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Medical Transcription Course

The Medical Transcription Course contains theoretical and practical instruction that prepare students
to transcribe medical reports. Students will be trained in specific medical report formats, punctuation
and medical terminology used in the field. From that solid base of knowledge, students then prepare
actual medical reports that meet professional standards under the direction of qualified instructors.
Students who complete the course will have solid evidence to show prospective employers. The
documents that students transcribe clearly demonstrate competency to perform entry-level, medical
transcription work.

The coursework trains students to:

* Apply the skills required for entry-level competency in the field of medical transcription.
* Apply rules of capitalization, punctuation and abbreviation usage to medical sentences.
* Identify anatomy and physiology meanings and terms in their proper context.

* Transcribe medical reports from the following medical specialties: Dermatology, Orthopedics,
Neurology, Cardiology, Immunology, Pulmonary Medicine, Gastroenterology, Urology, Obstetrics
and Gynecology, Endocrinology, Pediatrics and Neuropsychiatry.

* Transcribe and edit the following types of reports in proper formats: History and Physical Reports,
Consultation Reports, Discharge Summaries, Chart Notes, Laboratory Reports and Pharmacy Reports.

* Apply legal knowledge to the medical field, including confidentiality and ethics.
* Apply procedures and principles to set up and manage a home-based transcription business.

* Communicate effectively with professionals in the medical field.

Program Objective

Graduates of the Medical Transcription Course will be trained extensively from actual doctors’ dictation
and will have solid transcription skills to qualify for entry-level medical transcription positions.

Admissions

To qualify for enrollment in the Medical Transcription Course, an applicant must:

1. Certify that she/he is a high school graduate, holds a state-approved Graduate Equivalency
Diploma or its equivalent, or has completed college-level course work; or otherwise
demonstrate ability to perform postsecondary-level course work (including test evidence).

2. Submit a completed enrollment application with the required payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction
and Materials Schedule. It does not include typing or word processing equipment, any recording
equipment or reference books, which are normally available in public libraries.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the student.
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Medical Transcrigtion Course Descrigtion

925 Clock Hours
Instruction Pack 1: Medical Terminology and Applied English Usage

In Pack 1, students study correct English usage, including the rules of proper grammar, punctuation
and style and use of correct spelling and logical sentence structure. They discover medical language
and its structure, including prefixes, suffixes, combining forms, root words, plurals, abbreviations,
acronyms, eponyms, homonyms, antonyms, synonyms and commonly used foreign words and
phrases. Students use and evaluate the reliability of related grammar and style references and other
resources for research and practice.

Instruction Pack 2: Anatomy and Physiology, Introduction to Medical Reports
and Body Systems |

In Pack 2, students begin to identify, pronounce, spell, define and apply medical terminology
related to anatomy, physiology, general medicine, general surgery, medical specialties, surgical
specialties, diagnostic and interventional procedures and medications. Students explore the
etiologies and pathologies of diseases. Pack 2 also introduces students to the content and format

of medical reports. They examine medical references, such as word books, dictionaries, Internet

and electronic resources, and apply correct medical style as the Association for Healthcare
Documentation Integrity (AHDI) Book of Style and/or the AMA Manual of Style dictate. Students
also apply medicolegal HIM references and other resources to research and practice. Lastly, students
begin to explore body systems.

Instruction Pack 3: Body Systems Il and Transcribing Skills |

Students further explore body systems and related terminology, etiologies and diagnoses in Pack 3.
They study content and format of healthcare documents, transcribe medical reports and proofread
and correct transcribed healthcare documents. They recognize, evaluate and flag inconsistencies,
discrepancies and inaccuracies in healthcare dictation as they transcribe. Students analyze current
trends and advancements in medicine as they relate to medical transcription.

Instruction Pack 4: Transcribing Skills Il

Pack 4 continues with transcribing pediatrics and neuropsychiatry terminology, equipment,
pharmaceuticals and tests. Students also meet progressively demanding medical transcription
accuracy and productivity standards for their reports. They apply knowledge of healthcare
documentation standards and regulations, as well as apply medicolegal concepts to their
work. Students discover the AHDI Code of Ethics and pronounce, spell, define and apply
pharmacological terms and concepts.

