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PHILOSOPHY AND MISSION STATEMENT 
The mission of Career College of Northern Nevada is to meet 
the needs of local employers in our community by graduating 
exceptionally prepared, professional and self-confident students 
for high demand careers with potential for a return on their 
investment in terms of wages and growth potential.  Career 
College of Northern Nevada strives to be the most reputable and 
respected Career College in the region by helping to guide and 
ignite the passion within every student.  
Competency Based Educational Process 
Rapid changes in local industries are creating a demand for 
highly skilled employees.  To determine the best skills to teach 
our students, Career College of Northern Nevada relies on the 
recommendations made by special “Program Advisory 
Committees” (PAC) made up of local employers.  With the 
PAC’s guidance, the faculty and administrators of the College 
develop a curriculum that ensures that the skills these employers 
are looking for are taught in the students’ chosen fields of study.  
The College then trains and tests students in these skill areas and 
guarantees the relevant skill-set competency to employers who 
hire CCNN graduates. 
 
History  
Career College of Northern Nevada has a long, proud history of 
preparing students from the Truckee Meadows area for 
employment in various business, government and professional 
positions.  Our main campus was originally established as 
Apollo Business and Technical School in December of 1984, and 
was acquired by CareerCom Corporation in May of 1986.  In 
November of 1989 CareerCom Business School was acquired by 
Career Colleges, Inc. and the name was changed to Career 
College of Northern Nevada.  The college was relocated to 
Sparks, NV in August of 2009. Career Colleges, Inc. is a 
privately held corporation engaged exclusively in career, 
technical and professional development training.  We look 
forward to continued growth and development of our student 
body with a sense of confidence and pride. 
 
Sparks 
Facilities 
Career College 
of Northern 
Nevada is a 
private Career 
College located 
in Sparks, 
Nevada only 
minutes away 
from beautiful 
Lake Tahoe and 
the Sierra 
Mountains.  The 
area that 
surrounds Lake Tahoe is one of the most scenic and unique 
communities in the world; the recreational opportunities abound.  
For variety there are over 20 Alpine and Nordic ski areas within 
an easy drive of Reno-Sparks metro area.  The crystal water of 
Lake Tahoe offers sailing, boating, water skiing, diving, fishing, 
and swimming.  The adjoining national forests and wilderness 
areas extend an invitation for hiking, biking, camping, and other 
outdoor sports. 
 
Career College of Northern Nevada is located at 1421 Pullman 
Dr., Sparks, NV, occupying a 32,000 square ft. facility behind 
the Marina Plaza shopping center at the intersection of Sparks 
Blvd and Prater Way.  This facility is one of the most modern 
and complete educational facilities of its type in Northern 
Nevada.  The facilities have been specifically designed to meet 
the student's educational needs; the campus consists of 
classroom and laboratory areas, a learning resource center, a 
student lounge, and administrative offices.   
 
A variety of equipment is available for student use.  Included are 
the latest desktop computers, multiple computer networks, 
printers, and various laboratories designed to meet the 
educational needs of students in each of our training programs 

allowing students to develop the competencies required by our 
local community employers. 
 
The facilities of Career College of Northern Nevada are 
accessible for wheelchair-bound students through the use of 
ramps.  An elevator is located in the center of the building.  The 
rest-room facilities are specifically designed to accommodate 
wheelchairs and be readily accessible and usable by individuals 
with disabilities.   
 
Office Hours 
Our administrative office hours are Monday through Thursday, 
8:00 a.m. to 7:00 p.m., and Friday, 8:00 a.m. to 5:00 p.m.  
Admissions Representatives and other staff members may be 
seen at other times by appointment.  Saturdays will have minimal 
staff from the Financial Aid, Admissions, Registrar office and 
the library available from 10:00 am to 2:00 pm.  The Weekend 
Education Supervisor will be available whenever weekend 
classes are scheduled.  The Weekend Education Supervisor will 
also make the Library available to students as needed. 
 
Consumer Information Dissemination 
Students who wish to obtain information required to be 
disseminated under CFR 668 Subpart D (Institutional and 
Financial Assistance Information for Students) can contact the 
Director of Financial Aid during normal office hours.  Additional 
assistance and benefits information can be found in the Financial 
Aid section of this College catalog.   
 
Equal Educational Opportunity 
Career College of Northern Nevada is in compliance with  Civil 
Rights Act of 1964 and Title IV (Desegregation of Public 
Education);  Education Amendments Act of 1972 and Title IX 
(Discrimination on the Basis of Sex); the Equal Credit 
Opportunity Act (Discrimination in Lending); and the Age 
Discrimination Act.  It is the policy of the College not to 
discriminate on the basis of age, race, sex, color, national origin, 
religion, or handicap with regard to its students, employees or 
applicants for admission or employment. 
 
The College is committed to assuring equal access to all college 
programs and services and complies with state and federal 
disability nondiscrimination requirements. The college pursues 
the goal of equal access to students, staff and faculty with 
documented disabilities.  
 
A student may voluntarily register with the Admissions Office 
by disclosing any disabilities and/or accommodations necessary 
to be successful and providing documentation of their 
disabilities, after which reasonable accommodations will be 
determined and implemented by the college.  Documentation of 
the disability and accommodations will be maintained in the 
student’s file and kept confidential according to the FERPA 
policy outlined later in this catalog. 
 
Any complaint alleging failure of this institution to follow this 
policy should be reported to the College President. 
 
Privacy Rights of Students 
Confidentiality is maintained according to the Family Education 
Rights and Privacy Act of 1974, also known as FERPA or the 
Buckley Amendment. 
 
Sexual Harassment 
Sexual harassment occurs when one employee/student makes 
continued, unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature, 
to another employee/student, against his or her wishes.  If you 
feel you have been sexually harassed by anyone at the College, 
immediately contact the Academic Dean, Evening Education 
Supervisor, Weekend Education Supervisor, or the College 
President who are the designated Safety Coordinators.  
 
Gainful Employment Disclosure Metrics 
Federal Department of Education’s regulation on Gainful 
Employment requires each participating college to provide 
students with Gainful Employment disclosure metrics that can 
be useful when deciding if a training program will meet your 
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needs.  Gainful Employment metrics for Career College of 
Northern Nevada can be found by selecting the “Disclosures” 
link on our website located at www.ccnn.edu. 
 
Title IX 
No person in the United States shall, on the basis of sex, be 
excluded from participation in, be denied the benefits of, or be 
subjected to discrimination under any education program or 
activity receiving Federal financial assistance.  CCNN has 
designated three individuals to act as Title IX coordinators, the 
Academic Dean and the Evening Education Supervisor and the 
Weekend Education Supervisor.  Disagreements will be 
submitted to the College President when necessary.  If any 
student wishes to file a complaint or concern related to 
discrimination on the basis of sex they can do so by submitting 
the concern in writing or verbally to any of these individuals.  
Training related to discrimination protected by Title IX will be 
provided by employees designated by the Coordinators. 
 
Coordinators will bring any complaint, written, verbal or 
otherwise, to the College President for resolution.  Complaints 
will be investigated and resolved through training and/or 
discipline, up to and potentially including termination when 
warranted. If an investigation reveals that the harassment created 
a hostile environment, the school will take prompt and effective 
steps reasonably calculated to end the harassment, eliminate the 
hostile environment, prevent the harassment from recurring, and, 
as appropriate, remedy its effects.   The person filing the 
complaint will be notified of the outcome.  If a person filing a 
concern or the person the complaint is against feels the resolution 
is not appropriate they have a right to appeal the decision of the 
coordinators.  Appeals will be adjudicated by the College 
President. 
 
Retaliation against a person filing a complaint will not be 
tolerated by the college.  Any person filing a complaint who feels 
he/she has been retaliated against for filing that claim should 
report it to the College President immediately. 
 
Any person who feels the college has not handled a Title IX 
(discrimination based on sex) concern properly may contact the 
Office of Civil Rights at the US Department of Education OCR 
at OCR@ed.gov or 800-421-3481, TDD 800-877-8339. 
 
Statement of Control 
Career College of Northern Nevada is owned by Career Colleges 
Inc., a Nevada Corporation.  Career Colleges Inc. is a privately 
held corporation. 
 
Corporate Officers 
L. Nathan Clark - President & Chief Executive Officer 
Pamela Persons-Cisneros - Vice President, Secretary & 
Treasurer  
ACCREDITATION AND APPROVALS* 
Accreditation  
Career College of Northern Nevada is accredited as a Main 
Campus by the Accrediting Commission of Career Schools and 
Colleges (ACCSC).  The Accrediting Commission of Career 
Schools and Colleges is listed by the U.S. Department of 
Education as a nationally recognized accrediting agency.  
 
The Pharmaceutical Technician training program holds 
programmatic accreditation through the American Society of 
Health-System Pharmacists (ASHP). 
 
Approvals and Licensing 
Career College of Northern Nevada is licensed to operate by the 
Nevada Commission on Postsecondary Education and is 
authorized to offer degree and non-degree programs. 
 
The College is a certified Licensed Training Facility, for the 
National Pharmacy Technician Association (NPTA). 
 
The Welding and Fabrication Program is an approved Schools 

Excelling through National Skills Education (SENSE) Level II 
by the American Welding Society.  
 
Associations and Affiliations 
The College offers courses to students eligible through the 
following agencies: 

• Approved for Veteran's Training 
• Eligible Training Provider List for: 
o Workforce Investment and Opportunity Act 

(WIOA) 
o Job Opportunities In Nevada (JOIN) 

• Employers Insurance Co. of NV 
• Bureau of Indian Affairs (BIA) 
• State and Private Vocational Rehabilitation Agencies 

 
*Students may request review of documents that describe the 
above approvals and accreditation by making an appointment 
with the College President. 
 
Professional Memberships 
Career College of Northern Nevada maintains representative 
membership in the following professional organizations: 

• Western Association of Financial Aid Administrators 
• Nevada Association of Financial Aid Administrators 
• Reno-Sparks Chamber of Commerce  
• Better Business Bureau (BBB) 
• Western Industrial Nevada (WIN) 
• Association of Private Sector Colleges and 

Universities (APSCU) 
 
How is Career College of Northern Nevada Different? 

• Practical “hands-on” training programs. 
• Courses designed to meet the needs of the employers.  

Employers are members of “Program Advisory 
Committees”, guiding and recommending changes to 
the curriculum and laboratory activities. 

• A tested and proven alternative to four years of 
college that can get you on the job sooner. 

• Training facility designed to parallel the environment 
found in industry. 

• A professional teaching staff with job experience in 
the areas they teach. 

• A proven placement service that assists you in 
finding your first job, and provides additional 
placement assistance throughout your career. 

• Refresher training (at no additional cost) after you 
graduate from your career program. 

• Guarantee to Employers that states CCNN will 
retrain any graduate at no additional cost if the 
employer believes the graduate is lacking in any 
skills derived from CCNN. 

 
  

http://www.ccnn.edu/
https://wdcrobcolp01.ed.gov/CFAPPS/OCR/contactus.cfm
mailto:ocr@ed.gov
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ADMISSIONS INFORMATION 
Admission Requirements (Degree and Diploma Programs) 
A High School Diploma issued by a State Department of 
Education, or its equivalent, and successful completion of the 
required admission's evaluation is required for admissions into 
the college’s training programs. Each state has different 
requirements for approved tests for High School Equivalency.  
The student should check with the state where the test was taken 
to determine if it is accepted by that State’s Department of 
Education. The college will provide assistance in completing the 
GED in Nevada to those candidates without a high school 
diploma. 
 
Students who do not receive a passing score on the admission’s 
evaluation may be allowed to begin their program on probation 
after gaining approval from the Academic Dean.  Students who 
enter under probationary status may be required to take 
remedial/refresher courses to gain the practical knowledge 
needed to succeed in their chosen program.  Students who enter 
under probationary status will be required to maintain 
satisfactory progress as outlined in the section of this catalog 
titled “SATISFACTORY PROGRESS” beginning on page 10. 
 
Application Procedure 
Individuals wishing to apply to Career College of Northern 
Nevada must tour the campus and complete a personal interview.  
The college prefers that an applicant's parents, spouse or 
significant other also attend the interview.  This gives the entire 
family the opportunity to ask questions about the college and the 
program of study being considered.  An applicant who wishes to 
enroll is asked to comply with the following requirements:  

1. Make payment of application fee.  
2. Provide proof of High School graduation or 

equivalency. 
3. Receive recommendation from a Career College of 

Northern Nevada Admissions official following the 
personal interview.   

4. Successfully complete the required admissions 
evaluation(s). 

5. Negative drug screening results (screening required of 
Pharmaceutical Technician and Medical Assistant 
applicants only).  

6. Background check completed (for Pharmaceutical 
Technician students only).  Applicants must disclose 
all misdemeanor and felony convictions. 

7. Meet with a Financial Aid Officer and make 
arrangements to pay for the required education costs. 

 
Notification of Acceptance 
Once the above items have been submitted, the college will 
review the information and inform the applicant of its decision. 
If an applicant is not accepted by the college, all moneys paid 
will be refunded with the exception of the drug test fee for 
Pharmaceutical Technician and Medical Assistant students. 
 
Any applicant with a misdemeanor or felony conviction in their 
background must interview with the Placement Director or 
his/her designee prior to acceptance to determine if the 
prospective student can benefit from the training program they 
desire to pursue.  The applicant is then advised immediately of 
acceptance, denial, or any additional conditions necessary for 
admission.  
 
Transfer of Credits 
The Career College of Northern Nevada diploma and degree 
programs are designed with employment objectives in mind, and 
the student should not assume that the courses in any program 
can be transferred to another institution for credit.  While a few 
institutions have begun to accept credits for some of these 

programs, the general rule is that the vocational courses in these 
programs do not transfer.  Students planning to transfer CCNN 
credits to another school should get assurance of course 
transferability in advance from the institution to which they wish 
to transfer.  
  
Career College of Northern Nevada will normally accept credit 
transfers from another accredited postsecondary institution 
providing these courses are comparable to the courses outlined 
in this catalog, included in the student’s program of study, and 
do not exceed 50% of the program length.  The Academic Dean, 
or Evening Education Supervisor will review and make 
judgment on all credit transfer requests. 
 
Students may apply for a transfer of credits prior to 
attending the first day of their program (normally the 
program start day or orientation day).   The Academic Dean 
or Evening Education Supervisor will assess previous 
postsecondary school transcripts to determine transfer credit.  
Transfer credit will be granted for courses that are equivalent in 
length and content providing these credits were earned at an 
accredited postsecondary institution; such transfer credit is at the 
discretion of the Academic Dean.  Students must have a 
minimum grade of <C> in any credit accepted for transfer. 
Transfer credits will also be counted as credits attempted and 
completed when calculating a student’s completion rate.  The 
student must meet with a Financial Aid representative to 
determine if there are any financial aid implications to 
transferring credits. 
 
Transcripts for eligible Veteran students must be in the student’s 
file prior to the first scheduled day of classes of the Veteran’s 
first term of enrollment and officially evaluated to determine 
transfer credit in order for the Veteran to remain eligible for VA 
benefits.  If credit is transferable, the cost and length of the 
program will be reduced proportionately. 
 
An administrative fee of $20.00 is assessed for each course that 
is evaluated for credit or transfer. 
 
No more than 50% of the required credits for a program at 
CCNN may be granted through test-out and/or transferred 
from a different institution.  The Administrative Fee and the 
50% maximum mentioned above will be waived for credits 
transferred from a course previously taken at CCNN. 
 
Students, who successfully challenge a class or transfer credit, 
prior to the first day of attendance in that class, may choose to 
receive a prorated tuition adjustment or substitute another course 
of equivalent length. 
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STUDENT SERVICES 
Orientation 
Orientation is required for all new students and is held each term 
before the start of classes.  At this time, students are introduced 
to key faculty and staff members, as well as many of the College 
policies and procedures.  The spouse and/or family of the student 
are welcome and highly encouraged to attend the orientation. 
   
Advising Services 
The objective of the advising program is to guide and assist each 
student with developing his/her capabilities to their fullest 
potential.  Beginning with New Student Orientation and 
continuing throughout each student's CCNN career, the 
College's faculty and staff are a ready source of assistance.  
While in College, each student undergoes many adjustments, 
both academic and personal, and the transition is not always as 
smooth as one would hope it to be.  Faculty and staff work with 
each student in order to help him/her make the transition more 
smoothly.  As students near the end of their college career 
advising services and support shifts emphasis to career planning 
assistance, which is managed by the Placement Services office.  
See discussion below for more information regarding this 
important program and resource. 
 
 

Library and Learning Resource Center 
Our Learning Resource Center (LRC) contains volumes directly 
related to business and technical training in specialized areas.  
These reference materials, supplemental textbooks, and other 
related materials, may be used in the classroom.  Current trade 
publications are available for student use.  Access is provided 
and students are strongly encouraged to use the Internet as a 
source of reference.  The college also subscribes to Learning 
Information Resource Network (LIRN); instructions on logging 
into this service are found in the library, and also available from 
the college’s instructors. 
 
Housing 
Career College of Northern Nevada does not provide any 
housing for students.  Students must make their own 
arrangements for housing.  Housing and numerous apartment 
complexes are located within a reasonable distance from the 
campus. 
 
Placement Services 
The primary purpose of the Placement Services Office is to help 
Career College of Northern Nevada students obtain employment 
in their areas of specialization upon graduation.  Satisfactory 
completion of the program course-work is the first step in the 
employment process.  The College will provide training in 
various job-seeking skills through workshops and individual 
counseling. 
 
The Placement Services representative works with each student 
prior to graduation to determine areas of employment interest 
and to explore placement options.  Graduates are then notified of 
appropriate opportunities as they arise.  Continuous placement 
assistance is available to all Career College of Northern Nevada 
alumni even after the graduate’s first job.  Although it is 
impossible to guarantee each graduate a job, our past success 

indicates Career College of Northern Nevada graduates are 
welcomed by local business and industry.  You may obtain 
recent placement data from our Placement office or by visiting 
the college’s website at www.ccnn.edu . 
 
Placement Services also assists in the coordination of the 
student’s Externship process by identifying employers who are 
willing to host a student extern. 
 
Part-time Employment 
Career College of Northern Nevada maintains and continually 
develops a list of available part-time job leads to help students 
pay their living and educational expenses.  Upon starting classes, 
all students who request part-time employment will be given 
assistance in this area.   
 
Student Activities 
Extracurricular activities, which have included various student 
committees, College newspaper, social functions, field trips, and 
athletics, vary from year to year according to the inclination of 
the students.   

 

http://www.ccnn.edu/
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ACADEMIC POLICIES & INFORMATION 
Class Schedule 
Morning classes start at 8:00 a.m. and end at 12:40 p.m. 
Afternoon classes start at 1:00 p.m. and end at 5:40 p.m. 
Evening classes start at 5:45 p.m. and end at 10:25 p.m. 
Weekend classes: 
 Friday, 6:00 pm to 9:45 pm 
 Saturday, 8:00 am to 4:00 pm 
 Sunday, 8:00 am to 4:00 pm  
Each class period (hour) is equal to 50 minutes of instruction 
plus a short break.  Weekday classes meet four days a week, 
Monday through Thursday. Weekend classes meet three days per 
week, Friday through Sunday.  Students who do not maintain 
satisfactory progress and good attendance may be required to 
attend on Friday or Saturday to make-up work or for tutoring.   
 
Although the College will attempt in good faith to offer the 
courses as listed in the course outline without interrupting the 
students' enrollment period, the College reserves the right to: 

1. Cancel any class because the minimum enrollment has 
not been met. 

2. Change the time or location of any course offering. 
3. Limit the enrollment in any class. 
4. Change instructors. 

 
When class schedules are developed, priority will be given to the 
students who have not interrupted their training (Re-enter, 
Repeat, LOA, etc.).  All students may use the College facilities 
on a space available basis when they are not attending their 
scheduled classes. 
 
Class Sizes 
The average class size at the College is approximately 15 
students per instructor. The class size for lecture classes does not 
exceed 40 students per instructor.  The class size for a laboratory 
class will not normally exceed 20 students per instructor.  If 
laboratory classes are larger than 20 students, laboratory 
assistants will be assigned to provide the individual attention 
necessary to maintain a conducive learning situation.  Lab 
classes will not exceed 40 students; lab classes for the medical 
assistant students will not exceed 36 students.  
 
Definition of a Quarter Credit Hour  
One “Quarter Credit Hour” is equivalent to a minimum of 10 
class hours of instruction with appropriate homework and study, 
or 20 class hours of laboratory instruction, or 30 hours of 
externship.  
 
Effective July 1, 2011 for Federal Student Aid award calculation 
only, for Welding and Fabrication, HVAC/R and Pharmaceutical 
Technician students, one “Quarter Credit Hour” is equivalent to 
a minimum of 25 class hours of instruction, laboratory 
instruction, or externship and appropriate outside coursework.  
 
Attendance Policy & Make-Up Work 
Regular class attendance is considered essential. The cultivation 
of professional work habits is just as important as the acquisition 
of knowledge and the development of skills in a given 
occupation. Students should train themselves to be present for all 
classes. By forming this important business habit during your 
training program, you will find it easier to satisfy the employer 
who demands regular and punctual attendance. The student’s 
attendance record becomes a part of his/her permanent college 
record.  
 
It is recognized that reasons beyond the control of the student 
may make it impossible for every student to attend class every 
day. When an absence is necessary, it is the student‘s 
responsibility to notify their instructors of each absence, in 
advance of the absence if possible.  Students should contact the 
instructor for approval of make-up work, notes, assignments, and 
labs, in an effort to remain caught up with the class. Tutoring is 
offered by the college for students who regularly attend class but 
may not be available to help students get caught up for missed 
class time. In some instances, make-up work is not possible. i.e., 
projects requiring interaction with other students, guest speakers, 
and demonstrations.  
 

Proof of the reason for an absence may be required. The 
instructor may give a grade of “zero” on a missed examination, 
project, or homework if the student did not gain prior approval 
and/or provide documentation for the extenuating circumstances 
relative to the absence. 
 
Students who miss the final of any class without gaining prior 
approval to make up the exam will be dismissed from class (see 
appeals process for extenuating circumstances). 
 
Students enrolled in the Monday through Thursday sessions 
must attend a minimum of one day by the third day of the phase 
during week one in order to remain enrolled in the course. Any 
student who does not attend class for six (6) consecutive days 
will be dismissed from that course for violating the attendance 
policy.   
 
