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MISSION, HISTORY, INCLUDING ANY/ALL
ACCREDITATIONS/APPROVALS

Mission

To provide the best education that will produce the highest quality professionals in the medical
profession. To train and inspire students in the healthcare discipline, enabling them to obtain gainful and
marketable employment in their respective fields, utilizing 24sntury healthcare skills. Skills and
knowledge gained will empower students and lead them to their future success in rewarding and lucrative
healthcare careers.

To provide higklguality education, train and support our students to assure marketable employment and
NBYFEAY O2YLISGAGAGBGS Ay GKSANI NBALISOGAOBS FTAStRaod L
adheres to provide educational opportunities to atlults regardless of age, gender, see@mnomic

status, ethnicity, race, religion, or disability.

History

The Training Center of Central Texas, LLC (TTCCT) was established in 2012 by Merlinda B. Rhodes. Her
daughter Jamecca B. Murphy is a certified instructor for the American Heart Association (AHA) courses.
With that certification under her belt, TTCCT becam€raining Sitefor AHA and started offering in

October 2012 AHA courses such as Basic Life Support (BLS) and First Aid, CPR AED. The community's
training needs urged us to expand and offer courses at the state level.

On December 31, 2012, the school received approval frieenTexasWorkforce Commission Career
Schools and Colleges (known as #S4245). On January 15, 2013, the school received support from the
National Healthcareer Association (NHA) adesting Sitdfor the national competency examination.

Today, the school can proctor the national competency examination for Clinical Medical Assistant (CCMA),
Electrocardiogram Technician (CET), Electronic Health Records Specialist (CEHRS), and Phlebotomy
Technician (BT) online and hardcopy.

The school started five courses: Clinical Medical Assistant, Dental Assistant, Electrocardiogram (EKG)
Technician, Pharmacy Technician, and Phlebotomy Technician. In April 2013, TTCCT expanded and began
offering the Electronic Health Record Specialist seurToday we are continually aware of the
O2YYdzyAliASaQ ySSRaz GKS f102NJYFEN]JSGZ FyR ydzY SNE dz
increasing in demand.

As a prospective student, you are encouraged to review this catalog and tour the school before signing an
enrollment agreement.

Educational Philosophy

The Training Center of Central Texas, LLC (TTCCT) educational philosophy is based upon preparing
students for immediate entry into the workforce. The programs offered at TTCCT train students in the
professional behaviors and technical skills necessarsuicecess in today's competitive workplace.

CKA& LIKAf2a2LKe Fi2a FTNRY (KS {OK22f Qa araaizy {
schoolhas identified the following educational objectives:
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0 Stimulate a career and successented outlook in our students
0 Communicate the latest technical competencies demanded by employers
0 Train students in professional behaviors that will enable lifelong career development
O 5S@St2L) a0dzRSyGaQ LI NIAOALI GAZ2Y YR SyKIyOS (K
0 Provide students with services and the support needed to achieve their educational and career
goals
Objectives

The TrainingCenter of Central Texas, LLC prepares students to achieve their future goals in their chosen
professional career field in accordance with the following objectives:

To provide an excellent academic and professional preparation of students for a career ichtbesn
field of specialization

[@]3

To assist students in the development and maintenance of high standards of achievement
To provide the necessary encouragement for the critical thinking that is essential in the
professional world

[@]3

To assist students in achieving these objectives, TTCCT has established a professional environment
consisting of

0 A faculty of highly educated & experienced professionals possessing extensive knowledge, skills,
experience, and concern for student achievement and success.

0 Handson training on modern equipment used in a professional workplace simulated
environment.

0 A curriculum devoted to caregelated subjects thatombinegheoretical education with hands

on training, thereby enabling students to acquire knowledge and skills in various career programs

that are in strong demand by employers.

Staffplayan active role in assisting graduates in obtaining employment in their respective fields.

Attendance, behavioral, and dress code policies designed to not only emulate but eleidg a

of professionalism and attitude which will prepare students for success in the job market

O« O«

Vision Statement

Training Center of Central Texas, LLC (TTCCT) vision is to instruct students to competency levels for
SYLX 28YSyid FyR OFNBSN I RGFHyOSYSyid Ay G2RIF&Qa 0O2YLJ
study program that will enable them to develop acaderskills and technical competence necessary for

job acquisition and retention. We strive to provide the healthcare certification training needs for the
residents of Bell County, including the citizens in the surrounding communitiesHairker Heights,

Kileen, Ft Hood, Copperas Cove, Nolanville, Gatesville, Belton, Lampasas, and Temple areas for the benefit

of the citizens as well as the State of Texas as a whole. These healthcare certifications training will boost

and promote individuals' careers and ledit the community they may serve.

In addition, we excel bg A Y ONB I aAy 3 ¢ NBySaa 2F GKS O2YYdzyAaideo
how to best address those needs by way of a comprehensive training regimen, input from community
members and experts, hiring the most qualified staff, anchmitting to implementing the best practices

in the vocational training healthcare field. We will distinguish ourselves from other providers in the area
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by setting high standards for our administrators, faculty, and students; this will be achieved by developing
sound policies and practices and standing firm on the principles they represent.

DESCRIPTION OF AVAILABLE SPACE, FACILITIES, AND
EQUIPMENT

The business office is located at 455 East Central Texas Expressway, Suite 106 in Harker Heights, Texas,
and classes are held in a formal classroom setting with space available for up to sixteen (16) students, per
teacher, per class session. Classroomseapaipped with appropriate seating with buih computer

systems at each desk and practice (lab) areas for training and simulation. Equipment, training materials,
and training supplies for simulation purposes are located onsite. The break room and tremmnes are

also located onsite.

tKS &a0K22t Q& OftAYyAOlItkSEGSNYAKALI GNIAYAYy3I A& O2yF
Central Texas Expressway, Suite 106 in Harker Heights, Texas, or at various partner sites to include areas

of dental, medical and physician offices, hibals, residential care facilities and pharmaceutical retail

store in Copperas Cove, Belton, Killeen, Temple, and Gatesville area that has entered into agreements

with the Training Center for Healthcare Careers, LLC for clinical or externship opportuiteeved

Ot AYAOIFt aAiSa I'NB AYyRAGARdMzZ ffe AaadzSR AyadzaNryoS
while performing or completing the required externship hours. Any incident occurrirgjtefimust be

reported to the main office in #mely manner.

LISTING OF OWNERS

1) Reginald Hodges
2) Bayand . A | KaQelnian

A LISTING OF KEY STAFF AND FACULTY

Reginald Hodge®wner, Governing Person, Chief Execub¥icer/President, Instructor
a) DegreeHelda a0 SNDR&a Ay St SOGNAOIT Sy3aAySSNAy3
b) Specialized Training: Electrical Engineering

c) Certification: None
d) Area(s) of Instruction: Solar Energy Technician

Bayand . A | Ka@dardianOwner, Governing Person, Chief of Marketing Officer

a) Degree Held: Petroleum Engineering Student
b) Specialized Training: Marketing

c) Certification: None

d) Area(s) of Instruction: None

Brian SunshineSchool Director
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a) Degree HeldMaster of BusinesAdministration
b) Specialized Training:
c) Area(s) of Instruction: None

Christopher LameiSchool Assistant Director

d) Degree Held: BS and MS in Petroleum Engineering
e) Specialized Training: Computer Science
f) Certification: None

Mayleen A. IslaLead Instructor

a) Degree Held: Bachelor of Science in Nursing/Lead Instructor

b) Specialized Training: Bachelor of Science in Nursing and Certified AHA Instructor

c) Area(s) of Instruction: Clinical Medical Assisting, Medical Billing Coding, AHA BLS and First
Aid/CPR/AED

Dallas Shieldgnstructor

a) Degree Held: Licensed Vocational Nurse (LVN)
b) Specialized Training: National Registered Emergency Technician
c) Area(s) of Instruction: Medical Billing and Coding and Clinical Medical Assisting

Marshall Edwardsinstructor

a) Degree Held: None
b) Area(s) of Instruction: Solar Energy Technician

Patrick Callaghaninstructor

a) Degree Held: Licensed Master Electrician
b) Area(s) of Instruction: Construction Electrician

John Guillot:Instructor

a) Degree Held: Licensed Mastgectrician
b) Area(s) of Instruction: Construction Electrician

Rese Shivelyinstructor

a) Degree Held: Licensed Journeyman Electrician
b) Area(s) of Instruction: Construction Electrician

Abigail Traverzo Achordnstructor

a) Degree Held: Doctorate Medicine
b) Specialized Training: Healthcare Administration and Leadership
c) Area(s) of Instruction: Clinical Medical Assisting

Sinisa Mandiclnstructor
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a) Degree Held: Licensed Journeyman Electrician
b) Area(s) of Instruction: Substation Technology

[L{¢ hC 9!/1 twhDw!aQ{ C99{=
CHARGES

Registration Fees

The Reqgistration Fee, Drug Test, and Background check are maintained for one year. If a student elects to
take multipleclasses, there is al$0 administrative fee for any additional class within one year from the

first registration. Students must pay the Registration, Background Check, and Drug Test fees upon
registration.

Registration Document Requirements

Students receiving any Financial Assistance must present documents of eligibility at the time of
registration. Any proof of education or foreign language documents must be translated into English,
notarized, and approved by the school.

Tuition Payment

tFreYSyid YIre 0SS YIRS gA0GK OFakKz ONBRAG OFNRI YzySe
Center of Central Texas, LLC. Tuition payments should be made in person at the Front Desk Office during
regular office hours or mailed before the due dafélE SCHOOL DOES NOT ACCEPT BUSINESS/PERSONAL
CHECK®ayment plans are available.

Past Due Accounts:

i.  Students who fail to make prompt payments, issue, or fail to make a-fitideffort to keep
their account current and in good standing may be subject to late fees and school disciplinary
action. Unpaid accounts are subject to be sent to a collection@geédnce the account has been
sent, the student may accrue a collection fee up to 40 percent.

ii.  Students dismissed for nggayment of tuition will not be readmitted until all delinquent tuition
payments have been paid in full. TTCCT provides each student with an official Certificate of Course
Completion of the program; however, TTCCT reserves gie t© withhold the Certificate of
Course Completion and deny additional requests for official or unofficial transcripts until the
account is brought current.

iii.  Students not on good standings with TTCCT:

1) May not receive their Certificate @ompletion.
2) May not be eligible to participate in the required externshiygsirs.
3) May not beeligible to take the national or state examination.

Fee Schedules

Clinical Medical Assistant
a) Tuition Fee $5,900.00
b) Registration Fee $ 100.00

12 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548



Training Center
of Central Texas

c) Background Check $ 10.00

d) Drug Test $ 25.00

e) Lab Fee $ 180.00

f) Basic Life Support (BLS) $ 65.00

g) Uniform (Navy Blue Scrufiyosj $40.00

h) Book(sYCos} $12100¢ 0 dzZRSy (i Qa )NBalLR2yaAoh
Comprehensive Medical Assisting
Fifth Edition, Judy Kronenberger, and Julie Ledbetter
Publisher: Jones & Batrtlett Learning
ISBN: 9781284226911

i) NationalHealth careeAssociation (NHA)

Examination (proctored by (TTCCT) $155.00{ 1 dzZRSYy G Qa )NBalLlR2yaAioAa
j) Total Charge $ 6,670.00
Comprehensive Clinical Medical AssgProgram

a) Tuition Fee $15,500.00

b) Registration Fee $ 100.00

c) Background Check $ 10.00

d) Drug Test $45.00

e) Lab Fee $ 350.00

f) Basic Life Support (BLS) $ 65.00

g) Uniform (Navy Blue Scrufifos} $63.00

h) Book(s)YCos} $128400¢ dzZRSy (i Qa )NBaLRyaAoh

1) Medical Terminology, Quick & Easy,Edition
Publisher: Elsevier
ISBN: 9780323595995
2) TheMedical Administrative Assistant Books
. YAYYQAa ! RYAYAAUNI GAPSMEdGIGWA OF £ ! aaAadl yia.
ISBN: 9780323758369
i.  SimChart for the Medical Office: Learning the Medical Office Workflow
ISBN: 9780323756631
ii.  Electronic Health Record for theK & & A OA | "YE@iion 2 F¥FA OS o
Publisher: Elsevier
ISBN: 9780323642651
3) Introduction to Clinical Medical Assisting Books
i.  Comprehensive Medical Assisting (Bundl&)ESition
Publisher: Jones and Bartlett Learning
ISBN: 9781284226911
4) The ClinicaVedical Laboratory Assisting

i.  Electrocardiography for Healthcare Professiondl<Esiition, by Kathryn Booth,
CK2YlFa 9@ hQ. NASY
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)

Publisher: McGraw Hill
ISBN: 978126026650
ii. Phlebotomy Essentiald"Edition
Publisher: Jones and Bartlett Learning
ISBN: 9781284224450
National Certificationg Paid to NHAproctored by TTCCT)

1) Certified Medical Administrative Assistant (CMAX5.00( (G dzZRSy (1 Q& NBA LR Yy aA
2) Certified EKG Technician (CET) $12500¢ G dzZRSy (i Qa )NBALRYyaAoA
3) Certified Phlebotomylechnician (CPT) $12500¢( G dzZRSy (i Qa )NBALRYaAoA
4) Certified Clinical Medical Assistant (CCMA 16000 ( dzRSy (1 Q& )NBALR Yy aA 0 A

j) Total Charge $ 16,133.00

Electronic Health Record Specialist (EHRrogram

a) Tuition Fee $527.00
b) Registration Fee $100.00
c) Background Check $ 10.00
d) Drug Test $ 25.00
e) Basic Life Support (BLS) $ 65.00
f) Uniform (Navy Blue Scrufios} $ 40.00
g) Book(sXCos} $66.00{ GdZRSY (1 Q& )NBaLRyaAoa

9t SOGNRYAO I St GK wSO¥RdRonTog Nlie®PdpRer t K& aA OA L y ¢

Publisher: Elsevier
ISBN: 9780323642651
h) National Healthcare Association (NHA)

(Examination proctored by TTCCT) $117.006 { G dzZRSYy 1 Qa NBALRYAAOD

i) Total Charge $950.00

Medical Administrative Assistant

a) Tuition Fee $4,000.00
b) Registration Fee $100.00
c) Background Check $ 10.00
d) Drug Test $ 25.00
e) Basic Life Support (BLS) $ 65.00
f) Uniform (Navy Blue Scruffosj) $40.00
g) Book(sXCos) $49300¢ dzZRSy (i Qa )NBalLR2yaAoh

1) Medical Terminology Quick & Eas¥,Editionby Peggy C. Leonard
Publisher: Jones & Bartlett Learning
ISBN: 9780323595995

2) The Medical Administrative Assistant Books
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#106, Harker Heights, TX 76548



Training Center
of Central Texas

L YAYYQa ! RYAYAZAQDNIEddes" S RA Ot 1 AAA&GE

ISBN: 9780323758369

ii. SimCharfor the Medical Office: Learning the Medical Office Workflow (Updated

Ed.)
ISBN: 9780323756631

i. 9f SOGNRYAO 1 SIf K wS 02 NRiitioh,dNJulié Reppet K& a A O

Publisher: Elsevier
ISBN: 9780323642651
h) National Healthcare Association (NHA)

(Examination proctored by TTCCT) $117.00{ G dZRSY 1 Qa NBalLRy

i) Total Charge $4,85000

Medical Billing and Coding Specialist Program

aio

a) Tuition Fee $5,500.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $ 25.00
e) Basic Life Support (BLS) $ 65.00
f)  Uniform (Navy Blue Scrufios}) $ 40.00
g) Book(s)Cos} $70300¢ dzZRSy G Qa )NBalLR2yaAoh

1) Medical Terminology Quick & Eas¥{,Bdby Peggy C. Leonard
Publisher: Jones Rartlett Learning
ISBN: 9780323595995

2) The Human Body in Health and Disease Text and Study Guide by Kerry L. Hull and Barbara

Janson Cohen
ISBN 9781469896700
Publisher: Lippincott Williams & Wilkins
3) Package of Medical Billing and Coding Package Bodkarbi/J. Buck
Publisher: Elsevier Health Science
ISBN: 9780323324533
i. StepBy-Step Text and Workbook
ii. 2018 CPT
ii. 2018, ICE®-CM
iv. 2018 HCPCS Level Il
4) Coding and Reimbursement TextbodkEdition, by Wanda L. Adams
Publisher: Elsevier
ISBN3780323084345

5) 9f SOGNRYAO | St K wSO¥KdRonTog Nie®PdpRer t K& 3 A OA L y ¢

Publisher: Elsevier
ISBN: 9780323642651

15 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite

#106, Harker Heights, TX 76548



Training Center
of Central Texas

h) National Healthcare Association (NHA)
(Examination proctored by TTCCT)

$117.006 { 1 dzZRSy U Qa

NBaLRY&ADO

i) Total Charge $ 6560.00
Nursing Assistant
a) Tuition Fee $950.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $ 25.00
e) Lab Fee $ 100.00
f) Basic Life Support (BLS) $ 65.00
g) Uniform (Navy Blue Scrufifos} $ 40.00

h) Book(s)Cos})
dazaoeQa
RN Publisher: Elsevier

$130.00{ (1 dZRSy 1 Qa )NBaALR Y&aAO0A

ISBN: 978®-323-113175 & ISBN: 978-323-113212
i) The State Examination Fees througxas Departmeraf Aging and Disability Services: Full
$95.00{ G dzRSYy (i Qa )NBaLRYyaAoA

Evaluation

(Skills and Written), students may register at:

9{ {9b¢L! [ {FiftifERlitiah, BySW&ld Al Sorréntind, PraDi, | y i & 3

https://www.nursinglicensure.org/cna/texaBursingassistant/#context/api/listings/prefilter

j) Total Charge $1,515.00
Orthodontic Assishg
a) Tuition Fee $3,500.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $25.00
e) Basic Life Support (BLS) $ 65.00
f) Uniform (Navy Blue Scruffosj) $40.00

g) Book(s)Cos}

$120.00{ 1 dzZRSYy G Qa )NBalLl2yaAoA
1) Orthodontic Assisting Technique and Theory, 2nd Edition, by D. Douglas Depew, DMD,

h)

i)

MS, Publisher: Academy of Orthodontic Assisting, LLC
Certified Orthodontic Assistant (COA) Examination, Fees (includes OA and ICE exams) (Go to
www.danb.orgfor further details) $425.00{ 1 dzZRSy 1 Qa )NBalLl2yaAioAh
Total Charge $ 4,205.00

16 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
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Patient Care Technician/Assistant Progr&@{/A

a) Tuition Fee $4,600.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $45.00
e) Basic Life Support (BLS) $ 65.00
f) Uniform (Navy Blue Scrufios} $63.00

g) Bools (EstimatedCostfor a Package of Four $250$450{ (G dzZRSy (1 Qa )NBaLRyaAroh
1) Medical Terminology Quick and Eas{ by Peggy C. Leonard
Publisher: Elsevier
ISBN: 9780323595995
2) Package of three (3) books
Publisher: McGill Education
i.  Textbook: Theory & Clinical
ISBN: 978-4951-0799-3
i. Theory & Practical Approach EKG TextbdBESition EKG
ISBN978-1-4951-0796-2
i.  Theory & Clinical Approach Phlebotoni§Bdition
ISBN: 978-4951-07931
h) National Health Career Association Examination (proctored by TTCCT)

1) Certified Patient Care Technician/A (CPCT&060006 { 0 dzZRSy 1 Q& NBaLR Yy aAo

2) Certified EKG Technician (CET) $125000 { G dZRSYy 1 Qa NBalLRyaAo

3) Certified Phlebotomy Technician (CPT)  $125.000{ G dzZRSy 1 Qa NBalLR2yaAo
i) Total Charge $4,883.00

Pharmacy Technician

a) Tuition Fee $3,157.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $ 25.00
e) Lab Fee $ 300.00
f) Basic Life Support (BLS) $ 65.00
g) Uniform (Navy Blue ScrutJos} $40.00
h) Book(s)Cos) $233.00{ U dzR SegpanSikility

1) a2aoe&Qa t KI NMWrnOgles & Brarficy, AtORdItioh Teresa Hopper
Package of Text and Workbook Publisher: Elsevier

ISBN9780323378109
i) National/State Examination Fees:
1) LI-Fingerprints $50.00 { (i dzR fegpinsiElity
2) National Certification Examination $139.00{ G4 dZRSYy (1 Qa )NBaLRYyaAoA
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3) State Board Trainee Registratiomww.tsbp.state.tx.us/Pharmacytech.him

$54.00{ 1 dzZRSy (i Q& )NBALIRY&EAOA

) Total Charge $ 417300

Solar Energy Technician

a) Tuition Fee $5,998.99

b) Registration Fee $ 100.00

c) Lab Fee $ 150.00

d) First Aid CPR/AED $75.00

e) Book(sXCos} $240.00( 1 dzZRSy (i Qa )NBALRYyaAoA
1) PhotovoltaicSystems (Third Edition)

f)

2)

3)

by James P. Dunlop

ISBN10: 1935941054

ISBN13: 9781935941057

Construction Management JumpStart: The Best First Step Toward a Career in
Construction Management / Edition 2 by Barbara Jackson

ISBN10: 0470609990

ISBN13:978-0470609996

2020 National Electrical Code book, NFPA 70

ISBNL13: 9781455922970

Total Charge $ 632399

Construction Electrician Program

a) Tuition Fee $16,570.00

b) Registration Fee $ 100.00

c) Lab Fee $600.00

d) Basic Life Support (BLS) $75.00

e) Bools (EstimatedCost) $480.00-$700.00f (1 dzZRSYy 1 Q& NBALRZ Y AAOA
1) National Electrical Codebook, 70E by NFPA

2)
3)
4)
5)

6)

ISBN13: 9781455922970

ahA1S 1 2f0GQa Lffdzad N} (S RYeDiimi by Mikeidlt . F 3A 0O 9t §¢
ISBN13: 9781932685398

OSHA Construction Safety handbo&ke@lition

ISBN13: 9781602878914

ail18 121008 LftdAGNI SR DdZARS (2 ! yRSNEGI yE
ISBN13:9780999203842

House Wiring B edition by Cengage

ISBN13: 9781337402415

Commercial Electrical Wiring 1 2dition by Cengage

ISBN13: 9780357137697
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7) Electrical Estimating by Mike Holf¢Edition
ISBN13: 9781932685503

8) Construction Management Jumpstart
ISBN13: 9780470609996 2 edition
ISBN13: 9781119451013 '8 edition

f) Total Charge $ 17345.00
Comprehensive Dentélssisting
a) Tuition Fee $15,500.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $ 25.00
e) Lab Fee $350.00
f) Basic Life Support (BLS) $ 65.00
g) Uniform (Navy Blue Scrub) (Cost) $40.00
h) Book(s) (Cost) $180.00{ 1 dZRSYy 1 Qa )NBALIRYAAO0A

Modern Dental Assisting ¥2Edition
Publisher: Elsevier
Textbook ISBN: 9780323430302
Student Workbook ISBIN780323430319
i) Total Charge $ 16,270.00

Comprehensive Medical BillidgCoding Specialist

a) Tuition Fee $16,721.00
b) Registration Fee $ 100.00
c) Lab Fee $ 550.00
d) Basic Life Support (BLS) $ 65.00
e) Book(s) (Cost) $1,064.00{ 1 dzZRSY (1 Q& )NBalLR2yaAoh

1) Medical Terminology & Anatomy for codin§ Edition by Betsy J. Shiland

2) Buck's Stejoy-Step Medical Coding, 2021 Edition
Publisher: Elsevier Inc

3) Buck's Workbook Stepy-Step Medical Coding, 2021 Edition
Publisher: Elsevier Inc

4) Health Insurancd&oday, 6th Edition by Janet I. Beik

5) Workbook for Health Insurance Today, 6th Edition by Janet I. Beik

6) ¢KS 9f SOGNRYAO | SIHftdK wSO2NR F2N G4KS LXKea
Publisher: Elsevier
ISBN: 9780323642651

7) YAYYQA ¢KS ! RYAYA&AGNI GAPS aSRAOLE 1 aaradly
MSN, RMA, Julie Pepper, BS, CMA (AAMA) and P. Ann Weaver, MSEd, MT(ASCP)
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8) { 1 dzR& D dzA Rtfe A@inginilrativd Maditasi Assistant, 14th Edition by Brigitte
Niedzwiecki, RN, MSN, RMA, Julie Pepper, BS, CMA (AAMA) and P. Ann Weaver, MSEd,
MT(ASCP)

9) Simchart for the Medical Office: Learning the Medical Office Workflow (Updated Edition)
Publisher: Elsevier Inc

10) Buck's 2021 HCPCS Level Il
Publisher: Elsevier Inc

11) CPT Professional 2021 Agnerican Medical Association Inc

12) Buck's 2021 IGDO-CM for Physicians
Publisher: Elsevier Inc

j) Total Charge $ 18,500.00

Substation Technician Program

a) Tuition Fee $18,235.00
b) Registration Fee $ 100.00
c) PPE, Hand Tools, Cotton Shirt (Cost) $150.006 { G dZRSy 1 Qa NBALRYAAOD
d) Basic Life Support (BLS) $ 65.00
e) Book(s) (Cost) $950.00{ (i dzZRSy (i Qa NBALRYAAGA

1) Fundamentals of Electricity, Volume 2, Alternating Current by Consumer Energy
Publisher: Alexander Publications
ASIN: BO04C36NWK

2) An Introduction to Electric Power Distribution by Wayne Beaty
Publisher: Alexander Publications
ASIN: BOOUF1ZHA

3) Safe work Practices by Tampa Electric
Publisher: Alexander Publications
ASIN:

4) National Electrical Safety Code
Publisher: Institute of Electrical and Electronics Engineers IEEE
ISBN: (13) 978504419932

5) Substation Construction Guidelines by Njact and Alexander Publication
Publisher: Alexander Publications
ASIN: BO07UJ10Q4

6) Substation Operation and Maintenance by Alexander Publication
Publisher: Alexander Publications
ASIN: BO07UJ41S6

7) ¢KS [AYySYlFyQa | yR MEditiondySheeDaker brid MaRIO 2 21 Mo
Publisher: McGraw and Hill
ISBN: 13878-00718590032

8) Knots forLine workersand Becoming a Qualified Rigger
Publisher: Alexander Publications
ASIN: BOO7UISPAW & BOO7UIE2P4
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9) Substation and SwitchyargdStudy Guide and DVD
Publisher: Alexander Publications
ASIN:
10) Construction Management Jumpstart by Barbara J Jackson
Publisher: Willet Sybex Publishing
ISBN: 1378-0470609996
11) Fundamentals of Electricity, Volume 2, Alternating Current by Consumers Energy
Publisher: Alexander Publications
ASIN: BO04C36NWK
12) An Introduction to Electric Power Distribution by Wayne Beaty
Publisher: Alexander Publications
ASIN: BOO7UF1ZHA
13) Safe Work Practices by Tampa Electric
Publisher: Alexander Publications
ASIN:
14) National Electrical Safety Code
Publisher: Institute of Electrical and Electronics Engineers
ISBN: 138781504419932
f) Total Charge $ 19,500.00

Comprehensive Patient Care Technician/Assistant Program

a) Tuition Fee $18,092.00
b) Registration Fee $ 100.00
c) Background Check $ 10.00
d) Drug Test $45.00
e) Basic Life Support (BLS) $ 65.00
f)  Uniform (Navy Blue Scrub) (Cost) $63.00
g) Book(s) (Cost) $1000$2000 varieg{ G dzZRSYy 4 Q& )NBALR YAA 0 A

1) Phlebotomy Essential$"Edition
Publisher: Jones & Bartlett Learning
ISBN: 9781284224450
2) Medical Terminology, Quick & Easy,Ed by Peggy C. Leonard
Publisher: Elsevier
ISBN: 9780323595995
3) Electrocardiography for Healthcare Professionals Exlition by Kathryn Booth and
¢CK2YlFa hQ. NASY
Publisher: McGrawill
ISBN: 9781260266580
4) Fundamentals Concepts and Skills for the Patient Care Technididitibn by Kimberly
Townsend
Publisher Elsevier
ISBN: 9780323430135
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5) Physical Therapy Aide Textbook Series |
Publisher OPRET Education
ISBN: 978-94447175-0
k) National/State Examination Fees:
1) American Medical Certification Association (AMCA)
i. Essential Soft Skills (S8ludy Material and Examnmorth 10CEU credits towards

AMCA Certification $16000¢ G dzZRSy 4 Qa )NBALRYAaAOA
ii. Physical Therapy Technician/Aide Certification
$12500¢ G dzZRSy (i Qa )NBaALRYyaAoh

2) National Healthcare Association (NHA)
i. Certified EKG Technician (CET) $125000{ 1 dzZRSy 1 Qa4 NBaLIR2yaaAo
ii. Certified Phlebotomy Technician (CBI}5.006 { 1 dZRSy 1 Qa4 NBALR Y AAD
jii. Certified Patient Care Technician (CPEIBP.006 { G dZRSy (1 Q4 NB A LIR2 YV & A ¢
[) Total Charge $ 18,375.00

Residential Wiremen Program

a) Tuition Fee $8,225.00
b) Registration Fee $100.00
c) Lab Fee $ 300.00
d) First Aid CPR AED (Hesaver) $ 75.00
e) Boolks(Cost) $190-$400 varieg{ G dzZRSy 1 Qa NBa L2y aAa
1) aAl1S 12t0Qa LffdzZAGNI SR DdzARS (2 (ISBNBBAO 9f SO
9781932685393

2) House Wiring 5th edition by Cenga@®BN13: 978133740241%
3) 2017 National Electrical Code Book, NFPASBN: 978455922970)

f) Total Charge $ 8,700.00

SEMINARS FEES AND CHARGES

CMA ReCertification Seminar

Meaningful Use InitiatiCMA ReCertification (CMARECERT801) Seminar Fees and Chaifdes:
seminar fee is $505.00, and include study materials such as Printed Study Guide, Online Practice
Test, and NHA Certification Exam

EKG Technician Seminar

Seminar Fees an@hargesSeminar $675.00, Book3%.00, Navy Blue Uniform $40, National
Certification Examination $117.00, Study Guide and Online Practice Exam $69 = To&Hi0g $
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Phlebotomy Technician Seminar
Seminar Fees and Charges: Semiria439.00, Book $115.00, Navy Blue Uniform $40, National
Certification Examination $117.00, Study Guide and Online Practice Exam $69 = Totaling $991.00

SCHOOL CALENDAR

a) Holidays to be observed: December@ WI ydzZl N2 maid= o6bSé | SINRaovszs \
CSENRA 580X al NIAY [dziKSNJ YAy3a WNE t NBaARSyld
+SGSNIyQa 51e3 518 0SF2NB ¢KFyl1a3a3A@Ay3d 5Fe3x ¢K
24N (Day before Christmas Day), December 25th (Christmas Day), December 26th, (Day After
Christmas Day).

b) 9y NPt fYSYyld t SNA2RaY ¢KANI& 6on0 RIF&8& LINA2NI G2

¢) Scheduled Vacation Periods: None

NORMAL HOURS OF OPERATION

School: MondayhroughFriday 800 am¢ 10:00 pm.

Office: Mondaythrough Friday8:00amc 5:30pm andSaturday 9:00ar2:00pm or by appointment.

Tablel: CLASS SCHEDULE FOR EACH PROGRAM OFFERED

Program Name Class Schedule
Clinical Medical Assistant 220 Total Clock Hour&&.3weeks)
Monday, Wednesday, and Friday (4 hrs. gday)
8:30 amg 12:30 pm
1! Break: 9:40 ang 9:50 am (10 min)
2"d Break: 11:00 ang 11:10 am (10 min)
Nursing Assistant Program 100 Total Clock Hour8.B8weeks)
Monday, Tuesday, and Wednesday (4 hrs. per
1:30 pm¢ 5:30 pm
15tBreak: 2:50 pnt, 3:00 pm (10 min) ? Break:
4:00 pm¢ 4:10 pm (10 min)
Comprehensive Clinical Medical Assmj 600 Total Clock Hours (Approx.26.6 weeks) M
Program Friday (4.5 hrs. per day)
8:00 amg 12:30 pm
15t Break: 9:40 ang 9:50 am (10 min)
2"d Break: 11:00 ang 11:10 am (10 min)
Orthodontic Assising 144 Total Clock Hours (Approx. 12 weeks)
Tuesday, Wednesday, and Thursday (4 hrs.
day) 1:30 png 5:30 pm #'Break: 2:50 png 3:00
pm (10 min) 2Break: 4:00 png 4:10 pm (10 min
Electronic Health RecordSpecialist (EHRS 64 Total Clock Hours8 (weeks) Tuesday an
Program Thursday (4 hrs. per day) 1:30 grb:30 pm
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Patient Care Techniciangsistant (PCT/A)

Medical Administrative Assistant

Pharmacy Technician

Medical Billing and Codin§pecialist Program

Solar Energy Technician

Construction ElectriciafProgram

Comprehensive Dental Assisg

Comprehensive  Medical
Specialist

Billing & Coding

Substation TechniciaRrogram

15tBreak: 2:40 pnt 5:50 pm (10 min) ? Break:
4:00 pmg 4:10 pm
216Total Clock Hours (Approx. 11 weeks) Mon
thru Friday (4 hrs. per day) 1:00 &%:00 pm
15t Break: 2:40 png 2:50 pm (10 min) 2 Break:
4:20 pmc¢ 4:30 pm (10 min)
168 Total Clock Hours (Approx. 9 weeks) Mon
thru Friday (4 hrs. per day)
8:30 am12:30 pm
15t Break: 9:40 pnt 9:50 pm (10 min) ® Break:
11:00 pmg 11:10 pm (10 min)
144 Total Clock Hours (12 weeks) Mond
Wednesday, and Friday (4 hrs. per day) 5:30¢p
9:30 pm
15t Break: 6:40 png 6:50 pm (10 min) 2 Break:
8:10 pm¢ 8:20 pm (10 min)
344 Total Clock Hou(8pprox. 17 weeks) Monda
thru Friday (4 hrs. per day) 1:00 @00 pm
15tBreak: 2:40 pnt, 2:50 pm (10 min) ? Break:
4:00 pm¢ 4:10 pm (10 min)
120 Total Clock Hours (6 weeks) Maru Friday
(4 hrs. per day) 8:30 am12:30 pm
1 Break: 9:40 ang 9:50 am (10 min)
2"dBreak: 11:00 ang 11:10am (10 min) Saturda
10:00 am2:00 pm
15tBreak: 11:40 am 11:50 am (10 min)"? Break:
1:00 pm¢ 1:10 pm (10 min)
490 Total Clock Hours4% weeks) Monday thru
Friday (4 hrs. per day) 1:00 ggr00 pm
15t Break: 2:40 png 2:50 pm (10 min) 2 Break:
4:00 pmc¢ 4:10 pm (10 min)
600 Clock hours30 weeks)
Monday-Friday (4 hrs. per day)

5:30:9:30 pm

15'Break 2:50 pm 3:00 pm

2"d Break 4:00 pm4:10 pm
428 Total Clock Hou(approx. 22 weeks) Monda
thru Friday (4 hrs. per day) 1:00 gr00 pm
15t Break: 2:40 png 2:50 pm (10 min) ? Break:
4:00 pm¢ 4:10 pm( 10 min)
440 Total Clock Hours (22 weeks) Monday t
Friday (4 hrs. per day)
1:00 pm5:00 pm
15tBreak: 2:40 png 2:50 pm (10 min)
2"d Break: 4:00 png 4:10 pm (10 min)
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Comprehensive Patient Car 412 Total Clock Hours (Approx. 20 weeks) Mon
TechniciaAssistant thru Friday (4 hrs. per day)

1:.00 pm5:00 pm

15'Break: 2:40 png 2:50 pm (10 min)

2"d Break: 4:00 png 4:10 pm (10 min)
Residential WiremarProgram 160 Clock hours (8 weeks)

Monday thru Friday (4 hrs. per day) 5:8(0pm

1st break: 6:30pnr6:40pm (10 min)

2nd break: 7:30pnrv:40pm (10 min)

3rd break: 8:30pr8:40pm (10 min)

ADMISSION/ENROLLMENT POLICIES

a) Minimum Age Eighteen (18) years old
b) Specific Entrance Requirement&ny proof of education or documents of a foreign language must
be translated into English, notarized, and approved by the school prior to registration.

