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History

The history of the NTI Career Institute dates back to 2010 when Marian
Visual Management was established. It was created under the governance of
the Management Team as the result of a referendum on March 5, 2010. The
Directors and Trustees held its first Board Meeting on March 11, 2011 to sign
a declaration to proceed in the vision of opening NTI Career Institute.
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NTI Career Institute

Unlike some Career schools, NTI Career Institute purposely does not offer a huge menu
of career selections with hundreds of programs. Instead, we concentrate on quality with
our course offerings.

A certificate program from NTI Career Institute is a fast and flexible way to start a great
new career. All of our certificate programs are designed by industry, educators and
professionals. Our step-by-step materials make even the most challenging topics
understandable so you can focus on your new career instead of some stuffy textbook.

You don't need any experience to begin, and you can advance as fast as you want.
Graduate and receive your certificate in as little as four months, or take longer if you
wish. It's up to you.

Here at NTI CAREER INSTITUTE, we are dedicated to providing training for skills in areas
including business, technology, communications, language, construction, and Computer
Aided Drafting Design. Under the guidance of NTI's qualified faculty and staff, we can
help you achieve your goals of career advancement.

The faculty and staff at NTI CAREER INSTITUTE have over a century of combined
educational and vocational experience. Each student receives unique and diverse
training. Our innovative program design structure prepares and equips students to
handle real world issues.

The Schedule of Courses is an official publication of NTI CAREER INSTITUTE. This
schedule coincides with Fall, Spring and Summer Semesters. No part of this publication
may be reproduced except for personal use by individual students or prospective
students.

The information contained in this publication is intended as a guide for students and
prospective students. NTI CAREER INSTITUTE seeks to provide equal educational
opportunities without regard to race, sex, color, religion, national origin, age or
disability.
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9896 Bissonnet, Suite230
Houston, Texas 77036
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Available Space, Facilities and Equipment

NTI Career Institute education is center is located at 9896 Bissonnet, Suite 230, Houston, Texas
77036 occupying a total of 2,674 square feet of The Educational Center building. It houses
employable training skills in SW Houston area by offering courses five (5) days a week, three (3)
times a day and facilitates a diverse student’s population per session.

NTI CAREER INSTITUTE is designed to sustain collaboration and innovation for which the Career
Institute is known, and space for offices, research, group study and collaborative work.

NTI CAREER INSTITUTE is an Institution that constantly updates and enhances its facilities &
equipment needs.
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Description of Facility

Please see Attached Sheet
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Description of Equipment
Room # Room Name Room Dimension Room Sq. Ft

226 Student Center

Equipment: Computer(Apple), Microwave, 5 Stools, 3 tables, Refrigerator

227 Drafting Lab

Equipment: 9 Computers (Apples) 1 teacher desk, student drafting tables and chairs ten, nine
stools.

228 Conference Room

Equipment: One large wood table, 10 wood chairs, one computer, 8 student desk, one file
cabinet, 1 bookshelf

231 Administration Office 14x18 252

Equipment: 2- Desks, 6-Chairs, Locked Supply Cabinet, Fellows Laminator, Book case, HP Office
Jet Pro 8000 Printer, Brother Intell - 4100 fax machine, Black & Decker Mini Refrigerator,
Microwave, Apollo Horizon Il Projector, Fire proof-lock file cabinet, Work Table, Konica Minolta
Copier, Brother ML100 Standard Typewriter and Epson Projector.

232 Admission & Records 14x18 252

Equipment: Desk, Table, Lateral lock file cabinet, 11-chairs, 1 Computer (1 ASUSVH198-
Monitor) (Intel Inside Compaq Pentium Hard Drive) (Staples Keyboard), 1 mouse Credenza
cabinet, display cabinet and Brothers (n1) printer, fax, and scanner.

233 Microsoft Office Specialist 15x18 270

Equipment: 12-Workstations, 12-computers (12 ASUSVH198-Monitors) (12 Intel Inside
Compag Pentium Hard Drive) (12 Staples Key Boards), 12 mouse, HP Office Jet Pro 8000 Printer
and 12-chairs, 1 storage cabinet, 1 file cabinet.

234 Medical Billers and Coders 12x18 216

Equipment: 17- Workstations, 17-computers (17 ASUSVH198- Monitors) (17 Intel Inside
Compag Pentium Hard Drive) (17 Staples Key Boards) 17 mouse, and 17-chairs, one teacher
desk, one book shelf.
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235 Child Day Care Specialist 12x18 216

Equipment: 11 -Workstations, 4 Computers (4 ASUSVH198 Monitors) (4 Intel Inside Compaq
Pentium Hard Drive) (4 Staple Keyboards), 4 mouse, and 11-chairs 2 tables, 1 book shelf,
compartment sorter,2 sticker boards and 2 easel bends.

236 Mechanical Drafters Specialist 22x18 396

Equipment: 11- Drafting tables, 2-computers (2 ASUSVH198 Monitors) (2 Intel Inside Compaq
Pentium Hard Drive) 4-chairs, 8 stools, Overhead projector Screen and 1 large eraser board.

237 Construction Technology 12x18 216

Equipment: 11-Workstations, 2-computers (2 ASUSVH198 Monitors) (2 Intel Inside Compaq
Pentium Hard Drive) and 11-chairs and 1 large eraser board.

238 Storage 8x8 64

239 EKG(Electro-Cardiograph) 20x8 160

Equipment: Wall and 7 Counter, EKG Machine, Table, Bed, supplies

239A Medical Assistant/Phlebotomy

Equipment: Class Room 1- 6 Tables, 16 Chairs, 2 Lab chairs, E Examination Table, 1 Dry Erase
board, 1 Scale, 1 Bookcase, 1 Teacher Desk & Computer, 1 Supply Tray on Wheels, 1 Exam light,
1 Skeleton Model, 1 Rolling Foot Stool, 1 Foot Stool without wheels,

Room (Lab)- 2 Teacher Desk, 3 Tables, 9 Chairs, 3 File Cabinets, 1 Medical Supply Bin, 2 Printers,
2 Computers.
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240 Utility Area 6X8 48

Equipment: Telephone system, server, and communication.

241 Career Counselor 10x12 120

Equipment: 1 Desk, 1 computer, (1 ASUSVH198 Monitors) (1 Intel Inside Compaqg Pentium Hard
Drive) and 3-chairs and 1 large eraser board 1 lock file cabinet and phone.

242 Financial Aid 8x12 96

Equipment: 1 Desk, 1 computer (1 ASUSVH198 Monitors) (1 Intel Inside Compaqg Pentium Hard
Drive) and 4-chairs and 1 eraser board.

243 Lobby 15x16 240

Equipment: Desk, computer, chair, floor lamp, couch, leather chair, desk top lamp, 2-
bookcases, HP office project Pro 8000 printers, large foliage, 2 pictures, wall clock and phone.

244 Receptionist 8x16 128

Equipment, 1 work station, (1 ASUSVH198 Monitors) (1 Intel Inside Compaq Pentium Hard
Drive) and 3 chairs and 1 eraser board.

2 Pictures

1 Couch

1 Leather Chair
1 Wall clock

1 Large Foliage

1 Four drawer lock fire proof cabinet
1 Brother printer

55- flat screen computer

3 Wicker chairs

100 Office chairs

14-Bar stools

1 Office rolling chair (fabric)

49-Workstation
10-Drafting Tables

5 teacher desks
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5 teacher chairs
5 dry erase board

45 Compaq computer’s & 45 ASUS flat screen monitors
1 BrotherML100 typewriter
40 Computer wooden desk with drawers
40 chairs
1 wooden Wall Bulletin Board
Wall picture

March 2017
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Directors/Owners
Floridasteane lvory, - 9896 Bissonnet, Suite 350-Houston, Texas 77036
Dauphine Billingsley, 6027 Quiet Village Court - Houston, Texas 7753 (Director)
Janell Johnson, 11538 Mulholland Drive, Stafford, Texas 77477

State Representative Harold Dutton- Legal Representation

Trustees
Floridasten Ivory- President Johnnie Lewis
4422 Regency Drive Houston, Texas

Houston, Texas 77045

Lonnie Watson, Vice President
16422 Ashpoint Lane
Sugar Land, Texas 77478

Don Aaron, Member
2250 Holly Hall # 189
Houston, Texas 77054

Ms. Carol Poindexter
Missouri City, Texas 77489

Dr. Albert Thigpen

City of Port Arthur, Texas

P.O. Box 1089

Port Arthur, Texas 77641-1089

Colonel Albert T. Edwards
12619 Raia
Houston, Texas 77071

Colonel Oscar C. Greenleaf
12051 East Circle Drive
Houston, Texas 77071

Bishop Richard Rose
Houston, Texas
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Faculty

Napoleon Davis, B.S., Mechanical Drafters Specialist

San Antonio Jr. College (Associate Degree)
Texas Southern University, B.S.,
Prairie View A & M University, Postgraduate Degree

Thelma Ivory, B.S., Child Day Care Specialist
Texas Southern University, B.S.,
Texas Southern University —Post Graduate studies

Margaret L. Thomas, B.A., MBA Microsoft Office Specialist
Texas A & M Commerce, CRE

NTI Career Institute, CRE

Redding University- Bachelors of Arts, Business Administration
Redding University-Master of Arts, Business Administration

Larry Ivory, B.S., M.Ed. Construction Technology
Alcorn A & M University, B.S.
Texas Southern University, M.Ed.

Marilyn D. Hall Medical Asst. Instructor
LH Institute
Medical Asst.

Marilyn D. Hall EKG Instructor
LH Institute
EKG

Monica Villarreal Phlebotomy Instructor

Concord Career Institute
Phlebotomy

March 2017
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Marvin Hamilton Mechanical Drafters Specialist
American Intercontinental University

University of Houston/School of Civil Engineering

Texas Southern University/School of Technology

Marilyn Hall Medical Biller and Coder HIT Specialist

LH Institute

Mr. Frank Jackson Heating, Ventilation and Air-Conditioning
HVAC

Dauphine Billingsley Director
Texas Woman’s University, B.A.,, M.A., M.S.,
Currently working on Ph.D. —Philosophy & Family Therapy

March 2017
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Fees, Tuition and/or Special Charges

Registration | Student | Lab Bldg |Books | Tuition Total Clock
Fee Supplies | Fee Use Hours

Program Fee
Microsoft $150.00 $10.00 $25 $25 $190 | $2,600 $3,000 410
Office
Specialist
Construction | $150.00 S400.00 | S25 | $25 $200 | $3255.00 | $4055.00 455
Technology
Mechanical $150.00 $675.00 ' $25.00 $25.00  $400 | 4,425.00 @ $6,000 900
Drafters
Specialist
Child $150.00 §775.00 | S25 | $25 S$300 |S$4060.00  S$5335 580
Daycare
Specialist
Medical $150.00 $800.00 & S25 $25 $126 | $17,400 | $19,664 920
Assistant
HVAC $150.00 $1,200 S25 S25 S§721 $11,279 $13,400 720
March 2017 17
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Fees, Tuition and/or Special Charges

Registration | Student

Fee

Program
GED $150.00
EKG- $150.00
Electrocardio-
graph Tech.
Phlebotomy $40.00
Technician
Medical $150.00
Billers &
Coders HIT

Supplies

$50.00
$50.00

$280.00

$1886.00

Lab Bldg | Books/ | Tuition
Fee Use Exam
Fee
$25.00 1 $25.00 | $25 S410.00
$50.00 | $25 S50 |$620.00
S0 |SO $90 $820.00
S0 $0 $0 1 $18,500

Total

$685.00
$945

$1,230

$20,536

Clock
Hours

240

190

200

800

(GED) ABE is not approved or regulated by Texas Workforce Commission/Career Schools and

Colleges.

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Microsoft Office Specialist (410 cock hours)

Tuition Fee: $2600.00 (Fees are based on 410 Clock hours)
Registration Fee: $150.00

Book Fee: $190.00

Student Supplies Fee: $10

Bldg. Use Fee: $25.00

Laboratory Fee: $25.00

Total Charges for the Program: $ 3000.00

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Construction Technology (455 Clock hours)

Tuition Fee: $3255.00 (Fees are based on 455 Clock hours)
Registration Fee: $150.00

Book Fee: $200.00

Student Supplies Fee: $400

Bldg. Use Fee: $25.00

Laboratory Fee: $25.00

Total Charges for the Program: S 4055.00

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Mechanical Drafters Specialist - (900 clock hours)

Tuition Fee: $4,725.00 (Fees are based on 900 Clock hours)
Registration Fee: $150.00

Book Fee: $400.00

Student Supplies Fee: $675.00

Bldg. Use Fee: $25.00

Laboratory Fee: $25.00

Total Charges for the Program: $ 6,000.00

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Child Daycare Specialist (580 clock hours)

Tuition Fee: $4060.00 (Fees are based on 580 Clock hours)
Registration Fee: $150.00

Book Fee: $300.00

Student Supplies Fee: $775.00

Bldg. Use Fee: $25.00

Laboratory Fee: $25.00

Total Charges for the Program: S 5335.00

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Medical Assistant (920 clock hours)

Tuition Fee: $17,400. 00 (Fees are based on 920 Clock hours)
Registration Fee: $150.00

Book Fee: $1,264.00

Student Supplies Fee: $800.00

Bldg. Use Fee: $25.00

Laboratory Fee: $25.00

Total Charges for the Program: $ 19,644.00

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Medical Biller and Coder HIT Specialist

Tuition Fee: $18,500. 00 (Fees are based on 800 Clock hours)
Registration Fee: S00

Book Fee: S00

Student Supplies Fee: $2,036.00

Bldg. Use Fee: SO0

Laboratory Fee: SO0

Total Charges for the Program: $ 20,536.00

March 2017
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Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Phlebotomy Technician (200 clock hours)

Tuition Fee: $820.00 (Fees are based on 720 Clock hours)
Registration Fee: $40.00

Certification Exam: $90.00

Student Supplies Fee: $280.00

Bldg. Use Fee: SO0

Laboratory Fee: SO0

Total Charges for the Program: $ 1,230.00

March 2017
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NTI Career Institute

Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Electrocardiograph Technician (190 clock hours)

Tuition Fee: $695.00 (Fees are based on 190 Clock hours)
Registration Fee: $50

Book Fee: $00

Student Supplies Fee: $200.00

Bldg. Use Fee: SO0

Laboratory Fee: $00

Total Charges for the Program: S 945.00

March 2017
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NTI Career Institute

Fees, Tuition and/or Special Charges

Materials and texts are extra. Prices are subject to change without notice

Heating, Ventilation and Air-Conditioning (HVAC) (720 Clock Hours)

Tuition Fee: $2600.00 (Fees are based on 720 Clock hours)
Registration Fee: $150.00

Book Fee: $721.00

Student Supplies Fee: $1,200

Bldg. Use Fee: $25.00

Laboratory Fee: $25.00

Total Charges for the Program: $ 13,400.00

March 2017
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<% Calendar for Year 2017 (United States)
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NTI Career Institute

Calendar with All Observances for 2017

Sunday, 01 January: New Year’s

Monday, 16, January: Martin Luther King Day (Holiday)(School Closed)
Tuesday, 14, February: Valentine’s Day

Friday, 14 April: Good Friday

Sunday, 16 April: Easter Sunday

Friday, 05 May: Cinco de Mayo

Saturday , 20 May: Armed Forces Day

Monday, 29 May: Memorial Day

Monday, 21 July-August 11 Summer Break (School Closed)
Tuesday, 04 July (Holiday) (School Closed)

Monday, 04 September : Labor Day

Saturday, 11, November: Veteran Day

Thursday, 23, November: Thanksgiving (School closed Wed.)

Monday, 25 December: Christmas Day (School closed Dec. 18- January 10,2018)

March 2017
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Monday- Thursday (8:00A.M. — 8:00 P.M.) Saturday — (9:00am-3:00pm)

NTI Career Institute Hours of Operation

(All Veterans are required to complete 18 clock hours per week, 72 per month)

Disclaimer

Although this schedule has been carefully planned and prepared, the NTI Career Institute
reserves the right to make changes to the schedule of classes and information within this book.