Weekend students must have attended class for one day by 
Sunday of the first weekend of class to remain enrolled. Any 
student enrolled in weekend courses missing class hours 
according to the following criteria will be dismissed from that 
class for attendance violation:  

• 24 clock hour class 6 consecutive hours 
• 48 clock hour class 12 consecutive hours 
• 72 clock hour class 18 consecutive hours 
• 96 clock hour class 28 consecutive hours 
• 120 clock hour class 30 consecutive hours 

Absences will not be classified as excused or non-excused. Any 
student who misses more than 4 days for weekday students or 
misses 16.67% of total hours for weekend students in any course 
will be placed on attendance probation for the following phase, 
regardless of the student‘s grade point average. A student placed 
on attendance probation will be notified and counseled no later 
than the beginning of the following phase.  While a student is on 
Attendance Probation, the student must not have more than 4 
absences for weekday students or 16.67% of total hours absent 
for weekend students, must maintain a 2.5 GPA for that phase 
and must complete all classes attempted. At the end of the 
probationary phase the student will be re-evaluated and if: 

1. the student fails only one of the three conditions set 
forth (2.5 GPA, more than 4 (or 16.67%) absences or 
withdrawal from any course) the student will remain 
on attendance probation for the next phase; or 

2. the student fails more than one of the conditions set 
forth the student will be dismissed for violation of the 
attendance probation. 

3. the student passes all three conditions (2.5 GPA, no 
more than 4 (or 16.67%) absences and does not 
withdraw from any course) the student will be 
removed from attendance probation. 

 
If the student later re-starts in the program after being dismissed 
for attendance violation or if the student withdrew while on 
attendance probation, the student will remain on attendance 
probation for the entire phase that he or she returns. Students on 
attendance probation will remain a regular student and eligible 
for Title IV Federal Student Aid. The last date of actual eligible 
attendance will be used in computing tuition due or refunded, in 
notifying government agencies and lenders, and in determining 
whether term grades are issued.  
 
Note: The number of classes a student is actively attending 
and the student’s enrollment status can affect that student’s 
Financial Aid eligibility. 
    
Tardiness  
Because of the quantity of material presented in each class, it is 
in the student’s best interest to arrive in a class prior to the 
starting time.  If you arrive late for class, please enter as quietly 
as possible and ask the instructor at the end of the class for 
materials or assignments missed.  Being late for class or leaving 
class early will result in missed minutes being recorded and 
accumulated. Accumulated minutes missed will be converted to 
absences using the following criteria: 
• 24 clock hour class-   25 minutes of accumulated missed 

minutes will equal an absence 
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• 48 clock hour class-   50 minutes of accumulated missed 
minutes will equal an absence 

• 72 clock hour class-   75 minutes of accumulated missed 
minutes will equal an absence 

• 96 clock hour class-   100 minutes of accumulated 
missed minutes will equal an absence 

• 120 clock hour class-   125 minutes of accumulated 
missed minutes will equal an absence  
 

Note: Missing more than half the scheduled class time will result 
in an absence regardless of the number of missed minutes 
accumulated. 
 
Tutoring  
Tutoring is available to students in the courses they are currently 
enrolled.  Tutoring is not meant to be used as a substitute for 
attendance in class.  Students requesting tutoring will follow the 
procedure listed below: 

1. Request tutoring from their instructor. 
2. If unable to schedule a time with their instructor, 

request assistance to obtain tutoring from the 
department chairperson. 

3. If unable to receive the assistance needed with either 
of these people, request assistance to obtain tutoring 
from the Academic Dean or the Evening Education 
Supervisor. 

Tutoring is normally scheduled on Friday or Saturday.  
However, in special circumstances, other arrangements can be 
made, dependent on the availability of the tutor. 
 
Student Status 
Students that are accepted into a program of study, meeting all 
admissions requirements, will be considered to be a ‘regular 
student’.  Students who maintain an academic load of 7.5 quarter 
credits or more per 6 week phase are considered to be ‘full time’ 
students.  Students are considered to be ‘active’ if they are 
currently enrolled and attending classes on a regular basis 
(except for absences allowed under ‘Leave of Absence” 
(described below).  Students who have completed the didactic 
and lab or clinical portions of their training, and are awaiting 
assignment of an externship, are considered to be enrolled as a 
regular student until a suitable externship site is secured and the 
student begins the externship portion of the training program.  
Students must be actively working with the placement 
department to secure the externship site or they will be 
dismissed. Students who fail to begin the externship as assigned 
or stop participating in the externship (except for absences 
allowed under Leave of Absence” described below) will be 
considered to be a ‘drop’ student and subject to the withdrawal 
policy outlined below. 
 
Leaves of Absence 
The College realizes that extenuating circumstances may arise in 
which a student may need to temporarily leave school.  In some 
instances, a leave of absence may be granted.  The rules 
governing such leaves are as follows: 

1. All Leaves of Absence (LOA) must be requested by 
the student in writing, must be signed and must be 
dated, and all leaves must be approved by the 
Academic Dean.  The student must specify the reason 
for the Leave of Absence in the request. 

2. Students may have no more than one LOA in any 12-
month period.  One subsequent LOA may be granted 
for a period not to exceed an additional 6 week phase 
for unforeseen circumstances, and the justification for 
the leave will normally be limited to jury duty, military 
reasons, or circumstances covered under the Family 
and Medical Leave Act (FMLA). 

3. As stated above a LOA may not exceed 1 (one) 6 week 
phase under normal conditions.  In no event will a 
leave be granted for more than 180 days in any 12 
month period.  Any LOA exceeding 1 (one) 6 week 
phase in length must be approved by the College 
President.  Need for more than 1 (one) 6 week phase 
LOA must be documented.  A doctor’s 
recommendation or lack of available class schedules 

are examples of acceptable forms of documentation. 
4. A student who is granted a Leave of Absence must 

specify an expected return date, and must return by the 
end of the week in which that expected return date is 
scheduled.  

5. If the student does not return following LOA period, 
the student will be considered to be withdrawn from 
College and a Return to Title IV calculation will be 
completed to determine the amount of Student Aid the 
student has earned prior to the LOA.  Any excess funds 
will be returned according to the Return of Aid Policy.  
The student’s status as a withdrawn student and Last 
Day of Attendance will be reported to the National 
Student Loan Data System (NSLDS) and will affect 
the student’s grace period on Student Loans. 

6. In order for a LOA request to be approved by the 
school the student must be able to return at a point 
where the student was, academically, before the leave 
begins.  Any course work completed prior to the LOA 
begin date must be accepted towards the courses when 
the student returns.  Due to this rule it is impractical to 
begin an LOA any time other than the first day of a 
new phase due to the way the college schedules 
classes.  We normally cannot guarantee that a student 
will be able to return at the same point they were in the 
classes when they left.  
 

Withdrawal Policy 
Students who officially withdraw from the College must 
complete the “Exit Interview” form, available from the 
Academic Dean’s office.  Notification of withdrawal made to an 
instructor or college staff member does not constitute an official 
withdrawal.   
 
The Academic Dean will automatically dismiss students who are 
in violation of the attendance policy outlined on page 6 of the 
College Catalog.  Students withdrawing who have received any 
form of Federal Student Aid are also required to complete an 
Exit Interview with the Financial Aid Office. Students who 
withdraw from the College will be assessed a $100 
administrative fee.  
 
Military Withdrawals/Leaves of Absences 
Career College of Northern Nevada is committed to assisting 
students who serve in the military. When a student serving in the 
military is informed of a deployment or other official military 
commitment that will prevent the student from attending classes 
or completing the phase, the student will promptly inform their 
Department Chair and then contact the Academic Dean to 
discuss possible options available to complete required 
coursework. A copy of the deployment orders will be required to 
document the military leave. Students who must withdraw due 
to military active duty commitments will be granted a military 
leave of absence from Career College of Northern Nevada. 
“Active duty” is defined as full-time enlistment in the active 
military service of the United States. This policy includes full-
time training duty, annual training duty, active state duty for 
members of the National Guard or reserves, and members of the 
armed forces in a retired status, called back to active duty. 
 
Students approved for a military leave will also have any 
withdraw charges posted to their account reversed. If the college 
does not receive prior notice of a required military leave of 
absence, the student will be withdrawn from classes per the 
college policies set forth in this catalog. 
 
Re-Enrollment Policy 
Upon re-enrollment, students will have the same academic 
standing as they had at the time they left College.  A student who 
was previously dismissed for failure to make satisfactory 
progress may reestablish satisfactory progress by remaining out 
of College for one phase, gain approval from the College 
President or Academic Dean to restart and, during the first restart 
phase, demonstrate academic improvement by successfully 
completing 100% of all credits attempted, and achieve a 2.5 GPA 
for that phase.  Students who reenter under unsatisfactory 
conditions will not be eligible for Federal Student Aid during the 
restart phase.  If at any time a student has dropped out, 
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retaken courses, or taken less than a full class load, the 
College cannot guarantee the original graduation date.  
 
Students who are dismissed or drop out for a second time must 
petition the Academic Dean for reentry and gain approval from 
the Administrative Board and demonstrate that they are serious 
about their education before they are allowed to restart. 
 
Substitution of Courses 
The College reserves the right to approve the substitution of 
courses to aid the student in his or her vocational objectives 
when the Academic Dean deems it appropriate.  Substitutions 
cannot exceed 25% of the student's program.  All students 
seeking to substitute a course must be counseled by Financial 
Aid.   
 
Change of Program 
A student who desires to transfer to a different curriculum may 
do so with the approval of the Academic Dean.  Additional 
expenses will be incurred for a transfer into a different program 
of study for any classes taken that do not apply to the new 
program, and for additional books and supplies.  A change of 
program may affect future class schedules, Federal Student 
Aid eligibility, and expected graduation date. 
 
Transcript Requests 
A student who wishes to obtain a copy of his/her transcript must 
complete a transcript request and submit it to the Registrar.  The 
student's first transcript is free; a fee of $4 will be assessed for 
each additional transcript.  Transcripts will not be released to 
graduates or former students with outstanding balances on their 
tuition account or who are delinquent on Federal Student Loans.  
Two weeks should be allowed for processing any transcript 
request. 
 
Administrative Prerogatives 
Career College of Northern Nevada reserves the right to make 
changes as and when necessary in the regulations, fees, and 
curriculum, and to cancel a course if registration does not justify 
continuance.  If a student takes a Leave of Absence, or 
withdraws from a program, the student’s original course(s) or 
program may not be offered when the student returns. 
 

Indemnification 
The student releases and holds harmless the institution, Career 
College of Northern Nevada, its agents, and representatives from 
and against all liabilities, damages, and other expenses which 
may be imposed upon, incurred by, or asserted against it or them 
by reason of bodily injury or property damage which may be 
suffered by the student from any cause, while enrolled as a 
student in the institution.  In consideration of the student being 
permitted to participate in individual or group tests, training, 
externships, or demonstrations of ability, techniques, 
commodities, equipment, or procedures relating to course or 
intramural activities under the auspices of the College, the 
student and parties executing the student enrollment contract 
with the student, authorize participation by the student and 
releases the institution, and its officers, agents and employees 
from any and all responsibility for injury and damage to person 
or property. 
 
Disaster 
In the event of labor disputes or Acts of God (i.e., fire, flood, 
hurricane, tornado, etc.), the College reserves the right to 
suspend training at the site affected for a period not to exceed 90 
days or the time needed to locate a suitable substitute site. 
 
Inclement Weather Procedure 
In the event of inclement weather, CCNN will make decisions to 
cancel or delay class based on safety of the students and 
employees.  The college will post those decisions to the social 
media sites and announce through text message blast.  Please be 
sure to update your phone number with the receptionist or 
registrar’s office to be sure you receive those text messages. 
Students are encouraged contact the front desk directly or visit 
the following web address for the most up to date information: 
 
http://www.facebook.com/pages/Career-College-of-Northern-
Nevada/469595270555 
 

http://www.facebook.com/pages/Career-College-of-Northern-Nevada/469595270555
http://www.facebook.com/pages/Career-College-of-Northern-Nevada/469595270555
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Conduct Policies 
Violation of any of the following could result in, probation, 
suspension, or dismissal. 

 Cheating on academic work is a violation of College 
policy. 

 The use of indecent or profane language is prohibited. 
 Verbal or physical threats of violence against students, 

staff, or visitors are prohibited.  
 The use and/or possession of alcoholic beverages, 

marijuana or illegal drugs is prohibited at all times on 
College property. 

 Food and beverages are not allowed in classrooms or 
labs that contain equipment. 

 Students must adhere to good housekeeping and safety 
rules. 

 Students are expected to conduct themselves in a 
professional manner at all times in class or on campus.  
Students who become disruptive to the learning 
process of other students will be asked to leave class 
and will be marked absent during the time they are not 
in class. 

It is the responsibility of each student to become familiar with 
the posted regulations relative to fire exits, warnings, and drills.  
The noise level in hallways and other common areas must be 
kept to a minimum.  
 
Children on Campus 
Students are not allowed to bring their children to school 
with them during their scheduled class hours or make-up 
hours.  Children are not allowed to be in the classroom or 
lab during scheduled class time.  Students are expected to 
find suitable childcare for their dependents so that they can 
attend class regularly.  Career College of Northern Nevada 
does not provide for daycare but can provide referrals to 
agencies that can help you locate suitable daycare 
arrangements or provide a list of other students who are 
willing to help each other out. Children will not be allowed 
to be on campus without adult supervision. 
 
Computer and Network Usage Policy 
The computers, computing resources, and Internet access on 
campus are the property of CCNN. They are provided for use by 
the students, faculty, and staff for research, academic, and other 
authorized college-related purposes.  
 
This policy applies to anyone who uses the College’s 
information technology resources.  The resources covered by 
this policy include, but are not limited to computer hardware and 
software; electronic devices such as personal digital assistants 
(PDAs), smart phones, and cell phones; telephone and data 
networks; and electronically stored data.  Use of these resources 
includes access from off campus and on campus, as well as 
access from privately owned computers and electronic devices.  
 
Prohibited Use of Information Technology (IT) resources 
include but are not limited to: 
1. Purposeful and without authorization intent to access, 

modify, damage, destroy, copy, disclose, print, or take 
possession of all or part of any computer, computer system, 
network, software, data file, program, database, or any 
other IT resource.  

2. Downloading, installing, creating, modifying or 
transmitting any computer program, file, or instruction 
intended to gain unauthorized access to, or making 
unauthorized use of, any computer network or software.  

3. Attempting (even if unsuccessful) to gain unauthorized 
access through fraudulent means or by circumventing 
system security, uncovering security loopholes, or 
“cracking” passwords/access codes. 

4. Gaining access by using another person’s name, password, 
access codes, or personal identification. 

5. Give or publish a password, identifying code, personal 
identification number, or other confidential information 
about a computer, computer system, network or e-mail 
account, database, or any other college technology 
resource. 

6. Load any third-party software on computer systems in the 
computer labs unless authorized by an IT employee or an 
authorized faculty member. 

7. Transfer copyrighted materials to or from any system, or 
via the College network, without the express consent of the 
owner of the copyrighted material.  

8. Provide unauthorized external access to college developed 
or commercially obtained technology resources. 

9. Use any college resource for commercial gain; political 
gain; personal financial gain; harassment of any kind; or 
illegal purposes. 

10. Display of obscene, lewd, or otherwise offensive images or 
text. 

11. Intentionally or negligently using computing resources in 
such a manner as to cause network congestion and 
performance degradation. 

 
Where it appears that the integrity, security or functionality of 
the College's computer or network resources are at risk, or in 
instances of suspected abuse of College policies, codes, local, 
state or federal laws, the College reserves the right to take 
whatever actions it deems necessary (including, but not limited 
to monitoring activity, scanning specific machines, and viewing 
files) to investigate and resolve the situation. 
 
There is to be no food or drinks in any computer lab. 
 
ACADEMIC HONOR CODE 
Academic honesty, integrity and ethics are required of all 
students attending Career College of Northern Nevada.  
Academic integrity and acting honorably are essential 
parts of professionalism that continue well beyond the 
courses you will take at Career College of Northern 
Nevada.  They are the foundation for ethical behavior in 
the workplace.  You are expected to conduct yourself in 
a manner reflecting the ideals, values, and educational 
aims of the college. 
 
 Ignorance of the college’s honor code is not accepted as 
a valid excuse for prohibited conduct.  The following 
lists include some examples of honor code violations; 
they are not intended to be exhaustive.  
 
Cheating 

• Copying, in part or in whole, from someone 
else's test; 

• Submitting work presented previously in 
another course, if contrary to the rules of either 
course; 

• Altering or interfering with grading; 
• Using or consulting, during an examination, any 

sources, consulting with others, use of 
electronic equipment including cell phones and 
PDAs, or use of materials not authorized by the 
instructor; or 

• Committing other acts that defraud or 
misrepresent. 

Plagiarism 
• Incorporating the ideas, words, sentences, 

paragraphs, or parts of another person's 
writings, without giving appropriate credit, and 
representing the product as your own; 

• Representing another's artistic or scholarly 
works such as musical compositions, computer 
programs, photographs, paintings, drawings or 
sculptures as your own; 
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• Submitting a paper purchased from a research 
or term paper service, including the Internet; or 

• Undocumented Web source usage. 
 
Other Specific Examples of Academic Dishonesty 

• Purposely allowing another student to copy 
from your paper during a test; 

• Giving your homework, term paper or other 
academic work to another student to plagiarize; 

• Having another person submit any work in your 
name; 

• Lying to an instructor or college official to 
improve your grade; 

• Altering a graded work after it has been 
returned, then submitting the work for re-
grading; 

• Stealing tests; 
• Forging signatures on college documents; or 
• Collaboration without permission of instructor. 

 
Copyright Policy 
Copyright infringement is the act of exercising, without 
permission or legal authority, one or more of the exclusive rights 
granted to the copyright owner under section 106 of the 
Copyright Act (Title 17 of the United States Code). These rights 
include the right to reproduce or distribute a copyrighted work. 
In the file-sharing context, downloading or uploading substantial 
parts of a copyrighted work without authority constitutes an 
infringement.  
 
Penalties for copyright infringement include civil and criminal 
penalties. In general, anyone found liable for civil copyright 
infringement may be ordered to pay either actual damages or 
“statutory” damages affixed at not less than $750 and not more 
than $30,000 per work infringed. For “willful” infringement, a 
court may award up to $150,000 per work infringed. A court can, 
in its discretion, also assess costs and attorneys’ fees. For details, 
see Title 17, United States Code, Sections 504, 505.  
 
Students found to be in violation of the copyright policy will be 
dismissed from the College.  Classwork, projects, homework or 
assignments found to be related to such violation will be scored 
a zero. 
 
CCNN faculty, staff, and students are expected to comply with 
all local, state, and federal copyright laws and abide by this 
policy.  Failure to do so may result in individual liability for 
copyright infringement and/or disciplinary action.  
 
Drug Testing Policy 
Overview 
Career College of Northern Nevada is concerned with the health, 
safety and welfare of the students who are enrolled at the college 
and who will represent the college upon graduation as they enter 
the workforce.  Illegal drugs, marijuana, prescribed narcotics, 
and alcohol are one of the most important issues facing society 
today.  Substance or drug use and abuse can compromise the 
student’s academic success and become an obstacle to seeking 
and maintaining employment in field.   
 
Purpose 
Career College of Northern Nevada believes that random drug 
and alcohol testing, as well as drug and alcohol testing based on 
reasonable suspicion, ensures the health, safety and welfare of 
our students.  In addition, through drug and alcohol screening, 
both reasonable and based on suspicion, Career College of 
Northern Nevada is conforming to the industry standards of the 
occupations in which training is provided.  
 
Consent to Participate 
Conditional to enrollment, each student will be required to sign 

a consent form agreeing to undergo random and suspicion drug 
and alcohol testing.  A copy of the signed consent form will be 
maintained in the student’s academic file. Each student, upon 
enrollment will be given the school catalog containing the policy 
on drug and alcohol testing.  
 
Alcohol, Tobacco and Drug Education.  
All students enrolled at Career College of Northern Nevada will 
be educated on the dangers of Alcohol, Tobacco and Drugs 
through the presentation on Prevention and Security Awareness 
Practice taught within the first two phases of each program. This 
presentation is taught in Student Success Skills (SSK100, 
SSK101), Introduction to Welding (WEL100) and Foundations 
of HVAC/R (ACR152).  
 
Reasonable Suspicion or Probable Cause Testing:  
Career College of Northern Nevada  may ask any student to 
submit to a drug and/or alcohol test at any time it feels that the 
student may be under the influence of drugs or alcohol, 
including, but not limited to, the following circumstances: 
evidence of drugs or alcohol on or about the student’s person or 
in the student’s  vicinity, unusual conduct on the student's part 
that suggests impairment or influence of drugs or alcohol while 
on campus, negative performance or impaired performance 
patterns during class and laboratory activities. The CCNN 
campus includes the campus facility and the all parking lot areas.  
 
Random Drug and Alcohol Screening:   
All students selecting to pursue training in the Medical Assistant 
or Pharmaceutical Technician programs will be subject to the 
following drug testing policy as stated in the school catalog: 
“Applicants will be required to obtain a negative drug screening 
as a condition of their acceptance to the college. Applicants who 
are unable to obtain a negative drug screening report upon their 
initial drug screen will be eligible to reapply for admission after 
a period of three months has elapsed.  Active students will be 
subject to at least one random drug screen during their 
enrollment.  Medical Assistant or Pharmaceutical Technician 
students who complete their didactic training will be required to 
pass a final drug screen before they will be eligible to be placed 
on any externship site”. 
 
Student’s selected for random drug screenings are randomly 
selected as a group from any of the Medical Assistant or 
Pharmaceutical classes.   The day, time and week are arbitrarily 
selected. When selected, students enrolled in these programs 
must submit to the random testing immediately, no later than 30 
minutes from the time notified of the random testing.  Any 
refusal to submit to random drug screening may result in 
immediate dismissal from the college.  
 
Positive Test Result:  
A positive test result will automatically be sent to an independent 
Medical Review Officer (MRO). The MRO will evaluate the test 
result, often in consultation with the student, to determine 
whether there is a medically valid reason to overturn the results. 
If the MRO determines that there is no medically valid reason to 
overturn the test results the student shall be considered to have 
tested positive as set forth in the test result. 
 
Students who are unable to obtain a negative drug screen result 
while enrolled will be dismissed from the college and will not be 
eligible to reapply for acceptance back into the program until a 
minimum period of three months has elapsed. Students who are 
dismissed from the Pharmaceutical Technician Program for 
positive drug test will not be eligible to apply for reentry into the 
Pharmaceutical Technician program. Students who are 
dismissed for violation of this policy must petition the Academic 
Dean for reentry and gain approval from the Administrative 
Board by meeting with the board and demonstrating that they are 
serious about their education before they are allowed to restart. 
 
Students who are accepted back into the program after failing a 
drug screening evaluation will be subject to additional random 
testing every 30 days at the expense of the student to be paid in 
advance per test. The current cost for drug screening can be 
found in the tuition and fee schedule of the college catalog. Fees 
are subject to change at any time based on vendor availability 
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and pricing.   
 
Under the Influence:  
Upon suspicion of being under the influence the college will 
allow the student to submit to an in-house testing unit.  If the 
result of the in-house unit determines the breath alcohol level 
below .04ml/dl the student will be allowed to return to class.  No 
further action will be taken. 
 
If the result of the in-house testing unit is at or above .04 ml/dl 
the student will be allowed to admit guilt or submit to an 
approved vendor for an official lab test. 
 