1) Two valid forms of Government Issued Identification (one must have a photo)

2) Proof of GED, High School Diploma/Transcript, or College Diploma/Transcript

3) Immunization Record for Student Record file: Heegeries, MMR, PPD (within the last
twelve (12) months), Tetanus (within the last ten (10) years), and Varicella/Chickenpox
(proof of disease or vaccination)

4) Pass a Five (5) Panel Urine Drug Screen (administersideprand passa background
check (administered on site) through the Texas Department of Public Safety (DPS) for
screening on sexual and drug offenses (Civil or Criminal). Failure may indicate some
individuals are ineligible for employment as an allied health caredepsnal.

i. Prospective students of thBharmacy Technician Programust not have any
drugrelated charges, felony charges, and/or convictions of anywitidn three
(3) years
ii. Prospective students of the&Clinical Medical Assistant, Comprehensive Clinical
Medical Assistant, Electronic Health Records (EHR), Medical Billing and Coding
Specialist, Comprehensive Medical Biling and Coding Specialist, Medical
Administrative Assistant, Patient Care Technician/fAsant, Comprehensive
Patient Care Technician/Assistant, and Nursing Assistantist not have been
charged with and/or convicted of any felony offensestfa past three (3) years
iii. Orthodontic Assistant Admissions Requirements:
1. Minimum Age: Eighteen (18) years old
2. Specific EntrancRequirements: Any proof of education or documents of
a foreign language must be translated into English, notarized, and
approved by the school.
3. Two valid forms of Government Issued ldentification (one must have a
photo)
4. Proof of:
a. Certified Dental Assistalot.
b. Registered Dental Assistamit
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c. A minimum of 3,500 hours of work experience as an orthodontic
assistant accrued over a period of at least two years to a
minimum of four years; employment must be endorsed or
verified by a licensed dentist/orthodontist.

5. Pass Five (5) Panel Urine Drug Screen (administersidednand

6. Pass a background check (administered on site) through the Texas
Department of Public Safety (DPS) civil or criminal offenses that may bar
an individual from employment as an allied health career professional.
Prospective students of th©rthodontic Assistantprogram must not
have been charged with and/or convicted of any felony offeriseshe
past three (3) years

7. Immunization Record for Student Record file: Hegeries, MMR, PPD
(within the last twelve (12) months), Tetanus (within the last ten (10)
years), and Varicella/Chickenpox (proof of disease or vaccination)

8. Tour of the School Prospective students are encouraged to tour the
school prior to enrollment and must attend the orientation held on the
first day of the class.

STUDENT INFORMATION

Professional Conduct of Students

An essential element of training at TTCCT includes the development of professionalism. The high
standards maintained in TTCCT programs prepare each student to meet the optimal expectations of
employers. Training Center of Central Texas, LLC expects studecwnduct themselves in a socially
acceptable manner at all times. Students partaking in the following forms of misconduct are subject to
immediate dismissal from the premises and/or termination from the program:

0

[@]3

[@]3

(@]

O« O«

0

Academic dishonesty of any type, including cheating, plagiarism, and knowingly furnishing false
information to the institution, forgery, alteration, or use of institution identification documents
with the intent to defraud

Intentional disruption or obstruction of teaching, administration, disciplinary proceedings, public
meetings, and programs, or other school activities

Physical or verbal abuse of any person on school premises or at sgwwored or supervised
functions

Theft of school property, damage to school premises, or the property of a member of the school
community on school premises

Failure to comply with directions of school officials acting in the performance of their duties.

The use, possession, or distribution of alcoholic beverages, controlled substances, firearms,
weapons, explosives, and/or dangerous chemicals on school premises

Any violation of Federal, State, or local law on school premises or at sgpmwdored functions

Training Center of Central Texas, LLC views excessive tardiness as a violation of the professional conduct
philosophy that could lead to dismissal. Any violation or transgression will be strictly penalized. Training
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Center of Central Texas, LLC reserves the right to make the administrative and educational decisions as to
whether the code of conduct has been violated. All cases are reviewed individually.

Confidentiality of Student Records

All student records are kept on file. Files are confidential and are made available for approved purposes

only. In accordance with the Family Educational Rights & Privacy Act of 1974, the TTCCT will not release
educational records to unauthorized personghaut prior written consent from a student, a parent, or a

f St 3JdzZ NRAIFYyDd ¢KS ¢¢/ /¢ oAff 1SSL) alddzRSyid NBO2
termination date.

Professional Conduct Standards

An important aspect of the training methodology includes the development of professional attitude and
behavior. Prospective employers seek employees who are professional assets and will be positive
additions to their companies. Therefore, we have creatéd@ 2N {1 S¢ SYPBANBYYSyYy i 6 KSN
can grow and develop according to these professional expectations. Learning how to communicate and

deal with different situations, coping with frustration, skills for solving problems, disciplining oneself, and
dNBaaAy3d LINRPFSaarazyltte INB 2daAad I FSg 2F GKS Ay3
these areas, we have high standards because we are committed to preparing our students for employers'
highest expectations. Students are required dlways wear navy blue scrub suit unifgrincluding

lecture, clinical lab, and externship site.

POLICY FOR GRANTING CREDIT

Credit (in terms of prior education and training, subject knowledge, or clinical or externship hours) toward
LINEPANF Y O2YLX SGA2y Aa |G GKS [ OK22f 5ANBOG2NHE
documentation, the School Director may directreliment agents to reflect an appropriate amount of
ONBRAG Ay Fye 2F GKS aOK22f Qa NI A ycheditRomahothe NI Y a ©
school or institution, reduced tuition fees may be applied accordingly.

POLICIES OF CANCELLATION AND REFUND

Cancellation Policy

A full refund will be made to any student who cancels the enrollment contract within 72 hours (until
midnight of the third day excluding Saturdays, Sundays, and legal holidays) after the enrollment contract
is signed. If a student attended any scheduletsés, a refund calculation would be implemented (does
not apply to Seminars).

Refund Policy
a) Refund computations will be based on the scheduled course time of class attendance through the
last date of attendance. Leaves of absence, suspensions, and school holidays will not be counted
as part of the scheduled class attendance.
b) The effective date of termination for refund purposes will be the earliest of the following:
1) The last day of attendance, if the school terminatesshelent.
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2) The date of receipt of written notice from the student; or
3) Ten school days following the last date of attendance

c) The student will be refunded the prorated portion of tuition, fees, and other charges that the
number of hours remaining in the amount of the program for which the student has been charged
after the effective date of termination bears to the total numbdrhmurs in the portion of the
program for which the student has been charged. If tuition and fees are collected in advance of
entrance, and if after expiration of the #ur cancellation privilege the student does not enter
school, not more than $100 imonrefundable administrative fees shall be retained by the school
for the entire residence program or synchronous distance education course.

d) If a student enters a residence or synchronous distance education program and withdraws or is
otherwise terminated, the school or college may retain not more than $100 in nonrefundable
administrative fees for the entire program. The minimum refund of rés@aining tuition and
fees will be the prorated portion of tuition, fees, and other charges that the number of hours
remaining in the portion of the course or program for which the student has been charged after
the effective date of termination bears tdé¢ total number of hours in the portion of the course
or program for which the student has been charged, except that a student may not collect a
refund if the student has completed 75 percent or more of the total number of hours in the
portion of the progam for which the student has been charged on the effective date of
termination.

e) Refunds for extra expense items to the student, such as books, tools, or other supplies, should be
handled separately from refund of tuition and additional academic fees. The student will not be
required to purchase instructional supplies, books, and toolsl these materials are needed.
Once these materials are purchased, no refund will be made. For full refunds, the school can
withhold costs for these types of items from the refuiithey were necessary for the portion of
the program attended and separately stated in the enroliment agreement. Any such items not
required for the portion of the program attended must be included in the refund.

fy | addzRSyid oK2 GAGKRNI 6& F2NJ I NBFazy dzyNBf Il 0S|
percent completion mark and requests a grade at the time of withdrawal shall be given a grade
2T aAyO2YLX SiS é-enrolfiRtheldSuNdY ot PragdrRuding the 1Rdonth period
following the date the student withdrew without payment of additional tuition for that portion of
the course or program.

g) A full refund of all tuition and fees is due and refundable in each of the following cases:

1) Enrollees are not accepted by teehool.

2) If the course of instruction is discontinued by the school and this prevents the student
from completing the course; or

3) Ifthe student's enroliment was procurdmbcause ony misrepresentation in advertising,
promotional materials of the school, or representations by the owner or representatives
of the school

4) Students are entitled to a full refund for classes attended if the school does not provide a
class with an approved instructor by TWC

A full or partial refund may also be due in other circumstances of program deficiencies or
violations of requirements for career schools and colleges.
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Note: A school may withhold the transcript and certificate of completion until the student has
paid his/her outstanding financial obligations to the school.

"Any holder of this consumer credit contract is subject to all claims and defenses which the
debtor could assert against the seller of goods or services obtained pursuant hereto or with the
proceeds hereof. Recovery hereunder by the debtor shall not excbelamounts paid by the
debtor hereunder."

h) REFUND POLICY FOR STUDENTS CALLED TO ACTIVE MILITARY SERVICE.
A studentat the school or college who withdraws from the school or college as a restiieof
student being called to active duty in a military service of the United States or the Texas National
Guard may elect one of the following options for each program in which the student is enrolled:

1) If tuition and fees are collected in advance of the withdrawal, a prorated refund of any
tuition, fees, or other charges paid by the student for the program and cancellation of any
unpaid tuition, fees, or additional charges owed by the student for thdiporof the
program the student does not complete followiagthdrawal.

2) A grade of incomplete with the designation "withdrawmilitary" for the courses in the
program, other than courses for which the student has previously received a grade on the
student's transcript, and the right to ¥enroll in the program or a substantialequivalent
program if that program is no longer available, not later than the first anniversary of the
date the student is discharged from active military duty without payment of additional
tuition, fees or other charges for the program other than amgvously unpaid balance
of the original tuition, fees, and charges for the textbooks; or

3) The assignment of an appropriate final grade or credit for the courses in the program, but
only if the instructor or instructors of the program determine that the student has:

i.  Satisfactorily completed at least 90 percent of the required coursework for the
program; and
i. Demonstrates sufficient mastery of the program material to receive credit for
completing the program.
i) The payment of refunds will btally completed such that the refund instrument has been
negotiated or credited into the proper account(s) within 60 days after the effective date of
termination.

More simply, the refund is based on the precise number of hours the student has paid for, but not yet
used, at the point of termination, up to the 75% completion mark, after which no refund is due. Form
PS1040R provides the precise calculation

For VA Students Refund Policy

In the event a veteran or other eligible student fails to enter the course, or withdraws or is discontinued
therefrom at any time prior to completion of the approved program length for VA students, the amount
charged to the student for tuition, fees, andher charges for the completed portion of the course shall
not exceed $10.00 (only if a registration fee is charged) plus the pro rata portion of the total charges for
tuition, fees, and other charges that the length of the completed portion of the cooeses to its total
length. The completed portion is the total number of days the students were scheduled to attend (from
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first to the last date of attendance) multiplied by the scheduled hours of attendance peRe&ynd will
be totally consummated within the forty

(40) days after termination The form SAAION10/01/13, the VA Refund Worksheet, will be used for

proper

refund calculation.

PROGRAMS

Clinical Medical Assistant
¢CKS /fAYAOFt aSRAOFT !'adaaAradlyd o/ a!inthetshilB NI Y Q&
necessary for employment in any modern medical facility. A qualified Medical Assistant student

can performa wide range of duties with a variety of technidatails thus helping a physician in

a)

many clinical situations.

Work Setting to find employment: Clinics, Hospitals, Medical Laboratories
Length of time required for completion of the Prograb8.3weeks classroom academic time and

160 hours Externship.

Additional Requirements for completion: Final Grade Point Average (GPA) of seventy percent

(70%) or above.

Type of Certificate awarded: Certificate of Program Completion from TTCCT. Students will be
eligible to take/challenge the National Examination, and the fee of $155.00 will be charged to
become aCertified Clinical Medical Assistarthrough the National Healthcareer Association

(NHA).

Table2: PROGRAM OUTLINELINICAL MEDICAL ASSISTANT

Subject = Subject title

CMA 1

CMA 2

CMA 3

CMA 4

CMA 5

CMA 6

Understanding the Profession

The Administrative Medic#issistant & Managing the Finance:
The Clinical Medical Assistant & Clinical Duties

The Clinical Laboratory

Career Strategies

Externship

Total Contact Hours Required for Completion

Total Hrs
Lecc Labg Extg Total
08 00 00 08

30 09 00 39
50 43 00 93
33 38 00 71
09 00 00 09
00 00 160 160

130 90 160 380
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Program Description

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

Course Overview

Healthcare i<hanging; howeverthe role of Clinical Medical Assistant (CMA) is a versatile healthcare
member and is one of the most important members of the success in physician practice. Clinical Medical
Assistant skills may vary among medical offiesducationand trainingare an exciting field of medical
assisting, and this program will prepare students for a variety of clinical and administrative skills, making
the CMAs an essential part of the health care team. According to data from 2012 withréesuBf Labor
Statistics, the average clinical medical assistant earned $14.69 an hour, which equates to $80,550
hour annually The job outlook for this profession is 29% between 2012 and 2022, which is much faster
than the national average. If you get the right education for this career, prospective students should have
no trouble finding a job once the studehas completedhe course.

Comprehensive Clinical Medical AgsigProgram

a) Objective and Purpose: To train students on practical experience to become Certified Clinical
Medical Assistant

b) length of time required for completion of the program: Classroom Academic=212 clock hours,
Laboratory = 28 clock hours Externship =@0. TOTAI=600clock hours.

c) Additionalrequirements for completion: Final Grade Point Average (GPA) of seventy (70%) or
above.

d) Type of Certificate awarded: Certificate of programs completion from TTCCT. Student may
challenge the national examination from National Healthcare Association (NHA) to become
Certified Medical Administrative Assistant (CMAA), Certified EKG Technicign Q€Hified
Phlebotomy Technician (CPT) and Certified Clinical Medical Assistant (CCMA).

e) Occupation Classification: Clinical Medical Assistant performs administrative and certain clinical
duties under the direct supervision of a physician, nurses, and other healthcare professionals.
Administrative duties may include scheduling appointmentsntaéning medical records, billing,
and coding information for insurance purposes. Clinical duties may include taking and recording
vital signs and medical histories, preparing patients for examination, drawing kpjeddyming
EKG, and administering medications as directed by physician.

f) Work Setting: Clinical Medical Assistant may work in clinics, hospitals, medical facilities, and
medical insurance companies.

g) This course will be conducted entirely-site, with all instruction taking place at our facility.
Students will engage directly with instructors in a classroom setting, ensuring comprehensive
handson learning and immediate support.
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Subject Subiject title Total Hrs
Lecg Labg Extc Total

CCMA1 Medical Terminology 16 16 00 32
CCMA 2  The Medical Administrative Assisting 64 64 00 128
CCMA 3  The Clinical Medicélaboratory Assisting 72 88 00 160
CCMA 4  Introduction to Clinical Medical Assisting 56 56 00 112
CCMA5  Career Strategies 04 04 00 08
CCMA 6  Externship 00 00 160 160
Total Contact Hours Required for Completion 212 228 160 600

Program Description:

This program is a Comprehensive Clinical Medical Assistant thaprewiide patient care, with the
emphasis on performing clinical and administrative tasks such as appointments scheduling, maintaining
medical records, insurance filinGlinical duties may include taking and recording vital signs and medical
histories, preparing examination room, assisting minor surgery, drawing blood and collecting specimens,
perform EKG, glucose cholesterol testing, administering medications, measwigigt and weight,
urinary catheterization (male and female), and other minor medical proceduneler direct supervision

of physicians, nurses, and other healthcare professionals.

Course Overview

Healthcare ischanging; howeverthe role of Clinical Medical Assistant (CMA) is versatile healthcare
member and is one of the mast important members of the success in physician practice. Clinical Medical
Assistansskillsmay vary among medical offices. The education and traiaiagxcitingfields of medical
assistingand this program will prepare students for a variety of clinical and administrative skills, making
the CMAsan essentigpart of the health care team. According to data from 2020 withBlueeau of Labor
Statistis, the average clinical medical assistant earned $17.23 an hour, which equates to $35,850 a year.
The job outlook for this profession i8% between 2019 and 202&hich is much faster than the national
average. If you get the right education for this career, prospective students should have no trouble finding
a job once the student completes the course.

Electronic Health Records Specialist (EHRS) Program
a) ¢KS 9f SOUNRYAO | SFHfGUK wSO2NR& {LISOAFfAAad t NRIN
usage and management of Electronic Health Record
b) Length of time required for completion of the program: Eight (8) weeks classroom academic and
laboratory/clinical
c) Additional requirements for completion: Final GPA of seventy (70%) or above
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d) Type of Certificate awarded: Certificate of programs completion from TTCCT. Upon completion of
the program students may challenge the National Healthcareer Association (NHA) exam to
become a Certified Electronic Health Record Specialist (CEHRS)

e) 9t SOUGNRYAO | SIHfGK wSO2NR { LI$hOdpecialtyod theCatiliyRrdzi A Sa ¢
which they work. Many can specialize in various areas oaspectof the EHR such as entry level
coders, encoding within a hospital setting, abstractors and or coding specialist, HIPAA Compliance
Officers or Health Information Managers (HIM) and manage entire departments within larger
healthcare facilities. The dutiesalectronic health records specialist may perform include but
are not necessarily limited to

Table3: Electronic Health Records Specialist (EHRS) Program

Subject Subject title Total Hrs

Lecg Labg Extg Total
EHR101 Introduction to Electronic Health Records 04 00 00 04
EHR102 Overview of SimChafbr the Medical Office 04 04 00 08
EHR103 Privacy, Confidentiality, and Security 04 04 00 08
EHR104 Implementing Electronic Health Records 04 04 00 08
EHR105 Administrative Use of the Electronic Health Record 04 04 00 08
EHR106 Clinical Use of th&lectronic Health Record 04 04 00 08
EHR107  Using the Electronic Health Records for Reimbursement 04 04 00 08
HER108 The Personal Health Record 04 04 00 08
Total Contact Hours Required for Completion 32 32 00 64

Program Description

EHR LISOA Lt A2 Q& RdziASa oAttt GFENR gAGK aixl S FyR &aLls
specialize in varying areas or one aspect of the EHR such as entry level coders, encoding within a hospital
setting, abstractors and or coding specialldtPAA Compliance Officers or Health Information Managers

(HIM) and be over entire departments within larger healthcare facilities. The duties an electronic health
records specialist may perform include but not necessarily be limited to:

a) ! aaSyofS LI GASYyGQa KSFfGK AYyF2NXIGA2Y (2 SyadzN

b) Enter data,such asdemographic characteristics, history and extent of disease, diagnostic
procedures and treatment into computer.

c) Statistical and Data Analysis for Quality Improvement Measures (QIM).

d) Assist with special studies and research for public health agencies.

e) Compile medical care and census data for statistical reports on diseases treated, surgery
performed, and use of hospital beds for clinical audits.
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f)

9)

h)

)

Manage data backup, retention of records as well as maintain a variety of health record indexes,
storage and retrieval systems.

Work National Database Registries as a registrar, contacts and discharged patients, their families,

and physicians to maintain registry witbllow-up information, such as quality of life and length

of survival of cancer patients.

Work with department managers, to review policies adévelop new workflows for EHR,
coordinates training resources and providesgwing end user training.

Assist with the daily operations of the office. Duties may include answering the phone, inputting
y2iSa FTNRY LI GASYyidQa OKIFINIaX aOKSRdz Ay3a | LILRAY

Course Overview

a)
b)
C)

d)

Demonstrate understanding of the reasons for which the integration of technology into
healthcare is necessary.

Demonstrate skill and competence in the operation of the EHR, as well as compliance with clinical
standards.

Demonstrate knowledge of the basic concepts in health data management in conjunction with an
understanding of the importance of proper database management in healthcare setting.

Define and understand privacy, confidentiality, and security in healthcare and the relationship to
electronichealth record and health information management.

Understand appropriate electronic means of communications with patients, particularly the use
of mobile and wireless communication in healthcare. (Fax, mobile phone,-availe

Chapter 1 Objectives

1) 9ELX 2NB G(G(KS KA&G2NE FyR OdaNNByid dzasS 2F LI GAS)
health, and theircontribution to the healthcare system

2) Become familiar with the content of a typical electronic health record (EHR).

3) Define documentation and explain who documeats inthe medical records.

4) Discuss ownership of the health record.

5) List and explain the eight core functions of ab EHR.

6) Describe the basic functions and advanced clinical decision support features of EHR
software.

7) Define practice management software and explain how it is used with the EHR system.

8) Describe the advantages and disadvantages of EHR systems.

9) Discuss EHR adoption rates and who is using EHR systems.

10) Identify the roles of various healthcare professionals in implementing an EHR system.

11) Investigate various professional organizations aimed at promoting the use cysk

Chapter 2 Objectives

1) 5SA0NRO6S GKS YSRAOFf ladaaradlydiQa NRBtS Ay LINE
2) Log into SimChart for Medical Office (SCMO).

3) Find and use the Student Resources available for SMCO.

4) Understand how to view and submit assignments in SCMO.

5) Access the SCMO Simulation Playground and navigate across modules.

6) ldentify common buttons and other recurrent elements in SMCO.
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7) Explain the differencbetweenactive and closed records.
8) Create new patient records in SCMO.
9) 5Aa40dzaa GKS [ LILINPLINARI GS dzasS 2F (GKS Ly GdSNYySi

Chapter 3 Objectives

1) Discuss privacy as both a philosophic and legal concept.

2) Explore the history and scope of HIPAA.

3) List the four implementation specifications required by the administrative safeguards
outlined in the HIPAA Security Rule and explore ways in which they might apply to a small to
mediumsize medical practice.

4) Assess and complete forms related to patient privacy and security in the electronic health
record (EHR).

5) . SO02YS FIFEYATAINI gAGK LI GASYGaQ NAIKGaA dzy RSNJ

6) Identify organizations aimed at securing EHR systems.

7) LRSYyGAFe oK2 Aa Ffft26SR 00Saa G2 GKS Ay¥F2I
circumstances.

8) Describe the role of consumer reporting agencies and prescription database tools and explain
how they are regulated.

9) Discuss ways patients can protect their health information

Chapter 4 Objectives

1) Explain theconsiderations that must be addressed in planning a successful transition from
paper charts to electronic health record (EHR) systems.

2) Develop a conversation plan for the EHR.

3) Explain the requirements of the Centers for Medicare & Medicaid Services (CMS) meaningful
use program for eligible professionals.

4) Describe the information in a practice should supply to each software vendor in its request
for proposal document and outline the information the practagectsto receive from the
vendors in return.

5) Give examples of the workflow processes that must be redesigned when an EHR system is
implemented.

6) Outline the process of collecting and enteritatafrom paper sources into the EHR.

7) Discuss common problems that may be encountered when information is transferred from
paper charts to EHR systems.

8) Identify specific challenges that may arise in training to use a new EHR system.

9) Indicate how patients can be introduced to the new EHR system.

10) Specify the contingency plans that must be in place before an EHR is launched.

11) Discuss the EHR implementation process.

12) Explain how the success of an EHR can be measured after the transition period ends.

Chapter 5 Objectives

1) Explain the importance and typical duties of the front office assistant.

2) Discuss the necessity @spectful communication among providers, staff, and patients when
answering the telephone, sending email, messaging, faxing, and scheduling appointments.
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3) Create a telephone messageSimCharfor the Medical Office (SCMO).

4) Explain why a provider might send a letter to a healthcare providgatent andlearn how
to create one in an EHR.

5) Generate patient correspondence in SCMO.

6) Outline the procedure for the management of EHRS, including eliminating duplicate charts,
the proper way of purging closed patient records, and the importance of backing up the EHR.

7) Create and manage patient appointments in the calendar.

8) Discuss the role of the front office in maintaining the waiting room.

Chapter 6 Objectives
1) Describe the benefits of documentation in the EHR.
2) Explain the role of speech recognition software in medicalumentation anddescribe the
benefits of the technology.
3) List the components of the medical, surgical, family, and social history.
4) Explain how the chief complaint and history of the present illness relate to each other.
5) Enter allergies, medications, and intolerances into the EHR.
6) 5Aa0dzaa gKIG O2YLRYSyida 2F LI GASydQa @ OOAy L
7) Describe how to record vital signs and anthropometric measurements in the EHR.
8) Outline the process many physicians use for constructing a progress note.

Chapter 7 Objectives

1) Discuss the role of the patient, the provider, and the thpatty payer in the medical
reimbursement process.

2) Define medical coding.

3) Discuss diagnostic coding classifications @uttine the CP34 coding system.

4) Evaluate the advantages and disadvantages of thefpagerformance (P4P) incentive
model.

5) List the information contained in a typical Superbill and explain how the form is used in an
outpatient facility.

6) Post charges, payments, and adjustments to a patient ledger.

7) Discuss the concept of medical necessity; indicate how it affectshiry reimbursement.

8) Complete the HIPAA 5010 complaint claims.

9) Complete a Day sheet.

10) Define fraud and abuse, explain the difference between the two, and give examples of each.

Chapter 8 Objectives

1) Define and explain the purpose of keeping a personal health record (PHR).

2) Describe the three ways of storing PHR data and outlineath@ntages and drawbacks of
each.

3) Describe how a PHR can be synchronized with medical devices, such as blood pressure cuffs,
blood glucose meters fopatients with diabetes, and peak flow meters for patients with
asthma.

4) Discuss the need for interoperability between PHR systems, EHRs systems, and related
systems.
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6) discuss the benefits for consumers and for providers of creating a PHR.
7) Identify steps in setting up a PHR.

8) ldentify steps in maintaining the PHR.

Medical Administrative Assistant

a)

b)
C)

d)

f)

Objective and Purpose: To train students on practical andwedld experience the electronic
documentation in any medical office

Length of time required for completion of the prograhtine (9) weeks classroom

Additional requirements for completion: Final Grade Point Average (GPA) of seventy (70%) or
above

Type of Certificate awarded: Certificate of programs completion from TTCCT. Student may
challenge the national examination from National Healthcare Association (NHA) to become a
Certified Medical Administrative Assistant (CMAA)

Medical Administrative Assistant (MAA) duties will vary depending on the size and specialty of
medical facilities, clinics, and laboratory. Medical Administrative Assistant may specialize in
varying areas such as: office manager, entry level coders, engadihin a hospital setting,
abstractorsand coding specialist. This ishahly rewardingprofession and not only monetarily,
Medical Assistants (also called a Medical Office Secretary or Medical Office Assistant) keep
healthcare offices running efficiently and effectively and are often the first to greet and help

patients,andcan helpsétKS &G 38 F2NJ I LI GASy(i Q& SELSNASYyO

Work Setting: Medical Administrative Assistant may work in clinics, hospitals, medical facilities,
and medical insurance companies

Table4: Medical Administrative Assistant

Subject Subiject title Total Hrs

Lecg Labg Extg Total
MAA 1 Medical Terminology 12 12 00 24
MAA 2 Introduction to Medical Assisting 06 06 00 12
MAA 3 Ambulatory Care Administration 12 12 00 24
MAA 4 Coding and Medical Billing Procedures 12 12 00 24
MAA 5 Medical OfficeAdministrative Functions 12 12 00 24
MAA 6 Assisting with Medical Specialties and Career Developmen 12 12 00 24
MAA 7 Electronic Health Records Under SimChart for the Medical 20 160 00 36

Office

Total Contact Hours Required for Completion 86 82 00 168
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Program Description

This program will give students practical and +ealld experience in electronic documentation in today's
healthcare environment; simulating actual software used in hospitals nationwide. Students will utilize
SimChart, an interactive electronic health oed system that ensurestudentswill have the necessary
charting skills to be successful in any medical office settings. There are five modules in this program:
Navigating SimChart for the Medical Office EHR, Front Office, Clinical Care, and Coditiggnd Bi

Course Overview

Over the years, the business side of medicine has grown more complex with increasing federal regulations
and data collection needed to obtain proper reimbursement and to avoid penalties. Practices have more
complicated coding requirements, and these reguients change frequently. There is a national plan to
increase the use of health information exchange networks with penalties for practices that do not meet
the requirements. (These systems require ei@reasing vigilance on the part of health care
professionals as well as federal, state, policies, and procedures to protect patient sedNgitynethods

of protecting consumers from medical identity theft are being introduced. Changes contribute to the need
for every strong administration of medical practices. Medical administrators and managers must be
knowledgeable about competitions, marketintggchnology, reimbursement, confidentiality, privacy,
security, and relationships between physicians and other health care entities.

Upon completion of this course, the student will be able to:

MAAl Medical Terminology Objectives

To increase familiarity and comfort in using the common medical terms.

To correctly spell, pronounce, define and identify words

To properly use medical terms and abbreviations correctly in written assignments

To provide the complete meaning of a medical abbreviation

To correctly construct singular and plural form of medical terms using root words, affix, and
suffixes

O¢ O¢ O« O¢ O

MAA2Introduction to Medical Assisting Objectives

0 CompetencyBased Education and the Medical Assistant Student

0 The Medical Assistant and the Healthcare Team

& PROCEDURERY [20FGS + {dFr4GdSQa [S3aAFt {021 2F t NI O
0 Professional Behavior in the Workplace

0 Therapeutic Communication

0 Patient Education

0 Medicine and Law and Ethics

I\/IAABAmbuIatory Care Objectives

Technology and Writte@ommunication

PROCEDUREL8Compose Professional Correspondence, Business Letter and Professional Email
Using Electronic Technology

Telephone Techniques

PROCEDUREL9Demonstrate Professional Telephone Techniques

O« O¢ O¢ Ox
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0 PROCEDURRER29Demonstrate Telephone Message and Report Relevant Information Concisely

and Accurately

Scheduling Appointment and Patient Processing

PROCEDURE-10Manage appointment Scheduling Using Established Priorities: Established the

Appointment Matrix

PROCEDURE-20Manage Appointment Scheduling Using Established Priorities: Schedule New

Patient

0 PROCEDURE-30Coach Patients Regarding Office Policies: Create the New Patient Brochure
PROCEDURE-40Manage Appointment Scheduling Using Established Priorities: Schedule and
Established Patient

O« O«

(@]

0 PROCEDURE-3®Gcheduled a Patient Procedure

0 Daily Operations in the Ambulatory Care Setting

0 PROCEDUE-11Perform an Inventory with Documentation: Equipment Inventory PROCEDURE
11-2: Perform Routine Maintenance of Administrative or Clinical Equipment PROCEDBRE 11
Perform and Inventory with Documentation: Perform and Inventory of SupplieseWising
Popper Body Mechanics

0 PROCEDURE-41Prepare a Purchase Order

0 The Health Record

O PROCEDURE-12Y [/ NBIFGS | tlFGASyGaQa 1SFHEGK wSO2NRY
Management Software.

