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Mission Statement
Mission Statement and Objectives toward achieving a significant, positive and relevant social impact:
P. Steve Ramirez Vocational Training Centers strives to provide motivated students with a quality Vocational Education that properly prepares them to present themselves as highly competitive entrants into the technologically advanced working environment which flourishes today.
P. Steve Ramirez Vocational Training Centers recognizes the unique needs, requisite demands and personal situations of each student and, as a result, is appropriately flexible and responsive in facilitating a learning environment which will foster the growth of all students in order to best maximize their talents, skills and ability to gain and maintain employment within their chosen industry. Equally important in the vision for our students is imparting upon them a renewed desire and commitment to learning and personal growth, the satisfaction and increase in self-worth as the result of setting and accomplishing their goals and realizing their utmost potential as well as becoming a valuable asset to the community and society at large.
[bookmark: _GoBack]We are inexorably linked to the growth and success of our students and are committed to fostering an environment in which the renewed visions and dreams of our students are fully realized. In order to best accomplish this, we continually stress the importance and value of continuing education while striving for the continual improvement both in the scope of our programs as well as utilizing the best instruction modalities, learning tools and equipment.
We endeavor to accentuate our course offerings by promoting an operational and educational environment that is professionally managed, supervised in a comprehensive manner by individuals exhibiting the highest level of expertise, continually evaluating and appropriately modifying our methodology and best practices in order to offer a service and product that best fulfills the needs of those we are humbled to serve.
School Location	
P. Steve Ramirez Vocational Training Centers
1300 W. Shaw Ave., Ste. 1A, Fresno, CA 93711
Phone: (866) 478-0609
Satellite Location 
			P. Steve Ramirez Vocational Training Centers, Inc: Truck Driving
			940 S. Arthur Ave, Fresno, CA 93706
[bookmark: _Toc349740201]Effective Dates of this Catalog
January 1, 2017 to December 31, 2017.  This catalog is updated at least annually.
[bookmark: _Toc349740202]Provision of This Catalog to Prospective Students
This catalog is provided to prospective students in an electronic format thereby enabling easy access over the Internet or in hard copy if requested.
School Ownership
P. Steve Ramirez Vocational Training Centers is a private institution and is approved to operate by the Bureau for Private Postsecondary Education. (BPPE) “Approved” means the school operates in compliance with state standards as set forth in Chapter 8, Part 59, Division 10, Title 3 of the California Education Code.
Any questions a student may have regarding this catalog that have not been satisfactorily answered by the institution may be directed to the Bureau for Private Postsecondary Education at P.O. Box 980818, West Sacramento, CA 95798, www.bppe.ca.gov, (888) 370-7589, Fax (916) 263-1894
As a prospective student, you are encouraged to review this catalog prior to signing an Enrollment Agreement. You are also encouraged to review the School Performance Fact Sheet, which must be provided to you prior to signing an Enrollment Agreement.
A student, or any member of the public may file a complaint about this institution with the Bureau for Private Postsecondary Education by calling (888) 370-7589 or by completing a complaint form which can be obtained on the bureau’s Internet web site www.bppe.ca.gov.
[bookmark: _Toc349740203]Policies and Procedures Regarding Financial Aid
P. Steve Ramirez Vocational Training Centers does not participate in either State or Federal financial aid programs, nor does it provide financial aid directly to its students.

[bookmark: _Toc91882252][bookmark: _Toc349740204]If a student obtains a loan to pay for an educational program, the student will have the responsibility to repay the full amount of the loan plus interest, less the amount of any refund. If the student has received federal student financial aid funds, the student is entitled to a refund of the monies not paid from federal student financial aid program funds.
Attendance Policy – All Programs
[bookmark: _Toc91882256]This institution requires that a student attend a minimum of 80% of scheduled class, clinic and other such assigned hours.
[bookmark: _Toc349740205]Academic Freedom
P. Steve Ramirez Vocational Training Centers is committed to assuring full academic freedom to all faculty. Confident in the qualifications and expertise of its faculty members, the college encourages its faculty members to exercise their individual judgments regarding the content of the assigned courses, organization of topics and instructional methods, providing only that these judgments are made within the context of the course descriptions as currently published, and providing that the instructional methods are those official sanctioned by the institution, methods for which the institution has received oversight approval.


[bookmark: _Toc349740207]Administration
Chief Executive Officer
P. Steve Ramirez, MS
Chief Academic Officer
Edith Cuartas
Chief Operations Officer
P. Steve Ramirez, MS
[bookmark: _Toc349740208]Faculty	Henry Jiménez – (English / Spanish)	Instructor/Administrator 
Mr. Jiménez has over sixteen years of experience in vocational education as a computer skills instructor specializing in computerized accounting.  This includes teaching numerous software programs such as:  MS DOS, Windows 3.1, 95, 98, NT, 2000, ME, and XP, WordPerfect 5.1, 6.1 and 7.0, Lotus 1-2-3, Excel, dBASE III+, Microsoft Access, Microsoft Word, and QuickBooks Accounting Software.  Mr. Jiménez is known by his students to be patient, thorough, and easy to understand.
Mr. Jiménez has over 100 units completed at California State University, Fresno towards a B.S. in Accounting.  Mr. Jiménez also completed a computerized accounting course at Microcomputer Education Center.  This was a course he went on to teach at the same school for seven years.