A student will be determined to be under the influence when 
results indicate: 
1.  A breath alcohol level that is at or above .04 ml/dl.    
2.  Results from either a test generated by reasonable suspicion, 
or random screening, with a detectable amount of illegal drugs, 
THC or controlled substances above the threshold limit in a 
student’s s blood or urine as reported by the laboratory.  
3.  Use of alcohol, illegal drugs, THC or controlled substances 
that results in any noticeable or perceptible impairment of the 
student’s mental or physical faculties or academic performance 
including laboratory activities. 
 
Rehabilitation:  
The College attempts to provide students the opportunity to deal 
appropriately with drug and alcohol related problems. Any 
student who voluntarily requests assistance in dealing with a 
drug and/or alcohol problem is encouraged to seek professional 
counseling for an assessment with an accredited alcohol and 
drug professional and, if appropriate, to enter a treatment 
program. Students who self-refer to such programs before 
academic performance problems or accidents arise will not be 
disciplined.  
 
Information and resources on professional counseling and 
treatment programs for drug and/or alcohol problems may be 
available through the Academic Dean, Evening Education 
Supervisor and Weekend Education Supervisor. Any cost for 
these services is the student’s responsibility.  
 
Confidentiality:  
Drug or alcohol test results or will be treated as confidential 
information and will be accessible only to those College 
administrators and designated persons with a specific need to 
know. All test results will be stored in the student’s academic 
file.  
 
Definitions: 
Alcohol: Means ethyl alcohol (ethanol). References to use or 
possession of alcohol include use or possession of any beverage, 
mixture or preparation containing alcohol.  
 
Authorized Drug: Prescribed drugs that are used as prescribed by 
medical professional or over-the-counter drugs used as intended 
by the manufacturer.  
 
Controlled Substances: Means any substance (other than alcohol 
but including prescription medicine) that has known mind or 
function-altering effects that may impair or affect the ability to 
safely and effectively perform academic and laboratory 
activities, the access to which is controlled by law.  
 
Students: Any full-time or part-time student enrolled in a 
course(s) on campus or on externship.  Students on Leave of 
Absences (LOA), pending admissions or restarting with the 
college are considered students and are subject to all policies 
while on campus.  
  
Illegal Drugs: Any form of drug, narcotic, hallucinogen, 
depressant stimulant, cannabis, or other substances capable of 
creating or maintaining impairment or otherwise affecting one’s 
physical, emotional or mental state; the sale, purchase, transfer, 
use or possession of which is prohibited by law.  
 
Medical Review Officer (MRO): Positive test results will 
automatically be sent to a licensed medical professional 

independent from the College and the testing laboratory. The 
role of the MRO is to review positive results from a medical 
viewpoint to look for a medically valid reason to overturn the 
results.  
 
Immunization Records 
All students enrolled in the Health Information Management 
program, Medical Assistant program, and Pharmaceutical 
Technician program must provide proof of immunization upon 
enrollment into these programs.  Students enrolled in these must 
provide documentation of immunization prior to enrollment in 
clinical courses and the externship courses.  Students should 
meet with the college Clinical Coordinator to seek assistance in 
securing the required documentation.  Student who do not 
provide proof of immunization as a prerequisite to clinical 
courses and externship may be dismissed from the college.  
 
Dismissal 
In case of dismissal for disciplinary reasons or falsified or 
erroneous Application process, the refund policy will be the 
same as for withdrawals.  Students who are suspended for any 
reason may not be eligible for Federal Student Aid.   
 
The College reserves the right to dismiss any student when his 
or her attitude, conduct, appearance, attendance, or academic 
progress is not consistent with the requirements of the College.  
The actual termination of a student may be based upon the 
recommendation of the instructor with approval of the Academic 
Dean.  A student who has been dismissed from the College and 
later desires to reenter the College must apply for re-admission.  
The application to reenter must be approved by the Academic 
Dean or the College President. 
 
Damage caused by misconduct or otherwise will be charged to 
the student. 
 
Smoking or Tobacco use Policy 
Career College of Northern Nevada is a smoke-free work place.  
Anyone desiring to smoke or use tobacco must do so outside the 
buildings in designated smoking areas.  The use of Electronic 
Nicotine Delivery Systems (e-Cigarettes) is forbidden inside the 
campus buildings.  Chewing tobacco products shall not be used 
or consumed inside the buildings or near any entrance to the 
buildings and must be disposed of or excreted in proper waste 
containers and disposed of properly.  Anyone caught ‘spitting’ 
on the sidewalks, patios, parking lot pavement or inside the 
building will be asked to leave the college immediately. 
 
Weapons Policy 
Weapons such as firearms, knives, martial arts weapons, or any 
weapon or object designed to inflict bodily harm are not allowed 
on campus or at off-campus activities for any reason.  Any 
person found to be in the possession of a weapon will be asked 
to leave the premises at once.  Any threatening activity that 
involves the use of a weapon will be reported to the Sparks 
Police Department.  For more detailed information in this area 
refer to the “Campus Security Report” that each student receives 
when they enroll. 
 
Dress Code 
The dress code for students attending Career College of Northern 
Nevada is that of a normal business office.  Employers visit the 
College frequently, and it benefits all students when these 
employers view professional looking students.  This is a good 
time to practice professionalism to the industry standards so it 
becomes part of your routine. The goal of each program is to 
provide students with training in both soft skills and trade skills 
meeting the specific industry standards for each program. 
Developing a habit of maintaining a professional appearance 
will greatly assist the student in the field upon graduation.  Dress 
requirements at Career College of Northern Nevada are as 
follows: 
 
Medical Assistant students wear scrubs Monday through 
Thursday.  No open toe shoes are permitted. Hair below the ears 
for both male and female must be tied back during laboratory 
courses.  Jewelry must be of professional nature, earrings are 
acceptable no larger than a dime.  Jewelry must be removed 
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while working in all areas of lab.  Gauges are strictly prohibited 
while in class and on externship.  No hats or any form of 
headwear are permitted. Tattoos are strictly prohibited and must 
be properly and professionally covered at all times. Facial / Body 
piercings are strictly prohibited and must be removed while in 
class and on externship.  Hats of any fashion and bandanas are 
not permitted.   
 
HIM students are to wear business casual attire. Acceptable 
apparel choices for men are collared button down dress shirts, or 
polo shirts, tucked in, and slacks or khakis or “Dockers” type 
trousers with pants beltline above the hips. Professional denim, 
in good repair may be worn and must not have holes, fit at the 
waist and be of length that it cannot drag on the ground. 
Professional denim must be paired with dress shirts for men and 
blouses for women. Options for women are blouses with sleeves, 
Dress capri pants, slacks or khakis, professional length skirts or 
dresses.  Sweat pants, sweatshirts, hoodies, and legging are not 
considered professional dress. Gauges are strictly prohibited 
while in class and on externship.  Tattoos must be properly and 
professionally covered at all times. Facial / Body piercings are 
strictly prohibited and must be removed while in class and on 
externship.  NO MUSCLE SHIRTS TANK TOPS. Hats of any 
fashion and bandanas are not permitted.  Closed toe professional 
shoes must be worn at all times.  
 
IET students wear CCNN issued green shirts, buttoned up, 
tucked in, and full length pants or jeans that are in good repair. 
No open toe shoes are permitted. Hats of any fashion and 
bandanas are not permitted.   
 
ITS students wear business casual attire. Acceptable apparel 
choices for students are collared button down dress shirts, or 
polo shirts, CCNN black polo shirts, tucked in, and slacks, full 
length khakis or “Dockers” type trousers with pants beltline 
above the hips. No open toe shoes are permitted. No forms of 
headwear are permitted.  
 
HVAC students wear CCNN issued work shirts, tucked in, with 
jeans that are in good repair with pants beltline above the hips. 
No open toe shoes are permitted. Hats or bandanas of any fashion 
are not permitted while inside the school’s buildings.  Ball caps 
may be worn while outdoors to protect the head from sun.  
Medium to long hair for both males and females must be tied 
back when in labs for safety. 
 
Pharmacy Technician students wear designated CCNN college 
issued scrubs, tops and bottoms, identifying them as a Nevada 
Board of Pharmacy Technician in Training. No open toe shoes 
are permitted. No facial piercings or jewelry allowed.  Tattoos 
must be professionally covered at all times. Hats of any fashion 
and bandanas are not permitted.   
 
Welding students wear CCNN issued work shirts, tucked in, with 
100 % cotton jeans or 100% cotton workpants that are in good 
repair with pants beltline above the hips. Steel toe work boots 
are required. Only approved cotton welding caps are permitted 
for headwear.  No polyester or polyester blend clothing is 
permitted as these materials present a fire hazard. Hair below the 
ears for both male and female must be tied back at all times.   
 
Tank tops, T shirts, or muscle shirts, miniskirts, dresses with 
spaghetti straps, revealing or distracting clothing and torn or 
“holey” jeans, and shorts are not considered acceptable attire. 
Any clothing with offensive language, artifacts or graphics is 
strictly forbidden. 
 
Students who fail to comply with the dress code will be advised 
to improve their appearance, or asked to leave College for the 
remainder of the day. Students who continue to violate the dress 
code will be considered for termination from the College. 
 
Appeals 
Students who are subject to disciplinary actions for any reason 
have a right to appeal the college’s decision that resulted in the 
disciplinary action.  Appeals will be considered when the student 
submits evidence that the violation of the school’s policy was 
due to unforeseen and/or mitigating circumstances beyond the 

control of the student.  Additionally the student will be required 
to show that the student was proactive in staying caught up with 
missed material and that the student’s instructor feels there is a 
likelihood that the student will successfully complete the class 
(documentation could include a plan developed by the instructor 
and the student to get the student caught up).  Lastly, the student 
will be required to show evidence that the issue that led to 
disciplinary action has been resolved and will not cause the 
student to violate school policy again (exceptions would be 
military duty that would obviously be ongoing).  When the 
student submits an appeal they are expected to maintain good 
attendance in their classes while the appeals committee 
considers the appeal.  The student will be informed of the 
decision of the Appeals Committee in writing. 
 
Student Grievance Procedures and Dispute Resolution 
This grievance procedure is available to any student who 
believes that a College decision or action has adversely affected 
his/her status, rights or privileges as a student.  The purpose is to 
provide a prompt and equitable process for resolving student 
grievances.  Students with a grievance must first make a 
reasonable effort to resolve the issue on an informal basis with 
the instructor or staff member.  If the issue is not resolved 
satisfactorily, he/she is to meet with the Academic Dean or the 
applicable Academic Department Chairperson and complete a 
written statement relative to the concern.  If the grievance is not 
resolved with the Academic Dean, or the Department Chair, the 
College President will review the grievance with all parties 
concerned and attempt to resolve it.  This resolution should 
normally take place within one week of the time the complaint 
was referred to the College President. 
 
The College is also a member of the Better Business Bureau 
(BBB), and has agreed to resolve disputes through the BBB's 
binding arbitration procedure after the exhaustion of the 
informal grievance procedure listed above.  Information on the 
Better Business Bureau's arbitration process can be obtained 
from the College President. 
 
Student Complaint/Grievance Procedures 
The Nevada Commission on Postsecondary Education may be 
able to help resolve complaints between you and the 
College.  You have the right to file a formal complaint.  Upon 
receipt of a formal complaint, staff will investigate your 
allegations and present the findings to the administrator. The 
administrator will review the complaint and the findings and 
render a decision.   
 
Nevada Commission on Postsecondary Education 
8778 South Maryland Parkway Suite 115  
Las Vegas, Nevada  89123  
Phone: (702) 486-7330 
Website: http://www.cpe.state.nv.us   
 
Schools accredited by the Accrediting Commission of Career 
Schools and Colleges must have a procedure and operational 
plan for handling student complaints. If a student does not feel 
that the College has adequately addressed a complaint or 
concern, the student may consider contacting the Accrediting 
Commission.  
 
All complaints reviewed by the Commission must be in written 
form and should grant permission for the Commission to forward 
a copy of the complaint to the College for a response. This can 
be accomplished by filing the ACCSC Complaint Form. The 
complainant(s) will be kept informed as to the status of the 
complaint as well as the final resolution by the Commission. 
Please direct all inquiries to:  
 
Accrediting Commission of Career Schools and Colleges  
2101 Wilson Blvd., Suite 302 
Arlington, VA 22201 
Phone: (703) 247-4212 
Website: http://www.accsc.org 
A copy of the ACCSC Complaint Form is available at the 
College and may be obtained by contacting the College President 
or online at www.accsc.org. 
 

http://www.cpe.state.nv.us/Applications/App%20Complaint%20Form.doc
http://www.cpe.state.nv.us/
http://www.accsc.org/
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To file a complaint with the American Society of Health-System 
Pharmacists (ASHP) you may contact the Director of 
Accreditation Services Division. The complaint must directly 
relate to a specific accreditation requirement.  The name of the 
complainant shall remain confidential, until the point that a 
formal complaint has been received by ASHP. If the complainant 
has threatened or filed legal action against the program involved, 
ASHP will not investigate complaints until resolution of the 
legal action has occurred, after that time the complainant can file 
the formal complaint with ASHP.  
 
American Society of Health-System Pharmacists  
7272 Wisconsin Avenue  
Bethesda, MD 20814 
(301) 664-8656 
Website: http://www.ashp.org 
 
To file a complaint with the Nevada State Board of Pharmacy 
you can obtain a copy of the complaint form from the website or 
by contacting the Board directly by phone.  Please understand 
that by signing and submitting this form to the Board of 
Pharmacy, you are authorizing and allowing the Board’s staff to 
access your medical history and records, including pharmacy 
records, as needed to investigate your complaint. If you would 
like to limit what the Board’s staff can review, you must inform 
them of those limitations in writing. 
   
Nevada State Board of Pharmacy 
431 W. Plumb Lane 
Reno, Nevada 89509 
Phone: (775) 850-1440 
Website: http://bop.nv.gov 
 
Comparable Program Information 
Students are encouraged to seek comparable information related 
to tuition, fees and program length.  A list of comparable 
information may be obtained by writing to our accrediting 
commission at: 
 
Accrediting Commission of Career Schools and Colleges  
2101 Wilson Blvd., Suite 302 
Arlington, VA 22201 
 
Graduation Requirements 
To maintain satisfactory status leading to graduation, all students 
must complete the following requirements:  
 
1. All applicants for graduation must submit an Application 

for Graduation to the Director of Placement four weeks 
prior to completion of his/her program of study.   

2. Have a minimum cumulative grade point average of 2.00 
for all courses.   

3. Abide by all College 
rules and regulations.  

4. Maintain a creditable 
attendance and 
department record and 
settle all financial 
obligations to the 
College.  

5. Complete the minimum 
number of credit hours 
required in the degree or 
diploma program.  

6. Successfully complete all 
courses with a "C" or 
better.   
 

Commencement 
Commencement exercises are normally held once each year.  
Graduates from each of the prior phases will be invited so that 
all graduates will have a chance to attend and participate in the 
formal commencement ceremony.  

SATISFACTORY PROGRESS 
Career College of Northern Nevada has a single satisfactory 
progress policy that applies to both academic progress and 
progress for Federal Student Aid eligibility. In order to remain 
in College and to remain eligible for Federal Student Aid, 
students must meet the College's satisfactory progress criteria as 
stated below, unless it is determined through the College's 
appeals process that mitigating circumstances caused the student 
to fall below the minimum standards.  All students are 
considered to be making satisfactory progress when they begin 
College and during any probationary period. 
 
Grading Policy  
Grades are recorded for each course as follows: 
 
Grade Percentile Quality Pts. Grade Value 
A 90 - 100 4.0 Excellent 
B 80 - 89 3.0 Above Average 
C 70 -79 2.0 Average 
F Below 70 0.0 Failure 
I   N/A Incomplete 
WP   N/A Withdrawal Passing 
WF   N/A Withdrawal Failing 
TOU   N/A Challenge / Test Out 
P   N/A Transferred Credit 
CN   N/A Canceled during new 
    student cancelation  
    period 
 
An individual progress record is maintained for each student.  
All grades reported by the instructors are included in the record 
and are available to the student upon request.  Parents of students 
who are under the age of majority may also request grade 
information. 
 
Incomplete and Withdrawal 
Incomplete Grade.  A grade of <I> Incomplete is given only 
with the approval of the student's instructor and the Academic 
Dean.  The make-up work needed to replace an incomplete grade 
must be completed by the date assigned by the instructor, and 
cannot normally exceed one week from the end of the phase in 
which the incomplete grade was received.  An extension beyond 
the one week deadline noted above can only approved by the 
Academic Dean if mitigating circumstances are documented.  
Incomplete grades that are not satisfactorily completed by that 
date will result in a grade of <F> for the assignment, test or 
project.   
 
Withdrawal/Passing.  Any student who withdraws from class 
who has completed all required work, assignments and 
quizzes/tests due at the time of withdrawal and has a passing 
grade as determined by the instructor will be assigned a grade of 
<WP>.  If no assignments were due at the time of withdrawal, 
the student will be assigned a grade of WP. No grade penalty 
will be assessed.  <WP>'s will be counted as attempted units for 
determining the maximum time frame for completion. 

http://bop.nv.gov/
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Withdrawal/Failing.  Any student who withdraws from class 
without a passing grade as determined by the instructor will be 
assigned a grade of <WF>.  No grade penalty will be assessed.  
<WF>'s will be counted as attempted units for determining 
maximum time frame for completion standard. 
 
Students withdrawing from a single course must do so in person 
with the Academic Dean.  The student will be charged a prorated 
amount for tuition and fees for that course when the student 
attempts that course again. 
 
Any student who is repeating or withdrawing from a course may 
extend his/her graduation date by at least six weeks. 
 
Dean’s List 
A student who earns a 3.5 - 4.0 GPA for all courses taken in a 
phase and who has taken at least a half-time course load is 
eligible for the Dean’s List.  The Dean’s List is published at the 
end of each six-week phase. 
Standards for Satisfactory Academic Progress 
Students who wish to remain eligible for graduation and/or 
continue receiving financial aid must meet the following 
minimum standards: 
1. All students must have achieved a 1.0 Grade Point Average 

(GPA) upon completion of their second phase of study in 
their program. 

2. At the end of their fourth phase the students must have a 1.5 
GPA. All students must have a 2.0 GPA by the end of their 
second academic year and maintain a 2.0 GPA throughout 
the remainder of their program to be eligible for graduation. 

 
Maximum Time Frame for Course Completion 
In order to remain eligible for Federal Student Aid and to be 
considered a graduate of the CCNN program, students must 
complete all required courses within 150% of the time it would 
normally take a student with the same enrollment status to 
complete the program, as measured by credit hours offered.  
Therefore, in order to meet this standard, the student must 
successfully complete 25% of all credits attempted in their first 
phase of study, 50% of all credits attempted by the end of their 
second phase and 66.667% of all credits attempted for the 
remainder of their studies.   
 
If a student changes programs only credits attempted from prior 
program enrollment that transfer into the students new program 
choice will be counted as attempted credit hours. 
 
Course Repeats 
To be eligible for graduation, students must successfully 
complete all required course work. Any student receiving an 
<F> in a course will be required to repeat that course and receive 
a passing grade in order to qualify for graduation.  The original 
grade will be changed to <R> Retaken and the most recent grade 
will be used in the computation of the student's GPA. Any 
completed course may be repeated one time free of charge.  If a 
student withdraws from a course they are repeating the grade for 
that course will be a withdrawal and the grade from the previous 
attempt will be reinstated (changed from the “R” to the grade it 
was before being changed to the “R”).   
 
 
Refresher Courses 
Graduates of the college are welcome to return for refresher 
courses at no cost, provided the classes from the program in 
which they graduated from are still offered and space is available 
in the classroom. This training is offered at the discretion of the 
Academic Dean. Graduates must pay for any books, fees, and 
supplies used during the refresher training. No credits will be 
awarded for refresher courses. 
 
Course Test Out/Challenge by Examination 
A student may attempt to Challenge a course by examination for 
selected courses offered at Career College of Northern Nevada. 
A student should contact the Academic Dean for information 
regarding which courses are available. Not all courses are 
available for Challenge by Examination.  
 

The student must meet with a Financial Aid representative to 
determine if there are any financial aid implications to testing 
out of any classes. A student may attempt to test out only once 
per course and must score an 80 percent or higher on the exam 
to test out for the course. If a student attempts to test out of a 
course after sitting in that course, but prior to completion of the 
course, the student will be assigned a grade of Withdrawal from 
that course and will be counted as an attempted but not 
completed course in the student’s Satisfactory Academic 
Progress calculation. 
 
Credit is granted for graduation requirements for the courses in 
which a student successfully tests out by examination and results 
in the recording of a “TOU” on the student’s transcript with a 
credit hour value of zero (0). Courses in which a student 
successfully tests out by examination will not be included in the 
student’s GPA nor will it be included in the calculation of 
“Satisfactory Academic Progress”. 
 
An administrative fee of $20.00 will be assessed for each 
challenge examination attempted.   
 
No more than 50% of the required credits for a program at 
CCNN may be granted through test-out and/or transferred 
from a different institution.  The Administrative Fee and the 
50% maximum mentioned above will be waived for credits 
transferred from a course previously taken at CCNN. 
 
Students, who successfully challenge a class or transfer credit, 
prior to the first day of attendance in that class, may choose to 
receive a prorated tuition adjustment or substitute another course 
of equivalent length. 
 
Effect on Satisfactory Progress.  Test-out credit is not counted 
toward satisfactory progress, either in credits earned or grade 
point average.  However, such credit does apply to credits 
granted toward graduation.  Transfer and test-out credits are not 
eligible for Federal Student Aid.  Therefore, if students obtain 
such credit, their financial aid will be reduced proportionately. 
 
Probation or Termination, Academic & Financial Aid 
Satisfactory progress will be determined at the end of each 
phase. Students who fail to meet the grade average requirements 
and/or to earn the required number of credits will be subject to 
either probation or termination. 
 
Students placed on probation will be notified in writing by the 
Academic Dean, with a copy of the letter to the student's file.  A 
probationary period extends for one phase.  Students will be 
considered to be maintaining satisfactory progress during a 
probationary period; at the end of the probationary period, the 
student's satisfactory progress will be evaluated and if: 
 
1. The student has met the minimum standards, the student 

will be removed from academic probation and no further 
action will be taken; or  

2. The student fails to meet the minimum standards but 
successfully completes 100% of the credits attempted for 
the phase with a 2.50 GPA for the phase, the student will 
remain on academic probation; or 

3. The student fails to meet the minimum standards and does 
not meet the criteria described in (2) above, the student will 
be dismissed from College and will be ineligible for any 
additional Federal Student Aid at this time. 
 

The Academic Dean will notify students who are academically 
dismissed by letter with a copy to the student's file.  For 
information on regaining eligibility, see Re-Enrollment policy 
on Page 7. 
 