Course Monday Tuesday Wednesday Thursday
8:00-8:50am.
Class
8:00-8:50am. Class | 8:00-8:50am. Class | 8:00-8:50am. Class 8:50-9:00a Break
8:50-9:00a.m.- 8:50-9:00a.m.- 8:50-9:00a.m.- ' ' .
9:00-9:50 am
Construction Break Break Break Class

Technology

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-12:50 Class
12:50-1:00pmBreak

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:00-9:50 Class
9:50-10:00 Break
10:00-11:50 Class

12:50-12:00pm
Class

12:50-1:00pmBreak

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-12:50 Class
12:50-1:00pmBreak

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:50-10:00 Break
10:00-11:50 class
11:50-12:00
Break

12pm-12:50 Class

12:50-
1:00pmBreak

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

Microsoft Office 8:00-8:50am. Class | 8:00-8:50am. Class | 8:00-8:50am. Class 8:00-8:50am.
Specialist 8:50-9:00am Break | 8:50-9:00am Break | 8:50-9:00am Break Class
9:00-9:50 am Class | 9:00-9:50 am Class | 9:00-9:50 am Class 8:50-9:00am
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9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break

Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class

7:50 — 8:00 Break

9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break

Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class

7:50 — 8:00 Break

9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break

Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class

7:50 — 8:00 Break

Break
9:00-9:50 am
Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00
Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break

Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class

7:50 — 8:00 Break

Mechanical Drafters
Specialist

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break

9:00-9:50 am
Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00
Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
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6:00-6:50 Class

6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

6:00-6:50 Class

6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

6:00-6:50 Class

6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

5:00-5:50 Class

5:50-6:00 Break
6:00-6:50 Class

6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

Child Day Care
Specialist

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:00-9:50 am Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:00-9:50 am
Class
9:50-10:00 Break
10:00-11:50 class
11:50-12:00
Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

Course

Monday

Tuesday

Wednesday

Thursday
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Medical
Assistant

9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:50-10:00 Break
10:00-11:50 class
11:50-12:00 Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

9:50-10:00 Break
10:00-11:50 class
11:50-12:00
Break

12pm-1pm Lunch

MID-Afternoon
1:00-1:50 Class
1:50-2:00 Break
2:00-2:50 Class
2:50-3:00 Break
3:00-3:50 Class
3:50-4:00 Break
Evening
5:00-5:50 Class
5:50-6:00 Break
6:00-6:50 Class
6:50-7:00 Break
7:00-7:50 Class
7:50 — 8:00 Break

March 2017

8:00-8:50a.m. Class

9:00-9:50 a.m. Class

10:00-10:50a.m. Class

Friday

8:50-9:00 a.m. Break

9:50- 10a.m. Break

10:50 — 11 a.m. Break
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Medical Billers & Coder HIT Specialist

Class Schedules and Breaks

Day Classes: Students will attend classes Monday-Thursday from 8:00am-1:00pm with 10

minute breaks every 60 minutes.

Evening Classes: Students will attend class Monday-Thursday 5:30pm-10:30pm Monday-

Thursday with 10 minute breaks every 60 minutes.

Monday Tuesday Wednesday Thursday Friday
8:00 -8:50a.m. 8:00-8:50a.m. 8:00-8:50a.m. 8:00-8:50a.m.
8:50-9:00a.m. 8:50-9:00a.m. 8:50-9:00a.m. 8:00-9:00a.m.
(break) (break). (break) (break)
9:00- 9:50a.m. 9:00- 9:50a.m. 9:00-9:50a.m. 9:00-9:50a.m.
9:50-10:00a.m. 9:50-10:00am. 9:50-10:00a.m. 9:50- 10:00a.m.
(break) (break) (break) (break)

10:00-10:50a.m. 10:00-10:50a.m.  10:00-10:50a.m.
10:50-11:00a.m. 10:50-11:00a.m.  10::50-11:00a.m.
(break) (break) (break)

11:00-11:50a.m. 11:00-11:50a.m. 11:00-11:50a.m.

11:50-12noon 11:50-12 noon 11:50-12 noon
(break) (break) (break)
12:00-12:50 12:00-12:50p.m. 12:00-12:50p.m.
12:50-1:00p.m. 12:50-1:00p.m.. 12:50-1:00p.m.
(break) (break) (break)
March 2017

10:00-10:50a.m.
10:50-1100a.m.
(break)

11:00- 11:50a.m.
11:50-12noon
(break)

12:00-12:50p.m.

12:50-1:00p.m.
(break)
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Evening Classes: Students will attend class Monday-Thursday 5:30pm-10:30pm Monday-

Evening Classes

Thursday with 10 minute breaks every 60 minutes.

Monday Tuesday Wednesday Thursday Friday
5:30-6:20p.m. 5:30-6:20p.m. 5:30-6:20p.m. 5:30-6:20p.m.
6:20-6:30p.m. 6:20-6:30p.m. 6:20-6:30p.m.. 6:20-6:30p.m..
(break) (break). (break) (break)
6:30-7:20p.m. 6:30-7:20p.m. 6:30-7:20p.m. 6:30-7:20p.m.
7:20-7:30p.m. 7:20-7:30p.m. 6:20-6:30p.m.. 7:20-7:30p.m..
(break) (break). (break) (break)

7:30 -8:20p.m. 7:30-8:20p.m. 7:30-8:20p.m. 7:30-8:20p.m.
8:20-8:30p.m. 8:20-8:30p.m. 8:20-8:30p.m.. 8:20-8:30p.m..
(break) (break). (break) (break)

8:30-9:20p.m.  8:30-9:20p.m. 8:30-9:20p.m. 8:30-9:20p.m.

9:20-9:30p.m. 9:20-9:30p.m. 9:20-9:30p.m.. 9:20-9:30p.m..
(break) (break). (break) (break)

9:30-10:20p.m. 9:30-10:20p.m. 9:30-10:20p.m. 9:30-10:20 p.m.

10:20-10:30p.m

(break)
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Electrocardiography Technician

Class Schedule and Breaks

Monday, Tuesday, Wednesday and Thursday — 5 Clock hours per day x 4= 20 clock hours per week. Time required to complete
the Theory program is 4 days a week for 5 weeks, Monday thru Thursday.

Lab - Monday — Friday 2 clock hours per day = 10 lab hours.

Externship Monday — Thursday ( 8hrs. per day)

5 days per week x 8 hrs. per day = 40 hrs. per week x 2 =80 clock hrs. (2 weeks)
Fridays are scheduled for make-up-days

All veterans are required to attend 18 hrs. per week, 72 hours per month

Morning Schedule (Lab on Friday)
Course Monday Tuesday Wednesday Thursday- Frdiay
8:00-8:50 8:00- 8:50 8:00- 8:50 8:00- 8:50 8:00-8:50
EKG 8:50- 9:00 break  8:50- 9:00 break  8:50- 9:00 break  8:50- 9:00 break 8:50-9:00break
Tech. 9:00- 9:50 9:00- 9:50 9:00- 9:50 9:00- 9:50 9:00-9:50

9:50- 10:00 break 9:50- 10:00 break 9:50- 10:00break 9:50- 10:00 break 9:50-10:00break
10:00-10:50 10:00- 10:50 10:00- 10:50 10:00-10:50 10:00-10:50
10:50- 11:00break 10:50- 11:00break 10:50- 11:00break 10:50-11:00break 10:50-11:00break
11:00-11:50 11:00- 11:50 11:00- 11:50 11:00-11:50 11:00-11:50
11:50-12:00 break 11:50-12:00 break 11:50-12:00 break 11:50-12:00 break 11:50-12break
12:00-12:50 12:00- 12:50 12:00- 12:50 12:00- 12:50 12:00-12:50

12:50 — 1:00break 12:50 —1:00break 12:50 —1:00break 12:50— 1:00break 12:50-1:00break
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Electrocardiography Technician

Afternoon Schedule (Lab on Friday)
Course Monday Tuesday Wednesday Thursday- Frdiay
1:00-1:50 1:00- 1:50 1:00- 1:50 1:00- 1:50 1:00-1:50
EKG 1:50- 2:00 break  1:50- 2:00 break 1:50- 2:00 break  1:50- 2:00 break 1:50-200break
Tech. 2:00-2:50 2:00- 2:50 2:00- 2:50 2:00- 2:50 2:00-2:50

2:50- 3:00 break  2:50- 3:00 break 2:50- 3:00break 2:50- 3:00 break 2:50-3:00break

Evening Schedule (Lab on Friday)
Course Monday Tuesday Wednesday Thursday- Frdiay
3:00-3:50 3:00- 3:50 3:00- 3:50 3:00- 3:50 3:00-3:50
EKG 3:50- 4:00 break  3:50- 4:00 break  3:50- 4:00 break ~ 3:50- 4:00 break 3:50-4:00break
Tech. 4:00- 4:50 4:00- 4:50 4:00- 4:50 4:00- 4:50 4:00-4:50

4:50- 5 :00 break 4:50- 5:00 break 4:50- 5:00break  4:50- 5:00 break 4:50-5:00break
5:00-5:50 5:00- 5:50 5:00- 5:50 5:00-5:50 5:00-5:50

5:50- 6:00break 5:50- 6:00break  5:50- 6:00break  5:50-6:00break  5:50-6:00break
6:00-6:50 6:00- 6:50 6:00- 6:50 6:00-6:50 6:00-6:50

6:50-7:00 break 6:50-7:00 break  6:50-7:00 break  6:50-7:00 break 6:50-7:00break
7:00-7:50 7:00- 7:50 7:00- 7:50 7:00- 7:50 7:00-7:50

7:50 — 8:00break 7:50 — 8:00break 7:50 — 8:00break 7:50 — 7:00break 7:50-8:00break
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Phlebotomy Technician

Class Schedule and Breaks
Fridays are scheduled for make-up-days
All veterans are required to attend 18 hrs. per week, 72 hours per month

Morning Schedule

Course Monday Tuesday Wednesday Thursday-

8:00-8:50 8:00- 8:50 8:00- 8:50 8:00- 8:50
Phlebotomy  8:50-9:00 break 8:50- 9:00 break 8:50- 9:00 break 8:50- 9:00 break
Tech. 9:00- 9:50 9:00- 9:50 9:00- 9:50 9:00- 9:50
9:50- 10:00 break 9:50- 10:00 break 9:50- 10:00break 9:50- 10:00 break
10:00-10:50 10:00- 10:50 10:00- 10:50 10:00-10:50
10:50- 11:00break 10:50- 11:00break 10:50- 11:00break 10:50-11:00break
11:00-11:50 11:00- 11:50 11:00- 11:50 11:00-11:50
11:50-12:00 break 11:50-12:00 break 11:50-12:00 break 11:50-12:00 break
12:00-12:50 12:00- 12:50 12:00- 12:50 12:00- 12:50
12:50 — 1:00break 12:50 —1:00break 12:50 —1:00break 12:50 —1:00break

1:00 - 1:30 p.m. Lunch
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Phlebotomy Tech.

Class Schedule and Breaks
Evening Schedule

Course Monday Tuesday Wednesday Thursday-

3:00-3:50 3:00- 3:50 3:00- 3:50 3:00- 3:50
Phlebotomy  3:50- 4:00 break 3:50- 4:00 break 3:50- 4:00 break  3:50- 4:00 break
Tech. 4:00- 4:50 4:00- 4:50 4:00- 4:50 4:00- 4:50
4:50- 5 :00 break 4:50- 5:00 break 4:50- 5:00break 4:50- 5:00 break
5:00-5:50 5:00- 5:50 5:00- 5:50 5:00-5:50
5:50- 6:00break 5:50- 6:00break  5:50- 6:00break 5:50-6:00break
6:00-6:50 6:00- 6:50 6:00- 6:50 6:00-6:50
6:50-7:00 break 6:50-7:00 break  6:50-7:00 break 6:50-7:00 break
7:00-7:50 7:00- 7:50 7:00- 7:50 7:00- 7:50

7:50 - 8:00break 7:50 — 8:00break 7:50 — 8:00break 7:50 — 7:00break

Class Schedule

Externship Schedule Phlebotomy Tech.

Week One - Two

Monday Tuesday Wednesday Thursday

8:00-5:00 8:00- 5:00 8:00-5:00 8:00- 5:00

12:00 — 1:00 p.m. Lunch Monday — Friday

Week Three
Monday Tuesday Wednesday Thursday
8:00-5:00 8:00- 5:00 8:00-5:00 8:00- 10:00

12:00 — 1:00 p.m. Lunch Monday — Friday
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Heating, Ventilation and Air-Conditioning (HVAC)
Class Schedule and Breaks
Fridays are scheduled for make-up-days
All veterans are required to attend 18 hrs. per week, 72 hours per month
Morning Schedule

Course Monday Tuesday Wednesday Thursday

8:00-8:50 8:00- 8:50 8:00- 8:50 8:00- 8:50
HVAC 8:50- 9:00 break  8:50-9:00 break 8:50- 9:00 break 8:50- 9:00 break
9:00- 9:50 9:00- 9:50 9:00- 9:50 9:00- 9:50
9:50- 10:00 break 9:50- 10:00 break 9:50- 10:00break 9:50- 10:00 break

10:00-10:50 10:00- 10:50 10:00- 10:50 10:00-10:50

10:50- 11:00break 10:50- 11:00break 10:50- 11:00break 10:50-11:00break
11:00-11:50 11:00- 11:50 11:00- 11:50 11:00-11:50

11:50-12:00 break 11:50-12:00 break 11:50-12:00 break 11:50-12:00 break
12:00-12:50 12:00- 12:50 12:00- 12:50 12:00- 12:50

12:50 — 1:00break 12:50 —1:00break 12:50—1:00break 12:50 — 1:00break

1:00 - 1:30 p.m. Lunch
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Heating, Ventilation and Air-Conditioning (HVAC)
Class Schedule and Breaks

Evening Schedule

Course Monday Tuesday Wednesday Thursday-
3:00-3:50 3:00- 3:50 3:00- 3:50 3:00- 3:50
HVAC 3:50- 4:00 break 3:50- 4:00 break  3:50- 4:00 break 3:50- 4:00 break
4:00- 4:50 4:00- 4:50 4:00- 4:50 4:00- 4:50

4:50- 5 :00 break 4:50- 5:00 break 4:50- 5:00break  4:50- 5:00 break

5:00-5:50 5:00- 5:50 5:00- 5:50 5:00-5:50

5:50- 6:00break 5:50- 6:00break  5:50- 6:00break 5:50-6:00break

6:00-6:50 6:00- 6:50 6:00- 6:50 6:00-6:50

6:50-7:00 break 6:50-7:00 break  6:50-7:00 break 6:50-7:00 break

7:00-7:50 7:00- 7:50 7:00-7:50 7:00- 7:50

7:50 — 8:00break 7:50 — 8:00break 7:50 — 8:00break 7:50 — 7:00break
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Admission & Enrollment Policies

NTI Career Institute (NTI CAREER INSTITUTE ) welcomes any student interested in education and
personal improvement. The Office of Student Services provides complete admissions assistance for
enrolling students. They will assist prospective students in assembling all admission credentials.
Correspondence pertaining to admissions should be addressed to the Office of Student Services, NTI
Career Institute, 9896 Bissonnet, Suite 230, Houston, Texas.

NTI CAREER INSTITUTE offers educational opportunity through an open-admissions policy. NTI CAREER
INSTITUTE does reserve the right to verify the citizenship and residency of any prospective student.

NTI Career Institute is an equal opportunity institution and offers admission to anyone who meets the
admission standards and can benefit from the training, without regard to race, religion, sex, age, color,
national origin, physical disability or place of residence. Students under the age of 18 cannot be
admitted to the NTI Career Institute. Additional admission requirements for each program are listed
later in this catalog. The NTI Career Institute accepts admissions on any regular business day. The
applicant will receive prompt notification of acceptance or rejection of admission. Postponement of a
starting date, whether at the request of the NTI Career Institute or the student, requires a written
agreement signed by the student and the NTI Career Institute. The agreement must set forth: a)
Whether the postponement is for the convenience of the NTI Career Institute or the student, and: b) A
deadline for the new start date, beyond which the start date will not be postponed. If the course is not
commenced, or the student fails to attend by the new start date set forth in the agreement, the student
will be entitled to an appropriate refund of prepaid tuition and fees within 30 days of the deadline of the
new start date set forth in the agreement, determined in accordance with the NTI Career Institute’s
refund policy and all applicable laws and rules concerning the Private Occupational Education Act of
1981.