Mona Martinez – (English/Spanish)	Instructor 
John Rocha – (English/Spanish)					        Instructor
Jose Alvarez – (English/Spanish)                                                              Instructor
Facilitators	Giselle Sanchez – (English/Spanish)	
Myrna Antonio – (English/Spanish)
Juanita Temple – (English)	
[bookmark: _Toc85533068][bookmark: _Toc349740209]Privacy Act, Student Records and Transcripts
Student records for all students are kept for five years. Transcripts are kept permanently. Students may inspect and review their educational records. To do so, a student should submit a written request identifying the specific information to be reviewed. Should a student find, upon review, that records are inaccurate or misleading, the student may request that errors be corrected In the event that a difference of opinion exists regarding the existence of errors, a student may ask that a meeting be held to resolve the matter. Each student's file will contain student's records, including a transcript of grades earned. The first copy of the official transcript is provided at no charge. Subsequent copies are available upon advance payment of the transcript fee of $25.00 for two copies. Transcripts will only be released to the student upon receipt of a written request bearing the student's live signature. No transcript will be issued until all tuition and other fees due the institution are paid current.
[bookmark: _Toc349740210]Library Resources
No library is needed to meet the instructional needs of the students, although it is the case that library or information resource materials are already contained in the pre-loaded software on computers when delivered to the student. Library materials would not be compatible with the objectives of this program as the acquisition of specialized knowledge and hands on skills are the critical elements for the completion of these programs. Student may access learning resources by asking any staff member during normal business hours. Staff members are also available to provide research assistance.
[bookmark: _Toc91882265][bookmark: _Toc349740211]Student Services / Placement 
This institution does not provide orientations, airport reception services, housing assistance or other services. Further, this institution maintains a focus on the delivery of educational services. Should a student encounter personal problems which interfere with his or her ability to complete coursework, this institution will provide assistance in identifying appropriate professional assistance in the student’s local community but does not offer personal counseling assistance.
This institution does not provide placement services to its graduates.
[bookmark: _Toc349740212]Description of Facilities
P. Steve Ramirez Vocational Training Centers is located on a main thoroughfare in the city of Fresno. There is ample off street parking immediately adjacent to the entrance to the school. The facility is located on the ground floor. The building is approximately 30 years old and is comprised of a suite of professional offices. The school has a reception area, a teaching area and a student services desk. Personal computers, network computers and servers along with standard peripherals are utilized.
[bookmark: _Toc349740213]Special Notice of Financial Status
This institution has not had a pending petition in bankruptcy, is not operating as a debtor in possession and has not filed a bankruptcy petition within the last five years. It has not had a petition in bankruptcy filed against it within the preceding five years that resulted in reorganization under chapter 11 of the United States Bankruptcy Code
[bookmark: _Toc349740214]Experiential Learning
This school does not issue credit for experiential learning.
[bookmark: _Toc312328170][bookmark: _Toc339291232][bookmark: _Toc302575260][bookmark: _Toc349740215]Visa Related Services
This institution does not admit students from other countries, so no visa related services are offered.
[bookmark: _Toc312328171][bookmark: _Toc339291233][bookmark: _Toc349740216]Language Proficiency
The following apply to students for whom English or Spanish is not their primary language: 
For a student whose high school or equivalent coursework was not completed in English or Spanish, and for whom English or Spanish was not a primary language, we will seek a score of 500 on a TOEFL. The TOEFL requirement does not apply to students who have received their high school diploma or the equivalent at an academic institution which has provided the instruction in the English or Spanish language. Similarly, the TOEFL requirement does not apply to students who have completed coursework, in English or Spanish, at the college level. 
In such cases, when a student is wanting to enroll in a program instructed in their own native language, but has earned a high school diploma, or its  equivalency (GED), in a language other than their own native language, student must first take the ACTFL Test for Higher Education. Student must earn a minimum of a Level 3 on the ILP scale.
Return of Lessons and Projects (Distance Education)
Instructors will evaluate student submissions and lessons, projects or dissertations will be returned within ten days from the date of receipt by the Instructor. 
[bookmark: _Toc84170849][bookmark: _Toc85017084][bookmark: _Toc85532608][bookmark: _Toc85532801][bookmark: _Toc85532995][bookmark: _Toc85533072][bookmark: _Toc349740217]Tuition and Fees
All fees are subject to change from time to time, without notice.  Non-Refundable portion of the fees are labeled “NR.” A personal computer is not required for students who choose to be instructed in the classroom. Equipment cost may be subtracted from Total Program Charges if student chooses Classroom Study.
	Program Name
	Reg. Fee
	STRF Fee*
	Tuition
	Equipment
	Transpor-tation/ Lodging/Tools
	Books & Materials 
	Total Program Charges

	Computerized Accounting  (English Only)
	$250
NR
	$0.00 NR
	$4,400
	$1,000
NR
	n/a
	$350
NR
	$6,000

	Computerized Accounting Omni (English Only)
	$250
NR
	$0.00 NR
	$6,400
	$1,000
NR
	n/a
	$350  NR
	$8,000

	Computerized Office General Office Clerk (English/Spanish)
	$250
NR
	$0.00 NR
	$4,750
	$1,000
NR
	n/a
	n/a
	$6,000

	Medical Billing and
Coding  (English Only)
	$250
NR
	$0.00 NR
	$4,465
	$1,000
NR
	n/a
	$439
NR
	$6,000

	Medical Billing and Coding Omni (English Only)
	$250
NR
	$0.00 NR
	$6,465
	$1,000
NR
	n/a
	$439
NR
	$8,000

	Administrative Assistant – Customer Service Representative (English/Spanish)
	$250
NR
	$0.00
RN
	$4,400
	$1,000
NR
	
   n/a
	$350
NR
	$6,000

	Voice Activated Systems (English Only)
	$250
NR
	$0.00 NR
	$6,625
	$1,000
NR
	
n/a
	$125  NR
	$8,000

	
Truck Driving 
(English Only)
	
$250
NR
	
$0.00
NR
	
$4,450
	
n/a
	
$1,000
NR
	
$300
NR
	
$6,000



*STRF Fee (Non-refundable, $0.00 per $1,000 of institutional costs) is included in program cost. This portion of the cost is non-refundable. 
**See Program Description
Note: No grades or documents will be released if there is an outstanding balance. The institution may refuse any type of service to students who have an outstanding balance. The institution may also refuse re-admission to a student who has left the institution with an outstanding balance that has not been paid in full. 
Classroom and Distance Learning
Name of Program – Computerized Accounting (English Only)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$6,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$6,000.00
Name of Program – Computerized Accounting Omni (English Only)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$8,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$8,000.00
Name of Program – Computerized Office /General Office Clerk (English/Spanish)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$6,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$6,000.00
Name of Program – Medical Billing and Coding (English Only) 
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$6,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$6,000.00
Name of Program – Medical Billing and Coding Omni (English Only)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$8,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$8,000.00
Name of Program – Administrative Assistant – Customer Service Representative (English/Spanish)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$6,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$6,000.00
 Name of Program – Voice Activated Systems (English Only)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$8,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$8,000.00
Name of Program – Truck Driving (English Only)
1. TOTAL CHARGES FOR CURRENT PERIOD OF ATTENDANCE	$6,000.00
2. ESTIMATED TOTAL CHARGES FOR THE ENTIRE EDUCATIONAL PROGRAM	$6,000.00
[bookmark: _Toc349740218][bookmark: _Toc84170850][bookmark: _Toc85017088][bookmark: _Toc85532612][bookmark: _Toc85532804][bookmark: _Toc85532998][bookmark: _Toc85533075]
STRF Regulations
[bookmark: _Toc85017092][bookmark: _Toc85532616][bookmark: _Toc85532808][bookmark: _Toc85533002][bookmark: _Toc85533079]Student Tuition Recovery Fund Disclosures. 
You must pay the state-imposed assessment for the Student Tuition Recovery Fund (STRF) if all of the following applies to you:
1. You are a student in an educational program, who is a California resident, or are enrolled in a residency program, and prepay all or part of your tuition either by cash, guaranteed student loans, or personal loans, and
2. Your total charges are not paid by any third-party payer such as an employer, government program or other payer unless you have a separate agreement to repay the third party. 
You are not eligible for protection from the STRF and you are not required to pay the STRF assessment, if either of the following applies: 
1. You are not a California resident, or are not enrolled in a residency program, or
2. Your total charges are paid by a third party, such as an employer, government program or other payer, and you have no separate agreement to repay the third party.
A qualifying institution shall include the following statement on its current schedule of student charges:
The State of California created the Student Tuition Recovery Fund (STRF) to relieve or mitigate economic losses suffered by students in educational programs who are California residents, or are enrolled in a residency program attending certain schools regulated by the Bureau for Private Postsecondary Education.
You may be eligible for STRF if you are a California resident or are enrolled in a residency program, prepaid tuition, paid the STRF assessment, and suffered an economic loss as a result of any of the following:
1. The school closed before the course of instruction was completed.
2. The school's failure to pay refunds or charges on behalf of a student to a third party for license fees or any other purpose, or to provide equipment or materials for which a charge was collected within 180 days before the closure of the school.
3. The school's failure to pay or reimburse loan proceeds under a federally guaranteed student loan program as required by law or to pay or reimburse proceeds received by the school prior to closure in excess of tuition and other costs.
4. There was a material failure to comply with the Act or this Division within 30 days before the school closed or, if the material failure began earlier than 30 days prior to closure, the period determined by the Bureau.
5. An inability after diligent efforts to prosecute, prove, and collect on a judgment against the institution for a violation of the Act.  However, no claim can be paid to any student without a social security number or a taxpayer identification number.
[bookmark: _Toc349740219]Student’s Right to Cancel
A notice of cancellation shall be in writing, and a withdrawal may be effectuated by the student’s written notice to the school administrative office P. Steve Ramirez Vocational Training Centers 1300 W. Shaw Ave., Ste. 1A, Fresno, CA 93711 or by the student’s conduct, including, but not necessarily limited to, a student’s lack of attendance. The student has the right to cancel the enrollment agreement and obtain a refund of charges paid through attendance at the first class session, or the seventh day after enrollment, whichever is later. The institution shall refund 100 percent of the amount paid for institutional charges, less a reasonable deposit or application fee not to exceed two hundred fifty dollars ($250).
The institution shall issue a refund for unearned institutional charges if the student cancels an enrollment agreement or withdraws during a period of attendance. The refund policy for students who have completed 60 percent or less of the period of attendance shall be a pro rate refund. The institution shall pay or credit refunds within 45 days of a student’s cancellation or withdrawal.
The student shall have the right to cancel the agreement and receive a full refund before the first lesson and materials are received. Cancellation is effective on the date written notice of cancellation is sent. The institution shall make the refund as per the calculation consistent with the California Code of Regulations. If the institution delivered the first lesson and materials before an effective cancellation notice was received, the institution shall make a refund within 45 days after the student’s return of the materials. 
[bookmark: _Toc349740220]Refund Policy
The amount owed to the student equals the institutional charge for the instruction divided by the total number of clock hours in the period of attendance multiplied by the number of clock hours the student has not attended prior to withdrawal. No refunds are due once the student has received 60% of the clock hours of instruction in any given period of attendance.
For purposes of determining a refund, a student shall be considered to have withdrawn from an educational program when he or she withdraws or is deemed withdrawn in accordance with the withdrawal policy stated in this institution’s catalog. 
If an institution has collected money from a student for transmittal on the student’s behalf to a third party for a bond, library usage, or fees for a license, application, or examination and the institution has not paid the money to the third party at the time of the student’s withdrawal or cancellation, the institution shall refund the money to the student within 45 days of the student’s withdrawal or cancellation. 
If the student has received federal student financial aid funds, the student is entitled to a refund of moneys not paid from federal student financial aid program funds.
This institution shall refund any credit balance on the student’s account within 45 days after the date of the student’s completion of, or withdrawal from, the educational program in which the student was enrolled. 
Any questions a student may have regarding this catalog that have not been satisfactorily answered by the institution may be directed to the Bureau for Private Postsecondary Education at 2535 Capitol Oaks Dr., #400 Sacramento, CA 95833, P.O. Box 980818, West Sacramento, CA 95798, www.bppe.ca.gov., toll free telephone number (888) 370-7589 or by fax (916) 263-1897 
A student or any member of the public may file a complaint about this institution with the Bureau for Private Postsecondary Education by calling (888) 370-7589 or by completing a complaint form, which can be obtained on the bureau’s Internet Web site www.bppe.ca.gov.
Distance Learning Course Refunds
[bookmark: _Toc349740221]The student shall have the right to cancel the agreement and receive a full refund pursuant to section 71750, before the first lesson and materials are received. Cancellation is effective on the date written notice of cancellation is sent. The institution shall make the refund pursuant to section 71750 of the California Code of Regulations. If the institution sent the first lesson and materials before an effective cancellation notice was received, the institution shall make a refund within 45 days after the student’s return of the materials.  