Satisfactory Progress Appeal Procedures 
Students may appeal probationary or dismissal status in 
accordance with the following procedures.   
1. Within one week of being placed on probation or 

suspension, students must submit a written statement to the 
Academic Dean explaining why they feel they should not 
be placed on such status.  If available, documentation 
should be included.   
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2. The CCNN Appeals Committee will consider an appeal 
within one week (5 working days) of receipt of the student's 
appeal statement.  

3. Students will be informed in writing of the committee's 
decision regarding the appeal.  The committee will take one 
of the following actions:   
a) The student will remain under the original status.  
b) The original status will be rescinded. 

 
NOTE: Should a student be suspended from College for failure 
to maintain Satisfactory Progress, and the suspension is 
rescinded, the student will remain on academic probation for the 
next phase. 
 
FINANCIAL INFORMATION 
General Statement 
For all administrative purposes, a full-time student is defined as 
a student taking at least 36 credit hours or more per academic 
year.   Students receiving veteran’s benefits must attend class for 
at least 18 hours per week to qualify for full-time VA benefits.  
See the tuition and fee schedule at the end of this catalog for a 
listing of program costs. 
 
Payment of Fees 
Charges are due in full no later than the first day of the period of 
enrollment for which the student has been charged.  Charges may 
be paid either at that time or may be prepaid before the student's 
arrival at the College.  Those who cannot pay in accordance with 
the foregoing terms, or who find it necessary to obtain financial 
assistance, may secure information from the Financial Aid 
Office. 
 
Financial Obligations 
Students who fail to make prompt payments, issue personal 
checks that are returned by banks, or fail to make a good-faith 
effort to process their tuition aid paperwork in a timely manner, 
are subject to disciplinary action, up to and including 
termination.  No official academic transcripts or records will be 
released to any institution or individual until all financial 
obligations are satisfied.  
 
Books, Lab Fees and Supplies 
Fees for labs and supplies are listed on the fee schedule at the 
end of catalog.  Students will be charged for all lab fees and 
supplies at the beginning of the period of enrollment for which 
they have been charged. Books may be purchased through the 
college's bookstore. Approximate amounts for books by program 
are listed in the fee schedule insert.  Students should budget the 
appropriate amounts for their program of study.  Should a 
student withdraw from the College, a refund will be made to the 
student's account in accordance with the refund policy for the 
instruction, lab fees and supplies the student did not receive. 
 
FEDERAL RETURN OF TITLE IV FUNDS POLICY 
All institutions participating in the Federal Student Aid (FSA) 
programs are required to use a pro-rata schedule to determine the 
amount of FSA funds the student has earned up to the date of 
withdrawal.  If a recipient of the FSA Program withdraws from 
the institution during a payment period (6 week term at CCNN) 
in which the recipient began attendance or the student does not 
return from an approved leave of absence the  College will 
calculate the amount of FSA program assistance the student did 
not earn and those funds will be returned. Up through the 60% 
point in each payment period, a prorata schedule is used to 
determine how much FSA program funds the student has earned 
at the time of withdrawal. 
 
For a student who withdraws after the 60% point-in-time, there 
are no unearned funds. However, the college will still determine 
whether the student is eligible for a post-withdrawal 
disbursement. 
 
If the amount disbursed to the student is greater than the amount 
the student earned, unearned funds will be returned. If the 

amount disbursed to the student is less than the amount the 
student earned, and for which the student is otherwise eligible, 
he or she is eligible to receive a post-withdrawal disbursement 
of the earned aid that was not received. 
 
The percentage of the payment period completed is the total 
number of calendar days in the SFA payment period (6 week 
term at CCNN) divided into the number of calendar days 
completed in that period as of the student’s last date of 
attendance. Scheduled breaks of at least five consecutive days 
are excluded from the total number of calendar days in a 
payment period or period of enrollment. Days in which a student 
was on an approved leave of absence (where applicable) are also 
excluded in the calendar days for the payment period or period 
of enrollment. 
 
The Federal Return of Title IV Funds Policy only applies to 
students who are recipients of Title IV Grant or Loan Funds, or 
eligible to be a recipient of Title IV Grant or Loan Funds (other 
than College Work Study Funds which are exempt from the 
requirements) in the payment period that the student withdrew 
from. 
 
RETURN OF UNEARNED FSA PROGRAM FUNDS 
The College will return the lesser of: 
• The amount of FSA program funds that the student did not earn; 
or 
• The amount of institutional costs that the student incurred for 
the payment period multiplied by the percentage of funds that 
were not earned. 
The student (or parent, if a Federal PLUS loan) must return or 
repay, as appropriate any FSA loan funds in accordance with the 
terms of the loan; and the remaining unearned FSA program 
grant (not to exceed 50% of a grant) as an overpayment of the 
grant. 
(Note: If the student cannot repay the grant overpayment in full, 
the student must make satisfactory arrangements with the U.S. 
Department of Education to repay any outstanding grant 
balances. The Financial Aid Department will be available to 
advise the student in the event that a student repayment 
obligation exists. The student will be ineligible to receive 
additional student financial assistance in the future if the 
financial obligation(s) are not satisfied.)  
 
Any amount required to be returned to the FSA programs will be 
returned by the College within 45 days, or a post withdrawal 
disbursement if the student is eligible for such a disbursement 
will be offered within 30 days of the date the College determines 
the student withdrew. 
 
CANCELLATION & REFUND POLICY 
A. Applicants rejected by the school shall be entitled to a refund 
of all monies paid minus drug testing fees.  
B. First Time Students who have not previously enrolled at 
Career College of Northern Nevada who begin attendance may 
cancel their enrollment agreement prior to the expiration of 6th 
calendar day after the scheduled class start date agreed upon in 
the enrollment agreement and all monies shall be refunded 
except for the Application Fee, any books, supplies or uniforms 
not returned in Like New Condition, drug testing fees and 
background checks. Students may cancel their enrollment under 
this policy without additional financial obligation only once. 
Any future enrollments and class attendance will be subject to 
the refund policy under sections E – K.  
C. First Time Students who begin attendance and withdraw after 
the 6th calendar day are subject to the terms of this refund policy 
contained in sections E - K.  
D. Applicants who have visited the school may cancel this 
enrollment agreement within three business days of signing the 
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enrollment agreement and receive a refund of all monies paid for 
the period covered by the current enrollment agreement. 
Applicants who have not visited the school may cancel this 
enrollment agreement within three days of the regularly 
scheduled orientation or his/her first tour of the facility, 
whichever occurs first, without financial obligation.  
E. Refunds of tuition are based on the percentage of the training 
program for which the student has been charged that remains on 
the students last date of attendance. The percentage is calculated 
by dividing the total number of weeks comprising the period of 
enrollment for which the student has been charged into the 
number of weeks remaining in that period as of the student's 
withdrawal date.  
F. For students who withdraw from school during a *period of 
enrollment, the school shall make a refund of tuition, fees, and 
other charges as set forth below:  

1. If the student cancels after the day of his/her first term, 
withdraws, or is otherwise expelled during the first 60 
percent of the period of enrollment, the school shall refund a 
pro-rated amount of the tuition and lab fees agreed upon in 
the enrollment agreement, minus 10 percent or $100.00, 
whichever is less.  
2. If the student withdraws or is otherwise expelled after 
completing 60 percent of the period of enrollment, there will 
be no refund of tuition or fees for that period of enrollment.  
* Period of Enrollment is a period set forth in the student’s 
enrollment contract usually consisting of an academic year. 
An academic year is 5 phases of instruction for a full time 
student (6 phases for Pharmaceutical Technician,  Heating, 
Ventilation, Air-Conditioning and Refrigeration students, 
and Welding and Fabrication students) and a minimum of 36 
quarter credit hours. Students will never be obligated for 
charges for a period of enrollment that they did not begin.  

G. The refund shall be based on, and computed from the student's 
actual last day of attendance, and made within 15 days from the 
date the school determines the student has withdrawn or if a 
student does not return from an approved Leave of Absence, 15 
days from the last day of the approved leave of absence  
H. In cases where it is impractical to complete the course 
(prolonged illness, death in the family, or unusual 
circumstances) the school shall attempt to make a settlement that 
is fair and reasonable to both parties.  
I. If the student was issued tools, supplies, uniforms and/or 
equipment that should be returned to the school, and if they are 
not returned within 20 days of the student's last day of attendance 
in good, reusable condition, the school may deduct this charge 
from the refund due or charge the student for said tools and/or 
equipment.  
J. Books and lab supplies must be returned in an un-used 
condition for refunds.  
K. After the student begins classes, all fees are retained.  
During the student’s financial aid exit interview, the student will 
be given a copy of documents relating to any return of funds to 
federal loans, the veterans administration or any other source of 
funding. 
 
Refund or Repayment Distribution to Federal Title IV 
Programs 
The repayments distributed to each Federal Title IV Program 
will be based on the number of completed/attempted credit 
hours, and the proceeds credited to the student's account from 
each of these programs based on the College's refund policy or 
the Federal Return to Title IV policy.  The refunds or returns 
are required to be credited to the following programs in the 
precise order delineated below: 

1. Unsubsidized Federal Stafford loans, 
2. Subsidized Federal Stafford loans, 
3. Federal Perkins loans, 
4. Federal PLUS loans, 
5. Federal Pell Grants, 
6. Federal SEOG 
7. Any other Title IV Aid, 
8. Any other Federal, State, Private or Institutional 

student financial assistance, 
9. To the student, 
10. Recovery of Overpayment for non-institutional 

educational expenses. 
 
If a student withdraws, the overpayment of moneys disbursed to 
the student for non-institutional educational expenses will be 
based on the percentage of time completed over the total time in 
that payment period.  No overpayment will result after 60% of 
the payment period has been completed.  The student will be 
responsible for the repayment of any resulting overpayment. 
 
Interaction between Return to Title IV Policy and the 
Institutional Refund Policy 
When a student withdraws from the institution, the College will 
calculate both the Return to Title IV calculation and the 
Institutional Refund Calculation.  The Institutional Refund 
Calculation determines the amount of charges the student is 
obligated to pay the College, while the Return to Title IV 
calculation calculates the amount of Title IV Aid the student 
earned to pay those charges.  If the amount of charges the student 
is obligated to pay exceeds the amount the student is eligible to 
retain due to the Return to Title IV calculation, the student will 
be billed by the College for the difference. 
 
FINANCIAL AID INFORMATION 
The College recognizes that many students will need financial 
assistance, and various federal programs are available to aid a 
student in paying their tuition.  Career College of Northern 
Nevada is recognized by the U.S. Dept. of Education as an 
eligible institution under the Higher Education Act of 1965, as 
amended, for the purpose of student participation in federal grant 
and loan programs.   Information and applications concerning 
these programs may be obtained from the Director of Financial 
Aid.  It is the student's responsibility to contact the Financial Aid 
office for filing of the necessary forms.  It is equally important 
that the student understands his/her rights and responsibilities 
concerning the program from which he is receiving aid. 
  
The following programs of financial aid are available to 
those who qualify: 

 Federal PELL Grant Program 
 Federal Supplemental Educational Opportunity Grant 

Program (SEOG) 
 William D. Ford Federal Direct Loan Program 

o Subsidized Stafford Loan 
o Unsubsidized Stafford Loan 
o Parental Loan for Undergraduate students 

(PLUS) 
 Federal Work Study Program 
 Iraq and Afghanistan Service Grant 
 Tuition Options, formerly known as National Loan 

Servicing Center (NLSC) 
 Approved for Veteran’s Administration Education 

Benefits 
 Approved for Bureau of Indian Affairs 

 
Criteria for Determining the Amount of Award 
Federal student aid is awarded on the basis of need.  Need is the 
difference between the student's educational expenses--tuition, 
fees, room, board, books, supplies and other expenses--and the 
amount you and your family can afford to pay. 
 
Qualifications to Receive Federal Student Aid 
To receive Federal Student Aid, you must:   
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• Complete the current year Free Application for Federal 
Student Aid (FAFSA) 

• Have financial need, except for some loan programs 
• Meet the college’s entrance requirements and be enrolled as 

a regular student working toward a degree or certificate in 
an eligible program 

• Be a U.S. citizen or eligible non-citizen 
• Have a valid social security number 
• Make satisfactory academic progress  
• Sign a statement of educational purpose/certification 

statement on refunds and default  
• Register with the Selective Service, if required 
 
Application must be made every academic year.  Aid from these 
programs does not automatically continue from one year to the 
next and are subject to Federal appropriations as determined by 
Congress. 
 
Selective Service Registration 
In order to receive Federal Title IV aid, you must be registered 
for the Selective Service if you are a male born on or after 
January 1, 1960, at least 18 years of age, and not currently an 
active member of the U.S. Armed Forces.  You must sign a 
certification of registration and you may be required to prove that 
you are registered. 
 
Financial Aid Appeals Procedure 
Students may discuss their financial aid payments informally 
with the Director of Financial Aid or a student may request a 
hearing with the College President to discuss the accuracy of 
their financial aid payments. 
 
Method of Payment 
The student may pay the College directly; apply for financial aid, 
where awards will be credited to the student's tuition account; or, 
use a combination of these methods.  For the College's record, 
the student should acknowledge in writing the College's 
notification. 
 
Earning Federal Student Financial Aid (FSFA) 
Federal regulations require that students’ progress in their 
training satisfactorily according the college’s Satisfactory 
Academic Progress policy (pages 13-14) in order to earn future 
financial aid payments.  Payments of FSFA are divided into 
equal installments to be paid over the length of the student’s 
academic year.  The FSFA that a student would be eligible for 
over the entire academic year is divided by the number of terms 
(6 week phase of instruction) in that academic year which are 
called payment periods.  FSFA is paid in the beginning of the 
payment period to cover the costs associated with that payment 
period.  A student will not be paid for the successive payment 
periods unless they have earned the payments in the current 
payment period.  A student who begins an approved Leave of 
Absence (LOA) during a payment period will not be eligible for 
future payments of FSFA until they complete the payment period 
that they were in when they began the LOA. 
 
Other Financial Aid Information 
The Financial Aid department has numerous brochures that 
contain specific information on student's rights and 
responsibilities, eligibility, need, application deadlines, and 
detailed descriptions for the financial aid programs. 
 
Scholarships 
 
The College will assist students who apply for scholarships by 
providing necessary validation of enrollment status, course 
schedules or other information required by the entity offering the 
scholarship.  See the registrar’s office to request any necessary 
forms. 
 
A non-exhaustive list of potential scholarships are found on the 
college’s website, www.ccnn.edu under the Financial Aid tab. 
 
 
Veterans Benefits Information 
Most of the programs of study contained in this catalog are 

approved for veterans training, however, some new or short 
programs may not be approved at the time you apply for 
admission.  The Registrar and Financial Aid departments will 
assist in processing and submitting the proper forms to the 
Veterans Administration.  A student receiving full-time VA 
benefits must attend a program scheduled for at least 18 hours 
per week.  
 
The following programs are available to qualified veterans: 

• Chapter 33: Post 911 GI Bill 
• Chapter 30: Montgomery GI Bill (Category 1 & 2) 
• Chapter 31: Veterans Vocational Rehabilitation 
• Chapter 32: Veterans Educational Assistance Program 

(VEAP) 
• Chapter 35: Dependents Educational Assistance 

(DEA) 
• Chapter 1606: Montgomery GI Bill – Selected 

Reserve 
• Chapter 1607: Reserve Educational Assistance 

Program (REAP) 
 
 
How to apply for Veterans Benefits: 

If a student wishes to apply for veteran’s benefits, an application 
for benefits (VA Form 22-1990) can be completed online at 
www.gibill.va.gov.  For students who have used veteran’s 
benefits at another school a request for change of program or 
place of training (VA Form 22-1995) can also be completed 
online at www.gibill.va.gov. 
 
Please provide the following documents to the College upon 
admission: 

• A copy of the 22-1990 or 22-1995 completed online. 
• A copy of the veteran’s DD214. 
• A copy of the certificate of eligibility received from 

the VA if available. 
• Military transcripts (if applicable). 
• Transcripts for all post-secondary level education and 

training the applicant has received. 
 
An evaluation of all prior post-secondary level education and 
training must be completed by the Academic Dean prior to the 
first scheduled day of classes of the Veteran’s first term of 
enrollment.  Preliminary education evaluation will be completed 
with unofficial transcripts.  Once it is determined that credits are 
transferable, official transcripts must be obtained for 
verification.  Official transcripts must be received prior to actual 
transfer credit to be awarded.  The Registrar’s office is available 
to assist the student in obtaining the official transcripts.

http://www.ccnn.edu/
http://www.gibill.va.gov/
http://www.gibill.va.gov/
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PROGRAMS OF STUDY 

 
Career College of Northern Nevada reserves the right to change the sequential offerings of courses contained in this catalog.  The College also 
reserves the right to change course content contingent upon the approval of the institution's licensing and accrediting bodies. 
 
Completion of all courses, or an approved course substitution, is required for any program offered by Career College of Northern Nevada.  
Students must successfully complete all the prerequisites to be eligible for graduate status from any program.  See individual courses for a list of 
prerequisites. 
 
Diploma Programs 
The Diploma Programs are designed for persons who desire the skills necessary to obtain entry-level employment as soon as possible.  These 
programs train you for a specific business or technical career, which requires competencies in current computer/informational technology.   
 

 Pharmaceutical Technician 
 Heating, Ventilation, Air Conditioning and Refrigeration (HVAC/R) Service Technician 
 Welding and Fabrication 

 
Associate of Occupational Studies Degree Programs 
The Associate of Occupational Studies (A.O.S.) degree programs are designed for persons who desire degree-level training for an occupation or 
a technical career.  The courses and programs of the A.O.S. degree train students for entry-level employment that lead to professional careers in 
current computer/informational technology.  Students also use the A.O.S. degree programs to upgrade and advance in positions they already hold.   

 Health Information Management 
 Medical Assistant 
 Information Technology Specialist 
 Industrial Electronic Technology 

 
 
All Photos on 

This Page 
Taken On 
Campus 
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HEALTH INFORMATION MANAGEMENT 
Associate of Occupational Studies Degree 

18 months (72 weeks) 
 

The training program is designed to develop students’ administrative skills and to provide the knowledge needed for entry-level employment in an inpatient or 
outpatient medical setting as a Health Information Management technician or other administrative positions within the healthcare industries.  Health Information 
Management professionals are the leaders in acquiring, analyzing and protecting all medical information that drives quality patient care.  This program will equip 
all students with the necessary information, training, and hands-on experience to be an effective Health Information professional.  Personal attributes considered 
essential for this field of employment are; visual acuity, manual dexterity, stamina, communication skills, reading comprehension and to demonstrate high levels 
of ethical and moral principles.  Health Information Management professionals must maintain the confidentiality of patient information at all times.  The physical 
abilities required for this industry are as follows; occasional sitting, kneeling, flexion (extension/wrist use), continuous walking and the ability to lift at least 25 
pounds.   
 
Course No. Course Title   Credit Hrs. Class Hrs. 
 
AHC125 Customer Service for Allied Healthcare ................................. 2.0  24 
AHC145 Sociology ................................................................................. 2.0  24 
COM101 Composition I .......................................................................... 2.0  24 
COM110 Principles of Business Correspondence .................................. 2.0  24 
CPU110 Basic Word Processing and Spreadsheets............................... 1.5  24 
CPU115 Computer Fundamentals ......................................................... 1.5  24 
GOV100 U.S. & Nevada Constitutions .................................................. 4.5  48 
KEY101 Keyboarding I .......................................................................... 1.0  24 
KEY111 Keyboarding II ........................................................................ 1.0  24 
HIM105 Introduction to Health Information Management ................... 3.5  48  
HIM110 Legal Aspects of Health Information  ..................................... 2.0  24 
HIM120 Anatomy & Pathophysiology I ............................................... 3.5  48 
HIM125 Presentation Skills ................................................................... 1.5  24 
HIM130 Anatomy and Pathophysiology II ........................................... 3.5  48 
HIM135 Quality Assessment in Healthcare and Risk Management ..... 2.0  24 
HIM141 Hospital Billing and Reimbursement ...................................... 3.0  48 
HIM145 Principles of Management....................................................... 2.0  24 
HIM150 Health Information Technology .............................................. 3.0  48 
HIM155 Medical Office Administration ............................................... 2.0  24 
HIM160 Healthcare Statistics and Accounting ..................................... 3.5  48 
HIM165 Performance Improvement in the Healthcare Setting ............. 3.0  48 
HIM226 Basics of Insurance Coding ..................................................... 4.5  72 
HIM235 Computer Applications and Concepts .................................... 3.0  48 
HIM245 Billing and Reimbursement Management .............................. 3.0  48 
HIM255 Information Systems and Technology in Healthcare .............. 3.0  48 
HIM265 Computerized Administrative Skills for Specialized  
 Healthcare  ............................................................................... 3.0  48 
HIM266 International Classification of Diseases .................................. 3.0  48 
HIM271 Advance Coding and Reimbursement .................................... 4.5  72 
HIM281 Coding and Billing Certification Preparation ......................... 4.5  72 
MED102 Medical Terminology I ........................................................... 3.5  48 
MED107 Medical Terminology II .......................................................... 3.5  48 
MED111 Introduction to Healthcare....................................................... 2.0  24 
SSK100 Student Success Skills ............................................................. 3.5  48 
HIM299 Health Information Management Externship ......................... 4.0  120 
 
TOTAL Health Information Management  95.0  1440 
TOTAL OUTSIDE COURSEWORK HOURS 1030 
 
Nature of Work: 
Health Information Management Technicians, collect, organize, analyze and manage health information data. They ensure its quality, accuracy, accessibility, and 
security in both paper and electronic systems. They use various classification systems to code and categorize patient information for insurance reimbursement 
purposes, for databases and registries, and to maintain patients’ medical and treatment histories. 
Job Outlook: 
Employment of health information technicians is projected to grow 22 percent from 2012 to 2022, much faster than the average for all occupations. The demand 
for health services is expected to increase as the population ages. [An aging population will need more medical tests, treatments, and procedures. This will also 
mean more claims for reimbursement from private and public insurance. Additional records, coupled with widespread use of electronic health records by all types 
of healthcare providers, should lead to an increased need for technicians to organize and manage the associated information in all areas of the healthcare industry. 

OCCUPATIONAL TITLE MEDICAL RECORDS AND HEALTH INFORMATION TECHNICIANS SOC CODE 29-2071 
SOURCE: BUREAU OF LABOR STATISTICS, U.S. DEPARTMENT OF LABOR, OCCUPATIONAL OUTLOOK HANDBOOK, 2012-13 EDITION, 
MEDICAL RECORDS AND HEALTH INFORMATION TECHNICIANS, ON THE INTERNET AT 
http://www.bls.gov/ooh/healthcare/medical-records-and-health-information-technicians.htm  . 