A student may be admitted to NTI CAREER INSTITUTE based on one of the following criteria:

= Must be 18 years of age and

= High School Graduate(6 Electives, 4 English, 2 Foreign Language,3 Math,2 Science,4 Social
studies or

=  GED Certificate (High School Preparation) or

=  You must have successfully graduated from a state recognized high school, completed the GED
or have earned a college degree from a college accredited by an accrediting body recognized by
the U.S. Department of Education. Proof of this education must be received within 60 calendar
days of enrollment. For your convenience, a High School / College Transcript request form is
included with this catalog or

= If you have earned the equivalent of 15 semester hours from a college accredited by an
accrediting body listed with the U.S. Department of Education, you may apply with the Registrar
to have this credit serve as proof of your ability to complete work above high NTI Career
Institute level. This proof will serve as a waiver for the high NTI Career Institute evidence of
equivalency of high NTI Career Institute completion.

= Home-School students will be required to take The lowa Test of basic Skills and must score in
the 75 percentile.

®=  You must be able to read and write English. Applicants whose native language is not English and
who have not earned a degree from an appropriately accredited institution where English is the
principal language of instruction must receive a minimum score of 500 on the paper-based Test
of English as a Foreign Language (TOEFL), or 61 on the internet-based TOEFL exam), or its
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equivalent. TOEFL is administered by ETS. Test information can be obtained online at www.toefl
.org or by calling 832.418.2978 Transcripts not in English must be evaluated by an appropriate
third party and translated into English or a trained transcript evaluator fluent in the
language on the transcript. In this case, the evaluator must have expertise in the educational
practices of the country of origin and include an English translation of the review. The
student is responsible for any fees related to TOEFL and transcript translation services.
Enrollments are accepted on any regular business day. You will receive prompt notification of
admission status. If your enrollment is not accepted, all monies will be returned to you. The
enrollment begins on the date the NTI Career Institute received the signed enrollment
agreement. If a first term starting date must be postponed, whether at the request of the NTI
Career Institute or by you, a written agreement must be signed by you and the NTI Career
Institute. The agreement must set forth: a) Whether the postponement is for the convenience of
the NTI Career Institute or you, and b) A deadline for the new start date, beyond which the start
date will not be postponed. If the program is not commenced, or you do not attend by the new
start date as set forth in the agreement, you will be entitled to a full refund of prepaid tuition
and fees. The refund will be made within 30 days of the deadline of the new start date set forth
in the agreement, determined in accordance with the NTI Career Institute’s refund policy and all
applicable laws and rules concerning the Private Occupational Education Act of 1981.

TRANSFER STUDENTS

Transfer students are students who have previous college/career work and plan to pursue a certificate
at NTI Career Institute. Transfer students are required to send official transcripts from each previously
attended College or Career schools. Counselors evaluate transfer work at the time the certificate planis
filed. Students are encouraged to meet with an NTI Career Institute counselor prior to registration but
no later than their first clock hours of enroliment to complete their certificate plan. Transfer students
should follow the basic procedures for admission.

TRANSFER LIMITATION
NTI Career Institute cannot guarantee transferability of any NTI Career Institute clock hours. Students
who intend to transfer to a certificate program should be aware of possible limitations on lower-

division course work. Universities will generally not accept in transfer or toward a degree program, more
than 65 semester Hours of lower division academic credit/clock hours.
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POLICY FOR GRANTING CREDIT
NTI Career Institute will review all prior educational and work experiences.

Course completion may be awarded to students who have satisfactorily earned a grade of A, B, or C; who
have satisfactorily completed courses or training, as required for graduation from NTI Career Institute.

Graduation Requirements:

Fulfill Financial Obligations

NTI Career Institute uses a number-letter system of grading, with number grades being assigned to mail-
in assignments and letter grades to completed courses. The course Grade Point Average is determined
by obtaining a weighted average of designated mail in assignments.

Numerical Grade Letter Grade Rating

90-100 A- Excellent

80-89 B- Good

75-79 C- Average

70-74 D- Passing

Below 70 F- Failing (no credit)
I Incomplete

In order for students to graduate from the course, they must submit all assignments, complete the
course with a GPA of 75% or above and fulfill their tuition obligation. When students graduate, they will
receive their Certificate of Completion along with any applicable graduation gifts and be eligible for
graduate support.
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Cancellation and Refund Policy for Programs

CANCELLATION POLICY
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. A full refund will also be made to any student who cancels
enrollment within the student’s first three scheduled class days, except that the school may retain
not more than $100 in any administrative fees charged, as well as items of extra expense that are
necessary for the portion of the program attended and stated separately on the enrollment
agreement.

REFUND POLICY

1. Refund computations will be based on 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.

2. The effective date of termination for refund purposes will be the earliest of the following:
. (@) The last day of attendance, if the student is terminated by the school,

. (b) The date of receipt of written notice from the student; or

. (c) Ten school days following the last date of attendance.

3. If tuition and fees are collected in advance of entrance, and if after expiration of the 72 hour
cancellation privilege the student does not enter school, not more than $100 in any administrative
fees charged shall be retained by the school for the entire residence program or synchronous
distance education course.

4. If a student enters a residence or synchronous distance education program and withdraws or is
otherwise terminated after the cancellation period, the school or college may retain not more than
$100 in any administrative fees charged for the entire program. The minimum refund of the
remaining tuition and fees will be the pro rata 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 to the 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 program for which the student has been charged on the effective date

of termination.1

5. Refunds for items of extra expense to the student, such as books, tools, or other supplies are to
be handled separately from refund of tuition and other academic fees. The student will not be
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required to purchase instructional supplies, books and tools until such time as these materials are
required.

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 refund as long as they were necessary for the
portion of the program attended and separately stated in the enrollment agreement. Any such
items not required for the portion of the program attended must be included in the refund.

1 More simply, the refund is based on the precise number of course time 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 CSC-1040R provides the precise calculation.

. A student who withdraws for a reason unrelated to the student’s academic status after the 75
percent completion mark and requests a grade at the time of withdrawal shall be given a
grade of “incomplete” and permitted to re-enroll in the course or program during the 12-
month period following the date the student withdrew without payment of additional
tuition for that portion of the course or program.

. A full refund of all tuition and fees is due and refundable in each of the following cases:
(@) An enrollee is not accepted by the school,

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

(c) If the student's enrollment was procured as a result of any misrepresentation in
advertising, promotional materials of the school, or representations by the owner
or representatives of the school.

. A full or partial refund may also be due in other circumstances of program deficiencies or
violations of requirements for career schools and colleges.

REFUND POLICY FOR STUDENTS CALLED TO ACTIVE MILITARY SERVICE

. A student of the school or college who withdraws from the school or college as a result of the
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:

(a) If tuition and fees are collected in advance of the withdrawal, a pro rata refund of
any tuition, fees, or other charges paid by the student for the program and a
cancellation of any unpaid tuition, fees, or other charges owed by the student for
the portion of the program the student does not complete following withdrawal;

(b) A grade of incomplete with the designation "withdrawn-military" for the courses in
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the program, other than courses for which the student has previously received a
grade on the student's transcript, and the right to re-enroll in the program, or a
substantially equivalent 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 any previously unpaid balance of the original tuition, fees, and charges
for books for the program; or

(c) 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:

(1) satisfactorily completed at least 90 percent of the required coursework for
the program; and

(2) demonstrated sufficient mastery of the program material to receive credit
for completing the program.

. The payment of refunds will be totally 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.
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Program Description - Microsoft Office Specialist

The Microsoft Office Specialist provides theoretical and practical instruction in Microsoft Office
applications. Students will also explore the inner-workings of computers, providing a foundation upon
which to apply word processing, spreadsheet, and presentation skills, as well as adhere to e-mail
etiquette and manage computer files. Graduates will be skilled to seek employment in areas that require
computer literacy and competency such as Microsoft Sales Personnel, and Desktop Specialist. Upon
completion of the Microsoft Office Specialist , graduates will be able to apply basic computer skills and
adeptly use Microsoft Office applications in a variety of employment settings such as educational,
medical, and legal settings.

The Institute will obtain externship, which is a required part of the business curriculum. However, NTI
Career Institute encourages students to attend its recruiting activities and events. These experiences
can help students develop their resumes and job search skills.

Program Outline:
Microsoft Office Specialist

Subject Contact Hours

Number Subject Title Lec /Lab/ Ext/Total

Comp 11031 Introduction to Computers 40 20 10 70
Comp 11032 Use Microsoft Word and Excel 40 20 10 70
Comp 11033 Put Excel and Power Point Together 40 25 00 65
Comp 11034 World Wide Web, Internet Research 40 20 00 60

And E-mail
Comp 11035 Microsoft Outlook and Practicum 60 25 60 145
COMP 11036 Microsoft EXTERNSHIP 00 00 80 80
Total Hours 220/ 110 /80 /410 clock hrs.

The approximate time required to complete Microsoft Office Specialist is Nine weeks and 220 Lec.
Clock hrs, 110 Lab hrs. and 80 hrs. Ex. Hrs. Total hours 410 clock hours. Student will receive a Certificate
of completion in Microsoft Office Specialist.
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Subject Description:

Comp.11031- Introduction to Computers Lec.40 Lab 20 Ext.0

Students learn about the importance of computers in society and business today, the many ways people
use computers, the components of a computer and computer hardware and software. Students are
introduced to Microsoft Windows XPR or Vista R and the Microsoft Office

Prerequisite: none

Comp.11032- Use Microsoft Word and Excel Lec.40 Lab 20 Ext.0

Students learn the tools, keys and commands of Microsoft Word R, and then create documents in
Microsoft Word. Students then apply this knowledge to use Microsoft Word R to design and format
documents. The instruction pack wraps up with an introduction to Microsoft Excel R.

Prerequisite: None

Comp.11033- Put Excel® and PowerPoint® to Work Lec.40 Lab 25 Ext.0

Students will learn to apply their Excel R basics and use it to manipulate data. Students then learn the
Basics Of Microsoft Power Point R; they create slides and enter information into presentations. Students
Additionally apply their Microsoft Power Point Knowledge to create a presentation.

Prerequisite: None

Comp.11034- World Wide Web, Internet Research and E-mail Lec.40 Lab20 Ext.0

Students will learn the introduction to the Internet and World Wide Web. Next, students learn
strategies to use the Internet for research. Students then learn how to secure information and their
computer. They also learn e-mail basics, as well as e-mail etiquette.

Prerequisite: None

Comp. 11035- Microsoft Outlook and Practicum Lec. 60 Lab 25 Ext. 0

Students will learn the instructional pack with an introduction to Microsoft Outlook R. Once students
learn to send, receive, open and close e-mails, they then learn to use Outlook R to organize files,
manage contacts, create task lists and schedule appointments in Microsoft Outlook R.

Prerequisite: Comp. 11031,Comp. 11032, Comp. 11033, Comp. 11034.

Comp. 11036- Microsoft EXTERNSHIP Lec.0 Lab 0 Ext. 80

Upon successful completion of all classroom requirements, students are expected to begin externship.
Students must complete at least 15 clock hours per week, but no more than 40 clock hours per week, at
an approved externship site.

Prerequisite: Comp. 11031 (10 EXT. Hours), Comp. 11032 (10 EXT. Hours), Comp. 11035(60 EXT Hours)
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Microsoft Office Specialist

Microsoft Office Specialist provides a general overview of computer hardware, software, and basic

procedures when operating computer systems. This course also provides a skill development in typing
with an emphasis on alphabet, numbers, and symbols with speed and accuracy. 410 CONTACT

HOURS/Nine (9) Weeks.

COMP 11031 Introduction to Computers
COMP 11031 Introduction to Computer
COMP 11031 Introduction to Computer

COMP 11032 Use Microsoft Word and Excel
COMP 1032 Use Microsoft Word and Excel
COMP1032 Use Microsoft Word and Excel

COMP 11033 Put Excel@ and Power Point @to Work
COMP 11033 Put Excel @ and Power Point @ to Work
COMP 11033 Put Excel @ and Power Point @ to Work

COMP 1034 Put Excel @ and Power Point @ to Work
COMP 1034 Put Excel @ and Power Point @ to Work
COMP 1034 Put Excel @ and Power Point @ to Work

COMP 11035 Microsoft Outlook and Practicum
COMP 11035 Microsoft Outlook and Practicum
COMP 11035 Microsoft Outlook and Practicum

COMP 11036 Microsoft EXTERNSHIP
COMP 1036 Microsoft EXTERNSHIP
COMP 1036 Microsoft EXTERNSHIP

M, T,W,Thur.

M,T,W, Thur.
M,T,W, Thur.

M,T,W,Thur.

M,T,W, Thur.
M,T,W, Thur.

M,T,W,Thur.

M,T,W, Thur.
M,T,W, Thur.

M,T,W,Thur.

M,T,W, Thur.
M,T,W, Thur.

M,T,W,Thur.

M,T,W, Thur.
M,T,W, Thur.

M,T,W, Thur.
M,T,W, Thur.
M,T,W, Thur.

9AM-12AM
1PM-4pm
5PM-8PM

9AM-12AM
1PM-4pm
5PM-8PM

9AM-12AM
1PM-4pm
5PM-8PM

9AM-12AM
1PM-4pm
5PM-8PM

9AM-12AM
1PM-4pm
5PM-8PM

9AM-12AM
1PM-4pm
5PM-8PM

(all classes are offered on Saturday at the following hours)
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COMP 11031-11035 9AM-12AM  1PM-4PM  5PM-8PM

Program Description - Mechanical Drafters Specialist

This course is designed to provide instructional Mechanical Drafters Specialist training. Students gain a
general overview of Drafting, software, and basic procedures needed when designing /Architectural
Drafting .  This course also provides a skill development in typing with an emphasis on alphabet,
numbers, and symbols with speed and accuracy.

Upon completion of courses, the student will be able to perform fundamentals of Mechanical Drafters
Specialist through the use of Auto CAD. The students will be able to coordinate, undoing and altering,
moving and duplicating , arrays, viewports, file maintenance, editing templates for 2-D. Also included
are dimensioning and geometric tolerances, measurements and calculations, the creation of a library of
symbols and attributes, plotting and printing. Students will be able to work as assistant
superintendents, Assistant Project Managers in construction, Architectural Firms, Engineering Firms ,
Drafting Development companies and Department of Public Works & Engineering Code Enforcement.

Program Outline:

Mechanical Drafters Specialist

Subject Contact Hours

Number Subject Title Lec /Lab/ Ext/Total

1305 DFTG Technical Drafting 75 60 00 135hrs.
1317 DFTG Basic Computer Aided Drafting-Design 75 50 00 125hrs.
2328DFTG Architectural Drafting-Residential 75 60 00 135hrs.
1358 ARCE Electrical/Electronic Drafting Design 75 60 00 135hrs.

4020 DFTG Intermediate Architectural Drafting-Residential 75 50 00 125 hrs.

4021 DFTG Architectural Drafting-Commercial 75 20 00 95 hrs.

1200 LEAD  Workforce Development with critical thinking 30 00 00  3Ohrs.
4050 DFTG CAD EXTERNSHIP 0 0 120 120hrs.

Total Hours 480 / 300/ 120/ 900hrs.
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The approximate time required to complete Mechanical Drafters Specialist 19 nineteen weeks and
480Lec. Clock hrs, 300 Lab hrs. and 120 hrs. Ex. Hrs. Total hours 900 clock hours. Student will receive a
Certificate of completion in Computer Aided Drafting.

Subject Descriptions:

1200 LEAD Workforce Development with Critical Thinking Lec. 30 lab 0 Ext.0

Students will develop leadership skills and critical thinking strategies that promote employment
(readiness, retention, advancement, and promotion).

Prerequisite: None

1305 DFTG Technical Drafting Lec. 75 Lab 60 Ext.0

Students will be Introduced to the principles of drafting to include terminology and fundamentals,
including size and shape descriptions, projection methods, geometric construction, sections, auxiliary
views, and reproduction processes.