6 PROCEDUREAZ hNHIFYAT S | tFGASyGdQa 1SIHfGK wSO2NRY
Record

6 PROCEDURE-a%Y / NBIGS yR hNAIFIYATS | tI GASEQa t
Patient Health Records

0 Principles of Pharmacology

0 PROCEDURE®3 t NBLJI NB 2F t NBAONRLIGAZ2Y F2NJ 6KS t NB O,

MAA4 Coding and Medical Billing Procedures

0 Basic of Diagnostic Coding

PROCEDURE-14Perform Coding Using the Current {0BCM Manual

Basic of Procedur&oding

PROCEDURE-15Perform Procedural Coding: Surgery

PROCEDURE-25perform procedural Coding: Office Visit and Immunizations

Basic of Health Insurance

PROCEDURE-16Interpret Information on an Insurance Card PROCEDUREVESify Eligibility
of Services, Including Documentation PROCEDURECItain a Referral with Documentation
PROCEDURE-460btain Preauthorization for a Surgical Procedure with Documentation
Medical Billing and Reimbursement

PROCEDURE-17Show Sensitivity When Communicatingh Patients Regarding ThHlarty
Requirements

PROCEDURE-27Perform Precertification with Documentation PROCEDURE C@mplete an
Insurance Claim Form

O« O¢ O« O« O« O¢ O¢ O¢ O
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O PROCEDURE-A?Y ! G4AfAT S aSRAOIFIf bSOSaairdleée DIdZARStfAYySY
Claim
PROCEDURE-A7Inform a Patient of Financial Obligation for Services Rendered

(@]

MAAS Medical Office Administrative Functions

0 Patient Account, Collections, and Practice Management

0 PROCEDURE-18erform Accounts Receivable Procedures for Patient Accounts: Charges
PROCEDURE-28Perform Accounts Receivable Procedures in Patient Account: Payable and
Adjustments

0 Banking Services and Procedures PROCEDRUPEpare a Bank Deposit

0 Supervision and Human Resource Management PROCEDUREr&pare for a Staff Meeting

0 Medical Practice Marketing and Customer Service

0 PROCEDURE®LY 5S@St2L)J F [/ dzZNNByd [AadG 2F /2YYdzyAde

Healthcare Needs and Facilitate Referrals.

MAAG Assisting with Medical Specialties and Career Development

0 Safety and Emergency practices

0 PROCEDURE-22Evaluate the Work Environment to ldentify Unsafe Working Conditions and
Complywith Safety Signs and Symbols

0 PROCEDURE-22Manage a Difficult Patient

0 PROCEDURE-22Demonstrate the Proper Use of Extinguisher

0 PROCEDURE-2Y t I NOHAOALI GS Ay I a20] 9YDBANBYYSyYyll f
Office

0 PROCEDURE -22 Maintain an Ugo-Date List of Community Resources for Emergency
Preparedness

0 PROCEDURE-@2Maintain Provider/Professiondlevel CPR Certification: Use an Automated
External Defibrillator (AED)

0 PROCEDURE-22Perform Patient Screening Using Established Protocols: Telephone Screening

and Appropriate Documentation
0 PROCEDURE-22Maintain Provider/Professiondlevel CPR Certification: Perform Adult Rescue
Breathing and On&escuer CPT: perform Pediatric and Infant CPR
PROCEDURE-22Perform First Aid Procedures Administer Oxygen
PROCEDURE-2@2; Perform First Aid Procedures: Respond to an Airway Obstruction in an Adult
PROCEDURE-22: Perform First Aid Procedures: Care for a Patient Who Has fainted or is in Shock
PROCEDURE -22: Perform First Aid Procedures: Care for a Patient with Seizure Activity
PROCEDURE-22: Perform First Aid Procedures: Care for a Patient with Suspected Fracture of
the Wrist by Applying a Splint
PROCEDURE-22: Perform First Aid procedures: Control Bleeding
PROCEDURE-22: Perform First Aid Procedures: Care for a Patient with a Diabetic Emergency
Career Development and Life Skills
PROCEDURE-23 Prepare a Chronologic Resume PROCEDURE G&ate a Cover Letter
PROCEDURE-23Complete a Job Application PROCEDURE Q&:ate a Career Portfolio
PROCEDURE-23Practice Interview Skills during a Mock Interview PROCEDURE &ate a
Thank-You Note for an Interview

O« O¢ O¢ O«

O« O« O¢ O«
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MAAY7 Electronic Health Records under SimChart for the Medical Office

0 Understand the three modules that make up SimChart for the Medical Office

0 Know how the Simulation Playground and Encoder feature work

0 Understand the info panel for each of the modules in SimChart for the Medical Office

0 Explain what an assignment is and what constitutes a reattempt of an assignment

0 Comprehend the basic workflow steps associated with each of the modules in SimChatrt for the
Medical Office

0 Introduction to Electronics Health Records

0 Overview of SimChart for the Medical Office

0 Privacy, Confidentiality, and Security

0 Implementing Electronic Health Records

0 Administrative Use of the electronic Health Record

0 Clinical Use of the Electronic Health Record

0 Using the Electroniklealth Record for Reimbursement

0 The personal Health Record

Note: The timerequired to complete this program is 14 weeks.

After completion of this course, students may challenge the national certification examination from
National Healthcardssociation (NHA) to become Certified Medical Administrative Assistant (CMAA) and
Certified Electronic Health Records Specialist (CEHRS)

Medical Billing and Coding Specialist Program

a) Medical Billing and Codingpecialist N2 ANJ YQ&a Aa 2yS 2F (KS FIadas
healthcare industry today! The course objective/purpose is to train students in various skills
needed to perform complex coding and billing procedures. The program delivers the skills
students need tosolve insurance billing and coding problems. It details proper assignment of
O2RSa YR (KS LINROSaa (2 FTAES OfFAYa FT2NJ NBAYO
focusis on converting a medical procedure, diagnosis, or symptom into specific codes for
submitting a claim for reimbursement

b) Complete Listing of Subjects (see below table)

¢) Identifying NumberCIP CODE § 51.0713

d) Title: Medical Billing and Coding

e) Contact Hours per Subject (see below table)

f) Total Contact Hours required for completion of the Program (see below table)

g) Length of Time required for completion of the PrograBeventeen(17) weeks classroom
academic and lab time

h) Additional Requirements for completion: Final GPA of seventy percent (70%) or above

i) After completion of this program, the student is awarded: Certificate of Program Completion. At
that time, the student will be eligible to take/challenge the National Examination from Healthcare
Association (NHA), a fee of $105.00 for each examinatiore¢orne aCertified Medical Billing
and Coding(CBCSand/or Certified Electronic Health Records Special®EHRS). In addition,
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national examinations from numerous national certification entities are available from American
Academy of Professional Coders (AAPC), American Health Information Association (AHIMA)

i)  Work setting to find employment: Clinics, Hospitals, Medical Office Management, and Medical
Insurance Office. Career opportunities, an increased pay scale, and increased subject matter
expertise

Table5: Medical Billing and Coding Specialist Program

Subject Subiject title Total Hrs
Lecg Labg Extg Total
MBCS 101 Medical Terminology, Basic Human Anatomy & Physiology 60 36 00 96

MBCS 102 Reimbursement 30 18 00 48

MBCS 103 The ICELO-CM, Using CPT, HCPCS, Modifierdrgratient 72 60 00 132
Coding

MBCS 104 Electronic Health Records 34 30 00 64

MBCS 105 Career Development 02 02 00 04

Total Contact Hours Required for Completion 198 146 00 344

Program Description

The Medical Billing & Coding Professidedical billing and coding is one of the fastgsbwing careers

in the healthcare industry today! The need for professionals who understand how to code healthcare
services and procedures for thighrty insurance reimbursement is growing substantiallyydriian
practices, hospitals, pharmacies, letegm care facilities, chiropractic practices, physical therapy
practices, and other healthcare providers all depend on medical billing and coding for insurance carrier
reimbursement. The medical industry will have almost 50% more jobs available by 2018. A surplus of
medical facilities will continue to hire candidates who specialize in medical billing and coding.

Lesson Checklist

Each lesson includes a prescribed checklist of activities for successful completion of the lesson. This
includes lesson objectives, readings, and recommended assignments. Although assignments are optional,
the instructor will grade and provide feedback submitted assignments/homework.

Subject/Lesson Structure

The Medical Billing and Coding certification program is divided into eight main content modules. The
textbook is2015 Stegy-Step Medical Codingy Carol J. Buck. Each module contains one or more lesson
LINSaSyilGlriaAzya (2 OASed ¢KS&aS fSaazy LINBaSyidalaarzy:
readings and resources, will help you learn the material. The lesson presentations aim to addresty

of learning styles and preferences using text, audio, video, etc. Each lesson contains at le2lsecke

Your Understandingnteractive selassessment that will help you gauge your comprehension of that

f SaazyQa O2yidaSyidoe /flFaaNe2yY IyR 2ytAyS fSO0Gdz2NBazx
program.
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Many lessons include supplemental resources such as games, animations, videos, and interactive
activities. Using these additional materials will deepen your understanding of the content. Each module
has a Module test (the last Module concludes with a Hixalm for all students).

Course Overview

The Medical Billing & Coding Certificatipfihe course offers the skills needed to perform complex coding
and billing procedures. The course covers: Current Procedural Terminology (CPT) (Introduction,
Guidelines, Evaluation and Management), specialty fields (such as surgery, radiology andrgharado

basic claims processes for insurance reimbursements. The program delivers the skills students need to
solve insurance billing and coding problems. It details proper assignment of codes and the prdiéess to
claims for reimbursement. A Certified Billing and Coding Specidbstisis on converting a medical
procedure, diagnosis, or symptom into specific codes for submitting a claim for reimbursement.

This course covers tHellowing key areas and topics:

0 An overview of healthcare and the insurance industry

0 The organization and use of the KCDCM, CPT, and Healthcare Common Procedure Coding
System (HCPCS) manuals to identify correct codes

0 Detailed review angbractice using the alphabetic index and tabular list of the 1GITM

0 Detailed review and practice coding examples from all sections within the CPT

0 Basic claims processes for medical insurance and-gairty reimbursements

0 Completing common insurance forms, tracing delinquent claims, and appealing denied claims

Course Objectives
0 Introduction to International Classification of Diseases, Clinical Modifications and Coding
Guidelines

0 Introduction to the organization and use of the KEBCM and CPianuals

0 Basics of diagnostic and procedural coding

0 The Health Insurance Claim Form (CMS 1500)

0 HIPAA and Electronic Data Interchange (EDI)

0 Review and practice coding Evaluation and Management (E&M) services

0 Review and practice coding from anesthesia, surgery, radiology, medicine, and the
pathology/laboratory

0 Sections of the CPT

0 CPT Modifiers, E and V Codes, and Late Effects

0 Coding surgical procedures of the integumentary system

0 Coding surgical and medical procedures of the cardiovascular system

0 Coding procedures related to the female genital system and maternity care and delivery

0 Coding for general surgery, radiology, pathology and laboratory services

0 Caoding for diagnostic and therapeutic services and the Level Il National Codes

0 Tracing delinquent claims and insurance problem solving

0 Thirdparty reimbursement issues

Upon completion of this program, the student will be able:
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0 Define the International Classification of Diseases, Clinical Coding, and Classification Systems,
including the basic human anatomy ameédical terminology.

0 Familiarize with insurance reimbursement, medical insurance forms, HIPAA, Compliance,
Outpatient, and Reporting Guidelines, including Chafeecific Guidelines.

0 Use the ICELO-CM.

0 Learn the Current Procedural Terminology (CPT) and level Il National Code Healthcare Common
Procedure Coding System (HCPCS) in any healthcare/maeleatmentor setting.

O 'aasSyoftsS LI GASyGQa KSIFfGK Ay T2 NMadtukaey (2 Sy adzN

0 Enter accurate codes for proper reimbursement for procedures, diagnosis, and treatment into
computer.

0 7. Enter datasuch asdemographic characteristics, history and extent of disease, diagnostic

procedures and treatment into computer.

Nursing Assistant

a) Objective and Purpose: To train students practical and realorld experience in clinical
settings.

b) Length of time required for completion of the prograth3weeks classroom and 40 hrs. Clinical
Externship.

¢) Additional requirements for completion: Final Grade Point Average (GPA) of seventy (70%) or
above.

d) Type of Certificate awarded: Certificate of programs completion from TTSI@lentsmay take
the examination for Texas Certified Nurse Aides under the jurisdiction of the Texas Department
of Aging and Disability Services (DADS).

e) Nurse! aaAaidlyiQa RdziASa FyR NBalLRyaAoAftAdGASE YI &
KSFHfGKOFNBS FlLOAfAGASAD {LISOAFEATS Ay @I NBAYy3 |
giving baths, backrubs, shaves, personal grooming, bedpans, urimalisigs for activities of daily
living by assisting with serving meals, feeding patients, assisting patients or clients in ambulation,
turning and positioning patients as well as proper body mechanics in turning and lifting patients,
checking vital signsna weight, recording intake and output information. bed making, assisting in
ambulation, positioning and turning, performing range of motion (ROM) exercise, providing basic
patient care, maintains confidentiality for written, verbal and computerized infdiom,
reporting observations of the patient to supervisor and provide therapeutic communication.

f) Work Setting: Nursing Assistants may work in nursing homes, hospitals, adult day care centers,
assisted living facilities hospitals, medical facilities, and home health or in nursing homes.

Table6: Nursing Assistant

Subject Subiject title Total Hrs
Lecg Labg Extg Total
NA 1 Introduction to Nursing Assistant Profession 12 00 00 12
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NA 2 Safety, Prevention, and EmergeriRpcedures 08 04 00 12
NA 3 Personal Care Skills 08 04 00 12
NA 4 Nutrition and Wellness 08 04 00 12
NA 5 Care of Cognitively Impaired Residents 10 02 00 12
NA 6 Clinical Rotation/Externship 00 00 40 40
Total Contact Hours Required for Completion 46 14 40 100

Program Description:

The program is designed to provide students with the knowledge and skills necessary to perform basic
care services for a patient@mn acutecare setting or a resident mlongterm care setting. While rendering

guality care to patients, the program also aims to inculcate nursing assistant studihtgoodwork

ethics as they work under the supervision of a Registered Nurse (RN) or a Licensed Vocational Nurse (LVN).
The curriculum includes classroom, hands on skills training/laboratory exercises, amndiseq clinical

hours, which may come in the form of internship or externships. The Nursing Assistant program will
educatestudents inil KS RdziAS& FyR NBalLRyaArAoAfAGASa G2 LINBOAFR
(as necessary), as well as helping with showers and baths, backrubs, shaves, personal grooming, bedpans,
urinals. This also provides for activities of daily living Isjstiag with serving meals and feeding patients

(as necessary). Students will also learn about assisting patients oisdlieambulation, turning, and
positioning patients as well as proper body mechanics in turning and lifting patients. This maintains
patient stability by checking vital signs and weight, recording intake, and output informatienclinical

aspect is when the students will be working during shifts at a clinical site and mastering all the skills they
were taught during lecture and skills training/laboratory exercis8accessful students of this program

are eligible to challenge the Registry Exam for Blukide through the Texas Department of Aging &
Disability Services (TDADS).

Course Overview

Nursing Assistants hold an important place in the field of medicine because they assist the Registered
Nurses and/or the Licensed Vocational Nurses in taking capaténts The role played by Nursing
Assistants is very critical during patient care as they keep direct contact with the residents or
patients/clients and report any observations to RNs or LVNs. Their behavior and way of care impact the

LI GASy (G Qa KSlrlyitgke dafe 200 e phiiits, but also calm down their family
members/significat others by providing them emotional strength. Genuine concern for the ill and
disabled patients and willingness to shoulder new responsibilities make these professionals the backbone

of the nursing industry as they assist patients cope with the illneéssvercome pain by providing
RADGSNEAZ2YLFE | OGAQGAGASE &adzOK |a RAAGNIOGA2yas KSIH

are authorized to take care phtientsof allages As the healthcare industry is set to grow tremendously,

there is an incredibly high demand for Nurse Assistants having their variety of roles in the healthcare field.
Opportunities in healthcare industry that require Nursing Assistants may be in nursing homes, hospitals,
adult day care centers, and assisted living facilities. Opportunities to make a difference, ability to work in
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various facilities and areas, affordability, and stability aregoste of the reasons why being a CNA makes
such a great career choice.

Upon completion of this course, the student will be able to:

NAO1¢ Introduction to Nursing Assistant Profession

0 Understand hospitals and losigrm care centers

0 Describe the members of the health team and nursing team

0 Understanding the purpose of The Patient Care Partnership: Understanding Expectations, Rights
and Responsibilities.

0 Describe the purposes and requirements of the Omnibus Budget Reconciliation Act of 1987
(OBRA).

O ! YRSNEGIYR K2g¢g (2 LINRGSOGl GKS LISNAR2YQa NRARIKGA

O ! YRSNEUGlIYR GKS NBlFaz2zya T2N) RSyeAy3asr adzaALISYRAY:
license or registration

0 58Y2yaiNIiGS GKS aod2LIS 2F LINI OGAOS 2F ydzNEAY3I |
in the nursing process

0 Demonstrate the practices for good health, hygiene, professional appearance and rules for good
communication and how to properly address the person

0 Describe the qualities and traits of a nursing assistant to get a job

0 Describe ethical behavior on the job and how to manage stress

0 Describe the legal and ethical aspects of medical records and identify its commons parts

O ! YRSNEGlIYR alat26Qa 1| ASNY NOKe 2F bSSRa

0 Identify the basic structures of the cell and each body system

0 Identify the developmental tasks of each ag@up, social changes common in older adulthood

0 Identify the gains and losses related to letegm care, the sexual changes and needs of older
persons

0 Demonstrate how to deal with sexually aggressive persons

NAO2- Safety, Prevention, and Emergerigsocedures

0 Describe accident risk factors

0 Demonstrate how to correctly identify a person and its importance

0 Demonstrate safety measures to prevent burns, poisoning and suffocation and how to handle
hazardous substances

0 Understand signs of choking anthnagement

0 Explain how to prevent equipment accidents, wheelchair and stretcher safety

0 Identify natural humarmade disasters and describe fire prevention measures what to do during
fire

0 Identify the causes and risk factors for falls

0 Describe safety measures that prevent falls (use and purpose of bed side rails, wheel locks,
transfer/gait belts)

0 Demonstrate how to help the person who is falling

0 Describe use and purpose of restraints and its alternatives

0 Understand the legal aspect of restraint use

46 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548



Training Center

of Central Texas

0 Explain the signs and symptoms of infection and the chain of infection

0 Describe the principles of medical asepsis

0 Describe Standard Precautions and TransmisBased Precautions

0 Explain the Bloodborne Pathogen Standard

0 Explain the purpose and rules of body mechanics and how ergonomics can prevenelatet
injuries

0 ldentify comfort measures for moving and transferring patient/client and understand how to

prevent workrelated injuries when moving and transferring
0 Perform the proper way of transferring amaoving patient/client

NAO3¢ Personal Care Skills

O 5SY2yaiNIiS K2g G2 LISNF2NY (KS LISNE2YQa NR2Y

0 55a0NRO6S K2g (2 O2yiGNRf GSYLISNI(Gdz2NBZ 2R2NEX V7
assist the nurse with promoting sleep and pain relief

0 Demonstrate 4 ways to make beds

0 Demonstrate how to properly handle linens

0 Explain the purposes of a back massage

0 Explain the importance of personal hygiene and demonstrate safely grooming measures

0 Demonstrate safety measures when providing mouth care and safety measures in cleaning
dentures

0 Demonstrate the principles for bathing, safety measures for tub baths and showers

0 Assists the patient/client in bathing

0 Identify the normal from abnormal appearance of urine and observations to report to the nurse

0 Understand the importance of urinary catheters and demonstrate how to care for patients/clients
with urine catheters

0 Identify the factors affecting bowel elimination

0 Explain how to promote comfort and safety during defecation

0 Understand the importance of enema

0 Identify the rules for giving enema

NAO4¢ Nutrition and Wellness
0 Understand the functions and sources of nutrients as well as the factors that affect eating and
nutrition

0 Understand the special diets and betweereal snacks

0 ldentify the signs, symptoms and precautions for aspiration and regurgitation

0 Understand the importance of adequate fluid intake

0 Demonstrate how to assist patient/client with special fluid orders and provide drinking water

0 Demonstrate proper vital signs taking and identify the normal ranges of temperature, pulse rate,
respiration and blood pressure for adult, child and infant

0 Demonstrate how to prepare patient/client for weight and height measurement

0 Explain how to prevent the complications from bed rest

0 Describe the importance ofupport device and demonstrate in maintaining proper body

alignment
0 Demonstrate and assist patient/client rangémotion exercises
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0 Demonstrate and assist patient in 4 walking aids

0 Understand the importance of preventing skin ulcers and diabetic foot ulcers

0 Understand the rules for applying dressings

0 Identify the sites for pressure ulcers and its stages

0 ldentify the persons at risk for pressure ulcers, causes and risk factors of pressure ulcers and its

preventions

NAO5¢ Care of Cognitively Impairdgesidents

0 Describe hypoxia and abnormal respirations and measures that promote oxygenation

0 Understand how to safely assist patient/client with oxygen therapy

0 Identify the common reactions to rehabilitation, rehabilitation programs and services

0 Understand cancer and its treatment

0 Understand common health problems due to aging sudMasculeskeletal and nervous system

disorders, hearing loss, eye disorders, cardiovascular, respiratory, digestive, endocrine, immune
system, skin, urinary and reproductive disorders

0 Explain the difference between mental health and mental illness. Understand the causes of
mental health disorders

0 Understand schizophrenia, bipolar disorder and depression, personality disorder, substance
abuse and addiction.

0 Identify the difference between delirium depression and dementia

O LRSYGAFe (GKS &dAradyazr aevYLlizvya lyR o0SKI@GAZ2ZNR 27
family

0 Describe the rules of emergency care

0 Demonstrate CPR and First Aid measures

0 Describe palliative care and hospice care

0 Describe and understand 5 Stages of dying

0 Understand advance directives

0 Explain how to assist with pestortem care

NAO6¢ Clinical Externship

O Perform clinical rotation as assigned by the instructors and externship site supervisor
0 Attend allclinical rotation schedules

0 Be ontime to all externship sites and follow their policies

0 Use a soft and respectful tone when at Clinical site

0 Do not treat a patient unless preceptor tells you to do so

0 Do not argue with the preceptors

0 Royal Blue scrubs and school ID badge mustays wornat the externship site

0 Be considerate to others

0 Get all your paperwork done before you leave

Note: The timerequired to complete this programs seven(7) weeks. Five (5) weeks Classroom/hands on
procedures andaytwo (2) weeks for required 40 clock hours externship. After completion of this course,
students may take the examination given by the Texas Department of Aging and Disability Services (DADS)
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to become: Certified Nurse Assistant (CNA) Full Evaluation: Skills and Written students may register at:
https://www.nursinglicensure.org/cha/texasursingassistant. html#context/api/listings/prefilter

Orthodontic Assistan

a)

9)

¢CKS hNIK2R2YGAO !aaraidlyd tNRINIYQa 202S0O0GA0BSk

for employment in any modern dental facility. This program will train students on assisting an
orthodontist with procedures related to straightening the teesuch as adjusting braces, making
impressions for diagnostic models, taking photos, radiographs and helping with office
administrative duties
Length of Time required for completion of the Program: Twelve (12) weeks classroom academic
and practical.
Complete Listing of Subjects (see below table)
Identifying Number: CIP CODE § 51.0601
Additional Requirements for completion: Final GPA of seventy percent (70%) or above.
Type of Certificate awarded: Certificate of Program Completion from TTCCT. After completion of
this program, student may take two Certification Examinations to be:
a. Certified Orthodontic Assistant Examination (COA) for Traditional Candidate is $425
(includes the OA and ICE exams) and
b. Orthodontic Assisting Exam only is $300. Please refeww.danb.orgfor further details
and updates.
Work Environment: The orthodontic assistant may work in general dpraatice and specialized
orthodontic practices and has close personal contact with patients.

Table7: Orthodontic Assistant

Subject Subiject title Total Hrs

Lecg Labg Extg Total
OA 101 Oral and Dental AnatomgndWhat is Orthodontics? 03 09 00 12
OA 102 The Orthodontic Appliance 03 09 00 12
OA 103  Archwire Selection, Placement, and Termination 03 09 00 12
OA 104 Headgears and Elastic 03 09 00 12
OA 105 Secondary Appliance 03 09 00 12
OA 106  Application of Orthodontic Appliance 03 09 00 12
OA 107 Removal and Retention 03 09 00 12
OA 108 Diagnostic Records 03 09 00 12
OA 109 Radiation and >Ray Safety 03 09 00 12
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OA 110 Orthodontic Models 03 09 00 12

OA 111 PatientManagement 03 09 00 12

OA 112 Infection Control in Orthodontics and Professionalism in 03 09 00 12
Orthodontics

Total Contact Hours Required for Completion 36 109 00 144

Program Description:

An orthodontic assistant is a specialized dental assistant who helps an orthodontist with patients wearing
braces and orthodonti@ppliancesfor corrective procedures for alignment and spacing issues. The
orthodontic assistant is deeply involved in patient care, from infection control and preparing instruments

G2 20GFAYAY3 YR YFAYGFAYAY3I LI (A S gtidénin &dsting2 R2 y G A
an orthodontist with procedures related to straightening the teeth, such as adjusting bradsng

impressions for diagnostic models, taking photos, radiographs and helping with office administrative
duties. Program coursework may include topics like:

Oral Anatomy and Physiology:

O«

Growth and Development of the Face

Sterilization

Diagnostic records including radiographs, models and photos
Workplace safety

Records management

Fixed and removable orthodontic appliances

Orthodontic instruments and materials

Bracket placement and removal

O¢ O« O¢ O¢ O¢ O¢ O«

Work Environment

The orthodontic assistant may work in general dental practice and specialized orthodontic practices and
has close personal contact with patients. This demands a high level of maturity, integrity, honesty, ethics
and responsibility. Good harslye coordinatn, visual memory and judgment of space are vital. An
assistantsits for most work, often for long periods. On occasion, lifting and operating office machinery
are required. Answering telephones and maintaining a patient record is not outside the scéfs of
position. An orthodontic assistant must be a team player, working closely with the orthodontist and other
staff members.

Upon completion of this course, the student will be able familiarize:

O«

The oral and dental anatomy

Tooth development and numbering

Tooth surfaceglirection, and malocclusions
Dentistry and Dental Specialties

Types of treatment and stages of treatment
Orthodontic Instrument and how the teeth move

O¢ O« O¢ O¢ O«
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0 The basic orthodontic appliance parts and elastomeric (a.k.a. Elastics)

0 Steel ligatures, intraoral auxiliaries, and rApaditional orthodontic appliances

0 Placement, termination and Archwire selection

0 Extraoral auxiliaries; headgears and intraral auxiliaries

0 Categories of secondary appliances, introduction to appliances fabrication, and types of
appliances

0 Separators or Spacers, orthodontics bands, and bonding or orthodontic appliances

0 Removal of braces retention and pdstatment of procedures

0 Introduction to diagnostic records, impressions, bite registration, orthodonticyXand
photographic technigues, and digital records.

0 Types of models such as: pouring, separation, trimming, and alternative to standard study models.
0 Management of chair, patient, and body positioning. These includes the physical interaction with
patients, checking appliance, patience instructianal and appliance care, charting, and patient

communication
0 What is infection control, sterilization and disinfection, and protecting our patients and ourselves?
0 What to expect in the real world @frthodontics.

Patient Care Techniciafssisting PCT/A)

a) Objective and Purpose: To train studeimtpractical and realorld experience in patient care.

b) Length of time required for completion of the progranteen(11) weeks classroom.

¢) Additional requirements for completion: Final Grade Point Average (GPA) of seventy (70%) or
above.

d) Type of Certificate awarded: Certificate of programs completion from TTS2@ientsmay take
the national examination fronthe NationalHealthcare Association (NHA) to become a Certified
Patient Care Technician (PCT), Certified EKG Technician, and Certified Phlebotomy Technician.

e) Patient Care Technician (PCT) duties may vary depending on the size and specialty of healthcare
facilities, nursing homes or home health. Patient Care Technician may specialize in varying areas
such as: Collect, report and document data including, butlmoited to: Vital signs, height,
weight, intake and output, oximetry and comfort level; Specimens for diagnostic studiye,
stool and sputum, phlebotomy essentials such as proper blood collection and fingerstick for blood
glucose testing, performing atdard 12lead electrocardiography (EKGs), perform TRRKiIll
that is valuable inside and outside of the facility, bed making, assisting in ambulation, positioning
and turning, performing range of motion (ROM) exercise, providing basic patient careamaint
confidentiality for written, verbal and computerized information and provide therapeutic
communication.

f) Work Setting: Patient Care Technician may work in hospitals, medical facilities, and home health
or in nursing homes.

Table8: Patient Care Technician/Assisting (PCT/A)

Subject Subiject title Total Hrs
Lecg Labg Extg Total
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PCT1 Medical Terminology 06 06 00 12
PCT 2 Phlebotomy 28 20 00 48
PCT 3 Introduction to Patient Care/Infection Control/Legal Issues/ 12 12 00 24

Human Anatomy and Physiology and Brief Description of
Medical Condition, Disease and Disorder

PCT 4 Physical Assessment akatamination/Patient Positioning anc 12 12 00 24
Bed Mobility Techniques and Range of Motion (ROM)

PCT5 Gait/ Assistive Devices/Orthosis/Prosthesis/Transfer 12 12 00 24
Technique

PCT 6 Wound Care and Pressure Sores/ Wheelchair Managemen 06 06 00 12
andPatient Care and Competency Skills

PCT7 Special Topics Part4l 12 12 00 24
PCT 8 EKG 24 24 00 48
Total Contact Hours Required for Completion 112 104 00 216

Upon completion of this course, the student will be able to:

CourseQverview

PCTO0ZX Medical Terminology Objectives

To increase familiarity and comfort in using the common medical terms.