 

http://www.bls.gov/ooh/healthcare/medical-records-and-health-information-technicians.htm
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MEDICAL ASSISTANT 
Associate of Occupational Studies Degree 

16.5 months (66 weeks) 
 

The Medical Assistant degree program is designed to provide the students the knowledge and clinical skills for gaining entry-level employment in a 
medical facility in both administrative and clinical areas.  Specific training is provided in preparing instruments and materials, and assisting the physician 
with exams and procedures.  Computer skills, accounting and fundamentals of business operations will be developed to an advanced level. The student 
will be able to function independently with administrative duties and computer functions of the office. Training is provided for such occupations that 
include, but are not limited to Medical Assistant, Lab Assistant or Office Lab Assistant (Phlebotomist), Medical Insurance Coder, and Medical Secretary. 
 
Personal qualities considered essential for this field of employment are: visual acuity, manual dexterity, stamina, communication skills, reading 
comprehension, and the aptitude for demonstrating calm and reasoned judgment.  Medical Assistants must be flexible, demonstrate ethical/moral 
principles, and maintain confidentiality of patient information. Physical abilities recommended for this field are occasional sitting, kneeling, twisting, and 
reaching at above shoulder height, frequent standing, crouching, bending, flexion (extension/wrist use), continuous walking, and the ability to lift at least 
25 pounds. Students completing the courses below and meeting all graduation requirements will receive an Associate of Occupational Studies Degree in 
Medical Assisting.    

 
Course No  Course Title   Credit Hrs.     Class Hrs.      
AHC100 Allied Healthcare Calculations ............................................... 1.5 24 
COM101 Composition I .......................................................................... 2.0 24 
CPU105 Document Processing .............................................................. 1.5 24 
CPU115 Computer Fundamentals ......................................................... 1.5 24 
GOV100 U. S. & Nevada Constitutions ................................................. 4.5 48 
PSY105 General Psychology I .............................................................. 2.0 24 
PSY110 General Psychology II ............................................................. 2.0 24 
SSK100 Student Success Skills ............................................................. 3.5 48 
AMA100 Introduction to Medical Assistant ........................................... 4.0 48 
AMA105 Electronic Health Records....................................................... 3.5 48 
AMA110 Introduction to Procedural and Diagnostic Coding ................ 4.0 48 
AMA111 Medical Law and Ethics .......................................................... 2.0 24 
AMA115 Basic Insurance and Reimbursement Principles ..................... 2.0 24 
AMA120 Digestive and Respiratory Systems ........................................ 4.0 48 
AMA125 Laboratory Procedures ............................................................ 3.0 48 
AMA130 Skeletal, Muscular, Integumentary Systems ........................... 4.0 48 
AMA135 Accounting for Medical Assistants ......................................... 1.5 24 
AMA140 Nervous & Special Senses ...................................................... 4.0 48 
AMA145 Medical Diagnostic and Treatment Specialties ...................... 3.0 48 
AMA150 Lymphatic, Immune & Endocrine Systems ............................ 4.0 48 
AMA155 Vital Signs ............................................................................... 3.0 48 
AMA160 Reproductive & Urinary Systems ........................................... 4.0 48 
AMA165 Minor Office Procedures ......................................................... 3.0 48 
AMA170 Cardiac System ........................................................................ 3.5 48 
AMA190 Patient Communications ......................................................... 2.0 24 
AMA195 Pharmacology .......................................................................... 3.5 48 
AMA200 Medical Office Management and Administrative Procedures 2.0 24 
AMA205 Phlebotomy Skills ................................................................... 3.0 48 
AMA215 Medical Assistant Certification Preparation ........................... 2.0       24 
AMA225 Front and Back Office Skills Review ..................................... 6.0 96 
AMA290 Medical Assistant Clinical Externship .................................... 5.0 160 
 
TOTAL  AOS MEDICAL ASSISTANT 94.5 1360 
 
TOTAL OUTSIDE COURSEWORK HOURS 1136 
   
Nature of Work: 
Medical assistants complete administrative and clinical tasks in the offices of physicians, podiatrists, chiropractors, and other health practitioners. Their duties vary 
with the location, specialty, and size of the practice. Medical assistants typically take patient history and measure vital signs, help the physician with patient 
examinations, give patient injections as directed by the physician, schedule patient appointments, and prepare blood for laboratory tests.  
 
Job Outlook: 
Employment is expected to grow by 31 percent from 2010 to 2020, much faster than the average for all occupations. Demand will stem from physicians hiring 
more medical assistants to do routine administrative and clinical duties so that physicians can see more patients. 

 
OCCUPATIONAL TITLE MEDICAL ASSISTANTS SOC CODE 31-9092 

SOURCE: BUREAU OF LABOR STATISTICS, U.S. DEPARTMENT OF LABOR, OCCUPATIONAL OUTLOOK HANDBOOK, 2012-13 EDITION, 
MEDICAL ASSISTANTS, ON THE INTERNET AT http://www.bls.gov/ooh/healthcare/medical-assistants.htm   

  

CCNN MA students & lab 

Nevada Career Information Systems  
Occupational Title: Medical Assistants 

http://nvcis.intocareers.org/info2.aspx?FileI
D=Occ&FileNum=100125&TopicNum=0 

(Visited November 25, 2013) 

http://www.bls.gov/ooh/healthcare/medical-assistants.htm
http://nvcis.intocareers.org/info2.aspx?FileID=Occ&FileNum=100125&TopicNum=0
http://nvcis.intocareers.org/info2.aspx?FileID=Occ&FileNum=100125&TopicNum=0
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PHARMACEUTICAL TECHNICIAN  
Diploma Program 

9 Months (36 Weeks) 
 

The Pharmaceutical Technician Diploma Program is designed for those who desire a course of study and training in an occupational career field.  The pharmaceutical 
technician profession is experiencing rapid changes requiring broader areas of training.   The diploma course is designed to provide the students the basic knowledge and 
clinical skills for gaining employment at an entry-level in a community pharmacy operation and an institutional pharmacy operation.  Specific training is provided in 
dosage calculations, compounding and sterile processing, including aseptic technique, medical billing with prescription drug plans, and basic computer skills. Personal 
qualities considered essential for this field of employment include performing precise work where details can be a matter of life or death, and achieving accuracy even in 
stressful or emergency situations.  Good communication and interpersonal skills are also essential for a pharmacy technician who must interact with pharmacy coworkers, 
patients, and other health care professionals on a daily basis. Students completing the courses below and who meet all other graduation requirements will receive a diploma 
in Pharmaceutical Technology. 
 
The Pharmaceutical Technician program is accredited by American Society for Health Systems Pharmacist (ASHP) and students meeting all graduation requirements are 
eligible to apply for registration with the Nevada State Board of Pharmacy and be prepared to sit for the Pharmacy Technician Certification Board (PTCB) exam.  The 
Pharmaceutical Technician program is a Licensed Training Facility for the National Pharmacy Technician Association.  Students successfully completing the 
Compounding and Sterile Products training accredited by the Accreditation Council for Pharmacy Education (ACPE) will earn certifications as Nationally Certified 
Compounding Technicians and Nationally Certified IV/Admixture Technicians. 
 
The maximum number of students in a classroom will be 20 with an average classroom size of 15. 
 
Course No.         Course Title    Credit Hrs.   Class Hrs. 
PT111 Dosage Calculations Section I ................................................ 3.0 48 
PT113 Pharmacy Law and Compliance ............................................. 1.5 24 
PT115 Anatomy and Pharmacology Section I ................................... 3.0 48 
PT121 Dosage Calculations Section II ............................................... 3.0 48 
PT123 Clinical Pharmacy Practice Settings ....................................... 1.5 24 
PT125 Anatomy and Pharmacology Section II .................................. 3.0 48 
PT131 Dosage Calculations Section III .............................................. 3.0 48 
PT133 Ambulatory Care Practices Settings ....................................... 1.5 24 
PT135 Anatomy and Pharmacology Section III ................................. 3.0 48 
AHC155 Professional Development for Healthcare Professionals ........ 1.5 24 
PT201 Pharmacy Technician Skills Review ...................................... 5.0 96 
PT291 Retail Pharmacy Externship .................................................... 2.5 80 
PT296 Clinical Pharmacy Externship ................................................. 2.5 80 
 
TOTAL  PHARMACEUTICAL TECHNICIAN…………… 34.0    640 
TOTAL OUTSIDE COURSEWORK HOURS 126 
________________________________________________________________________________________________________________________ 
Nature of the Work:  
Pharmacy technicians help licensed pharmacists dispense prescription medication. They work in retail pharmacies and hospitals. Pharmacy technicians typically do the 
following: take from customers or health professionals the information needed to fill a prescription, count tablets and measure amounts of other medication for 
prescriptions, compound or mix medications such as preparing ointments, package and label prescriptions, accept payment for prescriptions and process insurance claims, 
do routine pharmacy tasks, such as answering phone calls from customers. Pharmacy technicians work under the supervision of pharmacists, who must review all 
prescriptions before they are given to patients. If a customer's question is about the medication or health matters, the pharmacy technician arranges for the customer to 
speak with the pharmacist. Pharmacy technicians working in hospitals and other medical facilities prepare a greater variety of medications, such as intravenous 
medications. They may make rounds in the hospital, giving medications to patients. 
Job Outlook: 
Employment of pharmacy technicians is expected to increase by 32 percent from 2010 to 2020, much faster than the average for all occupations.  

OCCUPATIONAL TITLE PHARMACY TECHNICANS SOC CODE 29-2052 
SOURCE: BUREAU OF LABOR STATISTICS, U.S. DEPARTMENT OF LABOR, OCCUPATIONAL OUTLOOK HANDBOOK, 2012-13 EDITION, 
PHARMACY TECHNICIANS, ON THE INTERNET AT http://www.bls.gov/ooh/healthcare/pharmacy-technicians.htm 
 

http://www.bls.gov/ooh/healthcare/pharmacy-technicians.htm
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HVAC/R SERVICE TECHNICIAN 
Diploma Program 

9 Months (36 weeks) 
 

The HVAC/R Diploma Program is designed and intended to introduce and prepare students for entry level employment by developing the 
essential skills and knowledge base to meet the standards and demands of today’s industry. Students will be introduced to the basic principles, 
functions and practical applications of residential and light commercial heating, air conditioning, and refrigeration; how it pertains to, and its 
significance to a Service Technician as a career choice in the HVAC/R field. Included will be a systematic approach to the proper diagnostics 
and evaluation of a HVAC/R system’s performance.  
 
This course will incorporate coordinated classroom and hands-on training in the physics, and function(s) of common residential and commercial 
HVAC/R equipment and their components. The characteristics of refrigerant gases, air flow, electricity, industry mathematics, and forms of 
energy, with an emphasis on safety in the workplace will also be addressed. Customer service and professionalism will be emphasized as well as 
job seeking skills and placement opportunities. 
 
Students completing the HVAC/R program will possess the necessary knowledge and skills to install, evaluate service, and repair a large array 
of typical residential and light commercial HVAC equipment. 
 
Upon successful completion students will receive a Diploma for the HVAC/R Service Technician Program. 
 
Course No    Course Title    Credit Hrs.  Class Hrs.  
 
 
COM125 Technical Writing ......................................................................  1.5 24 
MFG120 Computer Fundamentals for the Trades ....................................  1.5 24 
CST105 Customer Relations ...................................................................  1.5 24 
ACR152 Foundations of HVAC/R ...........................................................  6.0 96 
ACR157 Electrical Theory and Application ............................................  6.0 96 
ACR162 Refrigeration Theory and Application ......................................  5.5 96 
ACR167 Heating Systems ........................................................................  7.5 120 
ACR172 Air Conditioning and Refrigeration Systems ............................  7.5 120 
ACR178 Air Flow and Distribution .........................................................  3.0 48 
ACR180 Skills Review and EPA Certification ........................................  4.5 72 
 
TOTAL HVAC/R SERVICE TECHNICIAN   44.5 720 
TOTAL OUTSIDE COURSEWORK HOURS 173 
 
Nature of the Work: 
Heating, air conditioning, and refrigeration mechanics and installers—often referred to as HVACR technicians—work on heating, ventilation, cooling, and 
refrigeration systems that control the air quality in many types of buildings. Heating, air conditioning, and refrigeration mechanics and installers mostly work in 
residential homes, schools, hospitals, office buildings, or factories. Their worksites may be very hot or cold because the heating and cooling system they must 
repair is broken. Working in cramped spaces is common. Most work full time. Because HVACR systems are increasingly complex, employers generally prefer 
applicants with postsecondary education or those who have completed a formal apprenticeship. Some states and localities require technicians to be licensed. 
Heating, air-conditioning, and refrigeration systems consist of many mechanical, electrical, and electronic components, such as motors, compressors, pumps, fans, 
ducts, pipes, thermostats, and switches. Technicians are often required to sell service contracts to their clients. Service contracts provide for regular maintenance 
of the heating and cooling systems, and they help to reduce the seasonal fluctuations of this type of work. 
 
Job Outlook 
Employment of heating, air conditioning, and refrigeration mechanics and installers is expected to grow 34 percent from 2010 to 2020, much faster than the average 
for all occupations. Rising demand for trained technicians will result in excellent employment opportunities. 
 

 
                             
 
 
 
 
 
 
 
 

CCNN HVAC/R labs. 
 

OCCUPATIONAL TITLE HEATING, AIR CONDITIONING, AND REFRIGERATION MECHANICS AND INSTALLERS SOC CODE 49-9021 
SOURCE: BUREAU OF LABOR STATISTICS, U.S. DEPARTMENT OF LABOR, OCCUPATIONAL OUTLOOK HANDBOOK, 2012-13 EDITION, 
HEATING, AIR-CONDITIONING, AND REFRIGERATION MECHANICS AND INSTALLERS, ON THE INTERNET AT 
http://www.bls.gov/ooh/installation-maintenance-and-repair/heating-air-conditioning-and-refrigeration-mechanics-and-
installers.htm . 
  

Nevada Career Information Systems  
Occupational Title: Heating and Cooling Mechanics  
http://nvcis.intocareers.org/info2.aspx?FileID=Occ

&FileNum=100340&TopicNum=0  
(Visited November 25, 2013) 

http://www.bls.gov/ooh/installation-maintenance-and-repair/heating-air-conditioning-and-refrigeration-mechanics-and-installers.htm
http://www.bls.gov/ooh/installation-maintenance-and-repair/heating-air-conditioning-and-refrigeration-mechanics-and-installers.htm
http://nvcis.intocareers.org/info2.aspx?FileID=Occ&FileNum=100340&TopicNum=0
http://nvcis.intocareers.org/info2.aspx?FileID=Occ&FileNum=100340&TopicNum=0
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WELDING AND FABRICATION 
Diploma 

12 months (48 weeks) 
 

The training program is designed to prepare students with the knowledge and skills for entry-level employment as a welder in the manufacturing, construction or 
maintenance industries.  This program provides specific welding and metal shop training including theory and extensive hands on laboratory activities for reading 
blue prints, setting up Computer Numeric Control (CNC) cutting procedures and welding of flat and pipe metals.  General education courses are included to support 
the training program and develop computer, mathematics, and science skills used in the industry.  Personal attributes considered essential for this field of 
employment are visual acuity, manual dexterity, stamina, communication skills, reading comprehension, the ability for lift or carry heavy materials and handle 
large power tools.  Welders must be flexible, demonstrate dexterity, and be able to translate mechanical ideas into the manufacturing process.  Physical abilities 
recommended for this field are repetitive sitting, kneeling, twisting, frequent standing, crouching, bending, flexion (extension/wrist use), continuous walking, and 
the ability to lift at least 25 pounds. Welders, cutters, solderers, and brazers may work outdoors, often in inclement weather, or indoors, sometimes in a confined 
area. They may work on a scaffold, high off the ground, and they occasionally must lift heavy objects and work in awkward positions.   
 
 
 
 
 
 
 
 
 
 
 
 
Course No. Course Title Credit Hrs. Class Hrs. 
 
WEL101 Introduction to Welding and Manufacturing .......................... 4.5 72 
WEL111 Oxyfuel Cutting and Basics of SMAW .................................. 4.0 72 
WEL121 Welding I ................................................................................. 6.5 120 
WEL131 Welding II-a ............................................................................ 6.5 120 
WEL132 Welding II-b ............................................................................ 5.5 96 
WEL140 Welding III .............................................................................. 6.5 120 
WEL151 Welding IV .............................................................................. 4.0 72 
WEL155 Welding Skills Review and SENSE Level II Certification .... 6.5 120 
MFG106 Mathematics for the Trades ..................................................... 3.0 48 
MFG111 Print Reading ........................................................................... 3.0 48 
MFG120 Computer Fundamentals for the Trades .................................. 1.5 24 
MFG131 Computerized Assisted Design and Drafting .......................... 3.0 48 
 
TOTAL Welding and Fabrication  54.5 960 
TOTAL OUTSIDE COURSEWORK HOURS 304 
 
Nature of Work: 
Welders and cutters may work outdoors, often in inclement weather, or indoors, sometimes in a confined area designed to contain sparks and glare. When 
working outdoors, they may work on a scaffold or platform high off the ground. 
In addition, they may have to lift heavy objects and work in awkward positions while bending, stooping, or standing to work overhead. 
Welders, cutters, solderers, and brazers are often exposed to a number of hazards, including very hot materials and the intense light created by the arc. They wear 
safety shoes, heat-resistant gloves, goggles, masks with protective lenses, and other equipment to prevent burns and eye injuries and to protect them from falling 
objects. 
The Occupational Safety & Health Administration requires that welders work in safely ventilated areas in order to avoid danger from inhaling gases and fine 
particles that can result from welding processes. Because of these hazards, welding, cutting, soldering, and brazing workers have a rate of injuries and illnesses 
that is higher than the national average. However, they can minimize injuries if they follow safety procedures. 
Job Outlook: 
Employment of welders, cutters, solderers, and brazers is projected to grow 6 percent from 2012 to 2022 Nationally and **23 Percent from 2010 to 2020 in Nevada, 
slower than the average for all occupations nationally but higher than average for **Nevada.  Employment growth reflects the need for welders in manufacturing 
because of the importance and versatility of welding as a manufacturing process. The basic skills of welding are similar across industries, so welders can easily 
shift from one industry to another, depending on where they are needed most. For example, welders laid off in the automotive manufacturing industry may be able 
to find work in the oil and gas industry.  The nation’s aging infrastructure will require the expertise of welders, cutters, solderers, and brazers to help rebuild 
bridges, highways, and buildings. The construction of new power generation facilities and, specifically, pipelines transporting natural gas and oil will also result in 
new jobs. 
 

OCCUPATIONAL TITLE WELDERS, CUTTERS, SOLDERERS, AND BRAZERS SOC CODE 51-4121.00 
SOURCE: Bureau of Labor Statistics, U.S. Department of Labor, Occupational Outlook Handbook, 2014-15 Edition, Welders, Cutters, 
Solderers, and Brazers, on the Internet at http://www.bls.gov/ooh/production/welders-cutters-solderers-and-brazers.htm. 
 
**Source: http://www.careerinfonet.org/occ_rep.asp?optstatus=011000000&soccode=514121&id=1&nodeid=2&stfips=32&search=Go 
 
 
 
  

https://www.osha.gov/
http://www.bls.gov/ooh/production/welders-cutters-solderers-and-brazers.htm
http://www.careerinfonet.org/occ_rep.asp?optstatus=011000000&soccode=514121&id=1&nodeid=2&stfips=32&search=Go
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INFORMATION TECHNOLOGY SPECIALIST 

Associate of Occupational Studies Degree 
18 Months (72 Weeks) 

 
The Associate of Occupational Studies degree for Information Technology Specialist will appeal to people who want to be part of the exciting 
world of information technology and support. In the modern workplace, Information Technology (IT) that is effective and reliable is crucial for 
all aspects of business. This career path is for people who like to plan, coordinate and direct the implementation and support of the information 
technology systems that drive modern enterprise. Graduates of this program will work in positions where they consult with other managers to 
determine goals and how to create and maintain the information infrastructure necessary to meet those goals. 
 
Graduates of the ITS program will have the skills and knowledge necessary to assemble, repair and upgrade computers and network hardware. 
They will be able to install and maintain complex networks that include: cabling and other forms of communication media, routers, firewalls , 
and switches. They will be able to integrate these systems with advanced server technologies. These systems use contemporary virtualization 
software, and cloud-based strategies in order to maximize the potential and productivity of modern businesses. Emphasis will be placed on Cisco 
and VMware technologies. This program will provide students with the practical skills and theoretical knowledge to obtain entry-level and 
advanced positions in the Information Technology field. Graduates will be able to do both frontend IT support as well as backend server 
administration and resource management. In addition, classes will also prepare students to take valuable industry related certification exams such 
as A+, CISCO, EMC, and VMware. Career College of Northern Nevada is a PearsonVue testing center, and students will be able to take their 
certification exams on site. Upon successful completion of this program students will 
receive an Associate of Occupational Studies Degree for Information Technology 
Specialist. 
 
Course No         Course Title    Credit Hrs.   Class Hrs. 
 
COM101 Composition I  ......................................................................... 2.0 24 
CPU110 Basic Word Processing and Spreadsheets  ............................. 1.5 24 
CPU115 Computer Fundamentals ......................................................... 1.5 24 
GOV100 US & Nevada Constitutions .................................................... 4.5 48 
KEY101 Keyboarding1 .......................................................................... 1.0 24 
SSK100 Student Success Skills ............................................................. 3.5 48 
TRD 100 Mathematics for the Trades ..................................................... 1.5 24 
ITS105 Introduction to Computers ...................................................... 3.0 48 
ITS104 Customer Service .................................................................... 1.5 24 
ITS106 Flowcharts and Diagrams, Visio ............................................. 1.5 24 
ITS109 Introduction to Programing ..................................................... 3.5 48 
ITS204 Mathematics for Information Technology I ............................ 1.5 24 
ITS205 Mathematics for Information Technology II .......................... 1.5 24 
ITS210 Electronic Mailing Systems .................................................... 1.5 24 
ITS212 Intrusion Prevention Systems .................................................. 3.5 48 
ITS215 Integration of Mobile Devices in Business Environment ....... 1.5 24 
ITS223 Project Management and Entrepreneurship ............................ 1.5 24 
ITS219 SQL Databases ........................................................................ 3.5 48 
ITS220 Advanced OS: Windows Desktop .......................................... 3.0 48 
ITS221 Advanced OS: Windows Server ............................................. 3.0 48 
ITS222 Advanced OS: Apple© OSX .................................................. 3.0 48 
ITS238 Computer Architecture A+ Preparation .................................. 4.5 72 
ITS262 Network Fundamentals ........................................................... 3.0 48 
ITS264 IPv4/IPv6 Addressing ............................................................. 5.0 72 
ITS266 Switching and Routing ............................................................ 3.0 48 
ITS268 Accessing the WAN ................................................................ 5.0 72 
ITS237 VMWare ESX and ESXi in the Enterprise ............................. 3.5 48 
ITS270 Desktop Virtualization ............................................................ 1.5 24 
ITS235 Preparation for VMware Certification .................................... 5.0 72 
ITS236 Data Administration and Disaster Recovery EMC2 
 Preparation............................................................................... 3.0 48 
ITS240 Programming Apps – Apple SDK .......................................... 5.0 72 
ITS241 Programming Apps – Android SDK ....................................... 4.5 72 
ITS253 Cloud Computing and Google Cloud ..................................... 3.0 48 
ITS288 SOHO Firewalls ...................................................................... 1.5 24 
TOTAL INFORMATION TECHNOLOGY SPECIALIST 96  1440 
 
TOTAL OUTSIDE COURSEWORK HOURS 1240 
 
 
 

OCCUPATIONAL TITLE NETWORK AND COMPUTER SYSTEM ADMINISTRATORS SOC CODE 15-1142 
SOURCE: BUREAU OF LABOR STATISTICS, U.S. DEPARTMENT OF LABOR, OCCUPATIONAL OUTLOOK HANDBOOK, 2012-13 EDITION, 

COMPUTER NETWORK, SYSTEMS, AND DATABASE ADMINISTRATORS, ON THE INTERNET AT 
http://www.bls.gov/ooh/computer-and-information-technology/network-and-computer-systems-administrators.htm  

 
  

 

 
Nature of the Work 
Network and computer systems administrators are 
responsible for the day-to-day operation of an 
organization’s computer networks. They organize, 
install, and support an organization’s computer 
systems, including local area networks (LANs), 
wide area networks (WANs), network segments, 
intranets, and other data communication systems. 
Network and computer systems administrators 
work with the physical computer networks of a 
variety of organizations and therefore are 
employed in many industries. 
 
