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Academic Information 
Letter 
Code

Numerical 
Percentage Description

Included 
in Credits/

Clock Hours 
Earned

Included 
in Credits/

Clock Hours 
Attempted

Included 
in CGPA

Quality 
Points

A 90 – 100 Outstanding Yes Yes Yes 4.00

B 80 – 89 Above 
Average Yes Yes Yes 3.00

C 70 – 79 Average Yes Yes Yes 2.00

D 60 – 69 Below 
Average Yes Yes Yes 1.00

F 0 – 59 Failing Yes Yes Yes 0.00

W N/A Withdrawn No Yes No N/A

WF N/A Withdrawn/
Failure No Yes No N/A

I N/A Incomplete No Yes No N/A

TC N/A Transfer Yes Yes No N/A

TO N/A Test-Out Yes Yes No N/A

AU N/A Audit No No No N/A

CPT N/A
Credit 

Previous 
Training

Yes Yes No N/A

Application of Grades and Credits
The chart above describes the impact of each grade on a student’s academic 
progress. For calculating rate of progress grades of F (failure), W (withdrawn), WF 
(withdrawal/failure) and I (incomplete) are counted as hours attempted, but are 
not counted as hours successfully completed. A grade of W will not be awarded 
after the student has completed the second week of the term. Withdrawal after the 
second week of the term will result in the student receiving a grade of WF.

The student must repeat any required course in which a grade of F, W or WF is 
received. Students will only be allowed to repeat courses in which they received a 
grade of D or below. 

In the case of D or F, the better of the two grades is calculated into the CGPA.  The 
lower grade will include a double asterisk “**” indicating that the course has been 
repeated. Both original and repeated credits will be counted as attempted credits in 
rate of progress calculations.

TC, TO, and CPT credits are included in the maximum time in which to complete 
and the rate of progress calculations but are not counted in the CGPA calculation.

To receive an incomplete (I), the student must petition, by the last week of the 
term, for an extension to complete the required course work. The student must 

be satisfactorily passing the course at the time of petition. Incomplete grades that 
are not completed within fourteen calendar days after the end of the term will be 
converted to a grade of F and will affect the students CGPA.

Grading Policy
The course grade earned by a student and assigned by the instructor will be based 
on an evaluation of the student’s mastery of the objectives of the course. The 
instructors grading policy will be published in the course syllabus and approved by 
the Director of Education or designee in advance of the first day of class. A student 
is responsible for all work missed during an absence and must contact the faculty 
member for allowed make-up work.

Grade Point Averages
A student’s grade point average (GPA) is computed by dividing the total number of 
quality points earned by the total number of credit/clock hours for which grades 
were awarded. The grade points are calculated by multiplying the quality points for 
the grade earned for each course by the number of credit/clock hours associated 
with the course. The term grade point average applies to work in a given term. A 
student’s overall academic average is stated in a cumulative grade point average 
(CGPA), which is based on all grades and credits/clock hours earned in the declared 
program of study to date.

Grade reports are available to students at the completion of each term. Grades 
are based on the quality of work as shown by written tests, laboratory work, term 
papers, and projects as indicated on the course syllabus.

Both the term GPA and CGPA only include courses that are required for graduation 
in the student’s current program of study.  CGPAs help determine whether a 
student is meeting the standards of academic progress, eligibility for graduation 
and academic honors. The GPA may range from 0.00 through 4.0.

Failing Grade
A student who receives a failing grade (F) in a required course must repeat the 
course and receive a passing grade or receive transfer credit for the course in order 
to graduate. A course for which an “F” is awarded is included in the term GPA 
and CGPA. When the student repeats the course with a passing grade or receives 
transfer credit, the CGPA will be adjusted accordingly. The failure grade will remain 
on the transcript.

Incomplete Grade
An incomplete grade “I” signifies that not all the required coursework was 
completed during the term of enrollment. The “I” grade is not calculated into the 
term GPA or CGPA at the time it is awarded.

Instructors submitting “I” grades must receive approval from the Director of 
Education or designee and documentation of the “I” grade must be placed in the 
student’s academic file. All required coursework must be complete and submitted 
within two weeks after the end of the term. If course requirements are not satisfied 
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by the deadline, the “I” is converted to an “F.” An “I” grade may be assigned only 
when all of the following conditions are met:

The student has been making satisfactory progress in the course, as determined 
by the instructor;

The student is unable to complete some coursework because of unusual 
circumstances that are deemed acceptable by the instructor; and

The student presents these reasons in writing, with any required 
documentation prior to the last day of the term.

Independent Studies Course Work
Under certain circumstances some courses may be taught as an independent study 
course. Students will be required to complete all learning objectives, assignments 
and exams as outlined on the course syllabi and lesson plans.  The student will 
meet with the assigned instructor at scheduled times thought out the course.

Audit Grade
A student must declare the intention to audit a course during the add/drop period 
as specified in the institution catalog. Tuition is charged for audited courses; 
however, financial aid is not applicable. 

Evaluation of work and class participation is optional, but class attendance is 
required. A student must inform the faculty member of the audit status. The 
designator “AU” is placed on the student’s transcript regardless of whether or not 
the student completed the course.

Withdrawal Grade
A student enrolled in courses after the add/drop deadline who wishes to withdraw 
must apply through the Director of Education or designee. If the withdrawal occurs 
within the deadline as stated in the Application of Grades and Credits, the course 
remains on the transcript and is designated with a “W.” A course withdrawal after 
the deadline receives a designator of “WF”.

Transfer Credit
Vatterott College will evaluate the student’s previous education, training and 
work experience to determine if any subjects or training activities in the student’s 
program may be waived and thereby reduce the amount of training or education 
required for the student to reach the educational objective. Credits earned at 
a post secondary accredited institution may be accepted on the basis of a valid 
transcript provided by the student. Only grades of “C” 2.0 GPA or higher will be 
eligible for transfer. Credit will be awarded where appropriate. Vatterott will notify 
the student and appropriate agencies (i.e. Veterans Administration, Voc. Rehab 
etc.) upon completion of evaluation and determination of outcome. Transfer 
credits must be earned in courses that are similar in nature to the course offered 
by Vatterott. Credits that were earned more than five (5) years prior to the current 
year will not be considered for transfer. At a minimum, 50% of the credits required 
must be completed at the Vatterott. 

 It is the responsibility of the student to request an official transcript be mailed 
to Vatterott College Education in order for transfer credit to be considered. Any 
fees associated with transcript requests are the responsibility of the student. All 
transfer of credit requests must be evaluated and approved within the first week 
of training. Any credit, advanced placement or credit for experiential learning 
transferred in that reduces the length of the program will reduce the cost of the 
total program. 

The amount of credit will be based on the current tuition and fee schedule at the 
time of transfer. Transfer credits will appear as a TC on the student’s transcript.

Decisions concerning the acceptance of credits by an institution other than the 
granting institution are made at the sole discretion of the receiving institution. No 
representation is made whatsoever concerning the transferability of any credits to 
any institution. 

Internal Proficiency Credit Test Out
Students are responsible for requesting proficiency examinations. Such a request 
should be granted if an examination is available and the Director of Education or 
designee has reason to believe the student’s experience or training warrants such an 
evaluation. The Director of Education is responsible for developing local proficiency 
examinations, for examination procedures that ensure the integrity of the examination 
process. The student shows competency by satisfactorily (minimum of 70%) 
completing the institution-developed proficiency test. The testing fee is $100.00 per 
term whether the student passes the proficiency test or not. 

A student who receives proficiency credit for test out course or courses is awarded a 
grade of “TO”. The course is noted on the transcript with a grade of “TO” and is not 
used in the grade point average or rate of progress, but calculated in the timeframe 
measurement.

Proficiency examination requests will not be honored for students in the following 
categories:

Student is currently enrolled in the course beyond the add/drop deadline

Student was previously enrolled in the course for which the exam is being 
requested

Student previously failed the proficiency exam for that course

Any student requesting a proficiency exam, who does not have credit for the 
prerequisite course, must obtain approval from the Director of Education or 
designee. If the proficiency credit is granted, the student must still earn credit for 
the prerequisite course through proficiency credit, transfer credit or successful 
completion of the course. All tests and supporting documentation must be retained 
in the student’s academic file.

External Proficiency Credit
Proficiency credit for certain undergraduate courses may be granted to students 
who achieve acceptable scores on specific nationally recognized examinations 
such as CLEP, Advanced Placement (AP), and DANTES. The American Council 
on Education (ACE) recommendations should be used when awarding CLEP or 
DANTES credit.
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Credit for AP coursework is based solely upon the student’s performance on 
the national examination administered by the College Board and not upon the 
student’s performance in the AP course. A score of three (3) or better on the 
examination is required for AP credit acceptance.

Professional Training/Certification Credit
Proficiency credit for certain courses may be granted to students who hold current 
specific industry-recognized professional certification.

Such certifications may be reviewed by the Director of Education or designee for 
proficiency credit. Where available, the ACE College Credit Recommendation 
Service should be used to assess such certifications or training. Evaluations and 
supporting documentation should be retained in the student’s academic file.

Credit for Previous Training/Work Life Credit
Vatterott College will give credit for previous work or school experience if the student 
can provide documentary proof of previous training or previous experience in the 
field he/she wishes to enter. The student will submit a written request to the Campus 
Director during the enrollment process and prior to the first scheduled class. 

The student shows competency by satisfactorily (minimum of 70%) completing the 
institution-developed competency test. The testing fee is $100.00 per term and is 
non-refundable.

A student who receives credit for previous training/work life credit course(s) is 
awarded a grade of “CPT”. The course is noted on the transcript with a grade of 
“CPT” and is not used in the grade point average or rate of progress, but calculated 
in the timeframe measurement.

Students meeting the above minimum requirements will have their programs 
shortened proportionately. A maximum of 13.5 core credit hours may be awarded.  
A record will be kept in the student’s file showing the amount of credit granted. 
A prorated reduction in tuition that is equal to the point at which the student 
entered the program will be granted. Please be aware that credit for previous 
experience or education will affect the student’s financial aid package.

Standards of Satisfactory Academic Progress
All students must maintain satisfactory academic progress in order to remain 
enrolled. Additionally, satisfactory academic progress must be maintained in order 
to remain eligible to continue receiving federal financial assistance. Satisfactory 
academic progress is determined by measuring the student’s cumulative grade 
point average (CGPA) and the student’s rate of progress toward completion of the 
academic program. These are outlined below.

CGPA Requirements
Students must meet minimum CGPA requirements at specific points during their 
enrollment in order to be considered making satisfactory academic progress. These 
requirements are noted in the tables below. These will be reviewed at the end of 
each grading period after grades have been posted to determine if the student’s 
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CGPA is in compliance. Once a student reaches a review point, they must maintain 
the minimum CGPA for that level at the end of each grading period until such time 
as they reach the next level of review.

Certificate/Diploma Program Quarter Credits
Quarter Credits Minimum CGPA Required

0 – 15 1.0

16 – 30 1.5

31 credits – graduation or maximum 
allowable credits reached 2.0

Associate Degree Program Quarter Credits
Quarter Credits Minimum CGPA Required

0 – 15 1.0

16 – 45 1.5

46 credits – graduation or maximum 
allowable credits reached 2.0

Rate of Progress Towards Completion Requirements
The student shows competency by satisfactorily (minimum of 70%) completing the 
institution-developed proficiency test.

In addition to the CGPA requirements, a student must successfully complete 
at least 67% of the cumulative credits or clock hours attempted in order to 
be considered to be making satisfactory academic progress. Credits or clock 
hours attempted are defined as those credits or clock hours for which students 
are enrolled in the term and have incurred a financial obligation. As with the 
determination of CGPA, the completion requirements will be reviewed at the 
end of each term after grades have been posted to determine if the student is 
progressing satisfactorily.

Maximum Time in Which to Complete
A student is not allowed to attempt more than 1.5 times, or 150%, of the number 
of credits or clock hours in their program of study. 

The requirements for rate of progress are to ensure that students are progressing at 
a rate at which they will complete their programs within the maximum time frame. 
The maximum allowable attempted credits are noted below.

Program Maximum Allowable Credits
Diploma – 108 QCH

Associate of Occupational Studies, Criminal Justice – 157.5 QCH

All other, Associate of Occupational Studies – 162 QCH
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How Transfer Credits/Change of Program Affect SAP
Credit that has been transferred into the institution by the student has no effect 
on the percentage of completion calculation in the SAP, nor does it have any effect 
on the grade point average requirement for the SAP. Transfer credit is considered 
when computing the maximum timeframe allowed for a program of study. For 
example, a student transfers from institution A to institution B. The student is able 
to transfer 30 credits earned at institution A into a program at institution B. The 
program requires 180 credits to graduate. Thus, the maximum time frame for this 
student’s new program at institution B will be one and half times (150%) x 180 = 
270 credits. The 30 transfer hours will be added to the attempted and earned hours 
when the time frame is being calculated.