To correctly spell, pronounce, define and identify words

To properly use medical terms and abbreviations correctly in writssignments

To provide the complete meaning of a medical abbreviation

To correctly construct singular and plural form of medical terms using root words, affix, and
suffixes

O¢ O« O¢ O¢ O«

PCTO02- Introduction to Patient Care/lnfection Control/Legal Issues/ Humaratomy and

Physiology and Brief Description of Medical Condition, Disease and Disorder

0 Define and understand nosocomial infection

0 Understand and demonstrate proper aseptic hand washing technique, donning and doffing
personal protective equipment such as gloves, mask, gown, goggles

o

0 Understand why Occupational Safety and Health Hazard Administration (OSHA) is important to
workers/employees

0 ! YRSNEUOIYR SYLX28SSaQ NAIKGA dzyRSNJ hOOdzLd A2y
(OSHA)

0 Identify potential routes of infection, mode of transmission of pathogens

0 Define Human Anatomy and Physiology and identify the different levels of structural organization
that make up the human body and understand their relationships

0 Define and understand diseases and disorders and recognize the clinical manifestations

52 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548



Training Center
of Central Texas

PCTO03 Physical Assessment and Examination/Patient Positioning and Bed Mobility Techniques
and Range of motion

0 Learn and demonstrate medical documentation such as how to write out notes in a patient's
chart,along with other common formats

0 Recognize opportunities for documentation

0 Understand that medical record as protected and confidential information

O Establish realistic, measurable goals and objectives for documentation

0 Understand vital signs as a baseline information in diagnosing diseases and disorders

0 Define and demonstrate proper procedure in taking vital signs

0 Demonstrate the equipment used to measure vital signs

0 Identify normal ranges for vital signs

0 Obtain baseline physical and mental data on the patient

0 Obtain data that will help the nurse establish nursing diagnoses and plan patient care

0 Identify the importance of correct patient positioning

0 Demonstrate safe, comfortable, and appropriate positioning for clients in bed

0 Differentiate between active and passive range of motion

0 Demonstrate the ability to perform passive rangemotion exercises, to assists patient in active

rangeof- motion exercises, and to perform combinations of passive and active fafRg®tion
exercises
0 Understand purposes of proper positioning

PCTO04 Gait/ Assistive Devices/Orthosis/Prosthesis/Transfer Technique

0 Demonstrate the ability to move a partially or totally immobile client safely from bed to chair and
back; safely up in bed or to the side of the bed; to a whesltegtcher; and back to bed; from
wheelchair to chair or from chair back to wheelchair; from sitting to standing position or from
standing to sitting position
Demonstrate the ability to position a client/patient safely while transferring
Demonstrate the ability to teach each of the cruiefalking gaits to a client. Practice each gait
Demonstrate and practice going up and down stairs with crutches and a handrail
Differentiate between client reminder devices for safety and for medical therapeutic reasons
Describe the evaluation of fall risk and how this applies to nursing care and client safety
Protect and support an injury
Understand that orthopedic appliance or apparatus used to support, align, prevent, or correct
deformities or to improveunctionof movable parts of the body
0 Assists patient with prosthesis

O¢ O¢ O« O¢ O¢ O¢ O«

PCTO05 Wound care and Pressure Sores/ Wheelchair Management and Patient Care and
Competency Skills

Identify phases of wound healing

Describe the proper way to cleanse a wound

Identify signs andymptoms of an infected wound

Monitor status of skin around wound

O¢ O¢ O¢ O«
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temperature of water and frequency of skin cleansing

Monitor client's continence status and minimize exposure of skin impairment site and other areas
to moisture from incontinence, perspiration, or wound drainage

Identify and prevent the risks factors in developing pressure sores

Identify the categories/stages of pressure ulcer

Manage pressursores

Identify the common sites for development of pressure sores

Management of patient with wheelchair

Identify types ofwheelchairs

Competency Skills 1: Hand washing

Competency Skills 2: For giving a Bed Bath & Back Rubs

Competency Skills 3: Make an Occupied Bed

Competency Skills 4: Assist with Range of Motion Exercises

Competency Skills 5: Undressing and Dressing Patients

Competency Skills 6: Take/Record Height and Weight

Competency Skills 7: Assist with Applying & Removing Prosthesis/Orthosis Devices
Competency Skills 8: Assisting with Applying Ace (Elastic) Bandages

/| 2YLISGSyOe {(Affta oY !aaradrayd gAldK !LILX&Ay3 ¢
Competency Skills 10: Assisting with Applying Binders

Competency Skills 11: Collect Urine and Stool Specimen

Competency Skills 12: Measure Urine Output

Competency Skills 13: Test Urine Specimen

Competency Skills 14: Perineal Care for Male and Female

Competency Skills 15: Catheter care for Male and Female

Competency Skills 16: Gait Belt and Transfer Belt Use: Ambulation

/| 2YLISGSyoOe {{Afta mtyY [AFaGAY3I | tFGdASYyd | aay3
Competency Skills 18: Positioning on Side (Turning Patient Towards You)

Competency Skills 19: Change MNgtarile (Clean) Dressing

Competency Skills 20: Assisting Patients in Using Bed Pan

Competency Skills 21: Feeding Patients

Competency Skills 22: Foot Care

Competency Skills 23: Denture Mouth

Competency Skills 24: Mouth Care

Competency Skills 25: Hand and Nail Care

Competency Skills 26: Hot Compresses Application

Competency Skills 27: Applying Cold Compresses

Competency Skills 28: Care of a Nofected Decubitus Ulcer

Competency Skills 29: Demonstrating A Skill to A Patient

Competency Skills 30: Teaching A Task or Skill

O«
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PCTO06 Special Topics Part4l
O Special Topics Part |
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Special Topic 1: Postural Imbalance

Special Topic 2: Confusion & Dementia

Special Topic 3: Nutrition & Meal

Special Topic 4. Measurement of Intake and Output
Special Topic 5: Ostomy and its Care

Special Topic 6: Draping Techniques

Special Topics Part Il
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Special Topic 7: Aphasia & Types

Special Topic 8: CPR, AED & Abdominal Thrust
Special Topic 9: Patient Defense Mechanism
Special Topic 10: Admission Discharge & Transfer
Special Topic 11: Activities of Daily Living

Special Topics Part Il

—_C = =<

—<

Special Topic 12: Levels of Need
Special Topic 13: Aging and Its Changes
Special Topic 14: End of Life Care
Special Topic 15: Fall In Elderly

Special Topic 16: Relaxation Exercises

Special Topics Part IV
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Special Topic 17: Gait and Belt and Its Uses
Special Topic 18: Breathing Exercises

Special Topic 19: Professions in Therapeutic Services

Special Topic 20: Psychological Disorders
Special Topic 21: Personality Disorders
Special Topic 22: Death and Dying

Special Topic 23: Restraints & Incident Reports
Special Topic 24drine Specimen Collection

Special Topic 25: Stool & Sputum Specimen Collection

Special Topic 26: Safety Data Sheet (SDS)
Special Topic 27: Postmortem Care
Special Topic 28: Communication

PCTOZ? EKG

Administer ECG

Identify and apply the correct lead placement
Identify abnormal heart rhythms

O« O¢ O¢ O¢ O¢ O¢ O«
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Analyze the pattern and frequency of the ECG recorded
Safety features that include voltage protection for the patient and operator

Identify artifacts from the tracing
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PCTO& Phlebotomy

Should be able to present themselves in a reassuring, pleasant manner to helps allay fears and be
able to explain procedure before blood drawing

Check and review the requisition for testing requirements

Determine types of consent

Identify venipuncture site accessibility

Verify patient compliance with testing requirements

O«
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PCTOgZ Patient Care Technician Review and national Certification Exam
0 To execute competency in providing quality patient care

w

0 To pass the nationalertification exam
Note: The timerequired to complete this program is 23 weeks.

After completion of this course, students may challenge the national certification examination from
National Healthcare Association (NHA) to become:

a) Certified EKGechnician (CET)
b) Certified Phlebotomy Technician (CPT)
c) Certified Patient Care Technician/Assistant (CPCT/A)

Pharmacy Technician

a) ¢KS t KFEN¥YIFOe ¢SOKYAOAFY tNRIAINIYQa 202S00GA @GSk LI
important in assisting the pharmacist in the preparation and dispensing of medication; training in
medication order processing, inventories, compounding, padgacand use of a prescription
balance; Health Insurance Portability and Accountability (HIPAA) privacy act and computers.

b) Length of time required for completion of the program: Twelve (12) weeks classroom academic
and laboratory/clinical.

c) Additional Requirements for completion: Final GPA of seventy percent (70%) or above.

d) Type of Certificate awarded: Certificate of Program Completion from TTCCT. All successful
graduates of this program are required to register with the Texas State Board of Pharmacy (TSBP)
at www.tsbp.state.tx.usas a Pharmacy Technician Trainee. This application requires a criminal
background test conducted by Lentity Solutions which is transmitted directly to the TSBP.
After passing PTGRaccepted nationally recognized examination, graduates are given ¢arcsy
to change their Texas state registration status frénaineeto Certified Pharmacy Technician
(CPhT). At this time, thBTCBand National Healthcare Association (NHA)ye the only Texas
approved exam to validate competendyhe EXCPT Exam is an alternative competency exam that
is accepted by some states and entities for employability. Students are advised to consult the state
Board of Pharmacy which has oversight authority if they intend to seek work in a state other than
Texas to know what is requiredlhe student will be eligible to take/challenge the National
Examination and a fee of $117.00 will be charged to becor@eréfied Pharmacy Technician
(ExCPTaccording to the NHA (optional).
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e) Pharmacy technicians help licensed pharmacists dispense prescription medication, and work in
retail pharmacies and hospitals. Pharmacy Technicians work under the supervisicenséd
board-certified pharmacists, who must review all prescriptions before they are given to patients.
Pharmacy technicians working in hospitals and other medical facilities prepare a greater variety
of medications, such as intravenous medications. They may make roundshogspgal, giving
medications to patients also.

Table9: Pharmacy Technician

Subject Subiject title Total Hrs

Lecg Labg Extg Total
PhT 1 Introduction and Fundamentals of Pharmacology 06 00 00 06
PhT 2 Pharmacy Law and Ethics 06 03 00 09
PhT 3 Anatomy and Physiology 18 00 00 18
PhT 4 Medical & Pharmaceutical Terminology 01 01 00 02
PhT 5 Asepsis & Infection Control 04 04 00 08
PhT 6 Pharmacology | 07 09 00 16
PhT 7 Drug Classification 07 09 00 16
PhT 8 Pharmaceutical Compounding 03 05 00 08
PhT 9 Pharmacology Il 04 12 00 16
PhT 10 Non-Prescription Drugs 04 08 00 12
PhT 11 Drug Information Research 02 05 00 O7
PhT 12 Pharmacy Management 05 03 00 08
PhT 13 Computers in the Pharmacy 00 04 00 04
PhT 14 Career Development 05 04 00 09
PhT 15 Certification Exam Review 00 05 00 05
Total Contact Hours Required for Completion 72 72 00 144

Solar Energy Technician
a) Objective and Purpose: Solar photovoltaic (PV) installers, also knolrM asstallersassemble,
install, and maintain solar panel systems on rooftopstber structures.
b) Length of time required for completion of the program: Six (6) weeks classroom/laboratory.
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¢) Additional requirements for completion: Final Grade Point Average (GPA) of seventy (70%) or
above.

d) Type of Certificate awarde@ertificate of programs completion from TTCCT.

e) Employment of solar photovoltaic (PV) installers is projected to grow 105 percent from 2016 to
2026, much faster than the average for all occupations. The continued expansion and adoption of
solar panel installations will result in excellent job opportigst for qualified individuals,
particularly those who complete photovoltaic training courses at a community college or technical
school.

f)  Work Setting: Most solar panel installations are done outdoors, but PV installers sometimes work
in attics and crawl spaces to connect panels to the electric grid. Installers must also travel to
jobsites.

TablelO: Solar Energy Technician

Subject Subiject title Total Hrs

Lecg Labg Extg Total
PV 1 PV FUNDAMENTALS 15 05 00 20
PV 2 PV SYSTEM DESIGN 15 05 00 20
PV 3 PV GRID TIE SYSTEMS 15 05 00 20
PV 4 PV STAND ALONE SYSTEMS 15 05 00 20
PV 5 PV CONSTRUCTION MANAGEMENT 15 05 00 20
PV 6 PV SYSTEM INTERCONNECTION 15 05 00 20
Total Contact Hours Required for Completion 90 30 00 120

Program Description:

A program that prepares individuals to apply basic engineering principles and technical skills in support of
engineers and other professionals engaged in develogiolg@rpowered energy systems. Includes
instruction in solar energy principles, energy storage and transfer technologies, testing and inspection
procedures, system maintenance procedures, and report preparation.

This sixweek, six modulg@rogramswill provide students with the skills and training necessary for entry
level positions as Solar PV installers. Starting with the PV fundamentals, and a solid understanding of
various components, system architectures, and applications for PV systemsntStwileobtain indepth
knowledge PV Solar. Other topics include site analysis, system sizing, array configuration, and electricity

basics: electrical design characteristics such as wiring, overcurrent protection, and grounding; a detailed
look at module and inverter specifications and characteristics; mounting methods for various roof
structures and ground mounts; and an introducti@nsafety, construction management, commissioning

and more. Upon completion of this course, students will be prepared to take part in one of the fastest
growing industries in the world.
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Course Overview

Employment of solar photovoltaic (PV) installers, often caf&finstallersis projected to grow 105
percent from 2016 to 2026, much faster than the average for all occupations. The continued expansion
and adoption of solar panel installation is expected to create new jobs. As the cost of PV panels and
shingles continues to falnore residential households are expected to take advantage of these systems,
resulting in greater demand for the workers who install them. The increasing popularity of solagleas
plang in which homeowners lease rather than purchase systest®uld create additional demand, as

they no longer bear the upfront costs of installation. The lergn outlook, however, is heavily
dependent on government incentives, cost, and the corgthimprovement of PV panels. States and
localities that provide incentives to reduce the cost of PV systems should experience greater demand for
workers.

Common incentives include tax rebates, direct subsidies, renewable energy purchase mandates, and net
metering. The course goes beyond resident® installation with an emphasis on utility scale
construction which makes up nearly 70% of industry emaksistsof the highest paying jobs.

Upon completion of this course, the student will be able to:

PV 101 PV FUNDAMENTALS Obijectives:

0 Perform hazard analysis

0 Identify job site hazards

0 Implement ladder safety

0 Implement fall protection plan

0 Item fall protection plan

0 Items executeelectrical safety

0 Item select personal protective (PPE)

0 Identify common types of PV system applications for both si@ode and utility interactive
systems with and without energy storage.

0 Understand the fundamentals of electric utility system operations, including generation,
transmission, distribution and typical electrical service supplies to buildings and facilities.

0 List the advantages and disadvantages of PV systems compared to alternative electricity
generation sources.

0 Define basicterminology, including solar radiation, solar irradiance, solar irradiation, solar

insolation, solar constant, air mass, ecliptic plane, equatorial plane, pyranometer, solar
declination, solstice, equinox, solar time, solar altitude angle, solar azimgile,asolar window,
array tilt angle, array azimuth angle, and solar incidence angle.
0 Differentiate between solar irradiance (power), solar irradiation (energy), and understand the
meaning of the terms peak sun, peak sun hours, and insolation
Understand the consequences of array shading and best practices for minimizing shading and
preserving array output.
Create an energy audit
Identify all the PV technologies
Identify all the components of a PV Solar System

O¢ O¢ O« O«
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0 Learn PV system configuration
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(Voc, Isc, Vmp, Imp and Pmp), and label these points on a cio#age (V) curve.

0 Define various performance rating and measurement conditions for PV modules and arrays,

including STC, SOC, NOCT, and PTC.
0 Describe the features and benefits of Grid Tied StehdAloneSystem

PV 10Z; PV System Design Performance Objectives:

0 Understand the meaning of basic electrical parameters including electrical charge, current,
voltage, power and resistance, and relate these parameters to their hydraulic analogies (volume,
flow, pressure, hydraulic power and friction).

0 Describe the function and purpose of common electrical system components, including
conductors, conduits/raceways and enclosures, overcurrent devices, diodes and rectifiers,
switchgear, transformers, terminals and connectors, grounding equipment, resigtorgctors,
capacitors, etc.

0 Identify basic electrical test equipment and its purpose, including voltmeters, ammeters,
ohmmeters and wathour meters.
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voltage, current, resistance or power given any other two parameters

0 Identify basic properties of electrical conductors including materials, size, voltage ratings and
insulation coverings and understand how conditions of use, such as location, other conductors in
the same conduit/raceway, terminations, temperature and otff@ctors affect their ampacity,
resistance and corresponding overcurrent protection requirements.

0 Identify customer needs, concerns, and expectations

0 Identify factors to consider in a preliminary assessment, including the local solar resource,
environmental conditions, and building code and utility interconnection requirements

0 Explain factors considered in identifying appropriate array locations

0 Describe methods for conducting a shading analysis

0 Perform a site analysis

0 Beginning with PV module DC nameplate output, list theradimg factors and other system
losses, and their typical values, and calculate the resulting effect on AC power and energy
production, using simplified calculations, and online software tools dmtuPVWATTS

0 Understand the importance of nameplate specifications on PV modules, inverters and other
equipment on determining allowable system voltage limits, and for the selection and sizing of
conductors, overcurrent protection devices, disconnect means, wiring oasthand in
establishing appropriate and safe interfaces with other equipment and electrical systems.

0 For a specified PV module and inverter in a simple utilitgractive system, determine the

maximum and minimum number of modules that may be used in source circuits and the total

number of source circuits that may be used with a specified inverter, dépgnupon the

expected range of operating temperatures, the inverter voltage windows for array maximum
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0 Design a roof top PV solar system
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Design a ground mount Pélar system

Perform PV system sizing calculations for major components
0 Perform system sizing

1
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PV 103 Solar Grid Tie Systems Performance Objectives:

0 Identify the advantages and disadvantages of a grid tied system
0 Identify all the equipment and components of a grid tied system
0 Identify the common ways PV arrays are mechanically secured and installed on the ground, to

building rooftops or other structures, including rack mounts, ballasted systems, pole mounts,
integral, direct and standff roof mounts, sun tracking mounts and fother buildingintegrated
applications

0 Understand the requirements for roofirgystems expertise andentify the preferred structural
attachments andweather sealingmethods for PV arrays affixed to different types of roof
compositions and coverings.

0 Compare and contrast the features and benefits of different PV array mounting systems and
practices, including their design and materials, standardization and appearance, applications and
installation requirements, thermal and energy performance, safety esliability, accessibility
and maintenance, costs and other factors.

0 Perform the installation of a Roof Top Grid Tied system

0 Describe the purpose and organization of the National Electrical Code book

PV 104 Stand Alone&systems Performance Objectives:

0 Describe the advantages and disadvantageStahdAlonesystems

0 Identify all the equipment and components oStandAlonesystem

0 Understand the basic principles, rationale and strategies for sizing-siane

0 PVsystems versus utilitinteractive PV systems.

0 Given a stanéhlone application with a defined electrical load and available solar energy resource,

along with PV module specifications, size and configure the PV array, battery subsystem, and
other equipment as required, to meet the electrical load duting critical design period

0 Perform the installation &tandAlone System
0 Identify the major battery components and their functions
0 Differentiate between the basic types and classifications of batteries
0 Understand the operation of batteries and their discharging and charging characteristics
0 Understand major principles and considerations for both designing battery banks and installation
0 Identify theprincipalfunctions and features of charge controllers
0 Identify requirements for charge controller applications and installations
0 Demonstrate the knowledge to size a PV system 8tamdAlonesystem
PV 105 PV Construction Project Management: Performance Objectives:
0 Perform a preliminary site assessment auivey
0 Prepare a proposal
0 Plan an installation
0 Identify the roles and responsibilities of the Project Management team
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0 Describe preplanning
0 Describe the CPM construction management process
0 Understand Best Construction Management practice for solar installations both small scale and

large.
0 Identify recommended safety practices

w

0 Identify best PV installation practices

PV 106- PV System Interconnection, Code, Compliance, Commission, Testing, and Inspections

Performance Objectives:

Identify Interconnection code requirements

0 Demonstrate knowledge of key articles of the National Electrical Code, including Article 690, Solar
Photovoltaic Systems.

(@]

0 Describe typical maintenance requirements for PV arrays and other system components,
including inverters and batteries, etc.

0 Describe the commissioning process for a PV system (small and large)

0 Describe Interconnection compliance

0 Identify the most common types of reliability failures in PV systems and their causes due to the
equipment, quality of installation and other factors.

0 Identify all testing required system Interconnection

0 Identify all Inspections required for interconnection

0 Describe the purpose of SCADA and DAS systems

0 Understand basic troubleshooting principles and progression, including recognizing a problem,
observing the symptoms, diagnosing the cause and taking corrective actions leading from the
system, subsystem to the component level.

0 Identify typical local jurisdiction forms required for interconnection of PV Systems

0 Understandoperations and maintenance of a PV solar system

Construction Electrician Program
a) Objective and Purpose: Provide training and education to students introducing them to the
electrical trade.
b) Length of time required for completion of the programfwentyfour (24.5 weeks
classroom/laboratory.

C) Additional requirements for completion: Final Grade Point Average (GPA) of seventy (70%) or
above.

d) Type of Certificate awarded: Certificate of programs completion from TTCCT.
e) Employment of electrical installers nationwide is estimated to need an additional 78,000 workers

f) This course will be conducted entirely-site, with all instruction taking place at our facility.
Students will engage directly with instructors in a classroom setting, ensuring comprehensive
handson learning and immediate support.
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Tablell: Construction Electrician Program

Subject Subiject title Total Hrs

Lecg Labg Ext¢ Total
ELEC 101 ELECTRICAL FUNDAMENTALS 60 20 00 80
ELEC 102 RESIDENTIAL WIRING 45 25 00 70
ELEC 103 COMMERCIAL WIRING 90 50 00 140
ELEC 104 SPECIALTY LOCATIONS 90 40 00 130
ELEC 105 MANAGEMENT & PRODUCTIVITY 45 25 00 70
Total Contact Hours Required for Completion 330 160 00 490

Program Description:
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courseglesigned to provide students with the training and skills necessary for careers in the

electrical field. The course begins with an introduction to the NEC and electrical theory fundamentals,
then goes through construction practices, safety, and jobsite conditions. The Construction Electrician
Certification will focus on residential, commexiciand industrial trade practices, as well as the topics of
grounding, bonding, complex switching and controls, motors, transformers and construction
management. There are scheduled lab days which will demonstrate installations and develop the
students' &ills with installations.

Certificate holders will be able to immediately join a workforce which is projected to require an additional
78,000 skilled workers and will be confident and competent to contribute to planning and execution of an
electrical construction project. Upon graation from the course, the student will be able to be a
productive and skilled member of the electrical trade in any aspect of the trade which appeals to them.

Course Overview

The course begins with an introduction to the NEC and electrical theory fundamentals, then goes into
construction practices, safety, and jobsite conditions. The course will focus on residential, commercial,

and industrial trade practices, as well as thpits of grounding, bonding, complex switching and controls,

motors, transformers, and construction management. There are scheduled lab days which will
RSY2yailiN)» 4SS AyaidlfftriAzya IyR RS@St2L) alidzRSydiaqQ a
Upon completion of this course, the student will be able to:

ELECT 101ELECTRICAL FUNDAMENTALS Objectives:
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Demonstrate ability to use the NEC codebook to reference regulations

Demonstrate knowledge of material types and requirements

Demonstrate knowledge of multimeters and tools

Learn AC & DC circtindamentals

O¢ O¢ O¢ O¢ O«
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ELEC 102 RESIDENTIAL WIRING Obijectives:

Demonstrate residential specific knowledge of the NEC

Demonstrate knowledge of grounding and bonding of a residential system
Demonstrate the ability to wire a residence

Identify materials specific to the residential sector

Proper use of AFCI and GFCI protection

O¢ O¢ O¢ O« O«

ELEC 108COMMERCIAL WIRING Objectives:
Demonstrate ability to run conduit

Demonstrate ability to pull and terminate wires
Demonstrate ability to read blueprints

Understand safeinderground installation procedures

O¢ O¢ O« O

ELEC 104 SPECIALITY LOCATIONS & MOTORS Objectives:
Understand how to classify hazardous locations

Learn differences between installation standards
Demonstrate ability to make terminations on motors
Demonstrate knowledge of complex switching

Learn how to use PNID drawings

Be able to identify and install different types of light fixtures

ELEC 106MANAGEMENT & PRODUCTIVITY:

Demonstrate ability to layout a set of blueprints

Understand themportance of managing material and manpower
Understand the keywords and schedules of the prime contractor
Demonstrate ability to file RFls

Understand inspections and punch lists

O¢ O¢ O¢ O¢ O¢ O«
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Comprehensive Dental Assigl
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employment in any modern dental facility. A qualified Dental Assisi@amassumenany activities
that do not require the professional skills and judgment of the dentist, althotigg
responsibilitiesassigned as a Dental Assistant are limited.

b) Length of Time required for completion of the Prograrhirty (30) weeks classroom academic
time and 120 hours externship.

c) Additional Requirements for completion: Final GPA of seventy percent (70%) or above.

d) Type of Certificate awarded: Certificate of Program Completion from TTCCT. All successful
graduates may apply for the State licensure for Registered Dental Assistant at the Texas State
Board of Dental Examiners foundvatvw.tsbde.state.tx.us
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Admission Requirements:
a) Minimum Age: Eighteen (18) years old
b) Specific Entrance Requirements: All documents written in foreign languages other than English
must be translated to English, notarized, and approved by dbkool personnel prior to
registration.

1)
2)

3)
4)

5)

Two valid forms of Government Issued Identification (one must have photo)

Educational requirement: proof of General Educational Development/Diploma (GED),
High School Transcript/Diploma or College Transcript/Diploma

Pass Five (5) Panel Urine Drug Screen (administered on site; and

Pass a background check (administered on site) through Texas Department of Public
Safety (DPS) Civil or criminal offenses may bar an individual from employment as an allied
health career professional. In addition, A person enrolled or planning to enrtiisn
educational program that prepares the person for licensure as a dental assistant who has
reason to believe that he or she may be ineligible for licensure due to a conviction or
deferred adjudication for a felony or a misdemeanor offense may apply fiminal
history evaluation in accordaneeith TSBDE

Admissions interview: In order to ensure a baseline of student commitment, completion
andpositive placement outcomes for careers in dental assisting, students may be subject
to an admissions interview.

Tablel2: Comprehensive Dental Assisting

Subject Subiject title Total Hrs

Lecg Labg Extg Total
DA 101 TheDental Assisting Profession 10 10 00 20
DA 102 Sciences in Dentistry 14 06 00 20
DA 103 Oral Health Preservation and the Prevention of Dental Dise 15 25 00 40
DA 104 Infection Prevention in Dentistry 10 30 00 40
DA 105 Occupational Health an8afety 10 10 00 20
DA 106 Patient Information and Assessment 08 12 00 20
DA 107 Foundation of Clinical Dentistry 20 40 00 60
DA 108 Radiographic Imaging 20 40 00 60
DA 109 Dental Materials 10 30 00 40
DA 110 Assisting in Comprehensive Dental Care 40 80 00 120
DA 111 Dental Administration and Communication Skills 10 30 00 40
DA 112 Externship 00 00 120 120
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Total Contact Hours Required for Completion

167 313 120 600

Program Description

The Comprehensive Dental Assistant Program is a complete program that is designed to provide emphasis

on performing clinical duties in dental assisting specifically chairside

assisting which includes patient

processing, fouhanded dentistry, and dentallb@ratory skills. It will provide the background, principles,

and techniques necessary to become an educationally qualified and competent dental assistant. This also
includes performing administrative duties such as: scheduling appointments, maintainitad cerords,

billing, and coding informationsinga dental software program called Dentrix for insurance purposes.

The graduate student will be eligible to take the state board exam to become Registered Dental Assistant
(RDA) to be able to work at the state and other states that recognizes the TexaB8tatl of Dental
Examiners (TSBDE). After securing license to practice as RDA, graduates can work in a dental office and
may also teach a dental assisting program after securing extensive dental expddeatéeast five (5)

years.

Comprehensive Medical BillidggCodingSpecialist

Tablel3: Comprehensive Medical Billing & Coding Specialist

Subject Subject title

MBCMAA 101  Introduction to Medical Assisting

MBCMAA 102 Ambulatory Care Administration

MBCGMAA 103  Medical Office Administrative Functions

MBGMAA 104  Assisting with Medical Specialties & Career Developn

MBGHER 101  Electronic Health Records

CMBC 101 Medical Terminology and Anatomy
CMBC 102 ICDB10, CPT, HCPCS Coding
CMBC 103 Insurance and Reimbursement
CMBC 104

Review and Career Development

Total Contact Hours Required for Completion

Total Hrs
Lecc Labg Ext¢ Total
20 00 00 20

10 10 00 20
08 04 00 12
08 08 00 16
20 20 00 40
80 00 00 80
70 70 00 140
48 40 00 88
06 06 00 12

270 158 00 428

Program Description:

Course Overview

66 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite

#106, Harker Heights, TX 76548



Training Center
of Central Texas

Substation Technician Program

Tablel4: Substation Technician Program

Subject Subject title Total Hrs

Lecg Labg Extc Total
STPR101 Introduction to Power Delivery 80 100 100 |80
STPR102 Substationg; Overview and Equipment 120 100 100 | 120
STPR103 Substations Design and Construction 60 160 00 120
STPR104 Substation System Operations 30 |30 |00 |60
STPR105 Management and productivity 60 |00 |00 |60
Total Contact Hours Required for Completion 350 90 00 @ 440

Program Description:

The Substation Technician training program is a 440 howwek (assuming 20 hour/week), 5 module
coursesdesigned to provide students with the training and skills necessary for careers in the electrical
T&D field.

Certificate holders will be able to immediately join a workforce which is projected to require an additional
65,000 skilled workersséurce: Bureau of Labor Statis)iaand will be confident and competent in
contributing to planning and execution of an electrical construction project. Upon graduationthe
course, students will be able to be productive and skilled members of the electrical T&D.

Course Overview

This course begins witim introductionto the power delivery systems, proceeds through safety and NESC
(National Electrical Safety Code) for all practical applications and steps. It continues with design and
construction practices that go deeper into the safety specifics for jobsite conditiims Substation

Technician program will concentrate on practical impacts of substation construction and systems
operations as well as best for the trade practices. This course will touch on system operations and
maintenance necessary for uninterrupted power supply. There are scheduled lab days which will be used
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Comprehensive Patient Care Technician/Assistant Program
a)Objective and Purposeto train students in essential skills and competencies needed to become
proficient Patient Car@echnicians, capable of providing highality care in various healthcare settings.

b) Length of Time Required for Completion of the Progra@iassroom Academic = 254 clock hours,
Laboratory = 158 clock hours. TOTAL = 412 clock hours.
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¢) Additional Requirements for CompletiorEinal Grade Point Average (GPA) of seventy (70%) or above.

d) Type of Certificate AwardedCertificate of program completion from TTCCT. Students may challenge
national examinations to become Certified Phlebotomy Technician (CPT), Certified EKG Technician (CET),
and other relevant certifications.

e) Occupation ClassificatiorPatient Care Technicians assist in delivering patient care by performing
clinical tasks such as taking vital signs, assisting with daily living activities, and ensuring patient safety.
They work under the supervision of healthcare professionals and helptain a clean and safe
environment.

f) Work Setting:Patient Care Technicians may work in hospitals, clinics;tng care facilities, and
home health settings.

Tablel5: Comprehensive Patient Care Technician/Assistant Program

Subject Subject title Igf;il E;qu Extc Total
CPC101 Phlebotomy 48 24 00 72
CPCT102 Medical terminology 16 12 00 28
CPCT103 Electrocardiography 60 24 00 84

Introduction to Healthcare/Role of Patient Care
Technician/Professionalism & Work
Ethics/Communication/Understanding the Patient &
Patient Rights/Ethics & Laws/ Body Structure &
Function/Growth & Development/Pain Management,
Comfort, Rest and Sleep

Asepsis and Infection Control/Workplace Safety and
Body Mechanics/Patient Safety/Moving, Positioning &
Preventing Falls/Basic Emergency Care/Assisting wit
the PhysicaExamination/Vital Signs taking
Admissions & Discharge/Bedmaking & Hygiene/Assis
with Grooming/Assisting with Nutrition &
Fluids/Assisting with Urinary Elimination/Assisting wit
Bowel Elimination/Oxygen Needs

Care of the Surgical Patient/Heat & Cold

CPCTL07 Applications/Care of Wounds and Pressure 12 04 00 16
Ulcers/Rehabilitative and Restorative Care
Care of Women and Children/Caring for Older
Adults/Caring for Patients with Mental Health

CpPC1104

CPC1105

CPC1106 08 16 00 24

CPCiL08 Needs/Caring for Patients with Chronic Conditions/r 08 | 04 00 12
of-Life Care
CPCL09 Physical Therapy Aide 50 50 00 100
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CPC1L10 Essential Soft Skills Certificate 12 08 00 20
Total Contact Hours Required for Completion 254 158 00 412

ProgramDescription

The Patient Care Technician program provides comprehensive training in both clinical and administrative
skills necessary for effective patient care. Students will learn to perform vital tasks including blood
collection, basic life support, infection contnorocedures, and patient assistance during daily activities.
The curriculum emphasizes hardis experience to ensure students are walepared for reaworld
scenarios in healthcare settings.

Course Overview

The role of a Patient Care Technician is vital in today's healthcare landscape, contributing significantly to
patient care and support. This program equips students with a diverse skill set, including phlebotomy,
electrocardiography, and knowledge of megliterminology. With an emphasis on professional ethics and
patient rights, students will be prepared to excel in various healthcare environments. According to the
Bureau of Labor Statistics, the demand for patient care technicians is expected to grdly, raqmviding
numerous job opportunities for graduates.

Residential Wiremen Program

a) Program objective: To educate and upskill students on the installation of systems that distribute
power in homes including but not limited to installation of general lighting branch circuits as well
as the standard power distribution systems to lights amckptacles throughout the home, small
appliance, laundry, dishwasher and bathroom, electric range, countertop cook unit and wall
mounted oven, electric clothes dryer, water pump, electric water heater and air conditioning,
energy management systems, setysystems and fire alarms.

b) Work setting to find employment: A Residential Wireman works under the supervision of a Master
Electrician, on behalf of an electrical contractor or employing governmental entity performing
electrical installations in singlamily or multifamily dwelling not exceeding four stories.

c) Length of time required for completion of the Program: Eight (8) weeks classroom anddrands
procedural skills training.

d) Additional Requirements for completion: Final Grade Point Average (GPA) of seventy percent
(70%) or above and completion of 160 contact hours.

e) Type of Certificate awarded: Certificate of Program Completion from The Training Center of
Central Texas.

Tablel6: Residential Wiremen Program

. . . Total Hrs
Subject Subject title Lecc Labc Extc Total
RW 101 Safety and Theory 20 00 00 20
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RW 102 SerV|c_e Entrance® Equipment and Residential 10 10 00 20
Electrical SysterRoughin
RW 103 Residential Electrical System Rotgh 20 30 00 50
RW 104 Residential Electrical System T1Ouit 20 30 00 50
RW 105 Mgl_ntalnlng and Troubleshooting a Residential Electr 10 10 00 20
Wiring System
Total Contact Hours Required for Completion 80 80 00 160

Program Description

The Residential Wiremen Training Program is a 160 heweek course designed to provide students
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In addition to the topics such as National Electricatie (NEC), sizing electrical boxes, circuit conductors,
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but not limited to proper use of hand and power tools, splicing wires together properlychatig

electrical boxes to building framing members, fishing cable in an existing wall and installing an overhead

service entrance. The training also includes coverage of green wiring practices.

Course Overview

Residential wiremen install and distribute electrical power in single and-fantily dwellings. They may
install the main circuit breaker box, plan and install electrical lines in new or existing construction and
troubleshoot and make repairs to faulipés and systems. The residential wiremen construction industry

is one of the higgest sectors of the American economy. Opportunities are available for people to work at
all levels in the construction industry including Residential wiremen who handle dadisnaterials on

the job site.

