courses {at this campus)

CON101 Introduction to Building Construgtion |

EIT115 Basic Electricity & Electronics

EIT250 Motors and Controls |

HAC150 Air Conditioning and Refrigaration Theory |

HAC170 Air Conditioning

HACZ200 Applied Heating

HAC230 HVAC System Design |

HAC240 Commercial Refrigeration

HAC250 Commercial Air Conditioning |

51.5110 Career Preparation |

b) List the existing and new physical resources needed (e.g., classrooms, libraries, institutional resources and

cquipmenl, and clinical sitcs):

Existing Physical Resources (at this campus

New Physical Resources (at this campus

Classrooms

Compuler Lab
Teclephones

Desks and Chairs
Microsolt Oflice Softwarc

Various clcctronic devices

HVAC. relrigeration. and duct system trainer unils
Refrigeration charging cquipment

Frcon recovery slation

Lcaschold improvements

4
H]
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Answer the following questions to determine whether or not the program is out-of-scope
MEW COURSE WORK EVALUATION
1. Enter the total number of courses in the area of concentration for the new program of study (DO NOT §
10 general education and non-core coursework)
2. Enter the total number of the courses within the area of concentration currently offered within the insti
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ANSWER Q. #5.A. ONLY IF Q. #5. Is NO.
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FINANCIAL — Explain the impaci the expansion in scope will ave financially on this campus, Include in the
plan the impact on the current budget (if the expansion in scope is o be implemented during the campus ' curremt
Siscal vear) and’or fiture budgets. I applicable, include projections associated with facility requirements, library,
insiruciional resources and i'c*dnm!ugl, reqwrememr

I ar “h " o omoa [ TER T oA T [ g B e s

L
RESOURCES - Explain the impact on resources expected with the expansion of scope. If applicable, include a
timeling for ordering instruciional resources or additional technology equipment. If applicable, include refevant
fimelines for initiating additional classroom space, campus additions or possible expansion of cwrrent facilifies. If
applicable, include plans for additional community resouree requiremenis and the possible impaet on current
staff work loads, including the faculty fo studeni ratio. If applicable, include the implementation or expansion of
advisory board activity.
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ACADEMIC - Fxplain the impact the expansion in scope will haw.' academically. If applicable, include a
timeline for hiving additional faculty, stafll admission represemtatives, and externship or internship coordinators,
If npphm‘i-’e mc r‘uﬁ’r rm Vv prﬂerﬂummnr or specialized ace en’nrﬂ.rmn wquwmeun and appron m’ i'mrer‘mw-
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Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Final Presentation 20%
Final Exam 33%
Total 100%
Grade Scale:
(rade Scale Range
A Excellent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,

Course Policies

Students attending STC arc required te wear their designated program uniform and conform te the following dress code:

Medical Assisting:

Medical Billing and
Ceding;

Applied Electronics
Technology:

Elcctrical Trades
Technology:

All Programs:

Students must wear their roval blue scrub set. clean sneakers or nursing shoces (must be closed
toc). and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black serub set, clean sneakers or
nursing shoes (must be closed toe), and their STC student D badge on the roval bluc lanyvard at
the assigned site.

Students must wear their roval blue scrub sct, clean sneakers er nursing shocs (must be closed
to), and their STC student 1D badge on the roval blue lanvard. Students completing their
extemship course. must wear their black scrub set. clean sneakers or nursing shoces {must be
clased tec). and their $TC student 1D badge on the roval bluc lanvard at the assigned site.

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval blug lanvard. Jcans must be conservatively /prefessionally stvled and without holes, paint,
Or stains,

Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes. and their STC student 1D badge on the
roval blug lanvard. Jcans must be conscervatively /prefessionally stvled and without holes, paint,
Or SLains.

Fingemails must be kept short and clean. and no acrvlic nails are allowed in the patient care arcas for the Medical
Assisting students. Medical Coding and Billing students may wear acrvlic nails in non-patient carc/contact arcas. Nails
arc not to cxceed ¥ inch in length from the fingertip and may not centain jewels or other sharp material.
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Uniforms must be clean and laundered. Students mav choose to wear a shirt or T-shirt under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crocs may not be wern. Hats or head coverings are not allowed. For safcty purposcs and
profcssional image. anv visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces, or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered. if possible. Long hair must
be tied back duning all lab and clinical procedures.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
wamning without penalty for the first infraction. Any additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an uncxcused absence.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class thev arc taking, Any exceptions, such as

participation in ficld trips, must be madc in writing by the instructer after consultation with the campus Exccutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student abscence that results duc to a
violation of this policy in the calculation of the professional perfermance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Ll

Turdiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Muake-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace misscd class participation,
Make-up for in-class quizzes, excreiscs, or discussions due to misscd class attendance are at the sole diserction of the
dircetor of cducation.

Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time.

Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Use of the computers to aceess pornographic or solicitous websites is strictly prohibited.

Code of Conduct
Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude. and courtesy

towards instructors, staff and other students is essential. Students are expected to maintain a neat, protissional
appearance,
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The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree, it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that arc attributable in whelc or in part to ancther person, taking an examinatien for another persen, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Course Outline

Lecture/Topic

Lab Activity

Qut Classwork
Work/Assignment

(complction)

Final cxamination review
Final examination

Current divider cquation

Week 1 « Safety Voltage and its relationship | Read chapters 1.3, 24 and
« Elcctrical Carcers to cnergy and charge 4
* Basic Electrical Concepts
* Eleetrical Components Conductors and resistors
and Mcters
Week One Quiz
Week 2 « Ohm’s Law Series Circulits Read chapters 4 and §
« Serics Circutts and
Calculations Power relationship to
current and voliage
Mid-tcrm cxam review
Mid-term exam
Weck 3 « Parallel Circuits Kirchoff's Voltage Law Read chapters 6 and 7
* Scries-Parallel Circuits
(start) Open and short cireuit
characteristics of a scries
Wock Three Quiz circuit
Voltage divider cquation
Weck 4 « Scrics-Parallel Circuits Kirchott's Current law Read chapter 8 and AHA

BL.S
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Instructional Methods:

A combination of lccture. class participation. and hands-on work is uscd to facilitate leaming . Projects mav
be assigned individually or as a group. Students arc expected to engage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,
lab hours. and course projects.

Grading Criteria:

Class work/Participation 3%
Assignments/Homework 13%
Quizzcs 153%
Mid-Term Test 20%
Final Exam 35%
Total 100%
Grade Scale:
(rade Scale Range
A Excellent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting:

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed

Medical Office
Administration;

toe), and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shoces (must be closed toe). and their STC student ID badge on the roval bluc lanyvard at
the assigned site.

Students must wear their roval blue scrub sct, ¢lean sneakers er nursing shocs (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
extemship course. must wear their black scrub set. clean sneakers or nursing shoces {must be
clased tec), and their $TC student ID badge on the roval bluc lanvard at the assigned site.

Applicd Elcctronics

Technology:

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shocs. and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

Electrnical Tradcs
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Technology: Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, clased toe shocs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

All Programs:

Fingcrnatls must be kept short and ¢lean, and no acrvlic nails are allowed in the patient carc arcas for the Mcdical
Assisting students. Medical Coding and Billing students may wear acrvlic nails in non-patient carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingerup and may not contain jewels or other sharp matcrial.

Uniforms must be clean and laundered. Students may choose to wear a shirt or T-shint under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposes and
profussional image. any visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewcelry (carrings larger than a quarter, necklaces, or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered. if possible. Long hair must
be ticd back during all lab and clinical procedurcs.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an uncxcuscd abscnce.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not mecet the uniform requirement are prohibited from attending elass and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class thev arc taking, Any exceptions, such as

participation in ficld tnips. must be made in writing by the instructor after consuluation with the campus Lxceutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student abscence that results duc to a
violation of this policy in the calculation of the protfessional performance portion of the student”s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Ll

Anyv student whe attends class not dressed in the designated uniferm., as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent home, which will count as an uncxeuscd abscnec.

6. Students arc required to wear their College-provided uniforms every day, beginning on the first day of class.

7. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in
other College-sponsored activitics occurring on campus the dav and ¢vening of the date of violation,

8. Students arc required to wear their uniforms regardless of the class they are taking. Anv exceptions, such as
participation in ficld trips. must be made in wrting by the instructor after consultation with the campus Exceutive
Director/DQOE.

9. Instructors will staetly enforce the uniform policy and will include any student abscnee that results due to a
violation of this policy in the calculation of the professional performance portion of the student s course grade.

10, Abscnces duc to a vielation of the Uniform Policy may impact a student’s course grade in accordance with the
Attendance Policy published in the College™s Catalog.

Tardiness Policy
All students arc cxpected 1o arnve to class on time and prepared to leam. As classes begin promptly, arniving late to class
may causc students to miss valuable material. In-class quizzes, exerciscs, or discussions missed duc to tardy arrival
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cannot be made up. Written assignments submitted late will have a late penalty of 109% from the grade carned. If there
arc extenuating circumstances that mav affect vou, please contact me or the dircctor of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace missed class participation.,
Make-up for inclass quizzes, exereises., or discussions due to missed class attendance are at the sole discrction of the
dircetor of cducation.

Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergency anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as unexcused missed class ime.

Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Usc of the computers to access pomegraphic or selicitous websites is strictly prohibited.

Code of Conduct

Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude., and courtesy
towards instructors. staff and other students is cssential. Students are expected to maintain a neat, protissional
appearance,

The faculty cxpeets from its students a high level of responsibility and academic honesty. Because the value of an
academic degree depends upen the absolute integrity of the work done by the student for that degrec, it 1s imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishoncsty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that are attributable in whole or in part to another person. taking an cxamination for another person, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (see general catalog for details),
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Sample Course Qutline

Lecture/Tapic

Lab Activity

Qut of Classroom

prossurc
* Describe how gas responds to
changes in temperature, velume and
prossurc

» Explain the fundamcntal principles
behind the refrigeration cyvele

» Namec the three main refrigeration-
svstem interconnecting lines and the
four major components of the
compression cvele

» Identify where in the refrigeration
gvstem the refngerant is saturated.
supcrheated and subcooled

» Define refrigerant and identify the
tvpe of refrigerant by its number
designation and chemical composition
» Explain the difference bebween
compounds. zeotropes and azcotropes
refrigerants

» List the different tyvpes of refrigerant
contaminants, safuty ratings and match
refrigerants with the proper
refrigeration oil

Mid-temm Examination

will identify the refrigeration evele,
components and lings, using a real
Syvsiem

At the conclusion of the Lab the student
will have the knowledge on how to
connect and disconnect gauges and
starting to rcad

pressurcs and temperatures of
refriperants

Work/Assignment
Wecek 1 » Define and give a bricf history of Provide students with an opportunity to | Read from the
HVAC and Refrigeration turn on an &/c unit, and have a basic Refrigeration & Air
» List various types of HVACR jobs visual opporunity to cheek how the Conditioning
and cxplain what they work svstem works Technology Book the
» Lixplain the difference between Introduction. units 1.
potential and kinetic cnergy Providc students with an eppertunity 2, 8 and 9: and from
» L.ist common forms of ¢nergy and identify the basies components the Refrigerant
the units used to measure them Transition and
» Define temperature and cxplain the Recovery certification
citeet it has on a substance Program Manual for
» Discuss the unique charactenistic of HVACR Technicians
the three states of matter | to 84,
» Namge the physical and thermal
propertics of matter
* L.ist cammon forms of ¢nergy and
the units used to measure them
» Lixplain the difference between
weight and mass
Weck 2 » Explain how manemcters measure At the conclusion of the Lab the student | Read from the

Retfngeration & Air
Conditioning
Technology Book the
Introduction. units 3.
43 and 46: and from
the Refrigerant
Transition and
Recovery certification
Program Manual for
HVACR Technicians
83 to 92.
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Week 3 » Explain the relationship between At the conclusion of the Lab the student | Read from the
atmosphenc pressure, gauge pressure | will have the knowledge on how to Retfngeration & Air
and absolutc pressurc perform a vacuum to a scal refrigeration | Conditioning
» Convert atmospherie. absolute, system Technology Book the
gauge and vacuum pressurc to Introduction. units 1.
diffcrent scales At the conclusion of the Lab the student | 4. 8 and 46: and from
» Define head prossure and tell how it | will have the knowledge how to work, the Refrigerant
1s uscd remove and change a shredder valve Transition and
» Explain the operation of gauge Recoveny certification
manifold and desenbe the different Program Manual for
tvpes of refrigeration scrvice HVACR Technicians
» Explain how to properly install and 93 to 128,
remove a gauge manifold sct on
schrader valves
» Describe how to gain access to
gvstems without service valves
* Dcmonstrate ho to obtain and rcad a
refrigerant MSDS, and apply first aid
in case of an accident
» Explain the refrigerant safety rating
gvstem
» List the safety hazards assoctated
with handling refrigerants

Weck 4 » Explain the different tvpes of At the conclusion of the Lab the student | Read from the

mctheds on how to detects diffcrent
tvpes of leaks

» Discuss the difference and charging
procedure of liquid and vapor charging
» Lixplain the operation of gauge
manifold and describe the different
tvpes of refrigeration service

Final Examination

will have the knowledge on how to
recover refrigerant to a pressurize tank

At the conclusion of the Lab the student
will have the opportunity to make their
first troubleshooting

Refrigeration & Aur
Conditioning
Technology Book the
Introduction, units ¥,
10 and 47: and from
the Refrigerant
Transition and
Recovery certification
Program Manual for
HVACR Technicians
125 to 142,

This course vutline is subject 1o change ai the discretion of the Instructor
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Learning Resources:
You will be required to use the library for some assignments. Details on these assignments will be distributed by vour
instructor at the beginning of the course,

Instructional Methods:

A combination of lecture, class participation, and hands-on work is uscd to facilitate learning. Projects may
be assigned individually or as a group. Students arc expected to cngage in a minimum of 2 hours of homework
per week for cven hour of classroom instruction. Homework includes. but 1s not limited to course readings.
lab hours, and course projects.

Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Mid-Term Test 20%
Final Exam 33%
Total 100%
Grade Scale:
Grade Scale Range
A Excellent Q0-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting:

Students must wear their roval blue scrub sct, ¢lean sneakers er nursing shocs (must be closed

Medical Office
Admuinistration:

toe), and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shocs (must be closed toc), and their STC student ID badge on the roval blue lanvard at
the assigned site.

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
externship course. must wear their black scrub set. clean sncakers or nursing shoces (must be
closed toc). and their STC student D badge on the roval blue lanvard at the assigned site.

Applicd Elcctronics

Technology:
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Jeans, dress pants or knee-length skirts, closed toe shocs, and their STC student 1D badge on the
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roval blue lanvard. Jcans must be conscrvatively /prefessionally stvled and without holces, paint,
or stains,

Elcctrical Tradcs

Technology: Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval bluc lanvard. Jcans must be conservatively /professionally stvled and without holes, paint,
Or SlaIng.

All Programs:

Fingemails must be kept short and ¢lean. and no acrvlic nails are allowed in the patient carc arcas for the Medical
Assisting students, Medical Coding and Billing students may wear acrvlic nails in ngn-paticnt carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingenip and max not contain jewels or other sharp materal

Uniforms must be clean and laundered. Students mav choose to wear a shirt or T-shirt under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposcs and
profcssional image. anv visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered, if possible. Long hair must
be tied back duning all lab and clinical procedures.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Any additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an unexcused absence.

. Students arc required to wear their College-provided uniforms cvery dav, beginning on the first day of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in
other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

3. Students arc required to wear their uniforms regardless of the class they are taking. Anv exceptions, such as
participation in ficld trips. must be madc in writing by the instructer after consultation with the campus Exccutive
Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student absence that results duc to a
violation of this policy in the calculation of the professional performance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impact a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Turdiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Muake-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace misscd class participation,
Make-up for in-class quizzes, excreiscs, or discussions due to misscd class attendance are at the sole diserction of the
dircetor of education.

Classroom Policy
The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the

3

Svitabus- FLACT70



instructor immediately. The use of phoncs or other electronic devices in class, which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as uncxeuscd missed class tme.

Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Use of the computers to access pernographic or selicitous websites is strictly prohibited.

Code of Conduct

Students are expected to respeet the rules and regulations of the College. Proftssional behavior, attitude, and courtesy
towards instructors. staff and other students is cssential. Students are expected to maintain a neat, protissional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree, it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline. Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or matcnals
that arc attributable in wholc or in part to ancther person, taking an examinatien for another person, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Sample Course Qutline

Lecture/Topic

Lab Activity

Out of Classroom
Work/Assignment

Week 1

* Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem starting with
the compressor

* Demonstrate an understanding of

the 3 Dufferent compressor types by

design and function

« The Function of the Compressor
» Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem focusing on
Condcnsers

* Demonstrate an understanding of
the different Condenscr types by
design and function

* Demonstrate an understanding of
the different Evaporators tvpes by
design and function

* Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem focusing on
Metenng Devices

« Demonstrate an understanding of
the different tvpes of Meterning
Devices by design and function

Students will properly perform
the gauge manifold installation
and remeval procedure from
an opurating system.

Students will properly conncect
a refrigerant recovery machine
and preparc it for refrigerant
removal,

Hands-on Quiz

Read from the
Refrigeration & Air
Conditioning Technology
Book the Introduction. unit
21.22.23 and 24.

Week 2

* Demonstrate a familianty with
ARI standards and proper
troubleshooting techniques

« Using An Standard work sheets
properly calculate svstem
performance.

* Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem

» Demonstrate a familiarity with
ARI standards and proper
troubleshooting techniques

* Demonstrate an understanding,
comparison, and contrast diffcrent
charging methods

« Demonstrate charging procedurcs
using superheat or sub cooling
method of charging

Mid-termm Exam

Students will properly perform
the gauge manifold installation
and remeval procedure from
an opurating system.

Students will properly conneet
a refrigerant recovery machine
and prepare it for refrigerant
removal.

Students will recover
refrigerant and cvacuate the
gvstem.

Students will usc a vacuum
pump toe cvacuate the svstem.

Read from the
Refrigeration & Air
Conditioning Technology
Book the Introduction. unit
10, 40, 41,
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Week 3 » Demonstrate a working Students will properly perform | Read frem the
knowledge of basic HVAC and the gauge manifold installation | Refrigeration & Aar
refrigeration svstem focusing on and removal procedure from Conditioning Technology
Modulating Mectering Devices an operating svstem. Book the [ntroductien, unit
* Demonstrate proper procedurcs 10,12, 14, 15 and 41
for installing thermo  bulb and Students will the system
setting sub-cooling on a TXV pump-dow n procedure and
Svstem remove a TXV tvpe metering
« Demonstrate ability to identify device.
various components and whether
they are goed or bad through proper | Students will recover
testing Methods refrigerant and cvacuate the
* ldentify the clectrical system svstem.
componcnts and their function
« Testing procedures to identify ifa | Students will charge svstem by
component is good or bad superheat or sub-cooling
« Usage of a Digital Multi-Mcterto | according to manufacturer
determine the resistance, voltage Specs.
and ampcerage of clectrical
components
* Explain how to rcad the Low-Side
and High-Side Gauge Readings

Week 4 « Demonstrate ability to wire units Students will trace and follow | Read from the Eleetricity
using advanced wire schematies advanced wiring schematic. for Refrigeration and Air
« Ability to accurately follow and Conditioning Technician
trace wiring schematics The students will highlight the | book Chapter 5. 6
* Demonstrate knewledge on how terminal conncetions from
to trace and follow advanced wiring | point to point while physically
schematic. wiring cireuits.

Final Exam

This course outline iy subject to change af the discretion of the ISfructor.
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Instructional Mcthods:

A combination of lecture. class participation, and hands-on work 15 uscd to facilitate lecaming. Projects may
be assigned individually or as a group. Students arc expected to engage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,
lab hours, and course projects.

Grading Criteria:

Class work/Participation 3%
Assignments/Homewaork 3%
Quizzcs 15%
Final Presentation 20%
Final Exam 35%
Total 100%0
Grade Scale:
(rade Scale Range
A Excollent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting: Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed

Medical Office
Administration;

toe), and their STC student 1D badee on the roval bluc lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shoes (must be closed toe). and their STC student D badge on the roval bluc lanyard at
the assigned site.

Students must wear their roval blue scrub sct, ¢lean sneakers er nursing shocs (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
externship course. must wear their black scrub set. clean sncakers or nursing shoces (must be
clased tec). and their $TC student 1D badge on the roval bluc lanvard at the assigned site.

Applicd Elcctronics

Technology:

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

Electrnical Tradcs
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Technology: Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, closed toe shocs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styled and without holes, paint,
or stains,

All Programs:

Fingcrnatls must be kept short and ¢lean, and no acrvlic nails are allowed in the patient carc arcas for the Mcdical
Assisting students. Medical Coding and Billing students may wear acryvlic nails in non-patient carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingenip and max not contain jewels or other sharp materal

Uniforms must be clean and laundered. Students may choose to wear a shirt or T-shint under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposcs and
profussional image. any visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should b covered. if possible. Long hair must
be tied back during all lab and clinical procedurcs.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an unexcused absence.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not mecet the uniform requirement are prohibited from attending elass and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class they are taking. Any cxceptions, such as

participation in ficld tnips. must be made in wrting by the instructor after consultation with the campus Exceutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student absence that results duc to a
violation of this policy in the calculation of the professional performance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impact a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Ll

Tardiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Written assignments submitted late will have a late penalty of 109% from the grade carned. If there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace missed class participation.
Make-up for inclass quizzes, exereises., or discussions due to missed class attendance are at the sole discrction of the
dircetor of cducation.

Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergency anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately. The use of phones or other clectronic devices in class. which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as unexcused missed class ume.
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Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Use of the computers to aceess pornographic or solicitous websites is strictly prohibited.

Code of Conduct

Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude., and courtesy
towards instructors, staff and other students is cssential. Students are expected to maintain a neat. professional
appcarance.

The faculty cxpeets from its students a high level of responsibility and academic honesty. Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree. it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishonesty includes but is net limited to cheating, plagiarism, collusion, the submission for credit of any werk or materials
that arc attributable in whole or in part to another person. taking an cxamination for another person. any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagianism. especially from the web, from portions of papers for other classes. and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (see general catalog for details),
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Sample Course Qutline

Topic/Activity Lab Out of Classroom Work |
Week 1 Course Introduction Troubleshooting Heat Unit 43, 44
Heat Pumps Pumps
Geothermal Applications Complcte Work Order
HVAC Evaporators and problems
Quiz Condenscrs
Week 2 Centrifugal Pumps Troubleshooting Botlers Unit 33, 48
Hxdronic Heating Systems | Running Units
Boiler Refrigerant demonstration
Chillers Disasscmbly and
replacement on demo units
Mid-term Exam Review
Mid-term Exam
Week 3 Introduction to Gas Procedures on natural gas. Unit 27.28 31
Fumacces [.P, propanc gascs.
(as Fumace operation &
Conversion from Gas fired air handler
Natural to L.P
(ras Fumace Controls Complete service tickets
Introduction to
Troubleshooting Gas Revicw of Svstems
Fumaces Opcrations
Hands-on Quiz
Week 4 Troubleshooting Lab: Split | Scrvice ticket using actual Unit 27.28.29.43
Svstem Hoeat service calls as cxamples
Pumps, and Air
Conditioners: Package Installation of clectric heat
Svstem Heat Pumps: Gas
fumaccs: Elcctric Strip
Heat: and Zone Control Hands-on quiz:
Svstems. Troubleshooting heat
Svstems
Review for Final
Final Examination

This conrse outline is subject to change i the discretion of the Instrnctar
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Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Mid-Term Test 20%
Final Exam 33%
Total 100%
Grade Scale:
Grade Scale Range
A Excellent Q0-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting:

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed

Medical Office
Admuinistration:

toe), and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shoes (must be closed toe). and their STC student ID badge on the roval bluc lanyard at
the assigned site.

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
externship course. must wear their black scrub set. clean sncakers or nursing shoces (must be
clased tec), and their $TC student ID badge on the roval bluc lanvard at the assigned site.

Applicd Elcctronics

Technology:

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, closed toe shocs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

Electrnical Tradcs

Technology:
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Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans. dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styled and without holes, paint,
or stains.



All Programs:

Fingemails must be kept short and ¢lean. and no acrvlic nails are allowed in the patient carc arcas for the Medical
Assisting students, Medical Coding and Billing students may wear acrvlic nails in non-paticnt carc/contact arcas. Nails
arc not to cxceed ¥ inch in length from the fingertip and may not contain jewcls or other sharp material.

Uniforms must be clean and laundered. Students mav choose to wear a shirt or T-shirt under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the serub top. Croes may not be wom. Hats or head coverings are not allowed. For safety purposes and
profcssional image. anv visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny (carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered, if possible. Long hair must
be tied back duning all lab and clinical procedures.

Anyv student whe attends class not dressed in the designated uniferm., as outlined in the policy, will receive a verbal
wamning without penalty for the first infraction. Any additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an uncxcused absence.

. Students arc required to wear their College-provided uniforms cvery dav, beginning on the first dayv of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in

other College-sponsored activitics occurring on campus the dav and ¢vening of the date of violation,

Students are required to wear their uniforms regardless of the class they are taking. Anyv exceptions. such as

participation in ficld trips, must be madc in writing by the instructor after consultation with the campus Exccutive

Director/DOE.