When a student elects to change a program at Vatterott College (this does not 
include moving from a diploma to an Associates degree or an Associates degree to 
a Bachelors degree in the same program) the student’s earned credits and grades 
will be transferred into the new program as applicable, including transfer credit. 
Credits earned at the institution in the original program of study will be used 
when computing grade point average, rate of progress and maximum time frame. 
Transfer credits from another institution that are applicable to the new program 
of study will not be calculated in the grade point average or rate of progress, but 
will be considered as credits attempted and earned in the time frame calculation. 
For example, a student transfers from program A to program B, the student is able 
to transfer 30 external credits and 10 credits earned in program A into program 
B. Program B requires 180 credits to graduate. Thus, the maximum time frame for 
this student’s new program will be one and half times (150%) x 180 = 270 credits. 
The 30 external transfer hours will be added to the attempted and earned hours 
when the time frame is being calculated and the 10 credits earned in program A 
will be included in the grade point average, rate of progress and the time frame 
calculations.

Academic Probation
At the end of each term after grades have been posted, each student’s CGPA and 
rate of progress is reviewed to determine whether the student is meeting the 
aforementioned requirements.

Students will be placed on Probation the first term in which the CGPA or the rate 
of progress falls below the values specified in the CGPA requirements and Rate of 
Progress Towards Completion requirements sections of this catalog.  At the end of 
the next term, the student will be removed from Probation and returned to regular 
status if they meet or exceed the minimum standards or will remain on Probation 
if they continue to fall below the specified values.

Students on Probation will be evaluated at the end of each term of monitoring. A 
student who raises their CGPA and rate of progress at or above the minimum[s] will be 
removed from Probation and returned to regular status. If a student does not meet the 
minimum CGPA or rate of progress requirements at the time of evaluation, the student 
may dismissed from the institution or continued on probation.

If at any point it can be determined that it is mathematically impossible for the 
student to meet the minimum requirements, the student may be dismissed from 
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the institution. The institution also reserves the right to place a student on or 
remove them from academic monitoring based on their academic performance, not 
withstanding these published standards.

Notification of academic dismissal will be in writing. The Conduct Policy section of 
this catalog describes other circumstances that could lead to student dismissal for 
non -academic reasons.

As a dismissed student, a tuition refund may be due in accordance with the 
institution’s stated refund policy.

During the periods of Probation, students are considered to be making satisfactory 
academic progress and remain eligible for financial aid.

Students on Probation must participate in academic advising as deemed necessary 
by the institution as a condition of their academic monitoring. Students who fail 
to comply with these requirements may be subject to dismissal even though their 
CGPA or rate of progress may be above the dismissal levels.

Appeal to Grade Challenge & Course Work Appeals
A student who has been academically dismissed may appeal the determination 
if special or mitigating circumstances exist. Any appeal must be in writing and 
must be submitted to the Academic Review Committee, consisting of the Campus 
Director, Director of Education, and Program Director, within ten days of receiving 
notification of his/her dismissal.

The student should explain what type of circumstances contributed to the academic 
problem and what plans the student has to eliminate those potential problems in 
the future. The decision of the Committee is final and may not be further appealed.

Reinstatement
A student who has been academically dismissed may apply for reinstatement to 
the institution by submitting a written request to the Director of Education. The 
request should be in the form of a letter explaining the reasons why the student 
should be readmitted. A student may be required to wait at least one grading 
period before they are eligible for reinstatement and financial aid. The decision 
regarding readmission will be based upon factors such as grades, attendance, 
student account balance, conduct, and the student’s commitment to complete the 
program. 

Dismissed students who are readmitted will sign a new Enrollment Agreement, will 
be charged tuition consistent with the existing published rate, and will be eligible 
for federal financial aid.

Graduation Requirements
In order to graduate, a student must have earned a minimum of a 2.0 CGPA and 
must have successfully completed all required credits within the maximum credits 
that may be attempted. Students must also be current on all financial obligations 
in order to receive final transcripts.
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Completers
A completer is a student who is no longer enrolled in the institution and who has 
either completed the time allowed or attempted the maximum allowable number 
of credits for the program of study but did not accomplish one of the following 
graduation requirements:

Achieve a minimum GPA of 2.0

Complete required competencies and/or Externship

Satisfy non-academic requirements (e.g., outstanding financial obligations)

Academic Honors
A graduate who has a minimum cumulative grade point average (CGPA) of 3.30 is 
eligible for one of the following recognitions:

Director’s List: 4.0 Cumulative GPA

Dean’s List: 3.6 – 3.99 Cumulative GPA

Honors: 3.3 – 3.59 Cumulative GPA

Externships or Other Formal Experiential Learning 
Activities
All externships and other formal experiential learning activities will be registered in the 
student system. Attendance or participation is to be tracked and posted at least once 
a week and final grades will be recorded at the end of the enrollment period. Students 
who are unable to complete their externship or other formal experiential learning 
activity by the end of the add/drop period of the subsequent term will be awarded 
a grade of “F.” A student who receives an “F” may be re-enrolled in the externship or 
experiential learning activity course for the subsequent term. 

For externships or other experiential learning activities that occur at the end of 
the student’s curriculum and that are required for graduation, the graduation date 
will coincide with last day of the term in which the student completes all program 
requirements, unless the student completes such requirements during the add/
drop period, in which case the graduation date may be back dated to the last date 
of the previous term.

Leave of Absence Policy   
The institution permits students to request a leave of absence (LOA) as long as the 
leaves do not exceed a total of 180 days during any 12-month period and as long 
as there are documented, legitimate extenuating circumstances that require the 
student to interrupt their education. Extenuating circumstances include: Medical 
(including pregnancy), Family Care (including unexpected loss of childcare and 
medical care of family), Military Obligations and Jury Duty. 

In order for the student to be granted an approved LOA, the student must 
submit a completed, signed and dated Leave of Absence Request Form along with 
supporting documentation to the Director of Education. In addition, the student 
must have completed his/her most recent term and received academic grades (A-F) 
for that term.
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Re-admission Following a Leave of Absence
Upon return from a leave, the student will be required to repeat the term and 
receive final grades for the courses from which the student took leave when the 
courses are next offered in normal sequence for students in the class into which 
the student has reentered. The student will not be charged any fee for the repeat of 
courses from which the student took leave or for reentry from the leave of absence.

The date a student returns to class is normally scheduled for the beginning of the term.

Failure to Return from a Leave of Absence
A student who fails to return from a LOA on or before the date indicated in the 
written request will be terminated from the program, and the institution will 
invoke the cancellation/refund policy.

As required by federal statute and regulations, the student’s last date of attendance 
prior to the return from approved LOA will be used in order to determine the 
amount of funds the institution earned and make any refunds that may be 
required under federal, state or institutional policy.

Students who have received federal student loans must be made aware that failure 
to return from an approved LOA, depending on the length of the LOA, may have 
an adverse effect on the student’s loan repayment schedules.

Federal loan programs provide students with a “grace period” that delays the 
students’ obligation to begin repaying their loan debt for six months (180 days) 
from the last date of attendance. If a student takes a lengthy LOA and fails to 
return to the institution after the conclusion, some or all of the grace period may 
be exhausted – forcing the borrower to begin making repayments immediately.

Effects of Leave of Absence of Satisfactory Academic 
Progress
Students who are contemplating a leave of absence should be cautioned that one or 
more factors may affect their eligibility to graduate within the maximum program 
completion time:

Students returning from a leave of absence are not guaranteed that the phase/
course required to maintain the normal progress in their training program will 
be available at the time of reentry;

Students may have to wait for the appropriate phase/course to be offered;

Students may be required to repeat the entire phase/ course for which they 
elected to withdraw prior to receiving a final grade;

Financial aid may be affected.

Unit of Credit, Clock/Credit Hour Conversion
The quarter credit hour is the unit of academic measurement used by Vatterott 
College. A minimum of 10 lecture hours at a minimum of 50 minutes of any 60 
minute period  in addition to outside reading and/or preparation; 20 laboratory 
hours; or 30 externship hours; or an appropriate combination of all three 
constitutes one quarter hour of credit.
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Make-Up Work   
Vatterott College is committed to caring for its students. Our policy on graduation 
clearly defines the criteria for graduation. Strict enforcement of these requirements 
is the norm, but since we are committed to the individual needs of our students, 
there are exceptions. 

Vatterott College may allow the student, at the discretion of the Director of 
Education, to perform independent student projects, to make up missed days (only 
up to 50%), or make up missed work. The guiding principle will be the academic 
progress of the student. If a student, by extra attendance or extra work, can make 
up his/her work, then the student will remain academically sound and maintain 
satisfactory progress. The Director of Education has the responsibility to determine 
the outcome of these exceptional situations.

Attendance Requirements   
Class attendance, preparation, and participation are integral components to a 
student’s academic success. Students are strongly encouraged to attend every class 
session and to spend an appropriate amount of time outside of class reviewing 
and preparing for each class session. Failure to attend class may result in reduced 
participation, comprehension, and/or involvement with group projects, which may 
have an impact upon a student’s overall course performance.

A student who is absent from all classes for two consecutive weeks may be 
automatically withdrawn from the institution unless there are acceptable 
mitigating circumstances. 

A student may also be withdrawn from a course if absences exceed 30% of the total 
scheduled hours for a course. Students may be placed on attendance probation and 
receive a written notification when their total number of absences reaches 20% of 
total scheduled course hours. Students who withdraw or are removed from a course 
will receive a grade of W or WF based upon their time of withdrawal/ removal; 
these grades count toward the evaluation of a student’s satisfactory academic 
progress but will not affect the student’s cumulative grade point average. 

The VA through the State Accrediting Agency requires students using VA benefits 
to maintain an 85% attendance rate. 

Students Receiving Veterans Benefits
Students receiving Veterans benefits are required to maintain an 85% attendance 
rate in each course.

Term
A term is defined as a consecutive ten-week period of continued instruction.
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Student Information & Services 
Vatterott College offers students a variety of success-oriented services as well as 
activities for the benefit of students and the community.

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

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

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

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

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

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

Those decisions are outside of the control of Vatterott College. 

Academic Assistance
Students seek help and advice during their education for many reasons. At 
Vatterott College, the student is the primary priority. Every effort is made to 

develop a relationship with the student body so individuals feel comfortable in 
requesting and receiving assistance. 

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

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

The faculty members lend an outstanding level of professionalism to the classroom 
and are recognized by their academic and industry peers. Through the guidance 
of the faculty, theoretical, practical and creative applications are addressed in the 
curricula and reinforced by interaction with professionals in the industries.

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

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

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

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

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

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

New students are required to attend regardless of their prior institution 
experience. During orientation, students are acquainted with the campus, the 
administrative staff, the faculty and their peers.

Student Information & Services
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Course Schedules
Applicants and currently enrolled students receive course schedules before the 
beginning of each term. Tuition payments are due at that time. Schedules cannot 
be processed until financial obligations are fulfilled. Students who fail to attend the 
first class session may be withdrawn from the course.

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

Accommodations for Individuals with Disabilities
Vatterott College is committed to making its facilities and services available to 
persons with disabilities, and individuals with disabilities are encouraged to apply 
for enrollment. Vatterott College will provide reasonable accommodations for 
students with disabilities, including auxiliary aids and services as long as services 
do not fundamentally alter the nature of the relevant program or service provided 
by Vatterott College. A student requesting an accommodation for a disability 
must contact the Director of Education and complete the “Student Application for 
Auxiliary Aids or Academic Adjustments” form requesting academic adjustments 
and/or auxiliary aids. 

To ensure that accommodations are provided in a timely fashion, Vatterott 
College strongly encourages students to submit all requests for accommodation 
immediately after enrollment and prior to the first day of classes, or otherwise as 
soon as possible.

To request an auxiliary aid or service, please contact:  
Mr. Christopher Stiebens
Director of Education, Vatterott College
4621 NW 23rd Street
Oklahoma City, OK 73127
or call 405-945-0088

Oklahoma Department of Human Services
Sequoyah Memorial Office Building
P.O. Box 25352, Oklahoma City, OK 73125
(405) 521-3646

What is a disability?
An individual is considered to have a disability if he or she:

Has a physical or mental impairment that substantially limits one or more 
major life activities; or

Has a record of such an impairment; or

Is regarded as having such an impairment.

A qualified individual with a disability is defined as an individual with a disability 
who, with or without reasonable modifications to rules, policies, or practices, 
the removal of architectural, communication, or transportation barriers, or the 
provision of auxiliary aids and services, meets the essential eligibility requirements 
for the receipt of services or the participation in programs or activities provided by 
a public entity.