Prerequisite: None

1317 DFTG Basic Computer-Aided Drafting Design Lec. 75 Lab 50 Ext 0

An Introduction to computer-Aided drafting .Student will learn setup; creating and modifying geometry
storing and retrieving predefined shapes; placing rotating, and scaling objects, adding text and
dimensions, using layers, coordinate systems and plot/point to scale.

Prerequisite: 1200 LEAD; 1305 DFTG

2328 DFTG _ Architectural Drafting- Residential Lec. 75 Lab 60 Ext.0

Student will learn Architectural drafting procedures, practices, and symbols, including preparation of
detailed working drawings for residential structure with emphasis on light frame construction methods.
Prerequisite: 1305 DFTG, 1317 DFTG

1358 ARCE Electrical/Electronic Drafting Design Lec. 75 Lab 60 Ext. 0

Student will learn electrical and electronic drawings stressing modern representation used for block
diagrams, schematic diagrams, logic diagrams, wiring/ assembly drawings, printed circuit board layouts,
motor control diagrams, power distribution diagrams, and electrical one —line diagrams.

Prerequisite: 1200 LEAD,2328 DFTG

4020 DFTG _Intermediate Architectural Drafting & Residential Lec. 75 Lab 50 Ext O
Student will learn continued application of principles and practices used in residential construction.
Prerequisite: 2328 DFTG, 1358 ARCE

4021 DFTG Architectural Drafting-Commercial Lec. 75 Lab 20 Ext O

Student will learn Architectural drafting procedures, practices, and symbols including the preparation of
detailed working drawings for a commercial building, with emphasis on commercial construction
methods.

Prerequisite: 1305DFTG,1309DFTG, ARCE 1358, LEA 1200
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4050 DFTG CAD 120 EXT HOURS

Upon successful completion of all classroom requirements, students are expected to begin externship.
Students must complete at least 15 clock hours per week, but no more than 40 clock hours per week, at

an approved externship site.

Prerequisite: 1317 DFTG(40 Ext),4020 DFTG (40), 4021 DFTG(40)

Mechanical Drafters Specialist

This course is designed to provide instructional Computer-Aided Drafting Design training. Students will
gain a general overview of Drafting, software, and basic procedures needed when designing
/Architectural Drafting . This course also provides a skill development in typing with an emphasis on
alphabet, numbers, and symbols with speed and accuracy.

1200 LEAD Workforce Development
1200 LEAD Workforce Development
1200 LEAD Workforce Development

1305 DFTG Technical Drafting
1305 DFTG Technical Drafting
1305 DFTG Technical Drafting

1309 DFTG Basic Computer Aided Drafting-Design
1309 DFTG Basic Computer Aided Drafting-Design
1309 DFTG Basic Computer Aided Drafting-Design

1317 DFTG Architectural Drafting -Residential
1317 DFTG Architectural Drafting-Residential
1317 DFTG Architectural Drafting-Residential

1358ARCE Electrical/Electronic Drafting
1358ARCE Electrical/Electronic Drafting
1358 ARCE Electrical/Electronic Drafting

4020 Intermediate Architectural Drafting/Residential
4020 Intermediate Architectural Drafting/Residential
4020 Intermediate Architectural Drafting/residential

2328 DFTG Architectural Drafting-Commercial
2328 DFTG Architectural Drafting-Commercial
2328 DFTG Architectural Drafting-Commercial

4050 DFTG CAD EXTERNSHIP

4050 DFTG CAD EXTERNSHIP
4050 DFTG CAD EXTERNSHIP
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(all classes are offered on Saturday at the following hours)

9AM-12AM  1PM-4PM  5PM-8PM

Program Description - Child Daycare Specialist

Child Daycare Specialist Course provides theoretical and practical instruction that prepares students to
obtain a position as a daycare provider, day care technicians, and head start technicians which can be
found in daycares, schools, community centers, and are in accordance with state, federal and local
governmental regulations and recommendations. Students will learn the stages of child development
and associated activities for each stage and know how to meet the nutritional , safety needs of the

children in their care and compliance rules and regulations are required by the state and federal
regulations.

Program Outline:
Child Daycare Specialist

Subject Contact Hours

Number Subject Title Lec /Lab/ Ext/Total

1200 Careers in Education 40 00 00 40

1301 Composition 1 30 04 00 34

1317 Run a Day Care Facility 40 00 00 40

1318 Wellness of the Young Child 40 06 00 46

1358 Health, Safety, Regulations and Parents 60 20 00 80

1359 Children with special Needs 60 20 00 80
1319 Child Guidance 40 20 00 60
1320 Child Development | 20 20 00 40
1321 Child Development Il 20 10 00 30
1322 Child Growth and Development 50 20 00 70
2326 Administration of Programs for Children 40 20 00 60

Total Hours 440/ 140/ 00 /580hrs.
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The approximate time required to complete Child Daycare Specialist 13 (thirteen) weeks and 580 Clock
hrs, 440 Lecture hours, 140Lab hrs. and 00hrs. Ex. Hrs. Total hours 580 clock hours. Student will receive
a Certificate of completion in Child Day Care Specialist.

Subject Descriptions:

1200 Careers in Education — Lec. 40, Lab 0, Ext. 0

Students will learn to develop effective academic behaviors for success and be able to transfer these
behaviors. This course qualifies as Student Success Course.
Prerequisite: None

1301 Composition 1 Lec. 30, Lab 4, Ext. 0

Students will learn to improve writing skill, and communication skills. The class will provide
information concerning the role of education, and educators, preparation programs, effective. While
the main focus of this course is the writing of multi-paragraph compositions, additional emphasis is
placed on reviewing grammar skills, editing for standard English usage, vocabulary development, and
reading comprehension.

Prerequisite: None

1317 Run a Daycare Facility Lec. 40, Lab O, Ext. O

Students will learn how to assess the needs of their community so they can plan a daycare program to
meet those needs. Students also discover how to care for special-needs children and explore how to
accommodate them. The course concludes with a comprehensive quiz in which students will apply what
they’ve learned about child daycare.

Prerequisite: None

1318 Wellness of the Young Child Lec. 40, Lab 06, Ext. 0

Students will learn about nutrition, health, and safety including community health, universal health
precautions, and legal implications as well as the practical application of these principles in a variety of
settings.

Prerequisite: None

1358 Health, Safety, Regulations and Parents Lec. 60, Lab 20, Ext. 0

Students will learn how to provide a healthy, safe environment for children. They will discover how to
handle medic emergencies and how to promote good health for children. Students explore how to
comply with governmental regulations and licensing requirements. Finally, students learn how to create
a business plan and connect with parents.

Prerequisite: None
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1359 Children with Special Needs Lect. 60, Lab 20, Ext. 0

Students will learn how to do survey information regarding children with special needs including
possible causes and characteristics of exceptionally, educational intervention, available resources,
referral processes, the advocacy role and legislative issues.

Prerequisite: None

1319 Child Guidance Lec. 40, Lab 20, Ext.0

Students will explore guidance strategies for promoting pro social behavior with individual and group of
children. Emphasis on positive guidance principles and techniques, family involvement, and cultural
influences.

Prerequisite: None

1320 Child Development | Lec. 20, Lab. 10, Ext. 0

Students will learn about the need for quality daycare programs and explore different age groups, such
as newborns, infants, toddlers. They will discover how children develop physically, emotionally, socially
and intellectually, and how to plan activities that are appropriate for different age levels.

Prerequisite: None

1321 Child Development Il Lec. 20, Lab 20, Ext. 0

Students will learn child development by learning about child development theories. Students also
discover how to effectively discipline children and connect with children in their care. Lastly, students
learn how to provide nutritious snacks and meals for children.

Prerequisite: 1320

1322 Child Growth and Development Lec. 50, Lab 20, Ext. 0

Student will learn the principles of normal child growth and development from conception through
adolescence. Focus is on physical, cognitive, social and emotional domains of development.
Prerequisite: 1320,1321

2326 Administration of Programs for Children Lec. 40, Lab. 20, Ext. 0

Student will learn the Application of management procedures for early child care education programs.
Includes planning, operating, supervising, and evaluating programs. Topics covered include philosophy,
types of programs, policies, fiscal management, regulations, staffing, evaluation and communication. An
in depth study of the skills and techniques in managing early care and education programs, including
legal and ethical issues, personal management, team building, leadership, conflict resolution, stress
management advocacy, professionalism, fiscal analysis and planning parent education/partnerships, and
technical application in programs.

Prerequisite: 1319,1320,1321, 1322
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Child Daycare Specialist

Child Daycare Specialist Course provides theoretical and practical instruction that prepares students to
obtain a position as a daycare provider, day care technicians, and head start technicians which can be
found in daycares, schools, community centers, and are in accordance with state, federal and local
governmental regulations and recommendations. Students will learn the stages of child development
and associated activities for each stage and know how to meet the nutritional , safety needs of the
children in their care and compliance rules and regulations are required by the state and federal

regulations.

1200 Careers in Education M, T,W,Thur. 9AM-12PM
1200 Careers in Education M, T,W,Thur. 1PM-4PM
1200 Career in Education M,T,W, Thur. 5PM-8PM
1301 Composition 1 M,T,W, Thur. 9AM-12PM
1301 Composition 1 M,T,W, Thur. 1PM-4PM
1301 Composition 1 M,T,W, Thur. 5PM-8PM
1317 Run a Daycare Facility M,T,W, Thur. 9AM-12PM
1317 Run a Daycare Facility M,T,W, Thur. 1PM-4PM
1317 Run a Daycare Facility M,T,W, Thur. 5PM-8PM
1318 Wellness of the Young Child. M,T,W, Thur. 9AM-12PM
11318 Wellness of the Young Child_ M, T,W, Thur. 1PM-4PM
1318 Wellness of the Young Child. M,T,W, Thur. 5PM-8PM
1358 Health, Safety, Regulations and Parents M,T,W, Thur. 9AM-12PM
1358 Health, Safety, Regulations and Parents M,T,W, Thur. 1PM-4PM
1358 Health, Safety, Regulations and Parents M,T,W, Thur. 5PM-8PM
1359 Children with Special Needs M,T,W, Thur. 9AM-12PM
1359 Children with Special Needs M,T,W, Thur. 1PM-4PM
1359 Children with Special Needs M,T,W, Thur. 5PM-8PM
1319 Child Guidance M,T,W, Thur. 9AM-12PM
1319 Child Guidance M,T,W, Thur. 1PM-4PM
1319 Child Guidance M,T,W, Thur. 5PM-8PM
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1320 Child Development |
1320 Child Development |
1320 Child Development |

1321 Child Development Il
1321 Child Development Il
1321 Child Development Il

M,T,W, Thur.
M,T,W, Thur.
M,T,W, Thur.

M,T,W, Thur.

M,T,W, Thur.
M,T,W, Thur.

1322 Child Growth and Development_
1322 Child Growth and Development_
1322 Child Growth and Development_

2326 Administration of Programs for Children
2326 Administration of Programs for Children
2326 Administration of Programs for Children

M,T,W, Thur.
M,T,W, Thur.
M,T,W, Thur.

M,T,W, Thur.
M,T,W, Thur.
M,T,W, Thur.

9AM-12PM
1PM-4PM
5PM-8PM

9AM-12PM
1PM-4PM
5PM-8PM

9AM-12PM
1PM-4PM
5PM-8PM

9AM-12PM
1PM-4PM
5PM-8PM

(all classes are offered on Saturday at the following hours)

9AM-12AM
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Program Description- Construction Technology

The Construction Technology Program is designed to develop qualified personnel for construction
employment to enhance the workplace skills in the industry for career advancement. Job opportunities
include management and supervisory positions in construction of residential and commercial building
and other related industries. Students will be able to Identify types of construction and organizational
structures; identify and explain purposes for various construction documents; describe construction
office and field responsibilities and operations; define and identify safety and regulatory agencies; and

identify the various construction crafts and trades.

Program Outline:

Construction Technology

Subject Contact Hours

Number Subject Title

LEAD 1200 Workforce Development
With critical thinking
CNBT 1201 Introduction to the Construction Industry
CRPT 1329 Introduction to Carpentry
DFTG 1351 Architectural Blueprint Reading

CNBT 1302 Mechanical, Plumbing, and Electrical
Systems in Construction

CNBT 1316 Construction Technology |
HART 1301 HVAC Shop Practices and Tools

ELPT 1329 Residential Wiring

PFPB 1313 Introduction to the Plumbing Trade
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CNBT 1350 Construction Technology Il 50 10 00 60

Total Hours 390/ 65/ 00 /455 clock hours

The approximate time required to complete Construction Technology is Twelve (12) weeks and 455
Clock hrs, Lec390 hrs., 65Lab hrs. and 00hrs. Ex. Hrs. Total hours 455 clock hours.
Student will receive a Certificate of completion in Construction Technology.

Subject Descriptions: Construction Technology

Lead 1200 Workforce Development with Critical Thinking — Lec. 30, Lab 0, Ext. 0

Students will learn to explore the role of leadership skills and critical thinking strategies that promote
employment readiness, retention, advancement, and promotion.
Prerequisite: None

CNBT 1201 Introduction to Construction Industry — Lec. 35, Lab 5, Ext.0

Students will learn the overview of the construction industry. Includes organizational structures and
systems, safety regulations and agencies, construction documents, office and field organizations and the
various construction crafts and trade.

Prerequisite: None

CRPT 1329 Introduction to Carpentry Lec. 40, Lab 5, Ext. 0

Students will learn the introduction to the carpentry trade including safety, tools, equipment,
terminology, and methods.
Prerequisite: CNBT 1201

DFTG 1351 Architectural Blueprint Reading Lec. 40, Lab 5, Ext. o

The student will learn the fundamental of blueprint reading for the construction. Reading will be
examined. A presentation of the basics mechanical, plumbing, and electrical components in construction
and there relationships to the overall building will be utilized.

Prerequisite: None

CNBT 1302 Mechanical, Plumbing, and Electrical Systems in Construction Lec. 40, Lab 5, Ext. 0

The student will learn the basic mechanical, plumbing, and electrical components in construction and
their relationship to the overall building.
Prerequisite: CNBT 1201

CNBT 1316 Construction Technology | Lect. 40, Lab 10, Ext. 0
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Students will learn the site preparation, foundation, form work, and framing, includes safety tools and
equipment; basic site preparation; basic foundations and form work; and basic floor, wall, and framing
methods and systems, and roof framing methods and systems.

Prerequisite: CBN 1201, LEA 1200, CRPT 1329

HART 1301 HVAC Shop Practices and Tools Lect. 30, Lab 10, Ext. 0

The Student will learn tools and instruments used in the HVAC industry which includes proper applicable
to the plumbing trade, hand and power tools, and safety practices.
Prerequisite: CRPT 1329

ELPT 1329 Residential Wiring Lec. 35, Lab 5, Ext. 0

The Student will learn Wiring methods for single family and multi-family dwellings. Includes load
calculations, service entrance sizing, proper grounding techniques, and associated safety procedures.
Prerequisite: CNBT 1302

PFPB 1313 Introduction to the Plumbing Trade Lec. 50, Lab 10, Ext. 0

Student will learn the material selection, mathematical calculations applicable to the plumbing trade,
hand and power tools, and safety practices.
Prerequisite: None

CNBT 1350 Construction Technology Il Lec. 50, Lab 10, Ext.0

The Student will learn site preparation, foundation, form work, and framing in residential and light
construction. Includes safety; tools and equipment; site preparation and layout; concrete; foundations
and related form work and floor, wall and ceiling.

Prerequisite: CNBT 1316
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Construction Technology

The Construction Technology Program is designed to develop qualified personnel for employment in
the field of construction or to enhance the workplace skills of those already employed in the industry for
career advancement. Job opportunities include management and supervisory positions in construction
of residential and commercial building and other related industries. Students will be able to Identify
types of construction and organizational structures; identify and explain purposes for various
construction documents; describe construction office and field responsibilities and operations; define
and identify safety and regulatory agencies; and identify the various construction crafts and trades.