4. Instructors will strictly enforee the uniform policy and will include any student abscnec that results due to a
violation of this policy in the calculation of the prefessional performance pertion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Policy published in the College™s Catalog.

fad

Turdiness Policy

All students arc cxpected 1o arnve to class on time and prepared to leam. As classes begin promptly, arniving late to class
may causc students to miss valuable material. In-class quizzes, exerciscs, or discussions missed duc to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace missed class participation.,
Make-up for inclass quizzes, cxercisces, or discussions duc to missed class attendance arc at the sole discretion of the
dircctor of cducation.

Classroom Policy

The use of cell phones and pagers in the elassroom is strictly prohibited. Texting is not allowed in the classroom. 1f an
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction. may result in a student being asked to leave class. 1f a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time,

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Usc of the computers to access pomographic or solicitous websites is strictly prohibited.
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Code of Conduct

Students are expected to respeet the rules and regulations of the College. Proftssional behavior, attitude, and courtesy
towards instructors, staft and other students is cssential, Students are expected to maintain a ncat, professional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integnty of the work done by the student for that degree. it 1s imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, any student who commits an act of academic dishonesty 15 subject to diseipline. Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that arc attributable in wholc or in part to ancther person, taking an examinatien for another persen, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Course Outline

Lecture/Topic

Lab Activity

QOut of Classroom
Wark/Assignment

Week 1

« Explain the relationship
between dov-bulb, wit-bulb
and dew-point temperaturcs
* Explain the differences
between statie pressure and
velocity pressurc,
calculating cfm velocity
and arca

* Desceribe methods of
recovenng refrigerant,
including active and
passive methods

* Discuss EPA regulations
as they relate to refrigerants
« Identify a DOT-approved
recovery cvlinder

« Describe ozone depletion
and global warming

* Discuss how CF(Cs
deplete the carth's ozone
layer

* Differentiate between
CFCs, HCFCs, and HCs
Retfngerants

Plot points on the
psychometric chart. explain
the relationship discuss the
factor affécting human
comfort and ways the

body dissipates heat

Lab with different scenarios
to get drv-bulb and wet-
bulb temperatures

Rcad units 9. 35 and 37

Begin to work with pre-
assigned teams on oral
presentition

Wecek 2

« Define the meaning of
indoor air quality and our
role as it relates to this arca
« Identifyv various
pollutants. pollutants
pathwavs and scveral tools
and instruments to help
mcasure and cvaluate [AQ
» Explain appropriatc
strategics 1o prevent,
control and resolve 1AQ
problems

» List the types of air filters
and alr contaminants

» Explain the comfort
conditions including
velocity and terminology

* Discuss the importance of
designing the air-flow
distmbution, and controlling
casing noise

* Distinguish between
infiltration, cxfiltration,

HVAC laboratory TAQ, Air
flow and dechumidification

Lab with different scenarios
with air movement
velocitics and how
temperature and humidity
change with different air
Movements

Hands-on Mid-Term cxam

Rcad from the Refrigeration
& Air Conditoning
Technology Book the
Introduction, units 34 and
35

Work with pre-assigned
tcams on eral presentation
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ventilation, exhaust and the
factors that affcct building
PIessure

« Discuss the important of
outdoor makecup air,
negative air pressurization,
and appropriatc alr pressurc
* Explain the physical
charactenistics. connections
and design consideration

Week 3

« Explain the difference
between residential
ductwork installation and
commercial

« Explain how to join, scal
and construct a duct svstem
* Describe how smoke
detector and fire stat are
used as safety devices ina
duct svstem

« List thc most common
duct design methods and
guidelines used in the ficld
« Explain the differcnce
between design friction loss
ratc and the actual static
pressure loss through a duct
* List the entena for
sclecting grilles or registers,
duct calculators to look up
the duct size. air veloeity
and friction ratc

« List thc metheds and
cxplain the purpose of zone
control svstems and cxcess
airtlow control

* Explain the purpose of
variablc air volume control
svstems and describe the
opueration of a basic zonc
control svstem

« Explain the difference
between a basic zone
control svstem, a
communicating zong
control svstem and
componcnts

Duct Design & Zoning

Read from the Refrigeration
& Air Conditioning
Technology Book the
Introduction. units 37 and
38

Work with pre-assigned
tcams on oral lJI'CSCI‘l[EI.[iOI‘l
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Week 4

« Explain the differcnce
between heat loss. sensible
heat gain, latent heat gain
and the importance of heat
load calculation

* Explain how the building
matcrials, zoncs, oricntation
and type of system have an
impact on the total load

* Discuss the cffect of the
conditioned spaces and
unconditioned spaces

Final Exam

Oral Report

HVAC laboratory TAQ, Air
floww and dchumidification

Rcad from the Refrigeration
& Air Conditioning
Technology Book the
Introduction, units 39

Work with pre-assigned
teams on oral presentation

This conrse outline is subject 10 change af the discretion of the Instructor
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Supplemental Course Materials:

This coursc requires the use of a removable data storage device (1.c.. floppy disk. USB flash drive, or 11s cquivalent).
Audio-visual aids, handouts, and other resources may be utilized.

Learning Resources:

You will be required to use the library for some assignments. Details on these assignments will be distributed by vour
instructor at the beginning of the course.

Instructional Methods:

A combination of lecture, class participation, and hands-on work is uscd to facilitate learning. Projects may
be assigned individually or as a group. Students are cxpected to cngage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,

lab hours, and course projects.

Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Mid-Term Test 20%
Final Exam 33%
Total 100%
Grade Scale:
Grade Scale Range
A Excellent Q0-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.
Course Policies

Tardiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Written assignments submitted late will have a late penalty of 109 from the grade carned. If there
arc cxtenuating circumstances that may affect vou, please contact me or the dircetor of education.

Muake-up Policy

Class attendance and participation are required. Make-up of missed classes cannot replace missed class participation.
Make-up for in-class quizzes, excreiscs, or discussions due to misscd class attendance are at the sole diserction of the
dircetor of cducation.
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Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergeney anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately, The usc of phones or other ¢lectronic devices in ¢lass, which arc not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances 1t will be counted as unexcused missed class ume.

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Use of the computers to access pernographic or selicitous websites is strictly prohibited.

Code of Conduct

Students are expected to respeet the rules and regulations of the College. Professional behavior, attitude . and courtesy
towards instructors, staff and other students is cssential. Students are expected to maintain a ncat, professional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the valuc of an
acadcmic degree depends upon the absolute integrity of the work done by the student for that degrec., it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline. Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or matcnals
that arc attributable in wholc or in part to ancther person, taking an examination for another persen, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Sample Course Qutline

Lecture/Tapic

Lab Activity

QOut of Classroom
Work/Assignment

Desenibe lee Makers

Explain ¢lectrical scquence and water
flow of icc maker

Review service diagnestic chart and
dcvelop troubleshooting skills

Final examination

Demonstrate service and
troubleshooting ice Makers

Use actual scrvice calls to
troubleshoot commercial icc
makors.

Week 1 Class origntation Practice basic refrigeration Lmt2l. 27
Identify different mechanical refrigeration system start-up. loak test.
svstems cvacuation, and recharge.
Review Vapor Compression Cyele
Describe the operation of different tvpes Compressor running test in
of metering dovices : the system applyving the
" diagnostic chart for
commercial refrigeration
Week 2 Explain the Mollicr Diagram Practicc basic refrigeration (it 29
Understand the operation of R/1 cooler, s‘-\l_su‘:m :_;Lan:ulzi. lbal}( [CS_L“
freczer, and Walk in cooler/freczcr cvacuation. and recharge.
Explain clectrical systems
Identify diffcrent methods of temperature
control in low temperature applications
Mid-term exam
. o < s . . - . nit 2¢
Weck 3 Understand different methods of defrost Practice basic refngeration Lnit 29
svstem svstem start-up, leak test,
cvacuation, and recharpe
Practice the electrical
scquence of Reach in cooler
and freezer
Practice the clectrical
scquence of Walk in cooler
and freceer
Week 4 Unit 27

This course outline s subject to change at the discretion of the Instructor
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Instructional Methods:

A combination of lecture. class participation, and hands-on work 15 uscd to facilitate lecaming. Projeets may
be assigned individually or as a group. Students arc expected to engage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,
lab hours. and course projects.

Grading Criteria:

Class work/Participation 3%
Assignments/Homework 13%
Quizzcs 153%
Mid-Term Test 20%
Final Exam 35%
Total 100%
Grade Scale:
(rade Scale Range
A Excellent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,
Course Policies

Turdiness Policy

All students arc cxpected 1o arnve to class on time and prepared to leam. As classes begin promptly, arniving late to class
may causc students to miss valuable material. In-class quizzes, exerciscs, or discussions missed duc to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc cxtenuating circumstances that may affect vou, please contact me or the director of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace misscd class participation,
Makc-up for in-class quizzes, cxcreiscs, or discussions duc to missed class attendance arc at the sele discretion of the
dircctor of cducation.

Classroom Policy

The use of cull phones and pagers in the classroom is strictly prohibited. Tuexting is not allowed in the classroom. [fan
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction. may result in a student being asked to leave class. 1f a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time.

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Use of the computers to aceess pomographic or solicitous websites is strictly prohibited.
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Code of Conduct

Students are expected to respeet the rules and regulations of the College. Proftssional behavior, attitude, and courtesy
towards instructors, staft and other students is cssential, Students are expected to maintain a ncat, professional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree. it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty. any student who commits an act of academic dishonesty 15 subjeet to diseipline. Academic
dishonesty includes but is not limited to cheating. plagtarism. collusion. the submission for credit of any work or matcnals
that arc attributable in wholc or in part to ancther person, taking an examinatien for another persen, any act designed te
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Sample Course Qutline

Control Stratcgics
a. Commercial Air
Conditioning Equipment
Opcration & Diagnostic
Effective Facility Control
a. Commerecial Rooftop
Equipment

operating conditions for
commercial refrigeration using
actual service calls.

Lecture/Topic Lab Activity Out of Classroom
Worl/Assignment
Commercial A/C Equipment :
Week 1 Refrigeration Theory Operation & Diagnostic Pre-test Unit 21, 47
a. Air Conditioning
Components Temperature and Pressure Basics
b. Fundamentals of Worksheets
Refrigeration
Facilities Management: Heat,
Temperature & Pressure Basics
a. The Rolc of HYAC Systems
in Facility Management
Human Comfort
HVAC Sysicm Tvpes
a. Commercial A/C Equipment
Operation & Diagnostic
Hcating & Components
Week 2 Heat Exchange ' Cooling Systems & Worksheets Unit 47, 48
Heat Recovery Equipment
Week 3 Refljigeration Equipment Cvcle Corr_lmercial Air C_onditioning Unit 22, 47, 48
Equipment Equipment Operation &
a. Basic Refrigeration Cveles Diagnostic Cooling Componcnts
& Introduction to A/C Films
Test
Air Cleaning Equipmcnt
Air Moving Equipment
a. Commercial Air
Conditioning Equipment
Operation & Diagnostic
Economizer
Humidificrs
Week 4 Control Systcms Troubleshooting and typical Unit 49, 50
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This conrse outline is subject 10 change af the discretion of the Instructor

Svitabus- [LAC250






Learning Resources:
You will be required to use the library for some assignments. Details on these assignments will be distributed by vour
instructor at the beginning of the course,

Instructional Methods:

A combination of methods will be used including lecture, hands-on applications. instructor gencrated cxercises. periodie
tests, final examinations, projects and homework. Students will complete assigned lab projects in a supervised laboratory
sctting . Students are cncouraged to scck instructor assistance. as needed. Students are expected to cngage in a minimum
of 2 hours of homework per week for eveny hour of classroom instruction. Homework includes. but is not limited to
course rcadings, lab hours, and course projccts.

Grading Criteria:

Class work/Participation 13%
Assignments/Homework 3%
Quizzes 3%
Final Presentation 20%
Final Exam 33%
Total 100%

Grade Scale:

Grade Scale Range

A Exccllent 93-100

B Above 80-89

C Average 70-79

D Passing 60-69

F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.
Course Policies

Uniform Policy

Students attending STC arc required te wear their designated program uniform and conform te the following dress code:

Medical Assisting: Students must wear their roval blue scrub set, clean sncakers or nursing shocs (must be closed
toc). and their STC student [D badge on the roval blue lanvard.
Students completing their extemship course, must wear their black serub set, clean sneakers or
nursing shocs (must be closed toe), and their STC student [D badge on the roval blue lanvard at
the assigned site.

Medical Office

Administration: Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed
to), and their STC student 1D badge on the roval bluc lanvard. Students completing their
cxternship course, must wear their black scrub sct, clean sncakers or nursing shecs (must be
closed toc). and their STC student [D badge on the roval blue lanvard at the assigned site.

Applicd Electronics
Technology: Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
jeans. dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
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roval blug lanvard. Jcans must be conservatively /prefessionally stvled and without holes, paint,
or stains.

Electrical Tradcs

Technology: Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, clesed toc shecs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
or slains.

Welding

Technology: Students must wear the navy blue STC polo shirnt (appropriately sized and tucked in at the waist).
long jeans. closed toe shoes with leather top. and their STC student [D badge on the roval blue
lanvard. Jcans must be conscrvatively /professionally stvled and without heles, paint, or
staing. Heavy denim jeans arc highly recommended.

Students working in the lab must wear their Welding jacket. closed toc shoes with leather top,
safoty classes. and helmet. Their STC student [D badge on the roval blue lanvard must be wom
under the jacket.

All Programs:
Fingcrnatls must be kept short and ¢lean, and no acrvlic nails are allowed in the patient carc arcas for the Mcdical

Assisting students, Mcedical Coding and Billing students may wear acrvlic nails in non-paticnt carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingenip and max not contain jewels or other sharp materal

Uniforms must be clean and laundered. Students may choose to wear a shirt or T-shint under their serub top. The
undershirt does not need to be tucked in. However, the undershirt must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposes and
profussional image. any visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered. if possible. Long hair must
be tied back duning all lab and clinical procedures.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an unexcused absence.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class thev arc taking, Any exceptions, such as

participation in ficld tnips. must be made in wrting by the instructor after consultation with the campus Exceutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student abscence that results duc to a
violation of this policy in the calculation of the professional performance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Policy published in the Collese’s Catalog,

Ll

Turdiness Policy
All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs, or discussions missed duce to wardy arnval
cannot be made up. Written assignments submitted late will have a late penalty of 109 from the grade carned. If there
arc extenuating circumstances that may affect vou, please contact me, vour tcam lecadcr, or the directer of education,

3
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Make-up Policy

Class attendance and participation are required. Make-up of missed classes cannot replace missed class participation.
Makc-up for in-class quizzes, cxcreiscs, or discussions duc to missed class attendance arc at the sele discretion of the
dircetor of cducation.

Classroom Policy

The use of cull phones and pagers in the classroom is strictly prohibited. Tuexting is not allowed in the classroom. [fan
cmergency anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately, The usc of phones or other ¢lectronic devices in ¢lass, which arc not being used for classroom
instruction. may result in a student being asked to leave class. 1f a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time.

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Use of the computers to access pernographic or selicitous websites is strictly prohibited.

Code of Conduct

Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude., and courtesy
towards instructors, staff and other students is cssential. Students are expected to maintain a neat. professional
appearance,

The faculty cxpeets from its students a high level of responsibility and academic honesty. Because the value of an
acadcmic degree depends upon the absolute integrity of the work done by the student for that degrec., it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that arc attributable in whole or in part to another person. taking an cxamination for another person. any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagianism. especially from the web, from portions of papers for other classes. and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (see general catalog for details),
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Suggested Course Qutline:

Class Activity Activity Homework
Week 1 | Discussion and Lecture Chapter 1.2
s [Dcliver auto-biography
o Sclf-Assessment and Your Future o Complete Conneel onling Complete Chapter
o Exploring and Netwoerking within aclivitics Questions
vour ficld
Beein 1o develop drafi resume Rescarch specialized
certifications or jobs within
vour ficld of study.
Week 2 | Discussion and Lecture Chapter 3 4
o Individualized appointments
*  Your Resume with Carcer Services Complete Critical Thinking
o  (Cover Letters and Applications o Complete Conncet activitics Qucstions
for job scarch
Mid-term FExam Review »  Social Mcdia Networking Complete End-of-Chapter
Mid-term Exam Questions
Complete resume and cover
letter
Week 3 | Discussion and Lecture Chapter 3.6
«  Mock interyvicws
s Preparing for the Interview = Dross for Succoss Complete Critical Thinking
o Thec Interview o Qucest Speaker Questions
Work on Group
Assignment
Week 4 | Discussion and Lecture » Following Up Read Chapters 7.8
s Job Sceking Skills » Job Succcss Stratcgies
» (Curtification Requircments .
Final Prosentations
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Catalog Addendum

Heating, Air Conditioning and Refrigeration Technology

Diploma

48 Quarter Credits/40 weeks

Fort Myers, Tampa

The 40 week diploma program in HVAC is designed to prepare students for entry-level
employment as HVAC technicians by providing students with a foundation of knowledge and
technically ortented experiences in the application of relevant technology systems. The HVAC
program curriculum includes learning experience intended to prepare a successtul graduate to
install and service residential and light commercial air conditioning. heating and refrigeration

systems,
Course Number Required Courses Quarter Credits
CONI01 Introduction to Building Construction 6
EITL1I3 Basic Electricity and Electronics 4.5
EIT250 Motors and Controls 4.5
HACI50 Air Conditioning and Retrigeration Theory 4.5
HACI70 Air Conditioning 4.5
HAC200 Applicd Heating 4.5
HAC230 HVAC System Design 4.5
HAC240 Commercial Refrigeration 45
HAC250 Commereial Air Conditioning 4.5
SLS1I0 Carcer Preparation 6
Total Credits 48

NOTE: The College makes no representation, promise. ar guaraniee that completion of this program
either assures eigibiliny for or passage of any certification vxamination, acceptance by any state board,
or that this pragram is intended (o prepare gradiates for emplovment in any siale ather than Florida.
Praspective and current stidents, as well ay graduates. are vesponsible for researching and
understanding all examination, registration, or licensure requirements in any state in which they seek o
hecome registered. licensed, or emploved

Course Descriptions

CONI101 Introduction to Building Construction 6 credit hours

This coursc provides a study ef Encrgy Efficient Building Construction and OSHA regulations. This
coursc also includes an introduction to bluepnnt reading and the proper use of architectural and
cngincering svmbols, relationship of views, and construction measurements. The student will learn basic
construction mathematics and principles. Pre-requisite: None

EIT115 Basic Electricity and Electronics 4.5 credit hours
Electrical principles and applications arc introduced.  Topics inelude clectrical parameters and units,
dircet and alternating current, serics and parallcl cireuits, resistance. capacitance. inductance, magnetism,
and cquivalent circuits. Lab included. Pre-requisites: None

EIT250 Motors and Controls 4.5 credit hours
This course 1s intended to assist the student to learn how AC motors operate and how to install them, The
course will give the student an understanding of how motor controls arc designed and installed to provide















Faculty will be hired upon program approval.
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Impact to New Program Approval Turn-Around Timeline

Impact to New Program Application and Required Documentation
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This program will not be offered via distance education.
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** The total mumber of contact howrs is one standard deviation below the average contact howrs for programs
within this scope, Of the ten conrses designed for this program, eight include a lab component. Each course
addresses the needs of current employment needs, including the desired comtact lours to qualify for workforce

develapmient funding.
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current STC faculty.

Systems from Kennedy Western University. Subsequent modifications were nade in consultation with

b) will supcrvisc the new program

experience and credentials will be hired.

The prograin will be supervised by the campus Director of Education, Ms. Amanda Ross. Ms. Ross has
over ten vears of expenence in the field of higher education mnging from teaching to administering
acadennc departments. She holds a BA in Archaeology and a Master of Ants in Education and Human
Developiment. Upon inception of the program. a lead instructor, with specialized HVAC professional

CAMPUS READINESS

22, What resources are needed and available to offer the proposed program at full operation at the campus

submitling this new program application?

All courses in the proposed program are new lo this campus. There are somc existing physical resources
available, such as classrooms, computer Iab. iclephones, desks, chairs. and MS Oflice Sofiwarc. Additional
physical resources. such as various clectronic devices; HVAC, refrigeration, and duct system trainer units;
refrigeration charging cquipment; Freon recovery station: and leaschold improvements are needed 1o offer
the proposcd program at [ull operation at this campus. |

a) List the exisling and new courses needed to implement the program:

Existing Courses (at this campus

New Courses (at this campus)

CON101 Introduction to Building Construgtion |

EIT115 Basic Electricity & Electronics

EIT250 Motors and Controls

HAC150 Air Conditioning and Refrigeration Theory |

HAC170 Air Conditioning

HAC200 Applied Heating

HAC230 HVAC System Design |

HAC240 Commercial Refrigeration

HAC250 Commercial Air Conditioning |

SLS110 Career Preparation |

b) List the existing and new physical resources needed (e.g., classooms, libraries, institutional resources and

cquipmeni, and clinical silcs):

Existing Physical Resources (at this campus

New Physical Resources {at this campus

iClassrooms

Computer Lab
Tclephones

Desks and Chairs
Microselt Oflice Soltwaic

Various clectronic devices

HVAC. relrigeration. and duct system trainet unils
Relrigeration charging cquipment

Freon recovery slation

Leaschold improvements
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Answer the following questions to determine whether or not the program is out-of-scope
MEW COURSE WORK EVALUATION
1. Enter the total number of courses in the area of concentration for the new program of study (DO NOT §
10 general education and non-core coursework)
2. Enter the total number of the courses within the area of concentration currently offered within the insti
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ANSWER Q. #5.A. ONLY IF Q. #5. Is NO.
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COMMISSION FOR INDEPENDENT EDUCATION

ANNUAL LICENSE

This is to certify that
Southern Technical College
3910 Riga Boulevard
Tampa, Florida 33619

Is hereby licensed to offer postsecondary program(s) of instruction

Under the provisions of Chapter 1005, Florida Statutes and Chapter 6E, Florida Administrative Code for the period beginning;

12/29/2015

executive Director License Number Commission Chairpersen

This license is non-transferable, non-assumable, and shall be rendered null and void upon any change in ownership of the licensee.
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FINANCIAL — Explain the impaci the expansion in scope will rave financially on this campus, Include in the
plan the impact on the curvent budget (if the expansion in scope is to be implemented during the campus ' current
Jizcal vear) and'or futire budeeis. If applicable, include projeciions associated with facility requirements, library,
instructional resources and fechnology requirements.
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RESOURCES - [Explain the impact on resources expected with the expansion of scape. If applicable, inclide a
fimeding for ordering instructional resourees or additional lechnology equipment. I applicable, include refevam
timelines for initiating additional classroom space, campus additions or possible expansion of current facilities. {f
applicable, include plans for additional community resonrce reguirements and the possible impact on current
staff work loads, including the faculty to student ratio. If applicable, include the implementation or expansion of
advisory board activity.
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ACADEMIC - Explain the impact the expansion in scope will have academically. I applicable, Include a
timeline for hiring additional faculty, staffl admission representatives, and externship or internship coordinators,
If applicable, inclide any programmatic or specialized acereditation requirements and approval timelines.
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Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Final Presentation 20%
Final Exam 33%
Total 100%
Grade Scale:
(rade Scale Range
A Excellent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,

Course Policies

Students attending STC arc required te wear their designated program uniform and conform te the following dress code:

Medical Assisting:

Medical Billing and
Ceding;

Applied Electronics
Technology:

Elcctrical Trades
Technology:

All Programs:

Students must wear their roval blue scrub set. clean sneakers or nursing shoces (must be closed
toc). and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black serub set, clean sneakers or
nursing shoes (must be closed toe), and their STC student D badge on the roval bluc lanyvard at
the assigned site.

Students must wear their roval blue scrub sct, clean sneakers er nursing shocs (must be closed
to), and their STC student 1D badge on the roval blue lanvard. Students completing their
extemship course. must wear their black scrub set. clean sneakers or nursing shoces {must be
clased tec). and their $TC student 1D badge on the roval bluc lanvard at the assigned site.

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval blug lanvard. Jcans must be conservatively /prefessionally stvled and without holes, paint,
Or stains,

Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes. and their STC student 1D badge on the
roval blug lanvard. Jcans must be conscervatively /prefessionally stvled and without holes, paint,
Or SLains.

Fingemails must be kept short and clean. and no acrvlic nails are allowed in the patient care arcas for the Medical
Assisting students. Medical Coding and Billing students may wear acrvlic nails in non-patient carc/contact arcas. Nails
arc not to cxceed ¥ inch in length from the fingertip and may not centain jewels or other sharp material.
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Uniforms must be clean and laundered. Students mav choose to wear a shirt or T-shirt under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crocs may not be wern. Hats or head coverings are not allowed. For safcty purposcs and
profcssional image. anv visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces, or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered. if possible. Long hair must
be tied back duning all lab and clinical procedures.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
wamning without penalty for the first infraction. Any additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an uncxcused absence.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class thev arc taking, Any exceptions, such as

participation in ficld trips, must be madc in writing by the instructer after consultation with the campus Exccutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student abscence that results duc to a
violation of this policy in the calculation of the professional perfermance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Ll

Turdiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Muake-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace misscd class participation,
Make-up for in-class quizzes, excreiscs, or discussions due to misscd class attendance are at the sole diserction of the
dircetor of cducation.

Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time.

Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Use of the computers to aceess pornographic or solicitous websites is strictly prohibited.

Code of Conduct
Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude. and courtesy

towards instructors, staff and other students is essential. Students are expected to maintain a neat, protissional
appearance,
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The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree, it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that arc attributable in whelc or in part to ancther person, taking an examinatien for another persen, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Course Outline

Lecture/Topic

Lab Activity

Qut Classwork
Work/Assignment

(complction)

Final cxamination review
Final examination

Current divider cquation

Week 1 « Safety Voltage and its relationship | Read chapters 1.3, 24 and
« Elcctrical Carcers to cnergy and charge 4
* Basic Electrical Concepts
* Eleetrical Components Conductors and resistors
and Mcters
Week One Quiz
Week 2 « Ohm’s Law Series Circulits Read chapters 4 and §
« Serics Circutts and
Calculations Power relationship to
current and voliage
Mid-tcrm cxam review
Mid-term exam
Weck 3 « Parallel Circuits Kirchoff's Voltage Law Read chapters 6 and 7
* Scries-Parallel Circuits
(start) Open and short cireuit
characteristics of a scries
Wock Three Quiz circuit
Voltage divider cquation
Weck 4 « Scrics-Parallel Circuits Kirchott's Current law Read chapter 8 and AHA

BL.S

Svitabus- FITHS







Instructional Methods:

A combination of lccture. class participation. and hands-on work is uscd to facilitate leaming . Projects mav
be assigned individually or as a group. Students arc expected to engage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,
lab hours. and course projects.

Grading Criteria:

Class work/Participation 3%
Assignments/Homework 13%
Quizzcs 153%
Mid-Term Test 20%
Final Exam 35%
Total 100%
Grade Scale:
(rade Scale Range
A Excellent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting:

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed

Medical Office
Administration;

toe), and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shoces (must be closed toe). and their STC student ID badge on the roval bluc lanyvard at
the assigned site.

Students must wear their roval blue scrub sct, ¢lean sneakers er nursing shocs (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
extemship course. must wear their black scrub set. clean sneakers or nursing shoces {must be
clased tec), and their $TC student ID badge on the roval bluc lanvard at the assigned site.

Applicd Elcctronics

Technology:

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shocs. and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

Electrnical Tradcs
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Technology: Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, clased toe shocs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

All Programs:

Fingcrnatls must be kept short and ¢lean, and no acrvlic nails are allowed in the patient carc arcas for the Mcdical
Assisting students. Medical Coding and Billing students may wear acrvlic nails in non-patient carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingerup and may not contain jewels or other sharp matcrial.

Uniforms must be clean and laundered. Students may choose to wear a shirt or T-shint under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposes and
profussional image. any visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewcelry (carrings larger than a quarter, necklaces, or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered. if possible. Long hair must
be ticd back during all lab and clinical procedurcs.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an uncxcuscd abscnce.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not mecet the uniform requirement are prohibited from attending elass and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class thev arc taking, Any exceptions, such as

participation in ficld tnips. must be made in writing by the instructor after consuluation with the campus Lxceutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student abscence that results duc to a
violation of this policy in the calculation of the protfessional performance portion of the student”s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Ll

Anyv student whe attends class not dressed in the designated uniferm., as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent home, which will count as an uncxeuscd abscnec.

6. Students arc required to wear their College-provided uniforms every day, beginning on the first day of class.

7. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in
other College-sponsored activitics occurring on campus the dav and ¢vening of the date of violation,

8. Students arc required to wear their uniforms regardless of the class they are taking. Anv exceptions, such as
participation in ficld trips. must be made in wrting by the instructor after consultation with the campus Exceutive
Director/DQOE.

9. Instructors will staetly enforce the uniform policy and will include any student abscnee that results due to a
violation of this policy in the calculation of the professional performance portion of the student s course grade.

10, Abscnces duc to a vielation of the Uniform Policy may impact a student’s course grade in accordance with the
Attendance Policy published in the College™s Catalog.

Tardiness Policy
All students arc cxpected 1o arnve to class on time and prepared to leam. As classes begin promptly, arniving late to class
may causc students to miss valuable material. In-class quizzes, exerciscs, or discussions missed duc to tardy arrival
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cannot be made up. Written assignments submitted late will have a late penalty of 109% from the grade carned. If there
arc extenuating circumstances that mav affect vou, please contact me or the dircctor of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace missed class participation.,
Make-up for inclass quizzes, exereises., or discussions due to missed class attendance are at the sole discrction of the
dircetor of cducation.

Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergency anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as unexcused missed class ime.

Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Usc of the computers to access pomegraphic or selicitous websites is strictly prohibited.

Code of Conduct

Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude., and courtesy
towards instructors. staff and other students is cssential. Students are expected to maintain a neat, protissional
appearance,

The faculty cxpeets from its students a high level of responsibility and academic honesty. Because the value of an
academic degree depends upen the absolute integrity of the work done by the student for that degrec, it 1s imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishoncsty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that are attributable in whole or in part to another person. taking an cxamination for another person, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (see general catalog for details),
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Sample Course Qutline

Lecture/Tapic

Lab Activity

Qut of Classroom

prossurc
* Describe how gas responds to
changes in temperature, velume and
prossurc

» Explain the fundamcntal principles
behind the refrigeration cyvele

» Namec the three main refrigeration-
svstem interconnecting lines and the
four major components of the
compression cvele

» Identify where in the refrigeration
gvstem the refngerant is saturated.
supcrheated and subcooled

» Define refrigerant and identify the
tvpe of refrigerant by its number
designation and chemical composition
» Explain the difference bebween
compounds. zeotropes and azcotropes
refrigerants

» List the different tyvpes of refrigerant
contaminants, safuty ratings and match
refrigerants with the proper
refrigeration oil

Mid-temm Examination

will identify the refrigeration evele,
components and lings, using a real
Syvsiem

At the conclusion of the Lab the student
will have the knowledge on how to
connect and disconnect gauges and
starting to rcad

pressurcs and temperatures of
refriperants

Work/Assignment
Wecek 1 » Define and give a bricf history of Provide students with an opportunity to | Read from the
HVAC and Refrigeration turn on an &/c unit, and have a basic Refrigeration & Air
» List various types of HVACR jobs visual opporunity to cheek how the Conditioning
and cxplain what they work svstem works Technology Book the
» Lixplain the difference between Introduction. units 1.
potential and kinetic cnergy Providc students with an eppertunity 2, 8 and 9: and from
» L.ist common forms of ¢nergy and identify the basies components the Refrigerant
the units used to measure them Transition and
» Define temperature and cxplain the Recovery certification
citeet it has on a substance Program Manual for
» Discuss the unique charactenistic of HVACR Technicians
the three states of matter | to 84,
» Namge the physical and thermal
propertics of matter
* L.ist cammon forms of ¢nergy and
the units used to measure them
» Lixplain the difference between
weight and mass
Weck 2 » Explain how manemcters measure At the conclusion of the Lab the student | Read from the

Retfngeration & Air
Conditioning
Technology Book the
Introduction. units 3.
43 and 46: and from
the Refrigerant
Transition and
Recovery certification
Program Manual for
HVACR Technicians
83 to 92.

Svitabus- [LACT50




Week 3 » Explain the relationship between At the conclusion of the Lab the student | Read from the
atmosphenc pressure, gauge pressure | will have the knowledge on how to Retfngeration & Air
and absolutc pressurc perform a vacuum to a scal refrigeration | Conditioning
» Convert atmospherie. absolute, system Technology Book the
gauge and vacuum pressurc to Introduction. units 1.
diffcrent scales At the conclusion of the Lab the student | 4. 8 and 46: and from
» Define head prossure and tell how it | will have the knowledge how to work, the Refrigerant
1s uscd remove and change a shredder valve Transition and
» Explain the operation of gauge Recoveny certification
manifold and desenbe the different Program Manual for
tvpes of refrigeration scrvice HVACR Technicians
» Explain how to properly install and 93 to 128,
remove a gauge manifold sct on
schrader valves
» Describe how to gain access to
gvstems without service valves
* Dcmonstrate ho to obtain and rcad a
refrigerant MSDS, and apply first aid
in case of an accident
» Explain the refrigerant safety rating
gvstem
» List the safety hazards assoctated
with handling refrigerants

Weck 4 » Explain the different tvpes of At the conclusion of the Lab the student | Read from the

mctheds on how to detects diffcrent
tvpes of leaks

» Discuss the difference and charging
procedure of liquid and vapor charging
» Lixplain the operation of gauge
manifold and describe the different
tvpes of refrigeration service

Final Examination

will have the knowledge on how to
recover refrigerant to a pressurize tank

At the conclusion of the Lab the student
will have the opportunity to make their
first troubleshooting

Refrigeration & Aur
Conditioning
Technology Book the
Introduction, units ¥,
10 and 47: and from
the Refrigerant
Transition and
Recovery certification
Program Manual for
HVACR Technicians
125 to 142,

This course vutline is subject 1o change ai the discretion of the Instructor
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Learning Resources:
You will be required to use the library for some assignments. Details on these assignments will be distributed by vour
instructor at the beginning of the course,

Instructional Methods:

A combination of lecture, class participation, and hands-on work is uscd to facilitate learning. Projects may
be assigned individually or as a group. Students arc expected to cngage in a minimum of 2 hours of homework
per week for cven hour of classroom instruction. Homework includes. but 1s not limited to course readings.
lab hours, and course projects.

Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Mid-Term Test 20%
Final Exam 33%
Total 100%
Grade Scale:
Grade Scale Range
A Excellent Q0-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting:

Students must wear their roval blue scrub sct, ¢lean sneakers er nursing shocs (must be closed

Medical Office
Admuinistration:

toe), and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shocs (must be closed toc), and their STC student ID badge on the roval blue lanvard at
the assigned site.

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
externship course. must wear their black scrub set. clean sncakers or nursing shoces (must be
closed toc). and their STC student D badge on the roval blue lanvard at the assigned site.

Applicd Elcctronics

Technology:
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Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, closed toe shocs, and their STC student 1D badge on the
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roval blue lanvard. Jcans must be conscrvatively /prefessionally stvled and without holces, paint,
or stains,

Elcctrical Tradcs

Technology: Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval bluc lanvard. Jcans must be conservatively /professionally stvled and without holes, paint,
Or SlaIng.

All Programs:

Fingemails must be kept short and ¢lean. and no acrvlic nails are allowed in the patient carc arcas for the Medical
Assisting students, Medical Coding and Billing students may wear acrvlic nails in ngn-paticnt carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingenip and max not contain jewels or other sharp materal

Uniforms must be clean and laundered. Students mav choose to wear a shirt or T-shirt under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposcs and
profcssional image. anv visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered, if possible. Long hair must
be tied back duning all lab and clinical procedures.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Any additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an unexcused absence.

. Students arc required to wear their College-provided uniforms cvery dav, beginning on the first day of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in
other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

3. Students arc required to wear their uniforms regardless of the class they are taking. Anv exceptions, such as
participation in ficld trips. must be madc in writing by the instructer after consultation with the campus Exccutive
Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student absence that results duc to a
violation of this policy in the calculation of the professional performance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impact a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Turdiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Muake-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace misscd class participation,
Make-up for in-class quizzes, excreiscs, or discussions due to misscd class attendance are at the sole diserction of the
dircetor of education.

Classroom Policy
The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the

3
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instructor immediately. The use of phoncs or other electronic devices in class, which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as uncxeuscd missed class tme.

Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Use of the computers to access pernographic or selicitous websites is strictly prohibited.

Code of Conduct

Students are expected to respeet the rules and regulations of the College. Proftssional behavior, attitude, and courtesy
towards instructors. staff and other students is cssential. Students are expected to maintain a neat, protissional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree, it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline. Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or matcnals
that arc attributable in wholc or in part to ancther person, taking an examinatien for another person, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Sample Course Qutline

Lecture/Topic

Lab Activity

Out of Classroom
Work/Assignment

Week 1

* Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem starting with
the compressor

* Demonstrate an understanding of

the 3 Dufferent compressor types by

design and function

« The Function of the Compressor
» Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem focusing on
Condcnsers

* Demonstrate an understanding of
the different Condenscr types by
design and function

* Demonstrate an understanding of
the different Evaporators tvpes by
design and function

* Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem focusing on
Metenng Devices

« Demonstrate an understanding of
the different tvpes of Meterning
Devices by design and function

Students will properly perform
the gauge manifold installation
and remeval procedure from
an opurating system.

Students will properly conncect
a refrigerant recovery machine
and preparc it for refrigerant
removal,

Hands-on Quiz

Read from the
Refrigeration & Air
Conditioning Technology
Book the Introduction. unit
21.22.23 and 24.

Week 2

* Demonstrate a familianty with
ARI standards and proper
troubleshooting techniques

« Using An Standard work sheets
properly calculate svstem
performance.

* Demonstrate a working
knowledge of basic HVAC and
refrigeration svstem

» Demonstrate a familiarity with
ARI standards and proper
troubleshooting techniques

* Demonstrate an understanding,
comparison, and contrast diffcrent
charging methods

« Demonstrate charging procedurcs
using superheat or sub cooling
method of charging

Mid-termm Exam

Students will properly perform
the gauge manifold installation
and remeval procedure from
an opurating system.

Students will properly conneet
a refrigerant recovery machine
and prepare it for refrigerant
removal.

Students will recover
refrigerant and cvacuate the
gvstem.

Students will usc a vacuum
pump toe cvacuate the svstem.

Read from the
Refrigeration & Air
Conditioning Technology
Book the Introduction. unit
10, 40, 41,
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Week 3 » Demonstrate a working Students will properly perform | Read frem the
knowledge of basic HVAC and the gauge manifold installation | Refrigeration & Aar
refrigeration svstem focusing on and removal procedure from Conditioning Technology
Modulating Mectering Devices an operating svstem. Book the [ntroductien, unit
* Demonstrate proper procedurcs 10,12, 14, 15 and 41
for installing thermo  bulb and Students will the system
setting sub-cooling on a TXV pump-dow n procedure and
Svstem remove a TXV tvpe metering
« Demonstrate ability to identify device.
various components and whether
they are goed or bad through proper | Students will recover
testing Methods refrigerant and cvacuate the
* ldentify the clectrical system svstem.
componcnts and their function
« Testing procedures to identify ifa | Students will charge svstem by
component is good or bad superheat or sub-cooling
« Usage of a Digital Multi-Mcterto | according to manufacturer
determine the resistance, voltage Specs.
and ampcerage of clectrical
components
* Explain how to rcad the Low-Side
and High-Side Gauge Readings

Week 4 « Demonstrate ability to wire units Students will trace and follow | Read from the Eleetricity
using advanced wire schematies advanced wiring schematic. for Refrigeration and Air
« Ability to accurately follow and Conditioning Technician
trace wiring schematics The students will highlight the | book Chapter 5. 6
* Demonstrate knewledge on how terminal conncetions from
to trace and follow advanced wiring | point to point while physically
schematic. wiring cireuits.

Final Exam

This course outline iy subject to change af the discretion of the ISfructor.
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Instructional Mcthods:

A combination of lecture. class participation, and hands-on work 15 uscd to facilitate lecaming. Projects may
be assigned individually or as a group. Students arc expected to engage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,
lab hours, and course projects.

Grading Criteria:

Class work/Participation 3%
Assignments/Homewaork 3%
Quizzcs 15%
Final Presentation 20%
Final Exam 35%
Total 100%0
Grade Scale:
(rade Scale Range
A Excollent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting: Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed

Medical Office
Administration;

toe), and their STC student 1D badee on the roval bluc lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shoes (must be closed toe). and their STC student D badge on the roval bluc lanyard at
the assigned site.

Students must wear their roval blue scrub sct, ¢lean sneakers er nursing shocs (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
externship course. must wear their black scrub set. clean sncakers or nursing shoces (must be
clased tec). and their $TC student 1D badge on the roval bluc lanvard at the assigned site.

Applicd Elcctronics

Technology:

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans, dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

Electrnical Tradcs
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Technology: Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, closed toe shocs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styled and without holes, paint,
or stains,

All Programs:

Fingcrnatls must be kept short and ¢lean, and no acrvlic nails are allowed in the patient carc arcas for the Mcdical
Assisting students. Medical Coding and Billing students may wear acryvlic nails in non-patient carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingenip and max not contain jewels or other sharp materal

Uniforms must be clean and laundered. Students may choose to wear a shirt or T-shint under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposcs and
profussional image. any visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should b covered. if possible. Long hair must
be tied back during all lab and clinical procedurcs.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an unexcused absence.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not mecet the uniform requirement are prohibited from attending elass and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class they are taking. Any cxceptions, such as

participation in ficld tnips. must be made in wrting by the instructor after consultation with the campus Exceutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student absence that results duc to a
violation of this policy in the calculation of the professional performance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impact a student’s course grade in accordance with the
Attendance Poliey published in the College’s Catalog,

Ll

Tardiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Written assignments submitted late will have a late penalty of 109% from the grade carned. If there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace missed class participation.
Make-up for inclass quizzes, exereises., or discussions due to missed class attendance are at the sole discrction of the
dircetor of cducation.

Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergency anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately. The use of phones or other clectronic devices in class. which are not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances it will be counted as unexcused missed class ume.
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Drinking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Use of the computers to aceess pornographic or solicitous websites is strictly prohibited.

Code of Conduct

Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude., and courtesy
towards instructors, staff and other students is cssential. Students are expected to maintain a neat. professional
appcarance.

The faculty cxpeets from its students a high level of responsibility and academic honesty. Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree. it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishonesty includes but is net limited to cheating, plagiarism, collusion, the submission for credit of any werk or materials
that arc attributable in whole or in part to another person. taking an cxamination for another person. any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagianism. especially from the web, from portions of papers for other classes. and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (see general catalog for details),
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Sample Course Qutline

Topic/Activity Lab Out of Classroom Work |
Week 1 Course Introduction Troubleshooting Heat Unit 43, 44
Heat Pumps Pumps
Geothermal Applications Complcte Work Order
HVAC Evaporators and problems
Quiz Condenscrs
Week 2 Centrifugal Pumps Troubleshooting Botlers Unit 33, 48
Hxdronic Heating Systems | Running Units
Boiler Refrigerant demonstration
Chillers Disasscmbly and
replacement on demo units
Mid-term Exam Review
Mid-term Exam
Week 3 Introduction to Gas Procedures on natural gas. Unit 27.28 31
Fumacces [.P, propanc gascs.
(as Fumace operation &
Conversion from Gas fired air handler
Natural to L.P
(ras Fumace Controls Complete service tickets
Introduction to
Troubleshooting Gas Revicw of Svstems
Fumaces Opcrations
Hands-on Quiz
Week 4 Troubleshooting Lab: Split | Scrvice ticket using actual Unit 27.28.29.43
Svstem Hoeat service calls as cxamples
Pumps, and Air
Conditioners: Package Installation of clectric heat
Svstem Heat Pumps: Gas
fumaccs: Elcctric Strip
Heat: and Zone Control Hands-on quiz:
Svstems. Troubleshooting heat
Svstems
Review for Final
Final Examination

This conrse outline is subject to change i the discretion of the Instrnctar
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Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Mid-Term Test 20%
Final Exam 33%
Total 100%
Grade Scale:
Grade Scale Range
A Excellent Q0-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.

Course Policies

Uniform Policy

Students attending STC are required to wear their designated program uniform and conform to the following dress code:

Medical Assisting:

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed

Medical Office
Admuinistration:

toe), and their STC student [D badge on the roval blue lanvard.

Students completing their extemship course, must wear their black scrub set. clean sneakers or
nursing shoes (must be closed toe). and their STC student ID badge on the roval bluc lanyard at
the assigned site.

Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed
toc). and their STC student [D badge on the roval blue lanvard. Students completing their
externship course. must wear their black scrub set. clean sncakers or nursing shoces (must be
clased tec), and their $TC student ID badge on the roval bluc lanvard at the assigned site.

Applicd Elcctronics

Technology:

Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, closed toe shocs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
Or stains,

Electrnical Tradcs

Technology:
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Students must wear the black STC polo shirt (appropriately sized and tucked in at the waist), long
jeans. dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styled and without holes, paint,
or stains.



All Programs:

Fingemails must be kept short and ¢lean. and no acrvlic nails are allowed in the patient carc arcas for the Medical
Assisting students, Medical Coding and Billing students may wear acrvlic nails in non-paticnt carc/contact arcas. Nails
arc not to cxceed ¥ inch in length from the fingertip and may not contain jewcls or other sharp material.

Uniforms must be clean and laundered. Students mav choose to wear a shirt or T-shirt under their serub top. The
undermshint does not need to be tucked in. However, the undershin must be clean and neat and hang no longer than two
inches beneath the serub top. Croes may not be wom. Hats or head coverings are not allowed. For safety purposes and
profcssional image. anv visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny (carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered, if possible. Long hair must
be tied back duning all lab and clinical procedures.

Anyv student whe attends class not dressed in the designated uniferm., as outlined in the policy, will receive a verbal
wamning without penalty for the first infraction. Any additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an uncxcused absence.

. Students arc required to wear their College-provided uniforms cvery dav, beginning on the first dayv of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in

other College-sponsored activitics occurring on campus the dav and ¢vening of the date of violation,

Students are required to wear their uniforms regardless of the class they are taking. Anyv exceptions. such as

participation in ficld trips, must be madc in writing by the instructor after consultation with the campus Exccutive

Director/DOE.

4. Instructors will strictly enforee the uniform policy and will include any student abscnec that results due to a
violation of this policy in the calculation of the prefessional performance pertion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Policy published in the College™s Catalog.

fad

Turdiness Policy

All students arc cxpected 1o arnve to class on time and prepared to leam. As classes begin promptly, arniving late to class
may causc students to miss valuable material. In-class quizzes, exerciscs, or discussions missed duc to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc extenuating circumstances that may affect vou. please contact me or the director of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace missed class participation.,
Make-up for inclass quizzes, cxercisces, or discussions duc to missed class attendance arc at the sole discretion of the
dircctor of cducation.

Classroom Policy

The use of cell phones and pagers in the elassroom is strictly prohibited. Texting is not allowed in the classroom. 1f an
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction. may result in a student being asked to leave class. 1f a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time,

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Usc of the computers to access pomographic or solicitous websites is strictly prohibited.
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Code of Conduct

Students are expected to respeet the rules and regulations of the College. Proftssional behavior, attitude, and courtesy
towards instructors, staft and other students is cssential, Students are expected to maintain a ncat, professional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integnty of the work done by the student for that degree. it 1s imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, any student who commits an act of academic dishonesty 15 subject to diseipline. Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that arc attributable in wholc or in part to ancther person, taking an examinatien for another persen, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Course Outline

Lecture/Topic

Lab Activity

QOut of Classroom
Wark/Assignment

Week 1

« Explain the relationship
between dov-bulb, wit-bulb
and dew-point temperaturcs
* Explain the differences
between statie pressure and
velocity pressurc,
calculating cfm velocity
and arca

* Desceribe methods of
recovenng refrigerant,
including active and
passive methods

* Discuss EPA regulations
as they relate to refrigerants
« Identify a DOT-approved
recovery cvlinder

« Describe ozone depletion
and global warming

* Discuss how CF(Cs
deplete the carth's ozone
layer

* Differentiate between
CFCs, HCFCs, and HCs
Retfngerants

Plot points on the
psychometric chart. explain
the relationship discuss the
factor affécting human
comfort and ways the

body dissipates heat

Lab with different scenarios
to get drv-bulb and wet-
bulb temperatures

Rcad units 9. 35 and 37

Begin to work with pre-
assigned teams on oral
presentition

Wecek 2

« Define the meaning of
indoor air quality and our
role as it relates to this arca
« Identifyv various
pollutants. pollutants
pathwavs and scveral tools
and instruments to help
mcasure and cvaluate [AQ
» Explain appropriatc
strategics 1o prevent,
control and resolve 1AQ
problems

» List the types of air filters
and alr contaminants

» Explain the comfort
conditions including
velocity and terminology

* Discuss the importance of
designing the air-flow
distmbution, and controlling
casing noise

* Distinguish between
infiltration, cxfiltration,

HVAC laboratory TAQ, Air
flow and dechumidification

Lab with different scenarios
with air movement
velocitics and how
temperature and humidity
change with different air
Movements

Hands-on Mid-Term cxam

Rcad from the Refrigeration
& Air Conditoning
Technology Book the
Introduction, units 34 and
35

Work with pre-assigned
tcams on eral presentation
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ventilation, exhaust and the
factors that affcct building
PIessure

« Discuss the important of
outdoor makecup air,
negative air pressurization,
and appropriatc alr pressurc
* Explain the physical
charactenistics. connections
and design consideration

Week 3

« Explain the difference
between residential
ductwork installation and
commercial

« Explain how to join, scal
and construct a duct svstem
* Describe how smoke
detector and fire stat are
used as safety devices ina
duct svstem

« List thc most common
duct design methods and
guidelines used in the ficld
« Explain the differcnce
between design friction loss
ratc and the actual static
pressure loss through a duct
* List the entena for
sclecting grilles or registers,
duct calculators to look up
the duct size. air veloeity
and friction ratc

« List thc metheds and
cxplain the purpose of zone
control svstems and cxcess
airtlow control

* Explain the purpose of
variablc air volume control
svstems and describe the
opueration of a basic zonc
control svstem

« Explain the difference
between a basic zone
control svstem, a
communicating zong
control svstem and
componcnts

Duct Design & Zoning

Read from the Refrigeration
& Air Conditioning
Technology Book the
Introduction. units 37 and
38

Work with pre-assigned
tcams on oral lJI'CSCI‘l[EI.[iOI‘l
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Week 4

« Explain the differcnce
between heat loss. sensible
heat gain, latent heat gain
and the importance of heat
load calculation

* Explain how the building
matcrials, zoncs, oricntation
and type of system have an
impact on the total load

* Discuss the cffect of the
conditioned spaces and
unconditioned spaces

Final Exam

Oral Report

HVAC laboratory TAQ, Air
floww and dchumidification

Rcad from the Refrigeration
& Air Conditioning
Technology Book the
Introduction, units 39

Work with pre-assigned
teams on oral presentation

This conrse outline is subject 10 change af the discretion of the Instructor
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Supplemental Course Materials:

This coursc requires the use of a removable data storage device (1.c.. floppy disk. USB flash drive, or 11s cquivalent).
Audio-visual aids, handouts, and other resources may be utilized.