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

What is the process to request accommodations?
The Director of Education is the designated institution employee who is 
responsible for the coordination of efforts to ensure appropriate academic 
adjustments and/or auxiliary aids are provided consistently to the student 
population. Students seeking reasonable accommodations will complete the 
“Student Application for Auxiliary Aids or Academic Adjustments” application. 
Upon receipt of the completed application and supporting documentation, the 
Director of Education will arrange an interview with the student to discuss 
their specific needs. The student may elect to include parent, guardian or 
other designated agent in the interview session that may validate the nature 
of the academic adjustment or auxiliary aids needed under the reasonable 
accommodations provision. 

The institution may engage an independent evaluation administrator to provide 
professional opinion to determine the appropriate accommodations are provided 
for the student. After careful consideration, the Director of Education will 
provide the necessary guidance to the faculty members, authorize and requisition 
additional resources as needed to accommodate the student needs. Periodically, 
reviews will be conducted by the Director of Education to ensure that the 
adjustments and/or aids are appropriate. A student seeking accommodations may 
appeal the decision of the Director of Education to the Institutional Director as 
outlined in the grievance process below.

What is the grievance or complaint process?
Should a student have a grievance or complaint concerning any aspect of his or her 
recruitment, enrollment, attendance, education, or career services assistance, the 
student should first contact the faculty or staff member to whom the grievance or 
complaint refers. If a solution satisfactory to the student is not reached with the 
faculty or staff member, the student may submit his or her grievance or complaint 
in writing to the Director of Education, clearly describing the grievance or 
complaint. The Director of Education will review the grievance or complaint, seek 
resolution and notify the student of the remedy within 10 days. In the event the 
student is not satisfied with the resolution provided by the Director of Education, 
the student must appeal to the institution’s Director in writing within 10 days of 
receiving the decision of the Director of Education.
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The institution’s Director will review the pertinent facts and evidence presented. 
Within 10 days of receipt of the student appeal, the institution’s Director will 
formulate a resolution. A student may appeal to the Chairperson of the ADA 
Committee, Vatterott Educational Centers, Inc as the final entity seeking a 
favorable resolution to reported grievance or complaint.

At any time, a student may also contact the following agencies concerning any 
grievance of compliant about the institution: 

United States Department of Education, Office of Civil Rights Kansas City 
Office for Civil Rights, 8930 Ward Parkway, Suite 2037, Kansas City, MO 
64114-3302; voice telephone 816-268-0550; Fax 816-823-1404; TDD 877-521-
2172; email ocr.kansascity@ed.gov. 

Accrediting Commission of Career Schools and Colleges (ACCSC), 2101 Wilson 
Blvd, Suite 302, Arlington, VA 22201, telephone 703-247-4212

The Oklahoma Board of Private Vocational Schools (OBPVS), 3700 N. Classen 
Blvd, Suite 250, Oklahoma City, OK 73118, telephone 405-528-3370.

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

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

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

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

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

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

If such a referral is made, continued enrollment or employment will be subject 
to successful completion of any prescribed counseling or treatment program. 
Information on the institution’s drug-free awareness program and drug and 
alcohol abuse prevention program may be obtained from the Financial Aid Office.

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

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

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

Students may request a review of their education records by submitting a 
written request to the Institution Director. The review will be allowed during 
regular institution hours under appropriate supervision. Students may also 
obtain copies of their education records for a nominal charge of $.50 per page 
of record. 

Students may request that the institution amend any of their education 
records, if they believe the record contains information that is inaccurate, 
misleading or in violation of their privacy rights. The request for change must 
be made in writing and delivered to the Registrar or Director of Education, 
with the reason for the requested change stated fully. Grades, course tests, and 
evaluations can be challenged only on the grounds that they are improperly 
recorded. The instructor or staff member involved will review the request, 
if necessary meet with the student, and then determine whether to retain, 
change, or delete the disputed data. If a student requests a further review, the 
Institution Director will conduct a hearing, giving the student an opportunity 
to present evidence relevant to the disputed issues. The student will be notified 
of the Director’s decision, which will be the final decision of the institution. 
Copies of student challenges and any written explanations regarding the 
contents of the student’s record will be retained as part of the student’s 
permanent record.

Directory information is information on a student that the institution 
may release to third parties without the consent of the student. 
Vatterott College has defined directory information as the student’s 
name, address (es), telephone number(s), e-mail address, birth date 
and place, programs undertaken, dates of attendance, honors and 
awards, and credentials awarded. If a student does not want some or 
all of his or her directory information to be released to third parties 
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without the student’s consent, the student must present such a request 
in writing to the institution director within 10 days after the date of 
the student’s initial enrollment or by such later date as the institution 
may specify.
The written consent of the student is required before personally identifiable 
information from education records of that student may be released to a third 
party, except for those disclosures referenced above, disclosures to accrediting 
commissions and government agencies, and other disclosures permitted by law.

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

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

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

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

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

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

Changes
This catalog is current as of the time of publication. From time to time, it may be 
necessary or desirable for Vatterott College to make changes to this catalog due 
to the requirements and standards of the institution’s accrediting body, state 
licensing agency or U.S. Department of Education, or due to market conditions, 
employer needs or other reasons. Vatterott College reserves the right with 
approval from OBPVS to make changes at any time to any provision of this 
catalog, including the amount of tuition and fees, academic programs and courses, 
institution policies and procedures, faculty and administrative staff, the institution 
calendar and other dates, and other provisions.

Student Information & Services

Vatterott College may make changes in equipment and instructional materials, to 
modify curriculum and, when size and curriculum permit, to combine classes.

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

Vatterott College may dismiss a student for any of the following reasons: failure 
to maintain satisfactory academic progress, failure to pay institution fees and/or 
tuition by applicable deadlines, disruptive behavior, posing a danger to the health 
or welfare of students or other members of the Vatterott College community, or 
failure to comply with the policies and procedures of the Vatterott College catalog. 

Any unpaid balance for tuition, fees and supplies becomes due and payable 
immediately upon a student’s dismissal from the institution. The institution will 
also determine if any Title IV funds need to be returned (see Financial Information 
section of this catalog).

Vatterott Policies, Requirements, and Expectations
The institution has certain rules and regulations that must be followed. Students 
attending the institution are preparing for employment and are required to 
conduct themselves while in the institution in the same manner as they would 
when working for an employer. While at Vatterott College, you are expected to 
dress in accord with the skill for which you are training. A uniform may be required 
for your program of study. Prospective employers unexpectedly visit Vatterott 
College to recruit potential employees. A student’s appearance is generally the first 
and most lasting impression on these visitors.

An attempt is made to keep regulations to a minimum. They are established only 
when they contribute to the welfare and safety of the student body. Cooperation 
of all students is expected. All instructors have the authority, in a teacher/student 
relationship, to enforce all institution rules and regulations.

Students may operate equipment only during institution hours, unless after-
hours permission has been given by the instructor and they are supervised.

Ensure learning and lab areas are neat and free of any trash.

No fighting, horseplay, profanity, or cheating.

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

Do not tamper with other students’ projects or equipment.

No personal incoming calls. The courtesy telephone is to be used at break time 
only.

Cellular phones, beepers, and pagers are a distraction during class and lab time 
and therefore must be kept in the off position. Calls may be made during break 
times only.

Personal business must be handled after institution hours.

Student Information & Services
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Carelessness in safety will not be tolerated.

Smoking is allowed only in designated areas.

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

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

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

Unacceptable behavior will not be tolerated. Unacceptable behavior is any 
action which hinders an instructor’s ability to teach or a student’s ability to 
learn or any action which would endanger other students or staff.

Vatterott College will exercise their authority to dismiss or suspend any student 
who is guilty of the above or whose conduct is detrimental to the classroom 
environment, well-being of fellow students, faculty, or appearance of institutional 
facilities.

A student dismissed for misconduct can be readmitted only by permission of the 
Campus Director.

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

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

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

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

Statement of Ownership   
Vatterott College is owned by Vatterott Educational Centers, Inc., principal offices 
located at 9200 Olive Blvd, Ste 222, Olivette, Missouri. The corporate officer of 
Vatterott Educational Centers, Inc. is Pamela Bell, President. 

Student Information & Services

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

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

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

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

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

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

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

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

Accrediting Commission of Career Schools and Colleges
2101 Wilson Blvd. / Suite 302
Arlington, VA 22201
(703) 247-4212

A copy of the Commission’s Complaint Form is available at the school and may be 
obtained by contacting the school Director or Director of Education.

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

Students may also contact the Oklahoma Board of Private Vocational Schools, 
3700 Classen Boulevard Suite 250, Oklahoma City, OK 73118-2864, phone (405) 
528-3370, fax (405) 528-3366.

Student Information & Services
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Transfer of Credit to Other Institutions
Vatterott College’s Education Department provides information on other 
institutions that may accept credits for course work completed at Vatterott College 
towards their programs. However, Vatterott College does not imply or guarantee 
that credits completed at Vatterott College will be accepted by or transferable to 
any other college, university, or institution, and it should not be assumed that 
any credits for any courses described in this catalog can be transferred to another 
institution. Each institution has its own policies governing the acceptance of credit 
from other institutions such as Vatterott College. Students seeking to transfer 
credits earned at Vatterott College to another institution should contact the other 
institution to which they seek admission to inquire as to that institution’s policies 
on credit transfer.

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

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

Student Records Access  
Students may request a review of their education records by submitting a written 
request to the School Director. The review will be allowed during regular school 
hours under appropriate supervision. 

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

Student Information & Services
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Program Offerings

Appendix A
Vatterott College:  
Oklahoma City  Campus- Program Offerings
Diploma

Heating, Air Conditioning & Refrigeration Technology

Medical Office Assistant

Associate of Occupational Studies, A.O.S.
Accounting Technology

Applied Electrical Technology

Computer Office Assistant Technology

Computer Programming Technology

Computer Systems and Network Technology

Criminal Justice 

Heating, Air Conditioning and Refrigeration Technology

Medical Assistant Technology

Medical Billing and Coding Technology 

Associate of Science A.S. 
Paralegal Studies

The Institution only offers those specific programs of study expressly discussed in the 
curriculum section of this catalog. Other Vatterott College campuses only offer those 
specific programs of study specified in their respective current catalogs.

Heating, Air Conditioning & Refrigeration Technology	 Diploma
This program is designed to prepare the graduate in theory and working knowledge 
to work in the field as an entry-level air conditioning, heating, and refrigeration 
service mechanic.

The program is 60 weeks in length, divided into 6 ten-week phases, for 72-quarter 
credit hours of theory and associated lab instruction in the areas described below.  
Each 10-week phase is equal to 12-quarter credit hours.

Course # Course Title QCH

HV-112 Basic Electricity 12

HV-114 Basic Refrigeration 12

HV-115 Air Conditioning 12

HV-116 Heating 12

HV-117 Commercial HVAC 12

HV-118 Advanced Refrigeration 12

Total Number of Quarter Credit Hours Required for Graduation 72

Medical Office Assistant	 Diploma
The objective of this course is to prepare the student for entry-level employment as 
a Medical Office Assistant performing administrative, clerical and assisting duties 
within the health care field.

The program is 60 weeks in length, divided into 6 ten-week phases, for 72-quarter 
credit hours of theory and associated lab instruction in the areas described below.  
Each 10-week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

MOA-101 Medical Language 12

MOA-102 Medical Office Basics 12

MOA-103 Medical Insurance, Accounting and Law 12

MOA-104 Medical Office Management 12

MOA-105 Medical Environment 12

MOA-106 General Patient Care 12

Total Number of Quarter Credit Hours Required for Graduation 72
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Accounting Technology	 Associate of Occupational Studies A.O.S.
This program is designed to prepare students for entry level accounting positions 
in accounting firms, private industry, or government agencies.  Students will be 
trained in industry accounting, payroll and tax accounting, general ledger systems, 
management and management information systems, managerial accounting, 
economics (macro & micro), and human resource management.  

This program consists of 90 weeks, with 93 Quarter Credit Hours of Accounting 
related curriculum dealing with theory and associated lab work, and 13.5 Quarter 
Credit Hours of General Education totaling 108 Quarter Credit Hours.