The SYNOPSIS OF EACH SUBJECT OFFERED

Clinical Medical Assistant
Tablel7: Synopsis oflinical Medical Assistant

Subject Contents of Subject, Clinical Medical Assistant Synopsis

CMA 1 Understanding the ProfessionThis course will provide thgtudents withthe
ability to understand the profession and become successful in the healtt
industry. This unit consists of Medical and Medical Assisting, Law and E
Communication Skills, and Patient Education.
Prerequisite: None
Clock Hours: Lecture 08 hours/ Lab 00 hours/ Total Hours 08

CMA 2 Administrative Medical Assistant & ManagiRtances The fundamental o
administrative medical assisting and managing the finances in the practic
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Answering telephone calls and greeting visitors and patients. Mané
appointments, written communications, health information manageme
computer applications in the medical office, and management of the me
office, to include, managing the finanaeshe practice: Credit and Collectior
Accounting Responsibilities, Health Insurance, Diagnostic Coding
Procedural Coding.
Prerequisite: CMAd Understanding the Profession
Clock Hours: Lecture 30 hours/ Lab 9 hours/ Total 39 hours

CMA 3 The Clinical Medical Assistant & Clinical Duti#ge fundamental of clinice
medical assisting and clinical duties related to medical specialty: Nutritior
Wellness, Medical Asepsis and Infection Control, Medical History and P
Assessment, Vitabigns, Sterilization and Surgical Instruments, Minor O
Surgery, Pharmacology, Preparing and Administering Medication, Diag
Imaging, and Medical Office Emergencies. This module wiliredemeClinical
Duties Related to Medical Specialties (Datology, Orthopedics
Ophthalmology and Otolaryngology, Pulmonary Medicine, Cardio
Gastroenterology, Neurology, Urology, Obstetrics, and Gyneco
Endocrinology, Pediatrics, and Geriatrics).
Prerequisite: CMA H The Administrative Medicassistant & Managing th

Finances
Clock Hours: Lecture 50 hours/ Lab 43 hours/ Total 93 hours
CMA 4 The Clinical LaboratorFFundamentals of Laboratory: Introduction to Clini

Laboratory, CLIA Compliance and Laboratory Safety, Phlebotomy, Hema
Urinalysis, Microbiology and Immunology, and Clinical Chemistry.
Prerequisite: CMA 1§ The Clinical Medical Assistant & Clinical Duties
Clock Hours: Lecture 33 hours/ Lab 38 hours/Total 71 hours

CMA 5 Career Strategies Competing in the job market: Student to Employ
Transition, and Comprehensive Final Exam. This course is also desig
assist the student in resume development, software skills, interviev
strategies and decisiemaking skills toassist the student in obtainin
employment.
Prerequisite: CMA 1§ The Clinical Laboratory
Clock Hours: Lecture 9 hours/ Lab 00/ Total 9 hours

CMA 6 Externship Students must complete orleundred sixty (160hours ofreatlife
experience externship. Proof of completion must be turned in to ti
instructor.
Prerequisite: CMAY Career Strategies
Clock Hours: Lecture 00/ Lab 00/ Ext 160 hours/ Total 160 hours
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Comprehensive Clinical Medical Assistant

Tablel8: Synopsis aomprehensive Clinical Medical Assistant

Subject Contents of Subject Comprehensive Clinical Medical Assistant Synopsis
CCMA 1 Medical Terminology; Students will cover the Basic Medical Terminology, T
Component, Root and Suffix, Prefix, Additional Roots, Combining Vowels
Combining FormsAnatomic Structures and Term References, Symptomatic
Diagnostic Terms, Diagnostic Tests and Procedures. Operative and Therapeuti
Glossary of Prefixes, Suffixes, and Combining Forms, Abbreviations and Symb
Commonly Prescribed Drugs.
Prerequisites: None
Clock Hours: Lec 16 cl hrs/ Lab 16 cl hrs/ Ext 00 cl hrs/Total Clock Hours 32
CCMA 2 The Medical Administrative Assistiggtudents will extensively learn the flow of tt
medical office both theory and handas work. The approach of this module is bg
theory and handsn work for students. Students wilimiliarize themselves witthe
computer buttons to navigate in the systems. The defiauiding page upon enterin
the simulation is the Front Office calendar to represent opening the medical offic
the day. From the point, users navigate freely throughalitthe modules of the
medicl office workflow in order to practice or accomplish the specific tasks ¢
assignment. This module will provide a seamless instructional transition from{
based records offices to electronic health records offices.
Prerequisites: Module 1Medical Terminology
Clock Hours: Lec 64 cl hrs/ Lab 64 cl hrs/ Ext 00 cl hrs/Total Clock Hours 128
CCMA 3 The Clinical Medical LaboratokyThis module will cover:
Electrocardiogram (EKG) Technicigstudents will learn the common disorders of tt
cardiovascular system, diagnostic, and therapeutic procedures. This includes |
Ot OdzZA S + LI GASYy(Qa KSi+sethndshietiicdls, FF thid
sequencing). Identify artifactgdm the tracing (e.g., wondering baseline, soma
electrical). Resolve artifacts from the tracing (e.g., wondering baseline, so
electrical). Record and EKG on a patient:-ka8l, b)5lead, 12lead. Verify the lads
recorded on an EKG. Upload a completed EKG to a patient electronic medical
az2zdzyd | O2YLISGSR 9YD F2NJ I LI GASy
the EKG tracing. Inspect the waveforms of a cardiac cycle for symmetry, directio
amLX A GdzZRS o0S®3a3dx t ¢l Saz vw{ O2YLX S
heart conduction from the EKG tracing (e.g.;iRBrvals (PRI), QRS duration,-(
interval). Identify the major classifications of arrhythmias from the EKG tracing
sinus, atrial, ventricular, and junctional). Identify the major variances to wavefc
related to ischemia, injury, or infarction. Respond to potentially- ltfeeatening
arrhythmias. Verify EKG machine paper speed (e.g., 25 mm/second, 50mm/s¢
Verify IKG machine sensitivity (e.g., h, 1, 2). Maintain EKG equipment and the
environment. Recognize pacemaker spikes on an EKG trace.

The Phlebotomy Technician
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The Phlebotomy portion of this course, the students will study the Fundamentz
Laboratory Procedures. Identify types of clinical laboratories and request labora
test. Familiarize yourselivith quality control and safety in the laboratories. Prep:
for blood collection procedures. Students will the Clinical Chemistry, Microbiolog
Immunology. The Introduction to Blood Collections and Patient Prepara
Collection Techniques, Proceassi Safety and Compliance Consideration,
Urinalysis speimen collection and drug testing. Students must complete 45
venipunctures (blood drawn) and capillary (finger) sticks using vacuum coll¢
devices, syringes, capillary skin puncture, butterfly needles and blood cl
specimen collection on adslL.
Prerequisite: Module 2 The Medical Administrative Assisting
Clock Hours: Lec 72 cl hrs/ L88cl hrs/ Ext 00 cl hrs/Total Clock Hours@.6
CCMA 4 Introduction to Clinical Medical Assisting

0 This module will cover Fundamental of Clinical Medical Assisting:
0 Nutrition and Wellness

0 Medical Asepsis and Infection,

0 Medical History and Patient Assessment

0 Anthropometric Measurements and Vital Signs

0 Assisting with the Physical Examination

0 Sterilization and Surgical Instruments; and Assisting with Minor Office Su
0 Discuss the Pharmacology

0 Preparing and Administering Medications

0 Diagnostic Imaging

0 Medical Office Emergencies and Disaster Preparedness
0 Explain the Clinical Duties Related to Medical Specialties
0 Dermatology

0 Orthopedics

0 Ophthalmology and Otolaryngology,

0 Pulmonary Medicine

0 Gastroenterology

0 Neurology

0 Urology

0 Obstetrics and Gynecology

0 Endocrinology

0 Pediatrics

0 Geriatrics

0 Catheterization for Female and Male

Prerequisite: Module 2 The Clinical Medical Laboratory
Clock Hours: Lec 56 cl hrs/ L&6c¢l hrs/ Ext 00 cl hrs/TotaClock Hours 12

CCMA 5 Career Strategieg Student will spell and define the key terms. Explain the purg
of the practicum experiences. Understand the importance of the evaluation pro
List your professional responsibilities during your practicum. List personal
professional attributes nexssary to ensure a successful practicum. Determine Y
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best career direction based on your skills and strengths. Identify the steps nec
to apply for the right position and be able to accomplish those steps. Dra
appropriate cover letter. List the steps and guidelines in completing an employ,
application. Student will list guidelines for an effective interview that will leac
employment. Identify the steps that you need to take to ensure proper ca
advancement. Explain the process for recertification of a medical assisting cred
Describethe importance of membership in a professional organization. Recog
elements of fundamental writing skills. List and discuss legal and illegal apy
interview guestions. Discuss all levels of government legislation and regulation a
apply to medical assisting practice.

Prerequisite: Module § The Clinical Medical Laboratory Assisting

Clock Hours: Lec 04 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours 08

QOMA 6 Externship Students must complete orleundred sixty (160hours ofreatlife
experience externship. Proof of completion must be turned in to ti
instructor.

Jock Hours: Lecture 00/ Lab 00/ Ext 160 hours/ Total 160 hours

Electronic Health Record Specia{fEHRS) Program

Tablel9: Synopsis dElectronic Health Record Specialist (EHRS) Program

Subject Contents of Subject Electronic Health Record (EHR) Specialist
Synopsis
EHR 101 Introduction to Electronic HealtiRecords¢ Discuss applications of electron

technology in effective communication and principles of using electronic me
records (EMRs). Execute data management using the EHR such as EMR.
internet to access information related to the medicé#ice.
Prerequisites: None
Clock Hours: Lec 04 cl hrs/ Lab 00 cl hrs/ Total Clock Hours 04

EHR 102 T Overview of SimChart for the Medical Offid@iscuss principles of using electror
medical records (EMRSs). Use the internet to access information related to the m
office and office hardware and software to maintain office system.
Prerequisite: EHR 1Q1ntroduction to Electronic Health Record
Clock Hours: Lecture 04 hours/ Lab 04 hours/ Total 08

EHR 103 Privacy Confidentiality, and SecurifyThis chapter over the challenges to priva
confidentiality, and security that are created by the widespread use of EHR sy
including the HIPAA legislation. Explore the issue of confidentiality as it appiies
medical assistant. Describe the implications of HIPPA for the medical assisi
various medicasettingsand respond to issues of confidentiality. Apply HIPPA pf 1
rules in regard to privacy/release of information. Recognize the importance aif
state, and federal legislation and regulations in the practice setting.
Prerequisite: EHR 1@20verview of SimChart for the Medical Office
Clock Hours: Lecture 04 hours/ Lab 04 hours/ Total 08

EHR 104 Implementing Electronic Health Records Discuss applications of electron
technology in effective communications and principles of using the electronic re
(EMR). The use of office hardware and software to maintain affiseems
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Prerequisite: EHR 1@3Privacy Confidentiality, and Security
Clock Hours: Lecture 04 hours/ Lab 04 houfstal 08

EHR 105 Administrative Use of the Electronic Health Recqr&xplain general office policie
demonstrate telephone techniques, and document patient care. Comj
professional/business letter and discuss the pros and cons of various typ
appointment managemersystems. Describe the scheduling guidelines and recog
office policies and protocols for handling appointment. Identify systems for orgar
medical records and discuss principles of using the EMR. Manage the appoir
schedule using establishedigrities and execute data management using EHR
as the EMR.
Prerequisite: EHR 1@Implementing Electronic Health Records
Clock Hours: Lecture 04 hors/ Lab 04 hours/ Total 08

EHR 106 Clinical Use of the Electronic Health Reap&tudent will document patient care an
differentiate between subjective and objective information.
Prerequisite: EHR 1@Administrative Use of the Electronic Health Record
Clock Hours: Lecture 04 hours/ Lab 04 hours/ Total 08

EHR 107 Using the Electronic Health Records for Reimbursermqdiscuss principles of EME
and execute data management using EHR such as EMR. Perform procedu
diagnostic coding, and compare processes for filling insurance claims both ma
and electronicdy.
Prerequisite: EHR 1@8Clinical Use of the Electronic Health Record
Clock Hours: Lec 04 cl hrs/ Lab 06 cl hrs/ Total Clock Hours 10

EHR 108 The Personal Health RecardRecognize the role of patient advocacy in the prac
of medicalassistance Advocate of behalf of patients and identify types of reco
common to the healthcare setting. Use the internet to access information relate
the medical office.
Prerequisite: EHR 1@7Using the Electronic Health Records for Reimbursement
Clock Hours: Lec 04 cl hrs/ Lab 06 cl hrs/ Total Clock Hours 10

Medical Administrative Assistant

Table20: Synopsis dfledical Administrative Assistant

Subject Contents of Subject Medical Administrative Assistant
Synopsis
MAA 1 Medical Terminology ObjectivesStudents will cover the Basic Medical Terminolo

Term Component, Root and Suffix, Prefix, Additional Roots, Combining Vowe

Combining Forms. Anatomic Structures and Term References, Symptomat

Diagnostic Term$)iagnostic Tests and Procedures. Operative and Therapeutic |

Glossary of Prefixes, Suffixes, and Combining Forms, Abbreviations and Symb

Commonly Prescribed Drugs.

Prerequisites: None

Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours 24
MAA 2 Introduction to Medical AssistingDefine, spell, and pronounce the term listed in t

vocabulary on this moduleStudentswill discuss competeneyased education anc

adult learners, summarize the importance of student portfolios in providing acad
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success and skills competency. Examine learning preferences and interpre
learning style affects success as a student, differentiate between adaptive
nonadaptive coping mechanism, and apply time management strategies to mak
most of learning oportunities. Design testaking strategies that will help take char
of success, incorporate critical thinking and reflection to help make me
connections as learning material. Analyze healthcare results as reported in grap
tables, apply problemsolving techniques to manage conflict and overcome bart
to success. Relate assertiveness, aggressiveness, and passive behavior to prof
communication and discuss the role of assertiveness in effective communicatio
Prerequisites: MAA1Medical Terminology Objectives
Clock Hours: Lec 06 cl hrs/ Lab 06 cl hrs/ Ext 00 cl hrs/Total Clock Hours 12
MAA 3 Ambulatory Care AdministrationDefine, spell, and pronounce the term listed in t
vocabulary on this module. Explain what a personal compsat@ndidentify input and
output hardware for personal computer. Identify internal computer compone
secondary storage devices, and network and Internet access devices, explain
maintain computer hardware, and identify principles of ergonomics thatyappla
computer workstation. Differentiate between: System software and applica
software and electronic medical records (EMRs) and a practice management s
Explain the importance of data backup and other computer network security acti
performed in the healthcare setting. Discuss applications of electtenlmnology and
recognize the elements of fundamental writing skills. Explain the guidelines for
capitalization, numbers, and punctuation in business communication and des
each component of a professional business letter. Summarize the formats for bu
letters and memorandums and compose professional correspondence
electronic technology.
Prerequisiteg MAA2¢ Introduction to Medical Assisting
Clock Hours: Let2 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours 24
MAA 4 Coding and Medical Billing ProcedurgBefine, spell, and pronounce the term lists
in the vocabulary on this module. Student will describe the historical use o
International Classification of Diseafl€D) in the United States and the transiti
from ICDB9-CM diagnostic coding to ICID-CM diagnostic coding. ldentify th
structure and format of the IGIDO-CM, describe how to use Alphabetic Index to se
main terms, essential modifiers, and the appriape code (or codes) and code rang
Student wil do the following related to the Tabular List: Explain how to use the Ta
List to select main terms, essential modifiers, and the appropriate code (or code
code range and summarize coding conventions as defined in thelB8CM coding
manual.Review coding guidelines to assign the most accurate (IGOM diagnostic
O2RS YR SELX LAY K2g¢ (2 Fo0&adGNI OG0 0k
record. Describe how to use the most common diagnostic codes and pe
diagnostic coding and ideify how encoder software can help the coder assign
most accurate diagnostic codes. Explain the importance of coding guideline
accuracy andliscuss special rules and considerations that apply to the code sele
process. Use tactful communication skills with medical providers to ensure acc
code section and review medical coding ethical standard.
Prerequisite: MAAR Ambulatory Care Administration
Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours 24
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MAA 5 Medical Office Administrative Functiog®efine, spell, and pronounce the term list¢
in the vocabulary on this module. Students will defineokkeeping,and all the
different transactions recorded in patient account, including the following relate
patients account records:

List the necessary data elements in patient account records

Discuss a pegboard (manual bookkeeping) system

Explain when transactions are recorded in the patigetount

Perform account receivable procedures fodl (i A &cyoiir®sa including charge
payments, and adjustments

Describe special bookkeeping procedures for patients account records, inc
credit balances, thirgbarty payments representatives and discuss payment at
time of service, and give an example of displaying sensitivity when reque
payment for serices rendered. Describe the impact of the Truth in Lending Ac
collectionspoliciesfor patient accounts. Discuss ways to obtain credirmation and
explain patient billing and payment options. Review policies and procedure
collections procedurg

Describe successful collection techniqueslfdlr ( A &b &

Discuss strategies for collecting outstanding balances through personal fi
interviews

Describe types of adjustments made of patient accounts, including nonsuff
checks (NSF) and collection agency transactions.

Define bookkeeping terms, including accounts receivable and accounts payab
discuss patient educations, in addition to legal and ethical issues related to p
account, collection, and practice management.

Prerequisite: MAA4 Coding and Medical Billing Procedures

Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours 24

MAA 6 Assisting with Medical Specialties and Career Developmebdefine, spell, anc
pronounce the term listed in the vocabulary on this module. Students will des
patient safety factors in the medical office environment and interpret and comply
safetysigns, labels, and symbols and evaluate the environment to identify sand u
working conditions for the employee. Students will do the following when it come
environmental safety in the healthcare setting:

Identify environmental safety issues in the healthcare setting

Discuss fire safety issues in a healthcare environment

Demonstrate the proper use of a fire extinguisher

Describe the fundamental principles for evacuation of a healthcare facility and
LX & + Y201 SY@ANRYYSy(dlf SELRadNB
Discuss the requirement for proper disposal of hazardous materials and id
critical eements of an emergency plan for response to a natural disaster or ¢
emergency. Maintain an ufp-date list of community resources for emergen
LINB LI NERySaa yR RS&AONAROGS (KS YSRAO
Summarize typical emergency supplies and equipment, demonstrate the use
automated external defibrillator, and summarize the general rules for mana
emergencies. Demonstrate telephone screening techniques and document
guidelines for ambulatorycare emergencies and recognize and respond tc
threatening emergencies in an ambulatory care practice. Describe how to h

77 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548



Training Center

of Central Texas

unresponsivepatients and perform provider/professiondével CPR and discu
cardiac emergencies and administer oxygen through a nasal cannulpateat in

respiratory distress. ldentify and assist a patient wittohatructedairway and discus
cerebrovascular accidents and assist a patient who is in shock. Determin
appropriate action and documentation procedures for common office emergen
such as fainting, poisoning, animal bites, insect bites, and asthma attasksis§
seizures and perfornfirst aid procedures for a patient having a seizure; disc
abdominal pain, sprains and strains, and fracture, and perform first aid procedur
a patient with a fracture of the wrist. Discuss burns and tissue injuries, and cont
a hemorrhagic wond, nosebleeds, head injuries, foreign bodies in the eye, heat
cold injuries, dehydration, and diabetic emergencies; also perform first aid proce
to a patient with adiabetic emergencyApply patient education concepts to medic
emergencies anddiscuss the legal and ethical concerns arising fromadical
emergencies.

Define, spell, and pronounce the term listed in the vocabulary on this mo
Students will define the four personality traits that are most important to employ
QELI FAY GKS GKNBS FINBFa GKIFEG ySSR i
skills and discuss career objectives and describe how personal needs affect t
search. Students will do the following related to finding a job:

0 Explain the two best job search methods

0 Discuss traditional job search methods

0 Describe various ways to improve opportunities

0 Discuss the importance of beigganized in the job search

Discuss the three types of resume formats, describe how to prepare a chron
resume and cover letter; discuss how to complete an online portfolio and job an
application and describe how to create a career portfolio. Students will do
foIIowmgreIated to the job interview:

List and describe the four phases of the interview questions

0 List and discuss legal and illegal interview questions

Ox

0 Practice interview skills for a mock
interview Students will do thdollowing
related to getting a job:
0 Discuss the importance of the probationary perioddarew employee
0 List some common early mistake of which a new employee should be av
0 Discuss how to be a good employee and how to deal with supervisors
0 Explain why a performance appraisal rating is usually not perfect an

discuss how to pursue a raise and how to leave a job
0 Discuswvariousskills needed in the workplace.
Prerequisite: MAAS Medical Office Administrative Functions
Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours 24
MAA 7 Electronic Health Records Under SimChart for the Medical Offseidents will
familiarize themselves witthe computer buttons to navigate in the systems. T
default landing page upon entering the simulation is the Front Office calend
represent opening the medical office for the day. Frtims point of view users
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navigate freely throughout all of the modules of the medical office workflow in o
to practice or accomplish the specific tasks of an assignment. This module will p
a seamless instructional transition from pagsased records offices to electron
health records offices.

Students will learn not just about technology but the application of technologlyeir
health care industry. The approach of this module is both theory and handsork
for students.

Prerequisite: MAAG, Assisting with Medical Specialties and Career Developmen
Clock Hours: Lec 20 cl hrs/ Lab 16 cl hrs/ Ext 00 cl hrs/Total Clock Hours 36

Medical Billing and Codirfgpecialist Program

Table21: Synopsis dfiedical Billing and Coding Specialist Program

Subject Content of the Subject Medical Billing and Coding Synopsis

MBCS 101 Medical Terminology, Basic Human Anatomy and Physiadgtydents will
cover the Medical Terminology Basic, Term Component, Root and Suffix,
Additional Roots, Combining Vowels and Combining Forms. Ana
Structures and Term References, Symptomatic and Diagnostic T
Diagnostic Tests and Procedures.
Operative and Therapeutic Term, Glossary of Prefixes, Suffixes, and Con
Forms, Abbreviations and Symbols, and Commonly Prescribed Drugs.
Prerequisites: None
Clock Hours: Lecture 60 hours/ Lab 36 hours/ Total hours 96

MBCS 102 Reimbursement¢ Students will study the basic structure of the Medic:
Program, Health Insurance Portability and Accountability (HIPAA). Incl
the federal registerQutpatient Resourc8ased Relative Value Scale (RBR
Medicare Fraud, and Managed Health Care.

Prerequisites: MBCS 1QBasic Human Anatomy and Physiology, and Mec
Terminology
Clock Hours: Lecture 30 hours/ Lab 18 hours/ Total hours 48

MBCS 103 The ICELO-CM, Using CPT, HCPCS, Modifierslapatient Codingg Student
will study the ICELO-CM, ICBECM-10 Outpatient Coding and Reportir
Guidelines. This unit will cover the Introduction to CPT and Level Il Na
Codes (HCPCS) and CPT Modifier892ZEvaluation and Management (E/I
Services, Using thePT and HCPCS codes, students will familiarize the @b
anesthesia, surgery guidelines and general surgery, integumer
musculoskeletal, respiratory, and cardiovascular systems, these inchal
hemic, lymphatic, mediastinum, and diaphragm. Coding continues to dige
urinary and male genital systems. Reproductive, intersex surgery, fe
genital systems, and maternity care and delivery, endocrine and ner
systems. Including eye, oculadnexa, auditory, and operating microscoy
radiology, pathology/laboratory, and medicine. Student wdlfferentiate
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between inpatient and outpatient coding, selection of principal diagno
reporting additional diagnoses, present on admission (POA) and develog
of the ICD10-PCS
Prerequisites: MBCS 1QReimbursement
Clock Hours: Lecture 72 hours/ Lab 60 hours/ Total hours 132

MBCS 104 Electronic Health Records The EHR will provide students with a practi
understanding of what an EHR andits A YLJ2 NIi I y OS Ay
industry. Health Information System is designed to train students and fu
users of electronic health records programs to utilize proper coding, docu
patient exams, diagnosis, and disordershia medicalindustry.
Prerequisites: MBCS 1@@8npatient Coding
Clock Hours: Lecture 34 hours/ Lab 30 hours/ Total hours 64

MBCS 105 Career Development Student participate in resume building and ma
interview, including job search, discuss personal and professional goals,
opportunities, marketing your skills, seeking employment, interview, sé
negotiations and job terminadi.
Prerequisites: MBCS 10Electronic Health Records
Clock Hours: Lecture 02 hours/ Lab 02 hours/ Total hours 04

Nursing Assistant
Table22: Synopsis dflursing Assistant

Subject Contents of Subject, Nursing Assistant Synopsis

NA 1 Introduction to Nursing Assistant Professierstudents cover the hospita
setting (acute care settings) and the letegym care centers. This includes t
LI GASYyGaQ | YRk 2NJ NEB a Adaboyate drihe Rdledda
Responsibilities of the Nursing Assistant; emphasizing the legal aspect o
ethics, communicating and collaborating with other healthcare team
members, obtain information on proper handling of phone calls. G
communication skills are a key component in establishingxaellent rapport
with patients/residents. This chapter also educates students on Anatomy
Physiology, by giving importance to specific structures of the body and
functions. Render quality patient care to Older Person as they progress to
Growth and Development stage.
Prerequisites: None
Clock Hours: Lec 12 cl hrs/ Lab 00 cl hrs/ Ext 00 cl hrs/Total Clock Hours

NA 2 Safety, Prevention, and Emergency Procedgféss chapter will address ho
students will learn safety issues for both home care and -teng facility care.
Students explore highisk areas and develop plans for care that include all elem
of safety andsecurity. Students witamiliarize themselves witthe basic safetpeeds
Patients and residents are at great risk for accidents and falls. Therefore, this c
gAft F20dza 2y K2g (G2 RSONBIFraS GKS

80 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548



Training Center

of Central Texas

limiting mobility and independence. Equip the students with different sa
measures that prevent falls, how to use wheel locks safely, and transfer/gait
Introduce The Centers for Medicare & Medicaid Services (CMS) rules and regu
for using estraints; these include the Omnibus Budget Reconciliation Act of
6h.w! o /af{ NMzZ Sa FyR NB3IdzAFdAzya i
will cover how to prevent an infection (a disease state resulting from the invasiol
growth of nmicrobes in the body). Understand the infection is a major safety and he
hazard and the goal is to protect patients, residents, visitors and staff from infec
Learn that healthcaréeams followcertain practices and procedures to prevent t
spread of infection (infection control). Study the body mechanics (means usin
body in an efficient and careful way) that involves good posture, balance and
your strongest and largest muscles foonk; fatigue, muscle strain and injury c
result from the improper use and positioning of the body during activity or rest. S
the importance of the principles of body mechanics while moving patient from be
wheelchair or wheelchair to belaintaininggood body alignment (posture) lets th
body move and function with strength and efficiency.
Standing, sitting, and lying down require good alignm&titidentswill learn how to
transfer a person to and from surfaces (bed, chair, wheelchair, toilet, or star
position) and how to prevent workelated injuries during moving and transf
procedures. Students will familiarize the Occupational Safety and H
Administration (OSHA) general guidelines on preventing weldted injuries such as
minimizing manual lifting in all cases, eliminating manual lifting, when possible al
as to safely move and transfer the persdie NursingAssistant will learn thathe
YydZNES FYRk2NJ KSFHfGKOFNS GSIFY gAff R
of helpneeded,and the number of staff needed, the procedure to use and equipn
needed.
Prerequisites: NAO4Introduction to Nursing Assistant Profession
Clock Hours: Lec 08 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours
NA 3 Personal Care SkiltsThis chapter focuses on how to assist patient/resident v
comfort. Age, illness, temperature, ventilation, noise, odors, and lighting are fa
that could affect comfort. Students will identify how to control temperatu
ventlai A2y > y2AaSs 2R2NARX FyR fA3IKGAY3
personal hygiene to achieve a good sleep; good hygiene helps relaxation and ing
circulation. Learn the importance of grooming such as hair care, shaving, nail ar
care; ircluding clean garments to prevent infection and promote comfort. Ider
types of uncomfortable personal hygiene such as body and breath odors, etc.
how to assist the patient/resident to perform grooming measures and prorn
independence. Observe ¢hresidents/patients that prefer to do it themselves a
check adaptive devices they use for grooming. The training will cover urinar
bowel elimination and careof Aidspatients Skills required in this area are also tau
with emphasis on maintaing patient dignity and preventing complication. Stude
will learn how to use andispose ofncontinent pads, catheters, urinals and bedpe
for patients. Assist the residentsdi A ghysitad i@eds on how to use commod
safely, giving enemas, monitor urine outpatc.
Prerequisite: NAO2 Safety, Prevention, and Emergency Procedures
Clock Hours: Lec 08 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours 12
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NA 4 Nutrition and Wellnesg Students will learn about specialized diets; therapeutic di
diabetic nutritional requirements and other diseagmcesseghat affect nutritional
YySSRaAX FYR FLILINRPLNAIFIGS FTSSRAY3 YSi
mental well being and function. A poor diet and poor eating habits increase the
for disease and infection, delay healing problems and could iserghe risk for
accidents and injuries. The Omnibus Budget Reconciliation Act of 1978 (OBR
requirements for food served in nursing centers. Doctors may order special diel
a nutritional deficiency or a disease. Nurse Assistants play an important rg
assisting patients/residentwith feeding as well as in taking vital signs to helg
assessment. Along with assessment, specimens/samples (urine, stool) colleg
done by Nurse Assistants to be tested to prevent, detect, to help in diagnosi
treatment. lliness, surgery, injuryam and aging can limit activitinactivity,whether
mild or seere, affects every body system. Nurse Assistant assists the nur
promoting exercise and activity in all persons to the extent possible. The woun
portal entry for microbes. Infection is a major threat. Wound care includes preve
infections andfurther injury to the wound and nearby tissues. The state and fac
may not allow Nurse Assistant to perform the procedure (wound care) however
important to have knowledge on how to prevent wound infection by observatio
wound dressing and pper notification to Nurses for any abnormalities.
Prerequisite: NAOGPersonal Care Skills
Clock Hours: Lec 08 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours 12

NA 5 Care of Cognitively Impaired ResideqtShe students will learn the disease proce
GKIFG tfSIFRa G2 f2aa 27F YSY2NE I mdetfspedfis
needs of individuals osafety andhygiene will be discussed. Students will learn
understand the diseases and appropriate care needed to maintain quality of i
patients. Recognize and understand basic human needs. Cultural and re
activities areexamined andhssist the aide to appreciate the vast differences that
be encounered in health and practices. This chapter explains the measures
promote oxygenation, enumerate the proper procedure on how to use the devic
administering oxygen. Disease, injury, birth defects, and surgery can affect
function. The goal isot improve abilities and function at the highest level
independence. Some adjust to a letggm disability. Some need home care or nurs
center care. Manypeopleneed both nursing and rehabilitation.

Understanding common health problems gives meaning to the required care
whole person has physical, social, psychological and spiritual parts. This ¢
expounds on the difference between confusion and dementia and how to assis
understand patiats/residents with mental health problems. Providing safety &
savinglife are the maingoalsin taking care of patients/residents. This chap
illustrates and demonstrates the proper performance of FIRST AlIDSGRIRNtswill
be trained to recognize @hencourage effective coping mechanisms. Discuss
explore the grieving process and how it affects the patient, family and the health
team. This chapter illustrates the dying process. Educate the Nurse Assistant @
to properly approach the dyingerson with care, kindness and respect.
Prerequisite: NAOZNutrition and Wellness

Clock Hours: Lec 10 cl hrs/ Lab 02 cl hrs/ Ext 00 cl hrs/Total Clock Hours 12
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NA 6 Clinical Externship Students must complete the required 40 clock hours of Clir
Externship. This chapter is designed to reinforce the theory and laboratory
learned in designated areas of the training. Students will be assigned to a N
Homeand demonstrate all the skills taught during lecture and laboratory exerc
¢tKS ¢SElFa 5SLINIYSyd 2F 1dzyky { SNIA
the externship site. Attendance is mandatory for clinical rotation schedules.
Prerequisite: NAO&Care of Cognitively Impaired Residents
Clock Hours: Lec 00 cl hrs/ Lab 00 cl hrs/ Ext 40 cl hrs/Total Clock Hours 40

Orthodontic Assishg

Table23: Synopsis dDrthodontic Assisting

Subject Content of the Subject Orthodontic Assistant Synopsis

OA 101 Oral and Dental Anatomy and What is Orthodonticgroduces the working
environment of orthodontic assistant. Student will learn the importance
names and functions of all the organs, parts of the mouth, and the medice
term of oral anatomy, and hoverthodontic assistant differs from dent:
assisting and the skills and traits required being a valued assistant. Stu
will familiarize themselves witthe names of other positions commonly four
AY Fy 2NIK2R2y(AaiQa 2FFAO0SO
Prerequisite: None
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12

OA 102 The Orthodontic Appliance This chapter introduces the basic orthodon
appliance partStudentsg A t £ f S Ny (GKS LJ NLa 3
and how they relate to each other.
Prerequisite: OA10¢4 Oral and Dental Anatomy and What is Orthodontics
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12

OA 103 Archwire Selection, Placement, and TerminagBtudents will learn the
purpose of Archwire and how it serves as the main source of force which n
the teeth.