Learning Resources:

You will be required to use the library for some assignments. Details on these assignments will be distributed by vour
instructor at the beginning of the course.

Instructional Methods:

A combination of lecture, class participation, and hands-on work is uscd to facilitate learning. Projects may
be assigned individually or as a group. Students are cxpected to cngage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,

lab hours, and course projects.

Grading Criteria:

Class work/Participation 13%
Assignments/Homewaork 3%
Quizzes 3%
Mid-Term Test 20%
Final Exam 33%
Total 100%
Grade Scale:
Grade Scale Range
A Excellent Q0-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.
Course Policies

Tardiness Policy

All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs. or discussions missed due to tardy arrival
cannot be made up. Written assignments submitted late will have a late penalty of 109 from the grade carned. If there
arc cxtenuating circumstances that may affect vou, please contact me or the dircetor of education.

Muake-up Policy

Class attendance and participation are required. Make-up of missed classes cannot replace missed class participation.
Make-up for in-class quizzes, excreiscs, or discussions due to misscd class attendance are at the sole diserction of the
dircetor of cducation.
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Classroom Policy

The usc of cell phones and pagers in the classroom is strictly prohibited. Texting is not allowed in the classroom. If an
cmergeney anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately, The usc of phones or other ¢lectronic devices in ¢lass, which arc not being used for classroom
instruction, mav result in a student being asked to leave class. It a student 1s asked to leave class under these
circumstances 1t will be counted as unexcused missed class ume.

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time. Personal digital assistants (PDAs) like iPods or MP3 players are not allowed in the
classroom. Use of the computers to access pernographic or selicitous websites is strictly prohibited.

Code of Conduct

Students are expected to respeet the rules and regulations of the College. Professional behavior, attitude . and courtesy
towards instructors, staff and other students is cssential. Students are expected to maintain a ncat, professional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the valuc of an
acadcmic degree depends upon the absolute integrity of the work done by the student for that degrec., it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline. Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or matcnals
that arc attributable in wholc or in part to ancther person, taking an examination for another persen, any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).
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Sample Course Qutline

Lecture/Tapic

Lab Activity

QOut of Classroom
Work/Assignment

Desenibe lee Makers

Explain ¢lectrical scquence and water
flow of icc maker

Review service diagnestic chart and
dcvelop troubleshooting skills

Final examination

Demonstrate service and
troubleshooting ice Makers

Use actual scrvice calls to
troubleshoot commercial icc
makors.

Week 1 Class origntation Practice basic refrigeration Lmt2l. 27
Identify different mechanical refrigeration system start-up. loak test.
svstems cvacuation, and recharge.
Review Vapor Compression Cyele
Describe the operation of different tvpes Compressor running test in
of metering dovices : the system applyving the
" diagnostic chart for
commercial refrigeration
Week 2 Explain the Mollicr Diagram Practicc basic refrigeration (it 29
Understand the operation of R/1 cooler, s‘-\l_su‘:m :_;Lan:ulzi. lbal}( [CS_L“
freczer, and Walk in cooler/freczcr cvacuation. and recharge.
Explain clectrical systems
Identify diffcrent methods of temperature
control in low temperature applications
Mid-term exam
. o < s . . - . nit 2¢
Weck 3 Understand different methods of defrost Practice basic refngeration Lnit 29
svstem svstem start-up, leak test,
cvacuation, and recharpe
Practice the electrical
scquence of Reach in cooler
and freezer
Practice the clectrical
scquence of Walk in cooler
and freceer
Week 4 Unit 27

This course outline s subject to change at the discretion of the Instructor
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Instructional Methods:

A combination of lecture. class participation, and hands-on work 15 uscd to facilitate lecaming. Projeets may
be assigned individually or as a group. Students arc expected to engage in a minimum of 2 hours of homework
per week for every hour of classroom instruction. Homework includes, but s not limited to course readings,
lab hours. and course projects.

Grading Criteria:

Class work/Participation 3%
Assignments/Homework 13%
Quizzcs 153%
Mid-Term Test 20%
Final Exam 35%
Total 100%
Grade Scale:
(rade Scale Range
A Excellent 90-100
B Above 80-89
C Avcrage 70-79
D Passing 60-69
F Failing Below 60

Plcasc refer to the current catalog for more information on the grading svstem.,
Course Policies

Turdiness Policy

All students arc cxpected 1o arnve to class on time and prepared to leam. As classes begin promptly, arniving late to class
may causc students to miss valuable material. In-class quizzes, exerciscs, or discussions missed duc to tardy arrival
cannot be made up. Wntten assignments submitted late will have a late penalty of 10% from the grade carned. 1f there
arc cxtenuating circumstances that may affect vou, please contact me or the director of education.

Make-up Policy

Class attendance and participation arc required. Make-up of misscd classcs cannot replace misscd class participation,
Makc-up for in-class quizzes, cxcreiscs, or discussions duc to missed class attendance arc at the sele discretion of the
dircctor of cducation.

Classroom Policy

The use of cull phones and pagers in the classroom is strictly prohibited. Tuexting is not allowed in the classroom. [fan
cmergeney arises, and a student must keep a cell phone or pager on during a classroom session, pleasce notify the
instructor immediately. The use of phones or other clectronic devices in class, which are not being used for classroom
instruction. may result in a student being asked to leave class. 1f a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time.

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Use of the computers to aceess pomographic or solicitous websites is strictly prohibited.
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Code of Conduct

Students are expected to respeet the rules and regulations of the College. Proftssional behavior, attitude, and courtesy
towards instructors, staft and other students is cssential, Students are expected to maintain a ncat, professional
appearance,

The faculty expects from its students a high level of responsibility and academic honesty, Because the value of an
academic degree depends upon the absolute integrity of the work done by the student for that degree. it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty. any student who commits an act of academic dishonesty 15 subjeet to diseipline. Academic
dishonesty includes but is not limited to cheating. plagtarism. collusion. the submission for credit of any work or matcnals
that arc attributable in wholc or in part to ancther person, taking an examinatien for another persen, any act designed te
give unfair advantage to a student or the attempt to commit such acts.

Plagiarism, cspecially from the web, from portions of papers for other classes, and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (sce general catalog for details).

Svitabus- [LAC250






This conrse outline is subject 10 change af the discretion of the Instructor
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Learning Resources:
You will be required to use the library for some assignments. Details on these assignments will be distributed by vour
instructor at the beginning of the course,

Instructional Methods:

A combination of methods will be used including lecture, hands-on applications. instructor gencrated cxercises. periodie
tests, final examinations, projects and homework. Students will complete assigned lab projects in a supervised laboratory
sctting . Students are cncouraged to scck instructor assistance. as needed. Students are expected to cngage in a minimum
of 2 hours of homework per week for eveny hour of classroom instruction. Homework includes. but is not limited to
course rcadings, lab hours, and course projccts.

Grading Criteria:

Class work/Participation 13%
Assignments/Homework 3%
Quizzes 3%
Final Presentation 20%
Final Exam 33%
Total 100%

Grade Scale:

Grade Scale Range

A Exccllent 93-100

B Above 80-89

C Average 70-79

D Passing 60-69

F Failing Below 60

Please rofir to the current catalog for more information on the grading svstem.
Course Policies

Uniform Policy

Students attending STC arc required te wear their designated program uniform and conform te the following dress code:

Medical Assisting: Students must wear their roval blue scrub set, clean sncakers or nursing shocs (must be closed
toc). and their STC student [D badge on the roval blue lanvard.
Students completing their extemship course, must wear their black serub set, clean sneakers or
nursing shocs (must be closed toe), and their STC student [D badge on the roval blue lanvard at
the assigned site.

Medical Office

Administration: Students must wear their roval blue scrub set. clean sncakers or nursing shoces (must be closed
to), and their STC student 1D badge on the roval bluc lanvard. Students completing their
cxternship course, must wear their black scrub sct, clean sncakers or nursing shecs (must be
closed toc). and their STC student [D badge on the roval blue lanvard at the assigned site.

Applicd Electronics
Technology: Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
jeans. dress pants or knee-length skirts. closed toe shoes, and their STC student 1D badge on the
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roval blug lanvard. Jcans must be conservatively /prefessionally stvled and without holes, paint,
or stains.

Electrical Tradcs

Technology: Students must wear the black STC polo shint (appropnatels sized and tucked in at the waist), long
Jeans, dress pants or knee-length skirts, clesed toc shecs, and their STC student 1D badge on the
roval blue lanvard. Jeans must be conscrvatively /professionally styvled and without holes. paint.
or slains.

Welding

Technology: Students must wear the navy blue STC polo shirnt (appropriately sized and tucked in at the waist).
long jeans. closed toe shoes with leather top. and their STC student [D badge on the roval blue
lanvard. Jcans must be conscrvatively /professionally stvled and without heles, paint, or
staing. Heavy denim jeans arc highly recommended.

Students working in the lab must wear their Welding jacket. closed toc shoes with leather top,
safoty classes. and helmet. Their STC student [D badge on the roval blue lanvard must be wom
under the jacket.

All Programs:
Fingcrnatls must be kept short and ¢lean, and no acrvlic nails are allowed in the patient carc arcas for the Mcdical

Assisting students, Mcedical Coding and Billing students may wear acrvlic nails in non-paticnt carc/contact arcas. Nails
arc not to exceed Y inch in length from the fingenip and max not contain jewels or other sharp materal

Uniforms must be clean and laundered. Students may choose to wear a shirt or T-shint under their serub top. The
undershirt does not need to be tucked in. However, the undershirt must be clean and neat and hang no longer than two
inches beneath the scrub top. Crecs may not be wom. Hats or head coverings are not allowed. For safety purposes and
profussional image. any visible piercings must be removed.

Facial hair must be neatly trimmed. Excessive jewelny {carrings larger than a quarter, necklaces. or bangles) is not
allowed. Excessive makeup or perfume is not acceptable. Visible tattoos should be covered. if possible. Long hair must
be tied back duning all lab and clinical procedures.

Any student who attends class not dressed in the designated uniform. as outlined in the policy, will receive a verbal
warning without penalty for the first infraction. Anv additional infractions of the Uniform Policy will result in the student
being sent heme, which will count as an unexcused absence.

. Students are required te wear their College-provided uniforms cverny dav, beginning on the first dav of class.

2. Students who do not meet the uniform requirement are prohibited from attending class and/or participating in

other College-sponsored activities oceurring on campus the dayv and evening of the date of violation.

Students arc required to wear their uniforms regardless of the class thev arc taking, Any exceptions, such as

participation in ficld tnips. must be made in wrting by the instructor after consultation with the campus Exceutive

Director/DOE.

4. Instructors will strictlyv ¢nforce the uniform policy and will include any student abscence that results duc to a
violation of this policy in the calculation of the professional performance portion of the student’s course grade.

5. Abscnees due to a violation of the Uniform Policy mayv impaet a student’s course grade in accordance with the
Attendance Policy published in the Collese’s Catalog,

Ll

Turdiness Policy
All students arc cxpected to arrive to class on time and preparcd to learn. As classes begin promptly, arriving late to class
may causc students to miss valuable matenal. In-class quizzes. exereiscs, or discussions missed duce to wardy arnval
cannot be made up. Written assignments submitted late will have a late penalty of 109 from the grade carned. If there
arc extenuating circumstances that may affect vou, please contact me, vour tcam lecadcr, or the directer of education,

3
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Make-up Policy

Class attendance and participation are required. Make-up of missed classes cannot replace missed class participation.
Makc-up for in-class quizzes, cxcreiscs, or discussions duc to missed class attendance arc at the sele discretion of the
dircetor of cducation.

Classroom Policy

The use of cull phones and pagers in the classroom is strictly prohibited. Tuexting is not allowed in the classroom. [fan
cmergency anses, and a student must keep a cell phone or pager on duning a classroom session, please notify the
instructor immediately, The usc of phones or other ¢lectronic devices in ¢lass, which arc not being used for classroom
instruction. may result in a student being asked to leave class. 1f a student 1s asked to leave class under these
circumstances it will be counted as uncxcused missed class time.

Drnking and cating in the classroom is discouraged. Bottled water is allowed. Children are not allowed in the
classrooms or labs at anv time.  Personal digital assistants (PDAs) like iPods or MP3 plavers are not allowed in the
classroom. Use of the computers to access pernographic or selicitous websites is strictly prohibited.

Code of Conduct

Students arc expected to respect the rules and regulations of the College. Prefessional behavior, attitude., and courtesy
towards instructors, staff and other students is cssential. Students are expected to maintain a neat. professional
appearance,

The faculty cxpeets from its students a high level of responsibility and academic honesty. Because the value of an
acadcmic degree depends upon the absolute integrity of the work done by the student for that degrec., it is imperative that
a student demonstrate a high standard of individual honor in his or her scholastic work.

Academic dishonesty, anv student who commits an act of academic dishonesty is subject to discipline, Academic
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any work or materials
that arc attributable in whole or in part to another person. taking an cxamination for another person. any act designed to
give unfair advantage to a student or the attempt to commit such acts.

Plagianism. especially from the web, from portions of papers for other classes. and from any other source is unacceptable
and will be dealt with under the college™s policy on plagiarism (see general catalog for details),
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Suggested Course Qutline:

Class Activity Activity Homework
Week 1 | Discussion and Lecture Chapter 1.2
s [Dcliver auto-biography
o Sclf-Assessment and Your Future o Complete Conneel onling Complete Chapter
o Exploring and Netwoerking within aclivitics Questions
vour ficld
Beein 1o develop drafi resume Rescarch specialized
certifications or jobs within
vour ficld of study.
Week 2 | Discussion and Lecture Chapter 3 4
o Individualized appointments
*  Your Resume with Carcer Services Complete Critical Thinking
o  (Cover Letters and Applications o Complete Conncet activitics Qucstions
for job scarch
Mid-term FExam Review »  Social Mcdia Networking Complete End-of-Chapter
Mid-term Exam Questions
Complete resume and cover
letter
Week 3 | Discussion and Lecture Chapter 3.6
«  Mock interyvicws
s Preparing for the Interview = Dross for Succoss Complete Critical Thinking
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Catalog Addendum

Heating, Air Conditioning and Refrigeration Technology

Diploma

48 Quarter Credits/40 weeks

Fort Myers, Tampa

The 40 week diploma program in HVAC is designed to prepare students for entry-level
employment as HVAC technicians by providing students with a foundation of knowledge and
technically ortented experiences in the application of relevant technology systems. The HVAC
program curriculum includes learning experience intended to prepare a successtul graduate to
install and service residential and light commercial air conditioning. heating and refrigeration

systems,
Course Number Required Courses Quarter Credits
CONI01 Introduction to Building Construction 6
EITL1I3 Basic Electricity and Electronics 4.5
EIT250 Motors and Controls 4.5
HACI50 Air Conditioning and Retrigeration Theory 4.5
HACI70 Air Conditioning 4.5
HAC200 Applicd Heating 4.5
HAC230 HVAC System Design 4.5
HAC240 Commercial Refrigeration 45
HAC250 Commereial Air Conditioning 4.5
SLS1I0 Carcer Preparation 6
Total Credits 48

NOTE: The College makes no representation, promise. ar guaraniee that completion of this program
either assures eigibiliny for or passage of any certification vxamination, acceptance by any state board,
or that this pragram is intended (o prepare gradiates for emplovment in any siale ather than Florida.
Praspective and current stidents, as well ay graduates. are vesponsible for researching and
understanding all examination, registration, or licensure requirements in any state in which they seek o
hecome registered. licensed, or emploved

Course Descriptions

CONI101 Introduction to Building Construction 6 credit hours

This coursc provides a study ef Encrgy Efficient Building Construction and OSHA regulations. This
coursc also includes an introduction to bluepnnt reading and the proper use of architectural and
cngincering svmbols, relationship of views, and construction measurements. The student will learn basic
construction mathematics and principles. Pre-requisite: None

EIT115 Basic Electricity and Electronics 4.5 credit hours
Electrical principles and applications arc introduced.  Topics inelude clectrical parameters and units,
dircet and alternating current, serics and parallcl cireuits, resistance. capacitance. inductance, magnetism,
and cquivalent circuits. Lab included. Pre-requisites: None

EIT250 Motors and Controls 4.5 credit hours
This course 1s intended to assist the student to learn how AC motors operate and how to install them, The
course will give the student an understanding of how motor controls arc designed and installed to provide






Faculty will be hired upon program approval.
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Introduction

Forrest College realizes that in order to know if we are effective or not is to measure outcomes.

Campus Effectiveness Committee

The following people comprise the Campus Effectiveness Committee.
s Chairman of the Board/President — CEP Committee Chair — il NN

» Secretary/Treasurer of the Board - | N
» Academic Dean, Onsite Administrator — J G

« Administrative Dean, Onsite Administrator —
» Finance and Records Office Coordinater / Assistant to the Deans, Onsite Administrator —

I
*« Program Coordinators —
s« Students —3 -
The CEP addressed six elements as recommended by the Accrediting Council for Independent
Colleges and Schools (ACICS). These are:

» retention rates;

s placement rates;

s graduation rates;

» the level of student satisfaction;

+ the level of graduate satisfaction;

+ the level of employer satisfaction; and
* student learning outcomes. .

The Committee is charged with an analysis of the data to determine program effectiveness and
all other aspects specific to the benefit of its students. The goal is to determine to what degree
Forrest College meets our own predetermined outcomes.

The Committee meets at least once a year or as called by the Chair.
Mission Statement and Educational Purpose

The mission of Forrest College is to provide an environment that inspires students to more fully
develop the confidence to reach their personal and professional goals. The College strives te
attain its mission by providing appropriate educational experiences that stress persenal and
academic geal attainment and emphasize the importance of learning as a life-long process
through both individual and group work.

The educational purpose of Forrest College is to provide initial training, re-training, and updating
skills through its two-year educatienal programs culminating in an associate degree. Students
are primarily prepared for careers in business, computer technology, allied health occupations,
and criminal justice.

In order to accomplish its purpose, the College:

» Regularly evaluates and updates its educational programs
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*  Provides up-to-date equipment
= Selects instructors and staff members who have appropriate backgrounds and
experiences to motivate students to reach their potential

The College employs individuals who model behaviors consistent with its mission to demonstrate
the qualities and characteristics that students need to acquire. These qualities include self-
reliance, self-direction, self-discipline, responsibility, and dependability. The College has a
tradition of providing personal attention and individualized instruction in a small, close-knit
academic setting.

Student Demographics
As reported on our recent IPEDS report, the College enrolls 113 students. The population is
diverse as follows: Men 10 6%, Women 89.4%: Caucasian 66 4%, Hispanic 1 8%, African

American 31%, and Native Hawaiian or other Pacific Islander 0.9%.

Eighty-six percent are classified as independent students have an average income of $20,753
and fourteen percent are dependent with an average income of $39,3389,

Enrollment

Enroliment as reported in the 2016 Campus Accountability Report (CAR)
Program Credential Percent/ Number Enroliment
Business Administration AAD* 24% 14 students

Accounting (Acct) +

Child Care Management (CCM)

Computer Repair and Service (CRS) +

Legal Assisting/Paralegal Studies (PLA)

Legal Office Administration (LOA) +

Medical Office Administration (MCA)

Office Administration (CA)

Office Systems Technology (OST) +
Criminal Justice AAD* 21% 12 students

Corrections

Law Enforcement

Private Security

Medical Assistant AAD* 24% 14 students
Administrative Office Assistant+ Ciploma 0% 0 students
Computer Repair & Service Technician+ Diploma 0% 0 student
Medical Clinical Assistant+ Ciploma 0% 0 student
Medical Office Assistant+ Ciploma 0% 0 students
Network Repair & Service Technician+  Diploma 0% 0 students
Patient Care Technician+ Ciploma 0% 0 students
Phlebotomy Diploma 31% 18 students
Criminal Justice+ Certificate 0% 0 students
Nurse Assistant Certificate 0% 0 students

TAAD = Academic Assaciate Degree
+These programs are under review for nan-substantial pragram changes or modifications in the upcoming year
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may choose an emphasis in law enforcement, corrections, or private security. After successful
completion, graduates will be awarded the Associate of Science Degree in Criminal Justice

Associate in Science Degree in Information Technology (AAS/IT)

Students in this program of study experience career-focused courses and hands-on
learning experiences using industry-current equipment and software This program is
intended to prepare students for entry-level positions within the field of Information
Technology (IT). Students in this program of study explore a wide range of experiences
including, among other things, PC troubleshoocting, applications, operating systems,
network configurations, hardware maintenance and computer security. Industry
standard certifications are strongly emphasized and encouraged throughout the
duration of the program. The program emphasizes entrepreneurship and exploring the
various possibilities for contracting one’s services to a myriad of enterprises, local,
national and international, providing graduates with extensive possibilities of
employment. Upon graduation the student is awarded the Associate in Applied Science
Degree in Information Technology.

Administrative Office Assistant Diploma Program {AQA)

The Administrative Office Assistant Program is intended for individuals who seek basic entry-
level skills and attitudes that help prepare them for that “first” office job. The program should
benefit individuals who have been away from office work and wish to update and improve their
skills. Graduates with no prior office experience should be able to work in entry-level office
positions in such jobs as file clerk, receptionist, and general office assistant. Courses
satisfactorily completed with a grade of “C"” or better in this program may be transferred toward
more advanced study in the associate degree program in Business Administration. After having
satisfactorily met course and other requirements, the student is awarded an Administrative
Office Assistant Diploma. *This Program is being modified and is not available for
enroliment as of 9/1/2016 until further notice.

Computer Repair and Service Technician Diploma Program [CRST)

The Computer Repair and Service Technician program prepares the student for an entry-level
position in wholesale or retail computer environments. Students will leam to build, repair, and/or
maintain personal computers. Other career opporunities include information systems
installation, maintenance, and repair. Software application knowledge is stressed as an integral
component of troubleshooting and diagnestic service/repair problems. Students study the
Microsoft Windows Operating Systems and learn software applications in normal business
practices. The Computer Repair portion of the program was developed in accordance with the
guidelines recommended by the Computing Technology Industry Association (CompTIA). Upon
successful completion of this program graduates are eligible to take the National Certification
Examination for A+ Certified Computer Repair Technicians.

Courses satisfactorily completed with a grade of “C” or better in this program may be transferred
toward more advanced study in the Associate in Applied Science Degree program in Business
Administration. Graduates who are interested in starting and managing their own businesses
are encouraged to pursue the Associate degree. Graduates may work as a PC repair
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technician, a technical support service technician, or in other entry-level information technology
positions. Upon graduation, the student is awarded a Computer Repair and Service Technician
Diploma.

Network Repair and Service Technician Diploma Program (NRST)

The Network Repair and Service Technician program prepares the student for an entry-level
position in the wholesale or retail computer environment installing, repairing, and/or maintaining
computer networks. Software application knowledge is an integral component of this program
for troubleshooting and diagnosing service and repair problems. Students of this program will
study the Microsoft Windows Operating Systems and learn the applications of such software
within normal business practices and business problem solving. The Network Repair and
Service portion of the program was developed in accordance with the guidelines recommended
by the Computing Technology Industry Association (CompTIA). Included are fundamentals of
local area networks (LANS), configuring and installing the TCP/IP clients, and other networking
technologies. This class will also cover materials dealing with the duties of a network
administrater, good troubleshooting practices, and issues involved in network security. Upon
successful completions of this program, and usually within 18-24 months experience in the |T
industry, graduates are encouraged to take the Network+ Certification

Courses satisfactorily completed with a grade of “C” or better in this program may be transferred
toward more advanced study in the Associate Degree in Applied Science program in Business
Administration. Graduates who are interested in starting and managing their own businesses
are encouraged to pursue the Associate degree. Graduates may work as a network repair
technician, a technical support service technician, or in other entry-level information technology
positions. Upon graduation, the student is awarded a Network Repair and Service Technician
Diploma.