Course # Course Title QHC

ACC-101 Basic Office Skills 12

ACC-102 Accounting I 12

ACC-103 Accounting II 12

ACC-104 Accounting III 12

ACC-105 Advanced Accounting I 12

ACC-106 Advanced Accounting II 12

ACC-201 Introduction to Marketplace 7.5

ACC-202 Advanced Management Principles 7.5

ACC-203 Management Information Systems 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108

Applied Electrical Technology	 Associate of Occupational Studies A.O.S.
This program is designed to prepare the graduate with the theory and working 
knowledge to work in the field as an entry-level Electrical Installation, Maintenance, 
and Repair Mechanic with operating knowledge of Programmable Logic Controllers.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of theory and associated lab work in the areas described 
below.   Each ten week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

EM-101 Electrical Theory 12

EM-102 Wiring Techniques 12

EM-103 Residential Codes 12

EM-104 Commercial/Industrial Codes 12

EM-105 Electrical Mechanical Motor Controls 12

EM-106 Solid State Motor Controls 12

EM-201 Building Components and Systems Designs 7.5

Program Offerings Program Offerings

EM-202 Programmable Logic Controllers 7.5

EM-203 Basic Computer-Aided Drafting 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108

Computer Office  
Assistant Technology	 Associate of Occupational Studies A.O.S.
This program is designed to prepare the graduate with the theory and 
working knowledge to acquire an entry-level position in most industries in an 
administrative and/or accounting-related support role.  The objective of the 
additional phases required to receive an Associate of Occupational Studies degree 
focuses on advanced level subject matter relevant to the support expected by an 
employer from their administrative and/or accounting staff.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of theory and associated lab work in the areas described 
below.   Each ten week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

COA-101 Basic Office Skills 12

COA-102 Beginning Communications in the Workplace 12

COA-103 Accounting and Data Entry Fundamentals 12

COA-104 Advanced Accounting and Business Law Fundamentals 12

COA-105 Integrated Office Software 12

COA-106 Advanced Office Systems 12

COA-201 Introductions to Marketplace 7.5

COA-202 Advanced Management Principles 7.5

COA-203 Management Information Systems (MIS) 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108
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Computer Programming  
Technology	 Associate of Occupational Studies A.O.S.
This program is designed to meet the ever-increasing need for trained computer 
service & design personnel.  A graduate from this program will be able to work at 
an entry level in either the computer systems engineering or software development 
fields.  

The objective of the additional phases required to receive an Associate of 
Occupational Studies Degree focuses on positions in computer programming, 
computer operation, and as database technicians, database administration, 
customer service representative, or other similar positions in the Information 
Technology environment.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of theory and associated lab work in the areas described 
below.   Each ten week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

IT-101 Introduction to Computers 12

IT-102 Introduction to Programming with Linux 12

IT-103 PC Configuration 12

IT-104 Management Information Systems 12

IT-105 Networking Principles 12

IT-106 Internet Development and Web Applications 12

CP-201 Advanced Visual Basic 7.5

CP-202 Programming with JAVA 7.5

CP-203 Three-Tiered Database Applications and Design 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108

Computer Systems and  
Network Technology	 Associate of Occupational Studies A.O.S.
This program is designed to meet the ever-increasing need for trained computer 
service and design personnel. A graduate from this program will be able to 
work at an entry level in either the computer systems engineering or software 
development fields.  The objective of the additional phases required to receive an 
Associate of Occupational Studies degree focuses on Advanced Computer Network 
Technologies.  Emphasis is placed on Enterprise Networking foundations with 
exposure to multiple Network Operating Systems and multi-vendor LAN/WAN 
connectivity.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of theory and associated lab work in the areas described 
below.   Each ten week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

IT-101 Introduction to Computers 12

IT-102 Introduction to Programming with Linux 12

IT-103 PC Configuration 12

IT-104 Management Information Systems 12

IT-105 Networking Principles 12

IT-106 Internet Development and Web Applications 12

CT-201 Network Administration 7.5

CT-202 Enterprise Networking 7.5

CT-203 Network Communications 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108
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Program Offerings

Criminal Justice	 Associate of Occupational Studies A.O.S.
This program is designed to prepare graduates with a fundamental understanding 
of the nature of delinquency and crime, criminal law and procedure, and basic 
management and administrative skills needed in organizations in this field. 
This program also strives to familiarize students with current trends, research 
techniques, and technological advances. Graduates will have the skills necessary 
to procure entry level positions as a Police Officer, Corrections Officer, Security 
Guard, Gaming Surveillance Officer, Loss Prevention Specialist or Private 
Investigator. Some of these occupations may require additional operations training 
or licensing.

The program is 70-weeks in length for a total of 105 quarter-credit hours. There is 
91.5 quarter-credit hours of theory and lecture, as well as 13.5 quarter-credit hours 
of Applied General Education.  Each 10 week term is equal to 15 quarter-credit 
hours.  

Course # Course Title Credits

CJ-201 Introduction to Criminal Justice 10.5

CJ-202 Introduction to Corrections and Policing 15

CJ-203 Report Writing 10.5

CJ-204 Terrorism/Gangs/Homeland Security 15

CJ-205 Security Management 10.5

CJ-206 Criminology 15

CJ-207 Principles of Investigation 15

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 105

Heating, Air Conditioning and  
Refrigeration Technology	 Associate of Occupational Studies A.O.S.
This program is designed to prepare the graduate in theory and working knowledge 
to work in the field as an entry-level air conditioning, heating, refrigeration service 
technician, and have an operating knowledge of programmable logic controllers.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 Quarter 
Credit Hours of theory and associated lab work in the areas described below.   Each ten 
week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

HV-112 Basic Electricity 12

HV-114 Basic Refrigeration 12

HV-115 Air Conditioning 12

HV-116 Heating 12

HV-117 Commercial HVAC 12

Program Offerings

HV-118 Advanced Refrigeration 12

HV-201 Building Components and Systems Design 7.5

HV-202 Programmable Logic Controllers 7.5

HV-203 Basic Computer-Aided Drafting 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108

Medical Assistant Technology	 Associate of Occupational Studies A.O.S.
The objective of this course is to prepare the student for entry-level employment as 
a Medical Office Assistant performing administrative, clerical and assisting duties 
within the health care field.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of theory and associated lab work in the areas described 
below.   Each ten week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

MOA-101 Medical Language 12

MOA-102 Medical Office Basics 12

MOA-103 Medical Insurance, Accounting and Law 12

MOA-104 Medical Office Management 12

MOA-105 Medical Environment 12

MOA-106 General Patient Care 12

MOA-201 Special Procedures and Projects 7.5

MOA-202 Medical Office Laboratory 7.5

MOA-203 Medical Assistant Externship 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108
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Program OfferingsProgram Offerings

Medical Billing and  
Coding Technology	 Associate of Occupational Studies A.O.S.
The objective of this course is to prepare the student for entry-level employment as 
a Medical Biller/Coder performing administrative duties including Medical Billing 
and Coding within the health care field.  Graduates from the Medical Billing/
Coding program will have working knowledge of all administrative duties including 
CPT coding, ICD-9 coding, insurance billing, reimbursements, and assisting with 
the daily operations & practices of the business. 

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of theory and associated lab work in the areas described 
below.   Each ten week phase is equal to 12-quarter credit hours.

Course # Course Title QHC

MOA-101 Medical Language 12

MOA-102 Medical Office Basics 12

MOA-103 Medical Insurance, Accounting and Law 12

MOA-104 Medical Office Management 12

MOA-105 Medical Environment 12

MOA-106 General Patient Care 12

MBC-201 Pathophysiology 7.5

MBC-202 Comprehensive Medical Coding 7.5

MBC-203 Medical Insurance 7.5

GE-101 English Composition I 4.5

GE-201 English Composition II 4.5

GE-205 College Algebra 4.5

Total Number of Quarter Credit Hours Required for Graduation 108

Paralegal Studies 	 Associate of Science A.S.
The Paralegal Studies Program is designed to provide the student with a 
fundamental knowledge of legal terminology, judgment and analytical ability, 
substantive and procedural law, drafting and legal research.  Graduates of the 
program are qualified for entry-level positions to assist attorneys and other legal 
professionals in private, public and corporate practice of law.

The total program length is 90 weeks, consisting of 9 ten week phases for 108 
Quarter Credit Hours of lecture, theory and practical knowledge in the areas 
described below.  A total of 27 courses, valued at 4 Quarter Credit Hours each, are 
offered throughout the 90 weeks.  

Course # Course Title QHC

GE-101P General Psychology 4

GE-102P English Composition I 4

GE-103P English Composition II 4

GE-104P Speech and Communication 4

GE-201P 20th Century American History 4

GE-202P American Federal Government 4

GE-203P Introduction to Values and Ethics 4

GE-204P Introduction to Logic 4

PA-101 Law/Legal Terminology 4

PA-102 Introduction to Law 4

PA-103 Introduction to Computing 4

PA-104 Legal Research and Writing I 4

PA-105 Law Office Management 4

PA-106 Civil Law and Procedures 4

PA-201 Legal Research and Writing II 4

PA-202 Contract Law 4

PA-203 Tort Law 4

PA-204 Property Law 4

PA-205 Criminal Law 4

PA-206 Family Law 4

PA-207 Estate Planning and Probate 4

PA-208 Law of Corporations and Business 4

PA-209 Trial Preparation and Litigation 4

PA-210 Computers and the Law 4

PA-211 Advanced Communication in Law 4

PA-212 Advanced Topics in Law 4

PA-213 Paralegal Externship 4

Total Number of Quarter Credit Hours Required for Graduation 108
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Course Descriptions
ACC-101: Basic Office Skills	 12 Quarter Credit Hours
Students will understand math skills such as percentages and computations, and 
English skills, including sentence grammar and construction needed in an office 
environment.  They will also understand the personal computer operating systems 
commonly used in business offices.  Students should build keyboarding speed 
toward 40wpm by the completion of this phase. 

Operating Systems	 Business English
Business Math	 Keyboarding I
Team Dynamics

ACC-102: Accounting I  	 12 Quarter Credit Hours
Students will be introduced to accounting principles for a service business.  The 
student will become proficient in double entry bookkeeping procedures as well as 
assets, liabilities, owner equity accounts, and related topics.

Principles of Accounting I	 Algebra
Customer Service

ACC-103: Accounting II	 12 Quarter Credit Hours
This course is a continuation of the previous phase of Accounting I in which 
students learn accounting principles for a merchandising business.  Related 
topics include the sales journal, purchases journal, cash payments journal, and 
cash receipts journal.  The student will also become proficient with the use of 
computerized in industry related software and specific computerized accounting 
software.

Principles of Accounting II	 Microsoft Excel
Computerized Accounting I	 Organizational Communications

ACC-104: Accounting III  	 12 Quarter Credit Hours
This is a critical analysis of generally accepted accounting principles, concepts 
and theory underlying the preparation of financial statements.  Students will also 
become familiar with various issues associated with company payroll, including 
manual and automated payroll systems.  Basic instructions in the current tax 
laws will be provided with an emphasis on federal income tax law pertaining to an 
individual’s:  income, exclusions, deductions, credits, and gains.  

Intermediate Accounting	 Payroll Accounting
Tax Accounting	 Creative Problem Solving

ACC-105: Advanced Accounting I  	 12 Quarter Credit Hours
This will be a study of budgeting and cost control systems including a detailed 
study of manufacturing costs accounts and reports, job order costing, and 
processing costing.  Includes an introduction to alternative costing methods such 
as activity-based and just-in-time costing, as well as reviews of planning profit, 
cost, and profit analysis, profit performance and measurements.  Also provides an 
overview of accounting procedures and operational issues facing accountants in the 
industry.  

Computerized Accounting II	 Cost Accounting
Industry Accounting	 Professional and Social Development

Course Descriptions

ACC-106: Advanced Accounting II	 12 Quarter Credit Hours
A continuation of critical analysis of generally accepted accounting principles, 
concepts and theory underlying the preparation of financial statements.  Emphasis 
is placed on departmentalized accounting, control systems, and corporate 
accounting.  Each student will then be required to complete a five (5) week (200 
hour) externship at an off-campus site to be arranged by the school.  This will 
provide the student the opportunity to practice and learn accounting in a “real-
world” environment.  

Advanced Accounting	 Externship
Fundamental Concepts of Technical Writing

ACC-201: Introduction to the Marketplace 	 7.5 Quarter Credit Hours
Students will learn the basics of making sound financial decisions while learning 
the fundamentals of marketing including marketing, e-commerce, meeting 
customer needs, planning products and services, and wholesalers and retailers.  
Students will also develop an understanding of the basics involved in economics 
with a focus on microeconomics.

Principles of Finance	 Marketing
Introduction to Economics (Micro)

ACC-202: Advanced Management Principles 	 7.5 Quarter Credit Hours
Students will learn the basics of economics with an emphasis on macroeconomics.  
They will learn the essentials of management, focusing on managing people, 
decision-making, job design, organizational structure, and effective inventory 
management.  There will be an introduction to web-side development with a focus 
towards e-commerce where students will develop basic skills in building a web site 
for the purpose of increasing or enhancing business operations.

Introduction to Economics (Macro)	 Essentials of Management
Web-Site Development & E-Commerce

ACC-203: Management Information Systems  	 7.5 Quarter Credit Hours
Students will be introduced to management information systems and the role 
MIS plays in organizational productivity.  Additionally, students will learn the 
fundamentals of managerial accounting. 