LEAD 1200 Workforce Development M, T,W, Thur. 9AM-12PM
LEAD 1200 Workforce Development M, T,W, Thur. 1PM-4PM
LEAD 1200 Workforce Development M,T,W, Thur. 5PM-8PM
CNBT 1201 Introduction to the Construction Industry M,T,W, Thur. 9AM-12PM
CNBT 1201 Introduction to the Construction Industry M,T,W, Thur. 1PM-4M
CNBT 1201 Introduction to the Construction Industry M,T,W, Thur. 5PM-8PM
CR CRPT 1329 Introduction to Carpentry M,T,W, Thur. 9AM-12PM
PT 1329 Introduction to Carpentry M,T,W, Thur. 1PM-4PM
CRPT 1329 Introduction to Carpentry M,T,W, Thur. 5PM-8PM
DFTG 1351 Architectural Blueprint Reading M,T,W, Thur. 9AM-12PM
DFTG 1351 Architectural Blueprint Reading M,T,W, Thur. 1PM-4PM
DFTG 1351 Architectural Blueprint Reading M,T,W, Thur. 5PM-8PM
CNBT 1302 Mechanical, Plumbing, and Electrical M,T,W, Thur. 9AM-12PM
Systems in Construction
CNBT 1302 Architectural Blueprint Reading M,T,W, Thur. 1PM-4PM
Systems in Construction
CMBT 1302 Mechanical, Plumbing, and Electrical M, T,W, Thur. 5PM-8PM
Systems in Construction
CNBT 1316 Construction Technology | M,T,W, Thur. 9AM-12PM
CNBT 1316 Construction Technology | M,T,W, Thur. 1PM-4PM
CNBT 1316 Construction Technology | M,T,W, Thur. 5PM-8PM
HART 1301 HVAC Shop Practices and Tools M,T,W, Thur. 9AM-12PM
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HART 1301 HVAC Shop Practices and Tools
HART 1301 HVAC Shop Practices and Tools

ELPT 1329 Residential Wiring
ELPT 1329 Residential Wiring
ELPT 1329 Residential Wiring

PFPB 1313 Introduction to the Plumbing Trade
PFPB 1313 Introduction to the Plumbing Trade
PFPB 1313 Introduction to the Plumbing Trade

CNBT 1350 Construction Technology
CNBT 1350 Construction Technology
CNBT 1350 Construction Technology

March 2017

M,T,W, Thur.
M,T,W, Thur.

M,T,W, Thur.
M,T,W, Thur.
M,T,W, Thur.

M,T,W, Thur.
M,T,W, Thur.

M,T,W, Thur.

M,T,W, Thur.
M,T,W, Thur.
M,T,W, Thur.

1PM-4PM
5PM-8PM

9AM-12PM
1PM-4PM
5PM-8PM

9AM-12PM
1PM-4PM
5PM-8PM

9AM-12PM
1PM-4PM
5PM-8PM
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(all classes are offered on Saturday at the following hours)

9AM-12AM  1PM-4PM  5PM-8PM

Program Description - Medical Assistant

The Medical Assistant program is designed to prepare students for entry-level positions as medical
assistants in a variety of health care settings. Students learn the structure and function of the major
body systems in conjunction with medical terminology, diagnostic and therapeutic procedures,
computer skill, administrative processes, bookkeeping and accounting practices, and the processing of
medical insurance forms and claims.

In recent years, the medical assisting profession has become indispensable to the health care field.
Physicians have become more reliant on medical assistants for their front and back office skills. Medical
offices and ambulatory care providers, clinics, urgent care centers, and insurance providers, are seeking
their services.

The goal of the Medical Assistant Program is to prepare competent entry-level medical assistants in the
cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains required and
necessary to prepare them for entry level positions such as clinical or administrative assistant, medical
receptionist, an medical insurance billers.
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Program Outline:

Subject
Number

Module MA INTRO

Module A

Module B

Module C

Module D

Module E

Module F

Module G

Module H

Module X

Medical Assistant
Contact Hours

Subject Title Lec /Lab/ Ext/Total
Introduction to Medical Assisting 40 40 00 80

Integumentary, Sensory, and Nervous 40 40 00 80

Systems, Patient Care and Communication

Muscular System, Infection Control 40 40 00 80

Minor Office Surgery, and Pharmacology

Digestive System, Nutrition, Financial 40 40 00 80

Management and First Aid

Cardiopulmonary Systems, Vital Signs, 40 40 00 80

Electrocardiography and CPR

Urinary, Blood, Lymphatic, and Immune 40 40 00 80

Systems and Laboratory Procedures

Endocrine, Skeletal, and Reproductive 40 40 00 80

Systems, Pediatrics, and Geriatrics

Medical Law and Ethics, Psychology,and 40 40 00 80

Therapeutic Procedures

Health Insurance Basics, Claims Processing 40 40 00 80

and Computerized Billing

Medical Assistant Externship 00 00 200 200

Total Hours 360/ 360 /200 /920

clock hrs.

Program Total 920 Clock Hours

The approximate time required to complete Medical Assistant is forty (40) weeks and 360
Lecture Clock hrs, 360 Lab hours and 200 hrs. Externship Hrs. Total hours 920 clock hours.
Student will receive a Certificate of completion in Medical Assistant.
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Subject Description:

Module MAIN INTRODUCTION Lec.40 Lab 40 Ext.00 (Total 80 clock hours)

Prerequisite: None

Module MAIN INTRODUCTION introduces students to the medical assisting profession, medical
terminology, interpersonal skills, study techniques, and basic clinical skills. Students are
introduced to the rules needed to build, spell, and pronounce health care terms, basic prefixes,
suffixes, word roots, combining forms, and terms associated with body structure and
directional terminology. Students study the professional qualities and professional personal
appearance of a medical assistant. They learn about the administrative and clinical duties
performed by a medical assistant. Additionally, students study the purpose of accreditation and
the significance of becoming credentialed professional. Students also study the importance of
interpersonal skills and the application of these skills with patients and fellow employees.
Students are introduced to the basic clinical skills of obtaining vital signs, drawing and
processing blood samples, and preparing and administering injections-procedures that will
continue to practice throughout the remaining modules. Students learn how to use knowledge
of multiple intelligences to enhance studying and learning and how to make their personality
type work for them. Successful note-taking and listening skills are reviewed, as well as
techniques for remembering. Students also gain knowledge of test-taking strategies, including
methods that can be used for reducing test anxiety. Out of class activities will be assigned and
assessed as part of this module.
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Module A-Integumentary, Sensory, Nervous Systems Patients Care and
Communication Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction

Module A emphasizes patient care, including physical examinations and procedures related to
the eyes and ears, the nervous system, and integumentary system. Students will have an
opportunity to work with and review patient charts and perform front office skills related tor
records management, appointment scheduling, and bookkeeping. Students gain skills in
communication (verbal and nonverbal) when working with patients both on the phone and in
person. Students develop working knowledge of basic anatomy and physiology of the special
senses (eyes and ears), nervous and integumentary system, common diseases and disorders,
and medical terminology related to these systems. Students check vital signs, obtain blood
samples, and prepare and administer injections. Also introduced are strategies for dealing with
change, setting goals, and getting motivated. Students learn how to prepare an attractive
business letter, along with demonstrating increasing speed and accuracy on the computer
keyboard and in medical transcription. Students build on their keyboarding and word
processing skills related and spreadsheet programs, with acceptable progress through the
identified text(s). Out of class activities will be assigned and assessed as part of this module.
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Module B- Muscular System, Infection Control, Minor Office Surgery, and
Pharmacology Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A - Integumentary, Sensory,
Nervous Systems Patients Care and Communication.

Module B stresses the importance of asepsis and sterile techniques in today’s health care
environment, along with the proper use of personal protective equipment. Students learn
about basic bacteriology and its relationship in infection and disease control. Students
identify the purpose and expectations of the Occupational Health and Safety Administration
(OSHA) and the Clinical Laboratory improvement Amendments (CLIA) regarding disease
transmission in the medical facility. Students study basic math concepts to prepare for
medication dosage calculations. Students learn the principles and various methods of
administering medication. Basic pharmacology and the uses, inventory, classification, and
effects of therapeutic drugs are included. Students participate in the positioning and
draping of patients for various examinations and prepare for assisting with minor office
surgical procedures. Students gain knowledge of basic anatomy and physiology of the
muscular system, common diseases and disorders, and medical terminology related to this
system. Students check vital signs, obtain blood samples, and prepare and administer
injections. Also introduced are strategies for setting and accomplishing personal goals,
along with how to succeed in accomplishing these goals. Students describe how to handle
numbers, symbols, and abbreviations in transcribed material and demonstrate increasing
speed and accuracy on the computer keyboard and in medical transcription. Students build
on their keyboarding and word processing skills related to word processing and
spreadsheet programs, with acceptable progress through the identified text(s). Our of class
activities will be assigned and assessed as part of this module.
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Module C- Digestive System, Nutrition, Financial Management and First
Aid Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A-Integumentary, Sensory, Nervous
Systems Patients Care and communication , Module B - Muscular System , Infection
Control, Minor Office Surgery and Pharmacology.

Module C introduces students to the health care environment, office emergencies, and first aid,
with an emphasis on bandaging techniques for wounds and injuries. Students will discuss types
of disasters and the medical assistant’s role in emergency preparedness and assisting during
and after a disaster. Students learn bookkeeping procedures, accounts receivable and payable,
financial management, banking, and check-writing procedures essential to the successful
operation of the medical office. Students study the administrative and clinical issues of the
electronic health record. Students develop working knowledge of good health, nutrition, weight
control, and strategies in promoting good health in patients. They acquire knowledge of basic
anatomy and physiology, common diseases and disorders, and medical terminology of the
digestive system. Students check vital signs, obtain blood samples, and prepare and administer
injections. They are introduced to strategies for building active reading and comprehension
skills, along with techniques for managing time. Students will practice transcribing accurate on
the computer keyboard and in spreadsheet programs, with acceptable progress through the
identified text(s). Out of class activities will be assigned and assessed as part of this module.
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Module D- Cardiopulmonary Systems, Vital Signs, Electrocardiography, and CPR
Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A- Integumentary, Sensory, Nervous
Systems Patients Care and Communication, Module B-Muscular System, Infection
Control, Minor Office Surgery and Pharmacology, Module C-Digestive System,
Nutrition, Financial Management, and First Aid.

Module D examines the circulatory and respiratory systems, including the structure and
function of the heart and lungs, along with diseases, disorders, diagnostic tests, anatomy and
physiology, and medical terminology associated with these systems. Students apply knowledge
of the electrical pathways of the hart muscle in preparation for applying electrocardiography
leads and recording a 12-lead electrocardiogram (ECG). Students receive instruction in
cardiopulmonary resuscitation (CPR) and the use of an automated external defibrillator (AED),
which enables them to respond to cardiac emergencies. Students check vital signs and
differentiate between normal values for pediatric and adult patients. Students obtain blood
samples and prepare and administer injections. Students will discuss how to apply critical and
creative thinking skills to analyzing and problem solving in the workplace and everyday life.
Students study the preparation of a History and Physical examination report, along with
demonstrating increasing speed and accuracy on the computer keyboard and in medical
transcription. Students build on their keyboarding and word processing skills related to word
processing and spreadsheet programs, with acceptable progress though the identified text (s).
Out of class activities will be assigned and assessed as part of this module.
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Module E- Urinary, Blood, Lymphatic, and Immune Systems and Laboratory
Procedures Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A- Integumentary, Sensory, Nervous
Systems Patients Care and Communication, Module B-Muscular System, Infection
Control, Minor Office Surgery and Pharmacology, Module C-Digestive System,
Nutrition, Financial Management, and First Aid, Module D- Cardiopulmonary
Systems, Electrocardiography, and CPR.

Module E introduces microbiology and laboratory procedures commonly performed in a
physician’s office or medical clinic. Students learn specimen identification, collection, handling
and transportation procedures and practice venipuncture and routine diagnostic hematology.
Maintenance and care of laboratory equipment and supplies are disused. Students gain working
knowledge of radiology and nuclear medicine, in addition to various radiological examinations
and patient preparation for these exams. Anatomy and physiology of the urinary system and
the body’s immunity, including the structure and functions, as well as common diagnostic
exams and disorders related to these systems, is presented. Students perform common
laboratory tests, check vital signs, and perform selected invasive procedures. Students learn
essential medical terminology related to the body systems and topic introduced in medical the
module. Students learn the skills involved in organizing and writing a paper.

Students transcribe miscellaneous transcription. Students build on their keyboarding and word
processing skills related to word processing and spreadsheet programs, with  acceptable
progress through the identified texts (s) Out of class activities will be assigned and assessed as
part of this module.
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Module F- Endocrine, Skeletal, and Reproductive Systems, Pediatrics, and
Geriatrics. Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A- Integumentary, Sensory, Nervous
Systems Patients Care and Communication, Module B-Muscular System, Infection
Control, Minor Office Surgery and Pharmacology, Module C-Digestive System,
Nutrition, Financial Management, and First Aid, Module D- Cardiopulmonary
Systems, Electrocardiography, and CPR, Module E- Urinary, Blood, Lymphatic, and
Immune Systems and Laboratory Procedures.

Module F covers general anatomy and physiology, including an overview of the study of biology
and the various body structures and systems. This module also examines the anatomy,
physiology, and functions of the skeletal, endocrine, and reproductive systems, along with
medical terminology associated with these systems. Students learn about child growth and
development. They develop working knowledge of the skills necessary to assist in a
pediatrician’s office and learn the important differences that are specific to the pediatric field.
Some of the skills students _learn in this area are height and weight measurements and
restraining techniques used for infants and children. They check vital signs, assist with
diagnostic examinations and laboratory tests, and instruct patients regarding health promotion
practices. Students gain knowledge of signs and symptoms of possible child abuse or neglect.
Students also become familiar with human development across the life span. They will discuss
normal and abnormal changes that are part of the aging process and the medical assistant’s
responsibilities related to the older person. Students check vital signs, obtain blood samples,
and prepare and administer injections. Students demonstrate increasing speed and accuracy on
the computer keyboard and in medical transcription. Students build on their keyboarding and
word processing skills related to word processing and spread sheet_ programs, with acceptable
progress through the identified text(s). Out of class activities will be assigned and assessed as
part of this module.
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Module G- Medical Law and Ethics, Psychology, and Therapeutic Procedures
Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A- Integumentary, Sensory, Nervous
Systems Patients Care and Communication, Module B-Muscular System, Infection
Control, Minor Office Surgery and Pharmacology, Module C-Digestive System,
Nutrition, Financial Management, and First Aid, Module D- Cardiopulmonary
Systems, Electrocardiography, and CPR, Module E- Urinary, Blood, Lymphatic, and
Immune Systems and Laboratory Procedures, Module F- Endocrine, Skeletal, and
Reproductive Systems, Pediatrics, and Geriatrics.

Module G covers the history and science of the medical field, as well as the medical assisting
profession. Students gain working knowledge of concepts related to patient reception in the
medical office and preparing for the day. They discuss the importance of professional behavior
in the workplace. Students learn what it takes to become an office manager and the
responsibilities an office manager has to the office, the staff, and the physician. Students are
introduced to medical office safety, security, and emergency provisions. They study how to
maintain equipment and inventory. The functions of computers in the medical office are
discussed. Students also talk about the role ergonomics plays in the health of the staff and
patients. Students learn how to provide mobility assistance and support to patients with special
physical and emotional needs, and various physical therapy modalities are discussed. Also
introduced are the basic principles of psychology, psychological disorders, diseases, available
treatments, and medical terminology related to mental and behavioral health. Medical law and
ethics in relation to health care are discussed. Skills and attitudes necessary for success in the
workforce are introduced, along with how to create a resume, and follow through with the job
search. Students check vital signs obtain blood samples, and prepare and administer injections.
Students discuss documents and e-mails,. Students demonstrate increasing speed and accuracy
on the computer keyboard and in spreadsheet programs, with acceptable progress through the
identified text(s). Out of class activities will be assigned and assessed as part of this module.
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Module H- Health Insurance Basics, Claims Processing, and Computerized
Insurance Billing. Lec. 40 clock hours Lab 40 clock hours Ext. 00(Total 80 clock hours)

Prerequisite: Module Main Introduction, Module A- Integumentary, Sensory, Nervous
Systems Patients Care and Communication, Module B-Muscular System, Infection
Control, Minor Office Surgery and Pharmacology, Module C-Digestive System,
Nutrition, Financial Management, and First Aid, Module D- Cardiopulmonary
Systems, Electrocardiography, and CPR, Module E- Urinary, Blood, Lymphatic, and
Immune Systems and Laboratory Procedures, Module F- Endocrine, Skeletal, and
Reproductive Systems, Pediatrics, and Geriatrics, Module G- Medical Law, and Ethics,
psychology, and Therapeutic Procedures.