Medical Clinical Assistant Diploma Program (MC)

The Medical Clinical Assistant program provides students with training that should lead to entry-
level employment and the knowledge to perform clinical functions in a variety of healthcare jobs
such as medical lab assistant, ECG Technician, pharmacy technician, hospital admissions clerk,
or chiropractic assistant. *This Program is being modified and is not available for
enroliment as of 9/1/2016 until further notice.

Medical Office Assistant Diploma Program (MOA)

The Medical Office Assistant Program provides students with an academic program that should
lead to successful employment in an entry-level medical position with basic skills and
knowledge of administrative and clerical functions in a health care facility.

Graduates successfully completing this program will have the necessary skills to become
employed as a medical front office assistant, hospital ward clerk, insurance coder, medical
billing clerk, insurance billing technician, hospital admission clerk, or medical transcriptionist.
This program offers the foundation for further study for individuals who may someday wish to
coordinate their own meadical personnel pool or agency. *This Program is being modified and
is not available for enrollment as of 9/1/2016 until further notice.
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Patient Care Technician Diploma Program (PCT)

This program provides students with the knowledge and skills to prepare for a position as a
patient care technician (PCT). This is a new approach to patient care. A patient care technician,
sometimes referred to as a medical care technician, is a multi-skilled member of the health care
team. Under the direction of a registered nurse or other licensed professional personnel and
alongside other health care providers, the patient care technician works directly with the patient,
giving physical care and emetional support.

This twelve-month program is intended to provide the student with the necessary training for
entry into the PCT profession. In addition te basic patient care skills, the student will have an
understanding of computer basics, communication skills, medical terminology, basic anatomy
and physiology, medical and surgical asepsis, cardiac monitering, HIPAA, and
electrocardicgraphy. CPR, first aid and safety, and phlebotomy are also par of this multi-skilled
training program. The program is taught using classrcom and lab instruction. Internships provide
practical applicaticns of the courses in the program. Graduates must hold certificaticn as a
Nurse Aide* Graduates may also seek cenrtification as a patient care technician (PCT) and/or as
a phlebotomist (PBT). See the certification options page for additional information.

Graduates may work in a wide variety of medical managed care settings: hospitals, clinics, long-
term care and assisted living. Patient Care Technicians may alsc work in private homes
assisting patients who may need contact, care, and supervision.

*This Program is being modified and is not available for enrollment as of 9/1/2016 until
further notice.

Phlebotomy Diplema Program {PHL)

Phlebotomy technicians work in hospitals, physician offices, group practices, independent
laboratories, health maintenance ecrganizations, and public facilities. Duties of a phlebctomy
technician may include: drawing blood, preparing specimens for storage and testing,
assembling equipment and verifying patient's records. This Diploma pregram is designed te
teach entry-level bloed collection skills. The program is comprised of theory and clinical
experience. Upon successful completion of theory, clinical, and intravenous punctures, the
graduate is eligible for the certification examination offered through the American Society for
Clinical Pathology (PBT/ASCP) or through the Naticnal Credentialing Agency for Laboratory
Personnel (NCA). The web sites of the ASCP and the NCA include an application and
information about fees and testing. http://www ASCP org/ omttp /fwww.nca-infe.org/.

Certificate In Criminal Justice (CRJ)

This program is designed for current and prospective law enforcement and/or corrections
employees whose job performance could be enhanced by information and understanding
gained through the completion of relevant courses in the criminal justice system. Students enrall
in this program to seek initial employment or career advancement opportunities in such jebs as:
police, sheriff's departments, or other law enforcement offices or in jails or prisons, as detention,
correctional, or probaticn officers, guards, or in other areas related to law enforcement and
corrections.
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NURSE ASSISTING CERTIFICATE (NA)

This program prepares a student to become a member of the nursing team whose primary
responsibility is to provide comfort to the patient. Nurse aides are unlicensed nursing personne|
and perform nursing tasks under the supervision of a registered nurse or selected licensed
practical nurse. Tasks that licensed nursing personnel may delegate to unlicensed nursing
personnel are restricted by law.

This six-month program is intended to provide the student with the necessary training for entry
into the nurse assisting profession. An internship provides practical applicatien of the course in

the program.

The SC Department of Health and Human Services (SCDHHS) has evaluated and approved the
Nurse Assisting training program of the College as an official sponsor of candidates for the
nurse aide certification examination. Graduates of this program are eligible to sit for the exam
which leads to certification as a nurse aide.

Data Collection and Survey/Report Cycle

Listed below are the different surveys and reports used to measure student learning outcomes
including the timeline involved, the office respensible, and the population being surveyed.
The survey distribution metheds include the following:

s Classroom visits
s Conventicnal Mail

= Facsimile

« Email / Electronic Delivery

s Personal Interviews

* Telephecne interviews

s Group sessions and meetings
Institutional Surveys and Reports

Security

Survey Timeframe Office Survey Group
Graduate Satisfaction Annual Administration Grads Only
Student Satisfaction Annual Administration Current Students
Survey
Student_ Evalugt!on of Quarterly Administration Current Students
Instruction(Opinion)
Employer Survey of As Placed Program Coordinators | Grads Only
Graduate
Campus Safety and Due on or before

P y QOctober 1 each Campus Safety Dept. of Ed.

(ARF)

of the College

year

Report Timeframe Office Survey Group

Annual Report Form Allied Health cn behalf The Me_dlcal A_smstmg
Annual Education Review

Board

Forrest College
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Campus Accountability

Due on or before
November 1 of

Registrar, on behalf of

ACICS

Report (CAR) each year College Administration
SC Commission on Complied by the
. . Repornt due on or . :
Higher Education Registrar with the
before December ? SCCHE
Annual Report 31 each vear assistance of other
(SCCHE) y College Offices
IPEDS Spring, Fall, College Administration | Dept. of Ed.
Winter
CEP Evaluations Quarerly/ Registrar, on behalf of
Surveys Annually the Academic Dean
Report due on or College Auditors, on or
Financial/Fiscal Audit before December behalf of the SCCHE, ACICS,
Sec/Treasurer of USDOE
31 of each year
Board
College Auditors, on
Title IV Compliance and E;%fg S:Eeon':bcgr behalf of the SCCHE, ACICS,
Attestation Audit Sec/Treasurer of USDOE
31 of each year
Board
Due on or before College Auditors, on
Annual Financial Report December 31 of behalf of the ACICS

(AFR)

each year

Sec/Treasurer of
Board

Description and Appropriateness of Surveys Utilized

s Student Evaluation of Instruction Survey
This survey assesses student perception of instructor effectiveness. It also surveys
student opinion concerning instructional support areas such as the learning resource
center, computer and technology suppert, and perceptions on student advisement. It's a
useful indicator of student learning outcomes in that it demonstrates student perception
as to the quality of instruction and support received.

« Student Satisfaction Survey
This survey is intended to understand how students feel about the functioning of the

various offices of the College and how effectively they perform their responsibilities. |t
also surveys student opinions on the suitability of campus facilities and security. It

serves three functions;

1. To provide information or improving the academic programs and administrative

services of the College, and

2. To serve as an assessment of College programs for the purpose of external and

internal accountability.

3. To serve as an indicator that administrative and academic offices are facility student

learning cutcomes.

s Employer Assessment of Graduate Job Performance

This survey is used to assess employer satisfaction with a graduate’s job performance.

« Graduate Satisfaction Survey
This survey is intended as a final assessment of graduate perception concerning the
functioning and services provided them while in attendance.

s Employer Follow-up Survey

Forrest College
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This survey is follow-up to the Employer Assessment of Graduate Job-Performance
Survey.

The On-Site Administrators are responsible for survey analysis. The raw data and tallies are
stored in the Records Office. Reporis and charts are generated based on tallies of raw data in
anticipation of annual CEP Committee review. Raw data is maintained in accordance with
various regulatory agencies requirements. Tallies, reports and charts are stored electronically
as part of the CEP.

Improvements Based on Survey Results
Based on the results of cur surveys, recommendations are made and considered for improving
student learning cutcomes and support services

Elements of Effectiveness

Student Retention
The retention trends for the programs as reported in the past three ACICS Campus
Accountability Reports (CAR) are:

(General) Campus Retention
Benchmark 2014 2015 2016
70% 71% 74% 72%

Summary and Analysis: Campus Retention has normalized above our benchmark of 70%. In
2014 the college implemented an addendum to faculty letters of agreements, which
emphasized the need for consideration and flexibility in allowing cur students to obtain course
content through the implementation of our Office365 capabilities. We recognize that many of
our students are full-time parents, hold full-time jobs, and are trying to make a positive
improvement in their lives. In keeping with our mission, we strive to help our students towards
the achievement of their personal and professional geals.

Goals and Recommendations to Improve General Campus Student Retention:
The 2017-19 Goal for Retention is 73%.

Through continuing faculty and staff training in Office 365 technologies and other forms of
digital, technology, and multimedia rescurces, our retention should reflect a steady increase.
Qur second recommendation is that the Admissions Committee more closely review each
applicant for possible indicaters that applicants may have difficulty satisfactorily meeting the
course requirements for the specific program that they wish to enter. If so indicated, then the
Admissions Committee, working closely with Program Cooerdinators, faculty, and staff, should
address said concerns with a plan designed to assist the student in successfully reaching their
personal and professional goals. Additionally, the College will continue to improve upon the
recent addition of Mid-Term and End-Of-Term Grade Meetings designed to identify students at
risk and develop plans tc assist them in reaching their goals.
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Program-Specific Retention

Degree Programs Benchmark 2014 2015 2016
AS/BA Business
Administration 65% 72% 73% 72%
AS/Medical Assisting 65% 71% 74% 70%
AS/Criminal Justice 65% 79% 95% 85%
Diploma:
AQCA (Administrative Office No
Assistant) 70% 50% 100% Enroliment
CRST (Computer Repair and No No
Service Technician) 70% 50% Enrollment Enroliment
NRST {Network Repair and No No No
Service Technician) 70% Enroliment Enrollment Enroliment
No No No
MC (Medical Clinical Assistant) 70% Enrolliment Enrollment Enrolliment
MOA (Medical Office No No
Assistant) 70% 100% Enrollment Enroliment
No No No
PCT (Patient Care Technician) 70% Enroliment Enrollment Enroliment
PHL (Phlebotemy Technician) 70% 86% 91% 81%
Certificate:
No No
CJ (Criminal Justice) 70% Enroliment Enrollment 100%
NA (Nurse Assisting) 70% 69% 70% 75%

Summary and Analysis: Program retention has stabilized above benchmarks. In 2014, the
college implemented an addendum to faculty letters of agreements, which emphasized the need
for consideration and flexibility in allowing our students to obtain course content through the
implementation of our Office365 capabilities. We recognize that many of our students are full-
time parents, hold full-time jobs, and are trying to make a positive improvement in their lives. In
keeping with our mission, we strive to help our students towards the achievement of their

personal and professional geals.

Goals and Recommendation to Improve Program Specific Student Retention:

The 2017-19 Goal for Retention is 73%.

Through continuing faculty and staff training in Office 365 technologies and other forms of
digital, technology, and multimedia rescurces, our retention should reflect a steady increase.
Qur second recommendation is that the Admissions Committee more closely review each
applicant for possible indicaters that applicants may have difficulty satisfactorily meeting the
course requirements for the specific pregram that they wish to enter If so indicated, then the
Admissions Committee, working closely with Program Coordinators, faculty, and staff. should
address said concerns with a plan designed to assist the student in successfully reaching their
personal and professional goals. Additionally, the College will continue to improve upon the
recent addition of Mid-Term and End-Of-Term Grade Meetings designed to identify students at
risk and develop plans tc assist them in reaching their goals.
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Qur 2017-19 goal is to see a renewed interest and increase in retention in our Information
Technology programs, including CRST and NRST. Since the development of a separate
Information Technology degree program, at the Business Program Advisory Committee’s
recommendation, the College anticipates a stabilization in the retention of these programs.

The College plans to review with our Program Advisory Committees to modify or discontinue
programs that are not meeting retention benchmarks.

Student Placement Assistance Rates and Evaluation

The placement trends for the programs as reporied in the past three Campus Accountability
Reports (CAR) are:

(General) Campus Job Placement Assistance

Benchmark 2014 2015 2016
70% 96% 100% 81%

Summary and Analysis: Campus job placement assistance exceeds the ACICS mandated
benchmark of 70%. Additionally, student satisfaction with the job placement assistance provided
remains B8% above average according to our 2016 Student Satisfaction Survey.

Goals and Recommendations to Improve General Campus Placement Assistance:
The 2017-2019 Goal for Placement is 85%

Program Coordinators will work with our students to further assist them in preparing for their
chosen jeb field and to include mere specific instruction and advice in areas such as:

s individual attention and instruction regarding the preparation of their resume

= appropriate attire and grocoming

* |ob specific interview techniques

» mock interviews

« seeking appropriate certification in job specific fields

s seeking multiple certification in their career area whenever possible

Additionally, Program Coordinators will work closer with Program Advisory Committees and
employers to identify and fill jobs that meet our student’'s goals and objectives, as well as
ccmmunity needs.

Although not required, Program Advisory Committee members have advised the College that
applicants who obtain centifications are generally more favored for employment over those that
are not certified. To support this, the College strongly encourages graduates to take
certification examinations as soon after graduation as possible. To assist our students in
preparing for certifications, review classes will continue to be available.
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The placement trends for specific programs as reported in the past three ACICS Campus

Accountability Reports (CAR) are:

Program-Specific Job Placement Assistance Rates

Program Benchmark 2014 2015 2016
AS/BA Business Administration 70% 90% 100% 71%
AS/MA 70% 100% 100% 82%
AS/CJ 70% 100% 100% 88%
Diploma
AQCA (Administrative Office No No
Assistant) 70% 0% Enroliment | Enroliment
CRST (Computer Repair and No
Service Technician) 70% 100% Enroliment | No Grads
NRST (Network Repair and
Service Technician) 70% No Grads No Grads No Grads
MC (Medical Clinical Assistant) 70% No Grads No Grads No Grads
MOA (Medical Office Assistant) 70% 0% 100% No Grads
No No

PCT (Patient Care Technician) 70% No Grads enrollment | enrollment
PHL Phlebotomy Technician) 70% 83% N/A 75%
Certificate

No No
CJ (Criminal Justice) 70% Enrollment Enrollment N/A
NA (Nurse Assisting) 70% 100% 100% N/A

Summary and Analysis: Campus job placement assistance exceeds the ACICS mandated
benchmark of 70%. Additionally, student satisfaction with the job placement assistance provided
remains 88% above average according to our 2016 Student Satisfaction Survey.

Goals and Recommendations to Improve General Campus Placement Assistance:

The 2017-2019 Goal for Placement is 85%.

Program Coordinators will work with our students to further assist them in preparing for their
chosen jeb field and te include more specific instruction and advice in areas such as:
« individual attention and instruction regarding the preparation of their resume
« appropriate attire and grooming
» ob specific interview techniques

s mock interviews

s seeking appropriate certification in job specific fields
« seeking multiple certification in their career area whenever possible

Additionally, Program Coordinators will work closer with Program Advisory Committees and
employers to identify and fill jobs that meet our student’'s goals and objectives, as well as

ccmmunity needs.

Although not required, Program Advisory Committee members have advised the College that
applicants who obtain certifications are generally more favored for employment over those that

Forrest College

2014-16 Campus Effectiveness Plan
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Analysis

The College has exceeded the benchmark and is trending upwards in all areas except for the
category of interest in entrepreneurship. This entrepreneurship data is useful to us for planning
purposes in assisting our students in reaching their personal and prefessional goals.

Recommendations

The College recommends that a committee be established to study this further with the intent of
working with faculty to inspire a greater interest in our students to start their own business or
contract their services. We also find the use of our online Library (LIRN) is below our
expectations. We will be adding this to future planning.

Level of Employer Satisfaction
The College surveys employers of its graduates tc determine whether employers feel that our
graduates are well-trained and capable of handling their respensibilities. The survey is
generated when the College is notified of the graduate’s placement. The survey is distributed to
the employer at notice of initial employment. The benchmark is 85 %.

Three year Summary & Benchmark Data

Benchmark | 2012 2011 2010

Attendance 85% 100% | 100% | 100%
Dependability 85% 100% | 100% | 100%
Communication Skills 85% 100% | 100% | 100%
Relationship With People 85% 100% | 100% | 100%
Personal Appearance 85% 100% 100% 100%
Initiative and 85% 100% | 100% | 100%
Resourcefulness

Technical Knowledge 85% 100% | 100% | 100%
Quality Of Work 85% 100% | 100% | 100%
Productivity 85% 100% | 100% | 100%

Analysis:

The benchmark has been exceeded and an analysis of the data indicates that our employers
are very satisfied with the competencies of our graduates. The College considers an employer
satisfaction rating of 3 to 5 on a scale ranging from 1 to 5 to be considered a satisfied employer.

Recommendations

The College recommends that Program Coordinators meet and suggest ways to improve
participation in the surveys so that we have a more diverse pool. We are not satisfied with the
current level of participation at this time.
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Analysis

As the definitions of placement became more clearly defined, the reports were adjusted
accordingly. The College has met or exceeded the benchmark for placement as set forth by
ACICS.

Recommendations

The College will continue to seek the advice of our Program Advisory Committee members as
additional needs are identified. In addition, the Boards now consist of at least three employers
50 the expectatien for opportunities for employment should increase.

Student Learning Outcomes

Forrest College uses multiple measures to assess students learning outcomes, among them are
cumulative GPA, grade distributicn, job placement, and cerification examination results.
Benchmarks are established where appropriate.

Cumulative GPA and Learning Qutcomes

One of the major elements in menitoring the effectiveness of the instruction and support
services provided to students is their satisfactory academic progress (SAP). In order to maintain
satisfactory progress, students must attain a cumulative grade point average (CGPA) of 2.0 or
higher or be on academic probation; they must progress at a satisfactory rate toward completion
of their program; they must complete their program within a maximum of one and a half (1.5)
times the normal program length. A student who does not maintain satisfactory progress is
placed on academic prebation.

The Records Office moniters satisfactory progress by calculating the cumulative grade point
average (CGPA) for each student at the end of each grading pericd. Students are in good
academic standing whose CGPA is 2.0 or higher.

Three year Summary & Benchmark

The Benchmark is aligned with the statement of satisfactory progress which is a CGPA of 20 or
better.

Campus Wide Summary

201416 TOTALS - ALL PROGRAMS | Stadert- | Stadert Studert- Sloent- Sloent- Sloent-
Actve =xpe ad Completed | Gracuates | Suspended | Witkorew

Mu=—oer of Suzens 228 J J gf 1 g

Average CGPRA 284 J J 333 ‘52 18

Program-Specific Summary

AS Degree Criminal Justice Active | Expelled | Completed | Graduated | Suspended | Withdrew
Hu—oer ¢f Siuges 3f C J 18 3 g
Average CGPA 284 333 185 183
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AS Degree, Medical Assisting

i oer of Stloents 141

(]
[

aC E [
Average COFPA 764 333 183 161
AS Degree Business Administration
Tota ASHA Farclimert a0 0 0 9 2 6
Aveage CGPA 263 0 0 330 0.47 1.61

Analysis

The benchmark has been met or exceeded and an analysis of the data indicates that the clear
majority of our students are progressing satisfactorily towards attaining their learning outcomes.

Recommendations:

The mission of Forrest College is to provide an environment that inspires students to more fully
develop the confidence to reach their personal and professicnal goals. The College strives to
attain its mission by providing appropriate educaticnal experiences that stress personal and
academic goal attainment and emphasize the importance of leaming as a life-long process

through both individual and group work. In keeping with our mission, the College's

implementation of the midterm and term grade meetings will continue to identify those who are
at risk of failing so that they can be assisted early. The data presented indicates low CGPA’s

for those at risk of being withdrawn or suspended.

Forrest College 2014-16 Campus Effectiveness Plan

Page 19



Grade Distribution and Learning Qutcomes
A three year compilation of grades earmned by course offered was prepared and analyzed.

Grade distributions are monitored to assure that grades are not inflated and represent an
appropriate assessment of demonstrated performance or competency.

2014-2016 GRADE DISTRIBUTION ANALYSIS

FF NCNCNC

20 20 20

Analysis
Data analysis indicates that grades appear to be slightly inflated.
Recommendations

We anticipate a change in this trend as the College implements more certifications as a
measure of mastery where applicable. In addition, the College has moved towards industry
standard evaluations within the classroom that will be useful in determining the students level of
mastery.

Certification Examination Results and Learning Outcomes

Although certification is not a prerequisite to employment in South Carolina, the Committee
recognizes certification as an indication of student learning outcomes in programs where
certification is offered. Programs offered by the College wherein certification is available
include:
+ Computer Repair and Service Technician (A+, Net+, Sec+ Certification through
CompTIA)
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Nurse Assisting (CNA thru SCDHHS) Certification Exam Results

The South Carolina Department of Health and Human Services (SCDHHS) has evaluated and
approved the nurse assisting training program of the College as an official sponsor of
candidates for Nurse Aide certification examination. Graduates of this pregram are eligible to sit
for the exam which leads to NA certification.

2014-2016 Nurse Aid Certification Results (NNAAP -
National Nurse Aide Assessment Program)

2014 2015 2016
Written 95% 90% 100%
Skills Performance 56% 46% 67%

Analysis

The threshold of 70% as established by SCDHHS has been adopted by the Committee as the
benchmark for Forrest College. Although this benchmark has not been met in the skills
performance area for the years indicated, the Committee notes that there has been substantial
improvement in the skills exam pass rate for more recent graduates. It should be further noted
that the written portion of the certification exam has exceeded the benchmark established for
the past three years.

Recommendations

s The College has recently implemented a mandatory review and pretest simulation to
ensure that a student is ready before certifying.

« That additional, course-specific competency measurements which are specific to
competencies required for passing the certification exam continue tc be emphasized in
all course instruction where appropriate.

Phlebotomy Certification Examination Results

The College does not have programmatic accreditation for its phlebotomy program. Graduates
may, upen successful cempletion of theory, clinical, and intravenous punctures, be eligible for
the certification examination offered through the American Society for Clinical Pathology
(PBT/ASCP).

No data is available regarding phlebotomy cerification.

Analysis

Nen-applicable.

Recommendations —

The College recommends that students who have satisfactorily completed their training in

Phlebotomy be surveyed tc make as accurate an assessment as is possible regarding the
pass/fail rates
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Recommendations

The College recognizes that there is always room to improve student satisfaction and that a

high benchmark needs to remain in place.

Student Evaluation of Instruction Surveys and Learning Outcomes

This survey assesses student perception of instructer effectiveness. It also surveys student
opinion concerning instructicnal support areas such as the learning resource center, computer
and technology suppont, and perceptions on student advisement. It is a useful indicator of

student learning cutcomes in that it demonstrates student perception as to the quality of

instruction and support received.

Student Opinion of Faculty

Benchmark

2016

2017

Punctuality

90%

95%

98%

Preparation of Presentation

90%

95%

98%

Tests and Grades Fairly

Timely Return of Grades

90%

95%

100%

Incorporation of Technology in Course

90%

90%

93%

Your instructer has asked you to refer
prospective students to Forrest College

90%

90%

97%

Your instructor has taken an active interest in
you and encouraged you to continue your
education.

90%

79%

84%

Your instructer has asked if you are
experiencing any problems that might interfere
with your pursuit of your educational goals in a
genuine attempt tc help you overcome some
of those difficulties.

90%

90%

97%

Your instructer speaks well of Forrest College.

90%

87%

95%

Your instructor has encouraged you to bring
friends to class on designated days.

90%

100%

100%

Your instructer has made attempts to
coordinate your assignments to compliment
assignments that you might have in other
COUrses.

90%

/0%

88%

Your instructor has assigned you to work in

90%

92%

95%

| groups.
Your instructor has explained te you the
benefit of engaging in group work.

90%

71%

89%

Your instructer has encouraged you to
communicate with other members of your
class or group for the purpose of keeping up
with your assignments and supporting one
another, particularly in times of absence or
iliness.

90%

2%

90%

Your instructer has insisted that you use your
college assigned email address.

90%

95%

97%
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Your instructer has taken necessary time with
you in addition to class time.

90%

B7%

98%

Your instructor has made his/her lectures
available to you through the library, Lync,
Skype, or by other means outside of regular
class lecture.

90%

92%

95%

Your instructor has collaborated with the
librarian to arrange for study groups for his/her
classes.

90%

92%

95%

Your instructor has alerted you to the
availability of assistance through such means
as PLATO, study groups, tutors, etc.

90%

83%

86%

Your instructor has made himself / herself
available to you on a regularly scheduled basis
for a designated period of time immediately
preceding or immediately following your class
time.

90%

90%

89%

Your instructer has used as many and as
diverse methods/practices as possible in his
efforts to deliver his course content, such as
videos, YouTube lectures, ITunes U, or any
other materials that may be available through
the manufacturer of the course text bock.

90%

93%

95%

Your instructor has made it clear that you are
to use only your formally assigned college
email address in all matters dealing with your
college-related work assignments, etc.

90%

95%

95%

Your instructor has communicated with you by
email and on a regular basis such things as
syllabi, class notes, lectures, remingders as to
assignment due dates, upcoming test/quiz
dates, test results, reminders of any sort, and
anything that might be helpful to understand
what is expected of them and when.