Management Information Systems	 Managerial Accounting
Human Resource Management 

CJ-201: Introduction to Criminal Justice 	 10.5 Quarter Credit Hours
This course incorporates how our society and the criminal justice system balance 
freedom and safety. The course provides an overview of police, prosecution, courts, 
and the correctional system. The philosophy of the criminal justice system and 
its relationship to life in our society is discussed. Upon completion of this course, 
students should be able to define and describe the major criminal justice system 
components and their interrelationships, as well as evaluate career options. 

CJ-202: Introduction to Corrections and Policing 	 15 Quarter Credit Hours
An introduction to the various aspects of the corrections system, providing a 
survey on the corrections in history, theory, and research are put into practice. 
Students are introduced to the people in the real world of corrections, what 

Course Descriptions
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Course Descriptions

they do, why they do it, and the daily challenges they face.  This course is also 
designed to provide students the opportunity to gain a better understanding of the 
principles of policing. Students are introduced to the history, administration, and 
day-to-day practices of the police in the United States. 

CJ-203: Report Writing 	 10.5 Quarter Credit Hours
This course introduces students to fundamental guidelines for reports common to 
the criminal justice community.  Students cover the basics of proper grammar and 
the practical aspects of writing good reports.

CJ-204: Terrorism/Gangs/Homeland Security	 15 Quarter Credit Hours 
This course helps the student understand the causes of domestic and international 
terrorism and the psychological and economic effects of terrorist acts. Terrorist 
groups, gangs and tactics are identified, while police and government responses to 
reduce or eliminate the incidence of terrorism are examined. 

CJ-205: Security Management 	 10.5 Quarter Credit Hours
This course presents current critical issues concerning the proactive delivery of security 
services. Students look at security in both the public and private sectors, incorporate 
coverage of important federal legislation such as the USA Patriot Act, and discuss at 
length the need to utilize technology in the protection of critical assets.

CJ-206: Criminology 	 15 Quarter Credit Hours 
This course analyzes criminal behavior, focusing on the various theories of crime 
causation. This course highlights the causes of crime, criminal behavior systems, 
societal reaction to crime, and criminological methods of inquiry.  Students will be 
encouraged to think critically about causes of crime.

CJ-207: Principles of Investigation 	 15 Quarter Credit Hours
This course surveys the most recent techniques and technology regarding 
investigation. The student is faced with real-life case studies to help students 
develop their ability to analyze, evaluate, and reason.

COA-101: Basic Office Skills	 12 Quarter Credit Hours
Students will understand math skills, such as percentages and computations, and 
English skills, including sentence grammar and construction, needed in an office 
environment.  They will also understand the personal computer operating systems 
commonly used in business offices.  Students should build keyboarding speed 
toward 40 wpm by the completion of this phase.

Operating Systems	 Business Math			 
Business English	 Keyboarding I
Team Dynamics

COA-102: Beginning Communications  
in the Workplace 	 12 Quarter Credit Hours
Students will understand business concepts as related to human relations and 
personnel issues in the office environment.  They will also be able to demonstrate 
written and oral communications in business applications.  In addition, students 
should build keyboarding speed toward 50 wpm and data entry speed to 8000 ksph 
by the completion of this phase.

Office Management	 Customer Service	

Course Descriptions

Human Relations	 Business Communications
Keyboarding

COA-103: Accounting and Data  
Entry Fundamentals	 12 Quarter Credit Hours
Students will understand bookkeeping requirements associated with an accounting 
position.  Students will learn functions and procedures associated with modern office 
management.  They should also become proficient in word processing capabilities to 
pass the Microsoft Office User Specialist (MOUS) core examination for Word. 

Microsoft Word	 Accounting I 			   Data 
Entry	 Organizational Communications

COA-104: Advanced Accounting and  
Business Law 	 12 Quarter Credit Hours
Students will understand specific accounting concepts needed to follow Generally 
Accepted Accounting Principles (GAAP).  In addition, they will understand basic 
business law, statutes, and ethics related to sales and contracts.  Students should 
also become proficient enough in spreadsheet capabilities to pass the Microsoft 
Office User Specialist (MOUS) core examination for Excel.

Microsoft Excel	 Business Law and Ethics
Accounting II	 Creative Problem Solving	

COA-105: Integrated Office Software	 12 Quarter Credit Hours
Students will understand payroll accounting practices and regulations.  In addition, 
they will demonstrate the ability to design and construct templates commonly used in 
businesses.  Students should also become proficient enough in database capabilities to 
pass the Microsoft Office User Specialist (MOUS) core examination in Access.

Microsoft Access	 Desktop Publishing
Payroll Accounting	 Professional & Social Development

COA-106: Advanced Office Systems 	 12 Quarter Credit Hours
Students will understand how to utilize a computer-generated accounting system.  
In addition, they will complete a simulation package utilizing the Microsoft Office 
application software.  Students should become proficient enough in graphics 
and email capabilities to pass the Microsoft Office User Specialist (MOUS) core 
examinations in PowerPoint and Outlook.

Microsoft PowerPoint/Outlook	 Job-Related Problem Solving
Integrated Accounting	
Fundamental Concepts of Technical Writing

COA-201: Introductions to the Marketplace	 7.5 Quarter Credit Hours
Students will learn the basics of making sound financial decisions while learning 
the fundamentals of marketing including marketing and e-commerce, meeting 
customer needs, planning products and services, and wholesalers and retailers.  
Students will also develop an understanding for the basics involved in economics 
with a focus on microeconomics.

Principles of Finance	 Marketing
Introduction to Economics (Micro)			 
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COA-202: Advanced Management Principles 	 7.5 Quarter Credit Hours
Students will learn the basics of economics with an emphasis on macroeconomics.  
They will learn the essentials of management, focusing on managing people, 
decision making, job design, organizational structure, and effective inventory 
management.  There will be an introduction to website development with a focus 
on e-commerce in which the students will develop basic skills in building a website 
for the purpose of increasing or enhancing business operations.

Introduction to Economics (Macro)	 Essentials of Management
Website Development & E-Commerce

COA-203: Management  
Information Systems (MIS) 	 7.5 Quarter Credit Hours
Students will be introduced to management information systems and the role 
MIS plays in organizational productivity.   Additionally, students will learn the 
fundamentals of managerial accounting.

Management Information Systems	 Managerial Accounting
Human Resource Management

CP-201: Advanced Visual Basic 	 7.5 Quarter Credit Hours
This course teaches the advanced concepts of Visual Basic Programming utilizing 
previously acquired programming skills.

Introduction to Visual Basic.NET	 Active Data Objects
Designing Applications	 Subroutines and Functions
Create User Services	 Optimizing & Debugging Applications
Selection Structure	 Internet Applications	
Class Modules	 Maintaining an Application	
DCOM Components	 Supporting an Application

CP-202: Programming with JAVA	 7.5 Quarter Credit Hours
Exposes the concepts of PC-based OOP computer programming using JAVA, and 
introduces the procedures used by computer programmers to develop, test, debug, 
and document programs. 

An overview of JAVA      	 JAVA Basics
JAVA Applets	 JAVA Classes, Packages, and Objects
Programming Concepts	 Input/Output
OOP Basics 	 Applets
GUI and the AWT	 JavaBeans

CP-203: Three-Tiered Database  
Applications and Design 	 7.5 Quarter Credit Hours
This course teaches the basics of building and managing SQL databases.

Introduction to SQL 	 Disaster Recovery Techniques
Installing and Configuration of SQL Server	
SQL Security	 SQL Database Architecture
Enterprise Database	 Fundamentals

Course Descriptions

CT-201: Network Administration 	 7.5 Quarter Credit Hours
This course exposes students to various aspects of Network Administration.  
Network architecture designs are discussed and planned.  Integration of the 
Internet, configuring client/server applications and network security are applied. 

Server Installation and Management	 Installation Script Generation
Configuring the Server Environment	 Fault Tolerance/Disaster Recovery
Managing Resource Access	 Server and Network Security
Intranet Integration	 Server Optimization

CT-202: Enterprise Networking	 7.5 Quarter Credit Hours
This course is designed to address networking considerations in the Three Tiered 
Enterprise. Deployment, Maintenance and upgrades are assessed to manage 
security, integration and applications. Enterprise networks are discussed 
from a systems management perspective involving the Internet, and database 
considerations via server platforms.

Network System Components	 Messaging and Internet Services
Managing User Access	 Server Directory Management 
Server Installation 	 Administration Tools and Utilities
Software Distribution	

CT-203: Network Communications 	 7.5 Quarter Credit Hours
This course will explore the way networks communicate with each other using 
routers and switches. Other topics to be covered include switching, bridging, and 
routing while focusing on LAN/WAN technology.

Network Devices	 Routing Protocols 
TCP/IP Sub Netting   	 Switching and VLANs
Network Topology and Design 	 Access Lists
Router and IOS Configuration 	 Disaster Recovery

EM-101: Electrical Theory 	 12 Quarter Credit Hours
Students will understand basic electrical theories, magnetism, inductance, 
capacitance, reactance, transformer operation, single-phase motor operation, 
three-phase motor operation, and DC motor operation.  

Series and Parallel Circuits	 Ohm’s Law
Meter Reading (Analog and Digital)	 Electromagnetism
Inductive and Capacitive Reactance	  Single-Phase and Three Phase
Transformers	 DC Motor Operation	
RLC Circuit Analysis	 Human Relations
Team Dynamics

EM-102: Wiring Techniques	 12 Quarter Credit Hours
Students will learn basic wiring techniques, switching circuits, conductor 
properties and materials, conduit cutting and bending, conduit threading, bus 
ways, fuses and circuit breakers, and construction plans.  Prerequisite TC 101

Switches, Receptacles, and Plugs	 Switching Circuits
Conductor Properties and Materials 	 Customer Service

Course Descriptions



The institution reserves the right to alter the scope and sequence of course offerings at any time as approved 
by OBPVS. Effective November 9, 2009.

68 The institution reserves the right to alter the scope and sequence of course offerings at any time as approved 
by OBPVS. Effective November 9, 2009.

69

Cable Preparation	 Box Enclosures
Conduit Bending and Threading	 Wire ways, Bus ways and Trolley Systems
Fuses	 Construction Plans
Circuit Breakers

EM-103: Residential Codes 	 12 Quarter Credit Hours
Students will learn the National Electrical Code requirements for the various 
special circuits and devices found in modern residences.  Prerequisite TC 101.  

Lighting Fixtures	 Swimming Pools
Heating Circuits	 AC Circuits
Appliance Circuits	 Water Heaters
Service Entrance Equipment	 Service Entrance Sizing
Organizational Communications

EM-104: Commercial/Industrial Codes 	 12 Quarter Credit Hours
Students will learn the National Electrical Code requirements and installation 
procedures for branch circuits, special circuits, lamps, luminaries, emergency 
power systems, heating and air conditioning systems, and hazardous locations.  
Prerequisite TC 101.   

Appliance Branch Circuits	 General Purpose Branch Circuits
Motor Branch Circuits	 Emergency System Branch Circuits
Service Branch Circuits & Feeder Calculations	
Panel boards & Switchboards	 Commercial Lighting	
Hazardous Locations	 Creative Problem Solving

EM-105: Electrical Mechanical Motor Controls 	 12 Quarter Credit Hours 
Students will learn to identify and install motor control circuits and motor control 
devices.  Prerequisite TC 101.

Across-the-line AC Starters	 Electric Brakes
Three-wire Control Circuits	 Two-wire Control Circuits
Reading & Drawing Motor Control Circuits	
Pilot Signaling Devices	 Jogging & Plugging Circuits
Synchronous Motors	 Professional & Social Development

EM-106: Solid State Motor Controls 	 12 Quarter Credit Hours 
Students will learn the operation and methods of control for CD motors, 
programmable controllers and basic digital logic as applied to industry.  
Prerequisite TC 101.

Semi-Conductive Devices	 Digital Logic Control Systems
DC Motor Controllers	 AC Motor Controllers
Programmable Logic Controller	 Operation & Installation
Fundamental Concepts of Technical Writing	

EM-201: Building Components  
and Systems Designs 	 7.5 Quarter Credit Hours 
Students will participate in an overview of building components and systems 
designs as well as the operation and application of microcomputer systems.

Course Descriptions Course Descriptions

Loads & Calculations	 Buildings & Systems Designs
Electronic Controls	 Building Components
Pneumatic Controls	 Programming Flow Instructions

EM-202: Programmable Logic Controllers	 7.5 Quarter Credit Hours
Students will learn the theory and operation of programmable logic controllers, 
and will develop and simulate programs for various applications.