Module H introduces students to insurance billing and provides an in-depth exposure to
diagnostic and procedural coding. Students gain working knowledge of the major medical
insurances and claims form processing. They are introduced to types and sources of insurance,
health insurance basics, traditional insurance plans, managed care, Medicare, Medicaid,
military carriers, and Worker’s Compensation and Disability insurance. This module covers the
format of the ICD-9 CM manual, the CPT-4 and HCPCS manuals, and their relationship to the
process of insurance claims submission. Patient expectations of the medical practice in regard
to billing and collections and patient confidentiality are covered. Students gain knowledge of
how to enter patient information and schedule appointments electronically, along with
processing insurance claims both manually and electronically. Students continue to develop
class activities will be assigned and assessed as part of this module.
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Module X — Medical Assistant Program Externship
Lec. 00 clock hours Lab 00 clock hours Ext.200 (Total 200 clock hours)

Prerequisite: Module Main Introduction, Module A-Integumentary, Sensory, Nervous
Systems Patients Care and Communication, Module B- Muscular System, Infection
Control, Minor Office Surgery and Pharmacology, Module C- Digestive System,
Nutrition, Financial Management, and First Aid, Module D- Cardiopulmonary
Systems, Electrocardiography, and CPR, Module E- Urinary, Blood, Lymphatic, and
Immune Systems and Laboratory Procedures, Module F- Endocrine, Skeletal, and
Reproductive Systems, Pediatrics, and Geriatrics, Module G- Medical Law, and Ethics
Psychology, and Therapeutic Procedures, Module H- Health Insurance Basics, Claims
Processing and Computerized Insurance Billing.

Upon successful completion of all modules, medical assisting students participate in a 200 hour
externship at an approved facility. The externship provides the student an opportunity to apply
principles and practices learned in the program and utilize entry-level medical assisting skills in
working with patients. Medical Assisting Program externs work under the direct supervision of
qualified personnel at the participating externship sites, and under general supervision of the
school staff. Supervisory personnel at the site evaluate externs at 100-200 hours intervals.
Completed evaluation forms are placed in the students permanent records. Students must
successfully complete their externship experience in order to fulfill requirement for graduation.
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Medical Assistant Program
Day Shift: 8:00 am - 1:00 pm
Afternoons Shift: 1:0 pm — 6:00 pm
Evening Shift: 5:30 pm - 10:30 pm
4 Week Shift

Start Date Externship Grad Date

August

September

October

November

December

January

Class Schedules and Breaks

Day Classes: Most students will attend classes Monday-Thursday from 8:00am-1:00pm with 10 minute

breaks every 50 minutes.

Evening Classes: Most students will attend class Monday-Thursday 5:30pm-10:30pm with 10 minute
breaks every 50 minutes.
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Program

Medical Biller & Coder HIT Specialist:
800 clock hours

Program Description:

Course Description: The course is designed to prep and prepare graduates as a Medical Biller &
Coder HIT Specialist. The Medical Biller and Coder HIT Specialist Program is 800 contact hours
over a period of 40 weeks. The program will include 600 hours of instruction on campus and
200 hours of externship. Students will learn administrative duties, medical terminology,
anatomy and physiology, medical billing procedures, insurance claims processing, diagnostic
procedural coding, Duties of this position in the workplace will often vary by employer, medical
facilities and state. Students enrolled in this program to seek post-graduation employment in
positions typically including insurance billing specialist, reimbursement specialist, and patient
accounts representative. This program will provide the Medical Biller &Coder HIT Specialist
student with a review of information needed to prepare for the certification exam (The
Certified Medical Reimbursement Specialist exam(CMRS) .
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Program Outline:

Course # Course Title Clock Hours
Lec /Lab / Extern/Total

ALH 100 Medical Law & Ethics 20/ 0/ 00 /20
ALH 101 Introduction to Medical Terminology 20/ o/ 00 /20
ALH 102 Medical Terminology Il 80/ 0o/ 00 /80
ALH 103[] Medical Terminology lI 80/ 0/ 00 /80
STS 100 Student Success 05/ 15/ 00 /20
MAS 100 Introduction to Medical Administrative &

Management Skills 25/ 55/ 00 /80
CDT 100 Career Development 05/ 15/ 00 /20
MBC 100 Insurance Principles 15/ 25/ 00 /40
MBC 101 Diagnostic Procedural Coding | 25/ 55/ 00 /80
MBC 102 Diagnostic Procedural Coding Il 25/ 55/ 00 /80
MBC 103 Claims Processing 25/ 55/ 00 /80
MBC 104 || MBC Externship o/ 0/ 200 /200

Total Hours 325 /275 / 200 /800

Program Length:

The approximate time frame to complete this program is 800 clock hours; 40 weeks for 10
months for morning or evening students, not including holidays. Student will meet Monday
thru Thursday for 5 hours a day, 4 days a week. Students will receive a certificate of completion
once they have meet the graduation requirements.
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Subject Description

ALH 100 Medical Law & Ethic: 20 clock hours/20 lecture hours

This subject introduces students to the professional and organizational ethics, understanding
the legal, ethical, and moral issues affecting the healthcare industry including understanding
and explaining the rights and duties related to ethics, the process used to make an ethical
decision, the impact of the American Medical Association's Council on Ethical and Judicial
Affairs (CEJA), patient advocacy in the practice, and confidentiality in the medical field. Explain
the categories of criminal law, criminal and civil law. Learn the importance of informed
consent, the liability, professional and personal injury and third-party insurance. Understand
how the American with Disability Act applies to the medical employee, and defines, spell, and
pronounce vocabulary terms in relation to the chapters. Pre-requisites: None

ALH 101 Introduction to Medical Terminology: 20 clock hours/ 20 lecture hours
This course is designed and structure for understanding the medical terminology, its origin,
prefixes, suffixes, word parts, root words, medical abbreviations in English. Prerequisites:
None

ALH 102 Medical Terminology Il

80 clock hours/80 lecture hours
This course is designed to help the student define, pronounce, and spell medical terms.
Understand the basic anatomy and physiology of the eye, ear, integumentary,
gastroenterology, renal, female and male reproductive, obstetrics & gynecology, pediatrics,
some of the infections, mental disorders, and common diseases. Pre-requisites: ALH 101

ALH 103 Medical Terminology lil

80 clock hours/ 80 lecture hours
This course is designed to help the student define, pronounce, and spell medical terms.
Understand the basic anatomy and physiology in orthopedic medicine, neurology,
endocrinology, pulmonary, cardiology, geriatric systems, and some of the infections, disorders,
and common diseases. Prerequisites: ALH 101 and ALH 102

STS 100 Student Success 20 clock hours/5 lecture hours/15 lab hours
This course is designed to help students understand how they learn best. How crucial time
management is when learning and planning their education. How the student can develop
workable strategies for dealing with issues. Understand the role of assertiveness in effective
professional communication. How studying may be a challenge but there are skills to help
them learn new material and prepare for examines.Pre-requisites: None
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MAS 100 Introduction to Medical Administrative & Management Skills

80 clock hours/25 lecture hours /55 lab hours
This subject introduces the student to the administrative responsibilities and operation of a
computer. Help the student understand how computers help the physician’s office to run more
efficiently. The importance of the patient’s right to privacy; Understanding the importance of
securing patient information on the computer; How logging in and out of the office network
help secure proper access to medical records and how the computer can be considered a co-
worker in the office.
Prerequisites: MAS 100

CDT 100 Career Development 20 clock hours/15 lecture hours/5 lab hours
This course will help the student prepare for his/her first job throughout the duration of
training. Assist students in preparing and writing their resume for everyday contact. Prepare
for the job search assistance. Make a positive, lasting impression on co-workers and
supervision.

Pre-requisites: MAS 100 and MBC 100

MBC 100 Insurance Principles 40 clock hours/15 lecture hours/25 lab hours
Basics of Health Insurance; this course is designed to help students obtain the experience need
to complete medical documentations; apply diagnostic and procedural coding; understand and
perform paper claiming: CMS-1500; complete and perform electronic data; be familiar with
data interchange: translation and securities; know the principles of receiving payments and
problem solving; and perform and implement office insurance collection strategies.
Pre-requisites: MAS 100

MBC 101 Diagnostic Procedural Coding | 80 clock hours/25 lecture hours/55 lab hours
This course is designed to assist the student in understanding the format of how the, layout,
and conversations of the ICD-9-CM (coding) manual help the medical assistant search for the
most accurate and specific diagnostic code. Understand why the medical record
documentation is critical with regard to diagnostic coding. Understand the steps for performing
diagnostic coding, and the benefits of using the diagnostic codes found in the ICD-9-CM.
Understand the purposes of the most current diagnostic coding in relations to the medical
record billing and coding and the benefits of using diagnostic coding.

Pre-requisites: MAS 100 and MBC 100

March 2017 80



NTI Career Institute

MBC 102 Diagnostic Procedural Coding Il 80 clock hours/25 lecture hours/55 lab hours
This course is a continuation of Diagnostic Procedural coding I. It is designed to assist the
student in understanding the format of how the, layout, and conversations of the ICD 9 CM and
ICD-10 CM manual help the medical assistant search for the most accurate and specific
diagnostic code. Student will learn to understand why the medical record documentation is
critical with regard to diagnostic coding; why the medical insurance biller and coding specialist
need to know the steps for performing diagnostic coding, and the benefits of using the
diagnostic codes found in thelCD-9 and ICD-10-CM; understand the purposes of the most
current diagnostic coding in relations to the medical record billing and coding and the benefits
of using diagnostic coding. Prerequisites: None

MBC 103 Claims Processing 80 clock hours/25 lecture hours/55 lab hours

This course is designed to assist students with the skills to be familiar with the different
healthcare providers that pay for healthcare for patients and how to complete the documents.
Healthcare Payers: The Blue Plans, Private Insurance, and Managed Care Plans, Medicare;
Medicaid and other state programs; TRICARE and CHAMPVA, Worker’ Compensation, Disability
Income Insurance and Disability Benefit Insurance; and Hospital Billing. Prerequisites: None

MBC 104 MBC Externship 200 clock hours

This course is designed to help the student obtain experience in theory and a clinical setting as
a medical insurance biller and coding specialist, and apply it to the daily needs and expectation
in a real setting. Students will be managed / supervised in a real medical facility, physician’s
office, or hospital, or setting. The student will be evaluated and trained by a qualified and
experienced staff member on board at the facility along with the clinical or program director of
the school. The student will be given a clinical binder and must document all clinical
expectations according to the curriculum on a weekly basis. The binder will be turned in at the
end of completion to the clinical instructor for review for completion. Pre-requisites: ALH
100, ALH 101, ALH 102, ALH 103, MBC 100, MBC 101, MBC 102, MBC 103, MAS 100, STS 100, &
CDT 100
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Medical Biller & Coder HIT Program
Day Shift: 8:00 am - 1:00 pm Monday-Thursday
Evening Shift: 5:30 pm - 10:30 pm Monday-Thursday

Start Date Externship Date Grad Date

Class Schedules and Breaks

Day Classes: Students will attend classes Monday-Thursday from 8:00a.m.-1:00p.m. with 10 minutes
breaks every 60 minutes of instruction.

Afternoon Classes: Students will attend class Monday-Thursday 5:30pm-10:30 p.m. Monday- Thursday
with 10 minutes breaks every 60 minutes of instruction.

Academic Assistance-Scholarship

NTI Career Institute will provide academic scholarships for students who meet the required guidelines. A
Calendar with All Observances for 2017

Sunday, 01 January: New Years

Monday, 16, January: Martin Luther King Day (Holiday)(School Closed)
Tuesday, 14, February: Valentine’s Day

Friday, 14 April: Good Friday

Sunday, 16 April: Easter Sunday

Friday, 05 May: Cinco de Mayo

Saturday, 20 May: Armed Forces Day

Monday, 29 May: Memorial Day

Monday, 21 July-August 11 Summer Break (School Closed)
Tuesday, 04 July (Holiday) (School Closed)

Monday, 04 September : Labor Day

Saturday, 11, November: Veteran Day

Thursday, 23, November: Thanksgiving (School closed Wed.)
Monday, 25 December: Christmas Day (School closed Dec. 18- January 10,2018)
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Academic scholarship criteria will be discussed during the admissions process.

Electrocardiograph Technician

Program Description: Program Description: Our program is designed to prepare students for employment as
Electrocardiograph Technicians. Students in this program will learn to become team members , and will have in
depth knowledge of the 12 lead EKG and the conduction system of the heart. As well as some of the disorders that
can be monitored with the EKG or other mobile monitoring systems. Students will learn about pre-hospital
emergency medicine and life-saving techniques. Students will also gain first-hand experience through a facility
based hands on clinical rotation.

EKG technicians work in Hospitals, Clinics, medical centers, doctors’ offices and other private organization are
always highly qualified and certified care provider. They assist a physician in diagnosing and treating cardiac and
blood vessel irregularities. EKG technicians also work for insurance companies to establish health and life
insurance policies. This comprehensive 50-hour EKG Technician Certification Program prepares students to
function as EKG technicians and to take the ASPT-Electrocardiograph (EKG) Technician Exam and other national
certification exams. This course will include important practice and background information on anatomy of the
heart and physiology, medical disease processes, medical terminology, medical ethics, legal aspects of patient
contact, laboratory assisting, electrocardiography and echocardiography.

Program Outline:

Course # Course Title Clock Hours
I Lec /Lab / Extern/Total
ALH 100 Medical Terminology/Anatomy & Physiology 80/ 00/ 00 /80
ECG 100 Electrocardiograph Basic Concepts 20/ 10/ 00 /30
ECG 101 EKG Clinical Externship 00/ 00/ 80 /80
Total Hours 100/ 10/ 80 /190

Program Length:

The Electrocardiograph Technician student must complete a total of 190 clock hours to complete the requirements
of the program. Time required to complete the program is 4 days a week for 8 weeks, Monday thru Friday for the
day and evening students. Upon completion of the 190 clock hour program, the Electrocardiograph Technician
student will be prepared to take the Electrocardiograph Technician Certification Exam. Students will receive a
certificate of completion once they have completed the program requirements.
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Electrocardiograph Technician
Total Clock Hours: 190

Course Course Title Clock Lecture | Lab Externship

Number Hours Hours Hours | Hours

ALH 100 | Medical Terminology/Anatomy & Physiology 80 80 0 0

ECG 100 | Electrocardiography Basic Concepts 30 20 10 0

ECG 101 | EKG Clinical Externship 80 0 0 80
Program Total 190 100 10 80
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NTI Career Institute

Electrocardiograph Technician
Subject Description

ALH 100 Medical Terminology/Anatomy & Physiology (80 clock hours/80 lecture)

This course is designed to help the student define, pronounce, and spell medical terms. The student will learn the
basic anatomy and physiology of the eye, ear, integumentary system, gastroenterology, urinary, male and female
reproductive system, endocrinology, cardiology, geriatrics, nervous, cardiovascular, and pediatrics and some of the
infections, disorders, and common diseases. Prerequisites: None

ECG 100 Electrocardiography Basic Concepts (30 clock hours/20 lecture/10 lab)

This course is designed to help students with the basic concepts, heart functions (cardiac cycle),
electrocardiography, including lead placement, safety, and quality control. They will learn the scope of the
practice, ECG strip analysis (PQRST wave interpretation), recognition of normal sinus rhythm, sinus bradycardia
and tachycardia. The student will focus on trouble shooting; recognizing artifact, tracing problems, basic
interpretations of common arrhythmias and blocks and recognizing myocardial infarction. Pre-requisites: ALH 100

ECG 101 EKG Clinical Externship (80 extern hours)

Upon completion of the theory and lab components of the program in house training, students will attend a 90
clock hour clinical training at a medical facility where they will be allowed to practice their skills. The student will
be evaluated during their clinical training and at the end of training. The goal is to provide the student with the
necessary skills for employment. Pre-requisites: ALH 100 and ECG 100
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Electrocardiograph Technician

Externship Schedule: Electrocardiograph students are required to attend their externship for a total of
80 clock hours. Students are required to attend 40 hours a week; Monday-Friday for a total of 10 days
(2 weeks) not counting weekend for day or evening students. Hours of business will be determined by
the school, clinical coordinator and the medical facility. Most students will attend from 8:00am to
5:00pm, unless otherwise determined by the clinical site and the clinical instructor/administrator.
Students are required to attend 100% of their externship including holidays unless the facility is closed.