90%

87%

98%

Your instructor has taken time to aleni, instruct,
and advise you regarding any and all things
that might be a factor in preventing you from
getting a job (tattoos, rings, dress,
communications issues, etc.) in your
(intended) workplace.

90%

93%

95%

Your instructer has expected you to
demonstrate appropriate business behaviors
such as writing (by email) with your questions,
concerns, or problems.

90%

B9%

94%

Your instructor has taken the time to help you
crganize your thoughts and tc be better able to
explain what it is they need or want through
proper e-mail communications.

90%

92%

97%
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Analysis

The College made several additions to the older version of our survey to identify items listed in
the Addendum to the Faculty which is more in line with our mission and purpose. The
benchmark of 90% was met in most instances except for group work, referrals, and email
communications. These items were recent additions to the survey.

Recommendation

The College recommends additional professional development in the areas of:
s Instruction in using group learning methods
s The benefits of referrals in maintaining a family atmgosphere within the College
s The necessity of Professional email communications

Graduation Rates
The retention trends for the programs as reported in the past three ACICS Campus
Accountability Reports (CAR) are:

(General) Campus Retention
Benchmark 2014 2015 2016
70% 71% 74% 72%

Summary and Analysis: Campus Retention has normalized above our benchmark of 70%. In
2014 the college implemented an addendum to faculty letters of agreements, which
emphasized the need for consideration and flexibility in allowing cur students to obtain course
content through the implementation of our Office365 capabilities. We recognize that many of
our students are full-time parents, hold full-time jobs, and are trying tc make a positive
improvement in their lives. In keeping with our mission, we strive to help our students towards
the achievement of their personal and professicnal goals.

Goals and Recommendations to Improve General Campus Student Retention:
The 2017-19 Goal for Retention is 73%.

Through continuing faculty and staff training in Office 365 technologies and other forms of
digital, technology, and multimedia rescurces, our retention should reflect a steady increase.
Qur second recommendation is that the Admissions Committee more closely review each
applicant for possible indicators that applicants may have difficulty satisfactorily meeting the
course requirements for the specific program that they wish to enter If so indicated, then the
Admissions Committee, working closely with Program Cocerdinators, faculty, and staff, should
address said concerns with a plan designed to assist the student in successfully reaching their
personal and professional goals. Additionally, the College will continue to improve upon the
recent addition of Mid-Term and End-Of-Term Grade Meetings designed to identify students at
risk and develop plans to assist them in reaching their goals.
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Future Plans for the Institution

Qur recommendations for what we envision as our future are based on an analysis of current
data and future trends as well as from discussions and meetings involving all divisions of the
College, including faculty, staff and students.

Since our last ACICS visit, we've focused on growing the enroliment; branding and marketing
the College; developing financial plans that assured financial equilibrium; and receiving
accreditation from ACCSC.

We are continuing to add and to strengthen cur academic programs and faculty and have
continued upgrading of and improvement to campus facilities. Qur modest efforts and
personalized marketing approach have yielded some modest results, even in a global economic
downturn and considering all of the confusion that we've more recently undergone as the result
of our association with ACICS and the more general and devastating effects that we've endured
as the result of the Department of Education’s negative actions taken against ACICS; problems
that have manifested themselves in demgralization of students, faculty and staff, who oftentimes
question what their status is likely to be.

In the near future, the College will focus on an uncertain economic environment as well as
changing and very competitive conditions in higher education; the need for the College to
challenge past assumptions and establish new initiatives; continued investment in human
resources, the physical plant and technology; and providing a rigorous education in a supportive
and strong learning environment

Of course, as in the past, our future will be determined somewhat by external and internal
factors that no doubt may affect the College's ability to implement all facets of the plan.
Important to our future and to the enactment of any future plans will depend in good part in
internal factors, such as the appeinting and retaining of quality faculty and staff and offering
academic programming consistent with the needs of the marketplace and our mission; the
possibility of installing a Bachelor level program in Internet Technology as well as in Criminal
Justice. Also, being discussed is the possible development of a new emphasis in Electronic
Medical Records Management to our existing Medical Assisting Program. A stronger emphasis
in entrepreneurship within the Business Administration Program is nearly completed.

External factors include, but are certainly not limited to, the ability of Forrest College to
adequately deal with the myriad of compliance and regulatory issues; to continue to receive
appropriate federal support; to remain distinctive and competitive in a changing marketplace;
and to secure appropriate funding

We believe that, despite the challenges that have presented themselves upon us, our plans, as

stated in this brief account, will serve as the rcadmap to successfully guide the College to even
greater heights in the future.
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PROGRAMS OFFERED BY
FORREST COLLEGE
ANDERSON, SOUTH CAROLINA
CAR
Enroll: Retention & Placement (%)
Full- 2016 2015
APPROVED Clock/ time/
CREDENTIAL | ACICS PROGRAM Contact | Qtr. Part-
EARNED CREDENTIAL TITLE Hrs. Hrs. time Ret. | Pla. Ret. Pla.
Associate of Academic Business 1050 1005 | 24/0 72 71 3 100
Appliced Associate’s Administration
Science Degree
Associate in Academic Cnminal Justice | 995 96 14/0 85 88 95 100
Science Degree | Associate’s
Degree
Associate of Academic Medical 1290 1035 | 22/0 70 82 74 100
Appliced Associate’s Assisting****
Science Degree
Associate of Academic Information 1250 1005 | 0/0 N/A | NA | N/A | N/A
Appliced Associate’s Technology**
Science Degree
Diploma Diploma Phlebotomy 595 43.5 | 18/0 81 75 91 N/A
Certificate Certificate Nurse Assisting | 352 27 1/0 75 NA |70 100
Diploma Diploma Network Repair | 875 69 0/0 NA | NA | NA | N/A
and Service
Technician™*
Diploma Diploma Computer Repair | 930 73.5 | 0/0 N/A | NA | NA | N/A
and Service
Technician**
Certficate Certificate Cnminal 450 45 0/0 100 | NNA | N/A | N/A
Justice**
Diploma Diploma Medical Office 875 52.5 | 0/0 00 00 00 00
Assistant™**—
Diploma Diploma Medical Clinical | 740 525 | 0/0 00 00 00 00
Assistant™ t
Diploma Diploma Patient Care 824 48 0/0 00 |00 00 00
Technician**~
Diploma Diploma Administrative 725 555 | 0/0 00 00 00 00
Office
Assistant™* -
TOTAL ENROLLMENT 79
TOTAL CAMPUS RETENTION 72% [ TOTAL CAMPUS PLACEMENT [ 81%

e

Programs with no enrollment. The computer repair and service technician and medical office

assistant programs have not enrolled students in two years. The network repair and service
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technician, medical clinical assistant, and patient care technician programs have not had
cnrollment in three years. While the team was on site the administration informed the team that
there should have been one enrollment reported in the network repair and service technician
program, but 1t was mistakenly left off the 2016 CAR. Although there were no students enrolled
1n the information technology program, the institution informed the team that there are nine (9)
students currently in the business administration associate degree program who will be
matriculating to information technology associate’s degree program, ctfective the end of the
spring term, June 17, 2017, Thus the program was reviewed by a content specialist.

The administration informed the team that they did not want to terminate the programs without
enrollment for 2t years because they have wanted to make either substantive or non-substantive
changes. and begin re-enrolling in September 2017, but haven’t been able to. They were under
the impression that the Department of Education’s notice sent to schools in December 2016
regarding the loss of recognition for ACICS had informed them that they would be unable to
submit any changes to their programs. This was not the case, however. Further, because the
notice was sent approximately six months ago. even if that were the situation. it does not address
the fact that programs had been without enrollment for an extended amount of time prior to the
notice being sent. The administration stated their desire to submit substantive/non-substantive
change applications with their response to this report in order to avoid having the programs
terminated. If applications are submitted and subsequently approved. the institution will have
until the deadline for the submission of the 2017 CAR to evidence enrollment in each of the
programs,

®xE% The medical assisting associate degree program was granted continual programmatic
accreditation with the Commission on Accreditation of Allied Health Education Programs
(CAAHEP) in January 20106

+ (Section 2-2-121(a)(b)): The credits and contact hours could not be verified for all programs.

The total credits and contact hours last reported to ACICS do not match the metrics on the
academic credit analysis submitted with the renewal of accreditation application for the medical
office assistant, medical clinical assistant, patient care technician, or administrative office
assistant programs. The institution did not provide evidence of approvals tor these changes.
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5.08

5.09

X Yes [INo

(b) Selection of course materials, instructional equipment, and other educational resources?
X Yes [ ] No

(c) Systematic evaluation and revision of the curriculum?

X Yes [INo

(d) Assessment of student leaming outcomes?

X Yes [ ] No

(e) Planming for institutional effectiveness?

X Yes [INo

Is there evidence that this policy has been adopted and that faculty members are aware of 1t?

X Yes [ ]No

Doces the campus have any programs that require specialized or programmatic accreditation to obtain entry-
level employment or licensure by the state in which the campus is approved”?
X Yes [ INo (Skip t0 5.10 for renewal of accreditation. Skip to 5.12 for initial grants.

If Yes, does the campus

(a) carry the programmatic accreditation or is it currently in the process of obtaining such accreditation in a
timely manner for programs in which 1t 1s required by the state in order for students to attain entry-level
employment?

X Yes [ INo [ ] Not Applicable (There is no such requirement by the state.)

(b) Notify students as to:

(1) Which programs hold specialized or programmatic accreditation?
DXl Yes [ ]No
(2) Whether successful completion of a program qualifies a student to receive, apply to take, or take
licensure exams in the state where the campus is located?
X Yes [ ] No
(3) Any other requirements that are generally required for employment?
XlYes [ JNo [ ]Not Applicable (no other requirements)

FOR RENEWAIL OF ACCREDITATION ONLY

5.10

Does the campus have any programs with current specialized or programmatic accreditation?
X Yes [ INo(Skipto 5.12)

Does the program meet the needs of its students and the requirements of the Council as shown by student
achievement outcomes which meet or exceed the standards for the following areas:

(2) Student retention rate of 65 percent (programs =1 year in length) OR 70 percent (programs < | year in
length)?

X Yes [ ] No

(b) Student placement rate of 70 percent?

X Yes [ ] No
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(b) An indication of the year(s) for which the catalog is effective on the front page or cover page?

<] Yes [ ] No

(c) The names and titles of the administrators?
X]Yes [ ]|No
(d) A statement of legal control which includes the names of trustees, directors, and officers of the
corporation”
D] Yes [ ] No (Incliude Section 3-1-201in the finding below )
(e) A statement of accreditation?
X Yes [ JNo [ ]Not Applicable (initial applicant)
(£) A mission statement?
<] Yes [ ] No
(&) A list of full-time faculty members, qualifying credentials, awarding institution, and area of teaching
specialization?
<] Yes [ ] No

(h) An academic calendar?

X]Yes [ ]|No

(1) A full disclosure of the admission requirements?
<] Yes [ ] No
(J) A list of institutions with which the institution has established artculation agreements?
DA Yes [ JNo [ ]NotApplicable
(k) A statement on the transferability of the credits in the programs that are offered?
<] Yes [ ] No
(I) A description of the contracts or agreements and services to be provided. if the institution has an
agreement with an accredited or unaccredited institution, or an international partnership agreement?
[JYes [ JNo  [X]Not Applicable
(m) A statement for each curriculum that includes a statement of objective or purpose; an accurate and
complete list of all courses in the curriculum with a unique identifying number, title and credit or clock
hours awarded, the total credit or clock hours required to complete the curriculum; any necessary
requirements for certification, licensing, or registration needed to work in the field; and any additional
requirements that must be met to complete the cumculum?
<] Yes [ ] No
(n) A description of each course that includes the identifying number, a title, credit or clock hours
awarded, a concise description of the course contents, and any necessary prerequisites and/or
corequisites”?
<] Yes [ ] No
(0) An explanation of the grading system that 1s consistent with the one that appears on the student
transcript?
<] Yes [ ] No
(p) A definition of the unit of credit”?
DJYes [ ]No [ ]Not Applicable (The campus does not award credit.)
(q) A complete explanation of the standards of satisfactory academic progress?
<] Yes [ ] No
(r) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the
requirements necessary for completion of each?

X Yes [ ]No

(s) The transfer of credit policy?
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6.04

6.05

6.06

6.07

6.08

6.09

Yes [ ]No

(t) A statement of the tuition, fees. and any other charges?

<] Yes [ ] No

(u) A complete and accurate list of all scholarships, grants, and loans offered?

[ JYes [ ]No Not Applicable (No scholarships, grants, and loans are offered.)
(v) The refund policy?

<] Yes [ ] No
(w) A statement describing the student services offered?

Yes [ ]No
(x) A student gnevance policy that includes the name and address of ACICS (which may be in the student
handbook instead of the catalog)?
Yes No (/actude Section 3-1-202¢d) in the finding below.)
: i
[ ] Not Applicable (initial applicants only)

Does the campus list degrees of staft members in the catalog?

X Yes [ ] No

If Yes, is appropriate cvidence of the degrees on file?

<] Yes [ ] No

Does the campus offer degree programs?
X Yes [ ] No ¢Skip t0 6.06.)

If Yes, does the catalog contain the following:

(a) Anexplanation of the course numbering system (for all levels)?
X Yes [ ]No

(b) Identification of courses that satisfy gencral education requirements (for occupational associate’s.
academic associate’s, and bachelor’s degrees only)?
Yes [ ]No [ ]NotApplicable

(c) Identification of courses that satisfy the concentration requirements {(for academic associate’s and
bachelor’s degrees only)?
DdYes []No [ ]NotApplicable

(d) Identification of courses that satisfy the upper-division (for bachelor’s degrees only)?
[ ]Yes [ ]No <] Not Applicable

Does the campus offer courses and/or programs via distance education?
[] Yes <] No (Skip 10 6.07.)

Is the catalog updated at an appropriate interval? (An addendum/supplement should not be used as a
substitute for meeting this expectation.)

X Yes [ ] No

Does the catalog contain an addendum/supplement?
[ Yes [X] No (Skip 10 6.09.)

Is the catalog available online?



























VER. May 1, 2017 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 37 of 58

8.16

8.17

8.18

8.19

(a) Title and course descriptions?
X Yes [ INo
(b) Course numbers?
™ Yes [ ] No
(¢) Course prerequisites and/or corequisites?
X Yes [ ]No
(d) Instructional contact hours/credits?
™ Yes [ ] No
(e) Learning objectives
X Yes [ INo
() Instructional materials and references?
™ Yes [ ] No
(g) Topical outline of the course?
X Yes [ INo
(h) Instructional methods?
™ Yes [ ] No
(1) Assessment criteria?
X Yes [ INo
(j) Mecthod of cvaluating students?
™ Yes [ ] No
(k) Date the syllabus was last reviewed?
X Yes [ INo
For Title 1V participant campuses that have lecture courses in credit hour programs or clock-to-credit
hour programs only:
(1) Out-of-class work assignments that support the learning objectives for the course?
X Yes [ INo [ ] Not Applicable (clock hour program)
(m) A description of the minimum amount of time a student 15 expected to spend on completion of the
work assignments?
X Yes [INo [ ] Not Applicable (clock hour program)

Do students confirm that they receive a course syllabus and that it is followed”?

X Yes [ ]No

Are the courses available when needed by the student in the normal pursuit of a program of study?

X Yes [ ]No

Does the campus participate in Title IV financial aid?
X Yes [ I No (Skip 10 8.20.)

Do the campus’s written procedures (as evidenced by their academic credit analysis) support the written
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding?
X Yes [ INo [ ] Not Applicable (clock hour programs only)

Is there evidence that out-of-class work or the equivalency is being evaluated?
X Yes [ ]No [ ] Not Applicable (clock hour programs only)
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8 10 Does the program usc independent studies?
[ ]Yes X No (Skip 10 8.12.)

8.12  Are the curriculum and length of the program appropriate to meet the educational and placement objectives
of the program”?

X Yes [ ]No

8.13  Are course prerequisites appropriate, are they identified in the catalog, and are they being followed?

X Yes [ ]No

8.14 Is an appropriately detailed syllabus on file for each course that includes the following elements:
(a) Title and course descriptions?
X Yes [ INo
(b) Course numbers?
X Yes [ INo
(¢) Course prerequisites and/or corequisites?
X Yes [ INo
(d) Instructional contact hours/credits?
X Yes [ INo
(e) Learning objectives
X Yes [ INo
() Instructional materials and references?
X Yes [ INo
(g) Topical outline of the course?
X Yes [ INo
(h) Instructional methods?
X Yes [ INo
(1) Assessment criteria?
X Yes [ INo
(j) Method of evaluating students?
X Yes [ INo
(k) Date the syllabus was last reviewed?
X Yes [ INo
For Title 1V participant campuses that have lecture courses in credit hour programs or clock-to-credit
hour programs only:
(1) Out-of-class work assignments that support the learning objectives for the course?
X Yes [ INo [ ] Not Applicable (clock hour program)
(m) A description of the minimum amount of time a student 15 expected to spend on completion of the
work assignments?
X Yes [INo [ ] Not Applicable (clock hour program)

8 15 Do students confirm that they receive a course syllabus and that it is followed?

X Yes [ ]No

8 16 Are the courses available when needed by the student in the normal pursuit of a program of study?
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Based on the team’s review, the following areas require an explanatory response:

Number | Section Summary Statement
l 2-2-121(a)(b) The credit and contact hours do not match ACICS approvals for the medical
office assistant, medical clinical assistant, patient carc technician, or
administrative office assistant programs (page 3).
2 3-1-110, 3-1-111, The CEP does not contain all required elements (pages 7 and 8).
3-1-112, 3-1-113,
and Appendix K The institution does not provide evidence of documented CEP progress reports
(page 8).
The institution does not provide sufficient documentation to evidence the
annual evaluation of the CEP (page 9).
3 3-1-202(b) The campus does not provide evidence of performance evaluations for staft
members (page 10).
4 3-1-203 and One placement waiver for the 2016 CAR cannot be verified (page 4).
Appendix L
The retention rate for the diploma in network repair and service technician
cannot be verified (page 20).
5 3-1-301 The on-site administration does not have sufficient authority and autonomy to
manage the campus effectively (page 9).
6 3-1-303(f) The safety of off-site student records could not be veritied (page 11).
7 3-1-432, 3-1-701, The institution’s website does not accurately describe tuition and fees (pages
3-1-703, 3-1-704, 18 and 29).
and Appendix C
The institution does not provide documentation to evidence the validity and
accuracy of graduate testimonials (page 30).
The institution’s advertisements do not utilize the phase “for those who
qualify” in references to tfinancial aid (page 30)
Current performance information is not provided to the public (page 31).
8 3-4-401 The library is not staftfed by a trained individual durning evening hours (pages

31 and 33).
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PROGRAMS OFFERED BY

LIVING ARTS COLLEGE @ SCHOOL OF COMMUNICATION ARTS

RALEIGH, NORTH CAROLINA

CAR
Retention & Placement (%)

APPROVED Enroll: 2015 2014

CREDENTIAL | ACICS PROGRAM Contact | Qtr, Full-

EARNED CREDENTIAL TITLE Hrs. Hrs. time Ret. | Pla. | Ret. | Pla.

Bachelor of Arts | Bachelor's Degree | Digital 2340 180 21 80 64 72 57
Filmmaking

Certificate Certificate Digital 480 32 1 90 50 85 67
Filmmaking 1

Certificate Certificate Digital 480 32 0 100 | N/A 100 | N/A
Filmmaking II **

Bachelor of Arts | Bachelor’s Degree | Animation and 2360 180 35 82 30 78 92
Game Design

Certificate Certificate Digital Animation | 480 32 1 N/A | N/A 100 | N/A

Certificate Certificate Advanced Digital | 480 32 0 N/A | N/A N/A |0
Animation **

Bachelor of Arts | Bachelor’s Degree | Digital Audio 2380 180 49 79 62 78 92
Production and
Design

Certificate Certificate Digital Audio 480 32 4 79 N/A 79 0
Production and
Design 1

Certificate Certificate Digital Audio 480 32 0 a3 N/A 100 100
Production and
Design II **

Bachelor of Arts | Bachelor’s Degree | Interactive Media | 2320 180 27 79 77 85 76
Arts

Certificate Certificate Digital Media 480 32 I 100 | 50 100 100
Arts

Certificate Certificate Internet Site 430 32 0 100 | 100 100 |0
Development **

Bachelor of Bachelor’s Degree | Digital 2340 180 10 77 67 84 80

Arts Photography

Certificate Certificate Digital 480 32 2 100 | 40 100 100
Photography and
Digital Video
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Continued from puge 2
CAR
Retention & Placement (%)
APPROVED Enroll; 2015 2014
CREDENTIAL | ACICS PROGRAM Contact | Qtr. Full-
EARNED CREDENTIAL TITLE Hrs. Hrs. time Ret. | Pla. | Ret. | Pla.
Bachelor of Bachelor’s Degree | Interior Design 2360 180 4 83 67 57 0
Arts
Certificate Certificate Interior Design I 480 32 0 100 N/A | 100 100
Ik
Certificate Certificate Interior Design IT | 480 32 0 N/A | N/A | NA |0
* %
Diploma Diploma Medical Billing 1024 63 20 g1 50 80 58
and Coding
Specialist
Diploma Diploma Medical Assistant | 1114 70 13 78 76 71 47
L 2]
Diploma Diploma Animation and 1080 76 0 N/A | NJA | NVA | N/A
Special Effects
Production **
Diploma Diploma Medical 892 39 0 67 50 100 | 75
Administrative
Specialist **
Diplema Diploma Digital Audio ** 1080 76 0 N/A | NJA | NJA | N/A
Diploma Diploma Digital 1040 76 0 N/A | NJA | NJA | N/A
Filmmaking **
Diploma Diploma Digital 1060 76 0 N/A | NJA | N/JA | N/A
Photography **
Diploma Diploma Game Design and | 1060 76 0 N/A | NJA | NA | N/A
Animation
Production **
Diploma Diploma Interactive Media | 1040 76 0 N/A | NJA | N/A | N/A
Arts **
Diploma Diploma Interior Design 1080 76 0 N/A | NJA | NJA | N/A
TOTAL ENROLLMENT 188
CAMPUS RETENTION (%) 79 ‘ CAMPUS PLACEMENT (%) ‘ 62

Notes: Typed in bold are any retention rates below 65 percent (programs >1 year in length) or 70
percent {programs < | year in length) and any placement rates below 70 percent.

ok The campus reported to the team that all programs with no students enrolled will be offered
when approvals from other agencies have been received.

ook

expire on September 30, 2018.

The diploma program in medical assisting 1s programmatically accredited by the Commission on
Accreditation of Allied Health Education Programs {CAAHEP). The accreditation status will
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\ are urgently needed in the global community.

Provide the proposed revised institutional mission statement and objectives:

The mission of BAU International University {BAU) is to provide high
quality education through a variety of career-related programs that
(a) enable BAU students to enhance and achieve their academic
potential; (b) provide them the necessary skills, experience and
qualifications to advance their professional careers; and (c) cultivate
among them the intellectual curiosity, critical thinking abilities, and
creativity that are urgently needed in the global community.

An integral part of our mission is holistically supporting our students,
providing them with opportunities, encouragement, mentoring, and
scaffolding, and fostering peer interaction and a sense of
community. We systematically encourage the development of a
strong knowledge base, study skills, technical know-how, and the
personal maotivation necessary for competent scholarship.

Revised:
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Plan tve impact on the curvent budger (if the expansion in scope is (o be implemented during the campus” current
fiscal vear) andfor firure budgers. If applicable, include projecrions associared with facility requirements, library,
instruciional resonrces amd rechnology reguirements,

RESOQURCES — Explain the impact on resources expected with the expansion of scope. If applicable, include a
tineline for ordering instruciional resonrces or additional technology equipment. If applicable, include refevant
timelines for initiating additional classroom space, campus additions or possible expansion of curvent focifities. If
applicable. include plans for additional community resource reguirements and the possibde impact on current

staff wark loads, including the faculty to studenr ratio. If applicable, include the implementation or expansion of
advisory board acriviy.

ACADEMIC — Explain the impact the expansion in scope will have academically. If applicable, include a
timeline for hiving addivional facalry, staff, admission represemtatives, and externship or internship coordinators.
If applicable, include any programmatic or specialized accreditation requirements and approval timelines.
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MOUNTAIN STATE COLLEGE CAMPUS EFFECTIVENESS PLAN

EFFECTIVE JANUARY 2018 - DECEMBER 2018 | PREPARED NOV-DEC 2017 | LAST UPDATE 1/29/2018 4:57 PM
























See CEP Implementation and Evaluation Timetable for specifics.







TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION

g ‘Evaluation of Campus and

Full r i ndi

See CEP Implementation and Evaluation Timetable for specifics.







See CEP Implementation and Evaluation Timetable for specifics.
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Campus Effectiveness Plan

McCann School of Business & Technology — Allentown,
PA

TIMEFRAME COVERED: JULY 1, 2015 - JUNE 30, 2016












Our campus consists of a diverse student population. The programs offered attract career-minded students with

immediate employment needs.