Job Outlook 
Employment of network and computer systems 
administrators is expected to grow 28 percent from 
2010 to 2020, faster than the average for all 
occupations. Demand for these workers is high 
and should continue to grow as firms invest in 
newer, faster technology and mobile networks.  

http://www.bls.gov/ooh/computer-and-information-technology/network-and-computer-systems-administrators.htm
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INDUSTRIAL ELECTRONIC TECHNOLOGY 
Associate of Occupational Studies Degree 

18 Months (72 Weeks) 
 

The Associate of Occupational Studies degree in Industrial Electronics Technology (AOSIET) is designed 
to attract men and women who are fascinated by learning how things work.  It is a career for those who like 
to use their minds as well as their hands, and are excited by experimenting with new possibilities.  
Electronic Technicians work closely with engineers to help design, test, and service the technology that is 
changing our lives today.  Training is provided for such entry level occupations that include, but are not 
limited to electronic technicians, assemblers, equipment calibration technicians, security and surveillance 
equipment technicians, and fiber optic technicians.  
 

Students completing the Industrial Electronic Technology program will possess the necessary skills to service and repair a broad range of 
electronic and computer controlled devices.  The student is prepared in a wide spectrum of electronic disciplines including mathematics,  basic 
electricity and electronics, solid state and digital device circuitry,  microcontrollers and more recent technology such as, robotics, wireless 
communication systems, fiber optics and C++ programming.   Students will have the opportunity to sit for a national certification exam in 
soldering. This program offers the students the theoretical knowledge and performance skills to obtain entry level positions in the rapidly 
expanding electronic repair and assembly fields.  
 
Upon successful completion of this program, students will receive an Associate of Occupational Studies degree in Industrial Electronic 
Technology.  
 
Course No         Course Title    Credit Hrs.   Class Hrs. 
 
 
COM101 Composition  ........................................................................... 2.0 24 
COM120 Technical Writing .................................................................... 2.0 24  
CPU110 Basic Word Processing and Spreadsheets............................... 1.5 24 
CST100 Customer Relations ................................................................. 2.0 24 
GOV100 U.S. and Nevada Constitutions ............................................... 4.5 48 
KEY101 Keyboarding I .......................................................................... 1.0 24 
SSK100 Student Success Skills ............................................................. 3.5 48 
TRD100 Mathematics for the Trades ..................................................... 1.5 24 
IET100 Electronic Engineering I ......................................................... 5.0 72 
IET106 Workplace Safety .................................................................... 1.5 24 
IET110 Electronic Engineering II ........................................................ 5.0 72 
IET115 Soldering Skills and Certification Lab .................................... 3.0 48 
IET120 Electronic Engineering III ....................................................... 5.0 72 
IET123 Electronic Technology IV ....................................................... 3.5 48 
IET131 Industrial Motor Controls I ..................................................... 1.5 24 
IET133 Industrial Motor Controls II .................................................... 1.5 24 
IET135 Fluid Power Dynamics ............................................................ 3.0 48 
IET140 Power Supplies and Linear Circuits ........................................ 3.0 48 
IET146 Digital Electronics ................................................................... 3.5 48 
IET151 Industrial PLC’s ...................................................................... 3.5 48 
IET155 Introduction to Robotics .......................................................... 1.5 24 
IET161 Robotics Technology Lab ....................................................... 3.0 48 
IET165 Microcontroller Assembly and Programming ........................ 3.5 48 
IET171 Structured Cabling................................................................... 3.0 48 
IET176 Industrial Security and Surveillance ....................................... 4.5 72 
IET185 Microcircuit Programming II: C++ Lab ................................. 3.0 48 
IET196 Schematics and Breadboarding ............................................... 1.5 24 
IET202 Fundamentals of Data Networking  ........................................ 1.5 24 
IET206 Wireless Communication Technology I ................................. 3.0 48 
IET212 Wireless Communication Technology II ................................ 3.0 48 
IET216 Principles of Quality Assurance .............................................. 1.5 24 
IET222 Fiber Optics Communication .................................................. 3.0 48 
IET226 Green Technology ................................................................... 3.0 48 
IET231 Electronics Skills Review ....................................................... 4.5 72 
 
TOTAL INDUSTRIAL ELECTRONIC TECHNOLOGY  96.5 1440 
 
TOTAL          OUTSIDE COURSEWORK HOURS           999 
 

 
OCCUPATIONAL TITLE ELECTRICAL AND ELECTRONICS TECHNICIANS SOC CODE 17-3023 

49-2094 Electrical and Electronics Repairers, Commercial and Industrial Equipment 
https://www.bls.gov/oes/current/oes492094.htm 

 
SOURCE: BUREAU OF LABOR STATISTICS, U.S. DEPARTMENT OF LABOR, OCCUPATIONAL OUTLOOK HANDBOOK, 2012-13 EDITION, 

ELECTRICAL AND ELECTRONICS TECHNICIANS, ON THE INTERNET AT 
https://www.bls.gov/ooh/architecture-and-engineering/electrical-and-electronics-engineering-technicians.htm#tab-2  

Nevada Career Information Systems  
Occupational Title: Industrial Electronic Repairers 
http://nvcis.intocareers.org/info2.aspx?FileID=Occ

&FileNum=100065&TopicNum=0  
(Visited November 25, 2013) 

Nature of the work 
Electrical engineers design, develop, test, and supervise the 
manufacturing of electrical equipment such as electric motors, radar 
and navigation systems, communications systems, and power 
generation equipment. Electronics engineers design and develop 
electronic equipment, such as broadcast and communications 
systems—from portable music players to global positioning systems 
(GPS).  
 
Electrical and electronics engineers work primarily in industries that 
conduct research and development, for engineering services firms, in 
manufacturing, and in the federal government. They generally work 
indoors in offices. However, they may have to visit sites to observe 
a problem or a piece of complex equipment. 
 
Job Outlook 
Employment of electrical and electronics engineers is expected to 
grow 6 percent from 2010 to 2020, slower than the average for all 
occupations. 
 

http://nvcis.intocareers.org/info2.aspx?FileID=Occ&FileNum=100065&TopicNum=0
http://nvcis.intocareers.org/info2.aspx?FileID=Occ&FileNum=100065&TopicNum=0
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COURSE DESCRIPTIONS 

 
ACR151 HVAC/R Fundamentals                   Cr Hrs. 3.0 
This course is an introduction to the HVAC/R industry. Career 
options will be discussed as students will be introduced to different 
applications of HVAC/R. Safe working habits will be addressed at 
length familiarizing the students to various industry hazards. OSHA 
10 training will be included and taught by a licensed 
instructor/trainer. Lockout / Tagout Training will also be covered. 
Basic hand tools; power tools; and industry specific tools and 
equipment will be discussed; proper use will be demonstrated. Basic 
industry math will be integrated into the course as students must 
know how to use various measuring tools and basic mathematical 
applications applicable to the industry. Using proper technical 
terminology will be emphasized. Thermodynamics and basic gas 
laws will also be introduced.  
 
ACR152 Foundations of HVAC/R Cr. Hrs. 6.0 
An introduction to the HVAC/R industry where safe working habits 
will be addressed at length alerting the students to various hazards 
encountered in the workplace. Lock out Tag out Training will be 
covered as will OSHA 10 training taught by a licensed 3rd party. Basic 
hand tools, power tools, and some industry specific tools and 
equipment will be discussed and demonstrated. Basic industry math 
will be discussed as students must know how to use various 
measuring tools and basic mathematical applications used in the 
industry. Emphasis will be given to understanding and using proper 
technical terminology. Thermodynamics and basic gas laws will be 
discussed as they are applicable to the trade.  Career options will be 
explored as students are introduced to different applications of 
HVAC/R. 
 
ACR157 Electrical Theory and Application              Cr Hrs. 6.0 
In this course, students will be introduced to the fundamentals of 
electrical theory. Basic principles such as Ohm’s law, electrical 
characteristics, and electron flow will be applied to reinforce the 
importance and application of electricity in the HVAC/R industry. 
Based on these principles, students will learn basic wiring techniques, 
schematic reading, motor controls, common loads used in the 
industry, and electrical troubleshooting using an electric meter.  
Prerequisites: ACR152 
 
ACR162 Refrigeration Theory and Application Cr. Hrs. 5.5 
This course is an introduction to refrigeration theory providing a solid 
foundation for application. Basic laws of physics are reviewed. 
Students will become familiar with physical laws of thermodynamics, 
pressure and temperature relationships, and the refrigeration cycle. 
The function of the main refrigeration components will be discussed. 
Students will learn basic piping techniques (brazing, soldering, 
swaging, and flaring), electrical practices, and sheet metal installation 
techniques. Students will learn proper refrigeration handling 
techniques to prepare for the Federal EPA Section 608 certification 
exam.  
Prerequisites: ACR 152, ACR 157.   
 
ACR167 Heating Systems              Cr Hrs. 7.5 
This course covers applications of residential and light commercial 
heating systems. This will include natural gas furnaces, oil furnaces, 
electric resistance heating, gas-fired hydronic systems and heat 
pumps Light commercial equipment such as roof top gas package 
units will also be included. Different types of ignition systems and 
gas valves will be discussed. Students will be able to identify and 
describe system components and sequence of operations for the 
various systems discussed. Application of electrical motor controls 
will allow students to diagnose electrical problems using proper 
testing equipment. Proper installation and service of gas piping will 
be demonstrated and practiced. Motors and fans will also be 
discussed as applied to heating systems. Heat pump components, 
applications and control logic will be discussed.  The HVAC 
Excellence Employment Ready Gas Heat and Oil Heat examinations 

will be used for competency evaluation.  
Prerequisites: ACR152, ACR172 
 
ACR172 Air Conditioning and Refrigeration Systems 

Cr Hrs. 7.5 
This course covers several applications of air conditioning and 
refrigeration systems with the emphasis on residential and light 
commercial comfort cooling applications. This course emphasizes 
system design, component functions, and applications of accessories. 
Pressure and temperature relationships and refrigerant handling will 
be discussed and practiced at length. Lab projects will provide hands-
on practical application of theories discussed. Proper installation, 
diagnostics, and repair are practiced. Topics will include application 
of commercial refrigeration equipment. This course will also cover 
service and repair of electrical systems such as motors, controls, 
schematic, and wiring.  
Prerequisites: ACR152, ACR161. 
 
ACR178Air Flow and Distribution                        Cr Hrs. 3.0 
This course covers the principles of air flow and distribution to 
emphasize the importance of airflow in HVAC/R applications. 
Emphasis will be placed on fans, fan laws, and air flow 
measurements. Other air flow characteristics and ventilation 
principles pertaining to indoor air quality will be covered briefly. 
Prerequisites: ACR152, ACR167. 
 
ACR180 Skills Review and EPA Certification Cr. Hrs. 4.5 
The course is designed to revisit and solidify skills learned in 
previous courses.  Training will include hands on skills review in 
electrical & mechanical troubleshooting as well as proper procedural 
practices. This course will also include preparation and testing on the 
Environmental Protection Agency (EPA) Section 608 exam as 
required for refrigerant handling.  
Prerequisites: ACR152, ACR157, ACR162,ACR167, ACR172, 
MFG120, CST105, COM125 
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AHC100 Allied Healthcare Calculations                    Cr Hrs. 1.5 
This course introduces students to the fundamental concepts needed 
in the Allied Healthcare field. Topics addressed include: basic 
mathematical skills; systems of measurements; utilization of 
conversion factors; and temperature and time. 
 
AHC125 Customer Service for Allied Health  Cr. Hrs. 2.0 
Upon successful completion of this course, the student will have an 
understanding of the customer service skills required throughout the 
allied healthcare field.  Students will learn how to manage difficult 
situation with both in house customers and outside customer. 
Professional communication skills, verbally, written, and 
electronically will also be covered.  
 
AHC126 Customer Service for Allied Health  Cr. Hrs. 1.5 
Upon successful completion of this course, the student will have an 
understanding of the customer service skills required throughout the 
allied healthcare field.  Students will learn how to manage difficult 
situation with both in house customers and outside customer. 
Professional communication skills, verbally, written, and 
electronically will also be covered. (Pharmacy Only) 
 
AHC145 Sociology I Cr. Hrs. 2.0 
This course will help students understand the connections between 
individuals, family, economy, and the environment. This course will 
provide a perspective on social issues and diversity encountered in 
the healthcare field.  
 
AHC155 Professional Development for Healthcare Professionals 
 Cr. Hrs. 1.5 
This course will provide students with training in professional 
development. The course will provide an understanding of the 
healthcare working environment and expected professionalism 
needed to success in this environment.  Opportunities for students to 
apply professionalism skills necessary to achieve his/her employment 
objectives will also be included. Emphasis will be placed on 
appearance, attitude and both internal and external customer service.    
Prerequisite: None 
 
AMA100 Introduction to Medical Assisting Cr Hrs. 4.0 
This course is designed to give students a basic overview of practice 
within the standard of care in the Medical Assisting 
profession.  Foundation and principles include the types of medical 
practice, implementation of time management principles, licensure 
and certification as it applies to healthcare providers, and an overview 
of local, state, and federal health care legislation and regulation 
appropriate to the medical assistant practice setting.  Students will 
begin professionalism training. The course will also include an 
introduction to medical terminology 
 
AMA105 Electronic Health Records                           Cr Hrs. 3.5 
During this course students will be introduced to the Spring Charts 
Electronic Health Record (EHR) system which increases productivity 
in the medical office.  Topics covered will include a history of EHR, 
various methods used to enter patient information, common 
acronyms used for EHR systems, and a discussion of barriers and 
benefits of implementation of electronic record in the medical setting.  
Prerequisites: AMA100, COM101, CPU105, CPU115  
 
AMA110 Introduction to Procedural and Diagnostic Coding 
                                                                                        Cr Hrs. 4.0 
This course is designed to introduce Medical Assistant students to the 
theories behind medical office coding practices. Students will learn 
how coding relates to patient anatomy and patient diagnosis and 
treatment. 
Prerequisites: AMA100, COM101, CPU105, CPU115 
 
AMA111 Medical Law and Ethics                              Cr Hrs. 2.0 
This course provides an overview of legal implications in the medical 
setting.  Discussions will include a review of the Patient Bill of 
Rights, HIPAA, guidelines.  Purpose and requirements of licensure 
and certification as it applies to healthcare provider are reviewed.  
Application of local, state, and federal health care 
legislation/regulation appropriate to the medical environment is 

studied.  
Prerequisite: AMA100   
 
AMA115 Basic Insurance and Reimbursement Principles 
                                                                                        Cr Hrs. 2.0   
This course is designed to introduce students to the types of managed 
care programs and insurance plans, preauthorization and 
precertification including necessary documentation, guidelines used 
in processing insurance claims (manual and electronic), and 
physician fee schedules. Government insurance principles will also 
be included in this course.  
Prerequisites:  AMA100, COM101, CPU105, CPU115 
 
AMA120 Digestive and Urinary Systems                     Cr Hrs. 4.0 
This course will describe the structural organization and major organs 
of the digestive and urinary systems.  Normal function, pathology, 
disease, and treatments will be discussed as they relate to each 
system. Prerequisite: AMA100 
 
AMA125 Laboratory Procedures                                  Cr Hrs. 3.0 
This course is will provide students the opportunity to practice 
standard safety precautions as it applies to the medical office while 
performing various laboratory procedures.  Training will be centered 
heavily around performance of CLIA waived testing procedures.  
Prerequisites: AMA100  
 
AMA130 Skeletal, Muscular, and Integumentary Systems 
                                                                                          Cr Hrs. 4.0 
This course will describe the structural organization and major organs 
of the skeletal, muscular, and integumentary systems.  Normal 
function, pathology, disease, and treatments will be discussed as they 
relate to each system.  
Prerequisite: AMA100 
 
AMA135 Accounting for Medical Assistants               Cr Hrs. 1.5 
This course will introduce students to basic bookkeeping and 
accounting functions in the medical office.  At the end of this course 
students should have an understanding of general banking 
procedures, accounts payable, accounts receivable, billing and 
payment options, and collection procedures.   
Prerequisites: AHC100, AMA100 
 
AMA140 Nervous & Special Senses                    Cr Hrs. 4.0 
This course will describe the structural organization and major organs 
of the nervous system and special senses.  Normal function, 
pathology, disease, and treatments will be discussed as they relate to 
each system.  
Prerequisite: AMA100 
 
AMA145 Medical Diagnostic and Treatment Specialties 
                                                                                          Cr Hrs. 3.0 
This course will provide the student with the knowledge needed to 
assist physicians in the office with diagnostic testing and treatment 
designed specifically for special populations and diseases. 
Prerequisites: AMA100 
 
AMA150 Lymphatic, Immune, and Endocrine Systems      
 Cr Hrs. 4.0 
This course will describe the structural organization and major organs 
of the lymphatic, immune, and endocrine systems.  Normal function, 
pathology, disease, and treatments will be discussed as they relate to 
each system.  
Prerequisite: AMA100 
 
AMA155 Vital Signs                                                     Cr Hrs. 3.0 
This class is designed to help students build their skills in 
measuring and recording basic physiologic statistics to assess basic 
body functions.  Vital signs normally include activities such as 
recording body temperature, weight, blood pressure, pulse rate, 
respirations, etc.   The use of Electronic Health Records will be 
utilized in this course.  
Prerequisites: AHC100, AMA100 
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AMA160 Reproductive and Urinary Systems          Cr Hrs. 4.0 
This course will describe the structural organization and major organs 
of the reproductive and urinary systems.  Normal function, pathology, 
disease, and treatments will be discussed as they relate to each 
system.  
Prerequisite: AMA100 
 
AMA165 Minor Office Procedures                             Cr Hrs. 3.0 
This course will allow students to practice and perform daily duties 
expected of the Medical Assistant in the clinical environment related 
to performing and assisting physical exams and assisting the provided 
with minor office surgery.  This is a fast-paced class and students will 
be expected to move quickly and maintain a sense of urgency.  
Assignments and quizzes will be competency and text based. 
Prerequisites: AMA100 
 
AMA170 Cardiac System                                             Cr Hrs. 3.5 
This course will describe the structural organization and major organs 
of the cardiac system.  Normal function, pathology, disease, and 
treatments will be discussed as they relate to each system. Students 
will be instructed and be able to demonstrate proper EKG techniques.  
Prerequisites: AMA100, AMA120, AMA130, AMA140, 
AMA150, AMA160  
 
AMA190 Patient Communications                              Cr Hrs. 2.0 
This course is designed to help students apply critical thinking skills 
while performing patient assessment and care.  Additional topics 
include verbal and nonverbal communication skills, proper telephone 
etiquette, patient diversity, empathy, and explanation of procedures 
and follow up care will be discussed. Proper charting and 
documentation will also be discussed in this course.  
Prerequisites: AMA100  
 
AMA195 Pharmacology                                               Cr Hrs. 3.5 
Topics include drug classifications, measuring medication and 
dosage calculations, administering medications, and documentation. 
Pharmacology presented with occupational math and metric 
conversions, use of PDR and other medication books, common 
abbreviations used in prescription writing, and the legal aspects of the 
written prescription. Students discuss the role of the Medical 
Assistant in patient education and the rights of medication 
administration.  
Prerequisites: AHC100, AMA100 
 
AMA200 Medical Office Management and Administrative  
                 Procedures                                                   Cr Hrs. 2.0 
This course will offer the student more advanced knowledge of the 
medical office, including technical administrative procedures and 
management skills. Students will learn how to manage and maintain 
correspondence, supplies, and medical records within a typical 
medical office setting. Students will also learn how to manage a 
physician’s schedule. 
Prerequisites: AHC100, AMA100, , COM101, CPU105, CPU115 
 
AMA205 Phlebotomy  Cr Hrs. 3.0 
This course will prepare students to perform venipuncture for the 
collection of blood samples using a variety of methods as well as 
sample preparation, processing, and transport for analysis.  Students 
will be prepared to initiate an intravenous (IV) line for the purpose of 
hydration therapy and administration of IV medications by the nurse, 
provider, or EMS personnel. 
Prerequisites: AMA100, AMA120, AMA130, AMA140, 
AMA150, AMA160. Student must provide proof of 
immunizations. 
 
AMA215 Medical Assistant Certification  Cr. Hrs. 2.0 
Preparation 
This course will help students to prepare for certification exams for 
Medical Assisting. Covered in this course will be a review of 
medical terminology, anatomy and physiology, laboratory 

procedures, administrative procedures, medical law, procedural and 
diagnostic coding, and phlebotomy techniques. 
Prerequisite:  Completion of all didactic and laboratory courses 
assigned in the medical curriculum with a 70% or better.  
Students must provide proof of immunizations including a 2-step 
TB test. 
 
AMA225 Front and Back Office Skills Review          Cr Hrs. 6.0 
This course will allow students the opportunity to apply all previously 
acquired skill.  Scenario based instruction and practice from the 
admission to discharge process and performance of daily MA duties 
in a clinical environment will prepare students for externship. This is 
a fast-paced class and students will be expected to move quickly and 
maintain a sense of urgency.  Assignments and quizzes will be 
competency based. 
Prerequisite: Completion of all didactic and laboratory courses 
assigned in the medical curriculum with a 70% or better.  
Students must provide proof of immunizations including a 2-step 
TB test. 
 