Withdrawals
You have the right to withdraw from a course of instruction at any time.  It is preferred that a notice of withdrawal be made in writing to the address of the school shown on the first page of this Catalog.  When a student officially withdraws from the course, any refund of tuition will be governed by the following policy calculated from the first official day of classes. No administrative fee will be assessed or deducted from the amount to be refunded to the student.  There will, however, be no refund for late payment of fees.
Please be advised that a constructive withdrawal of a student may also be made by the school.  Such a withdrawal will be determined to have occurred for all programs, except Truck Driving, if in the estimation of the school and instructor, and in the absence of an approved leave of absence or other short-term absence, the student fails to participate in course assignments or other instruction for a period of sixty (60) days.  A student may be withdrawn from the Truck Driving program, by the school and instructor, if the student fails to attend 80% of the scheduled hours of instruction and/or if the student does not pass the drug test administered prior to the program start date.  
If a student wishes to withdraw from the institution or a course of instruction, the student must contact P. Steve Ramirez Vocational Training Centers, attention Director, 1300 Shaw Avenue, Suite 1A, Fresno, CA  93711.  Refunds are processed by P. Steve Ramirez Vocational Training Centers when a student has resolved all financial obligations against their school debts, and their student account reflects a credit balance.  Refunds are processed within 45 days after the student’s account reflects a credit balance.
If a Student fails to adhere to P. Steve Ramirez Vocational Training Centers rules and regulations and P. Steve Ramirez Vocational Training Centers terminates this Agreement, the school shall remit to Student a prorated tuition refund (if applicable) with such calculation based upon the last date of Student's attendance.
Any money owed to P. Steve Ramirez Vocational Training Centers is due and payable on the date of the withdrawal.  A withdrawal is effective on the date it is received by P. Steve Ramirez Vocational Training Centers, whether personally delivered or postmarked (if mailed).  
If an institution has collected money from a student for transmittal on the student’s behalf to a third party for a bond, library usage, or fees for a license, application, or examination and the institution has not paid the money to the third party at the time of the student’s withdrawal or cancellation, the institution shall refund the money to the student within 45 days of the student’s withdrawal or cancellation. 
Any questions a student may have regarding this enrollment agreement that have not been satisfactorily answered by the institution may be directed to the Bureau for Private Postsecondary Education at P.O. Box 980818, West Sacramento, CA 95798-0818, www.bppe.ca.gov; 916-431-6959 (fax) 916-263-1897.  A student or any member of the public may file a complaint about this institution with the Bureau for Private Postsecondary Education by calling (888)-370-7589 toll free or by completing a complaint form, which can be obtained on the bureau’s Internet web site www.bppe.ca.gov.
Grades and Standards for Student Achievement - Satisfactory Progress
Computer Training Programs:
Grades are awarded on a Pass/Fail basis. The minimum requirement to receive a ‘Pass’ is to complete at least 60% of the course material. 
Truck Driving Program:
Grades are awarded on a Pass/Fail basis. The minimum requirement to receive a ‘Pass’ is to attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% on classroom quizzes, pass a practical exam administered by the school’s instructor, and the ability to pass the California DMV permit and practical tests for Truck Driving. Students who successfully complete the classroom and field training courses with a passing grade with receive a ‘Pass’ on the school transcript.
If the student has not completed the coursework and earned a grade at the end of the course, the instructor may issue one of the following grades:
I  Incomplete - If the course has not been completed, the instructor may grant a one or a two-month extension of the term, at no additional tuition cost, when the student is making satisfactory progress and the instructor believes that an extension of time will permit satisfactory completion. At the end of this period, a final grade must be recorded.
W  Withdraw - The student may withdraw from any course before the end of the term. At the end of the term, the instructor may withdraw the student from the course and issue a W when the instructor believes the student's progress is insufficient to warrant an extension. A student who withdraws or is administratively withdrawn must retake the course and is responsible for a new tuition payment for that course of study.