Prerequisite: OA102 The Orthodontic Appliance
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12

OA 104 Headgears and Elagti¢he functionality and the difference between the ext
oral auxiliariegheadgears and intraral-auxiliariescelastics.
Prerequisite: OA108 Archwire Selection, Placement, and Termination
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12

OA 105 Secondary ApplianceCovers the difference between fixed amemovable
appliances; the difference between active and passive appliances; and ty
appliances.
Prerequisite: OA104 Headgears and Elastic
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
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OA 106 Application of Orthodontic AppliancE&amiliarize with separators or space
orthodontics bonds, and bonding or orthodontic appliances.
Prerequisite: OA10§ Secondary Appliance
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
OA 107 Removal and RetentionThis chaptecovers the removal of braces, retentio
and posttreatment procedures.
Prerequisite: OA106Application of Orthodontic Appliance
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
OA 108 Diagnostic Record€overs the diagnostic records, impressions,
registration, orthodontic »Rays (panoramic and cephalometric) a
photographic techniques, and digital record.
Prerequisite: OA107Removal and Retention
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
OA 109 Radiation and »Ray Safety Introduces the discovery ofbay and importance
of the Xray equipment in the practice. This chapter also covadiation
safety, handling the -xay cassette, and familiarizes the darkroom.
Prerequisite: OA108Diagnostic Records
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
OA 110 Orthodontic Models¢ Introducesdifferent types of models, how to pou
models, separate and trimming models, and alternative to standard s
models.
Prerequisite: OAl109Radiation and >Ray Safety
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
OA 111 Patient Management, Covers the chair, patient, and body positioning, &
physical interaction with patient. This includes checking the appliance. P
instruction with oral hygiene and appliance care, charting, and pal
communication.
Prerequisite: OA1100rthodontic Models
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12
OA 112 Infection Control in Orthodontics and Professionalism in Orthodongjc
Introduces infection control, disinfection and sterilization, protecting @
patient and us. Covers the expectation in the real world of orthodon
interview and resume, including professionalism in the office.
Prerequisite: OA11Patient Management
Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12

Patient Care Techniciékssistant (PCT/A)

Table24: Synopsis dPatient Care Technician/Assistant (PCT/A)

Subject Contents of Subject, Patient Care TechniciarssistantSynopsis
PCT 101 Medical Terminology Objectives Students will cover the Basic Medic
Terminology, Term Component, Root and Suffix, Prefix, Additional R
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Combining Vowels and Combining Forms. Anatomic Structures and
References, Symptomatic and Diagnostic Terms, Diagnostic Tests
Procedures. Operative and Therapeutic Term, Glossary of Prefixes, St
and Combining Forms, Abbreviations and Symkasisl Commonly Prescribe
Drugs.
Prerequisites: None
Clock Hours: Lec 06 cl hrs/ Lab 06 cl hrs/ Ext 00 cl hrs/Total Clock Hours

PCT 102 Phlebotomy ¢ Student demonstrate understanding on Anatomy of t
venipuncturesites from which the worker is authorized to access blood.
Students will demonstrate the following during venipuncture as standar
practice:

0 Infection preventioncontrol.

Perform standard precautions such as hand washing and wearing

sterile gloves

Use of alcohol prep pads for skin disinfection

Cleaning and disinfection of materials used on more than one pa

such as tourniquets and scissors

Proper disposal of sharps in biohazard receptacle

O« O

O¢ O«

O«

0 To protectpatients.
O LRSYGATe LI GASYlQa yIYS 0ST2N
0 Awareness of the policy especially in seeking help after a def

number of unsuccessful draws

l g NBySadaa AYLI ASRY AYyF2N¥SR O

Awareness on contraindication to blood draws including drawing
the same side after mastectomy or through infected or scarred tiss
Protection of the health worker

Hepatitis B immunization

Awareness ohighriskdevices and practices

Ability to state who and when to contact for support in the event
exposure to blood and body fluids

Avoidance of twehandled needle recapping

Placement and use of sharps container within reach

Appropriate use of personal protective equipment including gloves
Practice taking blood samples, including blood sampling and simu
blood sampling (capillary blood, arterial blood, venous blood f
adults and children according to responsibilities

Demonstrates special techniques such as:

Capillary puncture

Heel and fingepricks

Lancets

O¢ O«

O¢ O¢ O¢ O«

O¢ O« O¢ O«

O« O¢ O¢ O«
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O«

Capillary tubes (filter paper, capillary blood tubes, rapid test strips,
Large volume (bloodlettingaware that this must be done under dire
physician order and management)

Winged infusion set

Evacuated tubes

Laboratory practices, including type of samples, forms, labeling
transportation

O« O¢ O« O«

Prerequisite: PCTQMedical Terminology
Clock Hours: Lec 28 cl hrs/ Lab 20 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PCT 103 Introduction to Patient Care/Infection Control/Legal Issues/Human Anat
and Physiology and Brief Description of Medical Condition, Disease
Disorderg Student will learn the how to communicate to the patient and fan
in therapeutic manner. Activigs of daily living such us providing prog
grooming, giving patient a bathe, etc. will be demonstrate to the students
return demonstration by the student will be done after. Safety precautions
infection prevention are the most important ways togonote health.Infection
control refers to policies and procedures used to minimize the risk of sprez
infections, especially in hospitals and human or animal health care faci
The goal of infection control is to reduce the occurrence of infectious dise
Baderia or viruses or some other pathogens usually cause tliiseases
Infections contracted in hospitals are also called nosocomial infection
healthcareassociated infections (HAIs). Standard precautions
transmissioAbased precautios are the main fundamental principles
infection prevention.Standard Precautions represent the minimum infect
prevention measures that apply to all patient care, regardless of suspect
confirmed infection status of the patient, in any setting where healthcar
delivered. It includes: 1) hand hygiene, 2¢ a$ personal protective equipmer
(e.g., gloves, gowns, facemasks), depending on the anticipated expost
respiratory hygiene and cough etiquette, 4) safe injection practices, and 5
handling of potentially contaminated equipment or surfaces in the pat
environment. The categories of Transmissi®esed Precautions include:
Contact Precautions may it either be human to human contact, anims
human contact or skin contact with amfected surface, 2) Droplet Precautior
3) Airborne Precautions, (4) Vectargnimals that carry disease agents frc
one host to another. All facility staff are educated and trained by design
personnel regarding proper selection and use of PPE phoyaker useof PPE is
demonstrated in this course.
Anatomy and physiologgre the study of the structure and functions of boc
parts and how all the body parts work and carry out their-$ifistaining
activities. A brief description of medicabnditions diseases and disorders w
be discussed as well as the causes, risk factors and clinical signs and syn
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Prerequisites: PCT@2Phlebotomy
Clock Hours: Lec 12 cl hrs/ Lab 11 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PCT 104 Physical Assessment and Examination Patient Positioning and Bed M
Techniques and Range of Motion (R@QMhis course provides the studen
with the knowledge and skill necessary to perform a comprehensive h
assessment utilizing the skills of toiy taking, inspection, palpatior
percussion, and auscultation. Normal assessment findings, frequently
variations from normal and cultural differences are discussed. Demons
history-taking and interviewing skills necessary for comprehensive
collection. Analyze the importance of proper patient positioning primarily
patient comfort and to promote lung and cardiac function. Goals of pat
positioning are enumerated. Explain the different patient positions and ho
prevent skin breakdowrPrinciples oMaintaining good body alignment. Lea
the proper documentation using SOAP Notes. In this cotiiisemodule we
explore the anatomy and physiology underlying the vital signs scsthdents
will develop a systematic, integrated understamgliof how the body functions
Relevant body systems are reviewed including cardiovascular and respir
followed by explanations of how the function of these systeaffect vital
signs. We discuss normal ranges, normal variants, and the mechanism
underlie changes in the objective measurement of vital signs.
The course also includes demonstrations of appropriate techniques
measuring vital sign&valuaterange of motion. Enumerate the types of ran
of motion exercises and precautions for performing range of motion
patients with specific conditions. Explain the definition of therapeutic exerc
and enumerate the process in performing therapeutic exsss.
Prerequisite: PCTO& Introduction to Patient Care/Human Anatomy a
Physiology
Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PCT 105 Gait/Assistive Devices/Orthosis/Prosthesis/Transfer Techng8eudent will
define and understand the basic gait terminologies. Explain the ge
principles of Assistive Devices. Instructor demonstrates the different typ
weight bearing patterns wit assistive devicesperforms proper use of
crutches, canes, walkers and student will get to do return demonstration
Understand the advantages and disadvantages of using axillary crutches
forearm crutches and walkers. Discuss ascending staglscurbs, descendin
stairs and curbs. In this modulstudents will learn the functions of an
orthosis/prosthesis device. Discuss patient care for orthosis and prostf
Studentswill learn to demonstrate proper transfer techniques on depende
assisted and independerpatients Identify safety considerations, rend
assistance to fallepatients transferring patients are the highlights of th
module.
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Prerequisite: PCTGPhysical Assessment and Examination Patient Positic
and Bed Mobility Techniques and Range of Motion (ROM)
Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PCT 106 Wound care and Pressure Sores/Wheelchair Management and Patient
and Competency Skilts Discussion is focus on factors that causes pres
sores and its stages, define wound and phases of wound healing, tyg
wound debridement, skin care and preueg bed sores and application
dressings. In this module, types ofheelchairs and its componeni
measurements and proper use will also be discussed.
Students will learn and perform competency skills such as hand was
providing bed bath and back rubs, make an occupied bed, assist with rar
motion exercises, helping undressing and dressing patients, obtain and r
height and weight, assist witapplying and removing prosthesis/orthos
devices, assist in applying binders, bandages and Ted hose stockings
output measurement, collect urine and stool specimen, demonstrate peri
care, catheter care, use of gait belt and transfer belt dyiambulation, lifting
patient with the use of hoyer lift, assist patient in using bed pan, feeding
patients, administer foot care, perform denture care, mouth care and hand
nail care.
Prerequisite: PCT(G5Gait Devices/Transfer Techniques
Clock Hours: Lec 06 cl hrs/ Lab 06 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PCT 107 Special Topics Part-4L - Students will identify postural imbalance, defi
differentiate confusion and dementia, nutrition and meal. Learn to perfortake
and output measurement. Demonstrate the procedure of Ostomy care. lllus
draping techniques. Define and understand Aphasia and its types.
Describe how to handle unresponspatientsand perform provider/professional
level CPR and discuss cardiac emergencies and administer oxygen through
cannula to gpatientin respiratory distress. Identify and assist a patient with
obstructedairway and discuss cerebrovascular accidents and assist a patien
is in shock. Determine the appropriate action and documentation procedure
common office emergencies, such as fainting, poisoning, animal bites, insect
and asthma attacks. Bguss seizures and perform first aid proceddoes patient
having a seizure; discuss abdominal pain, sprains and strains, and fractur
perform first aid procedures for a patient with a fracture of the wrist. Discuss b
and tissue injuries, and control of a hemorrhagic wound, nosebleeds,
injuries, foreign bodies in the eye, heat and cold injuries, dehydration, and dia
emergencies; also perform first aid procedures to a patient withkligbetic
emergency Apply patient education concepts to medical emergencies and dis
the legal ancethical concerns arising fromedicalemergencies.
Students will demonstrate discharge and transfepatients Students will be able
to identify all Levels of Need. Demonstrate understanding in and End of Life
Demonstrate management of Fall in Elderly. Demonstrate Relaxation Exe
Students will do the following:
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Explain gait belt and its uses

Demonstrate breathing exercises

Demonstrate understanding in therapeutic services

Demonstrate understanding Psychological and Personality Disorders

Understand Death and Dying

Demonstrate understanding on Restraints and Incident Reports

Demonstrate understanding Safety Data Sheets (SDS)

Therapeutic communication

Prerequisite: PCTO6Wound care and Pressure Sores/Wheelchair Managen

Medical Office Administrative Functions

Clock Hours: Lec 12 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours 24
PCT 108 Ectroencephalogram¢ This module will take the students through th

fundamentals of ECGs, including:

Understandbasic cardiac anatomy amysiology

Interpret and understand cardiac rhythms

Identify components of the ECG waveform

Evaluate and analyze ECG rhythm strips

Recognize common ECG dysrhythmias

Understand the common causes

Consequences and patient management strategies for ECG dysrhythmias

Prerequisite: PCTQ7Special Topics Part4l

Clock Hours: Lec 24 cl hrs/ Lab 24 cl hrs/ Ext 00 cl hrs/Total Clock Hours 48

Prerequisite: OA107Removal and Retention

Clock Hours: Lec 03 cl hrs/ Lab 09 cl hrs/ Total Clock Hours 12

Pharmacy Technician
Table25: Synopsis d?harmacy Technician

Subject Contents of Subject Pharmacy Technician Synopsis

PhT 101 Introduction and Fundamentals of Pharmacologptroductory course that
gives an overview of the pharmadyS OKy A OA I y Qa NRf S
opportunities open to certified pharmacy technicians. Topics discussed in
the pharmacistechnicians relationship, pharmacy ethics, and effec
patient communication, brief history of healthcare and pharynaad hospita
organizations and department functions.
Prerequisite: None
Clock Hours: Lecture 06 hours/ Lab 0 hour/ Total 06

PhT 102 Pharmacy Law and EthicsLegal aspectsof pharmacy practice will b
discussed including accountability, the Food and Drug Administration
Controlled Substance Act, Poisdtrevention Act Act, OBRA and HIP/
regulations. Students will be able to identify the professions that may pres
medications and appropriate or inappropriate limitations.
Prerequisite: PhT-lintroduction and Fundamentals of Pharmacology
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Clock Hours: Lecture 06 hours/ Lab 03 hours/ Total 09

PhT 103 Anatomy & Physiology Overall objective of this module is to acqu
knowledge of the anatomy and physiology of the human body. Include
overview of the diseases related to each anatomical system.
Prerequisite: PhT{IPharmacy Law and Ethics
Clock Hours: Lecture 18 hours/ Lab 00 hours/ Total 18 hours

PhT 104 Medical & Pharmaceutical Terminolagyhis module is designed to provic
the student with an understanding of the medical language utilized
healthcare professionals. These words relate to the body systems, anatg
structures, medical diagnosis and pealures. Studies ofmedical and
pharmaceutical words are parts used to build medical and pharmacel
terms. Common abbreviations used in prescription and medical or
included.
Prerequisite: PhT HIAnatomy & Physiology
Clock Hours: Lecture 01 hour/ Lab 01 hour/ Total 02 hours

PhT 105 Pharmacologytl This course wilacquaint the student with the medicatio
distribution systems used in retail and hospital pharmacies, including indiv
prescription, floor stock distribution, unit dose system, compounding
mixture and quality assurance. Students will review mathécad apothecary
and metric systems, calculate dosages and learn to use drug refe
materials. Students will demonstrate knowledge found on stock bottle la
and how to use it.
Prerequisite: PhT WAsepsis & Infection Control
Clock Hours: Lecture 07 hours/ Lab 09 hours/ Total 16

PhT 106 Drug ClassificatianThis course is a study of the basic understanding
pharmacology. It gives the foundation knowledge about drugs by learnin
names of many prohibited and prescribed drugs; including diseases
diagnosis or disorders associateditwihe use of these drugs. Prescriptit
containers and closures addressed including the requirements for using
resistant containers.
Prerequisite: PhT MPharmacology |
Clock Hours: Lecture 08 hours/ Lab 08 hours/ Total 16

PhT 107 Pharmaceutical Compoundingrhis course is the study of the concepts &
design, preparation, use and evaluation of solid and ssohd dosage forms
Specific topics include powders, tablets, capsules, coated dosage f
suspensions, emulsions, magmae)|sg lotions, ointments, creams, paste
suppositories, transdermal systems, sustained release products and nove
delivery systems.
Prerequisite: PhT VADrug Classification
Clock Hours: Lecture 03 hours/ Lab 05 hours/ Total 08

PhT 108 Pharmacology tlA study of human disease processes and ratic
pharmacotherapeutics relating to fluids and nutrients, the body syste
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antimicrobial therapy and chemotherapy. Emphasis is placed on
indications, contraindications, and mechanism of action, side effects, dc
and methods of administration.
Discussions include how these principles can be utilizetianmacypractice.
Prerequisite: PhT VHPharmaceutical Compounding
Clock Hours: Lecture 04 hours/ Lab 12 hours/ Total 16

PhT 109 Non-Prescription Drugs This course reviews the categories of the otrex
counter medications, explains the types and procedures of home monitc
equipment and provides guidelines for patient counseling. Durable
surgical/nondurable medical productare explained. The broad concept
wellness, home remedies and the ndraditional options are highlighted.
Prerequisite: PhT IXPharmacology Il
Clock Hours: Lecture 04 hours/ Lab 08 hours/ Total 12

PhT 110 Drug Information ResearchThis course includes the discussion of the concept
obtaining pertinent information and data collection including the patient med
record, patient interviews, and new HIPAA confidentiality issues, prescribed dru
interviews, literature resources, and problem solving. Students déthonstrate
proficiency in prescription requirements (i.e., phone orders, controlled substar
facsimile, transfer, etc.).
Prerequisite: PhT-Non-Prescription Drugs
Clock Hours: Lecture 02 hours/ Lab 05 hours/ Total 07

PhT 111 Pharmacy ManagementThis course includes discussion of pharm
functions related to drug purchasing, inventory control recalls @atdrns and
maintaining transaction records. This class explores retail functions su
merchandising.
Prerequisite: PhT XDrug Information Research
Clock Hours: Lecture 05 hours/ Lab 03 hour/ Total 08

PhT 112 Computers in the PharmactyThis course will enable the student to have t
basic understanding of pharmacy computer systems.
Prerequisite: PhTPharmacy Management
Clock Hours: XIlI Lecture 00 hours/ Lab 04 hours/ Total 04

PhT 113 Career Development This course is designed to assist the student in res
development, software skills, interviewing strategies and decisiaking
skills to assist the student in obtaining employment. Optional externships
encouraged to offer the stlent the opportunity for realife experience.
Prerequisite: PhT XHComputers in the Pharmacy
Clock Hours: Lecture 05 hours/ Lab 04 hours/ Total 09

PhT 114 Certification Exam ReviewThis workshop is designed to offer the stude
specific and preparation (review) for the National Healthcareer Associe
ExCPT and the PTCB certification exam. Emphasis willthsksfor mastery.
Prerequisite: Career Development
Clock Hours: PhT XIV/ Lecture 00 hours /Lab 05 hours/ Total 05
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SolarEnergy Technician
Table26: Synopsis dbolar Energy Technician

Subject Contents of Subject: Electrical Fundamentals Synopsis

PV 101 PV Fundamentalg This course introduces students to a career in the s
industry. Students will gain an overview of the state of the Photovoltaic me
and career opportunities. Students will learn essential PV fundamentals
will gain a solid undatanding of various components, system architectut
and applications for PV systems Topic include site analysis, system sizing
configuration, and performance estimation; electrical design characteri
such as wiring, overcurrent protection, argtounding; a detailed look &
module and inverter specifications and characteristics; mounting method
various roof structures and ground mounts; and an introduction to safely
effectively commissioning grdiirect PV systems. This course focusegrid
direct PV systems, the largest and fastest growing segment of thedBstry
but covers material critical to understanding all types of PV systems. Thes
02y OSLIia I NB S mpderbrIPR codrsés, whith foclisLn®
specificallyon systemtypes, applications and design methodologies.
Prerequisites: None
Clock Hours: Lec 15 cl hrs/ Lab 05 cl hrs/ Ext 00 cl hrs/Total Clock Hours

PV 102 PV System DesignThe student will apply the principles of solar energy,
analysis, cost vs. payback, sizing, energy audit, and to Design PV rooftc
ground mount systems. Students will receive advanced instruction in
National Electrical Codeequirements, design parameters, and best des
practices applicable to all types and sizes of PV installations. Detailed les
address requirements for disconnects, overcurrent protection, and wire si
interconnection requirements and calculations; grounding, gretmdts, and
surge protection; calculations for system sizing, inverter selection,
electrical configurationt.abs will focus on using the latest online tools to as
in designing systems.
Prerequisites: PV10PV Fundamentals
Clock Hours: Lec 15 cl hrs/ Lab 05 cl hrs/ Ext 00 cl hrs/Total Clock Hours

PV 103 PV Grid Tie System3his course will give the studeradvancednstruction in
Grid Tied PV solar systems. Students will learn about current solar collé¢
and conversion equipment, and how to size gretl systems and to insta
these systems for maximum performance for both roof top and ground m
applications.Students will layout and orient these systems using stanc
industry tools such as a solar pdthder. Students will be introduced to bas
electrical concepts, conduit bending, wiring amdof attachments anc
penetrations. Students will be introduced to National Electrical Code (NEC
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will learn how it relates to PV solar in the United Stagisdentswill start their
student led PV solar projeathere they will design, procure, manage, a
install a PV solar power plant.
Prerequisiteg PV102 PV System Design
Clock Hours: Lec 15 cl hrs/ Lab 05 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PV 104 Stand Alone SystengsThis course builds on concepts learned earlier in PV
Grid Tied Solar Systems, this course expands upon the use of photo
commercial and utility scale systems. Topics included are troubleshootin
maintenance practices asell as battery backip and oftgrid applications
Solar StanéAlone Systems exposes the student to additional labs having
with panel racking and installation and testing. Sizing systems with bg
storage and usage calculations for-gfid appli@ations will be part of the
course.
Prerequisite: PV103PV Grid Tie Systems
Clock Hours: Lec 15 cl hrs/ Lab 05 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PV 105 PV Construction Project Managemeanthis course will introduce the stude
to PV solar construction project manageme8tudentswill go beyond just P
system installation and learn the world of PV construction pro
management. Students will learn Cost, Time, Scope, and Quality manage
Students will learn the project management fundamentals, including s
construction tecimiques, terminology and construction materials in det
Students will learn project planning, scheduling, management, arsdold.
Prerequisite: PV104Stand Alone Systems
Clock Hours: Lec 15 cl hrs/ Lab 05 cl hrs/ Ext 00 cl hrs/Total Clock Hours
PV 106 PV System Interconnection, Code, Compliance, Commission, Testin
Inspections; Students will learn PV system interconnection code requirem
and complianceStudentswill learn all thetestsand inspectionsequired for
the interconnection of a PV solar system, for both roof top and ground m
systems. The course will reinforce the National Electrical Code (NEC 69C
Students will learn Permitting and sample forms from local jurisdictions w
explored.
Prerequisite: PV105PV Construction Project Management
Clock Hours: Lec 15 cl hrs/ Lab 05 cl hrs/ Ext 00 cl hrs/Total Clock Hours

Construction ElectriciaRrogram

Table27: Synopsis dfonstruction Electrician Program

\ Subject Contents of Subject: Construction Electrician (ELEC 201)
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ELEC 101 Electrical FundamentalsThis course introduces students to careers in
electrical trade. Students will learn the necessary terms, mathemat
equations, circuitry, and navigation of the National Electrical Code (NEC)
Academic topics of study include electrical symbols, alternating current
RANBOG OdzZNNByidG o665/ 0% OANDdzZAG RAL
reading blueprints. In the lab portion of the course, students will learn ha
on about using the per tools and methods of using tools safely. Safet
the primary goal in the labs.

Prerequisites: None
Clock Hours: Lec 60 cl hrs/ Lab 20 cl hrs/ Ext 00 cl hrs/Total Clock Hours

ELEC 102 The residential wiring module will build upon the fundamentals course.
an understanding of the concepts in electrical theory, the students will k
on that knowledge with a focus in residential electrical work. Specifically
module will familigize students with the rules and standards of residen
electrical construction such as ground fault circuit interrupters, arc fault ci
interrupters, reading prints, using a meter, and mandatory resider
requirements. Labs in this section inctuesidential wiring practices, meter
lights, groundings, and remodel.

Prerequisites: ELEC 101
Clock Hours: Lec 45 cl hrs/ Lab 25 cl hrs/ Ext 00 cl hrs/Total Clock Hours

ELEC 103 Elect 103 will focus on the commercial aspects of the electrical trade. Tog
this module will include grounding and bonding, wiring, underground cond
working space, print reading, automation, conduit bending, and safety.
associated with thismodule include conduit bending, wire pulling, dev
terminations, pipe racks, and triout.

Prerequisiteg EL102Residential wiring
Clock Hours: Lec 90 cl hrs/ Lab 50 cl hrs/ Ext 00 cl hrs/Total Clock Hours

ELEC 104 For the fourth module of the course, the student will learn about indus
electrical applications, as well as specialty areas like swimming pool
systems, and generators. This module will also cover motors and n
controls, since these systems anere typically a part of industrial applicatior
than residential and commercial. In this section, the NEC will focus on the
specific sections of the codebook to familiarize the students with other asy
of the electrical field. Hands on work inishmodule will focus on condu
running, complex switching, lighting types, dual voltage motors, and PNIL
Prerequisite: ELEC 103, Commercial Wiring
Clock Hours: Lec 90 cl hrs/ Lab 40 cl hrs/ Ext 00 cl hrs/Total Clock Hours

ELEC 105 In the final module of the Construction Electrician Certification, students
learn how to run a job site, manage material -tayt prints, directing personne
resources, preparing for inspections, RFIs, and the importance of sche
and labor managementBy completing this segment of the program, stude
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will understand how the job site functions and how to turn in jobs on time
budget, and without the need for excessive service calls. There will be a s
which deals solely with construction management and types of contr
Upon completion of the&ourse students will be able to safely, confidently, &
productively enter the electrical construction workforce.

Prerequisite: PV104Stand Alone Systems

Clock Hours: Lec 45 cl hrs/ Lab 25 cl hrs/ Ext 00 cl hrs/Total Clock Hours

RW 101 SAFETY AND THEORResidential workplace safety. Electrical hazards asgbc
electricalork, purpose of NFPA 70E Standard for Electrical Safety in the workp
of OSHA and its examples that apply to various general and electrical s:
associated with residential wiring, personal protective used by residestiakelee
safety practices pertaining to general and electrical safety, safety data she
various classes of fires, types of extinguishers used and the fire triangle.
Prerequisite: None
Clock Hours: Lecture 20 hours/ Lab 00 hours/ Total Hours 20

RW 102 Preparing and Planning a Residential Wiriiiidahodule is designed to shuments
howto apply common safety practices; how to use materials, tools and testin
and howio read and understand residential building plans. Determine the req
branch circujtieeder circuits and service entrances are also covered in this mo
Prerequisite: RW 1(Bafety and Theory
Clock Hours: Lecture 10 hours/ Lab 10 hours/ Total 20 hours

RW 103 Service Entrances & Equipment and Residential Electrical Sylstdineeanight
includes material on how to install the necessary equipment to g@ive kefttnins
electric utility to the dwelling unit and demonstration on how to inbtateslectical
cable or raceway according to the electrical circuit requirementsaaiegtiateof
wiringnethods, conductor types and electrical boxes for a residential electrical
roughkn, demonstratiohNEC general requirements for the following: resideintial
wiringfor wiringnethods used inidestial rough wiring and for conductors used in
residential rough in wiring.

Prerequisite: Preparing and Planning a Residential Wiring Job
Clock Hours: Lecture 20 hours/ Lab 30 hours/ Total 50 hours

RW 104 Residential Electrical SystemOiutiiin Installation of all the switches, receadle
luminaireglighting fixtures) throughout the house. Students will learn commc
lighting fixtureerminology and the four different lamp types used in reside
applications: incandescent, LED, fluorescentiatehbityhdischarge, selecting a lig
fixture fom specificesidential living area, installation of common residential light
Installationf ceilinguspended paddlenpaare also covered and demonstrated
subject.

Prerequisite: Service Entrances & Equipment and Residential Electrical Systet
RougHn Clock Hours: Lecture 20 hours/ Lab 30 hours/Total 50 hours
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RW 105 Maintaining and Troubleshooting A Residential Electrical Wiring System
Explains how to test each circuit to make sure they are installed accor
requirements aate in proper working order. The contents also show how to t
andcorrect problentsensure a satisfied customer. The module also covers the n
every electriciahould know so that the home they are wiring has tHe-daistanul
efficient greaectrical system possible.
Prerequisite: Residential Electrical Syst€utTrim
Clock Hours: Lecture 10 hours/ Lab 10/ Total 20 hours

Comprehensive Dental Assisj

Table28: Synopsis adEomprehensive Dental Assisting

Subject Contents of Subject: Comprehensive Dental Assistaghopsis

CDA 101 The Dental Assistant Profession (8 hours of lecture and 8 hours of labore
Students will learn how to pronounce, spell, identify, and define terms related tg
dental assisting profession.
Students will learn the role gfrofessional dental assistants in dental office facilit
and the application of standard of care under the Dental Practice Act through pe
processing, chairside assisting, risk management, guidelines for informed co
LI GASYy (G aQ NBHeyNdelimes foy dhdrtiomiR dnyied for clinical reco
reporting child abuse and neglect, regulatory, credentialing, and profess
organizations. (No Prerequisite)
Clock Hours: Lec 10 cl hrs/ Lab 10 cl hrs/ Ext 00 cl hrs/Total Clock Hours

CDA 102 Sciences in Dentistry (16 hours of lecture and 16 hours of laboratory): Studen
learn how to pronounce, spell, identify, define, and locate structures and functio
the human body through class discussions and demonstrations with special em
on general anatomy, oral anatomy, and dental nomenclature as an important p
the practice of dentistry. (Prerequisite CDA 101)
Clock Hours: Lec 14 cl hrs/ Lab 06 cl hrs/ Ext 00 cl hrs/Total Clock Hours

CDA 103 Oral Health Preservation and the Prevention of Dental Disease (16 hours of |
and 16 hours of laboratory): Students will learn how to pronounce, spell, identify,
define terms related to oral health preservation and prevention of dental dise
through class discussions and demonstrations. They will also learn the importa
good oral health in relation to general health; the dental disease process and h
prevent it. They will be required to do a presentation on how the two most com
dental diseaseprocessessuch as dental caries amqriodontitis, takes place. The
will demonstrate good oral hygiene practices such as proper brushing and flg
technique to be able to perform oral hygiene instructions (OHI) to educate pat
and perform topical fluoride application which is an essential dutyaodental
assistant. (Prerequisite CDA 102)
Clock Hours: Lec 15 cl hrs/ Lab 25 cl hrs/ Ext 00 cl hrs/Total Clock Hours

CDA 104 Infection Prevention in Dentistry (16 hours of lecture and 16 hours of laborat
Students will learn how to pronounce, spell, identify, and define terms relate
microbiology, disease transmission, and infection control. The significant role
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dental assistant in disease control in the dental office as required by the Occupa
Safety and Health Administration (OSHA) and Center for Disease Contrg
Prevention (CDC) will be thoroughly discussed and demonstrated.
Students will be required and graded to simulate proper infection control protg
(Prerequisite CDA 103)
Clock Hours: Lec 10 cl hrs/ Lab 10 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 105 Occupational Health and Safety (8 hours of lecture and 8 hours of labora
Students will learn how to pronounce, spell, identify, and define terms relate
occupational health andafety. They will also learn the roles and responsibilitie
the various agencies and how they affect the dental office. Students will learn h
handle chemicals safely, how to identify correctly dispose of waste materials, an
it is important tomaintain the dental unit waterlines. In addition, students will le:
how to protect themselves against workplace injuries. Injuries commonly assoc
with the clinical practice of dental assisting include headaches; back, nec
shoulder pain; and dier musculoskeletal disorders. (Prerequisite CDA 104)
Clock Hours: Lec 10 cl hrs/ Lab 10 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 106 Patient Information and Assessment (16 hours of lecture and 16 hours of labora
Students will learn how to pronounce, spell, identify, and define terms relate
patient information and assessment. They will have background knowledge anc
toasiAald GKS RSydGAad Ay lFaaSaaiy3a I+ U
This includes diagnostic information, working with medically compromisgignts
or assisting the team in a medical emergency, students will be able to understan
value of being a member of the dental team. They will perform paperwork and d
65SYGNRAED OKFENIAYy3I 2F LI GASYyGQa YSR
Studentsmust demonstrate the correct transfer of a wheelchbiound patient; aid
the dentist in providing treatment; serve as a source of information for the pat
and the family; and make the patient more comfortable and reduce their anxie
well. (Prerequisit€CDA 105)
Clock Hours: Lec 08 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 107 Foundation of Clinical Dentistry (16 hours of lecture and 16 hours of labora
Students will learn how to pronounce, spell, identify, and define terms relatekletd
foundation of clinical dentistry. They will learn the dental office layout, how clin
skills are performed, how dental care is delivered, the specific instruments
supplies used in most general dental procedures, and the importance of pa
comfort during detal treatment with the use of moisture control, as well
anesthesia and gin control methods. Students are required and tested to pref
the dental treatment area for patient care; chairside assistance; instrume
materials, and equipment identification; and setting up and breaking down
operative room. (Prerequisite C1A6)
Clock Hours: Lec 20 cl hrs/ Lab 40 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 108 Radiographic Imaging (16 hours of lecture and 16 hours of laboratory): Studen
learn how to pronounce, spell, identify, and define terms to dental radiography.
students will learn how to use-radiation to produce diagnostiquality images with
minimal exposure, manageatients maintain proper infection control, legalities
dental radiography, and follow radiation safety procedures. They will also lear
basic principles and techniques for fimased and digital imaging. Students will
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required to perform, demonstrate and get tested to identify the instrumer
materials, and equipment necessary for intraoral dental radiography as well as t(
manual and digital xays on a manikin and live patients, and transfer the dig
imagestd Sy G2 LI GASydiQa NBO2NR 2y 5S8yi
Clock Hours: Lec 20 cl hrs/ Lab 40 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 109 Dental Materials (16 hours of lecture and 16 hours of laboratory): Students will
how to pronounce, spell, identify, and define terms related to dental mater
Students will have a level of background knowledge and skills necessary to b
compeent with dental materials used
today in the clinical setting. They will be required to perform, demonstrate, anc
tested to identify the instruments, materials, and manipulation of materials suc
resin and amalgam materials, placement and removal of gingival retraction
mixing cements and bases for cavity and crown preparations, alginate impres
and prepare acrylic for provisional coverage. (Prerequisite CDA 108)
Clock Hours: Lec 10 cl hrs/ Lab 30 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 110 Assisting in Comprehensive Dental Care (80 hours of lecture and 112 ho
laboratory): Students will learn how to pronounce, spell, identify, and define te
related to assisting in comprehensive dental care. They witirbeided witha level
of knowledge and skill that will prepare them for clinical dentistry. They wil
required to demonstrate clinical competency in the general and specialized are
dentistry. They will also be prepared for graduation, taking the Texas Statd Bb
Dental Exminers (TSBDE) and Dental Assisting National Board, Inc. (DANB)
and a career in dental assisting. (Prerequisite CDA 109)
Clock Hours: Lec 80 cl hrs/ Lab 40 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 111 Dental Administration and Communication Skills (16 hours of lecture and 16 ho
laboratory): Students will learn how to pronounce, spell, identify, and define te
related to dental administration and communication skills. They will have an ove
of how human relations play an important role when working and communice
with colleagues and patients. In addition, they will learn the communication met
used in dental setting, technology déntal practice, manage the financial aspects
a pradice including inventory, and marketing their personal skills for lifelong learr
Students will demonstrateeffective communicationskills as part of their clinica
performance; prepare a professional resume and practice appointment schec
and insurance protocol on Dentrix. (Prerequisite CDA 110)
Clock Hours: Lec 10 cl hrs/ Lab 30 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CDA 112 Externship (120 hours of clinical externship): Students are required to perforn
finish clinical externship to complete the program. Clinical externship is
FLILJX AOF A2y 2F (y2e6ftSR3IS +yR ailAaftft
externship onsists of 48 consecutive weeks and 2800 hours per week with a tote
of 120 hours. Externship hours must begin the week after classroom lecture
laboratory work has been completed. Special circumstances musiebesd upwith
school Students partipating in externship and clinical training work are under
supervision of a qualified assigned preceptor, as determined by school facu
participating sites, and under the general supervision of school director
SEGSNYEAKALI &A S as evaludmdSoyISupendsdidp peréoiinel ¢
SOl fdzZ GA2ya FNB LI OSR Ay GKS &0dzR¢
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guidelines and requirements for each program may be obtained from the S
Director.