Statistical information identifies the following trends as of the Spring Term {June 2016):

Status

Day £bU D4
Evening 222 46%
482 100%
Full-Time 310 64%
Part-Time 172 36%
482 100%
Previous Education ATB 0 0%
High school 348 72%
GED 60 12%
Some College 68 14%
Professional Certification 0 0%
Associate Degree 4 1%
Bachelor’s or higher 2 1%
482 100%
Sex Male 131 27%
Female 351 73%
482 100°%%
Ethnicity White 211 43%
Black 61 12%
Hispanic 179 37%
American Indian or Alaska 4 1%
Native
Asian 1 1%
Two or more races 25 5%
Qther 1 1%
482 100%%
| Age <21 77 16%
21-30 282 58%
31-40 76 16%
41-50 35 7%
51-80 11 2%
61> 1 1%
482 100%
Marital Status Married 58 12%
Single 396 83%
Divorced 12 2%
Undisclosed or Other 16 3%
482 100%
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FOCUS IS contnually made on stuaent retention. Basea on our findings, the following initiatives will be implemented to

achieve our goals.

STRATEGY#1: Increase overall retention by 1% for 2017 such that the campus achieves a 77% retention rate for CAR
2017., ending in an overall campus retention rate of 75% through increasing overall student experience.

Action Items

Person Accountable

Identify Program Director and or Lead Instructors for all programs

Director of Education

Clubs and Announcements — designate dates and times throughout the quarter for
clubs to meet. Program Director/Lead Instructor will meet with student clubs to
promote club activities and opportunities. Program Director/Lead Instructor will
provide regular announcements regarding planned campus activities and services
via email and the student portal. Students will receive phone calls, etc. when absent
to learn how we can assist with issues or concerns.

Director of Education and
Program Director

Tutoring — Program Director will continue to oversee the Hybrid Teaching Assistant
to improve the online tutoring and subject area tutoring. Introduce students to
tutoring.com Increase hours on campus to include evening

Program Director

STRATEGY#2: Increase new start retention by 2%, ending in an overall new start retention rate of 7% through

increasing overall student experience and communication

Action Items

Person Accountable

Student portal workshops — conduct during the orientation process. The Student
Resource Coordinator (SRC) will conduct workshops to help familiarize students to
the portal. Increase on campus hours to include evening.

Student Resource Coordinator

Student class loads — the Program Directors will meet with new starts to discuss
their attendance and grades. If the students is overwhelmed we may be able to
reduce their class load so the student can continue on to be successful. Ensure that
we are offering the best courses in the first term. Identify our strongest faculty to
teach new students.

Program Directors

STRATEGY#3: Increase re-entry retention by 2%, ending in an overall re-entry retention rate of 7% through

increased communication with re-enter students during the enrollment process.

Action ltems

Person Accountable

Re-entering Students — A dedicated re-enter admissions representative will meet
with students expressing interest in returning to school. All students applying to re-
enter will complete an appeal or action plan prior to enroliment, reviewed by the
Director of Education and admissions rep prior to enrollment. Reenter students will
be required to meet with Program Director or Lead Instructor twice during the first
term upon returning.

Admissions Representative and
Director of Education
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Affective Domain

The program prepared me to conduct myself in an ethical and oo, 15% 84%
professional manner.
The program prepared me to manage my time efficiently while
IO X 2% 15% 84%

functioning in the healthcare setting
Prepared me to communicate effectively in the healthcare 2%

i 160/0 820/0
setting.
OVEBALL, the_ program prepared me very well to do entry-level 39 18% 299%,
medical assisting work.

In a review of the data for the previous year(s), we determined that the baseline rate for Graduate Satisfaction for the
Medical Assisting program. We have averaged together the results from each category to determine the baseline rate.

Cognitive Domain

The program helped me acquire medical assisting knowledge appropriate to my level of training. 48%

The program prepared and encouraged me to apply for and pass my professional credentialing exam. 50%

Psychomotor Domain

The program prepared me to collect patient data effectively. 50%
The program prepared me to perform appropriate diagnostic and medical procedures. 49%
The program prepared me to use sound judgment for functioning in the healthcare setting. A7%
The program prepared me to perform all clinical skills appropriate to entry level medical assisting. 49%
The program prepared me to perform all administrative skills appropriate to entry level medical assisting. 47%

Affective Domain

The program prepared me to conduct myself in an ethical and professional manner. 50%
The program prepared me to manage my time efficiently while functioning in the healthcare setting 50%
Prepared me to communicate effectively in the healthcare setting. 45%
OVERALL, the program prepared me very well to do entry-level medical assisting work. 49%
Surgical Technology

Key: 5 = Strongly Agree, 4 = Agree, 3 = Somewhat Agree, 2 = Disagree, T = Strongly Disagree, N/A = Not Applicable

1. INe QIQactic pPortion oT TNe program adequately preparea 20% BUY%
me for my present position.

2. The clinical portion of the program adequately prepared me 80% 0%
for my present position.
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Action Plan to Achieve Goals on Graduate Satisfaction Goals

BL



| survey.

STRATEGY#2: Improve collection through incorporating an alumni event.

Action lfems

Person Accountable

|_graduate’s life after McCann.

Send out flyers within 3 months after graduation and hold an alumni gathering once
every cohort year. Create an alumni Facebook page to stay up to date with

Career Services, Program Director

and Campus Director
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Action Plan to Achieve Goals on Employer Satisfaction
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healthcare setting.

6. Conducts himself/herself in an ethical and professicnal 8% 8% 539 31%
manner.

7. Functions effectively as a member of the work team. 8% 8% 53% 31%
8. Accepts supervision and works effectively with supervisory 8% 69% 239,
persennel.

9. Is self-directed and responsible for his/her actions. 8% 8% B1% 23%
10. Arrives to work prepared and on time. 16% 53% 31%
11. Contributes to a positive environment in the department. 16% 53% 31%
12. QOverall, this graduate is well prepared employee? 8% 8% 84%

n a review of the data for the previous year{s), we determined that the baseline rate for Employer Satisfaction for the
Medical Assisting program. We have averaged together the results from each categery to determine the baseline rate.

Lognitive Lomain
The Graduate:

1. Has medical assisting knowledge appropriate to his/her level of training. 91%
Psychomotor Domain

The Graduate:

2. Is able to collect pertinent data accurately from charts and patients. 87%
3. Is able to perform appropriate diagnostic and medical procedures as directed. B87%
Affective Domain

The Graduate:

4. Uses good judgment while functioning in this employment setting. 90%
5. Communicates effectively with other employees in the healthcare setting. 78%
6. Conducts himself/herself in an ethical and professicnal manner. 82%
7. Functions effectively as a member of the work team. 82%
8. Accepts supervisicn and works effectively with supervisory personnel. 86%
9. Is self-directed and respensible for his/her actions. 82%
10. Arrives to work prepared and on time. 82%
11. Contributes to a positive environment in the department. 87%
12. Overall, this graduate is well prepared employee? 42%

Surgical Technology

Part I Key: 5 = Exceeds Expectations, 4 = Offen Exceeds Expectations, 3 = Regularly Meets Expectations, 2 =

Sometimes Doesn't Meet Expeciations, 1= Seldomn Meets Expectations, NVA = Not Appficable

ALLSNUANVE gl FLINCLUEILY

1. Arrives 1o work prepared and on time, with few absences 60% 20% 20%

2. Proves to be responsible when taking emergency call 20% 20% 60%
Professionalism, Judgment, and Attitude

1. Exhibits self-direction and responsibility for actions 40% 40% 20%

2. Demonstrates compassion for the patient and maintains 60% 20% o

his/her confidentiality 20%

3. Exhibits enthusiasm and interest toward work 40% 40% 20%

4. Establishes and maintains good rapport with co-workers 60% 20% 20%
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5. Recognizes the value of teamwork and functions well as a 60% 20%
20%
member of the team
6. Exhibits a strong sense of ethical behavior and surgical 60% 20% 20%
conscience
7. Is receptive to constructive suggestions or corrections 60% 20% 20%
8. Responds calmly and effectively under pressure 60% 40%
9. Chserves rules of safety and takes no unnecessary risks 60% 40%
10. Adjusts well to new tasks and situations 60% 20% 20%
11. Participates in continuing education and professional 60% 20% 20%
development
12. Demonstrates problem-solving skills 20% 40% 20% 20%
Clinical Skills and Performance
1. Technical Knowledge
Demonstrates a working knowledge of the following principles:
a. Surgical Anatomy and Physiology 40% 20% 40%
b. Asepsis and Sterile Technigue 40% 20% 20% 20%
¢. Sterilization, Disinfection, and Antisepsis 60% 20% 20%
d. Surgical Procedures and Specialties 40% 40% 20%
e. Surgical Pharmacology and Anesthesia 40% 20% 40%
f. Equipment, Supplies, and Instrumentation 40% 20% 40%
g. Basic Case Preparation 40% 20% 40%
h. Patient Care Concepts (e.g.: consent, identification, 40% 20%
transportation, positioning, skin preparation, care of specimens, 40%
hemaostasis)
2. Technical Skills
Demonstrates the desire and ability to perform the tasks necessary to prepare for the surgical procedure
a. Preoperative Skills and Routines 40% 20% 40%
b. Intracperative Skills and Routines 60% 20% 20%
¢. Postoperative Skills and Routines 40% 20% 40%

Part Il Key: 5 = Strongly Agree, 4 = Agree, 3 = Somewhat Agree, 2 = Disagree, 1 = Strongly Disagree, NvA = Not

Arnnmbicnahia

1. generai, l.’lI‘IS Yraoudle wds doequdlely prepdrea 1or g GUe 4U%e 20%

entry-level position

2. Given the opportunity, | would hire another graduate from 80% 20%
this program

3. The graduate needed little time after hiring to be supervised 40% 40%

and monitored

20%

Part I Key: 5 = Exceeds Expectations, 4 = Offenn Exceeds Expectations, 3 = Regularly Meets Expectations, 2 =

f_ ChlAfnm Adanfe Dvrnnntabkinmnes A/A _ Maf Arnnbinahia

CAamnatimac Orncnf Mant Eviannfaftinne

ALLSTIGHNCE dly FUnCLUdAINLY

1. Arrives 1o work prepared and on time, with few absences 43% 29% 14% 14%
2. Proves to be responsible when taking emergency call 29% 14% 14% 43%
Professionalism, Judgment, and Attitude
1. Exhibits self-direction and responsikility for actions 29% 43% 14% 14%
2. Demonstrates compassion for the patient and maintains 57% 29% 14%
his/her confidentiality
3. Exhibits enthusiasm and interest toward work 29% 43% 29%
4. Establishes and maintains gocd rapport with co-workers 57% 29% 14%
5. Recognizes the value of teamwork and functions well as a 29% 29% ° o
14% 29%
member of the team
6. Exhibits a strong sense of ethical behavior and surgical 29% 14% 29% 29%
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conscience

7. Is receptive to constructive suggestions or corrections 29% 29% 14% 14% 14%
8. Responds calmly and effectively under pressure 14% 57% 14% 14%

9. Chserves rules of safety and takes no unnecessary risks 43% 29% 14% 14%

10. Adjusts well to new tasks and situations 29% 29% 29% 14%

11. Participates in continuing education and professional 29% 29% 299/, 14% 14%
development

12. Demonstrates problem-solving skills 29% 29% 14% 14% 14%

Clinical Skills and Performance

1. Technical Knowledge
Demonstrates a working knowledge of the following principles:

a. Surgical Anatomy and Physiology 29% 29% 14% 29%

b. Asepsis and Sterile Technigque 29% 29% 14% 29%

¢. Sterilization, Disinfection, and Antisepsis 29% 29% 29% 14%

d. Surgical Procedures and Specialties 29% 29% 14% 14% 14%
e. Surgical Pharmacology and Anesthesia 29% 29% 29% 14%

f. Equipment, Supplies, and Instrumentation 29% 29% 29% 14%

g. Basic Case Preparation 29% 29% 29% 14%

h. Patient Care Concepts (e.g.: consent, identification, 29% 29%

transportation, positioning, skin preparation, care of specimens, 29% 14%

hemestasis)

2. Technical Skills
Demonstrates the desire and ability to perform the tasks necessary to prepare for the surgical procedure

a. Precperative Skills and Routines 29% 29% 29% 14%
b. Intraoperative Skills and Routines 29% 29% 14% 29%
¢. Postoperative Skills and Routines 29% 29% 29% 14%

Part Il Key: 5 = Strongly Agree, 4 = Agree, 3 = Somewhal Agree, 2 = Disagree, 1 = Strongly Disagree, NvA = Not
Applicable

1. 1In general, 1.n‘|s graqudie was aaequarely preparea rar an 43%e £ e 149 14%
entry-level position
2. Given the opportunity, | would hire another graduate from 86% 149
this program °
3. The graduate needed little time after hiring to be supervised 29% 43% ° o

. 14% 14%
and monitored

In a review of the data for the previous year(s), we determined that the baseline rate for Employer Satisfaction for the
Surgical Technology program. We have averaged together the results from each category to determine the baseline rate.

rart i

Attendance and Punctuality

1. Arrives 1o work prepared and on time, with few absences T6%
2. Proves to be responsible when taking emergency call 42%
Professionalism, Judgment, and Attitude

1. Exhibits self-direction and responsibility for actions 76%
2. Demonstrates compassion for the patient and maintains his/her confidentiality 83%
3. Exhibits enthusiasm and interest toward work 76%
4. Establishes and maintains good rapport with co-workers 83%
5. Recognizes the value of teamwork and functions well as a member of the team 69%
6. Exhibits a strong sense of ethical behavior and surgical conscience 62%
7. Is receptive to constructive suggestions or corrections 69%

LAMmPUs ETTeCUVENEess Flan vl ¢ rage 43
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A5 we dare inowne process of collecting data for this new ACICS requirement, our geals may change given the data
reviewed for the next year. Our goals as they are currently stated are based on a review of the questions and most recent
data.

Our FY2017 Return Rate Goal for Student Satisfaction Responses is 45%.

1. HIe YOU SdiE1ed Wikl g eUucdLUn you Jdre receiviny « IU%Ve TES

2. What feature(s) influenced your decision to enroll at this | Increase referral and reputation results
school?

3. Based on your answers to the previous question, do you | 90% Yes
feel that the school has met your expectations?

4. Based on your experience, what is your degree of Increase level of satisfaction in all categories
satisfaction and the level of importance of each
question. Please select an answer from the drop down
boxes next to each question. (Level of important,
Satisfaction)

5. How likely is that you would recommend this school to a | 90% positive response
friend, family member, or colleague? (Scale of 1 to 10
with 1 = not at all and 10 = absolutely)

Action Plan to Achieve Goals on Student Satisfaction Goals
Focus is continually made on student satisfaction. Based on our findings, the following initiatives will be implemented to
achieve our goals.

STRATEGY#1: Increase response rate , ending in an overall response rate of 45% through better communication with
students via faculty.

Action ltems Person Accountable
Educate faculty about the student’s satisfaction survey and the importance of the Director of Education and
results for the school. This will be done at faculty in-services and meetings. Program Directors

Post announcements about surveys and when to complete

STRATEGY#2: Improve communication in admissions through product knowledge.

Action liems Person Accountable
Conduct quarterly product knowledge to inform admissions about new programs, Director of Education and
current programs, and any program updates. Program Directors

STRATEGY#2: Improve guality of instruction through observations.

Action Items Person Accountable
Conduct faculty observations to assure the right instructors are teaching the right Director of Education and
classes Program Directors

Identify equipment and supply needs

Ensure faculty receive regular training and feedback.

LAMpPUs EIMecTiveness Fian £ui s Fage oy







Action Plan to Achieve Goals on Student Learning Qutcome CGPA



















Financial Aid Warning
SAP Met

Action Plan to Achieve Goals on Student Learning Qutcome — SAP

STRATEGY#1: Improve SAP met to 70%

Action Items Person Accountable
Have a consistent schedule of tutoring per term that is posted throughout the Assistant Director of Education
building.
Increase Open Lab Hours for Clinical Programs Program Director
Ensure faculty are placed in right classes and right terms. Director of Education

STRATEGY#2: Improve SAP by reducing the FA Warning % of Students.

Action l{ems Person Accountable
Meet with high risk students prior to reaching status Program Director
Conduct mid- term advising for all students so they are aware of status. Program Director

LAMpPUs EIMecTiveness Fian £ui s rFage o/













Action Plan to Achieve Goals for Distance Education
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Admissions Requirements for Distance Education Flex Track Programs
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Curriculum and Instructional Delivery









Financial Aid Services
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EVIDENCE OF PLAN EFFECTIVENESS
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Include Articulation Agreement discussion in Orientation and
conduct ongoing conversations with students so they are informed

about options to transfer credits., Comment [SB1]: Confused on this = how does it
Include Career Services Department in individual meetings with Rl Wit seteadont




classes,







PROGRAM IMPROVEMENT PLAN

OUTCOME TO BE IMPROVED (Retention, Placement or Licensure} Placement

Please use this form (or format) for each program for which an improvement plan is required.
Append it to, and reference it in, the Campus Effectiveness Plan (CEP).

Campus Name & ACICS ID #,
Program Name & Credential
Level - One plan may be used to
oddress more than one deficiency in o

program’s autcomes {retentian,
placement and/or licensure pass rate).

McCann School of Business & Technology
Allentown, PA
ACICS ID # 00024762
Phlebotomist —Diploma

Data - Piease include data on the
refevant measure or meosures from
the lust three CARs. Add any relevant
infarmation on graduote satisfaction,
employer satisfaction, student
learning outcomes ar ather topics
which the campus finds useful.

2014 CAR - 68%
2015 CAR - 66%
2016 CAR -61%

Analysis - Please provide o narrative
description, bosed upon a review of
the dato and information, of the
reosons why the institution believes
the rate(s} has follen befow the ACICS
standard.

Many Hospitals have merged and we did lose some valuable
sites that have been difficult to re-establish.

We limited our enroliment to 14 per start versus 19 to as not
to flood the market.

We saw Job demand decrease for these graduates and
believe we may have flooded the market with an excess of
Grads.

Planned Activities - Please provide
o narrative description aof the activities
the institution plons to take to raise
the relevant rate(s). If the campus has
submitted a previous plan, please
describe haw activities in that plan
were implemented, why they have not
yet achieved the desired outcome, and
when that outcome will be reached.

We have a new Team in place dedicated to increase
externship sites and develop relationships with new
employers.

We have expanded our territory to include employers
outside the city of Allentown and encouraging students with
transportation to entertain these potential employers.
Quarterly Job Fairs are now conducted at the Campus to
attract new employers.

Notifying potential employers about McCann Grads through
advertising, Flyers, Visits and Community Outreach.
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ACCREDITING COUNCIL FOR INDEPENMDENT COLLEGES AND SCHOOLS



t tharazduk(@acics.org.




RENEWAL OF ACCREDITATION VISIT REPORT

COLUMBIA COLLEGE
8300 Merrifield Avenue
Fairfax, VA 22031
ACICS ID Code: 00063978

_ President {president@ccdc.edu)

{academic{@ccdc.edu)

LEARNING SITES
Centreville Extension
5940 Centreville Crest Lane
Centreville, YA 20121
ACICS ID Code: 00244306

Maryland Extension
12125 Veirs Mill Road
Silver Spring, MD 20906
ACICS ID Code: 00244305

February 2-3, 2016

Chair Fortis College Orange Park,
FL
Student-Relations Specialist Zenith Education Group  Los Angeles,
CA
Educational Activities, Library, and University of Texas at San Antonio,
Computer Science and Business Program San Antonio X
Specialist
Teaching English for Early Childhood, New York Institute of New York,
Technical and Business English, and ESL English and Business NY
Specialist
Cosmetology and Massage Therapy Skin Care by Liz Camden, NC
Specialist

TS50 Frrst Street, NE. Suite 580 @\Veashington, DC 20002-4223 @t - 202.336.6780 @ 1 - 202.842.2593 @wwyw.ac cs.org

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT

Page 2 of 87

Culinary Arts Specialist
Dental Laboratory Technology Specialist
Staft Representative

Staff Observer

Education Corporation
of America
Sanford-Brown College

ACICS

ACICS

Birmingham,
Al

Dallas, TX

Washington,
DC
Washington,
DC
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PROGRAMS OFFERED BY

COLUMBIA COLLEGE
FAIRFAX, VA

CAR
Enroll: Retention & Placement (%)
CREDENTIAL Full- 2015 2014
EARNED (As APPROVED time/
defined by the ACICS PROGRAM Clock  Qtr. Part-
institution) CREDENTIAL TITLE Hrs. Hrs. time Ret. Pla. Ret. Pla.
Certificate Ceruficate Cosmutology—~ 1.500 10/0 79 50 NA NA
Certificate Ceruficate Culinary Arng* 1.022 0/ NA NA NA NA
Certificate Ceruficate Dental Laboratory | 1.200 9/0) 100 100 NA NA
Tcchnology
Certificate Ceruficate English as a 1.200 388/16 81 NA NA NA
Sccond
Languaget +#
Certificate Ceruficate Massape 600 22/0 52 67 NA NA
Therapyt
Associate of Academic Business 92 16/0 73 38 NA NA
Applicd Science | Associate’s Administration
Degree
Associate of Acadcmic Computer Scienee 42 13/0 67 NA NA NA
Applicd Science | Associate’s
Degree
Associate of Acadcmic Cosmetology—~ 120 4/t 83 NA NA NA
Applicd Scicnce | Associate’s
Degree
Associate of Acadcmic Culinary Ars 42 7/0 83 NA NA NA
Applicd Scicnce | Associate’s
Dogree
Associate of Acadcmic Dental Laboratory 99 2/0 100 100 NA NA
Applicd Science | Associate’s Technology
Dogree
Associate of Acadcmic Massape 9] 0/ NA NA NA NA
Applicd Science | Associate’s Therapy *
Deeree
Associate of Academic Technical & 92 12/0 67 NA NA NA
Applicd Scicnce | Associate’s Business English
Degree
Associate of Academic Teaching English 92 [10/0 82 NA NA NA
Applicd Science | Associate’s for Larly
Dugree Childhood
TOTAL ENROLLMENT 493/16

Noftes: Typed in bold are any placement rates below 70 percent.

b

Programs with no enrollment. These programs are approved with the institution’s primary

accreditor, Council on Occupational Education (COE). The team reviewed these programs

during the visit although there was no enrollment.
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Programs in which 100 percent of courses are taught at a [.earning Site.
Programs in which some but not all of the courses are taught at a [.earning Site.

This institution 1s approved for distance education less than 50 percent. A separate Quality
Assurance Monitoring  Distance Education report has been prepared.







































VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 17 of 87

428

429

4.30

4.37

X Yes [ ]No [ ] Not Applicable (no students are in violation of SAP)

Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the
program 1s one academic year in length or shorter?

X Yes [ ]No

Is SAP evaluated at the end of the second academic year and at the end of cach subsequent academic year
where students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent, or have academic
standing consistent with the institution’s requirements for graduation?

X Yes [ INo [ ] Not Applicable (all programs are less than two years)

Are students who are not making satisfactory academic progress at the end of the second year dismissed or
allowed to continue without being eligible for Federal financial aid?
X Yes [ INo [ ] Not Applicable (all programs are less than two years)

Are qualitative and quantitative components evaluated cumulatively for all periods of a student’s
enrollment?

X Yes [ INo

Are students allowed to remain on financial aid while under warning or probation status?
X Yes [ ]No [ ] Not Applicable (campus does not participate in financial aid)

If Yes, 1s the student informed of this policy”

X Yes [ ]No

Are students whose appeals are granted due to mitigating circumstances placed on probation, cligibility for
financial aid reinstated, and considered to be making satisfactory academic progress?
X Yes [ ]No [ ]Not Applicable (there are no such students)

Are students who are placed in an extended-enrollment status denied cligibility for federal financial aid
(unless there are mitigating circumstances)?

X Yes [ 1No [ ] Not Applicable (campus does not have extended enrollment and/or does not
participate in financial aid)

Do credits attempted duning the extended-enrollment status count toward the 1 S times of normal program
length?
X Yes [ 1No [ ] Not Applicable (campus does not have extended enrollment)

For students who have exceeded one and onc-half times the standard time frame and were awarded the
original credential, were any additional financial obligations waived?

[ ] Yes [ ]No [X] Not Applicable (there is no such student and/or the campus does not have
such a policy)

Are students required to have a minimum CGPA of 2.0 or its equivalent upon graduation from all
programs?

X Yes [ INo
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G.09

G110

a1

G9.14

Does the catalog and/or other advertising material such as brochures and web site, accurately describe the
program and its objectives?

X Yes [ ]No

Does the program include an extermship”?
[ ]Yes X No @ No, skip to question 9.11)

Does the program use independent studies?
[ ]Yes X No (If No, skip to question 9.13)

Are the curriculum and length of the program appropriate to meet the educational and placement objectives
of the program?

X Yes [ ]No

Are course prerequisites appropriate, are they identified in the catalog, and are they being followed?