[bookmark: _Toc349740222]Transfer Notice
NOTICE CONCERNING TRANSFERABILITY OF CREDITS AND CREDENTIALS EARNED AT OUR INSTITUTION
The transferability of credits you earn at P. Steve Ramirez Vocational Training Centers is at the complete discretion of an institution to which you may seek to transfer. Acceptance of the certificate you earn in the educational program is also at the complete discretion of the institution to which you may seek to transfer. If the certificate that you earn at this institution are not accepted at the institution to which you seek to transfer, you may be required to repeat some or all of your coursework at that institution. For this reason you should make certain that your attendance at this institution will meet your educational goals. This may include contacting an institution to which you may seek to transfer after attending P. Steve Ramirez Vocational Training Centers to determine if your certificate(s) will transfer.
[bookmark: _Toc84170852][bookmark: _Toc85017093][bookmark: _Toc85532617][bookmark: _Toc85532809][bookmark: _Toc85533003][bookmark: _Toc85533080][bookmark: _Toc349740223]Student Grievance Procedures
[bookmark: _Toc84170853][bookmark: _Toc85017094][bookmark: _Toc85532618][bookmark: _Toc85532810][bookmark: _Toc85533004][bookmark: _Toc85533081]Most problems or complaints that students may have with the school or its administrators can be resolved through a personal meeting with the student’s instructor or a counselor. If, however, this action does not resolve the matter to the satisfaction of the student, he/she may submit a written complaint to the main campus: 

P. Steve Ramirez Vocational Training Centers
1300 W. Shaw Ave., Ste. 1A, Fresno, CA 93711
Attn: Director
The written complaint must contain a statement of the nature of the problem, the date the problem occurred, the names of the individuals involved, copies of documents if any, which contain information regarding the problem, evidence demonstrating that the institution’s complaint procedure was properly followed, and the student’s signature. The student can expect to receive a written response within ten business days. Student’s rights are set forth at various places in this catalog. Contact the school director if you require additional information.
[bookmark: _Toc349740224]Leaves of Absence
Should circumstances be such that a leave of absence is to be requested, a student must submit an application for a leave of absence. At the discretion of the Chief Academic Officer, a leave may be granted for a reasonable time, as warranted by the circumstances. If a student repeatedly resorts to the use of a leave of absence, and if such applications show a pattern of delays, or should the issuance of a leave of absence be such that it would significantly interfere with the planned completion of a program of study, the Chief Academic Officer may, in his/her sole discretion, dismiss a student from the program and issue the appropriate refunds as may be required.
Graduation Requirements
Student completing the course(s) with the minimum of a “D” grade will pass the course and will receive a Pass for the course(s). Successful completion and passing of all courses in the program satisfy the requirement for graduation. 
[bookmark: _Toc84170855][bookmark: _Toc85017096][bookmark: _Toc85532620][bookmark: _Toc85532812][bookmark: _Toc85533006][bookmark: _Toc85533083][bookmark: _Toc349740225]Academic Probation
The Chief Academic Officer may place a student on academic probation if the student is not making satisfactory academic progress as per this institution's published policy. The student's grade point average will be monitored at the end of each enrollment period when the grades are posted. Should the GPA fall below that required for graduation, a student may be placed on academic probation. This will result in a formal advisory, which will be sent to the student, indicating the reason for the probation. Failure to maintain satisfactory academic progress may result in dismissal from the program. The Chief Academic Officer will offer assistance in locating a suitable tutor, should such service be requested by the student.
[bookmark: _Toc349740226]Admissions Policy – All Programs
[bookmark: _Toc91882237]The general criteria for admission are:
Student must pay all applicable fees, as per the current published fee schedule prior to the issuance of an enrollment contract or make other arrangements acceptable to the school. 
This institution does not award credit for satisfactory completion of CLEP or other comparable examinations. This institution does not award credit for experiential learning. 
This institution has not entered into an articulation or transfer agreement with any other institution.
Prospective students are encouraged to visit P. Steve Ramirez Vocational Training Centers to discuss educational and occupational goals with school personnel prior to enrolling or signing enrollment agreements.  The visit should take about one hour.  Applicants may visit on any school day and are invited to call us at toll free number (866) 475-0609 to schedule an appointment.  However, we are happy to serve clients on a walk-in basis as well. 
Applicants must have a high school diploma or its equivalent (GED). Students that have not met the above requirements are required to pass the “Ability to Benefit Examination” as required by section 94904 of the Code of Regulations of the State of California.
The Wonderlic is used to determine current skill levels in Verbal and Quantitative areas. 

The approved passing scores are shown below: 
· Verbal – 200
· Quantitative - 200
[bookmark: _Toc349740227]Student Conduct
Students are expected to behave professionally and respectfully at all times. Students are subject to dismissal for any inappropriate or unethical conduct or for any act of academic dishonesty. Students are expected to dress and act accordingly while attending this institution. At the discretion of the school administration a student may be dismissed from school for reasons including, but not limited to:
- Coming to class in an intoxicated or drugged state.
- Possession of drugs or alcohol on campus.
- Possession of a weapon on campus.
- Behavior creating a safety hazard to other(s).
- Disobedient or disrespectful behavior
- Stealing or damaging the property of another.
Any students found to have engaged in such conduct will be asked to leave the premises immediately. Disciplinary action will be determined by the Chief Executive Officer of this institution and such determination will be made within10 days after meeting with both the chair of the department in which the student is enrolled and the student in question.
Classroom Policy
You will be issued supplies on your first day of class.  Replacement of these materials is your responsibility.
Telephone is for business purposes only. Please keep personal calls to minimum. Please ask your family members to contact you only in case of emergencies. Messages from your counselor will be accepted at all times.  Long distance calls are not permitted unless special arrangements are made with the office manager.
No children are allowed in the classroom.
For your safety, no open toe shoes are allowed.
The photocopy and fax machine are for staff use only, and may be used when instructed to do so by the office manager or director.
Please be careful with food and drinks around the equipment. Food Particles and liquid can damage the keyboards. Student is responsible for discarding the trash and cleaning up any spills.  A “No eating in the classroom” policy may be enforced at any time at our discretion. 
[bookmark: _Toc349740228]Distance Learning Policies and Procedures
Student must have access to a reliable internet connection. An Internet Communication Speed Test (or ICS Test) of the student’s computer, will be administer by either the instructor or an assigned facilitator. The student’s internet speed test should pass the minimum requirements set by P. Steve Ramirez Vocational Training Centers before distance learning can begin. If the computer fails to successfully pass the minimum speed requirements and is unable to provide for an adequate internet connection, the students is referred to the Chief Academic Officer. The CAO and the student will arrange for another method of instruction.
Student will meet with their facilitator on their agreed meeting or class schedule. 
Instructor will assess and analyze student’s mastery on the course by using a remote computer access program.
Course material will be made available to student when the student is ready to go on to the next assignment.
Students can also choose to request all the material be submitted to them by writing a letter, an email or by phone.
Students will be given instructional videos and assignments via email, via an internet cloud service, remotely transferred to students’ computer or by pre-loading the students’ computer with all videos and assignments. 
The instructor will grade assignments and tests given to students.  Instructor has ten days after student submitted a completed test to notify the students, by phone or email, of their test result.
Instructor and/or facilitator will maintain weekly contact with student throughout the enrollment period.  
Student Housing
P. Steve Ramirez Vocational Training Centers does not operate dormitories or other housing facilities. This institution does not provide assistance to students in finding housing. We have no responsibility to secure or find housing. 
[bookmark: _Toc349740229]Housing in the immediate area is available in one or two story apartments. Monthly rent for a one bedroom unit is approximately $850 a month.
English as a Second Language Instruction
This institution does not provide ESL instruction. 
[bookmark: _Toc349740230]Language of Instruction
Instruction is delivered in English or Spanish.
[bookmark: _Toc84170869][bookmark: _Toc85017113][bookmark: _Toc85532637][bookmark: _Toc85532829][bookmark: _Toc85533023][bookmark: _Toc85533100][bookmark: _Toc349740231]Nondiscrimination Policy
This institution is committed to providing equal opportunities to all applicants to programs and to all applicants for employment. Therefore, no discrimination shall occur in any program or activity of this institution, including activities related to the solicitation of students or employees on the basis of race, color, religion, religious beliefs, national origin, sex, sexual orientation, marital status, pregnancy, age, disability, veteran’s status, or any other classification that precludes a person from consideration as an individual. Please direct any inquiries regarding this policy, if any, to the Chief Operations Officer who is assigned the responsibility for assuring that this policy is followed.
[bookmark: _Toc84170875][bookmark: _Toc85017119][bookmark: _Toc85532643][bookmark: _Toc85532835][bookmark: _Toc85533029][bookmark: _Toc85533106][bookmark: _Toc349740232]Sexual Harassment
This institution is committed to providing a work environment that is free of discrimination, intimidation and harassment. In keeping with this commitment, we believe that it is necessary to affirmatively address this subject and express our strong disapproval of sexual harassment. No one associated with this institution may engage in verbal abuse of a sexual nature; use sexually degrading or graphic words to describe an individual or an individual’s body; or display sexually suggestive objects or pictures at any facility or other venue associated with this institution. Students are responsible for conducting themselves in a manner consistent with the spirit and intent of this policy.
[bookmark: _Toc302575242][bookmark: _Toc312328154][bookmark: _Toc339291216][bookmark: _Toc349740233]Professions – Requirements for Eligibility for Licensure
None of the educational services offered lead to occupations that require licensure.
Catalog Update Policy
The policy of this institution is to update the official school catalog annually, in January of each year. Annual updates may be made by the use of supplements or inserts accompanying the catalog. If changes in educational programs, educational services, procedures, or policies required to be included in the catalog by statute or regulation are implemented before the issuance of the annually updated catalog, those changes shall be reflected at the time they are made in supplements or inserts accompanying the catalog. 
[bookmark: _Toc383519260]Accreditation
This institution is not accredited by an accrediting agency recognized by the United States Department of Education. These programs do not lead to licensure in California or other states. A degree program that is unaccredited or from an unaccredited institution is not recognized for some employment positions, including but not limited to, positions with the State of California. A student enrolled in an unaccredited institution is not eligible for federal financial aid.
[bookmark: _Toc383519261]