AMA290 Medical Assistant Clinical Externship       Cr Hrs. 5.0 
Students are assigned to a medical office or health care facility where 
they gain additional experience in both back and front office 
procedures.  The student receives no compensation while gaining 
valuable work experience. A minimum of 160 class hours is required. 
The student is expected to maintain perfect attendance, and act with 
the highest behavioral, ethical and professional standards while at the 
externship site.  
Prerequisites: Completion of all program coursework with a 70% 
or better. Student must provide proof of immunization and a 2-
step TB. 
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BUS110 Job Seeking Skills Cr Hrs. 2.0 
This course is designed to assist the student in developing skills 
necessary to achieve his/her employment objectives.  Topics include 
preparing resumes, job seeking and interviewing skills.  Emphasis is 
placed on appearance, attitude, customer service and on-the-job 
behavior. 
 
BUS115 Job Seeking Skills Cr Hrs. 1.5 
(HVAC/R and PT Students Only). This course is designed to assist 
the student in developing skills necessary to achieve his/her 
employment objectives.  Topics include preparing resumes, job 
seeking and interviewing skills.  Emphasis is placed on appearance, 
attitude, customer service and on-the-job behavior.  
 
COM101 Composition I Cr Hrs. 2.0 
This course is designed to introduce students to the fundamental 
principles of writing. Students will write journal entries, essays, and 
a research paper. Both APA and MLA document styles will be 
examined, as well as how to properly use punctuation. Correct use of 
grammar and spelling will also be emphasized.  
 
COM110 Principles of Business Correspondence      Cr Hrs. 2.0 
This course is designed to introduce the basic principles of written 
business communication, including use of the direct and indirect 
method. Proper formatting of letters and memos will also be 
explained. Additionally, the course will explore the techniques of 
proposal writing. 
 
COM120 Technical Writing Cr Hrs. 2.0 
This course provides instructions on the basics of technical-oriented 
writing as a transactional process.  Students will learn the purposes 
and importance of technical writing in business as well as how to 
write clear, concise letters, memos, and reports.  In addition, students 
will learn how to assess an intended audience and create technical 
documentation that meets end-user needs. 
 
COM125 Technical Writing  Cr Hrs. 1.5 
(HVAC/R Students Only). This course provides instructions on the 
basics of technical-oriented writing as a transactional process.  
Students will learn the purposes and importance of technical writing 
in business as well as how to write clear, concise letters, memos, and 
reports.  In addition, students will learn how to assess an intended 
audience and create technical documentation that meets end-user 
needs.  
 

CPU105 Document Processing Cr Hrs. 1.5 
This course will introduce students to the basics of document 
processing. Students will learn professional keyboard and key pad 
sills. Students will be required to key a minimum of 35 WPM and 
90% accuracy to pass the class. Students will also learn to use 
Microsoft Word 2010 to create and modify typical office documents 
such as; memos, reports, and letters.  
 
CPU110 Basic Word Processing and Spreadsheets     Cr Hrs. 1.5 
Students will learn the basic concepts and skills they will need to 
successfully use Microsoft Word and Microsoft Excel 2010 in the 
workplace.  Through hands-on exercises that simulate an actual 
workplace, students will learn to create and edit simple documents as 
well as how to create and utilize basic spreadsheets. 
 
CPU111 Basic Word Processing and Spreadsheets     Cr Hrs. 1.0 
(HVAC/R Students Only). Students will learn the basic concepts 
and skills they will need to successfully use Microsoft Word and 
Microsoft Excel 2010 in the workplace.  Through hands-on exercises 
that simulate an actual workplace, students will learn to create and 
edit simple documents as well as how to create and utilize basic 
spreadsheets 
 
CPU115 Computer Fundamentals      Cr Hrs. 1.5 
This course introduces students to basic computer tasks using 
Windows 7, navigate the web and working with email. Students will 
get an overview of computer concepts and the basics of using 
Microsoft Windows 7 and the Documents library. Students will also 
learn to browse for, open, move, copy, delete and restore files. 
Students will be able to browse the web with Internet Explorer. They 
will perform searches, interpret a list of keyword search hits, narrow 
their search, and open multiple browser windows. Students will be 
able to create and manage favorites. Students will learn how to create 
and use webmail, and Google docs. 
 
CST100 Customer Relations Cr Hrs. 2.0 
This course is designed to introduce students to the fundamental 
principles in providing exceptional customer service. In the current 
marketplace, it is the ability to provide customer satisfaction more 
than outstanding products that will determine the success or relative 
failure of a business. 
 
CST105 Customer Relations Cr Hrs. 1.5 
(HVAC/R and PT Students Only). This course is designed to 
introduce students to the fundamental principles in providing 
exceptional customer service. In the current marketplace, it is the 
ability to provide customer satisfaction more than outstanding 
products that will determine the success or relative failure of a 
business. 
 
GOV100 U.S. & Nevada Constitutions Cr Hrs. 4.5 
This course is designed to acquaint students with the democratic 
principles, constitutions and governing institutions of the United 
States and the State of Nevada. As such, it will explore each from the 
perspective of why and how each came about. Topics during the study 
of the United States constitution will include the role of the 
enlightenment, colonialism experience and revolt, the Articles of 
Confederation, the Federal Constitution, civil liberties and civil rights 
and public policy. The second half of the course will deal with 
Nevada and its transition from territory to statehood.  
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HIM105 Introduction to Health Information Management   
 Cr. Hrs. 3.5 
Students will learn the history, purpose and content as well as 
professional ethics and legal principles of the medical records and 
health information.  Health information management department 
functions, workflow and quality consideration will be discussed.  
Students will compare paper medical records to the electronic health 
record.  This course will also include an introduction to DHHS, CMS, 
HIPAA and Joint Commission, The Office of the National 
Coordinator for Health Information and Professional organizations 
affiliated with health information, medical coding and medical 
documentation integrity. Prerequisite: CPU111 
  
HIM110 Legal aspects of Health Information  Cr. Hrs. 2.0 
This course will focus on the legal aspects of the health record, health 
information and the health information department.  It emphasizes the 
implications of legal aspects for the health information practitioners; 
gives an in-depth study of the confidentiality of health information.  
It also covers how to monitor and implement legal changes, liability 
issues, and the risk management function.  
 
HIM120 Anatomy and Pathophysiology I Cr. Hrs. 3.5 
This course introduces students to human anatomy and physiology 
and focuses on the human body as a living functioning organism.  The 
emphasis is on how tissues, organs, and body systems work together 
to carry out complex activities such as eating, learning, and 
responding to stress.  As each of the body’s many parts is described. 
Its interaction with other structures and its role in the organism are 
discussed.  
Prerequisites:  Med102 and MED107 
 
HIM125 Presentation Skills Cr. Hrs. 1.5 
This course provides students with the basic skills necessary to 
organize their thoughts and communication effectively through 
public speaking.  Students learn to research, organize, and properly 
convey oral messages.  Through practical classroom application, 
students gain sound experience in the art of oral presentation.  
Prerequisites:  COM101, COM110, CPU115, SSK100 
 
HIM130 Anatomy and Pathophysiology II Cr. Hrs3.5 
This course introduces students to human anatomy and physiology 
and focuses on the human body as a living functioning organism.  
Dental health is also studied in this course. The emphasis is on how 
tissues, organs, and body systems work together to carry out complex 
activities such as eating, learning, and responding to stress.  As each 
of the body’s many parts is described. Its interaction with other 
structures and its role in the organism are discussed.  
Prerequisites:  Med102, MED107 
 
HIM135 Quality Assessment in Healthcare & Risk Management 
 Cr. Hrs2.0  
This course presents the history and development of quality assurance 
in various healthcare facilities.  This includes quality assessment 
techniques, utilization management, risk management, credentialing, 
and medical staff services as related to health information 
management.  It also provides an overview of healthcare quality, 
methods of assessing quality and techniques for improving quality 
and safety.   
Prerequisites:  COM101, COM110, CPU110, CPU115, HIM105, 
HIM110, HIM160, MED102, MED107 
 
HIM141 Hospital Billing and Reimbursement Cr. Hrs. 3.0 
The course examines the various types of drugs and drug 
classifications, durable and consumable medical supplies and 
physician services.  Upon completion of this course, the student will 
understand and be able to describe the relationship between anatomy 
and physiology of all body systems and medication use for treatment 
in each. Billing and reimbursement of medication, supplies and 
services both in the outpatient and in the inpatient setting will be 
discussed.    
Prerequisites:  HIM120, HIM130, HIM226, HIM245, HIM266, 
HIM271, MED102, MED107, MED111 
 
HIM145 Principles of Management  Cr. Hrs. 2.0 

This course provides valuable information for students who will be 
entering business as employees and who eventually may have the 
opportunity to manage business for others or themselves.  Student 
will learn the four functions of management, discuss the cost and 
benefits of planning, and describe the steps involved in strategy-
making process.  The fundamental methods managers can use to 
manage innovation in their organization is also included.  
Prerequisites:  CPU110, CPU115, HIM105, HIM111,  
HIM 255, MED110 
 
HIM150 Health Information Technology Cr. Hrs. 3.0 
This course is an introduction to health records systems in the acute 
care setting focusing on procedures for completion, maintenance, and 
preservation of health information.  The relationship between health 
information management and the health care delivery system will 
also be discussed.  Students will become familiar with the concept of 
accreditation survey process.  Upon completion of this course the 
student will be able to analyze, design, implement and support 
Relational Database Management Systems (RBMS). 
Prerequisites:  COM101, COM110, HIM105, HIM110, MED111 
 
HIM155 Medical Office Administration  Cr. Hrs. 2.0 
This course provides students with a basic understanding of their 
duties and responsibilities in the administrative front office.  The 
course includes instruction on taking medical histories, filing, 
financial administration, telephone procedures, appointment 
scheduling, duties as receptionist, processing mail, and the care of the 
facilities and medical equipment.  It also includes developing a 
professional image, good interpersonal relationships with other office 
personnel, and the right attitude for the professional medical office.  
Prerequisites:  COM101, COM110, HIM105, HIM110, HIM235, 
MED111 
 
HIM160 Healthcare Statistics and Accounting Cr. Hrs. 3.5 
This course examines selected concepts needed to develop sound 
judgment about data analysis and appropriate use of statistics.  This 
course prepares students to interpret and critically analyze the results 
of healthcare research.  General principles of healthcare statistics with 
an emphasis on hospital statistics will be presented.  The course 
includes skill development in computation and calculation of health 
data.  
Prerequisites:  CPU110, CPU115, MED105 
 
HIM165 Performance Improvement in the Healthcare Setting 
 Cr. Hrs. 3.0 
The purpose of this course is to provide health care professionals with 
the basic theory and tools of performance improvement in health care.  
Upon successful completion of this course students will be able to 
differentiate the influence of industry, regulatory and accrediting 
requirements on administrative and clinical outcomes measurement 
and management. Students will understand the process for selecting 
effective outcomes, to include outcomes that are culturally sensitive, 
for performance/process measurement in various health care settings.  
Students will be able to analyze relationships between outcomes and 
resource utilization.  
Prerequisites:  COM101, COM110, KEY101, KEY111, 
HIM105, HIM110, MED102, MED107, MED111 
 
HIM226 Basics of Insurance and Coding Cr. Hrs. 4.5 
This course teaches students how to complete forms for various types 
of medical health insurance.  It familiarizes student with the history 
of health insurance in the United States, the importance of accurate 
completion of claims, and the terminology common to all insurance 
carriers.  
Prerequisites: MED102, MED107, MED111, HIM105, HIM120, 
HIM130 
 
HIM235 Computer Applications and Concepts Cr. Hrs. 3.0 
This course provides students with an introduction to computers 
literacy.  Students will gain a basic understanding of word processing, 
spreadsheet and presentation applications through a hands-on 
approach. This course also introduces healthcare-specific 
applications, including practice management and electronic health 
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records.  
Prerequisites:  CPU110, CPU115, KEY101, KEY111, MED102, 
MED107, HIM105 
 
HIM245 Billing and Reimbursement Management  Cr. Hrs. 3.0 
This course is designed to develop critical thinking skills in applying 
medical insurance, managed care, and government programs, policies 
and procedures. Emphasis is placed on utilization  precise insurance 
terminology and refining coding skills for insurance processing and 
hospital billing, as well as reprocessing denied claims and claims 
appeals. Coursework focuses on integrating compliance with 
insurance regulations and federal and state law for optimal 
reimbursement.  
Prerequisites: CPU110, CPU115, KEY101, KEY111, MED102, 
MED107, HIM226, HIM266 
 
HIM255 Information Systems and Technology in Healthcare 
 Cr. Hrs. 3.0 
This course provides an overview of the integration of technology in 
the healthcare setting.  Students will examine the processes used in 
the selection, application, and evaluation of computer software and 
hardware.  Methods and processes to informed business decisions 
related to the application and use of technology in healthcare will be 
discussed.  
Prerequisites: COM101, COM110, CPU110, CPU115, HIM105, 
HIM110, HIM150, MED102, MED107, MED111 
 
HIM265 Computerized Administrative Skills for Specialized 
Healthcare. Cr. Hrs. 3.0 
This course will prepare the student for billing, reimbursement, and 
basic coding for the Dental, Durable Medical Equipment, Home 
Health, and Behavior Facilities. Basic dental anatomy and office 
administrative practices will be discussed.  
Prerequisites: COM101, COM110, CPU110, CPU115, HIM105, 
HIM110, HIM255, MED102, MED107, MED111 
 
HIM266 International Classifications of Diseases (ICD). 
 Cr. Hrs. 3.0 
This course will compare and contrast various versions of ICD as they 
are developed.  Evaluation of the coding guidelines and comparison 
of the format of both code sets will be covered.  The students will be 
exposed to the basic level of the newest version of ICD. 
Prerequisites:  HIM120, HIM130, HIM226, MED102, MED107, 
MED111 
 
HIM271 Advance Coding and Reimbursement Cr. Hrs. 4.5 
This course provides an advanced study of the diagnosis (ICD-10-
CM) and procedural (CPT-4) coding systems.  DRG optimization is 
emphasized as well as data accuracy.  Advanced coding and 
reimbursement techniques will also be discussed with emphasis on 
case studies, health records, and federal regulations regarding 
prospective payment systems and methods of reimbursement.  
Prerequisites:  HIM105, MED102, MED107, MED111, HIM120, 
HIM130, HIM226, HIM245, HIM266 
 
HIM281 Coding and Billing Certification Preparation 
 Cr. Hrs. 4.5 
This course is designed to provide an opportunity for the student to 
develop critical-thinking skills through case studies reflecting coding 
experience often encounter in health care offices, medical billing, or 
insurance facilities.  The course will include a comprehensive review 
and knowledge assessment in preparation for taking a national 
credentialing exam.  
Prerequisites:  HIM105, MED102, MED107, MED111, HIM120, 
HIM130, HIM226, HIM245, HIM266, HIM271 
 
HIM299 Health Information Management Externship 
 Cr. Hrs. 4.0 
Primary emphasis is placed on basic technical health record functions 
in an acute care setting under the supervision of an experienced record 
technician or registered record administrator.  Students will be 
required to meet written goals and objectives, undergo work 

evaluation, and submit a written report on their externship learning 
experience.  Student do not receive pay for hours worked. 
Prerequisite:  Completion of all didactic and laboratory courses 
with a 70% or better. 
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IET100 Electronics Technology I Cr. Hrs. 5.0 
This course will provide students with the skills to identify electronic 
components.  Students will develop a basic level of understanding of 
electron flow in a circuit and electronic circuit configurations using a 
schematic diagram. Students will be able to perform troubleshooting 
tasks on electronic circuits using a digital multi-meter. Prerequisite: 
TRD 100 
 
IET106 Workspace Safety Cr. Hrs. 1.5 
The student will be introduced to NFPA 70E electrical safety 
standards. The student will also be introduced to OSHA 10 safety 
standards and, upon successful completion of the OSHA 10 training; 
the student will receive OSHA 10 certification. 
 
IET110 Electronics Technology II                               Cr Hrs. 5.0  
At the successful completion of this course students will be able to 
identify sinusoidal and non-sinusoidal waveforms. The student can 
describe how an alternator generates electricity and translate this 
action into how an Alternating Current (AC) motor operates.  When 
this course is completed students will be able to safely use the proper 
test equipment to measure waveforms, frequency, time, capacitance, 
voltage, and current in an AC circuit. Prerequisite: IET100. 
 
IET115 Soldering Skills Theory and Certification Lab          
 Cr. Hrs. 3.0 
This course is designed to introduce students to soldering theory and 
provide the practical knowledge and experience to enable them to 
pass the IPC-J-STD-001 Certified IPC Application Specialist 
Examination. Students will be able to discuss placement of 
components and appropriate soldering techniques; and assemble a 
circuit using a parts list, schematic diagram and written instructions 
using standard industry soldering equipment. During the lab portion 
of this course the student will assemble two circuit boards to industry 
standard, and will obtain a certification as a Certified IPC Application 
Specialist. 
 
IET120 Electronics Technology III                            Cr. Hrs. 5.0  
At the successful completion of this course the student will have a 
general understanding of inductors and transformers. The student will 
be able to determine impedance and phase angles of both series and 
parallel inductive circuits. The student will understand basic 
transformer ratings and transformer operation to include step-up and 
step down of voltage. 
Prerequisites: IET110, IET115. 
 
IET123 – Electronics Technology IV Cr. Hrs. 3.5 
At the successful completion of this course the student will be able to 
understand the structure of semi-conductors. The student will be able 
to describe the structure and operation of Bi-polar Transistors, 
Junction Field Effect Transistors, and Metal Oxide Semi-conductor 
Transistors. The student will analyze the use of semi-conductors in 
power supplies, amplifiers, switching circuits and oscillators using 
analog and digital oscilloscopes, digital multi-meters and 
function/sine wave generators during the lab portion of this course.  
Prerequisites: IET120, IET115 
 
IET131 – Industrial Motor Controls I Cr. Hrs. 1.5 
At the successful completion of this course the student will be able to 
describe tools and equipment used to test and repair motors, safety 
practices required when working with motors, various symbols and 
diagrams used in conjunction with motors and motor control systems, 
switches, solenoids, relays, timers and sensors used in motor control 
systems. The students will also be expected to gain a basic 
understanding of different types AC and DC motors and various 
methods of starting these motors.  
Prerequisites: IET115, IET120 
 
IET133– Industrial Motor Controls II Cr. Hrs. 1.5 
At the successful completion of this course the student will be able to 
describe motor control and protection circuits, variable frequency 
drives, transformers, power generation systems and the 
troubleshooting and maintenance of motors. Prerequisite: IET131 
 
IET135 Fluid Power Dynamics Cr. Hrs. 3.0 

Upon completion of this course students will be able to describe the 
concepts and components of both hydraulic and pneumatic systems. 
Students will describe and perform the routine maintenance 
requirements of control systems, pumps and equipment used with 
hydraulic and pneumatic systems using common safety practices.  
Students will diagram and explain fluid power hydraulic and 
pneumatic systems commonly used in industry. 
 
IET140 Power Supplies and Linear Circuits            Cr. Hrs. 3.0 
Upon successful completion of this course students will be able to 
identify the design difference between shunt and series power supply 
designs and explain their advantages and disadvantages. Students will 
assemble, measure, evaluate and troubleshoot power supply circuits, 
operational amplifiers, specialized amplifier designs and applications 
using the Analyze, Planning and Measurement method. Students will 
have a thorough understanding of electronic test equipment such as 
oscilloscopes, digital multi-meter, and ampere probes. 
Prerequisites: IET115, IET123  
 
 
IET146 – Digital Electronics Cr. Hrs. 3.5 
This course will provide students with basic skills to explain what 
comprises a digital circuit. Students will be able to discuss the 
numbering systems used by digital circuits and define and describe 
the logic gates used in digital circuits. Students will have an 
understanding of and explain the safety procedures required when 
performing repair and maintenance on digital equipment. 
Prerequisites: IET115, IET123 
 
IET151 – Industrial PLC’s Cr. Hrs. 3.5 
Student will be provided a basic understanding as to the function and 
operation of a Programmable Logic Controller (PLC) used in the 
manufacturing and distribution industries.  Students will have an 
understanding of and be able to describe the fundamentals of 
programming a PLC using a ladder logic diagram; will create PLC 
wiring diagrams and translate these into ladder logic programs; and 
will create a design for installing a PLC system for general industrial 
use. Prerequisites: IET146 
 
IET155 Introduction to Robotics  Cr. Hrs. 1.5 
Upon successful completion of this course, the student will 
understand some of the safety measures that need to be taken while 
operating, servicing and maintaining robots.  The student will gain an 
understanding of the various components that comprise a robotic 
system, and will become familiar with the operation of a Teach 
Pendent. The student will learn how to properly cycle power to the 
robot and will learn how to jog a robot in both the Joint and World 
(Cartesian) modes of operation.  The student will learn how to recover 
from errors and faults and the student will become familiar with the 
use of robotic simulation software.  
Prerequisites: IET133, IET135, IET146 
 
IET161 – Robotics Technology Lab Cr. Hrs. 3.0 
This course will continue the students’ education in working with and 
programming robotic systems.  Students will become familiar with 
advanced programming to include motion programs, motion 
instructions, branching, and how to utilize position registers.  Upon 
successful completion of this class the student will have earned a 
certification in FANUC Handling Tool Operations and 
Programming.  
Prerequisites: IET155 
 
IET165 Microcontroller Assembly and Programming 
 Cr. Hrs. 3.5 
Upon successful completion of this course students will be able to 
understand the primary role of the microcontrollers in industry 
applications.The   student   will   become familiar with  C++ 
Programming and will perform basic programming using an industry 
standard microcontroller. 
Prerequisites:  IET115, IET146 
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IET171 Structured Cabling  Cr. Hrs. 3.0 
Upon completion of this course the student will be able to properly 
terminate various types of copper cable onto industry-standard 
connectors.  The student will also become familiar with structured 
cabling techniques and procedures.  The student will be introduced to 
home automation devices and will become familiar with the 
programming of these devices.   
 
 
IET176 Industrial Security and Surveillance Cr. Hrs. 4.5 
Upon successful completion of this course the student will gain an 
understanding of access control systems, CCTV systems, and 
intrusion alarms.  The student will be able to configure an access 
control system and describe the various components that make up an 
access control system.  The student will be able to configure and 
operate a digital video recorder and a network video recorder.  The 
student will gain an understanding of various camera technologies 
and how to implement various types of cameras. The student will be 
able to describe key components in an intrusion alarm and gain a 
basic understanding of the steps required to install and program an 
intrusion alarm system.  
Prerequisites: IET171 
 
IET185 Microcircuit Programming II: C++ Lab Cr. Hrs. 3.0 
This course continues the training in C++ programming. Students 
will create application programs for C++ using the Unified Modeling 
Language.  Students will design and create a C++ program using 
arguments from the command line.  Students will design, create and 
compile a program in Microsoft Visual C++ 2010 Express Edition.   
Prerequisites: IET165 
 
IET196 – Schematics and Breadboarding Cr. Hrs. 1.5 
Upon successful completion of this course the student will be familiar 
with electronic schematics, electrical diagrams, and blue prints. The 
student will be able to assemble a basic electronic circuit on a 
breadboard by utilizing an electronic schematic. 
 