Addressing Scheme for Inputs and Outputs	
Relay Operations	 Understanding Ladder Logic	
Understanding Schematics	 Relay Ladder Diagrams	
Timers and Counters	 Memory Organization of PLC	
Master and Jump Control	 Shifting and Comparing Registers	
Register Operations

EM-203: Basic Computer-Aided Drafting 	 7.5 Quarter Credit Hours 
Students will be introduced to the basic concepts and skills needed to navigate 
in a computer-aided drafting environment. The students will gain the ability to 
supply documentation for HVAC installations and operations that can be used as a 
reference by others. Students will be required to perform HVAC layouts using basic 
drafting functions and techniques.

Basic Math	 Geometry
Sketching & Lettering	 Dimensioning
Basic House Design	 Introduction to Computers
Blueprint Reading	 Building Codes
HVAC Plans	 Introduction to AUTOCAD
Working Drawings	 Job Packet/Workflow 	
Documentation	 Group Project(s)	

GE-101: English Composition I 	 4.5 Quarter Credit Hours
In this English Composition I course, students develop written communication 
skills. The course materials place an emphasis on the principles of communication 
which includes understanding the writing process and analysis of readings, as can 
be applied personally and professionally. This is an intensive review of the English 
language and its use in college-level writing, including written discourse, sentence 
structure, paragraph development, essay organization, all in concert with critical 
thinking processes.     

GE-105: Introduction to Psychology 	 4.5 Quarter Credit Hours
This psychology course is provides a foundation to understand human behavior. 
Course covers theories and concepts including: scope of psychology, biological 
foundations and the brain, sensation, perception, motivation, personality, 
learning/memory, emotion, states of consciousness, personality theories, 
cognition, life-span development, and applied psychology. 

GE-110: Introduction to Sociology 	 4.5 Quarter Credit Hours
This Sociology course explores sociological processes that underlie everyday life. 
The course focuses on globalization, cultural diversity, critical thinking, new 
technology and the growing influence of mass media. 
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GE-201: English Composition II 	 4.5 Quarter Credit Hours
This English Composition II course builds on lessons learned in English Composition 
I. In addition to reviewing the writing process, students learn research techniques, 
citation techniques, documentation formats, and critical analysis of written topics. 
Students give special attention to the development of a mature style of writing and to 
the research, mechanics, and writing of documented argumentation papers.  

GE-205: College Algebra 	 4.5 Quarter Credit Hours
This college algebra course focuses on algebraic concepts essential for success in the 
workplace and other courses. Using practical examples and applications, students 
practice fundamental operations with number systems, formulas, algebraic expressions 
and linear equations. This course also explores problems involving factoring, 
inequalities, exponents, radicals, functions, quadratic equations and graphs. 

GE-101P: General Psychology 	 4 Quarter Credit Hours
A course designed to introduce the student to the basic principles of psychology 
and assist the student in understanding human behavior.  Topics covered 
include but are not limited to the history of psychology, principles of scientific 
methodology, the human brain, sensation, perception, consciousness, memory, 
theories of learning, emotions and motivation, human development, social 
psychology, abnormal psychology, psychological assessment and therapy.

GE-102P: English Composition I 	 4 Quarter Credit Hours
A study of standard usage and essential writing skills including the fundamentals 
of expository writing, analysis, effective organization, format, and expression.

GE-103P: English Composition II 	 4 Quarter Credit Hours
A continuation of GE-102 with instruction in the use of resources and correct 
documentation for writing library research papers.  Prerequisite GE-102.  

GE-104P: Speech and Communication	 4 Quarter Credit Hours
Beginning course in speech.  Provides knowledge, base, and application of public-
speaking principles.  Introduction to listening skills, organization, and delivery of 
informative and persuasive presentations

GE-201P: 20th Century American History	 4 Quarter Credit Hours
A survey of the social, cultural, and economic changes and trends occurring in 
the early Twentieth Century up to the present.  Political history and the effects of 
international influences, big business, and big government are considered.

GE-202P: American Federal Government  	 4 Quarter Credit Hours
The development of the national government with emphasis on state origins, 
constitutionalism, and basic structures and theories of the federal government.

GE-203P: Introduction to Values and Ethics 	 4 Quarter Credit Hours
A study of the moral and social problems from the philosophical perspective.  Sources 
of ethical justification are explored by addressing their implications for such current 
social issues as abortion, sexual conduct, minority rights and pornography.

Course Descriptions

GE-204P: Introduction to Logic 	 4 Quarter Credit Hours
A beginning course in logic.  The development of reasoning skills including 
deductive reasoning and other processes of clear and precise thinking.  Emphasis 
on how to analyze, evaluate and construct arguments.

HV-112: Basic Electricity 	 12 Quarter Credit Hours
Prerequisite:  TC 101. This course teaches power generation and distribution and 
electrical components; explains the theory of solid-state electronics, as well as the 
operation, use and testing of the various electronic components used in HVAC; 
and covers transformers, single-phase and three-phase distribution, capacitors, the 
theory and operation of induction motors.  Additionally, the student learns how to 
solve problems involving the measurement of lines, area, volume, weights, angles, 
pressure, vacuum, and temperature. 	

HV-114: Basic Refrigeration 	 12 Quarter Credit Hours
Presenting the basic principles of heating, ventilation, and air conditioning, this 
course covers heat transfer, refrigeration, and pressure-temperature relationships.  
It teaches tools, materials and safety precautions and depicts step-by-step 
procedures for soldering and brazing piping; covers the selection, preparation, 
joining, and support of copper and plastic piping and fittings; introduces the basic 
principles, processes and devices used to control humidity and air cleanliness; and 
presents indoor air quality and its effect on the health and comfort of building 
occupants.  It discusses techniques for reading and using blueprints, specifications 
and shop drawings. Prerequisite:  TC 101.  

HV-115: Air Conditioning 	 12 Quarter Credit Hours
Explaining the factors that affect the heating and cooling loads of a building, 
this course describes the process by which the heating and cooling loads are 
calculated; explains air properties, related gas laws, and psychometric principles 
and charts; and introduces the trainee to various heat recovery/reclaim devices 
and energy reductions apparatuses.  It explains how to analyze circuit diagrams 
for electronic and microprocessor-based controls and covers the operation, 
testing, and adjustment of conventional and electronic thermostats, as well as the 
operation of common electrical, electronic, and pneumatic circuits used to control 
HVAC systems.  It describes the purpose of planned maintenance and outlines the 
procedures for servicing gas and oil furnaces, electric heating equipment, cooling 
equipment, and heat pumps Prerequisite:  TC 101.  

HV-116: Heating 	 12 Quarter Credit Hours
This course focuses on heating fundamentals; the types of furnaces designs and their 
components and presents the basic procedures for installing and servicing furnaces.  It 
describes the tools and instruments used in trouble-shooting gas heating appliances 
and teaches the principles of fossil-fuel furnace venting; covers various types of 
iron and steel pipe and fittings and provides step-by-step instructions for cutting, 
threading, and joining ferrous piping.  It additionally presents the operation and 
testing of electric furnaces and their components and reviews the operation of electric 
heating appliances.  It covers the principles of reverse cycle heating; describes the 
operation of the various types of heat pumps and reviews heat pump operation and 
heat pump control circuits. Prerequisite:  TC 101.  

Course Descriptions
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HV-117: Commercial HVAC	 12 Quarter Credit Hours
This course describes air distribution systems and their components, air flow 
measurements, ductwork installation principles, and the use of instruments for 
measuring temperature, humidity, pressure, and velocity and covers procedures 
for the startup of hot water and steam heating, chilled water, and forced air 
distribution systems.  It covers operating principles, piping systems, preventive 
maintenance, and servicing of boilers, chillers, chilled water systems, steam 
systems, and steam traps and describes the systems, equipment and operating 
sequences used in a variety of commercial airside system configurations.  It also 
explains how computers and microprocessor controls are used to manage zoned 
HVAC systems. Prerequisite:  TC 101.   

HV-118: Advanced Refrigeration 	 12 Quarter Credit Hours
This course covers the operation of refrigeration systems, with emphasis on 
systems used on cold storage and other commercial food preservation applications 
and presents the basic techniques and equipment used in troubleshooting 
cooling equipment.   It explains the operating principles of the different types of 
compressors used in comfort air conditioning systems and offers the operating 
principles, applications, installation, and adjustment of the various types of fixed 
and adjustable expansion devices.  It presents the entire basic refrigerant handling 
and equipment servicing procedures that a technician must know in order to 
service HVAC systems and covers the application and installation of various types 
of fasteners, gaskets, seals, and lubricants and the adjustment of different types of 
belt drives, bearings, and couplings. Prerequisite: TC 101.  

HV-201: Building Components  
and Systems Design	 7.5 Quarter Credit Hours
Students will participate in an overview of building components and systems 
designs as well as the operation and application of microcomputer systems.

Loads & Calculations	 Buildings & Systems Designs
Electronic Controls	 Building Components
Pneumatic Controls	 Programming Flow Instructions

HV-202: Programmable Logic Controllers	 7.5 Quarter Credit Hours
Students will learn the theory and operation of programmable logic controllers, 
and will develop and simulate programs for various applications.

Addressing Scheme for Inputs and Outputs	
Relay Operations	 Understanding Ladder Logic	
Understanding Schematics	 Relay Ladder Diagrams	
Timers and Counters	 Memory Organization of PLC	
Master and Jump Control	 Shifting and Comparing Registers	
Register Operations

HV-203: Basic Computer-Aided Drafting 	 7.5 Quarter Credit Hours
Students will be introduced to the basic concepts and skills needed to navigate 
in a computer-aided drafting environment. The students will gain the ability to 
supply documentation for HVAC installations and operations that can be used as a 
reference by others. Students will be required to perform HVAC layouts using basic 
drafting functions and techniques.

Course Descriptions Course Descriptions

Basic Math	 Geometry
Sketching & Lettering	 Dimensioning
Basic House Design	 Introduction to Computers
Blueprint Reading	 Building Codes
HVAC Plans	 Introduction to AUTOCAD
Working Drawings	 Job Packet/Workflow 	
Documentation	 Group Project(s)	

IT-101: Introductions to Computers	 12 Quarter Credit Hours
Students will become familiar with operating systems in a Microsoft Windows 
environment.  Students will also become familiar with Windows Applications like 
word processing, spreadsheets, and databases.

Introduction to Windows  	 Network Protocols
Installation of Operating System 	 Remote Access
File Systems and Storage Media	 Microsoft Office – Memos
System Utilities  	 Microsoft Office – Spreadsheets
Security and Access Controls	 Microsoft Office – Database	
Team Dynamics

IT-102: Introduction to Programming with Linux 	12 Quarter Credit Hours
Introduces the basic concepts of computing and computer hardware and software, 
and the procedures and tools used by computer programmers to develop 
documentation for design, testing and debugging programs.  Using a beginner’s 
language, the student will create programs.

Introduction to Microcomputer Concepts		
Computer Hardware & Software	 Selection and Iteration	
Arrays	 Flow Charts, Structure Flowcharts
Modular Programming	 Read Data Statements Subroutines
Introduction to Linux	 Memory Variables
UNIX Shells	 Customer Service

IT-103: PC Configuration 	 12 Quarter Credit Hours
Student will learn to install and troubleshoot PC computers and peripherals. 
Students will learn the essentials needed to pass the A+ Certification exams.

Hardware Configuration	 Printers/Scanners
Disk Drives	 Modems
CD ROM/Sound Cards	 Auxiliary Storage Devices
Memory	 Communication Media
IDE/SCSI Interface	 Troubleshooting Techniques
Bus Architecture	 Multimedia
Organizational Communications
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IT-104: Management Information Systems 	 12 Quarter Credit Hours
Introduces the student to the real world of Database Management Systems, 
relational databases, and expert systems. 

File System and Database Design	 Forms, Reports, and Queries Design
Process, Data, and Object Modeling 	 Testing & Maintenance
Systems Development Life Cycle	 Fundamentals of Access
Relational Database Model	 Systems Analysis and Design
Creative Problem Solving

IT-105: Networking Principals	 12 Quarter Credit Hours
Students will learn the physical design, layout, management of users, and 
troubleshooting of networks.

Networking Standards	 Network Security
Topologies and Access Methods	 WANs and remote Connectivity
OSI Model	 Network Operating Systems 
Integration
Networking Protocols	 Multi-vendor Networks
Networking Hardware	 Network Printing
Transmission Media	 TCP/IP and the Internet
Administration	 Maintenance/Support
Professional & Social Development

IT-106: Internet Development  
& Web Applications	 12 Quarter Credit Hours
This course will focus on the Internet web applications useful in the industry.  The 
student will learn how to publish web content via the World Wide Web, using 
multiple platforms, including Visual Studio.NET.

Introduction to the Internet	 Cascading Style Sheets
Internet Information Services Management	
Publishing Web Content	 Hyper Text Markup Language	
Visual Basic/Java Scripting	 Active Server Pages	
Introduction to Visual Studio	 Fundamental Concepts of Technical Writing

MBC-201: Pathophysiology	 7.5 Quarter Credit Hours
This course will train the student in the comprehensive aspects of diseases and 
conditions.  Student will learn the general principles of pathophysiology.  Student 
will also learn diseases and conditions as they pertain to each body system.  
Student will also learn preparation in handling traumatic injuries. 