NTI Career Institute goal is to have no more than 20 students on extern for the electrocardiograph
technician program at any one given time. If the school has more than 20 students, it will ensure that
adequate staffing, extern sites, and placement assistance is available to accommodate the students
according to policies and procedures.

The Clinical Coordinator or qualified personal will visit the student during training in person at least once
a week to ensure that the student is receiving the training agreed upon between the school and extern
site. The student will be required to submit official weekly timesheets to the clinical coordinator to
validate the student’s attendance. The timesheet must be signed by the student in the presence of the
clinical site manager or qualified personnel at the end of each week. The timesheet must also include
the signature of clinical site manager. The clinical coordinator will call the site once a week to receive an
update on the students’ performance and progression. The student will be required to record his/her
daily observation and experiences. At the completion of the extern students will meet with the clinical
coordinator or qualified faculty to discuss his/her performance, experience and/or recommendation.
The student will be required to keep a daily journal and turn in a clinical competency worksheet at the
end of his/her extern to ensure that the student received adequate training and has met the
requirements of completion. Students will be evaluated on administrative, clinical and professional
skills when communicating and training in a professional medical environment. The student will be
required to meet with the extern site manager/ or qualified employee after completion to discuss
his/her performance. It is the responsibility of the student and the clinical/externship coordinator to
ensure that this process takes place.

The student will be place on an extern site within a 60 mile radius of the school. If the student wants to
find his/her own extern site, he/she must submit the name of the facility, address of the facility, contact
name and number of the facility to the clinical coordinator for evaluation 60 days before the student is
scheduled for extern. The extern site must be approved by the school and the medical facility before
the student can start his/her training. If the site is not approved, the student must attend the extern
site that the school has approved. Once the site the student has located on his own is approved, the
clinical coordinator will contact the student immediately before transitioning to the new site for
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instructions. The student cannot start an extern site without the approval of the school, clinical
coordinator, and facility.

Electrocardiogram Technician

Application Fee $50.00
Tuition $695.00
Books, uniforms, and supplies $200.00
Certification exam N/A
Total $945.00

Academic Assistance-Scholarship
NTI Career Institute will provide academic scholarships for students who meet the required guidelines. Academic scholarship criteria will be
discussed during the enrollment process.

School Holiday Closure Dates

Calendar with All Observances for 2017-2018

Sunday, 01 January: New Years

Monday, 16, January: Martin Luther King Day (Holiday)(School Closed)
Tuesday, February 14: Valentine’s Day

Friday, 14 April: Good Friday

Sunday, 16 April: Easter Sunday

Friday, 05 May: Cinco de Mayo

Saturday, 20 May: Armed Forces Day

Monday, 29 May: Memorial Day

Monday, 21 July-August 11 Summer Break (School Closed)

Tuesday, 04 July (Holiday) (School Closed)

Monday, 04 September : Labor Day

Saturday, 11, November: Veteran Day

Thursday, 23, November: Thanksgiving (School closed Wed.)

Monday, 25 December: Christmas Day (School closed Dec. 18- January 10,2018)

March 2017 87




NTI Career Institute

Electrocardiogram Technician
Day Shift: 8:00 am - 1:00 pm Monday-Friday
Evening Shift —3:00 pm — 7:50 pm Monday -Friday
3 Week Shift
DAY SHIFT AND EVENING

Hours of Operation
NTI Career Institute:
Administrative Hours
Monday-Friday 8:00am-8:00pm
(Business hours are extended to accommodate evening students; Admissions, Business/Financial Aid Office, Registrar
Office, and Resource Center)
Class Schedules and Breaks
Day Classes: Most students will attend classes Monday-Friday from 8:00am-1:00pm with 10 minute breaks every 50 minutes.
Evening Classes: Most students will attend class Monday-Friday from 3:00pm-7:50pm with 10 minute breaks every 50 minutes.

Admissions Requirements:

It is the school policy to welcome all interested parties to attend NTI Career Institute. The school does not
discriminate against anyone based on race, color, religion, sex, creed, or gender. NTI Career Institute has an open
enrollment policy to individuals that meet the following criteria:
e High school graduate or GED or equivalent
e |tis arequirement that all students have a high school diploma or GED in order to take any/all
certification exam. (CET Certification Exam)
e Beatleast 17 years of age (students under the age of 18 are required to provide written parental or legal
guardian permission in order to enroll)
e Tour the facility with a school representative
e Complete an admissions application
e  Pay application fee
e Complete Interview Questionnaire
e Meet with the financial advisor representative
e  Meet with the business manager
e Complete a physical of good health form a licensed physician in the U.S., current immunization not limited
to MMR, TB, Tetanus and Hepatitis vaccination within the first 30 days of class (Failure to comply can and
may lead to termination from the program.)
e Have no felony offense
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Phlebotomy

Program Description: Phlebotomy Technicians work directly with patients and sometimes the
only 'face' that patients may associate with the medical laboratories that perform vital patient
testing for diagnosis, treatment, and prevention of disease. Students will learn customer service
and communication skills in addition to the clinical knowledge and skills they will need to collect
patient samples like blood and urine. Phlebotomy Technicians will have various opportunities
for employment in the following: hospitals, independent laboratories, physicians’ offices,
clinics, health maintenance organizations, public health agencies, nursing homes, research and
others medical facilities where phlebotomy technicians are needed. This course is designed to
provide the Phlebotomy Technician with a review of information needed to prepare for the
Phlebotomy certification exam.

The main job skills student will learn are: Collecting, transporting handling and processing
blood specimens for analysis, recognizing the importance of specimen collection in the overall
patient care system, relating the anatomy and physiology of body systems and anatomic
terminology to the major areas of the clinical laboratory, and to general pathologic conditions
associated with the body system, recognizing the responsibilities of other laboratory and
health care personnel and interacting with them with respect for their job and patient care.

All students are required to complete 30 successful vein punctures on living individuals and are
also require to complete 10 successful capillary punctures all while be observed by your
instructor. These successful attempt will be recorded in your student chart and required the
instructors signature for proof of completion.
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Program Outline:

Course # [ICourse Title Clock Hours
Lec /Lab /

Extern/Total
ALH 100 Medical Terminology/Anatomy & Physiology 80/ 0/ 00/

80
PHIL 100 Ethical Issues 10/ 0/ 00/ 10
PHIL 101 Introduction to Phlebotomy /Concepts 8/ 12/ 00/
20
PHIL 102 | Phlebotomy Clinical Externship o/ 00/ 90/
90

Totals 98/ 12/ 90/
200

Program Length:

The Phlebotomy Technician student must complete a total of 200 clock hours to complete the
requirements of the program. Time required to complete this program for the day students is 4
days a week, Monday-Thursday- 5 hours per day (20 hours a week for theory-110 Clock
hours).Clinical is 4 days a week Monday-Thursday, (32 hours a week for clinical-90 clock hours),
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3 weeks. Upon completion of the 200 clock hour program, the Phlebotomy Technician student
will be prepared to take the Phlebotomy Technician Certification Exam. Students will receive a
certificate of completion once they have met the requirements.

Phlebotomy Technician
Course Description

ALH 100 Medical Terminology/Anatomy & Physiology  (Total 80 Clock hours/80
lecture)

This course is designed to help the student define, pronounce, and spell medical terms. The
student will learn and understand the basic anatomy and physiology of the eye, ear,
integumentary system gastroenterology, urinary, male and female reproductive system,
endocrinology, cardiovascular, and pediatrics and some of the infections, disorders, and
common diseases.

Prerequisites: Admission to Program
PHIL100 Ethical Issues (Total 10 clock hours/10 lecture)

This course is designed to help the student understand the scope of the practice and the
profession. The student will be able to discuss, focus and practice on professional development
in the work place, the legalities and ethical issues, and AHA patient bill of rights.

Prerequisites: ALH 100
PHIL 101 Introduction to Phlebotomy/Concepts (Total 20 clock hours/8 lecture/12 lab)

The students will review and practice universal precautions (standards, contact, airborne;
disinfection procedures); infection control (isolations programs, pathogens); standards and
regulations (OSHA- healthcare workers, needle sticks safety and prevent act); infectious disease
contaminant and disposal of contaminated waste. Student focuses on the importance of
patient identification; protocols; ramification for inaccuracies in collections, QA and QC in
phlebotomy. Students will learn about the preparation for blood collection, CLSI protocol,
equipment and orders, problems corrections and certification preparation.

Prerequisites: ALH100 and PHIL 100

PHIL 102 Phlebotomy Clinical Externship (Total 90 clock hours/90 Externship)
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Upon completion of the theory and lab components of the program in house training, students
will attend a 90 clock hour clinical training at a medical facility where they will be allowed to
practice their skills. The student will be evaluated during their clinical training and at the end of
training. The goal is to provide the student with the necessary skills for employment.

Prerequisites: ALH 100, PHIL 100 and PHIL 101

Tuition and FEES

Phlebotomy Technician

Application Fee $40.00
Tuition $820.00
Books, uniforms, and supplies $280.00
Certification exam $90.00
Total $1,150.00

Academic Assistance-Scholarship
NTI Career Institute will provide academic scholarships for students who meet the required guidelines. Academic scholarship criteria will be
discussed during the enrollment process.

Calendar with All Observances for 2017

Sunday, 01 January: New Years

Monday, 16, January: Martin Luther King Day (Holiday)(School Closed)
Tuesday, February 14: Valentine’s Day

Friday, 14 April: Good Friday

Sunday, 16 April: Easter Sunday

Friday, 05 May: Cinco de Mayo

Saturday , 20 May: Armed Forces Day

Monday, 29 May: Memorial Day

Monday, 21 July-August 11 Summer Break (School Closed)

Tuesday, 04 July (Holiday) (School Closed)

Monday, 04 September : Labor Day

Saturday, 11, November: Veteran Day

Thursday, 23, November: Thanksgiving (School closed Wed.)

Monday, 25 December: Christmas Day (School closed Dec. 18- January 10,2018)

March 2017 92




NTI Career Institute

Program Description:
HEATING, VENTILATION AND AIR-CONDITIONING(HVAC)
The Heating, Ventilation and Air-Conditioning (HVAC) program provide student

the skills required to specialize in the field of heating and air conditioning service and repair.
Most areas of the world require some residential climate control, therefore students will learn
basic electricity, electronic control mechanisms, air conditioning, refrigeration fundamentals,
and heating systems.

The HVAC program consists of nine modules. Upon successful completion of all modules of the
program, students will be awarded a Certificate.

Graduates of the program can seek employment as entry-level technicians in the heating,
ventilation and air conditioning field, including, Furnace Installation and Repair, Furnace
Cleaner, A/C Mechanic, and A/C Installation/Service. Intermediate and advanced positions
include Electrical Heat Assembler, Heating & Air Conditioning Installation/Service, Gas Furnace
Installation and Repair, A/C Unit Tester, A/C Technician, and A/C Mechanic.
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Program Outline:

Heating, Ventilation and Air-Conditioning

Subject/Module

Number

CON 1010

ACR 1010

ACR 1060

ACR 1110

ARC 1160

ARC 2010

ACR 2060

ARC 2110

Subject /Module

Basic Construction
Basic Electricity

Air Conditioning
Fuel Heating Systems
Air Distribution
Systems Controls
Heat Pumps

System Application and Design

ACR 2160 HVAC Diagnostics

The approximate time required to complete the
Program is thirty six (36) weeks and 480 Lec. Clock hrs, 340 Lab hrs. and 00 Ex. Hrs. Total hours
720 clock hours. Student will receive a Certificate of Completion of Heating, Ventilation and Air-

Total Hours

Contact Hours

(Lec/Lab/Ext) Total

60 / 20/ 00 80
40 / 40/ 00 80
40 / 40/ 00 80
40 / 40/ 00 80
40 / 40/ 00 80
40/ 40/ 00 80
40 / 40/00 80

40 / 40/ 00 80
40 / 40/ 00 80

380/ 340/ 00 720

Condition. (4 days a week x 5 hours a day= 20 hrs./week x36 = 720)
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Subject Description:

CON 1010- Basic Construction Lec. 60 Lab 20 Ext. 00 (Total 80 clock hours)

This course introduces students to the construction field. The student will learn basic job safety
concepts and regulatory requirements; basic math used in the construction trades; the use of
common hand and power tools; an introduction to blueprint reading; basic rigging and
communication and employability skills. Students will also learn techniques for test-taking.

Prerequisite: Admission to Program

ARC 1010- Basic Electricity Lec.40 Lab 40 Ext. 00 (Total 80 Clock hours

The student will learn basic job safety concepts, history of electricity, electrical theory, electrical
power, electrical measuring, applications and electrical components. Power sources,
component operation and circuit diagrams are studied. Students use this theory, integrated
with objective specific hands-on lab exercises to practice typical equipment manufacturer’s
diagnostic techniques. Testing instruments and wiring diagrams are sued for systems problem-
solving projects.

Prerequisite: Con 1010

ARC 1060 Air Conditioning Lec.40 Lab40 Ext.00 (Total hours 80)

Students will learn what are the basic laws of physics and cooling theory, terms definitions, air
conditioning cycles, components operations, mechanical and electrical diagrams standard and
high efficiency air conditioning systems. Pressure/temperature charts, refrigerant piping
specifications and installation will also be covered. Usages of various tools and covered.
Structured lab projects allow students to learn industry- approved diagnostics service and
repair procedures.

Prerequisite: Con 1010, ARC 1010

ARC 1110- Fuel Heating Systems Lec. 40 Lab 40 Ext.00 (Total hours 80)
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This course of instruction will cover combustion and various hydrocarbon fuels. The student will
learn Appliance heaters and warm air furnaces will be covered. Operation of controls, testing
and servicing equipment, installation and operation is also furnaces will be covered. Operation
of controls, testing and servicing equipment, installation and operation covered. Fuel heating
system diagnosis and wiring diagrams are explored. Structured lab projects allow students to
learn industry-approved diagnostics, service and repair procedures.

Prerequisite: CON 1010, ARC 1010, ARC 1110

ARCH 1160 — Air Distribution - Lec.40 Lab 40 Ext.00 (Total hours 80)

Students will learn to Read Blue Prints, use shop math, perform Load calculations, indoor air
quality, and system air balancing and apply the fundamentals of air distribution to system
design. In structured lab projects, students will use the tools and equipment necessary to
service and repair HVAC air Distribution Systems.

Prerequisites: CON 1010, ARC 1010, ARC 1060, ARC 1110

ARC 2010 — SYSTEMS CONTROLS - Lec. 40 Lab 40 Ext.00(Total 80 clock hours)

This course presents electrical and electronics theory, terms, definitions, symbols, circuits, laws
and formulas. Students will learn about power sources, component operation and circuit
diagrams are studied. Student s use this theory, integrated with objective specific hands on lab
exercises to practice typical equipment manufacturer’s diagnostic techniques. Testing
instruments and wiring diagrams are used for systems problem-solving projects.

Prerequisites: CON 10 ACR 2010- SYSTEM CONTROL — Lec. 40 Lab 40 Ext. 00

ARC 2060 — Heat Pumps - Lec. 40 Lab 40 Ext.00(Total 80 clock hours)

Air properties related to HVAC and heat pump systems design are studied in this course.
Students will learn component operation, systems diagrams and industry approved
troubleshooting which are reinforced with structured lab exercises.