TRAINING PROGRAMS
[bookmark: _Toc383519265]Computerized Accounting (English Only)
Program Description
This program focuses primarily on teaching students manual accounting procedures including automated accounting system software. Students will go through the complete accounting cycle and learn the Generally Accepted Accounting Principles or (GAAPs).  Student will be learn what are debits and credits, and know their normal account balance based on its classification on the chart of accounts. Use of the general journal and how to post entries to the general ledger, prepare a trial balance and prepare financial statements. QuickBooks Accounting Software will be used.
Program Objectives
Provide students with the skills and knowledge to work in an entry-level position as a full charge Bookkeeper, Accounts Receivable Clerk, Accounts Payable Clerk, or Records Clerk.
Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 
Program Length
256 Hours
Course Outline
	Week
	Course Title
	Hours

	1
	Intro to Accounting
	12

	2 – 9
	College Accounting
	96

	10 – 16
	Learning QuickBooks
	84

	1 – 16
	Keyboarding Practice Skills
	64

	
	Total Hours
	256



Method of Instruction
Program is conducted in a classroom or online setting. In the classroom, the instructor conducts lectures four days a week. Via distance learning, study materials and lectures are preinstalled on student’s computer or delivered to students’ home by the instructor.  Assignments are completed by students and graded accordingly.
This program is offered in English only.





Program Modules
	Module Name
	Description

	Intro to Accounting 
	In this course students will get an introduction to accounting, the accounting cycle, and the importance of generally accepted accounting principles (GAAP).

	College Accounting
	In this course students will learn how to manage the General Ledger, Accounts Receivable and Payable. In this course students will learn how to process payroll and payroll reporting.  

	Learning QuickBooks
	In this course, you will learn how to manage financial information more easily using the leading accounting software. You will learn how to create invoices, enter and pay bills, add new customers and vendors effortlessly. Perfect for students learning or refreshing their accounting knowledge with practical application.

	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program. Accuracy is emphasized over speed.



Computerized Accounting Omni (English Only)
Program Description
This program begins with an introduction to Microsoft Word 2016 and Excel 2016. This combination course is where students will learn accounting principles and manual bookkeeping as well as automated accounting systems.  Generally Accepted Accounting Principles (GAAP), general ledger, accounts payable, accounts receivable, and payroll will give students the skills needed to be employed in entry level accounting positions.  
Program Objectives
The successful student will be fully computer literate and be able to function in a modern computerized office environment. Student will be prepared to work in a competitive office environment such as a full charge Bookkeeper, Accounts Receivable or Accounts Payable Clerk, a Payroll Processing Clerk, Data Processor, as well as being skilled in a the most widely used office programs.

Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 

Program Length
352 Hours
Course Outline
	Week
	Course Title
	Hours

	1
	Computer Concepts
	12

	2 - 8
	Introduction to Office Applications – Word & Excel 2016
	84

	9
	Intro to Accounting
	12

	10 - 17
	College Accounting
	96

	18 - 24
	Learning QuickBooks
	84

	1 - 24
	Keyboarding Practice Skills
	64

	
	Total Hours
	352



Method of Instruction 
Program is conducted in a classroom or online setting. In the classroom, the instructor conducts lectures four days a week. Via distance learning, study materials as well as lectures are preinstalled on student’s computer or delivered to students’ home by the instructor.  Assignments are completed by students and graded accordingly.
This program is offered in English only.

Program Modules
	Module Name
	Description

	Computer Concepts
	Student will learn basic computer knowledge including; BIOS chip, GUIs, the processor. They will understand the main difference between a pc computer and a Mac. Student will be able to describe, different types of memory, know proper saving techniques, and more.

	Introduction to Office Applications – Word & Excel 2016
	Students are taught the essential and more advance elements of word processing as they relate to the business environment. Specific features include; saving files, formatting, enhancing test, tabs, printing documents, headers and footers, and how to create documents using templates. They will also learn how to use all the basic and advance features of spreadsheets, including, the most frequently used functions, such as SUM, MAX, MIN, COUNT, and will learn how to create IF statements and more.

	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program (minimum 64 hours completed). Accuracy is emphasized over speed.

	[bookmark: _Toc383519263]Intro to Accounting 
	In this course students will get an introduction to accounting, the accounting cycle, and the importance of generally accepted accounting principles (GAAP).

	College Accounting
	In this course students will learn how to manage the General Ledger, Accounts Receivable and Payable. In this course students will learn how to process payroll and payroll reporting.  

	Learning QuickBooks
	In this course, you will learn how to manage financial information more easily using the leading accounting software. You will learn how to create invoices, enter and pay bills, add new customers and vendors effortlessly. Perfect for students learning or refreshing their accounting knowledge with practical application.