Instruction Pack 5: Pathology, Diagnostic Imaging and Computer Technology

Students study pathology transcription, diagnostic imaging, computer security and medical editing
in Pack 5. They demonstrate a general knowledge of speech recognition technology, as well as
security issues that relate to onsite and remote dictation and transcription systems. Additionally,
students demonstrate general knowledge of electronic healthcare records (EHRs) and discover the
importance of continuing education, professional development and professional certifications that
pertain to medical transcription.
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Office Administrator Course

The Office Administrator Course trains students in the interpersonal, administrative and project
management skills needed to work in an entry-level office position. Students begin by sharpening

oral and written communication skills. Then, they learn to use computer applications to prepare
professional and accurate business correspondence, create spreadsheets and research and incorporate
sources into business reports and presentations. Students also learn basic bookkeeping skills, as well as
gain critical project and office management perspectives and introductory human resources skills, such
as recruiting, hiring, evaluating and terminating employees. The course culminates with a real-world
practicum that requires students to apply their professional office skills.

The coursework trains students to:

* Apply the needed skills to work in office administration or entry-level management positions.

* Implement communication, computer, research, project management and office management
practices, principles and procedures.

Program Objective

Students enrolled in the Office Administrator Course will apply effective communication, computer,
research and office management skills to real-world settings, preparing them for entry-level positions in
a variety of office types and/or to set up their own home-based office administrator or virtual assistant
business.

Admissions

To qualify for enrollment in the course, an applicant must:

1. Certify that she/he is a high school graduate; holds a state-approved Graduate Equivalency
Diploma (GED) or its equivalent; or has completed college-level course work; or otherwise
demonstrate ability to perform postsecondary-level course work (including test evidence).

2. Submit a completed enrollment application with the required payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction
and Materials Schedule. No computer equipment is included in the course.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the student.
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Office Administrator Course DescriEtion

510 Clock Hours
Instruction Pack I: The Basics of Office Administration

Students discover the importance of the office administrator’s role in today’s business world. Key
business basics are introduced, providing students the opportunity to analyze and sharpen their own
professional qualities and interpersonal skills. Additionally, students develop front office skills, such
as telephone and listening techniques and strategies for working with visitors and dealing with office
protocol. Students also formulate strategies to effectively manage and prioritize projects and tasks, as
well as coordinate meeting and travel arrangements. Finally, students distinguish among the many
facets of office technology used in today’s fast-paced, global business world.

Instruction Pack Il: Information Management and Communication Skills

Students build upon their office technology knowledge by learning about the workings of the
Internet and the World Wide Web. Additionally, they study techniques to use resources and
references and accurately manage records, files and mail, as well as practice the common math skills
that office professionals often use. Finally, this instruction pack provides opportunities for students
to practice and sharpen their written communication skills, including professional vocabulary,
grammatical rules and effective sentence and paragraph structure.

Instruction Pack lll: Business Correspondence and Bookkeeping Basics

Students are introduced to taking notes, as well as accurately transcribing dictation. They learn

how to apply basic office management principles and human resources skills, such as recruiting,
interviewing, terminating and evaluating employees. Additionally, students access how legal and
ethical concepts apply to the business world and their role as an office administrator. They study
basic principles of bookkeeping, including how to calculate payroll, maintain expense reports,
reconcile bank statements and handle the many financial activities of a busy office environment.
Also, students learn how to professionally integrate basic design principles, such as graphical
elements, charts and graphs, into their business documents. Students conclude this instruction pack
as they explore commonly used database management features and functions.

Instruction Pack IV: Computer Applications

Students practice professional word processing techniques, including applying styles and templates to
documents and formatting business correspondence. They also interpret proofreader marks and edit
documents to a final, polished stage. Finally, students learn the most common features of spreadsheet
programs.

Instruction Pack V: Office Management and Ethics

Students begin this instruction pack as they apply their knowledge of spreadsheets to a real-world
project. They learn the effective elements of a professional business presentation and must apply
these elements in a professional situation. The course culminates with a real-world practicum in
which students apply many of the skills that a professional office administrator demonstrates.
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Paralegal Course

The Paralegal Course provides theoretical and practical instruction that enables students to gain
competency as an entry-level paralegal or legal assistant. Students are trained on the principles of law
and how to conduct legal research; they gain skills in legal writing, interviewing and investigations and
civil and criminal law procedures.