Clock Hours: Lec 00 cl hrs/ Lab 00 cl hrs/ Ext 120 cl hrs/Total Clock Hour

Comprehensive Medical BillidggCodingSpecialist

Table29: Synopsis adomprehensive Medical Billing & Coding Specialist

Subject

CMBCGMAA
101

CMBGMAA
102

CMBGMAA
103

CMBGMAA
104

CMBCGEHR
105

Contents of Subject: Comprehensive Medical Coding and Billing Synopsis
Students will learn about the typical job description for an eményel medical
assistant and will differentiate between scope of practice and standards of care
medical administrative assistants. They will also learn about professional medic
assistancerganizations. Discuss important factors about therapeutic
communication across the life span. Recognize communication barriers. Will lez
the teaching objectives and be introduced to the courses teaching materials. Le
the components of the Healtlnsurance Portability and Accountability Act (HIPAA
Prerequisites: None
Clock Hours: Lec 20 cl hrs/ Lab 00 cl hrs/ Ext 00 cl hrs/Total Clock Hours
Students will compose professional business letters and emails. They will
demonstrate professional telephone techniques and learn how to take triage ph
calls and take messages. They will schedule patient appointments and register
patients. They willearn the administrative and clinical closing responsibilities
performed by the medical assistant. Students will distinguish between an EHR ¢
9awd ¢KSe& gAff LRSYGATe GKS YSRAOIf
management in an ambulatgrcare setting.

Prerequisites: MBMAA-101

Clock Hours: Lec 10 cl hrs/ Lab 10 cl hrs/ Ext 00 cl hrs/Total Clock Hours
Discuss payment at the time of service and provide examples of displaying sen
when requesting payment at the time of service. Review policies and procedure
collecting outstanding balances on patient accounts. Describe types of adjustm
madeto patient accounts including insufficient funds checks. Understand the
purpose of bank account reconciliation for auditing purposes.

Prerequisites: MB&MAA-102

Clock Hours: Lec 08 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours
Describe patient safety factors in the medical office environment. Discuss the
requirements for proper disposal of hazardous materials. Demonstrate telephon
screening technigues and documentation guidelines for ambulatory care
emergencies. List some commearly mistakes of which a new employee should
aware. Discuss how to be an effective employee and how to deal with supervisc
Discuss how to pursue a raise and how to leave a job amicably.

Prerequisites: MBMAA-103

Clock Hours: Lec 08 cl hrs/ Lab 08 cl hrs/ Ext 00 cl hrs/Total Clock Hours
Become familiar with the content of a typical Electronic Health Record (EHR). D
ownership of the health record and who documents within the health record. De
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practice management software and explain how it is used with the EHR system
Understand how to view and submit assignments in SimChart for the Medical O
Create new patient records in SimChart for the Medical Office. Discuss access
protected healthA Y F2 N A2y S Ay Of dzZRAYy 3 6K2 K
dzy RSNJ 6 KI i OANDdzraidl yoSaed 520dzySyi
histories into the EHR. Post charges, payments, and adjustments to a patient le
Describe the three wapyof storing Personal Health Record (PHR) data and outlin
the advantages and drawbacks of each.
Prerequisites: None
Clock Hours: Lec 20 cl hrs/ Lab 20 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CMBCGEHR Understand the derivation of healthcare terms. Use the rules given to build and
106 healthcare terms and also change singular terms to their plural form. Recognize
use terms associated with positional and directional vocabulary. Recognize and
terms related to the anatomy and physiology of different body systems.
Prerequisites: None
Clock Hours: Lec 80 cl hrs/ Lab 00 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CMBC 107 Identify the structure and format of the IGID-CM, CPT and HCPOS8scribe how to
use the Alphabetic Index and Tabular List. Explain how to abstract the diagnost
a0l GSYSyd FNRBY | LI GASyGQa KSIFfGdK N
the appropriate code (or codes) and code ranges. Classify the siedtfferctions of
the CPT code set. Discuss special reports and explain the importance of modifi
assigning CPT codes. Review various conventions in the CPT code set. Review
guidelines to assign the most accurate code. Review medical codinglethic
standards.
Prerequisites: CMB001
Clock Hours: Lec 70 cl hrs/ Lab 70 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CMBC 108 Discuss the purpose of health insurance and explain the health insurance contr
between the patient and the health plan. Explain the importance of verifying
eligibility andbeingable to verify eligibility of services. Identify steps for filing a
third-party claim. Explain how to submit health insurance claims, including elect
claims to various thirgbarty payers. Complete an insurance claim form. Differenti
between fraudand abuse. Discuss the effects of upcoding and down coding. Re
and readan Explanation of Benefits. Describe the process for preauthorization a
how to obtain preauthorization including documentation. List and discuss variou
governmentsponsored plans.
Prerequisites: CMB@02
Clock Hours: Lec 48 cl hrs/ Lab 40 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CMBC 109 Discuss traditional job search methods. Discuss the three types of resume form
and describe how to prepare a chronologic resume and cover letter. Discuss hg
complete an online job application and various life skills needed in the workplac
Prerequisites: CMB@03
Clock Hours: Lec 06 cl hrs/ Lab 06 cl hrs/ Ext 00 cl hrs/Total Clock Hours
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Substation TechnianProgram

Table30: Synopsis dBubstation Technician Program

Subject Contents of Subject: Comprehensive Medical Coding and Billing Synopsis

STP 101 This introductory section will demonstrate basic terms and introduce power del
systems, math, and safety. This basis is crucidl ford G dzbifity/tdi jGlriithe work
force asa skilledtechnician.
Within this module, students will be introduced tbe importanceof electricity,
history of power delivery and key agencies and organizations. A basic overv
electrical systems for generation, transmission, distribution, and substations w
provided. This section will also introduce safety for personnel andipesent,
hazards, safety culture and accident reviews. The concept of rigging for safe hg
will be introduced and practiced in practical labhvironments Each module of thi
course inaides immersion with NESC, specific to the curriculum which is
developed in that module. Lab exercises included in this module will include
identification, material identification, safety, situational awareness, and surround
Prerequisites: None
Clock Hours: Lec 80 cl hrs/ Lab 00 cl hrs/ Ext 00 cl hrs/Total Clock Hours

STP 102 The overview and equipment module will focus on a detailed overview of
substations are and equipment and components inside the substations
Each piece of equipment and component will be explained in greater detail (brez
disconnects and switches, conductors and bus, transformers, and instru
transformers). System functionality and implications will be introduced
explained. Studentsiill become learned on the history, development, and pract
applications of each component. Also, roles of each component will be presente
explained as also effects to the power delivery system. Safety in this modul
center around safety meetgs, public safety, communications, and accidents rev
Labs will include spending time around the equipment and practically assessing
parts and their physical condition.
This module is 6 weeks course.
Prerequisites: STEO1
Clock Hours: Lec 120 cl hrs/ Lab 00 cl hrs/ Ext 00 cl hrs/Total Clock Hout

STP 103 This module will concentrate on design and construction of substations. It will pr
comprehensive overview of NESC and applications of it, design, and eleme
consider prior to entering the industry and construction methods
In this section students will be trained on different aspects and phases in design
substations, requirements taken in consideration for location and type of substa
to be built. Different types of substations will also be presented (BgSte-down,
Generation, switchyards). Differentiation per type (AIS vs GIS) will be presente
explained. Students will become educated on different construction methods for
part of construction process necessary (civil and grading, underground atista)!
steel installation, equipment installation, bus, and welding). Equipment usage w
explained for boom lifts, bucket trucks, excavators. Safety will accent prote
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arrangements in supply stations, rules for employees, grounding methods and
during construction for equipment, and special conditions. Lab in this module
include practical installation of critical station components (steel structu
equipment,grounding).
This module is 6 weeks course.
Prerequisites: STE02
Clock Hours: Lec 60 cl hrs/ Lab 60 cl hrs/ Ext 00 cl hrs/Total Clock Hours
STP 104 This module will concentrate on the substation as part of electrical system opera
and all relevant factors for system function.
Students will be introduced to substation communication systems for substz
operations, communication systems, system automation, systems protection
relays. System operations and requiremeifds equipment and personnel will b
introduced. Substation special elements from a power quality perspective wi
explained along with system protection systems (reporting and monitoring sy
reliability). Other elements of this module will include hsafety audits, FR clothin
and bloodborne pathogendfact personnel and surroundings, and the testing ba
and procedures of transformers. Labs in this module will include video of sy
operations centers and lectures from system operators.
Prerequisites: STEO3
Clock Hours: Lec 30 cl hrs/ Lab 30 cl hrs/ Ext 00 cl hrs/Total Clock Hours
STP 105 The final module will bring all previous modules together and offer perspective
insight into what electrical contractors are looking for and impaxtshe electrical
utility industry. This module will cover other related professions such
Commissioning & Testing, Safety, System Operators and Metering.
The las module will also provide insighio what electrical contractors are expectir
from future management positions and how individual productivity reflects
O2YyUNI Ol2NEQ LISNF2NXIYyOSd ¢KS 0O2yO0Sf
productivity, and quality parameters will be coveredatidition, critical scheduling @
2dzi 1 3Sa GAff 0S LINBASYGSR FYyR K2g
Emergency management for storm repairs or other catastrophic events wi
explained along with howritically important precautions are, along with the rg
safety has in those situations. Labs in this module will consist of lectures from In
experts with real life presentations and discussions.
Prerequisites: STE04
Clock Hours: Lec 60 cl hrs/ Lab 00 cl hrs/ Ext 00 cl hrs/Total Clock Hours

Comprehensive Patient Care Technician/Assistant

Table31: Synopsis adomprehensive Patient Carechnician/Assistant

Subject Contents of Subject: Comprehensive Patient Care Technician/Assistant Synops
CPCT 101 Upon Completion of this course, the student will learn to:
1. Describe the types of patient specimen that are analyzed in the cli
laboratory
2.55a0NAO0S (KS LXKfESoz2i2YAaidQa NRfS
to the laboratory
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3. Describe the components of a quality assurance (QA) program and id
areas in phlebotomy subject to quality control (QC)

4. ldentify key elements of the Occupational Safety and Health Administr:
Bloodborne Pathogens Standard and the Needlestick Safety and Preve
Act

5. Identify hazards, warning symbols, safety rules and agencies with biolg
chemical, electrical, fire and radiation safety and actions to take if hazar
incidents occur

6. Distinguish between the different types of blood vessels and b
components and describe the structure and its functions

7. Name and locate major arm and leg veins and evaluate the suitability of
vein forvenipuncture

8. Demonstrate knowledge of collection equipment, types of additives u
special precautions necessary and substances that can interfere in anal
blood constituents

9. Identify the various types of additives used in blood collection and explai
reasons for their use

10. Identify the evacuated tube color codes associated with the additives

11. Check and review the requisition for testing requirements

12. Describe the proper order of draw for blood collection

13. Demonstrate how to perform venipuncture using evacuated tube sys
(ETS), syringe and winged infusion set or butterfly and identify the poter
sites for venipuncture and capillary (dermal) puncture

14. Identify the challenges in venipuncture procedures and identify and re
potential preanalytical errors

Prerequisites: 1. Immunization Record 2. Proof of education such as High
S5ALX 2YF 2NJ D95 nod ¢g2 6HO @FfAR LRS
fee and arrangements to pay tuition. 4. Signed admissions application and s
enroliment agreement

Instructional Methods: Lecture and Hands procedures
Clock Hours: Lec 48 cl hrs/ Lab 24 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CPCT 102 Upon Completion of this course, the student will learn to:
1. Increase familiarity and comfort in using the common medical terms.
2. Correctly spell, pronounce, define and identify words
3. Properly use medical terms and abbreviations correctly in writ
assignments
4. Provide the complete meaning of a medical abbreviation
5. Correctly construct singular and plural form of medical terms using
words, affix, and suffixes
Prerequisites: None
Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 16 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CPCT 103 Upon Completion of this course, the student will learn to:
1. Perform Electrocardiography
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Understand the electrical conduction system of the heart
Identify and apply the correct lead placement
Identify abnormal heart rhythms
Interpret an ECG strip
Identify the typical ECG Rhythm abnormalities
7. Identify the different types of artifacts, causes and methods for resolutio
Prerequisites: None
Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 60 cl hrs/ Lab 24 cl st 00 cl hrs/Total Clock Hours 84
CPCT 104 Upon Completion of this course, the student will learn to:
1. LRSyi{iATFe GKS GNBYR&a Ay G2RI&Qa K
2. Describe the role of the Patient Care Technician in the health
environment
3. Describe the complex factors involved in the delivery of patient care
4. Understand the Affordable Care Act
5. Define the types of healthcare delivery systems
6
7
8

ook wWN

'YRSNEGFYR al daf26Qa | ASNI NOKe& 6a
hdzif AyS t+FGASyGaQ FyR I SFHEtGKOFNB
Distinguish the difference between the Certified Nursing Assistant anc
Patient Care Technician
9. Detail the Scope of Practice of a Patient Care Technician
10. Outline the characteristics of Professionalism and understand the conce
Work Ethics, Legal and Principles of Ethics
11. Demonstrate the concepts of verbal and reerbal communication anc
identify the various factors that have the potential to affect t
communication
12. Recognize assertive communication as the most appropriate communic
style
13. Operate Electronic Health and Medical Records and understand prote
and confidential information
14. Demonstrate basic guidelines for documentation/charting
15. Understand patient as a person and provide the highest quality of
regardless of race, ethnicity, religious beliefs and cultural background
16. Recognize the different body structures and functions
17. Describe the pattern and stages of growth and development
18. Define the nature, types and how to control pain
19. Describe the physiology, sleep cycle and the signs and symptoms of
deprivation
Prerequisites: None
Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 24 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CPCT 105 Upon Completion of this course, the student watrn to:
1. Define and understand infection cycle. Identify potential routes
infection, mode of transmission of pathogens
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2. Understand standard precautions and demonstrate proper aseptic |
washing technique, donning and doffing personal protective equipn
such as gloves, mask, gown, goggles

3. Understand the principles of sterile technique and demonstrate Sur
Asepsis

4. Understand why Occupational Safety and Health Hazard Administr
Oh{1 10 Aa AYLRNIFIydG G2 62NJ] SNA
OSHA

5. Demonstrate appropriate body mechanics to techniques for turn
moving, lifting and carrying a patient

6. Identify the importance of correct patient positioning and understand
purposes of proper positioning

7. Demonstrate safe, comfortable, and appropriate positioning for client

bed

Differentiate between active and passive range of motion

Demonstrate the ability to perform passive rangemotion exercises, tc

assists patient in active rangd-motion exercises, and to perforr

combinations of passive and active rangfemotion exercises

10. Assist patient during medical emergencies

11. Identify safety precautions that help to prevent falls

12. Define and demonstrate proper procedures in taking vital signs

13. Demonstrate the equipment used to measure vital signs

14. Identify normal ranges for vital sighs

© ®©

Prerequisites: PCT 104 Introduction to Healthcare/Role of Patient Ca
Technician/Professionalism & Work Ethics/ Communication/Understanding
Patient & Patient Rights/ Ethics & Laws/Body Structure & Function/Grow
Development/Pain Management, ComfoRest and Sleep

Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 16 cl hrs/ Lab 12 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CPCT 106 Upon Completion of this course, the student will learn to:
1. Assist patients/residents on admission, discharge or transferring
2. Learn and demonstrate medical documentation such as how to write
notes in a patient's chart, along with other common formats
3. Recognize opportunities for documentation
4. Assist patients/residents in activities of daily living including dressing
undressing patients/residents
Demonstrate the proper procedure in bedmaking
Identify the role of the patient care technician in promoting nutrition a
describe the different therapeutic diets
7. Assist patients/residents in urinary and bowel elimination and mon
intake and output
8. Demonstrate administering enema and ostomy care

o o
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Prerequisites: PCT 1@5Asepsis and Infection Control/ Workplace Safety and E
Mechanics/ Patient Safety/ Moving, Positioning and Preventing Falls/Basic Eme
Care/Assisting with the Physical Examination/Vital Signs taking

Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 08 cl hrs/ Lab 16 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CPCT 107 Upon Completion of this course, the student will learn to:

1. Define sterilization and assist patient on surgical procedures, perform
prep and provide posbp care

2. Identify phases of wound healing

3. Demonstrate surgical wound dressings

4. ldentify signs and symptoms of an infected wound, wound classification,
of wound drainage and stages of wound healing

5. Define heat and cold therapy

6. a2y AG2N) LI GASyGQa ailAy OF NB LINI C
agents used, temperature of water and frequency of skin cleansing

7. Differentiate Rehabilitative and Restorative Care

8. Define the goals of rehabilitation, issues in rehabilitation and outline
chronic conditions that requires rehabilitation therapy

9. Understand disability and injuries

10. Identify and prevent the risks factors in developing pressure sores

11. Identify the categories/stages of pressure ulcer

12. Manage pressure sores

13. Identify the common sites for development of pressure sores

Prerequisites: PCT@Admissions & Discharge/ Bedmaking & Hygiene/
Assisting with Grooming/ Assisting with Nutrition & Fluids/ Assisting with Uri
Elimination/ Assisting with Bowel Elimination/Oxygen Needs

Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 12 cl hrs/ Lab 04 cl hrs/ Ext 00 cl hrs/Total Clock Hours

CPCT 108 Upon Completion of this course, the student will learn to:
1. Describe the anatomy and physiology of female reproductive system ar
functions

2. Outline the body changes women experience during pregnancy and the s
of pregnancy, childbirth, and postpartum
Describe characteristics and care of newborns
Differentiate well and sick child visits. Define the role of the patient ¢
technician in assisting the newborn during examination
Recognize prevention of injury and child abuse
Outline the role of the Patient Care Technician in caring for the older adt
Describe changes in major body systems of older adult
Outline the role of Patient Care Technician in caring for patients with Me
Health Needs
9. Define addiction such as alcohol abuse and alcoholism. Describg
symptoms of withdrawal syndrome

Hw

© N O
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10. Demonstrate how to take care of patients with Chronic conditions suc
cerebrovascular accident, cardiac conditions; patients with chr
immunologic & oncologic disorders, breast canceracquired
immunodeficiency syndromand other conditions.

11. Describe the difference between palliative and curative care

12. Outline the criteria for admission to hospice

13. Define Interdisciplinary Team

14. Demonstrate how to takeare ofand communicate with the dying patien
Understand the ethics in Hospice care and implement postmortem care.

Prerequisites: PCT@/Care of the Surgical Patient/ Heat and Cold Applications/
of Wounds and Pressure Ulcers/ Rehabilitative and Restorative Care

Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 08 cl hrs/ Laty € hrs/ Ext 00 cl hrs/Total Clock Hours 12
CPCT 109 Upon Completion of this course, the student will learn to:
1. Understand therapeutic  Modalities, Cryotherapy, Fluidotherg
Hydrotherapy, massage therapy and applicable techniques

2. Demonstrate equipment used in physical therapy

3. Describe the concept of rehabilitation therapy

4. Identify the physical or rehabilitation therapeutic modalities

5. Understand the goal opatient care in relation to physical therapy f
residents or patients

6. Demonstrate proper patient care approach

7. Demonstrate patient care skills

8. Understand regulatory compliance relating to long term care facilities

9. Identify the types of healthcare facilities and varying levels of care

10. Demonstrate the ability to move a partially or totally immob

client/patient/resident safely from bed to chair and back; safely up in be
to the side of the bed; to a wheeled stretcher and back to bed; f
wheelchair to chair or from chair back to edichair; from sitting to standin
position or from standing to sitting position

11. Demonstrate the ability to position a client/patient/resident safely wh
transferring

12. Demonstrate the ability to teach each of the crutefalking gaits to a client
Practice each gait

13. Demonstrate and practice going up and down stairs with crutches and
handrail

14. Differentiate between client reminder devices for safety and for med
therapeutic reasons

15. Describe the evaluation of fall risk and how this applies to nursing care
client safety

16. Understand how to protect and support an injury

17. Understand that orthopedic appliances or apparatuses used to support,
prevent, or correct deformities or to improve function of movable parts of
body
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18. Assists patient with prosthesis
Prerequisites: None
Instructional Methods: Lecture and Laboratory
Clock Hours: Lec 50 cl hrs/ Lab 50 cl hrs/ Ext 00 cl hrs/Total Clock Hours
CPCT 110 Upon Completion of this course, the student watrn to:
1. Write an impressive cover letter and resume
2. Execute the basic soft skills to communicate, shake hands, portray a pc
personal appearance, and interview etiquette
3. Describe the characteristics being professional, resolve conflict in
workplace and engage in proper communication among colleagues, pat
clients or residents
4. Describe the proper use of computers, electronic devices, and cell ph
during work hours
5. Define ethics and maintaining a positive attitude in the workplaiceluding
giving and receiving feedback
Understand the proper execution of organizational skills and office proto
Describe characteristics of leadership
Promote camaraderie in the workplace
DFAY GKS (y28fSR3IS YR O2yTFTARSY(
career
10. Earn 10 continuing education credits to maintain current certifications
Prerequisites: None
Instructional Methods: Lecture
Clock Hours: Lec 12 cl hrs/ Lab 08 cl hrs/ Ext 00 cl hrs/Total Clock Hours

© N

Residential WiremaRrogram

Table32: Synopsis drResidential Wireman Program

Subject Contents of Subjeat Residential Wireman Training Program Synopsis

Rw101 SAFETY AND THEQR¥sidential workplace safety. Electrical hazards associate
with electrical work, purpose of NFPA 70E Standard for Electrical Safety in the
workplace, purpose of OSHA and its examples that apply to various general an
electrical safetyhazards associated with residential wiring, personal protective us
by residential electricians, several safety practices pertaining to general and
electrical safety, safety data sheet (SDS) and various classes of fires, types of
extinguishers used and éfire triangle.

Prerequisite: None
Clock Hours: Lecture 20 hours/ Lab 00 hours/ Total Hours 20

RW102 PREPARING AND PLANNING A RESIDENTIAL WIRN®G JaRlule is designed t
show students how to apply common safety practices; how to use materials, toc
and testing instruments; and how to read and understand residential building pl
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Determine the requirements for branch circuits, feeder circuits and service
entrances are also covered in this module.

Prerequisite: RW 104 Safety and Theory

Clock Hours: Lecture 10 hours/ Lab 10 hours/ Total 20 hours

RW103 SERVICE ENTRANCES & EQUIPMENT AND RESIDENTIAL ELECTRICAL SY
IN The content includes material on how to install the necessary equipment to g
electrical power from the electric utility to the dwelling unit and demonstration or
how to install eletrical boxes and run cable or raceway according to the electrica
circuit requirements. Selection of appropriate wiring methods, conductor types &
electrical boxes for a residential electrical system reirgtdemonstration of NEC
general requirements fothe following: residential rougin wiring, for wiring
methods used in residential rough wiring and for conductors used in residential
rough in wiring.

Prerequisite: Preparing and Planning a Residential Wiring Job
Clock Hours: Lecture 20 hours/ LabHgfurs/ Total 50 hours

RW104 RESIDENTIAL ELECTRICAL SYSTEMTRIKktallation of all the switches,
receptacles and luminaires (lighting fixtures) throughout the house. Students wi
learn common lamp and lighting fixture terminology and the four different lamp
types used in residential wiring applications: incandescent, LED, fluorescent an
high-intensity discharge, selecting a lighting fixture for a specific residential living
area,installation of common residential lighting fixtures. Installation of ceiling
suspended paddle pans are also covered and demonstrated in this subject.
Prerequisite: Service Entrances & Equipment and Residential Electrical System
Roughlin Clock Hours: Leat 20 hours/ Lab 30 hours/Total 50 hours

RW 105 MAINTAINING AND TROUBLESHOOTING A RESIDENTIAL ELECTRICAL WI
- Explains how to test each circuit to make sure they are installed according to N
requirements and are in proper working order. The contents also show how to
troubleshoot and correcproblems to ensure a satisfied customer. The module al
covers the material that every electrician should know so that the home they are
wiring has the most upo-date and efficient green electrical system possible.
Prerequisite: Residential Electricgs®m TrimOut
Clock Hours: Lecture 10 hours/ Lab 10/ Total 20 hours

SEMINARS OFFERED

CMA ReCertification (801} Meaningful Use Initiative Seminar

Seminar Fees and Charges
Seminar Fee is $505.00, aimtludes study materials such as: Printed Study Guide, Online Practice Test,
and NHA Certification Exam
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Admission Requirements:

Minimum Age: Eighteen (18) years old

Completion of a CMA program or one (1) year work experience

Specific EntrancRequirements: All documentations written in foreign languages other than English must
be translated into English, Notarized, and approved by School personnel prior to registration.

Two valid forms of Government Issued Identification (one must have a photo);

A letter of work experience must be endorsed by their employer

Proof of CMA program completion

Prospective students must pick up the study guide and online practice test one week before the seminar

Seminar Description:

This seminar addresses the Meaningful Use Initiative requirements to credential uncertified medical
assistants. Clinical Medical Assistants currently working without an active certification may complete the
seminar to gain recertification. This seminar sisits of eighhours ofclassroom instruction that will cover

over five hours of NHA study materials, and the NHA national CCMA examination.

Course Overview:

The Center for Medicare and Medicaid Services (CMS) rules established in 2012, state credentialed
medical assistants can enter orders into the medical record for the computerized provider order entry
Computerized Provider Order Entry, (CPOE). A procesgopsty limited to licensed healthcare
professionals. Performing this task means, medical assistant students who become credentialed can offer
tremendous workflow efficiency and compliance benefits to their employers.

How does Meaningful Use impact medical assistant programs?

The ruling could position your institution to serve as a valuable partner in delivering credentialing
resources to providers who are required to certify their medical assistants, as well as to provide
credentialed medical assistants to employers going &vdy The seminars will potentially result in
heightened institution and program credibility and valuable partnership with local providers, translating

to increased student placement rates.
Table33: CMA RECERTIFICATION (801) SEMINAR OUTLINE

Subject Subject Title Monday, Tuesday, and Clock Hours
Wednesday Lec/Exam/Tota
I

Chapters 12 Health Care Systems and Settings ar 4 Clock Hours 02 02 04
Medical Terminology

Chapters 24 Basic Pharmacology and Nutrition 4 Clock Hours 02 02 04

Chapters 56 Psychology and Anatomy and 4 Clock Hours 02 02 04
Physiology

Chapters 78 Pathophysiology and Disease Proces 4 Clock Hours 02 02 04
and Microbiology

Chapters 910  Clinical Patient Care: General Patient 4 Clock Hours 02 02 04
Care and Infection Control

Chapters 1112 Testing and Laboratory Procedures a 4 Clock Hours 02 02 04
Phlebotomy

Chapters 1314 EKG and Cardiovascular Testing and 4 Clock Hours 02 02 04
Patient Coordination and Education
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Chapters 1516 Administrative Assisting and 4 Clock Hours 02 02 04
Communication and Customer Servic
Chapter 17 Medical Law and Ethics 4 Clock Hours 02 02 04

Total Clock Hours

Table34: CMA RECERTIFICATION SYNOPSIS

Subject CMA Recertification
Chapters 22 These chapters will outline the fundamental knowledge and basic science:
TheHealth Care Systems and Settings:
0 Role and responsibilities of the medical assistant, other health care prov
and allied health personnel

0 Scope pf practice

0 Titles and credentials

0 Licensing and certification

0 Healthcare delivery models (HMOs, PPOs, POS, PCMH, accountab
organizations [ACOs]/payment for performance, hospice, collaborative
model)

0 General vs. specialties and services offered

0 Ancillary services, alternative therapies

0 Insurance fundamentals

0 Medical Terminology:

0 Commonabbreviations, acronyms, and symbols

0 Conditions, procedures, and instruments

0 Medical word building (prefixes, suffixes, plurals)

0 Positional and directional terminology

Chapters 24 The chapters will focus on the following:
Basic Pharmacology:

0 Commonly prescribed medications and common approved abbreviations
0 Drug classifications and schedules
0 Side effects, adverse effects, indications, and contraindications
0 Measurement (for metric and household systems), mathemat
conversions, and dosage calculations
0 Forms of medication (pill, capsule, ointment)
0 Lookalike/soundalike medications
0 Routes of administration
0 Pharmacokinetics (absorption, distribution, metabolism, excretion)
0 Rights of drugs/medication administration
O t KEAAOALIYyaQ 5S5Sa] wWSFSNBYyOS FyR 2
0 Principles of storage and disposal
Nutrition

0 Dietary nutrients

0 Dietary needs and patient education (general and related
diseases/conditions)
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0 Vitamins and supplements
0 Eating disorders
0 Food labels

Chapters 56  These chapters witlover the following:

0 Psychology:

0 Developmental stages

0 End of life and stages grief

0 Psychology of the physically disabled, developmentally delayed, and p
who have diseases

0 Environment and socioeconomic stressors

0 Mental health screening

0 Defense mechanisms

Anatomy and Physiology

0 Anatomical structures, locations, and positions

0 Structure and function of major body systems, including organs and
locations

0 Interactions between organ system, homeostasis

Chapters 78  These chapters will cover thellowing:
Pathophysiology and Disease Processes:

0 Infectious agents, chain of infection and conditions for growth. Com
pathogens and nonpathogens, cell structure (nucleus, cytoplasm,
membrane, ribosomes, etc.)

Diseases:

Etiology, signs and symptoms, incidence, prevalence and risk fa
diagnostic measures and treatment modalities

0 Epidemics and pandemics

O« O«

Chapters 910 These chapters concern with Clinical Patient Care which comprises of the folloy
General Patient Care
0 To complete bybtaining the following:
0 Greeting and identification of patient. Prepare examination roc
Complete a comprehensive checking in patient including the purj
of the visit.
0 Measure vital signs and obtain anthropometric measureme
Report abnormafindings.
0 Prepare patient for procedures. Assist provider with general phy
examsand/or during specialty examinations. Consent requiremer
o wSOASE LINPJDARSNRA RAAOKINBS
Provide patient education pre&nd postop procedure
0 Prepare and administer medications (parenterahorparenteralroute, eye,
ear and topical) excluding IV administrations. Dosage calculations relat
oral and injectable medications. Rights of medicatiadministration
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Immunization schedules and requirements. Techniques and injection
Allergies (drug, food, latex, rubber, etc.). Perform eye and ear irrigation

0 Administer First Aid measures and perform CPR, Basic Life Support anc

0 Complete documentation: Document and operate basic functions of an
system and enter orders into Computerized physician order entry (CPOE

0 Positioning and draping requirements for general and specialty examinai
procedures and treatments

0 Check equipment and supplies in the medical office

0 Sterile techniques

0 Sutures: types and removal.

0 Referral authorizations; insurance authorizations.

0 Electronic prescribing software, transmission of prescriptions and requ

components of medical records.

Infection Control:

0 Adhere to regulations anguidelines related to: Perform the following:
o Infection Control, hand hygiene (universal precautions), F
disinfection/sanitization, sterilization of medical equipment, asej
techniques for various clinical situations.
o Dispose of biohazardous materials as mandated by OSHA (s
containers, red bags). Safety Data Sheets (SDSs); Cautions rel

chemicals and disposal method. Exposure Control plan.
o0 Infectious agents: modes of transmission, precautions for bic
borne pathogens

Chapters 11 In these chapters, proper Venipuncture, Testing and Laboratory procedures w
12 discussed

Testing and laboratory procedures:

0 Collect nonblood specimens (urine, stool, semen, cultures and sputum): f

of-caretesting. Specimen collectiotechniques and requirements. Repd

abnormal laboratory test results. Controls/calibration/quality control

0 Perform CLIAvaived testing (labs) and regulations

0 Perform vision and hearing tests. Elements related to vision (color, ac
distance, visual fields) and hearing tests (tone, speech and word recogn

0 Perform allergy testing. Common allergens. Scratch test and intrade
allergy test

0 Perform pulmonary function test

0 Match and label specimen to patient and completed requisition

0 Process, handle and transport collected specimen. Requirements
transportation, diagnosis, storage and disposal of specimens (pg
identifiers, site, test)

Phlebotomy

0 Technique for drawing blood, both by venipunctures and by the cap
method of collection. It also explains how to identify patient complicatic
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follow the order ofdrawing perform special collections (timed specime
drug levels, blood cultures, fasting), properly label and process specir
Equipment calibration

0 Tube additives and preservatives
0 Requirements for transportation, diagnosis, storage and disposal
0 Storage conditions related to sensitivity to light and temperature

Chapters 13 These chapters explain the following:
14 EKG and Cardiovascular testing
0 Perform EKG/ECG tests, ensure proper functioning of EKG equip
recognize abnormal EKG results and respond to dysrhythmia, ide¢
artifacts, verify paper speedensitivity, maintain EKG equipment, recc
EKGs. Placement of limb and precordial lead electrodes
0 Assist provider with noninvasive cardiovascular profiling (stress test, H
Y2YAG2NRY 30 YR GNIYyYyaYAl NBadz Ga

Patient Care Coordination and Education
0 Collaborate and assist providers in coordinating care with agencies for ¢
and nonclinical services.