Computerized Office / General Office Clerk (English/Spanish)
Program Description 
This program uses the most current word processing and spreadsheet software used in today’s modern business office.  It will start with an introduction to computer concepts and the proper operation of the computer, followed by a course in basic word processing and spreadsheet, immediately followed by more advance, Word 2016 and Excel 2016, options and features. This course is for the student interested in general office occupations. Keyboarding will complement the student’s knowledge of the computer and daily practice is required. Student’s initial WPM will be tested. Student’s progress throughout the program will be monitored regularly.
Program Objectives
With the use of advanced technology, the successful students will be fully computer literate and be able to function in a modern computerized office environment. Student will be able to keep records of various administrative tasks. Be able to manage extensive list and records, and prepare reports using any spreadsheet program. Be able to multitask through various office programs to keep up with the demanding roles of today’s office administration.
Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 
Program Length
256 Hours
Course Outline
	Week
	Course Title
	Hours

	1 - 2
	Computer Concepts
	24

	3 - 10
	Office Applications – Excel 2016
	96

	11- 16
	Office Applications – Word 2016
	72

	1 - 16
	Keyboarding Practice Skills
	64

	
	Total Hours
	256



Method of Instruction
Program is conducted in a classroom or online setting. In the classroom, the instructor conducts lectures four days a week. Via distance learning, study materials as well as lectures are preinstalled on student’s computer or delivered to students’ home by the instructor.  Assignments are completed by students and graded accordingly.
This program is offered in English and Spanish.
Program Modules
	Module Name
	Description

	Computer Concepts
	Student will learn basic computer knowledge including; BIOS chip, GUIs, the processor. They will understand the main difference between a pc computer and a Mac. Student will be able to describe, different types of memory, know proper saving techniques, and more.

	Introduction to Office Applications – Word & Excel 2016
	Students are taught the essential and more advance elements of word processing as they relate to the business environment. Specific features include; saving files, formatting, enhancing test, tabs, printing documents, headers and footers, and how to create documents using templates. They will also learn how to use all the basic and advance features of spreadsheets, including, the most frequently used functions, such as SUM, MAX, MIN, COUNT, and will learn how to create IF statements and more.


	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program. Accuracy is emphasized over speed.


[bookmark: _Toc383519264]

[bookmark: _Toc383519266]Medical Billing and Coding (English Only)
Program Description
This program starts with students mastering the necessary language to describe how the human body works, what goes wrong with it, and how we treat it, by using proven combination of learning principles and exercises to make teaching easier in basic medical terminology, basic medical billing and coding. Students will learn computerized medical billing and coding procedures with HIPAA training, basic law ethics involved in this field, with an understanding of Aging Reports, Appeals and Rebilling for the development of consistent cash flow in the medical office. 
Program Objectives
This course will prepare students to work in a medical office environment using the latest medical office software.  Students will learn how to use MOSS 2.0, a generic practice management software, which helps students prepare to work with any commercial software used in medical offices today. This will include how to enter patient information, demographics, charges, and how to post patient and insurance payments in the billing program. 
Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 
Program Length
This program is 352 hours which is spread across a 5-month period or 20 weeks.  Students who need a longer period of time to complete the course can speak to the administrator before changes are made to the scheduled date of completion.  

Method of Instruction
Student can choose from instruction in the classroom or as a distance education program.  Classes are held Monday thru Thursday, and school is closed on most major holidays, see your instructor for the Holiday Schedule.  Students will be assigned an instructor and may receive a facilitator.  All materials will be delivered to the student receiving instruction via online before the program can begin.
Student will be contacted twice per week by their facilitator and/or instructor.  Meeting times will vary and the student is expected to be at their home workstation as scheduled. 
This program is currently offered in English ONLY.



PROGRAM OBJECTIVES:  Upon completion of this program, students will be able to:
· Have basic use of the billing program, with the ability to enter pertinent information for billing purposes to insurance carriers.  
· The ability to run basic reports to ensure consistent cash flow.
· Basic knowledge of claim processing procedures and follow up.
· Identify the information found on an explanation of review (EOR) and explanation of benefits (EOB) forms.
· Identify problems that result in delayed or delinquent claims, and discuss the options on how to resolve them.
· Review the appeals, rebill and collection process and standard collection methods.  These include telephone etiquette, and effective writing of collection letters, memos, and faxes. 
· Understanding the methods used to monitor and follow up on claims with third-party payers.
· Define, spell, and pronounce basic medical terms associated with health care.
· Updated ICD 10 coding and Procedure Codes with some HCPCS coding assignments, and understanding the uses of the CMS 1500 Claim Form and UB4 Billing Form. 
· Code and point out diagnoses and procedures from medical records and accurately identify the ICD10 and CPT codes for proper billing.
· Identify and use proper modifiers in coding for services.
· Understand the importance of ethical decision making.
· Understand the role of the legal system in a medical practice.
· Understand the importance of patient confidentiality and the protection thereof.
Program Modules 
	Module Name
	Description

	Medical Terminology for Health Professions
Body Anatomy and Medical Terminology

	This course simplifies the process of memorizing complex medical terminology by focusing on the important word parts - the common prefixes, suffixes and root words. Organized by body systems, the chapters begin with an overview of the terminology related to the body's structures and functions, then proceed through diseases and disorders, and finally diagnostic procedures and treatments. 
Introduction to Medical Terminology
Primary Medical Codes
Word Parts/Roots/Suffixes/Prefixes
Comprehensive Terminology Review
Abbreviations and their meanings
Human Anatomy and Systems

	Medical Office Simulation Software 2.0

	In this course, students will be learn how to effectively use the MOSS 2.0 medical software used in medical billing with an emphasis on the proper use of advanced medical terminology.

	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program. Accuracy is emphasized over speed.

	Role of an Insurance Billing Specialist
	Compliance, Privacy, Fraud, and Abuse in Insurance Billing/HIPAA
Basics of Health Insurance
Medical Documentation and the Electronic Health Record
Diagnostic Coding/Procedure Coding
Paper Claim CMS 1500 Claim billing form 
Electronic Claims
Receiving Payments and Insurance Problem Solving – EOB - EOR
Office and Insurance Collection Strategies – Appeals - Rebills
Workers’ Compensation
Hospital Billing UB4 billing form

	Step by Step Coding
	Overview of ICD 10
Introduction to CPT & HCPCS
Modifiers
Human Anatomy and Systems

	Medical Law & Ethics
	The Legal Environment
The Healthcare Environment
Medical Ethics



Medical Billing and Coding - Omni (English Only)
Program Description
This program starts with an instruction to Microsoft Word and Excel 2016.  Students will master the necessary language to describe how the human body works, what goes wrong with it, and how we treat it, by using proven combination of learning principles and exercises to make teaching easier in basic medical terminology, basic medical billing and coding. Students will learn computerized medical billing and coding procedures with HIPAA training, basic law ethics involved in this field, with an understanding of Aging Reports, Appeals and Rebilling for the development of consistent cash flow in the medical office. 
Program Objectives
This course will prepare students to work in a medical office environment using the latest medical office software.  Students will learn how to use MOSS 2.0, a generic practice management software, which helps students prepare to work with any commercial software used in medical offices today. This will include how to enter patient information, demographics, charges, and how to post patient and insurance payments in the billing program. 
Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 
Program Length
This program is 352 hours which is spread across a 5-month period or 20 weeks.  Students who need a longer period of time to complete the course can speak to the administrator before changes are made to the scheduled date of completion.  