The coursework trains students to:

* Apply theory and practical paralegal skills to obtain entry-level paralegal positions.
* Implement the principles of law and civil and criminal law procedures.
* Conduct legal research, interviews and investigations.

* Write effective legal documents.

Program Objective

The Paralegal course trains students with the theoretical and practical skills for entry-level employment
as a paralegal in a variety of legal settings.

Admissions

To qualify for enrollment in the course, an
applicant must:

1. Certify that she/he is a high school
graduate, holds a state-approved
Graduate Equivalency Diploma
(GED) or its equivalent, or has
completed college-level course work;
or otherwise demonstrate ability to
perform postsecondary-level course
work (including test evidence).

2. Submit a completed enrollment
application with the required
payment.

Tuition and Fees

The student’s tuition includes all lessons and
other instructional materials listed on the
Instruction and Materials Schedule.

Students are given the option of a pay-
as-you-go payment plan with no interest
charged to the student.
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Paralegal Course Descrigtion

340 Clock Hours
Instruction Pack I: Introduction to the World of the Paralegal

Students explore the responsibilities and duties of paralegals, how the field has changed and grown
and specialties in the fields of law paralegals. Then, students gain an introduction to civil and
criminal law and learn how to investigate a legal case.

Instruction Pack IlI: Introduction to the American Legal System

Students discover the structure of the United States Court System, as well as the origination of laws.
They explore personal injury and tort law and begin their in-depth study of criminal law as they
learn about the essential elements of a crime.

Instruction Pack Ill: Criminal, Civil and Family Law

Students study specific procedures used in criminal and civil cases, including pre-trial and post-trial
phases of criminal cases. Students learn the procedures for filing a civil law suit, how the discovery
process works and how civil cases are closed. Students also explore family law topics, ranging from
marriage to adoption.

Instruction Pack IV: Contracts, Legal Writing, Interviewing and Investigating

Students continue their studies of family law as they cover topics related to divorce and child custody
laws. Then, students learn about the roles and legalities of contracts. Students finish this instruction
pack with topics, such as legal writing, interviewing clients and organizing evidence for trial.

Instruction Pack V: Legal Research and Writing

Students get in-depth training on legal research in this instruction pack. They hone skills in federal
and state court research, statutory research and shepardizing, as well. Students complete the course
with real-world practice in legal research and writing and preparing deposition summaries.
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Patient Care Technician Course

The Patient Care Technician Course provides graduates with the skills necessary
to professionally perform many patient care duties. Students learn the basics

of medical terminology, anatomy and physiology and disease processes
before moving on to clinical skills. The course enables students to care for
patients, residents and clients in a professional manner. Students access
the Patient Care Technician Virtual Lab to visualize clinical skills. The
Virtual Lab provides students with interactive opportunities to
familiarize themselves with skills, as well as interact with real-world
scenarios to assess and evaluate how to handle such situations. In
addition, students learn safety precautions and regulations, nutritional
guidelines and effective communication skills.

The coursework trains students to:

* Apply the skills necessary to work in entry-level patient care technician
positions.

* Apply the basics of medical terminology, anatomy and physiology, disease
processes and clinical skills to the patient care technician profession.

* Care for patients, residents and clients in a professional manner.

e Use the Virtual Lab to become familiar with clinical skills, as well as
interact with real-world scenarios to assess and evaluate how to handle
specific patient-care situations.

* Apply safety precautions and regulations, nutritional guidelines and effective
communication skills in a patient care technician position.

Program Objective

Graduates of this course will have the theoretical instruction and practical administrative skills to
prepare them for entry-level patient care technician positions. With clinical experience students gain
on the job, they may be eligible to earn the prestigious Certified Patient Care Technician credential
through the National Healthcareer Association.

Admissions

To qualify for enrollment in the Patient Care Technician Course, an applicant must:

1. Certify that she/he is a high school graduate, holds a state-approved Graduate Equivalency
Diploma (GED) or its equivalent, or has completed college-level course work; or otherwise
demonstrate ability to perform postsecondary-level course work (including test evidence).