Prerequisite: ACR 1010(Basic Construction), ACR 1060(Air Conditioning)

ARC 2110- Systems Application and Design - Lec.40 Lab 40 Ext.00

This course introduces students to various HVAC system applications. Students will learn
various HVAC designs, joining and sizing of various types of piping and tubing, system charging,
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load calculations, wiring, safety and proper diagnostics procedures, EPA Section 608, refrigerant
handling and containment (recovery, recycling and reclaiming) and certification requirements.
Students will participate in structured lab exercises including inspection, diagnostics, service,
troubleshooting and repair of residential gas heating systems.

Prerequisite: ACR 1010 (Basic Construction)

ACR 2160 —-HVAC DIAGNOSTICS- Lec. 40 Lab 40 Ext. 00(Total clock hours 80)

This course introduces students to HVAC diagnostic fundamentals. Students will learn about
testing equipment, gas identifiers, wiring diagrams, refrigerant schematics, systems testing,
load distribution and controls operation. Mechanical components, gas pipe sizing, wiring safety
and proper diagnostic procedures are taught. Students will participate in structured lab
exercises including inspection, diagnostics, service, troubleshooting and repair of HVAC
systems.

Prerequisite: ACR 1010 (Basic Construction, ACR 1060(Air Conditioning) ACR 1160 (Air
Distribution), and ACR 2010 ( Systems Control)
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Grading System

A 90-100 4.0
B 80-89 3.0
C 75-79 2.0
D 70-74 1.0
F below 70 0.0

All students at NTI CAREER INSTITUTE must maintain a C average and 85% attendance of
scheduled clock hours and a C average per evaluation period. NTI Career Institute evaluation
period is every four weeks. Students failing to maintain satisfactory academic progress will be
placed on Probation until the next evaluation period. The maximum completion times for
courses cannot exceed 105% the published time.

School’s Policy Concerning Satisfactory Progress

Satisfactory Progress Policy

Satisfactory progress in any course is receiving a passing grade of a “C” grade and 75%
attendance of scheduled clock hours or above. Students will receive progress reports every
four weeks which will be distributed so that students and administrators are aware of the
progress of the students. Students that are not meeting satisfactory progress standards will be
advised of ways to raise their grade so that they are meeting the minimum standards

When a student is placed on probation the students will be counseled. (probation is the period
during which a student’s progress is monitored under an advising plan). Students on probation
must participate in academic advising as deemed necessary by the school as a condition of their
probation. Academic advising shall be documented on an Academic Advising Plan and shall be
kept in the student’s academic file. The Academic Advising Plan will be updated at the end of
each evaluation period that the student is on probation.

If, at the end of any evaluation period , a student falls below the required academic progress for
his/her program as stated in the school catalog, the student shall receive a written warning and
be placed on Probation. Probation will begin at the start of the next evaluation period. The
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Student will be counseled prior to returning to class. Withdrawals, Incompletes, and repetitions
have no effect on this policy. Students who withdraw, do not complete the program or repeat
hours will return with the standing prior to the withdrawal or incompletion.

The Director (or designee) must provide written notice of probationary status to all students
placed on academic probation. A Student may appeal a determination of failure to maintain
satisfactory progress to the Director. The appeal must be in writing and explain the extenuating
circumstances relevant to the situation. The appeal should be NTI CAREER INSTITUTE within
thirty days. The Director will evaluate the circumstances presented and if it is determined that
there are NTI CAREER INSTITUTE circumstances; the student will be re-instated after a
minimum of one grading period. If the student fails to maintain satisfactory progress during or
at the NTI CAREER INSTITUTE may set aside the SAP policy for individual students if the
institution determines that NTI CAREER INSTITUTE circumstances affected the student’s
progress. These NTI CAREER INSTITUTE circumstances may include unexpected events, serious
illness, severe injury, death of a relative.

Certificate of Completion

Upon successful completion of a course, certification is awarded. Certificate completion
requires 75% attendance and the completion and understanding of all learning objectives. The
students will have from when the class is first offered up until the class last day in order to meet
the required number of hours to complete in order to receive a certification. Participants in
courses with certificates are free to take other individual courses that are not part of the
certification requirements.

Incomplete

Under Texas Education Code, Section 132.061 (f) a student who is obligated for the full tuition
may request a grade of “incomplete” if the student withdraws for an appropriate reason
unrelated to the student’s academic status. Students receiving a grade of “incomplete” are
allowed to reenroll in the course where the “incomplete” was received without paying any
additional tuition within a 12-month period following the date of the withdrawal.

Dropping a Class / Withdrawals

Students must complete a Drop form before the first class meeting. Students are entitled to a
full refund. A Student who withdraws for a reason unrelated to the student’s academic status
after the 75 percent completion mark and requests a grade at the time of withdrawal shall be
given a grade of “incomplete” and permitted to re-enroll in the course or program during the
12-month period following the date the student withdrew without payment of additional
tuition for that portion of the course or program. Materials are not refunded.
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Notification of Class Changes

NTI CAREER INSTITUTE will notify class changes through the counseling department. (All
students will receive posted updates during registration to inform them if the class time
change.) All classes unless notified by the Counselor will continue at the designated time. Each
class is contingent on having the required minimum numbers of students. Students are not
notified if a class is formed with the minimum number of students and there are no changes in
schedule. Students are only notified if there is a change or cancellation of the class. If
necessary, NTI CAREER INSTITUTE reserves the right to cancel classes, alter schedules and /or
substitute instructors with student agreement.

Change of Schedule
A Program Adjustment Form must be completed through the campus office of NTI CAREER
INSTITUTE for all class changes.

School Attendance Policy

Students are expected to attend classes regularly. Classes begin promptly as scheduled, and
students are expected to be in their assigned classrooms before the scheduled start of class.

For purposes of monitoring satisfactory student attendance, the NTI Career Institute does not
attempt to distinguish between excused or unexcused absences. Regardless of the reason for
the absences, students must be present for a substantial amount of class time to successfully
complete the program.

Attendance is recorded every hour for each class meeting. Students must complete 85% of
every course taken. Any student who is absent more than 15% of the scheduled class time in
any course and does not arrange with the instructor to make up the course work will receive an
‘F’ grade for that class. Students who have arranged with the instructor to make up course work
will receive an ‘I’ (incomplete) for the course. No more than 5% of the total course time hours
for a program may be made up.

Make up work shall be supervised by an instructor approved for the class being make up;
require the student to demonstrate substantially the same level of knowledge or competence
expected of a student who attended the scheduled class session; assignments must be
completed within two weeks of the end of the grading period during which the absence
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occurred; it must be documented by the NTI Career Institute as being completed, recording the
date, time, duration of the make-up session, and the name of the supervising instructor; and be
signed and dated by the student to acknowledge the make-up session .

Attendance probation is a warning to alert a student that attendance must be improved in order to
remain enrolled as a student at the NTI Career Institute. At the end of each course, percent of
attempted clock hours enrolled and grade point average will be used to determine academic
standing in according to the Evaluation Point Chart.

Students will be placed on probation if attendance falls below standards. Failure to satisfy
standards of satisfactory academic progress, including attendance requirements within the
probationary period will result in dismissal from the NTI Career Institute. Students who do not meet
attendance requirements are not eligible for graduation.

ACADEMIC CHANGES

Academic change includes permission to take classes at NTI Career Institute campus, change one’s
program, change between full time and part time attendance, and re-enrollment after termination
or withdrawal. Students must see the Registrar to make arrangement for academic changes.

Emergency Closings

In the event of severe weather or other catastrophic events that may create hazardous
conditions and/or power outages, administrators may find it necessary to close the college.
Students and faculty are advised to follow the local area radio and news stations for the latest
reports and announcements.

LEAVE OF ABSENCE

Your academic advisor/the admission office may grant a leave of absence, with approval from
the Director. A leave of absence is a period of up to 60 days, when a student is not attending,
but is expected to return. The total number of days of all leaves of absence cannot exceed 60 in
a 12 month period. A request for an approved leave of absence must be submitted to NTI
CAREER INSTITUTE in written form to the admissions office or delivered via certified mail. A
request for a leave of absence will be reviewed and the student will be notified in writing of the
decision to approve or deny the request. The student’s attendance records will show the dates
for which the leave of absence was granted. Any leave of absence will increase the program
length accordingly. The written request with the reason (s) for the leave, approved or denied,
and signed by your academic advisor will be placed in the permanent file. Students may receive
multiple leaves, not to exceed 60 days in 12 months. Students beginning a leave of absence that
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are making satisfactory progress will be considered in satisfactory progress upon return
provided they return on or before the scheduled date to return. Failure to return from a leave
of absence as scheduled voids the students satisfactory progress status and may result in
automatic withdrawal.

Causes for Termination-Any student who provides false information or withholds information
for proper determination of eligibility of the program will be terminated from the Program.

Conditions for Readmission- Students seeking readmission after being placed on Academic
Withdrawal or Termination must petition the Director of Education. Student may be required to
enroll in the Certificate Program specified by the Director of Education.
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Schools Policy Regarding Conduct Policy

NTI CAREER INSTITUTE believes our young adult and adult students who subscribe to a basic standard
of conduct, which requires that they not violate any state, federal or municipal laws. Therefore, no
student may disrupt or otherwise interfere with any educational activity or fellow students’ right to
pursue academic goals to the fullest in an atmosphere appropriate to a community of scholars. Any
student failing to abide by these appropriate standards of conduct during scheduled institution activities
may result in disciplinary action. Students suspected of violating the student code of conduct will be

subject to the disciplinary process which can lead to termination. In order for a student to be readmitted
to NTI CAREER INSTITUTE, it must be deemed so by the institutions board members in a unanimous
decision.

The Code of Student Conduct applies at all times to all students. As
used in this Code, a student is any individual who has been accepted or is enrolled in school. Student
status last until the individual graduates. NTI Career Institute seek to create an environment that
promotes integrity, academic achievement, and personal responsibility. NTI Career Institute reserves the
right to take all necessary and appropriate action to protect the safety and well-being of the campus.
The Director (or designee) may immediately suspend any student whose conduct threatens the health
and/or safety of any person (s) or property. The suspension shall remain in effect until the matter is
resolved through the disciplinary process. Such conduct includes 1 time offense = probation, immediate
suspension for all conduct or 2nd time, but is not limited to: Possessing alcohol or other intoxicants,
drugs, firearms, explosives, reasons, dangerous devices, or dangerous chemical on school premises,
Theft, Vandalism or misuse of school or another’s property, harassment or intimidation of others,
endangerment, assault, or infliction of physical harm.
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Requirement for Graduation

Upon successful completion of a course, certificate is awarded. Certificate completion requires 75%
attendance and the completion and understanding of all learning objectives. The students will have
from when the class is first offered up until the class last day in order to meet the required number of
hours to complete in order to receive a certificate. Participants in courses with certificates are free to
take other individual courses that are not part of the certification requirements.

School’s Placement Assistance Policy

The student Job Placement Office assists current and former students in finding full-time, part-time, and
cooperative education employment. Students can also build resumes and search for employment
opportunities online. Workshops are provided for those making career choices and developing job
search skills. All students who complete the certificate program will be tracked with employment and
the amount of time on the job. It is recommended that NTI Career Institute will provide supportive
employment training.

Policies and Procedures to Resolve Student Grievance /Complaints

Any student who has filed a grievance claiming that his or her rights as a student of NTI Career Institute
(NTI CAREER INSTITUTE) have been violated or discriminated against by either race, color, age, disability,
national origin, religion, veteran status, sex or sexual orientation, including sexual harassment, has the
opportunity to seek resolution for such grievance. This may take place formally through an established
grievance procedure, or the matter may be handled informally through mediation of designated officers
of the institution. Written responses will be given to the student within seven working days. If the
problem remains unresolved, students may contact the Director of the program and within ten working
days a written response is given to the student. If the matter is then unresolved you may contact Texas
Workforce Commission Career Schools and Colleges at 512-936-3100, 501 East 15" Street, Austin, Texas
78778.

Formal Resolution

If the student decides he or she wants to file a formal complaint against another member of the
institution the student must put it in writing the date, potential witnesses, and the nature of the
complaint. From there, an investigation will be launched in order to determine whether there is a
reasonable basis for taking action. Students will have a three-day time span to file a written complaint.
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Informal Resolution

He or she that feels that they have become victim of harassment or discrimination and their rights as a
student have been violated may attempt to resolve the situation by bringing the complaint to the
intuitions dean. By doing so the Director will contact the student by which the grievance has been filed
against them in order to inform them about the grievance and that facts will be compiled and if both
parties wish, a meeting will be arranged in order to bring closure to this matter. In the event that either
party can reach an agreement, or the attempt was deemed unsuccessful, then it will be moved to a
formal resolution.

Privacy Policy

Your privacy is very important to us.

We at NTI Career Institute are committed to preserving the privacy of all visitors to this website.
Please read the following privacy policy to understand how we use and protect the information
that you provide to us.

By using this site, you consent to the collection, use and transfer of your information under the
terms of this policy. If we decide to make any material changes to this policy, then we will post
such changes here or we may notify you through e-mail where appropriate.

Information collection:

When you visit, or request further information from our website you may be asked to provide us
with certain information about yourself (including your name, contact details and address). We
may also collect information about your usage of our website as you and others browse our
website (see section on "cookies"), as well as information about you from messages you post to
the website and e-mails or letters you send to us.

Use of the information we collect:

Your personal information will enable us to provide you with access to all parts of our site and
will be used for several general purposes, including: administering our business activities;
providing information and/or services you have requested; personalizing your experience on our
website and keeping you up to date with our services.

Where you have consented, we may also provide other information which we think you may find
of interest and we may contact you by post, telephone or fax, as well as by e-mail. If you change
your mind about being contacted in the future, please let us know. You may be informed how to
do this each time you are contacted, otherwise please send an email to NTI
careerinstitute@yahoo.com and insert "unsubscribe" or "stop" as the appropriate subject
heading.
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Disclosure of information:

The information you provide to us will be held on our computers and may be accessed by or
given to our staff or to third parties for the purposes set out in this policy or for other purposes
approved by you. Those parties process information, fulfill and deliver requests for information
and provide support services on our behalf.

We will also pass aggregate information on the usage of our site and services onto third parties,
but this will NOT include information that can be used to identify you.

Where you have consented when providing us with your details, we may also allow carefully
selected third parties to contact you occasionally about products or services which may be of
interest to you. They may contact you by post, telephone or fax, as well as by e-mail. If you
change your mind about being contacted in the future by these third parties, please let us know.

Finally, we may disclose personal information in response to legal process, for example, in
response to a court order. We also may disclose such information in response to a law
enforcement agency's request or where we believe it is necessary to investigate, prevent, or
take action regarding illegal activities, suspected fraud, situations involving potential threats to
the physical safety of any person, non-compliance with of our terms and conditions, or as
otherwise permitted or required by law and consistent with legal requirements.

IP Addresses:

IP addresses are used by your computer every time you are connected to the Internet. Your IP
address is a number that is used by computers on the network to identify your computer. IP
addresses are automatically collected by our web server as part of demographic and profile
data known as traffic data so that data (such as the web pages you request) can be sent to you.

Security and data retention:
We employ security measures to protect your information from access by unauthorized persons
and against unlawful processing, accidental loss, destruction or damage. We will retain your

information for as long as required or as long as the law requires.

Accessing and updating your information:
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You are entitled to see the personal information that we have collected and maintained. If you
wish to do this, please contact us by emailing nticareerinstitute@yahoo.com and insert "access
request" as the subject heading. We may charge a small fee to meet our costs in providing you
with these details.

You may ask us to make changes to the information held about you, to ensure that it is accurate
and kept up to date. You may also request that we cease processing the personal information
and that we delete this from our database or records. Please note that it may be impossible to
completely delete your information because of back-ups and records of deletions. Please send
your requests to inffo @ NTI Career Institute and insert "change details" or "unsubscribe" as the
appropriate subject heading.

We will only perform the activities outlined above to the extent that such activities will not
compromise privacy, security or any other legal interests.

Contact:

All comments, queries and other requests relating to our use of your information should be
addressed to nticareerinstitute @yahoo.com
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Approved and Regulated by the Texas Workforce Commission, Career Schools and Colleges, Austin,
Texas.

The information contained in this catalog is true and correct to the best of my knowledge.

Director Signature Date
Mrs. Dauphine Billingsley
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