Method of Instruction
Student can choose from instruction in the classroom or as a distance education program.  Classes are held Monday thru Thursday, and school is closed on most major holidays, see your instructor for the Holiday Schedule.  Students will be assigned an instructor and may receive a facilitator.  All materials will be delivered to the student receiving instruction via online before the program can begin.
Student will be contacted twice per week by their facilitator and/or instructor.  Meeting times will vary and the student is expected to be at their home workstation as scheduled. 
This program is currently offered in English ONLY.
PROGRAM OBJECTIVES:  Upon completion of this program, students will be able to:
· Have basic use of the billing program, with the ability to enter pertinent information for billing purposes to insurance carriers.  
· The ability to run basic reports to ensure consistent cash flow.
· Basic knowledge of claim processing procedures and follow up.
· Identify the information found on an explanation of review (EOR) and explanation of benefits (EOB) forms.
· Identify problems that result in delayed or delinquent claims, and discuss the options on how to resolve them.
· Review the appeals, rebill and collection process and standard collection methods.  These include telephone etiquette, and effective writing of collection letters, memos, and faxes. 
· Understanding the methods used to monitor and follow up on claims with third-party payers.
· Define, spell, and pronounce basic medical terms associated with health care.
· Updated ICD 10 coding and Procedure Codes with some HCPCS coding assignments, and understanding the uses of the CMS 1500 Claim Form and UB4 Billing Form. 
· Code and point out diagnoses and procedures from medical records and accurately identify the ICD10 and CPT codes for proper billing.
· Identify and use proper modifiers in coding for services.
· Understand the importance of ethical decision making.
· Understand the role of the legal system in a medical practice.
· Understand the importance of patient confidentiality and the protection thereof.
Program Modules 
	Module Name
	Description

	Medical Terminology for Health Professions
Body Anatomy and Medical Terminology

	This course simplifies the process of memorizing complex medical terminology by focusing on the important word parts - the common prefixes, suffixes and root words. Organized by body systems, the chapters begin with an overview of the terminology related to the body's structures and functions, then proceed through diseases and disorders, and finally diagnostic procedures and treatments. 
Introduction to Medical Terminology
Primary Medical Codes
Word Parts/Roots/Suffixes/Prefixes
Comprehensive Terminology Review
Abbreviations and their meanings
Human Anatomy and Systems

	Medical Office Simulation Software 2.0

	In this course, students will be learn how to effectively use the MOSS 2.0 medical software used in medical billing with an emphasis on the proper use of advanced medical terminology.

	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program. Accuracy is emphasized over speed.

	Role of an Insurance Billing Specialist
	Compliance, Privacy, Fraud, and Abuse in Insurance Billing/HIPAA
Basics of Health Insurance
Medical Documentation and the Electronic Health Record
Diagnostic Coding/Procedure Coding
Paper Claim CMS 1500 Claim billing form 
Electronic Claims
Receiving Payments and Insurance Problem Solving – EOB - EOR
Office and Insurance Collection Strategies – Appeals - Rebills
Workers’ Compensation
Hospital Billing UB4 billing form

	Step by Step Coding
	Overview of ICD 10
Introduction to CPT & HCPCS
Modifiers
Human Anatomy and Systems

	Medical Law & Ethics
	The Legal Environment
The Healthcare Environment
Medical Ethics

	Computer Concepts
	Student will learn basic computer knowledge including; BIOS chip, GUIs, the processor. They will understand the main difference between a pc computer and a Mac. Student will be able to describe, different types of memory, know proper saving techniques, and more

	Office Applications
Word and Excel
	Students are taught the essential and more advance elements of word processing as they relate to the business environment. Specific features include; saving files, formatting, enhancing test, tabs, printing documents, headers and footers, and how to create documents using templates. They will also learn how to use all the basic and advance features of spreadsheets, including, the most frequently used functions, such as SUM, MAX, MIN, COUNT, and will learn how to create IF statements and more.



Administrative Assistant – Customer Service Representative (English/Spanish)
Program Description	
This course is an introduction to the most current software used in word processing and spreadsheet applications for the student interested in general office occupations.  Keyboarding and office procedures will complement the student’s knowledge of the computer. Student’s initial WPM will be tested. Student’s progress throughout the program will be monitored regularly. An introductory course in Dragon voice activation software will be used to aide in the completion of projects and assignments.
Program Objectives
With the use of advanced technology, the successful students will be fully computer literate and be able to function in a modern computerized office environment. 

Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 
Program Length
256 Hours
Course Outline
	Week
	Course Title
	Hours

	1 - 2
	Computer Concepts
	24

	3 - 6
	Introduction to Office Applications - Excel 2016
	48

	7-14
	Introduction to Office Applications – Word 2016
	96

	15 - 16
	Customer Service Skills
	24

	1 - 16
	Keyboarding Practice Skills
	64

	
	Total Hours
	256



Method of Instruction
Program is conducted in a classroom or online setting. In the classroom, the instructor conducts lectures four days a week. Via distance learning, study materials as well as lectures are preinstalled on student’s computer or delivered to students’ home by the instructor.  Assignments are completed by students and graded accordingly.
This program is offered in English and Spanish.
Program Modules
	Module Name
	Description

	Computer Concepts
	Student will learn basic computer knowledge including; BIOS chip, GUIs, the processor. They will understand the main difference between a pc computer and a Mac. Student will be able to describe, different types of memory, know proper saving techniques, and more.

	Introduction to Office Applications – Word & Excel 2016
	Students are taught the essential and more advance elements of word processing as they relate to the business environment. Specific features include; saving files, formatting, enhancing test, tabs, printing documents, headers and footers, and how to create documents using templates. They will also learn how to use all the basic and advance features of spreadsheets, including, the most frequently used functions, such as SUM, MAX, MIN, COUNT, and will learn how to create IF statements and more.


	Customer Service Skills
	Students will learn the key concepts of working in an office environment. Items learned to include answering phones, sending emails, making copies, sending faxes, transferring calls, and taking messages. This module includes one week of in-office training where the student will operate as an office secretary in a real office environment.

	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program. Accuracy is emphasized over speed.


Voice Activated Systems (English Only)
Program Description 
This is an introductory course in the operation of the computer system using voice commands.  Designed for student with hand injuries or physical limitations that prohibit them from using a computer in the usual manner.  The student will learn to use a voice-activated application to control the computer and a word processing application. The course requires the student to spend time training the software to recognize their voice patterns, which will be used to navigate the computer system and also to dictate to the word processor. This course is available to qualified clients only.
Program Objective
To allow an injured student to learn the operation of a modern computer using voice commands focusing on Word Processing making it possible for employment in a high speed office environment.
Requirements for Completion
To complete the program a student must attend a minimum of 80% of the scheduled hours of instruction, achieve an average score of 60% or greater on quizzes and exams, and pass a practical exam. 









Program Length
352 Hours
Course Outline
	Week
	Course Title
	Hours

	1 - 2
	Computer Concepts
	24

	3 - 8
	Office Applications – Word 2016
	72

	9 - 17
	Dragon I – Office Applications – Word 2016
	108

	18 – 24
	Dragon II – Internet/Web Browsing
	84

	1 - 24
	Keyboarding Practice Skills
	64

	
	Total Hours
	352



Method of Instruction
Program is conducted in a classroom or online setting. In the classroom, the instructor conducts lectures four days a week. Via distance learning, study materials as well as lectures are preinstalled on student’s computer or delivered to students’ home by the instructor.  Assignments are completed by students and graded accordingly.
This program is offered in English only.
Program Modules
	Module Name
	Description

	Computer Concepts
	Student will learn basic computer knowledge including; BIOS chip, GUIs, the processor. They will understand the main difference between a pc computer and a Mac. Student will be able to describe, different types of memory, know proper saving techniques, and more.

	Introduction to Office Applications – Word 2016
	Students are taught the essential and more advance elements of word processing as they relate to the business environment. Specific features include; saving files, formatting, enhancing test, tabs, printing documents, headers and footers, and how to create documents using templates.

	Dragon I & II
	Students will use Dragon NaturallySpeaking to set-up the voice activation program to recognize their own voice pattern to assist with dictation into MS Word. They will learn basic voice commands and add custom voice commands, be able to train Dragon to improve voice recognition accuracy, and surf the world wide web. Student will become fluent on advance voice activated applications used in an office setting. 