2. Submit a completed enrollment application with the required payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction

and Materials Schedule.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the student.
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Patient Care Technician Course DescriEtion

235 Clock Hours

Instruction Pack I: Introduction to the Healthcare Industry and Medical
Terminology

In Instruction Pack 1, students learn about the responsibilities of various healthcare professionals,
and they discover how patient care technicians interact with these professionals. Students explore the
various work settings and types of patients that a patient care technician will encounter. In addition,
students investigate the concept of delegation, learn the five rules of delegation, and examine the
patient care technician’s scope of practice. Students are then introduced to medical terminology and
discover the intricacies of social psychology.

Instruction Pack Il: Anatomy, Pathology, Safety and Communication

Instruction Pack II begins with an overview of human anatomy. Students learn about pathology,
including etiologies, or the causes of abnormal human biology. Students also study safety, including
basic OSHA and CDC safety regulations and procedures for the medical office—from the reception
area to emergency procedures. Finally, students develop their interpersonal communication skills—
both verbal and written.

Instruction Pack lll: Nutrition and Patient Care

Instruction Pack III teaches students how to explain, take and record patients’ vital signs. The Virtual
Lab demonstrates procedures used to take a patient’s pulse and measure blood pressure. Next,
students build a solid foundation of basic nutritional knowledge. Finally, students learn about patient
care, including the fundamentals of positioning, lifting and transferring clients. In addition, students
discover the basics of dressing patients/residents, performing range of motion exercises and helping
patients feed themselves.

Instruction Pack IV: Patient Cleanliness and Patient Charting

Instruction Pack IV teaches students patient cleanliness skills, including making beds and cleaning
the patient/resident. In addition, students learn to provide care for the incontinent or catheterized
patient, assist with a bedpan and measure urinary output. Lastly, students practice charting patient
records, including recording vital statistics and patient care activities.

Instruction Pack V: First Aid, Ethics and Practicum

Instruction Pack V begins with instructions for many common first aid situations and procedures
that patient care technicians need to know—from assessing the severity of an illness to taking

the appropriate action for a stroke patient. Next, students discover medical ethics and legal
responsibilities that pertain to the healthcare industry, and specifically, to patient care technicians.
Finally, students apply their administrative skills and theoretical knowledge in a real-world practicum.
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Personal Fitness Trainer & Nutritional

Specialist Course

This course provides students with the skills and knowledge necessary for entry-level employment in the
fitness industry. The course offers a foundation in exercise physiology and nutrition, focusing on overall
wellness and health. Students receive technical training on improving flexibility, muscular strength and
endurance, cardiorespiratory fitness and nutrition. Students also conduct health and fitness assessments
and design appropriate fitness and nutrition programs for a vast segment of the population, including
those with special needs. In addition, they will be trained to implement business and marketing
strategies and effectively employ communication skills. Graduates will be prepared to gain entry-level
positions in public and private health clubs, corporate health facilities, private residences, small fitness
studios, spas and large resort health facilities.

The coursework trains students to:

* Apply the skills needed to obtain entry-level, personal fitness trainer and nutritional specialist
positions.

* Implement personal fitness trainer principles, procedures and practices.
* Implement nutritional specialist principles, procedures and practices.

* Set up and manage their own personal fitness training and nutritional specialist business.
g g P

Program Objective

The Personal Fitness Trainer & Nutritional Specialist Course trains students in the theoretical
instruction and practical skills that prepare them for entry-level work as personal fitness trainers,
corporate wellness professionals, fitness center trainers or wellness consultants. Graduates will be
prepared to sit for the National Council on Strength and Fitness (NCSF) certification exam.

Admissions

To qualify for enrollment in the Personal Fitness Trainer & Nutritional Specialist Course, an
applicant must:

1. Certify that she/he is a high school graduate, holds a state-approved Graduate Equivalency
Diploma (GED) or its equivalent, or has completed college-level course work; or otherwise
demonstrate ability to perform postsecondary-level course work (including test evidence).

2. Submit a completed enrollment application with the required payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction

and Materials Schedule.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the student.
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Personal Fitness Trainer & Nutritional

Specialist Course Description

441 Clock Hours

Instruction Pack I: Introduction to Personal Fitness Training, Nutrition and
Physiology

Students explore the demand for personal fitness trainers and nutritional specialists and career
opportunities in the fields of fitness, health and wellness industries. Then, students learn the
psychology of wellness and how lifestyle, motivation and expectation play a role in any fitness
regime. Emphasis is placed on the trainer’s role and responsibility in managing and coaching a client.
Additionally, students gain an introduction to nutrition and how to effectively fuel activity. Finally,
students learn the basics of exercise physiology.