Pathophysiology  	 Traumatic Injuries
Disease/Conditions to Body Systems
Mental/Emotional Disorders	 Effects of Drug Abuse 	

MBC-202: Comprehensive Medical Coding	 7.5 Quarter Credit Hours
This course will train the student to build upon coding techniques that they have 
received in the diploma phase.  Student will learn comprehensive Coding using 
the ICD-9 and CPT books and guidelines.  Student will also learn hospital coding 
from the ICD-9 as well as hospital guidelines and rules.  Student will have a 

Course Descriptions Course Descriptions

comprehensive understanding of DRG Coding and the reimbursement/payment 
process associated with it. 

Advanced ICD-9 Coding 	 Hospital Coding
Advanced CPT Coding      	 DRG Coding
HCPCS Coding

MBC-203: Medical Insurance	 7.5 Quarter Credit Hours
This course will train the student in the various types of insurance coverage.  
Student will learn the rules and regulations of specific insurance types.  Student 
will learn all clerical functions of a medical biller.  Student will also learn and 
practice electronic billing and the use of the CMS_1500 form and UB92 form for 
billing purposes.  Student will also be trained in HIPAA.  

Individual Insurance Plans	 HIPAA Compliance
Federal Insurance Programs	 Medical Billing/Processing
Workman’s Compensation	 Electronic billing/Medisoft
Hospital Billing

MOA-101: Medical Language	 12 Quarter Credit Hours
This course will familiarize students with medical terminology, anatomy and 
physiology.  Students will learn medical terms and meanings, along with body 
parts, systems and functions.  This course will also instruct the students in the 
basics of keyboarding for performance in the medical field. 

Medical Terminology		  Keyboarding
Team Dynamics

MOA-102: Medical Office Basics 	 12 Quarter Credit Hours
This course will instruct students in the uses of basic grammar, with emphasis on 
punctuation, spelling, capitalization, and correct usage of nouns, verbs, etc.  This 
course will introduce students to computer usage, basic computer knowledge, and 
applying the learned grammar skills using a word processing program.  This course 
also includes a section on medical math and basic pharmacology.  This portion is 
designed to familiarize students with the names, dosage and usage of prescription 
drugs. 

Introduction to Computers	 Pharmacology
Basic Grammar	 Customer Service

MOA-103: Medical Insurance,  
Accounting and Law	 12 Quarter Credit Hours
This course will instruct students in the process of insurance filing and 
reimbursement from various carriers.  Basic medical accounting will also be 
covered, instructing students on accounts receivable, accounts payable, deposits, 
postings, etc.  Students will also learn medical law and ethics as they apply to areas 
of the health care field. 

Insurance Billing & Coding	 Medical Accounting Procedures
CPT, ICD & HCPCS Coding	 Medical Law & Liability 
Medical Ethics & Bioethics	 Confidentiality & Lawsuits
Medical Records	 Organizational Communications
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MOA-104: Medical Office Management 	 12 Quarter Credit Hours
This course will enhance student’s computer abilities focusing on medical office 
software and its use in appointment scheduling and basic medical accounting.  This 
course will include instruction on creating a medical facility and becoming a medical 
office manager.  Students will also learn basic first aid and become certified in CPR.

Medical Software Usage	 Telephone Techniques
Records Management	 Written Communications
Basic First Aid	 CPR
Creative Problem Solving

MOA-105: Medical Environment 	 12 Quarter Credit Hours 
This course will introduce students to the medical office environment, including 
state and federal regulations.  Students will also build on their computer 
skills through in-depth training using Microsoft Office applications.  Medical 
transcription will also be covered during this course of instruction.  

Local, State, and Federal Regulations	 Word, Excel, Access, & Power Point
Inpatient & Outpatient Transcription	 Group and Individual Projects
Professional & Social Development

MOA-106: General Patient Care 	 12 Quarter Credit Hours
This course will instruct students in basic patient care and procedures associated with 
medically assisting physicians.  This course will teach students to take vital signs, 
weights, measurements, as well as learning disease infection control and asepsis.  
Students will also learn to assist with minor surgery and basic physical exams.

General Patient Care	 Therapeutic Communications
Taking Histories	 Nutrition			 
Fundamental Concepts of Technical Writing	
Assisting the Physician in Patient Care	

MOA-201: Special Procedures and Projects	 7.5 Quarter Credit Hours
This course will instruct students in performing special procedures and assisting 
physicians as needed.  This includes instruction in the placement and patient 
education of a Holter Monitor, as well as performing EKG’s.  Students will learn 
positioning, physical therapy and rehabilitation procedures.  

Special Procedures	 Approach to AIDS
Surgery Set-up	 Administration of Medications
Children As Patients	 Multi-Provider Practices
Medical Realities

MOA-202: Medical Office Laboratory 	 7.5 Quarter Credit Hours
This course will instruct students in venipuncture, hematology, urinalysis, 
microbiology, and special CLIA-waived laboratory procedures.  Students will also 
learn to use and maintain all laboratory equipment and follow all OSHA and CLIA 
regulations.  Students will be instructed in patient care and safety before, during 
and after all laboratory procedures.

Medical Office Laboratory	 Venipuncture
Hematology	 Urinalysis

Course Descriptions Course Descriptions

MOA-203: Medical Assistant Externship	 7.5 Quarter Credit Hours
This phase will allow students to apply and practice what they have learned to this 
point in a practical “real world” environment.  Each student will be assigned to 
a practicing health care facility under the supervision of screened and approved 
health care providers to work an 8 hour day for five days a week for 6.75 weeks.  
Students will then return to class for the final three weeks.  During this time, 
they will be introduced to interviewing communications and review for their 
certification exams. 

Externship	 Exam Review

PA-101: Law/Legal Terminology	 4 Quarter Credit Hours
A comprehensive study of legal terms found in legal proceedings.  Students will 
also receive instruction in civil and criminal law; the judicial system (discovery, 
trial, and appellate processes), the legislative process, hearings and arbitrations, 
legal and Latin terminologies.

PA-102: Introduction to Law	 4 Quarter Credit Hours
Designed as a survey course, this course provides an overview of the structure 
of the justice system and the role of the legal assistant.  Topics include an 
introduction to the sources and works of the law; civil and criminal procedure, the 
law of torts, crimes, contracts, and property; the importance of analytical ability, 
judgment and communications; and an emphasis on legal ethics and the Rules of 
Professional Conduct.

PA-103: Introduction to Computing	 10 Weeks/4 Quarter Credit Hours
This class provides an introduction and overview of basic computer concepts.  
Software and hardware systems are explored.

PA-104: Legal Research and Writing I 	 4 Quarter Credit Hours
Study of case analysis and methodology; research and interpretation of statutory 
and administrative regulations; research procedures in primary, secondary, and 
non-legal sources; interpreting, use, and proper preparation of legal citations; 
methods of tracing legal issues chronologically; practice in preparing case briefings.  
Prerequisites GE102 and GE103

PA-105: Law Office Management 	 4 Quarter Credit Hours
Study of law-office operations and theories of management, timekeeping and 
billing, law-office equipment, budgeting, preparation of forms and checklists, 
docket control, personnel issues and time management.

PA-106: Civil Law and Procedures	 4 Quarter Credit Hours
Analysis of civil procedure; instruction in preparation of documentation in lawsuits 
covering pre- and post trial matters; jurisdictional, evidentiary, and admissibility 
problems.  

PA-201: Legal Research and Writing II  	 4 Quarter Credit Hours
Study of appropriate format and styles in legal writing; preparation of various 
legal documents including but not limited to trial and appellate briefings, 
memorandums, legal opinions, and various procedural documents; introduction to 
computer research.  Prerequisite PA104.
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Course Descriptions

PA-202: Contract Law 	 4 Quarter Credit Hours
Formation of contract, breach of contract, remedies for breach of contract, drafting 
various types of contracts, and effects of statutes. 

PA-203: Tort Law  	 4 Quarter Credit Hours
Study of intentional torts, negligence, product liability, defamation, defense and 
damages, and drafting various documents.

PA-204: Property Law 	 4 Quarter Credit Hours
Survey of real estate and property law including forms and instruments of 
ownership, real estate conveyance and financing instruments, foreclosures, 
easements, basic zoning concepts, and landlord and tenant issues.  Preparation of 
various real estate documents are included.

PA-205: Criminal Law	 4 Quarter Credit Hours
The substantive criminal law defining common law, statutory crimes and 
punishments, classification, state law defining crimes, principles of liability and 
the limitations of such liability by specific defenses, and basic criminal procedure 
concepts.

PA-206: Family Law	 4 Quarter Credit Hours
Survey topics include divorce, separation, custody, adoption, guardianship, support 
and settlement agreements.

PA-207: Estate Planning and Probate  	 4 Quarter Credit Hours
Introduction to estate and probate terminology, wills and trusts, probate law 
and procedures, required orders and notices, estate sales, estate taxes, joint 
tenancy, judicial determination of death, and disposition of judicial findings; and 
documentation and forms.

PA-208: Law of Corporations and Business  	 4 Quarter Credit Hours
Study of the formation and operation of proprietorships, partnerships, 
corporations, and other business organizations, including survey of the 
fundamental principles of law applicable to each.

PA-209: Trial Preparation and Litigation	 4 Quarter Credit Hours
Practical application of litigation methods and procedures including interviewing 
and investigative techniques, pretrial motions and hearings, proper methods of 
organization of effective trial presentation, post-trial hearing and procedures, 
drafting of various documents essential to litigation.  Prerequisite PA106.  

PA-210: Computers and the Law	 4 Quarter Credit Hours
This course is designed for legal assistants and other professionals who need a 
working knowledge of computer application in a legal environment; this course 
covers basic information on computer hardware, software and terminology.  Legal 
word processing, database management, spreadsheets, time and billing software, 
docket control, litigation support, and computer-assisted research will be covered.

PA-211: Advanced Communication in Law 	 4 Quarter Credit Hours
This course will cover advanced communication skills and methods.  Special 
emphasis is presented in advanced grammatical and writing skills in the legal 
profession.  Prerequisite GE102 and GE103.  

Course Descriptions

PA-212: Advanced Topics in Law	 4 Quarter Credit Hours
This special course is designed to offer advanced topics in the legal field.  Special 
subject matter will be announced in advance to students interested in this course.  
Topics will include:  Juvenile Law, Elder Law, Workers Compensation, Immigration 
Law, Consumer Protection, and Land and Abstract Law.

PA-213: Paralegal Externship 	 4 Quarter Credit Hours
Supervised on-the-job training experience in law office, governmental agencies, or 
legal department of business or industry.  



Appendix B



The institution reserves the right to alter the scope and sequence of course offerings at any time as approved 
by OBPVS. Effective November 9, 2009.

82

Appendix B
Academic Calendar

Start Date 60 Weeks 70 Weeks 90 Weeks

October 19, 2009 December 19, 2010 February 27, 2010 July 17, 2011

January 4, 2010 February 27, 2011 May 8, 2011 September 25, 2011

March 15, 2010 May 8, 2011 July 17, 2011 December 4, 2011

May 24, 2010 July 17, 2011 September 25, 2011 February 12, 2012

August 2, 2010 September 25, 2011 December 4, 2011 April 22, 2012

October 11, 2010 December 4, 2011 February 12, 2012 July 1, 2012

December 20, 2010 February 12, 2012 April 22, 2012 September 9, 2012

February 28, 2011 April 22, 2012 July 1, 2012 November 18, 2012

May 9, 2011 July 1, 2012 September 9, 2012 January 27, 2013

July 18, 2011 September 9, 2012 November 18, 2012 April 7, 2013

September 26, 
2011 November 18, 2012 January 27, 2013 June 16, 2013

Day and Evening Class Schedule
Morning Classes  

Monday through Thursday  

8:00 a.m. to 12:30 p.m.

Evening Classes     	    
Monday through Thursday      

6:00 p.m. – 10:30 p.m.

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

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

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

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

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

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

Campus Advisory Committees 
Computer Systems Network Technology (AOS)

David Holiday –Self-employed IT Contractor

Joel Bledsoe – Chesapeake Energy – OKC 

Lisa Wohl – The Addison Group

Bill Lottman – Boeing Aerospace

David Whitney – Boeing Aerospace

Harold Grubb – Transtar Industries

Michael Binder – TAIC

Michael Parsons – RFIP

Felisha Pinkston, M. Ed. – Oklahoma City Public Schools

Heating, Air Conditioning and Refrigeration Technology (Diploma & AOS)
Bill Treece – Jackson Supply Company

Robby Wolf – AMSCO Supply

Gary Clark – United Mechanical

Kevin Ramsey – American Eagle Air, Inc.