	Keyboarding Practice Skills
	In this course students will learn proper hand placement and body posture while keyboarding. Daily 1 hour of practice is required, at least four times a day, for the duration of the program(minimum 64 hours completed). Accuracy is emphasized over speed.
If you have a hand injury, which causes you pain and can prevents you from successfully completing this requirement, this is course is not required.



Truck Driving (English Only) 
Program Description 
The truck driver training is a 160 hour course (4 weeks) which will allow students to obtain their Class A Commercial Driver’s License.  The course is a combination of classroom lecture, home study, exams, observation and hands-on training.  The course training is as follows:
Classroom Training totals 40 hours of instruction and home study and provides the student with an entry-level knowledge of the trucking industry, Department of Transportation Safety, the Drivers Log Book and preparation for the DMV Commercial Drivers License Permit written examination.  The student will take the DMV administered written test on Monday of the second week of training.  It is necessary to pass and obtain the instructional permit before proceeding to the behind-the-wheel training phase of the training course.
Field Training consists of 120 hours of instruction using both cab over and conventional tractors with various trailers.  The student will learn the skills necessary to become a safe entry-level truck driver.  Field training includes both observation and behind the wheel time.  The field training consists of driving in training areas which include a combination of highway, city and heavy traffic driving with emphasis on defensive driving.  Backing, safety and emergency procedures are also practiced extensively.  The training also consists of DMV skills practicing, job search training, DMV road testing and graduation.  Homework is assigned on a regular basis and students must be prepared for an intensive program study.
Course Outline – Classroom- Classroom training consists of 40 hours of training material with 20 hours of classroom instruction and provides the student with knowledge of the trucking industry, Department of Transportation Safety, Drivers Log Book and preparation for DMV Commercial Drivers License Permit written examination. 
CLASSROOM
40 HOURS
	Week 1

	Day 
	Subject 
	Classroom Hours

	1
	Introduction to Trucking Industry & Maintenance/CDL Permit Preparation   (Chapters: 1, 2, 7, 12)  
	2

	
	Chapter Test
	

	1
	Department of Transportation Safety/CDL Permit Preparation    
	2

	
	Chapter Test
	

	2
	Truck/Trailer and Systems/Operation/CDL Permit Preparation  (Chapters: 34 & 36)
	4

	
	Chapter Test
	

	3
	Vehicle Inspection/CDL Permit Preparation  (Chapters: 3-5, 8-11, 14, 25, 30)    
	4

	
	Chapter Test
	

	4
	Brake System/CDL Permit Preparation     (Chapters: 20, 22-23)  
	2

	
	Chapter Test
	

	4
	Trip Planning/Log Books/CDL Permit Preparation  (Chapters: 27-29)
	2

	
	Chapter Test
	

	5
	CDL Permit Preparation & CA DMV Permit Test
	4

	
	Classroom Total Hours             
	20

	
	Independent Study Hours
	20






Course Outline – Field Training
Field training consists of 120 hours of training material with 90-hours of hands-on field instruction using both cab over and conventional tractors with various trailers.  The student will learn the skills necessary to become a safe entry-level truck driver DOT Title: Tractor-Trailer Driver, and obtain a Class A California Commercial Driver’s License.  

FIELD
120 HOURS

	Week
	Subject 
	Shifting Range/Skills
	On the Road
	Hours

	
	
	
	
	

	2-4
	Tractor/Trailer Inspection:
	
	
	

	
	Pre/Post Trip Exterior
	2.25
	
	2.25

	
	Pre/Post Trip Interior
	2.25
	
	2.25

	
	Brake System
	2.25
	
	2.25

	2-4
	Coupling/Uncoupling:
	
	
	2.25

	
	Single Trailer
	2.25
	
	2.5

	
	
	
	
	

	2-4
	Backing/Parking:
	
	
	

	
	Straight Line Backing
	2.25
	
	2.25

	
	Alley Docking
	5.50
	
	5.5

	
	Parallel Parking
	2.25
	
	2.5

	
	
	
	
	

	2-4
	Transmission/Shifting:
	
	
	

	
	Double Clutch
	4.75
	6.0
	10.75

	
	Up Shift by Speed
	2.75
	3.0
	5.75

	
	Up Shift by RPM
	2.75
	3.0
	5.75

	
	Down Shift by Speed
	2.75
	3.0
	5.75

	
	Down Shift by RPM
	2.75
	3.0
	5.75

	
	
	
	
	

	2-4
	Driving Control:
	
	
	

	
	Safety Awareness
	1.0
	3.0
	4.0

	
	Use of Mirrors
	1.0
	2.0
	3.0

	
	Brake Control
	1.0
	4.0
	5.0

	
	Steering Control
	.5
	1.5
	2.0

	
	Lane Change/Position
	2.0
	2.0
	4.0

	
	Turning Movements
	.5
	5.0
	5.5

	
	Grade Control
	1.0
	2.75
	3.75

	
	Total
	41.75
	38..25
	80.0

	
	
	
	
	

	4
	Advanced Safety & Operations:
	
	
	

	
	Tire and Wheel Safety/Maintenance
	4.0
	
	4.0

	
	Tractor  and Trailer Maintenance  
	12.0
	
	12.0

	
	Fifth Wheel and Sliding Area
	5.0
	
	5.0

	
	Refrigeration Trailer Operations
	3.0
	
	3.0

	
	Flatbed
	7.0
	
	7.0

	
	Bobtail
	1.0
	
	1.0

	
	Doubles Operations
	8.0
	
	8.0

	
	Total
	40.0
	0
	40.0

	
	Total Field Hours:
	81.75
	38.25
	120.0



	Week No.
	Subjects
	Clock Hours

	Week 1
	Classroom Instruction:2 Introduction to Trucking Industry;   Truck/Trailer, and Systems/Operation; Department of Transportation Safety and Vehicle Inspection Brake System;  Map Reading/Log Books;  CDL Preparation
	40

	Week 2
	Field Training: Tractor/Trailer Inspection, Coupling/Uncoupling, Backing/Parking, and begin Transmissions and Shifting.
	40

	Week 3
	Field Training: Continue Transmissions and Shifting, Driving Control
	40

	Week 4
	Field Training: Advance Wheel and Sliding Area
	40

	
	Total Hours
	160



Course Objective
Students will acquire the following skills:
1. The ability to drive tractor-trailer combination, applying knowledge of commercial driving regulations, to transport and deliver products, livestock, or materials, over short and long distances.
2. Maneuver trucks into loading or unloading positions, following signals from loading crew as needed.
3. The ability to drive a truck to a weigh station before and after loading, and along route to document weight and conform to state regulations.
4. Maintain a driver log according to I.C.C. regulations.
5. Inspect a truck before and after trips and submit report indicating truck condition.
6. Read a bill of lading to determine assignment.
7. Fasten chain or binders to secure load on trailer during transit.
8. Service truck with oil, fuel, and radiator fluid to maintain tractor-trailer.
Method of Instruction
This program will only be offered in English Only. No part of this program will be offered as a distance education. No transfer credit is accepted for vocational, paraprofessional coursework, life experience, or military training. Transfer credit cannot be used to meet our admission requirement. 





Program Charges
Registration Fee	$250
Tuition	$4,450
Physical Exam, Drug Test, DMV Test & Books	$300
Transportation/Lodging/Tools Allowance	$1,000
Total Charges*	$6,000

Externships
No externships or internships are required.
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