Instruction Pack Il: Cardiovascular Fitness and Muscle Anatomy and Physiology

Students learn theory and applications of cardiovascular exercise and energy production. Students
then continue their anatomical and physiological studies as they closely examine how muscles
work. They practice isometric, dynamic resistance and isokinetic exercises, as well as stretching and
flexibility techniques.

Instruction Pack lll: Fitness Equipment, Movement and Support | and Ethics for
the Trainer

Instruction Pack III introduces students to the various types of equipment and clothing used in the
fitness industry. Students then focus on the anatomy and physiology of upper body movement and
support, covering the torso, the chest, upper back, shoulder girdle and arm. Students also learn about
ethical and legal issues for the personal fitness trainer and nutritional specialist to consider.

Instruction Pack IV: Movement and Support ll, Injury Prevention, Safety
Precautions and Flexibility

Students study the anatomy and physiology of the pelvis and leg. They also learn to recognize,
treat and prevent injury. Additionally, students explore the theory and anatomy and physiology of
stretching and developing flexibility. Students then take their studies to an interpersonal level—the
initial client interview and how to assess a client’s goals, needs, desires and level of physical fitness.

Instruction Pack V: Exercise Prescriptions, Training for Weight Loss/Gain and
First Aid

Students learn to manage training methods, intensity, duration, frequency, progression and balance
in fitness programs. Additionally, this instruction pack focuses on training methods and nutritional
guidance for clients who want to gain or lose weight. Students learn basic first aid and emergency
procedures. The course culminates in a practicum that allows students to develop appropriate fitness
and nutritional prescriptions for a variety of hypothetical clients.
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Pharmacy Technician

The Pharmacy Technician Course trains students to assist licensed pharmacists in providing medication
and other healthcare products to patients. Students gain training to effectively receive prescriptions from
doctors and hospitals, prepare prescriptions for patients and verify insurance and prescription information.
Additionally, graduates are trained to exhibit pharmacy standards, ethics, laws and regulations. They also
learn to maintain inventory and stock orders, as well as enter data into the computer.

The coursework trains students to:

* Apply the skills needed to obtain entry-level pharmacy technician positions.
* Assist licensed pharmacists in providing medication and other healthcare products to patients.

* Effectively receive prescriptions from doctors and hospitals, prepare prescriptions for patients and
verify insurance and prescription information.

Program Objective

Graduates of the Pharmacy Technician course will be trained in written and oral medical and
pharmaceutical terminology, as well as basic human anatomy and physiology. They will be able to perform
basic mathematical functions and dosage calculations utilizing metric, apothecary and household systems.
These skills will prepare them for an entry-level position in a hospital or retail setting.

Admissions

To qualify for enrollment in the Pharmacy Technician course, an applicant must:

1. Certify that she/he is a high school graduate, holds a state-approved Graduate Equivalency
Diploma or its equivalent, or has completed college-level course work; or otherwise
demonstrate ability to perform postsecondary-level course work (including test evidence).

2. Submit a completed enrollment application with the required payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction

and Materials Schedule.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the
student.
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Pharmacy Technician Course Description

390 Clock Hours
Instruction Pack I: A Solid Foundation

Students learn about the role of the pharmacy technician in the medical field, distinguishing
between the pharmacist’s and pharmacy technician’s scope of practice. Then, students begin the
important work of developing their medical vocabulary. They practice using common symbols

and abbreviations, as well as medical root words, prefixes and suffixes. Students read and interpret
pharmacy terminology while learning about the two most important documents they will work
with—the prescription and the medical order. Students access and use information sources to find
new drugs and to assist patients with medication advice. After an overview of the human body’s
organ systems, students walk behind the scenes to discover how pharmacies maintain control of drug
inventory and dispensation.

Instruction Pack II: Drug Basics And Documentation

Students learn about the many types of drug dosage forms, how drugs react in the body and how
drugs interact with other drugs. Students then discover the procedures to prevent medication errors
and what to do when a negative reaction or poisoning occurs. Students’ drug vocabulary increases
as they explore the challenges of prescribing drugs to the very old and the very young. The role of
computers in the modern pharmacy is illustrated and introduces students to fiscal management of
the pharmacy, including financial transactions with third-party payers.