Leoatis Hill – Embassy Suites

Jeff Young – Renaissance Hotel

Tejuan Dean – Renaissance Hotel

Howard Forman – Air Technologies, Inc.

Jamy Warren – Shirley’s J&B

Sam Kinder – Lennox Industries

Peter Pickett – OKC General Services Department

Leonard Franks, M. Ed. – El Reno Public Schools

Applied Electrical Technology (AOS)
Gary Marchbanks – OG&E

Lisa Fields – Stanley Convergent

Murle Stepp – Protection One

Peter Pickett – OKC General Services Department

Leonard Franks, M. Ed. – El Reno Public Schools

Accounting Technology (AOS)

Pat White – Coppermark Bank

Lance Worsham – Allegiance Credit Union

Michael Ramsey – CPA

Leonard Franks, M. Ed. – El Reno Public Schools

Anthony Huddleston – Bank of America

Medical Office Assistant (Diploma), Medical Assistant Technology (AOS) 
and Medical Billing and Coding Technology (AOS)

Donna W. Hammond, RN, M.Ed 

Dr. Dwight Moyer, D.C. – Chiropractor

Mary Burden, MT (AMT) – Dr. Allen

Denise Cato – Medcology, LLC

Jeannie Castor – Jatrad, Inc.

Sherri Thomure – Basel S Hassoun, MD

Amanda Wilkerson – NW Open MRI

Ann Ergenbright – Renaissance Physicians

Paula Walker, M. Ed. – Aladdin Book Shoppe

Paralegal Studies (A.S.)

Mark Ingram – Police Officer

Jan Benson – Moore School District

Christopher Arledge, PC – Attorney

Glenda Brown – Hartzog Conger Carson & Neville

Lawrence Goodwin, PC – Bumgarner & Goodwin

Becky Little – Mitchell & Manchester

Mark Maxey – E. Marrissa Lane, P.L.L.C.

Dr. Mac McCrory – Independent Legal Services

Allan Dupuis, M.Ed., LPC – Assessment Inc.
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Criminal Justice (A.O.S.)
Chief Ron Reagan – Wayne Police Department

Dr. Frank Schmalleger, PhD – Director of Justice Research Association

Richard Harriman – Oklahoma Private Investigators Association

Master Sergeant Ted Herziger – Oklahoma City Police Department

Captain Michelle Robinette – Tulsa County Sheriff’s Office

V. Carol Sanders – Remington Park Racing Casino

Andrea Solórzano – OSBI

Mel Calvert – Experienced Deputy Sheriff/Probation and Parole

Laura Pointon – Oklahoma Drug Abuse Project Coordinator

Deidra McCloud – Probation and Parole Officer

Dr. Harry W. Stege – Retired/City of Tulsa Police Chief

Sheriff John Whetsel – Oklahoma County Sheriff’s Office

Appendix D
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Faculty

Appendix D
Administrative Staff

David Gordon, Campus Director
Christopher Stiebens, Director of Education
Mary O’Connell, Director of Education Emeritus
Jesse Hardiman, Director of Admissions
Ashley McMillan, Admissions Coordinator
TJ Ponder, Admissions Coordinator
Yaquese Welcher, Admissions Coordinator
Kathy Harrison, Registrar
Larry Chaney, Director of Career Services
Annabel Martinez, Retention Officer
Neta Green, Campus Accountant
Mike Green, Maintenance/Instructor
Melissa Cadena, Receptionist
April Garrett, Receptionist
Mary Ann Chang, Financial Aid Administrator
Fonda Gentry, Financial Aid Administrator
Trent Horstkoetter, Financial Aid Administrator

Faculty
Mike Acree (Electrical Mechanical Instructor)
Mike has a diploma in HVAC, Electrical and Plumbing.  He has worked in the field 
for over 30 years. He has a Mechanical Contractors license and is a Journeyman.  
He also is certified in HVAC, Electrical and Plumbing and is EPA Universal certified.  
Mike currently teaches courses in the Electrical Mechanical program at Vatterott 
College in OKC.

Bill Franks (Computer Office Assistant and Accounting Instructor)
Bill has a Bachelor of Science in Chemistry and a Master’s of Business 
Administration in Marketing. Bill worked as a Marketing Analyst for Kerr McGee 
and for former Governor Frank Keating as a Cabinet Liaison. He is a licensed 
Realtor in the state of Oklahoma where he manages his own business. He has 
owned or been a partner in various businesses over the years and has gained 
experience that applies to the courses he teaches at Vatterott. He is currently 
the Program Director for Accounting and Computer Office Assistant programs, 
he teaches beginning classes in Computer Office Assistant and the Associate of 
Occupational Studies courses in the Accounting and Computer Office Assistant 
Programs. He is also the externship coordinator for the Accounting program. Bill 
established and sponsors our local Toastmasters Chapter. 

Devin Ghavidel (Criminal Justice Instructor)
Devin is a Criminal Justice Instructor with over 25 years of experience in the 
security field including High Risk Executive Protection, Personal Protection, Retail 
Security, Hospital Security, and Concert/Special Events Security. He currently 
holds a Masters Degree (Summa Cum Laude) in Criminal Justice and is an 
Oklahoma CLEET Certified Security Officer. Devin also holds a 4th Degree Black 
Belt in karate and speaks, reads and writes fluent Farsi and Rashti and spends his 
free time as a federal firearms dealer and safety instructor.

Jason Holcomb (IT Director)
Jason has over 20 year’s diverse experience in virtually all aspects of the 
Information Technology field, to include Programming and Network Systems 
and management.  He has taught all courses currently listed for the Vatterott 
College computer curriculum.  He has a BBA from OU in 1998 with the focus 
of MIS (Management Information Systems). Some of the technical experiences 
gained in the field include: Install Shield, SQL server, Oracle, Rack Technology, 
Cabling technologies, rack-mount server platforms, LANTronix wireless 
technology, medical paging and patient alert services, & web services. Methodical 
troubleshooting and testing were also utilized in alpha testing environments at 
an expert level. Many certifications achieved, some of the more noteworthy were: 
MOUS, MCSE, MCP, MSDBA, A+, Net +, CCNA, and many other Brainbench 
certifications in the IT field.  In addition to being an instructor, Jason serves as the 
IT Program Director and Campus Network Administrator.  

Steven Louis Little (Paralegal Studies Instructor)
Steven has a Bachelor of Arts in Education with a major in History and holds a 
Secondary Education Teaching Certificate.  He also has a Juris Doctorate degree 
and is a Licensed Attorney in the state of Oklahoma.  He is currently teaching 
courses in the Paralegal Studies Program at Vatterott College in OKC.  He has 
worked in the legal field for 20 years as an attorney.  He is a member of the 
Oklahoma Bar Association.

Mike Lauzon (HVAC Instructor)
Mike has a certificate in HVAC, an Associate of Science degree in Science, and 
a Bachelor of Science degree in Education – Biology.  He has over 7 years of 
work experience in the HVAC industry.  Mike has a Mechanical Contractors and 
Mechanical Journeyman’s license through Oklahoma Construction Industries 
Board.  Mike is a certified teacher in the state of Oklahoma.  He is currently 
teaching HVAC courses at Vatterott College in OKC.  

Sarah Leake (Medical Office Assistant Instructor)
Sarah has a Bachelor’s of Arts degree in English and Secondary Education.  She 
has over 10 years of work experience in the medical field as a nurse and teacher.  
Additionally she has over five years of experience in dermatological surgery.  She 
is a Certified Medical Assistant and a Registered Medical Assistant in the state 
of Oklahoma.  She is currently teaching course in the Medical Office Assistant 
program at Vatterott College in OKC.  She is also a Phlebotomist and is certified 
in CPR and Standard First Aid.  She is a member of the Dermatology Nurses 
Association of America.
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Susan Van Ostrand (Medical Office Assistant Instructor)
Susan is a Beginning Instructor at the Oklahoma City Campus for the Medical 
Office Assisting Program. Her love for the medical field began at the early age of 
13 when she started volunteering as a candy-striper at the local hospital in her 
hometown. Susan has a Bachelor of Science in Pre-Physical Therapy and Allied 
Health from Southern Nazarene University and a second Bachelor of Science 
Degree in Radiology Technology-Radiography from the University of Oklahoma 
Health Sciences Center. She has been working in the medical field for over 12 years 
and teaching for just over 4 years. Susan is a Registered Radiographer, a Registered 
Medical Assistant, and a Certified BLS CPR Instructor with the American Heart 
Association. Her professional organizations include the American Society of 
Radiology Technologists and American Association of Medical Personnel. 

Ronnie Wagoner (HVAC Instructor)
Ronnie has an EPA certificate universal, a General Contractors license for 
the state of California CSLB. He is a home Improvement contractor, with an 
asbestos certificate. He has 26 years of experience in the HVAC/R industry. He is 
retired from the public schools in the state of California. He holds an unlimited 
journeyman’s license for the state of Oklahoma. He has had seminars’ in business 
management, electrical safety, boiler retrofit. He is currently teaching HVAC/R 
courses at Vatterott College.

Blaine Wilkerson (Medical Instructor)
Blaine has been in the medical field for over 15 years, working primarily in 
Orthopedic Surgery, Sports Medicine and Physician Office Laboratories. 
Throughout his career, he has held positions ranging from Clinical Coordinator, 
Medical Assistant & Cast Tech to Histology Tech, Lab Tech, and X-Ray Tech. Blaine 
graduated with high honors from Platt College (Tulsa) in 1993 and has completed 
4 years of the hard sciences and biological studies at Oklahoma State University 
and the University of Central Oklahoma – working toward dual Bachelor degrees in 
Forensic Science and Biochemistry. 

Blaine teaches Medical Office Assistant and Medical Billing and Coding curriculum. 

Faculty

Brian Mueller (Director for the HVAC and Electrical Mechanic Programs)
Brian has a Bachelor of Science in Mechanical Engineering.  He has worked in 
the field for 30 years as a manager of the engineering department and designing 
units. He is currently the Program Director for the HVAC and Electrical Mechanic 
programs at Vatterott College in OKC.   Brian has an EPA Universal certificate and 
is a member of the American Society of Mechanical Engineers.  

Melisa Mullins (Medical Office Assistant Instructor)
Melisa has an Applied Degree in Applied Science in Medical Assistant.  She is a 
Licensed Practical Nurse in the state of Oklahoma.  She has worked as a nurse and 
taught medical courses for more than five years.  She is currently teaching course 
in the Medical Office Assistant program at Vatterott College in OKC.  Melisa is 
also a Registered Medical Assistant and Phlebotomist and is certified in CPR and 
Standard First Aid.  She has taken the Brainbench certification tests and passed the 
Medical Terminology, Vital Sign Techniques, Phlebotomy, HIPPA, CPR/BLS Core 
Knowledge, and Anatomy and Physiology.  

Terry W. Selby (Computer Systems and Network Technology Instructor) 
Terry has a Bachelor of Science Degree in Electrical Engineering from Oklahoma 
State University.  He possesses Comitia A+ and Network+ Certifications and is 
a Microsoft Certified System Engineer for Windows 2000 (MCSE). Terry was a 
heating and air conditioning contractor for over 10 years and has been associated 
with HVAC for over 25 years. He has worked as software developer, network 
administrator, systems analyst and IT consultant, developing several custom 
database software applications for small businesses. 

Christopher Lynn Stiebens (Director of Education)
Christopher is a graduate of Cameron University in Lawton, Oklahoma, where he 
earned a Bachelor and Master of Science degrees in Psychology (with an emphasis 
in creative writing).  He also holds an Associate degree in English and Sociology.  
Chris has, in the past, worked as a registered NASD financial advisor, a manager 
for the Sherwin Williams paint company, and an account manager for ColorAll 
Technologies.  Recently Chris was named 2007 Faculty of the Year at Vatterott 
College, Oklahoma City.  Chris currently teaches the entire Applied General 
Education curriculum for the Oklahoma City campus. He has most recently been 
promoted to Director of Education, and is working on a doctorate in Leadership for 
Higher Education

Donna Taylor (Computer Office Assistant Instructor)
Donna graduated from The Oklahoma School of Banking and Business with a 
diploma in Business Management.  She went on to use her education in a variety 
of jobs.  She held the following positions over the past 20 plus years: Accounts 
Receivable Clerk, Billing Clerk, Production Clerk, Engineering Technician, 
Document Control Facilitator, Accounts Payable, and Executive Assistant.  She 
has continued her education by taking seminars on computer software.  She has 
certificates of completion on the latest operating systems and business applications 
to include – Microsoft Windows XP, Word, Excel, Access, PowerPoint, and Outlook. 
Donna currently teaches the advance level curriculum in the Computer Office 
Assistant Program.  