O WSAYT2NDS LI GASYyd O2YLX Al yOS | yR
0 Referral forms and processes
0 Roles andresponsibilities of team members involved in patieentered

medical home

Chapters 15 These chapters highlight the following:
16 Administrative Assisting
0 Appointment Scheduling

0 Verify the following:
o0 Insurance coverage/financial eligibility
o Diagnostic and procedural codes
0 Prior authorizations angre certifications
0 Telephone and dnail Etiquette. Provide customer service and facilit
service recovery (followp patient calls, monitoring patient flow sheet
collecting on accounts)
0 Enter information into databases or spreadsheets (EHR, EMR, billing mo
scheduling systems)
0 CMS billing requirements
0 Auditing methods, processes anignoffs

Communication and Customer Service
0 Understand verbal and nonverbal communication with dive

patients/audiences, providers, coworkers, caregivers, pediatrics, geria
patient with hearing and vision loss, mental handicap and disability
Clarify and relay messages between patients and providers

Facilitate and promote teamwork among health team members

(@]

(@]
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Provide therapeutic communication. Difference between open and clo
ended questions

Techniques to deal with patients (irate clients, custody issues bety
parents, chain oEommand)

O« O«

O«

Chapter 17 This chapter will focus on the concejoifs
Medical Law and Ethics
0 Adhere to the following:

o Professional codes of ethics

o0 Legal requirements regarding reportable violations or incidents
t N2EGSOG LI A Snfidedtility iddlddi@gy m@dical regoRls
Identify personal or religious beliefs and values and provide unbiased cz
Informed consent, advance directives (living will, DNR/DNI), powe
attorney
0 Conditions for sharing information/release of information

O« O¢ O«

Criminal and civil acts and medical malpractice

Mandatory reporting laws, grounds for reporting and reporting agencies

NHA CCMA Certification Exgrfter completion of this seminar, student will be giv
a specific date of when to take the National Healthcare Association (NHA) Exan

EKG Technician Seminar

Seminar Fees and Charges
Seminar $675.00, Book $120.00, Navy HWarmub suituniform, NationalCertification Examination
$117.00, Study Guide and Online Practice Exam, $69 = Totaling $1,021.00

Admission Requirements:
a) Minimum Age: Eighteen (18) years old
b) Proof of prior completion of any medical training or one year work related experierneddnof
endorsement from employer is required)
c) Prospective students must pick up the book, study guide and online practice exam one week
before the seminarstarts. After completion of the seminar, student must register at
www.nhanow.conto take the Certified EKG Technician (CET) national examination.

Seminar Description:

A 60hour seminar presents the principles of EKG monitoring associated with patient care. Each chapter
presents learning objectives, enabling the students to focus attention on specific areas needing
improvement. After completion of this seminar students will béeatb perform the following:

The EKG Monitoring
a / FtOdzA I GS LI GASY G Qa K SisdddndsNiktliods, RtdNR séquénki)) 9 Y D
b) Identify artifacts from the tracing (e.g., wondering baseline, somatic, electrical)
c) Resolve artifacts from the tracing (e.g., wondering baseline, somatic electrical)
d) Record and EKG on a patient

115 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548


http://www.nhanow.com/

Training Center

of Central Texas

e) 3-lead

f) 5-lead

g) l1l2-lead

h) Verify the leads recorded on an EKG

i) Upload a completed EKG to a patient electronic medical record

i)  Mount a competed EKG for a patient chart

kk aStadz2NB LI GASyiQa KSIFNI NKedKY FTNBY (KS 9YD

I) Inspect the waveforms of a cardiac cycle for symmetry, direction, and amplitude (e.g., P waves,
QRS complexes, St Segments, T waves)

myaSl adz2NB | LI ASyGQa KSI NI O2y Rueddld PRI), GRER ¥ K

duration, QTinterval)

n) Identify the major classifications of arrhythmias from the EKG tracing (e.g., sinus, atrial,
ventricular, and junctional)

0) Identify the major variances to waveforms related to ischemia, injury, or infarction.

p) Respond to potentially lifthreatening arrhythmias

g) Verify EKG machine paper speed (e.g., 25 mm/second, 50mm/second.

r) Verify EKG machine sensitivity (e.g., h, 1, 2)

s) Maintain EKG equipment and the work environment

t) Recognize pacemaker spikes on an EKG trace

Patient Care
a) Prepare the Patient
1) EKG monitoring (e.g., patient history, cardiac medications, papesitioning)
2) Holter monitoring
3) Stress testing
4) Telemetry monitoring
b) Apply Electrodes on Patient
1) EKG
2) Holter monitoring
3) Stress testing
4) Telemetry
5) Pediatric patient
6) Patient with special Considerations (e.g., right sided heart, posterior cragttations)
7) Respond to sign and symptoms of cardiopulmonary compromise
8) Adhere to HIPAA regulations regarding Protected Health Information
9) Monitor patient condition during stress testing
10) Respond to complications during stress testing
11) Verify patient understanding of Holter monitor procedures
12) Obtain patient vital signs (e.g., heart rate, respirations, temperature, blood pressure, and
pulse oximetry

Case Studies
a) Stress Test
b) 12-Lead EKG
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¢) Holter Monitor

Seminar Overview:

EKG rhythms provide important data fitre diagnosis of heart conditions. As a Certified EKG Technician

60/ 9¢0x @2dQff KIF@S GKS ONBRSYyGAlFfa ySIENIe Fft KSI
administering EKGs, as well as Holter monitoring and stress testing. These melsésperformed during

physical exams, when cardiovascular problems are suspected, or in preparation for surgery.

By administering EKQ@s testing the electrical activity of the heart through small electrode patches
attached to the bodyt & 2 dzQf f 06 S-changihgidiffi@ende byt h&lFing people of all ages prevent
and treat heart disease.

The need for qualified EKG technicians continues to rise as the aging population in America grows (and
with it, the prevalence of heaitelated conditions). Earning your CET will help you launch a successful and
meaningful career that can help make a diffiece in countless lives. Whether you seektintle or part

time employment, the opportunities in this profession are flexible and in high demand. Plus, the added
skills of Holter monitoring and stress tests required for the Certified EKG Techniciawi{GQEeIp you to

be even more competitive as you launch your healthcare career.

Table35: EKG SEMINAR OUTLINE

Subject  Subject Title Class Schedule Clock Hours
Lec/Exam/Tota
I

Chapters EKG Monitoring 15tto 6" Day Mon, Wed, 12 12 24

1 Fri 5:30-9:30 pm

Chapters Patient Care 7"to 12" Day Mon, Wed, 12 12 24

2 Fri 5:30-9:30 pm

Chapters Case Study, Review, and the national 13" 15" pay Mon, Wed, 12 12 24

3 Certified EKGechnician (CPT) Exam Fri 5:30-9:30 pm

Total Clock Hours 30 30 60

Table36: EKG SEMINAR SUBJECT CONTENT

Subject EKG Technician Seminar
Chapters 1 EK@Vonitoring ¢ This chapter provides the information necessary to systematice
approach the EKG and interpret arrhythmias encountered in the clinical setting.
addition, the chapter includes pictures and EKG tracings to promote rhythm
recognition. Important terms arlocated at the end of the chapter in a special
section, enablingtudentsto locate definitions quickly. This chapter concludes wit
10-question seHassessment drill.
Students will be able to:
Describe proper lead placement when acquiring various EKG tracings
List the EKG waveforms
Identify specific waveforms on the EKG
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Measure the duration of waveforms on the EKG
LRSyYyGATe GKS RANBOGAZ2Y 2F ¢ @S RSTf
Measure the heart rate from the EKG tracing
Differentiate artifact from expected EKG tracing waveforms
Describe how to eliminate artifact from an EKG
Interpret arrhythmias originating in atria, ventricles, and accessory pathways
Recognize pacing spikes on the EKG
Identify changes on the EKG
Describe the proper response for liflereatening arrhythmias
Describe how to maintain the EKG machine
24 Hours Classroom Review

Chapters 2 Patient Care; This chapter presents the necessary information an EKG Technici
needs to educate patients on various procedureglving the EKG. This also
LINSaSyida (G§SOKyAldzSa F2NJ I OljdZANRY 3 |
medication history. Provides brief overview of HIPAA regulations as they pertair
protected health information, and review expected reference ranig@ signs acros
the lifespan.
Student will be able:
holGlrAy GKS LI GASydiQa az20Alt> YSRAOI
Educate patients about the EKG, Holter monitoring, stress testing, and telemetr
Properly apply EKG electrodes to acquire,®3 and 12lead EKG and Holter
monitor
Discuss modifications to EKG lead placement in pediatric patientssidgd EKG,
and patients who have limb amputations
Discuss the signs and symptoms of cardiopulmonary distress
Discuss the Health Insurance Portability and Accountability Act (HIPAA) and
protected health information (PHI)
aZ2ZyAuz2NI I LI GASYGuQa O2yRAGAZ2Y RAZINRAY
Respond to complications during stress testing
List the range of vitadign parameters for different age group
24 Hours Classroom Review

Chapters 3 Case Study and Review for NHA Exatudent will study the: Stress Test-l@ad
EKG, and Holter Monitor. Review and test the national certification to become a
Certified EKG Technician (CET). Critical thinRiegewtechnigues and strategies o
answering questions with rationale. The exam consists of 110 mutiiplee
guestions, with 100 of those items being scored. Students are allotted 110 minu
to complete the exam via computer. Studemsist havea scaled score of 390 out
500 to pass the exam.
12 Hours Class Review and NHA Examination

Phlebotomy Technician Seminar

Seminar Fees and Charges
Seminar $650.00, Book $115.00, National Certification Examination $117.00, Study Guide and Online
Practice Exam, $69 = Total$§91.00
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Admission Requirements

a) Minimum Age: Eighteen (18) years old

b) Proof of a prior medical education of any kind or one year work related experience (a letter of
endorsement from employer is required)

c) 2 Forms of Government IDs

d) BLS (Basic Life Support)

e) Royal Blue Scrubs

f) Prospective students must pick up the book, study guide and online practice exam one week
before the seminarstarts. After completion of the seminar, student must register at
www.nhanow.conto take the Certified Phlebotomy Technician (CPT) national examination.

Seminar Description

The intent for this seminar is for students to take and/or pass the national certification. After completion
of this seminarstudentswill be eligible to take the national certification to become Certified Phlebotomy
Technician (CPT). This seminar consists of lectures and completes at 1¢&div0venipunctures (blood
drawn) and capillary (finger) sticks, and can be completed witivige weeks, 4 hours per day, from
1:00pm to 5:00pm, the break will be at'Break 2:30pnt, 2:40pm and the % Break wil be at 3:50pnt
4:00pm.

Seminar Overview:

This exemplary seminar is to fill the employment needs of clinical laboratories, provide high quality
training for a diverse student population and to prepare them for traditional and emerging roles as
Certified Phlebotomist Technicians. The student wdllttained to perform a variety of blood collection
methods using proper technigues and precautiomdudingvacuum collection devices, syringes, capillary
skin puncture, butterfly needles and blood culture specimen collection on adults. Emphasis wik also
placed on infection prevention, proper patient identification, proper labeling of specimens, and quality
assurance.

This seminar can lead to an additional employment opportunity advancing in the health car®fidhk

last day of the seminarstudentswill then take the CPT exam that consists of 110 mukipleice
guestions, with 100 of those items being scored. Students are allotted 110 minutes to complete the exam
via computer.

Table37: PHLEBOTOMY SEMINAR OUTLINE

Subject Subject Title Class Schedule Clock Hours
Lec/Exam/Tota
I
Chapter 1 Introduction and Patient Preparation 1stDay Mon, 04 00 04
Wed, Fri 1:00
5:00 pm
Chapter 2 Collection Techniques 2nd-3rd Day 04 04 08
Mon, Wed, Fri
1:00-5:00 pm
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Chapter 3 Processing 4th-5th Day 04 04 08
Mon, Wed, Fri
1:00-5:00 pm
Chapter 4 Safety and Compliance Consideration 6! -7"" Day 04 04 08
Mon, Wed, Fri
1:.005:00 pm
Live 30-45 live venipunctures (blood drawn) and  gth Day 00 04 04
Venipuncture | capillary (fingeryticks. (using vacuum
Sticks collection devices, syringes, capillary skin

puncture, butterfly needles and blood culture
specimen collection on adults)

NHA Exam Review and National Certified Phlebotomy  gth Day 00 04 04
Technician (CPT) Examination
Total Clock Hours 16 20 36

Table38: PHLEBOTOMY TECHNICIAN SEMINAR OUTLINE

Subject Phlebotomy Technician Seminar

Chapters 1 Patient Preparatiorg This chaptemprovidesan understanding of the basic patie
preparation necessary prior to performinghlebotomy procedures. 04 Hours
Classroom Review

Chapters 2 Collection TechniquesThis chapter is split into two sectiongimary collectionsind
special collectionsThe primary collectionssection prepares you for basic bloc
collection through venipuncture and dermal punctures of the finger or heel. Stuc
will learnthe proper techniques for safety and correatlgtainquality specimens fron
patients who need testing performed. Accurately collecting specimens |
physicians and nurses provide the best care for the patients.spkeial collectior
sectionreviews when CPT needs to collect special types of specimens to meet
needs. This section also reviews, the most common special collection pra
prepares safely, and appropriately collect and process the specintéhdlours
Classroom Review

Chapters 3 Processing This chapter willist and describethe many tasks of processing patie
specimens after collection. After proper collection, careful handling and proce
are the mostimportant steps to ensure that the test results are timely and accu
and serve the best interest of the patiei®8 Hours Classroom Review

Chapters 4 Safety and Compliance Considerati@nfsoes over important safety and complian
guidelines to keep in mind when working with patients, their protected he
information, and potentially infectious materials. CPTs must learn to work sg
protecting thehealth and safetyf their patients, as well as themselves and fell
health care workersThey must follow laws and regulations in place to prote
LI GASY(GaQ LINA @il G islyhvodaniaddrozBidhain éeadg ® assi
when patient emergecies arise08 Hours Classroom Review

Live Live Venipuncture Sticks Students must perform 3@5 live venipunctures (bloo
Venipuncture drawn) and capillary (finger) sticks, using vacuum collection devices, syringes, ¢
Sticks skin puncture, butterfly needles and blood culture specimen collection on adudits

Hours Specimens Collection
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NHA Exam Review and NHA Exanstudent will take the CPT exam that consists of 110 mult
choice questions, with 100 of those items being scored. Students are allottec
minutes to complete the exam via computer. Studemtast havea scaled score @
390 out 500 to pass the exa®4 Hours NHA Examination

GRADING AND MARKING SYSTEM USED

The Training Center of Central Texas uses the following percentage grading system:

a) A =90100%

b) B =8639%

c) C=7019%

d) Below 70% is unsatisfactory

9PSNE &addzRSyiQa CAylf Dt! A& OFfOdAFIGSR a FT2ftft2¢

a) Quizzes 15%

b) Homework/Assignment 10%
c) Lab/Clinical 20%

d) Unit Test 25%

e) Final Exam 30%

Students will be tested on these categories: Quizzes and Lab/Clinical, Homework/Assignments, Unit Test,
and the Final Exam. These categories will be calculated to determine the Satisfactory Progress and Grade
Point Average$GPA). Students will also be evaluated in the areas of attendance, theory grades and skill
assessments.

The Lab/Clinical portion is evaluated by:

a) Timely completion

b) Ability to achieve accurate results

¢) Clinical Site Supervisor evaluationimaludepromptness, personal hygiene and appearance and
attitude.

Externship Ratings are: Exemplary (100%), Satisfactory (80%) or Poor (60%) which results in ineligibility to
graduate. Two main components of Externship Ratings are: Attendance and Proctor Assessment. There
are some categoriggroctorsconsider

Attendance is rated as follows:

a) Exemplary (120 hours)
b) Satisfactory (943 hours)
c) Poor (720 hours)

Proctor assessment is a comprehensive evaluation that is rated as:

a) Exemplary (100 points)
b) Satisfactory (8@oints)
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c) Poor (60 points)
Proctors consider the following categories:

a) Promptness,

b) Personal Hygiene,

c) Appearance,

d) Attitude,

e) Skills Demonstration and
f) Hire ability.

If a student doesot meet Satisfactory Progress for their Final GPA, he/shaaetilleceive a Certificate
of Completion and will be responsible for all Program fees.

{/1hh[Q{ th[L/., /hb/9wbLbD {! ¢

Definition of Satisfactory Progress

Satisfactory Progress is defined as maintaining a GPA of 70% or above at the end of each Grading Period.
Programs that are 48 to 200 hours in length have two grading periods (midway and end of the program).
Programs thatare over200 hours in length have three grading periods (iwek intervals), at the

beginning, midway, and at the end of the program. Copy of progress report, counseling report, transcript,
FYR OSNIAFAOFGS 2F O2YLX SiA 2af anld dkepk torfive Byedrs/ (1 KS ad

Progress Report Frequency
instructor will furnish the individual students their progress report biweekly by calculating, and monitoring
of the following:

a) UNIT TEST and QUIZZESny of the students scored below 70% on the first test, he or she will
havea one;time chance to improve his or her score to a passing score of 70%.
b) LAB/CLINICALStudent will be given a chance to pass up to three attempts. If any student failed

on the 34 attempt, he or she willeceivean unsatisfactorgrade. The grade ranges are as follows:
1) 15'Test = 906 100%

2) 2"9Remedial = 8089%

3) 39 Remedial = 7079%

Probation Policy
Upon determining that student will be under probation, the instructatl notify the student within 3
days: Probation will be determined by the following:

a) Students who have not met Satisfactory Progress in the first Grading Period will be placed on
Academic Probation. If the student has met Satisfactory Progress within the second Grading
Period,then they may proceed with the Program, if not the student will be terminated.

b) If the school terminates a student famsatisfactoryAcademic Progress, the student may not re
enroll until after a minimum of one Grading Period has passed. The student vamoaks will be
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placed back on Academic Probation upon entry and will be terminated again if Satisfactory
Progress is not achieved within the Grading Period.

c) Inthe event that a student is placed on Academic Probation after the first Grading Period then
achieves Satisfactory Progress after the second Grading Period but still does not have an overall
GPA of 70%, the student will remain on Academic Probationpamcked to the third Grading
t SNA2R® LF¥ (GKS adGddzRSyd NBOSAGSa |y WOESYLX | N
requirement, that student has earned a Program Certificate of Completion. If this student receives
I Wt 22 ND NI G Ay Fuiréneht) the ulendvtll ih@ davha Rrbgrdm K& tificate of
Completion.

Conditions for Termination
Un-satisfactory Academic Progress during consecutive Grading Periods

Conditions for Radmittance
If students whose enrollments are terminated for violation of the attendance policy mampot reenter
before the start of the next grading period

System Providing Progress Reports

Grading Period GPAs are entered into the database for calculatiorremmiding Failures to meet
Satisfactory Progress will subsequently haweeumentedcounseling. A copy of the counseling will be
provided to the student by thenstructork Yy R | 02 Ll ¢gAff 06S FTAE{SR Ay (KS

Policy On

a) Incomplete Status:Student submitting late homework and/or not meeting the 70% GPA
requirement in the last grading period of the program wdéteivean Incomplete (l) grade and
removal from the course without a certificate of completion for gr@gram.

b) Withdrawal from the ProgramYou have the right to withdraw from a program of instruction at
any time. For the purposes of determining the amount you owe for the time you attended, you
shall be deemed to have withdrawn from the program when any of the following occurs:

You notify the school of your withdrawal and the actual date of withdrawal; or

The school terminates your enrollment; or

You accumulate three (3) absences as statetthe attendance policy excluding school
holidays.

If you withdraw from the program after the period allowed for cancellation of the
agreement, we follow the TWC guidelines for refund policy. The school will calculate
whether a refund is due, and if so, remit a refund within 60 days following your
withdrawal. For students receiving funds through any agencies (for example: VA, WIA,
DARS, and MyCAA) unearned funds or refund will be returned to the agency to which
students received the funding

If the school has given you any equipment, including books or other materials, you shall
return it to the school within seven (7) days following the date of your notice of
cancellation or withdrawal. If you fail to return this equipment, including bookstizer
materials, in good condition within this period, the school may deduct its documented

O« O¢ O«
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cost for the equipment from any refund that may be due to you. Once you pay for the

equipment it is yours t&eep itwithout further obligation. In any event, you will never be

charged more than the equipmenharges stateéh the contract

c) Determination of the Withdrawal Date¢ ¢ KS & (i dzRSy i Qa @AGKRNI gl f RI

academic attendance as determined by the institution from its attendance records. The
withdrawal date for a student who does not return from an approved leave of absence is set
retroactively to the last d& 2 F | GGSYRIYyOS:Z a4 RSGSNXYAYSR o028
records.
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After the end of the cancellation period, you also have the right to stop school at any time, and you have
the right to receive a refund for the parts of the course not taken. Your refund rights are described in the
contract. If you have lost yowontract,ask the school for a description of the refund policy.

{/1hh[Q{ !'¢¢9b5!b/ 9 w9/ hw5{ !b

A STUDENT DAILY ATTENDNACE form to monitor the nurhbersaf studentattended is maintained

by the instructor daily. Student must: 1) write down the time and signature when the stiads and 2)
signature the time when the students leave the class. This information is transferred into a Database daily
for proper calculation. Absences may not exceed 10% and/or 5 consecutive days of the entire Program
hours. The TTCCT representative ijtlort onthe studentsfunded by any agency such 88 £PARTMENT

OF VETERANS AFFAIRS (VA), DARS, MyCAA, aftdt UNSATISFACTORY ATTENDANCE.

Training Center of Central Texas, LLC regularly maintains attendance records. Students who are absent
will be markedan A for Absent P for Present and E for Excuse Absent in the Database and annotated

the reasons of absent and excuse absent dafpsences should occur only for urgent reasons such asiill
health or other extenuating circumstances. Whenever possible, students should notify the faculty
membersin advance of any anticipated absences. Prior arrangements must be made with each faculty
member for makeup work. Attendance is considered an essential part of the learning experience.
Individual instructors may implement specific policies regarding attendance for a specific course, which
may be more restrictive than the general institutional polici€S®CCT. The Director must approve the
policy(s) prior to the beginning of class and students must be notified of the policy(s) via the course
syllabus.

Policies Regarding
a) Absences¢ Attendance will be documented on a daily basis; student absences will be
documented from the date of the first meeting of the class, regardless of when the student
registers for the class. Training Center of Central Texas, LLC will continue to morstodémg's
attendance in accordance with the following procedure:
1) The faculty member shall report each absence to the School Director by submitting the daily
class roster to the Administrative Office
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2) Once a student has missed one class, the faculty member shall immediately contact the
student (via email or phone) to remind him/her of the institutions attendance policy and the
faculty member will submit the requisite reports to the Registrar

3) A student who has not met the 80% attendance requirement by the midpoint of his/her
program will be placed on probation and will be subject to being dropped from the program

4) Theinstructor, reporting to the School Director, will determine the status of the academic
progress of the student. After such investigation, a meeting with the student will be held to
establish the student's interest in continuiimgthe program, what work is to be made up, and
whether the student should be placed on academic probation. If it is apparent that the
student does not have any interest in continuing the program, he/she will be dropped from
the program. Otherwise, one of tHfellowing actions may be taken:

i.  The Instructor and Director may determine that the student is maintaining Academic
progress and may continue classamrademic probation status until the end of the course,

i.  The Instructor and Director may determine that the student is hot maintaining Academic
progress and the student will be withdrawn from the Course; or

The Instructor and Director may determine that the student is not maintaining Academic progress in
general, and the student will be withdrawn from TTCCT.

{GdRSyGaQ oaSyosy

b) Tardies- Students will be considered tardy 10 minutes after the start of class. Three Tardies will
be counted as one absence. Students who exceed the time allowable for tardiness and absences,
the TTCCT representative will report the student funded by any agewctyasu DEPARTMENT
OF VETERANS AFFAIRS (VA), DARS, MyCAA, dod WNSATISFACTORY ATTENDANCE.

c) Retake/Makeup Work/RemediaFb 2 Y2 NB GKIy p2 2F ¢ 20 -8z20 82 3I NI
Additional requirements for Retake/Makgp Work/Remedial are as follows:

i. Be supervised by an approved instructor for the particalasject.

i. The student must demonstrate substantially the same level of knowledge or competence
expected of a student who attended the scheduled ctesssion.

iii. Be completed within two weeksf the period during which the absencecurred.

iv.  Be documented by the school as completeztordingthe date, time, duration of the Make
up session, and the name of the Supervisirggructor.

v.  This document must be signed and dated by the student to acknowledge the iyed@ssion
Make-up work may be required for any absence at the discretion of the instructor. The
instructor has no obligation to provide makg instruction or assignments to thretudents
including but not limited to providing instruction on how to approach an assignment, what
material was missed in class, an actual examination that the student missed due to an
absence, etc. Therefore, the student must make every effort to atieladses on a regular
and consistent basis.

d) Leave of AbsenceTlhe training center recognizes that there may be timen,due to extreme
circumstances, student may require a leave of absence. It is recommended that a student request
leave if he/she is planning to be absent for more than five (5) consecutive school days. The school
Director may grant a leave of absence aftitermining that good cause is shown. School
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attendance records will document the effective date of the leave of absence. A written statement,

as to why the leave of absence was granted, signed by both the student and the school director
AYRAOFGAY 3 ILIWNRBGIES aklftt f@eSldlkaveCbabserice’is 1 KS 3
approved, the student may be readmitted the following term. Reasons for a leave of absence
include, but are not limited to:

0 Serious student medical problem

0 Military duty

0 Death of an immediate family member

0 Personal unforeseen, but fully justifiable reason(s)

¢CAYS FT2NJ I LIINRBOSR tSI @3S 2F 0aSyoS yvYre 06S AyoOf
program length. If a leave of absence commences before student completes the progamdyof
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e) Conditions for Termination:Absences exceeding 10% of the Program without valid proof of
documentation.

f) Externship and Clinical RotatiorsExternship and clinical experience, required in some programs
enable students to work with patients/clients to apply the competencies and practices learned in
the classroom. Students participating in externship and clinical training work under the
supervison of a qualified assigned preceptor, as determined by school faculty, in participating
aridsSa FyYyR dzyRSNJ GKS 3ISySNIf adzLISNIAaA2y 2F &
Students are evaluated by supervisory personnel and evaluations are played 0 KS & ( dzRSy
permanent records. Externship and clinical guidelines and requirements for each program may be
obtained from the School Director.

The following applies to all students who are required to complete externship or clinical rotations:

i.  Students are expected to meet all host site requirements. &igignments are final and
non- negotiable, and if a student refuses a clinical or externship site assignment, he/she
may be terminated from the program

ii. Students are expected to travel to externship or clinical sites regardless of distance

ii. {AdGS t20F0A2ya 6AGKAY | &ALISOATASR YAES NIR.
cannot be guaranteed

iv. ~ The school reserves the right to -assign site locations as needed to meet the
requirements of the applicable educational program

v.  Student MUST arrange and pay for their own transportation to and from their assigned
clinical or externship experience, including any parking charges at the host site

vi.  Students should expect the hours and days to vary depending on the host sites. Shifts on
externship or clinical rotation can range from 8 to 12 hours, occurring any hour of the day,
afternoon, or evening and any day of the week

vii.  If students are going to be absent from their training site, they are required to notify their
designated supervisor and the applicable school staff member
viii.  Students must make up absences that occur during clinical or externship training to

ensure that the required hours is completed prior to the end of the scheduled period
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ix. Upon successful completion of all classroom requirements, students enrolled in a
program that requires an externship are expected to immediately begin that portion of
their program

X.  Externship students are encouraged and should be prepared to participate in their
externship training on a futime basis (3@10 hrs per week)

xi. {(0dzRSyiGa NB SELSOGSR (2 F6ARS o0& GKS ¢¢/ |
externship or clinical rotations

g) Conditions for Readmission/Reinstatement Policyhether due to probation, suspension, or
personal reasons, students who have been in any one of these conditions may be reinstated upon
approval of the school director. After student has taken steps to demonstrate improvement in
academic, personal, or arother critical situation, student may file Reinstatement request to
school. All conditions are determined on an individual basis. Reinstateragquestsshould be
submitted in person tdhe admissionslepartment. If- & (i daR®IyhEni& terminated due
to disorderly conduct, he or she will not be readmitted

Transcript Policy

Purpose
1 This policy outlines the procedures for the creation, issuance, and management of official
student transcripts at The Training Center of Central Texas in accordance with Texas Workforce
Commission (TWC) regulations and institutional standards.

Issuance of Transcripts
1 Current and former students may access their unofficial transcripts via the Training Center of
Central Texas student portal at any time without a fee.
f Requests foofficial documentsY' dza &t Ay Of dzZRS (G KS &addzRSy G Qa Fdz f
available), dates of attendance, and the recipient's name and address.

Confidentiality
9 Transcripts are considered confidential and will only be released with the written consent of the
student or as otherwise permitted by law. The institution complies with the Family Educational
Rights and Privacy Act (FERPA) and other applicable regulatil@smanagement and release
of student records.

Policy Review and Updates
1 This policy will be reviewed annually and updated as necessary to comply with changes in
regulations or institutional practices.

{/1Thh[Q{ th[L/, w9D!w5LbD {¢!5
a) Causes for TerminationAbsences exceeding 10% of the Program. Disrespecting the instructor
and the staff, use of abusive language, cheating on an examination, possession of weapons,
possession of alcohol/drugs, any interference with the function or activities of the school,
disrupting the peace and order of the school such a fighting/quarreling/arguing.
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b) Causes for Counseling:

1) Attendance: one (1) absence (equivalent to 3 tardies) = verbal counseling by the
instructor. two (2) absences (equivalent to 6 tardies) = written counseling by the
instructor. Three (3) absencésquivalent to 9 tardies) = counseling with the director and
instructor. and student is at risk of removal from the course.

2) Academic: Late homework and a GPA below 70%. Homework is considered late if it is
submittedmore thanone week fronthe duedate. If a student scores below 70% on Quiz
or Unit Test, the student may have one chance téale the exam to bring the score to
70%:

i.  1S'counseling-academic GPA below 70% in any subject = verbal counseling by the
instructor.
i. 2"9counseling if student is on academic probation due to unsatisfactory progress =
written counseling by the instructor.
ii.  3“counseling- if a student is on academic probation for more than one grading
period = written counseling and student at is at risk of reménzath the program.

REQUIREMENT FOR GRADUATION

a) GPA must be 70% or higher
b) Maximum Time Allowed: Outlined by the Program calendar per individual class
¢) Account must be paid full

50{/wLt¢Lhb hC {/I1hh[Q{ t[!'/9a

The school does not guarantee job placement. However, all school officials and instructors will make every
effort to assist all passing students to employment within nursing homes, pharmacies, or other
appropriate facilities or businesses. Student partgipn in clinics, externships, and other networking
opportunities facilitated by the school are also opportunities for graduate placement.

POLICIES AND PROCEDURES TO RESOLVE STUDENT
GRIEVANCE/COMPLAINT

Training Center of Central Texas, LLC, guarantees procedural fairnesstecassgd person, whethéne

person is a TTCCT student or staff/faculty member. In pursuit of its policy of openness, accountability, and
responsiveness to students, the institution's administration provides established grievance procedures.
The director shall maintain a file oa&h grievance reported, including procedures followed and the final
disposition of the case.

All grievances and complaints must be submitted in writing to the instructor before or after class time.
The instructor is required to make the first effort to find a resolution to the grievance or complaint. If the
instructor cannot resolve the grievangeNJ O2 YLJ I Ay G G2 (GKS adGddzZRSyidiQa al a
Associates Director will become involved. After that, the School Director will be included. If necessary, the
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during business hours.

Definition: A grievance is a complaint arising out of any alleged, unauthorized, or unjustified act or
decision by a student, faculty member, administrator, or staff person, which in any way adversely affects
the status, rights, or privileges of a membédrtioe student body. The burden of proof shall rest with the
complainant.

If a student has a grievance and wishes it to be recognized, a written complaint must be submitted to
TTCCT in a letter format. The written grievance must clearly state the student's name, the nature of the
complaint, the name(s) of all parties directlyaived in the complaint, and any appropriate documentary
evidence.

Steps towards resolution: Based on the grievance's information, steps toward resolution shall begin with
informal discussions headed by the immediate instructor. Resolution shall be attempted at the lowest
possible level. If a satisfactory solution canhetreached within a reasonable period, the grievance shall
be scheduled for presentation to the Director for appropriate action. Informal discussion between persons
directly involved in a grievance is essential in the early stages of dispute reconctibatibshall be
encouraged at all the grievance procedure stages.

Procedures: If informal recourse fails to resolve the grievance within a reasonable time after filing, the
director will schedule a Student Grievance Committee meeting. This committee's voting members shall
be comprised of the director, the program instta and one faculty member who shall sit on the
Committee on a rotating basis.

A copy of the grievance shall be given in writing to the person(s) against whom the complaint is brought.
The Committee shall review and consider documentagords whictrelate to the case, including the
grievance and its supporting documentation and any documentary evidence or statement by the
person(s) against whom the complaint was filed. Committee members shall arrive at a judgment in
consultation among themselves.ajority vote of such qualified members may recommend appropriate

or disciplinary adgdbns or changes in policy to the appropriate administrative officials.

If students have exhausted these procedures and the problems have not been resolved, they have the
right to contact the Texas Workforce Commission Careers Schools and Colleges:

a) Texas Workforce Commission Careers Schools and Colleges offices by mail. Complaints received
by phone must be accompanied by a written follow letter.
b) Include the following required information in the letter of complaint:
1) The nature of the problem
2) The date(s) that the problem(s) occurred,
3) The name(s) of the individual(s) involved in the problem(s) (within the college or other
students who were involved),
4) Copies of important information regarding the problem(s) (facts, not rumors, lead to
solutions),
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5) Evidence demonstrating that the institution's complaint procedure was followed prior to
contacting Texas workforce Commission Careers Schools and Colleges. The complaint
must be signed by the complainant

6) Any unresolved grievances or complaints will be directed to:

TEXAS WORKFORCE COMMISSION CAREER SCHOOILEGSED
101 East 15'h Street, Room 226T, Austin, Texas 78008
Phone: 512036-3100

http://csc.twc.state.tx.us

APPROVED AND REGULATED STATEMENT
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TRUE AND CORRECT STATEMENT

4¢19 LbChwa!¢Lhb /hb¢!Lb95 Lb ¢IL{ /!'¢![hD L{ ¢
Ybh2[ 95D9¢

130 The Training Center of Central Texas, 455 East Central Texas Expressway, Suite
#106, Harker Heights, TX 76548


http://csc.twc.state.tx.us/