X Yes [ ]No

Is an appropnately detailed syllabus on file for cach course that includes the following elements”
(a) Title and course descriptions

X Yes [ ]No

(b) Course numbers

X Yes [ ]No

(¢) Course prerequisites and/or corequisites

X Yes [ ]No

(d) Instructional contact hours/credits

X Yes [ ]No

(e) L.earming objectives

X Yes [ ]No

() Instructional materials and references

X Yes [ ]No

(g) Topical outline of the course

X Yes [ ]No

(h) Instructional methods

X Yes [ ]No

(1) Assessment criteria

X Yes [ ]No

(j) Mecthod of cvaluating students

X Yes [ ]No

(k) Date the syllabus was last reviewed

X Yes [ ]No

For Title 1V participant campuses that have lecture courses in credit hour proprams or clock-to-credit
hour programs only:

(1) Out-of-class work assignments that support the learning objectives for the course
X Yes [ ]No [ ] Not Applicable (Clock hour program)
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(a) Systematic planning,
X Yes [ ]No
(b) Well-defined instructional objectives.

X Yes [ ]No

(¢) The selection and use of appropriate and current learning materials.

X Yes [ ]No

(d) Appropnatc modes of instructional delivery.
X Yes [ ]No

(e) The use of appropriate assessment strategies.
X Yes [ No

(f) The use of appropriate expenences.

X Yes [ ]No

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE’S, ACADEMIC ASSOCIATE'’S,
AND BACHELOR’S DEGREES ONLY

9.27 Do the faculty members™ qualifications meet the minimum requirements outlined in the Accreditation
(‘riteria, and are their qualifications academically and experientially appropriate to the subject matter
they teach and the level of the credential awarded”?

X Yes [ ]No

928 s the size of the faculty appropriate to the total student enrollment?

X Yes [ ]No

FOR OCCUPATIONAL ASSOCIATE’S, ACADEMIC ASSOCIATE’S, BACHELOR’S, AND
MASTER’S DEGREES ONLY

929 Is an adequate core of full- and part-time faculty emploved to ensure sound direction and continuity of
development for the program?

X Yes [ ]No
FORACADEMIC ASSOCIATE’S, BACHELOR'S, AND MASTER'S DEGREES ONLY

930  Are teaching loads reasonable?

X Yes [ ]No
FOR ACADEMIC ASSOCIATE’S DEGREES ONLY

938 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or
their equivalent, earned over a period of four semesters, six quarters, or the equivalent?

X Yes [ ]No

939 Isthere a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the arca
of concentration?

X Yes [ ]No
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X Yes [ ]No

914  Arc course prerequisites appropnate, are they identified in the catalog, and are they being followed?

X Yes [ ]No

915 Is an appropnately detailed syllabus on file for cach course that includes the following elements?
(a) Title and course descriptions
X Yes [ ]No
(b) Course numbers
X Yes [ ]No
(c) Course prerequisites and/or corequisites
X Yes [ ]No
(d) Instructional contact hours/credits
X Yes [ ]No
(c) Leaming objectives
X Yes [ ]No
(f) Instructional materials and references
X Yes [ ]No
(2) Topical outline of the course
X Yes [ ]No
(h) Instructional methods
X Yes [ ]No
(1) Assessment criteria
X Yes [ ]No
() Method of evaluating students
X Yes [ ]No
(k) Date the syllabus was last reviewed
X Yes [ ]No
For Title I'V participant campuses that have lecture courses in credit hour programs or clock-to-credit
hour programs only:
(1) Out-of-class work assignments that support the learning objectives for the course
X Yes [ ]No [ ] Not Applicable (Clock hour program)
(m)A description of the minimum amount of time a student 1s expected to spend on completion of the
work assignments
X Yes [ INo [ ] Not Applicable (Clock hour program)

9.16 Do students confirm that they receive a course syllabus and that it 1s followed?

X Yes [ ]No

9.17  Are the courses available when needed by the student in the normal pursuit of a program of study?

X Yes [ ]No

918 Was theteam able to venfy the backup documentation to support the placement rate for the program(s) as
reported on the last Campus Accountability Report submitted to the Council?
X Yes [ ]No [ ] Not Applicable (there have been no graduates)
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9.13  Are the curriculum and length of the program appropriate to meet the educational and placement objectives
of the program?

X Yes [ ]No

9.14  Are course prerequisites appropriate, are they identified in the catalog, and are they being followed?
X Yes [ ]No

9.15 1Is an appropriately detailed syllabus on file for each course that includes the following elements”?
(a) Title and course descriptions
X Yes [ ]No
(b) Course numbers
X Yes [ ]No
(¢) Course prerequisites and/or corequisites
X Yes [ ]No
(d) Instructional contact hours/credits
X Yes [ ]No
(e) L.earning objectives
X Yes [ ]No
() Instructional materials and references
X Yes [ ]No
(g) Topical outline of the course
X Yes [ ]No
(h) Instructional methods
X Yes [ ]No
(1) Assessment criteria
X Yes [ ]No
(j) Mecthod of cvaluating students
X Yes [ ]No
(k) Date the syllabus was last reviewed
X Yes [ ]No
For Title 1V participant campuses that have lecture courses in credit hour programs or clock-to-credit
hour programs only:
(1) Out-of-class work assignments that support the learning objectives for the course
X Yes [ INo [ ] Not Applicable (Clock hour program)
(m) A description of the minimum amount of time a student 1s expected to spend on completion of the
work assignments
X Yes [ ]No [ ] Not Applicable (Clock hour program)

916 Do students contfirm that they reccive a course syllabus and that it is followed”?

X Yes [ ]No

917 Are the courses available when needed by the student in the nomal pursuit of a program of study?

X Yes [ ]No

9.18  Was the team able to verify the backup documentation to support the placement rate for the program(s) as
reported on the last Campus Accountability Report submitted to the Council?
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X Yes [ ]No

(b) Course numbers

X Yes [ ]No

(¢) Course prerequisites and/or corequisites

X Yes [ ]No

(d) Instructional contact hours/credits

X Yes [ ]No

(e) Learning objectives

X Yes [ ]No

() Instructional materials and references

X Yes [ ]No

(g) Topical outline of the course

X Yes [ ]No

(h) Instructional methods

X Yes [ ]No

(1) Assessment criteria

X Yes [ ]No

(j) Mecthod of cvaluating students

X Yes [ ]No

(k) Date the syllabus was last reviewed

X Yes [ ]No

For Title 1V participant campuses that have lecture courses in credit hour programs or clock-to-credit

hour programs only:

(1) Out-of-class work assignments that support the learning objectives for the course

X Yes [ ]No [ ] Not Applicable (Clock hour program)

(m) A description of the minimum amount of time a student 1s expected to spend on completion of the
work assignments

X Yes [ ]No [ ] Not Applicable (Clock hour program)

916 Do students contfirm that they reccive a course syllabus and that it is followed”?

X Yes [ ]No

9.17  Are the courses available when needed by the student in the normal pursuit of a program of study?

X Yes [ ]No

9.18  Was the team able to verify the backup documentation to support the placement rate for the program(s) as
reported on the last Campus Accountability Report submitted to the Council?
[ ]Yes [ INo X Not Applicable (there have been no graduates)

9.19  Was documentation on file to verify graduates classified on the CAR as “not available for placement™
[] Yes [ ]No <] Not Applicable

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY

9.20  Does the campus participate in Title IV financial aid?
X Yes [ ] No (If No, skip 1o guestion 9.23)
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9.15 Is an appropriately detailed syllabus on file for each course that includes the following elements”?
(a) Title and course descriptions
X Yes [ ]No
(b) Course numbers
X Yes [ ]No
(c) Course prerequisites and/or corequisites
X Yes [ ]No
(d) Instructional contact hours/credits
X Yes [ ]No
(c) Leaming objectives
X Yes [ ]No
(f) Instructional materials and references
X Yes [ ]No
¢} Topical outline of the course
X Yes [ ]No
(h) Instructional methods
X Yes [ ]No
(1) Assessment criteria
X Yes [ ]No
() Method of evaluating students
X Yes [ ]No
(k) Date the syllabus was last reviewed
X Yes [ ]No
For Title I'V participant campuses that have lecture courses in credit hour programs or clock-to-credit
hour programs only:
(1) Out-of-class work assignments that support the learning objectives for the course
X Yes [ ]No [ ] Not Applicable (Clock hour program)
(m)A description of the minimum amount of time a student 1s expected to spend on completion of the
work assignments
X Yes [ INo [ ] Not Applicable (Clock hour program)

9.16 Do students confirm that they receive a course syllabus and that it 1s followed?

X Yes [ ]No

9.17  Are the courses available when needed by the student in the normal pursuit of a program of study?

X Yes [ ]No

918 Was theteam able to venfy the backup documentation to support the placement rate for the program(s) as
reported on the last Campus Accountability Report submitted to the Council?
[ ] Yes [ ]No X] Not Applicable (there have been no graduates)

919 Was documentation on file to verify graduates classified on the CAR as “not available for placement™

[] Yes [ ]No X Not Applicable

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY
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9.27 Do the faculty members™ qualifications meet the minimum requirements outlined in the Accreditation
Criferia, and are their qualifications academically and experientially appropriate to the subject matter
they teach and the level of the credential awarded”?

X Yes [ ]No

928 s the size of the faculty appropriate to the total student enrollment?

X Yes [ ]No

FOR OCCUPATIONAL ASSOCIATE’S, ACADEMIC ASSOCIATE’S, BACHELOR’S, AND
MASTER’S DEGREES ONLY

929 Is an adequate core of full- and part-time faculty emploved to ensure sound direction and continuity of
development for the program?
X Yes [ ]No

FOR ACADEMIC ASSOCIATE’S, BACHELOR’S, AND MASTER’S DEGREES ONLY

930  Areteaching loads reasonable?

X Yes [ ]No
FOR ACADEMIC ASSOCIATE’S DEGREES ONLY

938 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or
their equivalent, earned over a period of four semesters, six quarters, or the equivalent?

X Yes [ ]No

939 Isthere a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the arca
of concentration?

X Yes [ ]No

940 Does the curnculum quantitatively and qualitatively approximate the standards at other collegiate
institutions offering the same degree?

X Yes [ ]No
941 Isenrollment in the sccond academic year of the two-year program sufticient to support regularly
scheduled classes?
X Yes [ ]No [ ] Not Applicable (no students in the second vear)
942  Arc the sccond-year courses based upon appropnate first-year prerequisites?
X Yes [ ] No [ ] Not applicable
ENGLISH AS A SECOND LANGUAGE

F.01 Whois assigned to administer the academic program(s), and what are this person’s qualifications?
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SUMMARY

Based on the team’s review, the following areas require an explanatory response:

Number | Section Summary Statement
! Section 2-2-501(a) | Evidence does not exist that out-of-class work is being evaluated in the
culinary arts program (page 53).
2 Section 3-1-111 The institution does not have a current CEP that describes the expected
outcomes of the plans, nor does 1t describe how the data have been
used to improve the educational processes (pages 7-9).
3 Section 3-1-112 The institution does not have documentation to demonstrate
implementation of the CEP (page 9).
4 Section 3-1-113 The institution does not evaluate the CEP at least annually (page 10).
5 Section 3-1-202(a) | There 1s not evidence that the administration of the institution 1s
effective (page 10).
6 Section 3-1-303(a) | The institution does not keep adequate records to support admissions
activitics, curriculum, or the faculty (page 12).
7 Section 3-1-414 The institution does not use appropriate enrollment agreements for all
students (page 13).
8 Section 3-1-441(c) The institution does not conduct follow-up studics on graduate
satisfaction following placement; and the studies are not appropnate
(page 20).
9 Section 3-1-501 There 1s no evidence that faculty are aware of the academic
governance policy (page 22).
10 Section 3-1-511 The administration of the business administration, computer science,
and culinary arts programs are not performed by a qualified individual
with appropriate administrative and educational experience (pages 35,
40, and 50)
There is no evidence that the program administrators of the business
administration, computer science, and culinary arts programs have the
authority and responsibility for the development and administration of
the programs (pages 35, 40, and 50).
11 Sections 3-1-513(a), | The catalog does not meet Council’s standards in a number of arcas
3-1-701 and (pages 28, 29, and S1).
Appendix C
12 Section 3-1-513(a) | Syllabi not being followed in the culinary arts program (page 52).
& Glossary
13 Section 3-1-513(b) | Course prerequisites in the culinary arts program are not appropriate
& Glossary (page 51).
14 Sections 3-1-531(a) | The facilities and instructional equipment are not adequate to support
and 3-1-601 the culinary arts or dental laboratory technology programs (pages 27,
53, and 59).
I3

Sections 3-1-532(a)
and (b)

Systematic planning and well-defined instructional objectives are not
incorporated into the instructional components of the culinary arts

Page 82 of 87
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programs (page 54).

6

Section 3-1-543

The institution does not have a current and appropriate faculty
development plan on file for each individual (page 24).

17 Section 3-1-704 The institution does not publish appropriate performance information
(page 30).
I8 Sections 3-1-800 (d) | Staff is not adequate to provide support the development, organization
and 3-4-401 of the collection, and access of the library resources (pages 31 and 33).
19 Section 3-2-101 One ESL. instructor has an excessive teaching load (page 77).
20 Section 3-2-104(c) | One instructor is not qualified to teach an assigned course (page 54).
& 3-4-302
21 Section 3-4-203 The culinary arts degree is not quantitatively and qualitatively
approximate to the standards cstablished at other collegiate institutions
(page 55).
22 Appendix F, There 1s no evidence that the ESI. faculty is involved in professional
number 7 organizations (page 77).
23 Appendix F, The institution does not administer exit examinations for the ESL
number 2 program (page 77).
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2016
The Council was unable to determine whether facilities and instructional equipment
arc adequate to support the Culinary Arts programs (Sections 3-1-531(a) and 3-1-
601).
The catalog does not meet Council’s standards with respect to program descriptions
and faculty listings {(Section 3-1-701 and Appendix C).
The Council was unable to determine whether ESIL. instructors have appropriate
teaching loads (Section 3-2-101).
The academic associate’s degree program in Culinary Arts is not quantitatively and

qualitatively approximate to the standards established at other collegiate institutions
(Section 3-4-203).

Council Action

Therefore, the Council acted to continue the current grant of accreditation through December 31,
20106, and to defer further action until its August 2016 meeting pending receipt of the following
information:

Evidence that currently enrolled students in the Culinary Arts program are completing
out-of-class assignments. Documentation must include legible samples of out-of-class
assignments for cach course currently ottered in the Culinary Ants program that include
evaluation by the instructor and the assignment of a numerical or letter grade. The
campus must also submit evidence that each of the graded assignments has been clearly
included in the instructor’s grade book and identified as an out-of-class work assignment.

An analysis of the effectiveness of the institution’s administration, including the newly
appointed program directors and campus administrators. Such analysis should include
how the administration ensures (&) that the institution operates in accordance with
accreditation and regulatory requirements, and (b) that the programs of study are properly
administered and provide a quality educational experience.

Written policies describing (a) how enrollment agreements are completed and collected
for cach student and (b) the entrance and exit testing requirements for students in the ESL
program, as well as evidence that these policies have been communicated to staff
members who are responsible for enforcing them. The institution must also provide a list
of those students who have completed the ESL program between March 1, 2016, and
June 15, 2016, and copics of their Accuplacer exit test results.



Mr. Richard K. Kim

May 5,

Pagc 3

2016

FEvidence that graduate surveys are sent out at a specified time following placement (not
graduation), and evidence of the training of the responsible staff person(s) in regards to
the changes in the survey and the timeframe in which it is administered. The institution
must also provide a list of all students who have graduated since January 1, 2016, that
includes their program of study, graduation date, placement date, date the graduate
survey was mailed to them, and an indication whether the graduate survey was returned,
along with copics of all the returned surveys.

The revised syllabi in the Culinary Arts programs have a section entitled “Prerequisite(s)
and Corequisite(s),” but they do not always indicate which listed courses are prerequisites
and which are corequisites. In addition, the indication of prerequisites and corequisites
on the syllabt 1s not consistent with the prerequisite notations in the course descriptions in
the 2015-2016 Catalog. Therefore, the institution must provide a list of all courses in the
associate’s degree and certificate Culinary Arts programs that indicates the prerequisites
and corequisites for cach, along with matching and consistent syllabi and catalog course
descriptions.

Evidence that the campus provides the proper equipment and instructional tools for the
Culinary Arts programs, including a detailed list of all kitchen equipment acquired since
the team’s visit and documentation that the equipment has been installed and 1s in use, as
well as evidence that the appropriate safety equipment 1s being provided and the proper
procedures arc in place to prevent injurnies and ensure the protection of the faculty and
students. The institution must provide a written analysis by the program director of the
current adequacy of the instructional resources to support the Culinary Arts programs and
any plans for the future enhancement of these resources.

The description of the Culinary Arts certificate program on page 53 of the 2015-201¢
catalog continues to state that the program “prepares students to work as a professional
chef,” which the campus agrees 1s not correct. In addition, the listing of part-time faculty
must include for each faculty member each academic credential held and the name of the
institution awarding the degree. The institution must submit a revised catalog that makes
these corrections and provide copies of official transcripts to document each credential
listed for each part-time faculty member.

Evidence that no ESL instructor has an excessive teaching load. The institution must
provide a teaching schedule for instructors teaching ESI. courses in the current term that
documents the total weekly instructional hours for each.

Evidence that the Culinary Arts degree program is quantitatively and qualitatively
approximate to the standards at other collegiate institutions, including comparison
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PROGRANMS OFFERED BY
SUNCOAST COLLEGE OF HEALTH
BRADENTON, FL
CAR
Enroll: Retention & Placement (%)
. S Full- 2015 2014
EE;[N)EBT\“' APPROVED time/
S ACICS PROGRAM Clock | Otr. | Part-
institution) CREDENTIAL | TITLE Hrs. Hrs. | time Ret. Pla. Ret. Pla.
Diploma Diploma Practical Nurse 1,350 23/42 67 75 91 87
Associate in Academic Professional a0 59/0 88 86 ]2 a1
Science Associate’s Nurse
Bachelor’s Bachelor’s RN to BSN ** 180 4/0 73 NA NA NA
TOTAL ENROLLMENT 128
Notes:
* R

program. a quality assurance visit will be conducted.

The RN to BSN program has not yet had any graduates. Once there are graduates from this
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4.26

427

428

429

Non-punitive grades.

X Yes [ ]No [ ] Not Applicable (campus does not offer)
Non-credit or remedial courses.

X Yes [ ]No [ ] Not Applicable (campus does not offer)

A warning status,

[JYes [ ]No <] Not Applicable (campus does not use)

A probationary period.

X Yes []No

An appeal process.

X Yes [ ]No

An extended-cnrollment status.

[ JYes [ ]No <] Not Applicable (campus does not offer)

The effect when a student changes programs.

™ Yes [ ]No [ ] Not Applicable (campus only offers one program of study
The effect when a student sceks to carn an additional credential.

X Yes [ ]No [ ] Not Applicable (campus only offers one program)
The implications of transfer credit.

X Yes [ ]No

Does the campus apply its SAP standards consistently to all students?

X Yes [ ]No

Are students who are not making satisfactory academic progress properly notitied?
[ ] Yes [ ]No <] Not Applicable (no students are in violation of SAP)

Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the
program 1s onc academic year in length or shorter?

X Yes [ ]No

Is SAP evaluated at the end of the second academic year and at the end of cach subsequent academic year
where students must have a minimum CGPA of 2 0 on a scale of 4 0 or its equivalent, or have academic
standing consistent with the institution’s requirements for graduation?

X] Yes [ ]No [ ] Not Applicable (all programs are less than two years)

Are students who are not making satisfactory academic progress at the end of the second year dismissed or
allowed to continue without being eligible for Federal financial aid?
X] Yes [ ]No [ ] Not Applicable (all programs are less than two years)

Are qualitative and quantitative components evaluated cumulatively for all penods of a student’s
enrollment?

X Yes [ ]No

Are students allowed to remain on financial aid while under warning or probation status?
[ ]Yes [ 1No [X] Not Applicable (campus does not participate in financial aid)
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443 Are tuition and fees clearly stated in the catalog?

X Yes [ ]No

If Yes, have students confirmed recetving a copy of the catalog?
X Yes [ ]No [ ] Not Applicable

444 Do the financial records of students clearly show the following?
(a) Charges.
X Yes [ ] No
(b) Dates for the posting of tuition.
X Yes [ ]No
(c) Fees.

X Yes [ ] No
(d) Other charges.
X Yes [ ]No

(e) Payments.
X Yes [ ] No
(f) Dates of payment

X Yes [ ]No

() The balance after each transaction.

X Yes [ ] No

4.45 s the effective date listed on announcements of changes in tuition and fees?
[ ]Yes [ 1No X] Not Applicable (campus has not changed tuition or fees)

446 Is the campus’s refund policy published in the catalog?

X Yes [ ]No

447  Is the refund policy fair, equitable, and applicable to all students?

X Yes [ ]No

4.48 Is the campus following its stated refund policy?

X Yes [ ]No

4.49  Does the campus participate in Title IV financial aid?
[ ]Yes DX] No (Skip to guestion 4.57)

457 Docs the campus provide discounts for cash received in advance of the normal payment schedule?
[ ] VYes X No (Skip to question 4.38.)

458  Are follow-up studies on graduate and ecmployer satisfaction conducted at specific measuring points
following the placement of the campus’s graduates?
X Yes [ ]No [ ] Not Applicable (there have been no graduates)
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7.05

7.06

(n) A complete explanation of the standards of satisfactory academic progress.

X Yes [ ]No

(0) A description of the certificates. diplomas, and/or degrees awarded along with a statement of the
requirements necessary for completion of each.

X Yes [ INo

(p) The transter of credit policy.

X Yes [ ]No

(q) A statement of the tuitton, fees, and any other charges.

X Yes [ INo

(r) A complete and accurate listing of all scholarships, grants, and/or loans offered.

[ ]Yes [ INo D<] Not Applicable (no scholarships. grants, or loans offered)

(s) The refund policy.

X Yes [ INo

(t) A statement describing the student services offered.

X Yes [ ]No

(u) A student grievance policy that includes the name and address of ACICS (may be in the student
handbook instead of catalog).

[ ]Yes [ INo DX Not Applicable (initial applicants only)

Does the campus offer degree programs?

X Yes [ INo

If Yes, does the catalog contain the following?

(a) Anexplanation of the course numbering system (for all levels).

X Yes [ INo

(b) Identification of courses that satisfy gencral education requirements (for occupational associate’s,
academic associate’s. and bachelor’s degrees only).

X Yes [ INo [ ] Not Applicable

(c) Identification of courses that satisfy the concentration requirements (for academic associate’s and
bachelor’s degrees only).

X Yes [ ]No [ ] Not Applicable

(d) Identification of courses that satisfy the upper-division (for bachelor’s degrees only).

X Yes [ INo [ ] Not Applicable

Docs the campus offer courses and/or programs via distance education?
DX Yes [ 1 No (If No, skip to Ouestion 7.07.

If Yes, does the catalog contain the following?

(2) A description of each mode of delivery used for distance education courses.

X Yes [ ] No

(b) Any additional or different admissions requirements for students taking distance education courses.
[ ]Yes [ INo D<] Not Applicable (there are no additional or different admissions
requircments)

(c) A description of any tests used to determine access to distance education,

[ ] Yes [ ] No < Not Applicable (no additional tests are given)
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H.32

X Yes [ ] No [ ] Not Applicable (Institution enrolls only international students on a student
PP ¥
visa)

Are the course learning objectives for online courses the same as the learning objectives for the same on-
ground courses?

X Yes [ ]No

Do assessments and assignments demonstrate student achievement of course learning objectives?

X Yes [ No

Does the institution document that it conducts the following:

(a) Course/program evaluations (including assessments of educational outcomes)?
X Yes [ No

(b) Student retention and placement”?

X Yes [ ]No

(¢) Student satisfaction?

X Yes [ No

(d) Faculty satistaction?

X Yes [ ]No

(e) Emplovyer satisfaction?

X Yes [ No

Does the institution fully disclose what forms of instruction it uses in its catalog and web site and, when
appropriate, in its advertising and promotional material?

X Yes [ No
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SUMMARY

Based on the team’s review, the following areas require an explanatory response:

Number | Section Summary Statement

1, 2-1-100 The chief on-site administrator did not attend an accreditation
workshop within the 18 months prior to the final submission
of the self-study (page 7).

2. 3-1-531(a) The campus has not provided appropriate instructional
equipment for the current NU205 Obstetrics and Pediatrics
course in the professional nurse program (page 33).

3 3-1-542 The transcripts for Mr. Louis Noah's qualifying credentials
are not official (page 18).
4. 3-1-800(c) The campus has not evidenced that it has developed a

continuous asscssment strategy for library resources and
information services (page 26).

5 3-4-403 and 3-5-403 | Appropnate reference, rescarch, and information resources
have not been made available to students in the academic
associate’s and bachelor’s degree programs (page 29).

6 3-4-404 and 3-5-404 | The campus has not evidenced that faculty inspire, motivate,
and direct student usage of the library resources (page 27).

7. 3-4-406 and 3-5-406 | Faculty are not involved in the selection of library resources
for the academic associate’s and bachelor’s degree programs
(page 20).

8 3-5-202 The bachelor’s degree program in RN-BSN has not required
a minimum of 54 quarter hours in general education courses

(page 19).

9 3-5-203 The curriculum of the bachelor’s degree program docs not
qualitatively approximate the standards at other collegiate
institutions (pages 36).
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