Instruction Pack Ill Drug Agents, Part |

Students begin this pack with a refresher course in basic mathematics and an introduction to
pharmaceutical measurement systems. They begin a serious exploration of the types of drug agents
used to battle disease—antimicrobials, antineoplastics, respiratory and allergy drugs and medications
that affect the central nervous system. Students learn about the laws and regulations that govern the
pharmacy practice, as well as the benefits of a professional code of ethics to guide them in making
good decisions.

Instruction Pack IV: Drug Agents, Part Il

Continuing their in-depth study of drug agents, students explore cardiovascular and pulmonary
agents, digestive system drugs, muscle relaxants, analgesics and immunological agents. Students also
learn about nutrition and the role of vitamins in drug therapy.

Instruction Pack V: Dosages and Compounding

Students study the hormones of the reproductive and endocrine systems before moving on to

the second mathematics lesson, which teaches them how to determine the ratios, proportions

and equivalencies they will use to calculate drug dosages. Students then learn the techniques

to compound drugs in both a sterile and non-sterile environment. Parenterals and intravenous
admixtures are explored. Students complete the course with an opportunity to apply the knowledge
and skills they’ve learned in their final practicum.
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Veterinary Assistant Course

The Veterinary Assistant course trains students for entry-level positions as animal care specialists, veterinary
assistants or animal health aides. These positions are available in veterinary clinics, animal hospitals, animal
emergency clinics, shelters, zoos, pet stores, pet food companies, government agencies and other animal
care or animal service facilities concerned with the health and well-being of animals. Students will explore
the important relationship humans have with animals. They will learn terminology used in the animal care
field, the proper handling of animals in examination procedures and nutritional requirements for animals.
Students will also be exposed to laws and regulations of the animal care field.

The coursework trains students to:

* Apply theory and practical skills to work successfully with animals in a veterinary care environment.
* Describe the important relationship humans have with animals.

* Apply terminology used in the animal care field.

* Properly handle animals in examination procedures.

* Implement nutritional requirements for animals.

* Integrate laws and regulation knowledge into their work in the animal care field.

Program Objective

The Veterinary Assistant Course trains students in the theoretical and practical skills that prepare them to
work successfully with animals in a veterinary care environment.

Admissions

To qualify for enrollment in the course,
an applicant must:

1. Certify that she/he has
completed two years of high
school or the equivalent, and
has the reading, writing and
mathematics skills normally
associated with the required

grade level.

2. Submit a completed enrollment
application with the required
payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction
and Materials Schedule.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the student.
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Veterinary Assistant Course Description

417 Clock Hours
Instruction Pack I: The Veterinary Assistant’s Role

Students explore the veterinary assistant’s role in veterinary offices and other animal care settings
and are introduced to the proper handling and restraint of animals, emergency procedures, physical
examinations, bandaging and wound care and animal grooming. These topics form a foundation for
future studies and provide students with skills that they can apply immediately.

Instruction Pack Il: Terminology and Anatomy

Students begin this instruction as they form a foundation of medical and animal terminology using a
unique word-building system. Students discover sanitation procedures in animal healthcare facilities,
as well as anatomical terminology and concepts with in-depth coverage of the circulatory and
digestive systems in animals.

Instruction Pack lll: Physics and Pharmacology

Students’ instruction in animal anatomy continues with in-depth lessons on the genitourinary,
endocrine and nervous systems. Then, students explore how all the body systems function together
in animals. Basic facts about chemistry and measurements are presented in an easy-to-understand
format. Students also study the scope of their role in handling medications and administering
vaccines to animals.

Instruction Pack IV: Bacteria and Viruses and Animal Surgery

In this instruction pack, students learn about exotic animals and disease-causing organisms, such
as bacteria and viruses, as well as other common diseases that afflict animals. Studies continue with
instruction about the laws and regulations governing the care of animals. Then, students gain an
overview of surgical procedures and x-ray techniques used in animal care. Finally, students learn
the procedures for preparing an animal for surgery, how to assist in the surgery itself and how to
supervise the recovery of animals after surgery.

Instruction Pack V: Anesthesia, Examinations and Animal Nutrition

Students round out their skills as they learn about anesthesia techniques, as well as how to administer
medicine to animals, handle parasitic infestations and perform many laboratory examinations.
Students study quarantine and control, dental care in animals, animal feeding and diets, poisonous
animals and plants and large-animal care to complete their course of instruction.
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Wedding and Event Planner Course

The Wedding and Event Planner Course trains students to advise clients regarding all aspects of
wedding and event planning. They discover how to coordinate all details, including budgeting and
organizing vendors and services. They also learn how to plan corporate, community and fundraising
events. Students study the etiquette and legal considerations involved in wedding and event
planning, how to work with clients and strategies to run a successful home business.

The coursework trains students to:

* Apply theory and practical skills to obtain work in the wedding and event consulting profession.
* Plan weddings and events from start to finish.

* Integrate etiquette and legal considerations involved in wedding and event planning.

* Effectively communicate with clients.

* Set up and maintain a successful home-based wedding and event planning business.

Program Objective

The Wedding and Event Planner Course trains students in the theoretical and practical instruction
that prepares the student to work in the wedding and event planning profession.

Admissions

To qualify for enrollment in the course, an applicant must:

1. Certify that she/he is a high school graduate, holds a state-approved Graduate Equivalency
Diploma (GED) or its equivalent, or has completed college-level course work; or otherwise
demonstrate an ability to perform postsecondary-level course work (including test evidence).

2. Submit a completed enrollment application with the required payment.

Tuition and Fees

The student’s tuition includes all lessons and other instructional materials listed on the Instruction

and Materials Schedule.

Students are given the option of a pay-as-you-go payment plan with no interest charged to the student.
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Wedding and Event Planner Course Descrietion

485 Clock Hours
Instruction Pack |I: Wedding and Event Planning

Students gain an overview of the wedding and event planning profession, learning the importance of
what wedding and event planners do, as well as how a typical day on the job is spent. Students also
explore the first steps in planning an event.

Instruction Pack II: Plan Events

Students study the details involved in planning other types of events, including parties, benefits,
fundraisers, festivals conventions and conferences. They additionally explore the legal issues that
pertain to event planning, as well as the initial steps required to plan weddings and wedding-related
gatherings.

Instruction Pack lll: Plan Weddings |

Students continue their study of weddings plans, including engagement and ceremony etiquette. In
addition, they identify what details should be discussed with clients, from rings to gowns to flowers.
Students discover how to plan engagement parties, wedding ceremonies and receptions, as well as
how to create—and stick to—a wedding budget.

Instruction Pack IV: Plan Weddings I

Students learn the role of the wedding planner on the day of the wedding and how to plan
honeymoons. Students then begin to explore how to establish a wedding and event planning
business, including how to write a business plan and set fees.

Instruction Pack V: Wedding and Event Planning Business

To complete the course, students investigate how to market their services, write contracts and
maintain effective business records. The course wraps up with a real-world practicum in which

students apply all that they've learned about wedding and event planning,.
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~dppendix

Earn Your Certificate Online!

Earn your certificate entirely online! We'll send you your textbooks, and you complete your
coursework and virtually communicate with your instructor online—at your own pace and anytime,
24/7. You will never have to send assignments via fax or mail-—nor will you have to wait for your
quiz results! For more information, call 866-871-2136 or go to www.uscareerinstitute.edu and
choose your course of interest for more information.

Technical Requirements

Your online course is designed to be compatible with today’s computers. To take our online courses,
you will need access to a computer with the following technical requirements.

1. Hardware
* CPU (Processor): Intel Pentium 4 or higher
* RAM: At least 512 MB
* Speakers
* Hard Drive: 250 MB free space
* Monitor Display Settings: 1024 x 768 resolution

2. Software — (Please note, Adobe® and Mozilla® free product download information provided
upon enrollment)
* Operating System: Windows® XP or higher or OSX or higher
* Adobe® Acrobat Reader
* Adobe® Flash Player
* Microsoft Word (or word processor that can save files in format compatible with MS
Word 2003)
* Internet Browser: Mozilla® Firefox (highly recommended) or Internet Explorer 6.0

3. Services
e Internet Service Provider: Cable or a DSL line
e A valid e-mail address

Technical Support

Our Online Technical Support team is ready to assist any student with a question or technical
problem concerning your online course. Common questions and answers can be found anytime on
the USCI student website. Students may also contact the Online Technical Support team by e-mail
or phone.

52