IET202 – Fundamentals of Data Networking Cr. Hrs. 1.5 
Upon successful completion of this course the student will have a 
basic understanding of computer networks and how network switches 
utilize MAC addresses to transfer binary data within a local area 
network and how network routers utilize IP addresses to transfer data 
from one network to another. The student will be able to discuss the 
difference between a TCP and UDP data packet and will understand 
the advantages and disadvantages of each. The student will be 
introduced to the concept of VPNs and will have an understanding of 
how VPNs are utilized in today’s workplace. Prerequisites:  
IET115, IET146. IET171 
 
IET206 – Wireless Communications Technology I Cr Hrs. 3.0 
Upon successful completion of this class the student will be able to 
explain modulation and demodulation techniques utilized in AM & 
FM broadcast applications. The students will also begin preparing for 
the Certified Wireless Technical Specialist (CWTS) exam by learning 
about items such as the basics of computer networking, Wireless 
Local Area Network (WLAN) system configurations, WLAN 
infrastructure devices, and WLAN client devices.  
Prerequisite: IET202 
 
IET212 – Wireless Communications Technology II Cr Hrs. 3.0 
Upon successful completion of this class the student will be prepared 
to sit for the Certified Wireless Technical Specialist (CWTS) exam. 
The student will gain an understanding of Wireless Local Area 
Network (WLAN) antennae’s, terminology, security basics, site 
surveys and an understanding of how to troubleshoot and maintain a 
WLAN. Prerequisite:IET206 
 
IET216 Principles of Quality Assurance  Cr. Hrs. 1.5 
Upon successful completion of this course the student will gain a 
basic understanding of “Quality Improvement”. Specifically, the 
student will learn the basic history, concepts, tools and relationships 
of quality to gain an understanding of Quality Improvement  
Prerequisite: None  
 

IET222 – Fiber Optics Communications Cr Hrs. 3.0 
Upon successful completion of this course the student will understand 
the basic construction, operation, testing and installation of optical 
cable. The student will understand the proper operation and 
termination of optical connectors and splices and how to properly test 
fiber optic cables. The student will be able to safely terminate a fiber 
optic cable.  
Prerequisite:  IET171 
 
IET226 – Green Technology  Cr Hrs. 3.0 
This course will help the student prepare to sit for the North American 
Board of Energy Practitioners (NABCEP) entry level exam. Students 
will learn basic concepts such as safety, solar energy fundamentals, 
system components, how to size a PV system and how to maintain 
and troubleshoot a solar system. 
Prerequisite: None  
 
IET231 – Electronics Skills Review Cr Hrs. 4.5 
This course is intended to re-familiarize students with some of the 
basic circuit analysis formulas and tools which they have previously 
been exposed to. The student will also have an opportunity to 
troubleshoot various electronic and electromechanical circuits to the 
component level.  
Prerequisite: IET151 IET161, IET176. 
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ITS104 Customer Service Cr. Hrs. 1.5 
In this course students will learn how to build and maintain an 
empathic and prolific relationship with customers.  
 
ITS105 Introduction to Computers Cr. Hrs. 3.0 
This course will introduce students to information systems and the 
analysis, design, and security of modern computer networks. 
Courses emphasize Local Area Networks, Wireless Local Area 
Networks, Wide Area Networks, and network security. Students 
will be able to simulate network administration tasks through 
remote access to real hardware and software commonly used in the 
IT industry. Additionally, the class will include scenario-based 
activities, placing students in real-world situations that allow them 
to apply foundational knowledge and skills. 
 
ITS106 Flowcharts and Diagrams: Visio Cr. Hrs. 1.5 
Students will learn to use Microsoft Visio to create technical 
diagrams applicable to any organization. 
 
ITS109 Introduction to Programming Cr. Hrs. 3.5 
An introduction to the theory and practice of programming. Students 
will learn the basics of software development such as classes, 
control structures, inheritance, iteration, recursion, and objects. 
Prerequisites:  ITS205 
 
ITS204 Mathematics for Information Technology 1  
 Cr. Hrs. 1.5               
At the completion of this course, students will be able to use binary 
and other number systems in order to work with MAC addressing, IP 
addressing, and communication protocols.  Students will be able to 
plot math equations, and use linear equations and algebra to solve 
sub-netting problems.  
Prerequisite: TRD100   
 
ITS205 Mathematics for Information Technology 2 
 Cr. Hrs. 1.5              
Students will learn to work with real and rational numbers, and use 
vectors in understanding graphic protocols such as Opengl and 
DirectX.  Students will be able to describe the basics of probability 
and relate the concepts to processor design and probability 
algorithms, as well as use statistics for IT project management. 
Prerequisite: ITS204 
 
ITS210 Electronic Mailing Systems Cr. Hrs. 1.5 
This class will introduce students to email concepts, including 
protocols and standard server client models. Emphasis will be placed 
on working with Exchange Server. 
 
ITS212 Intrusion Prevention Systems Cr. Hrs. 3.5 
The goal of this course is to produce highly-skilled security 
professionals having the ability to protect against malicious hacking 
activity. Students will learn basic hacking methods and penetration 
testing, the knowledge of which plays a crucial role in securing 
networks against such methods.  
Prerequisite: ITS221  
 
ITS215 Integration of Mobile Devices in Business Environments
 Cr. Hrs. 1.5 
This course will cover deployment, administration, and security of 
mobile devices from a technical perspective. Additionally, it will 
train technicians in the decision-making skills required to employ 
mobile devices in business environments. Multiple resources and 
research data will be presented in class so that students understand 
all aspects of mobile usage.  
 
ITS219 SQL Databases Cr. Hrs. 3.5 
Database deployment and administration is an essential skill in 
today’s IT industry. Throughout this course, students will familiarize 
themselves with one of the most popular databases, Microsoft SQL 
Server. 
 

ITS220 Advanced OS: Windows Desktop Cr. Hrs. 3.0 
In this course students will learn to install Windows Desktop, migrate 
user data, implement IPv4 and IPv6, implement mobile and remote 
connectivity, and set up browsers and firewalls. Students will master 
the skills needed to manage devices, to monitor, back-up and 
performance-tune systems. 
 
ITS221 Advanced OS: Windows Server Cr. Hrs. 3.0 
Students will learn to install and configure Windows Server, setup 
server roles, as well as implement Active Directory Domain Services 
in distributed environments that can include complex network 
services, multiple locations, and domain controllers. 
 
ITS223 Project Management and Entrepreneurship 
 Cr. Hrs. 1.5               
Students will learn the skills of an efficient project manager including 
how to plan and initiate a project, work with management, create a 
budget, build a project plan and team, and implement a project plan. 
 
ITS222 Advanced OS: Apple OS X Cr. Hrs.  3.0 
Students will learn how to install and configure MAC OS X, provide 
network services, and manage peripherals, including printers. 
Students will also learn how to set up users, manage permissions, 
customize the operating system, use diagnostic tools, and profile 
peripheral devices. 
 
ITS235 Preparation for VMware Certification Cr. Hrs. 5.0 
This course prepares students for VMware certification. It provides 
coverage and practice for all required topics through exam 
simulations.  
Prerequisite: ITS270 
 
ITS236 Data Administration and   Disaster Recovery EMC2  
             Preparation Cr. Hrs. 3.0               
This course will teach students how to create and maintain a well-
designed infrastructure, which is critical to developing a sustainable 
cloud strategy for data storage and recovery. 

ITS237 VMware ESX and ESXi in the Enterprise Cr. Hrs. 3.5 
This course in an introduction to virtualization and virtual 
environments. Students will learn how to plan, deploy, and manage 
VMware ESX Server, VMware vSphere Hypervisor (ESXi), or 
VMware vSphere cloud computing in mission-critical environments. 
 
ITS238 Computer Architecture: A+ Preparation 
 Cr. Hrs. 4.5 
In this course students will learn the fundamentals of computer 
technology, networking, and security, and will have the skills 
required to identify hardware, peripheral, networking, and security 
components. Successful students will understand the basic 
functionality of the operating system and basic troubleshooting 
methodology, practice proper safety procedures. 
 
ITS240 Programming Apps: Apple SDK                  Cr. Hrs. 5.0 
Students will learn to use the iPhone’s user interface controls in 
Interface Builder. They will be introduced to C and Objective-C, and 
will create and test applications.  
 
ITS241 Programming Apps: Android SDK Cr. Hrs. 4.5 
In this course students will learn the fundamentals of Java 
programming language, as well as design basic Android apps. 
 
ITS253 Cloud Computing and Google Cloud Cr. Hrs. 3.0 
This course will introduce the students to server/client models and 
virtualization in the cloud service models.  Students will also be 
introduced Google products under custom domain names.  
 
ITS262 Network Fundamentals Cr. Hrs. 3.0 
Students will understand network fundamentals in a Cisco 
environment.  Students will work with Cisco equipment and 
simulators to build and configure Ethernet LANs, as well as 
configuration of Cisco switches.  Students will be able to apply IPv4 
addressing to a network. 



 

 
 

35 

ITS264 IPv4/IPv6 Addressing Cr. Hrs. 5.0 
Student will be able to implement IPv4, work with advanced IPv4 
addressing concepts, and configure IPv4 services such as ACL’s and 
NAT.  Students will understand basic IPv6 addressing.  
Prerequisites: ITS262 
 
ITS266 Switching and Routing  Cr. Hrs. 3.0 
Students will be able to understand and configure LAN Switching, 
IPv4 Routing, and IPv4 routing protocols such as OSPF and EIGRP.  
Prerequisites: ITS264 
 
ITS268 Accessing the WAN Cr. Hrs. 5.0 
Students will learn and configure WAN technologies such as Point-
to-Point and Frame Relay.  Advanced IPv6 routing topics including 
OSPF, EIGRP, and troubleshooting are covered in this class.  
Students will also learn how to manage Cisco devices and best 
practices.  Prerequisites: ITS266 
 
ITS270 Desktop Virtualization  Cr. Hrs. 1.5 
This course is an introduction to desktop virtualization.  Students will 
be able to plan, deploy, and manage a desktop virtualization 
environment. 
 
ITS288 SOHO Firewalls Cr. Hrs. 1.5 
Students will be able to install and configure SOHO firewalls for 
business use.  Students will learn and be able to configure WAN 
connections, Inbound/Outbound rules, VPN connections, and 
security services such as Content Filtering, Anti-Virus, and Intrusion 
Prevention. 
 
KEY101 Keyboarding I Cr Hrs. 1.0 
This course introduces students to basic keyboarding techniques by 
teaching 10-finger touch-typing to all students as well as 10-Key to 
Health Information Management students. In addition to basic typing 
skills, students will learn proper spacing and the importance of 
posture. Students will work on improving speed and accuracy through 
repetition of a combination of textbook and online exercises. 
 
KEY111 Keyboarding II Cr Hrs. 1.0 
This course introduces students to basic keyboarding techniques by 
teaching 10-finger touch-typing to all students as well as10-Key to 
Health Information Management students. In addition to basic typing 
skills, students will learn proper spacing, language arts, and the 
importance of posture. Students will work on improving speed and 
accuracy through repetition of a combination of textbook and online 
exercises. In addition, students will be introduced to basic document 
formatting for such thing as memos, e-mails, letters, reports, etc. 
Prerequisite: KEY101. 
 
MED102 Medical Terminology I  Cr Hrs. 3.5 
An introduction to the language of medicine by body system. 
Students will learn how to form medical terms from using basic 
combining forms, prefixes and suffixes. 
 
MED107 Medical Terminology II  Cr Hrs. 3.5 
An introduction to the language of medicine by body system. 
Students will learn how to form medical terms from using basic  
 
MED111-Introduction To Healthcare Cr Hrs 2.0 
This course is designed to explain the rapid growth and changes 
in the health care field. In addition, the student will see the 
diversity of job opportunities as a healthcare professional.  
Prerequisites: None 
 

MFG106 – Mathematics for Manufacturing and Fabrication 
              Cr Hrs 3.0 
Students who successfully complete this course will have developed 
skills in manipulating basic mathematic functions including 
decimals, fractions, percentages and working with whole numbers. 
This course includes repetitive practice in converting within the 
metric systems and provides training in measurements commonly 
used in the manufacturing and fabrication industry. Students will use 
formulas to find areas of different shapes and volumes of different 
types of containers. As well as the use of standard math principles to 
find missing units of measurement. Prerequisites: None 
 
MFG111 – Print Reading               Cr Hrs 3.0 
Upon successful completion of this course, student will be able to 
define terminology used to properly define and read manufacturing 
design prints that are typically found in the welding and fabrication 
industries. Basic mathematical measurements will also be included in 
this course. Students will be able to demonstrate an understanding in 
how prints are used in welding and fabrication. 
Prerequisites: WEL101, MFG106 
 
MFG120 – Computer Fundamentals for the Trades 
 Cr Hrs 1.5 
This course will provide students enrolled in the industrial trade basic 
computer skills. Computer skills covered in this course include basic 
computer fundamental, creating, and manipulating a Word document, 
creating an email account, storing and attaching documents. 
Prerequisites: None 
 
MFG131 – Computerized Assistant Design and Drafting              
Cr Hrs 3.0 
Students successfully completing this course will develop entry level 
basic design and drafting skills using Computerized Assisted Design 
and Drafting software typically used in the manufacturing and 
fabrication industry. Students will learn how to make precise, 
accurate 2 dimensional line drawings. 
Prerequisite: WEL101, MFG106, WEL111, MFG111, MFG120, 
WEL121, WEL131, WEL132, WEL140.  
 
PSY105 Introduction to Psychology I Cr Hrs. 2.0 
This class is an introduction to psychology and the study of human 
behavior. It consists of an overview of major psychological research 
methods, neuroscience and behavior, sensation and perception, states 
of consciousness, learning, memory, thinking, language and 
intelligence. 
 
PSY110 Introduction to Psychology II   Cr Hrs. 2.0 
This course is an introduction to psychology and the study of human 
behavior.  It consists of an overview of major psychological research 
methods, motivation and emotions, human development, personality, 
health-psychology, psychological disorders, psychotherapy, and 
social psychology. 
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PT111 Dosage Calculations I Cr. Hrs. 3.0 
This course will cover the mathematical skills required of pharmacy 
technicians working in a retail setting.  Conversion factors used in 
pharmacy will be reinforced, and the student will be introduced to the 
contents of prescription drug labels on stock medications and 
dispensed prescriptions. Fundamentals of pharmacy pricing and days 
supply calculations will be covered, as well as the different 
expressions of medication strengths. 
Prerequisite: None 
 
PT113 Pharmacy Law and Compliance Cr Hrs. 1.5 
Students in this course will become familiar with the regulatory 
environment of pharmacy practice. Controlled substance regulations 
will be covered, as well as the technician’s role in the medication use 
process. Changing trends in pharmacy technician practice, including 
tech-check-tech, will be covered.  The student will also gain 
knowledge of the hazards associated with working in the pharmacy, 
and the technician’s role in emergency preparedness. This course will 
also discuss how the technician can assist the pharmacist in the 
monitoring and management of medication therapy. 
Prerequisite: None 
 
PT115 Anatomy and Pharmacology Section I Cr Hrs. 3.0 
This section of the anatomy and pharmacology courses will cover the 
skeletal and neuromuscular systems. Pain and anesthesia will be 
covered, as well as psychoactive medications. The dermatological 
system will also be discussed. The student will learn basic anatomy 
of each system, how each system functions, and diseases associated 
with each system, and how the medications work to correct problems 
in each system. 
Prerequisite: None 
 
PT121 Dosage Calculations Section II Cr Hrs. 3.0 
This course will cover the mathematical skills required of pharmacy 
technicians working in a clinical or hospital setting.  The student will 
be introduced to the different expressions for drug concentration, and 
how to calculate dosages of liquid oral and injectable medications. 
Dosing pediatric patients will be covered, as will calculation of 
parenteral drip rates. 
Prerequisite: None 
 
PT123 Clinical Pharmacy Practice Settings Cr Hrs. 1.5 
Students in this course will become familiar with pharmacy practice 
in an institutional inpatient setting. A brief overview of hospital 
pharmacy practice will be discussed, as well as the roles of other 
healthcare occupations and how they interface with the hospital 
pharmacy. New types of drug therapy, including biosimilars and 
investigational drugs will also be covered. The student will also be 
exposed to non-traditional roles for pharmacy technicians, including 
medication reconciliation upon admission and discharge. Problems 
associated with drug shortages will also be discussed. 
Prerequisite: None 
 
PT125 Anatomy and Pharmacology Section II Cr Hrs. 3.0 
This section of the anatomy and pharmacology courses will cover the 
cardiovascular, renal and respiratory systems. Cancer and 
chemotherapeutic agents will be covered, as well as blood and blood 
products. Fluids and electrolyte therapy will also be discussed. The 
student will learn basic anatomy of each system, how each system 
functions, and diseases associated with each system, and how the 
medications work to correct problems in each system. 
Prerequisite: None 
 
PT131 Dosage Calculations Section III Cr Hrs. 3.0 
This course will cover the mathematical skills required of pharmacy 
technicians working in a compounding pharmacy or any ambulatory 
care setting. The student will be introduced to reconstitution of 
powdered or liquid medications for administration, and how to 
calculate dosages of solid oral medications. Reducing and enlarging 
formulas for compounded medications will be covered, as will the 
allegation methods of determining final product concentration. 
Prerequisite: None 
 

PT133 Ambulatory Care Practice Settings Cr Hrs. 1.5 
Students in this course will become familiar with pharmacy practice 
in an ambulatory care or outpatient setting. Pharmacy inventory and 
purchasing will be discussed, as well as drug recalls. Drug therapy in 
the aging population will also be covered. The student will also study 
concepts of wellness and disease prevention, including vaccines and 
alternative therapies. Pharmacy equipment maintenance and the use 
of technology in the pharmacy will be covered also. 
Prerequisite: None 
 
PT135 Anatomy and Pharmacology Section III Cr Hrs. 3.0 
This section of the anatomy and pharmacology courses will cover the 
gastrointestinal, endocrine and reproductive systems. Enteral and 
parenteral nutrition will be covered, as well as obesity, diabetes and 
vitamins. The immune system and antibiotic therapy will also be 
discussed. The student will learn basic anatomy of each system, how 
each system functions, and diseases associated with each system, and 
how the medications work to correct problems in each system. 
Prerequisite: None 
 
PT201 Pharmacy Technician Skills Review Cr Hrs. 5.0 
This is a capstone class that will provide students with the opportunity 
to apply their skills and knowledge in Retail Pharmacy, 
Compounding Pharmacy, and Clinical Pharmacy Settings. Students 
will apply critical thinking skills in a simulated pharmacy 
environment for problem solving typical pharmacy issues. Students 
will perform Lab and exams activities leading to certification in 
Sterile Products and Compounding through the National Pharmacy 
Technician Association.  Students will also prepare to sit for national 
certification through the Pharmacy Technician Certification Board.  
Prerequisites: Completion of all program coursework with a 70% or 
better.  
 
PT291 Retail Pharmacy Externship Cr Hrs. 2.5 
Students practice retail and community pharmacy skills developed in 
the didactic and simulated phases of their training. Preceptors and 
training sites meet the objectives of the training program and have 
been approved by the program advisory committee. Students must 
practice skills learned in obtaining pertinent patient information to 
process prescriptions, patient profiles or medical records. Practice 
also includes customer service skills, insurance billing, 
extemporaneous compounding, unit dosing and medication 
distribution equipment. 
Prerequisites: Completion of all program coursework with a 70% or 
better. 
 
PT296 Clinical Pharmacy Externship Cr Hrs. 2.5 
Students practice hospital, long-term care and home infusion skills 
developed in the didactic and simulated phases of their training. 
Preceptors and training sites meet the objectives of the training 
program and have been approved by the program advisory 
committee. Students must practice skills learned in preparation of 
parenteral medications and entering information into patient charts in 
an inpatient setting. Practice also includes customer service skills, 
aseptic technique, inventory and facilities maintenance, and non-
traditional roles for pharmacy technicians. 
Prerequisites: Completion of all program coursework with a 70% or 
better.  
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SSK100  Student Success Skills Cr Hrs. 3.5 
This course will provide students with the necessary skills to be 
successful in the college setting. The student will develop skills in 
goal setting, time management, and critical thinking. The student will 
be given valuable tools to study effectively. The student will 
understand the expectations of college level coursework with respect 
to communication skills, including the basic structure of sentences, 
paragraphs, and components of a writing assignment. Soft skills such 
as internal motivation, professional attitude, and perception expected 
in the workplace will also be covered throughout this course 
 
SSK101  Student Success Skills Cr Hrs. 3.0 
This course will provide students with the necessary skills to be 
successful in the college setting. The student will develop skills in 
goal setting, time management, and critical thinking. The student 
will be given valuable tools to study effectively. The student will 
understand the expectations of college level coursework with 
respect to communication skills, including the basic structure of 
sentences, paragraphs, and components of a writing assignment. 
Soft skills such as internal motivation, professional attitude, and 
perception expected in the workplace will also be covered 
throughout this course. 
 
TRD100  Mathematics for the Trades Cr. Hrs. 1.5 
This course begins with a written assessment of basic arithmetic 
skills, and problem solving involving decimal numbers and fractions.  
Upon completion of the assessment students will be immediately 
exposed to Pre-Algebra basics to include operations with signed 
numbers, operations with exponents and roots, and the use of 
scientific notation. The course includes introductory algebra with 
emphasis on utilization of formulas and solving equations with one 
unknown. Additional topics covered include the following basic 
trigonometry concepts: degree and radian measure; and sine, cosine, 
and tangent ratios. The course concludes with a review of Metric 
Units specifically metric prefixes and conversion to other metric 
prefixes.  
 
WEL101 – Introduction to Welding  Cr Hrs 4.5 
Upon completion of this course student will have an understanding of 
the personal protective equipment required for welding and 
fabrication projects. Students will be able to demonstrate knowledge 
and skills in welding safety including the handling of hazardous 
materials, avoiding accidents in the workplace, and electrical safety. 
OSHA-10 Training will be included in this course. Foundations of 
welding professionalism will be taught in this course.  Upon 
completion of this course, a passing score on SENSE Level II Safety 
will be required prior to moving forward in the welding program. The 
beginning of SMAW will also be introduced in this course.  
Prerequisites: None 
 
WEL111 – Oxyfuel, Plasma, Carbon Arc Cutting/Gouging and 
Basics of SMAW Cr Hrs 4.0 
Upon completion of this course the student will understand the basic 
concepts of oxy-fuel cutting, also called flame cutting or burning, as 
well as plasma cutting. Students will be able to demonstrate skills 
using an oxy-fuel torch, plasma cutter, and carbon arc cutting 
practices. Students will lean and become familiar with the practice 
of oxy-fuel welding also the use of oxy-fuel torch heating and metal 
shaping abilities. 
Prerequisites: WEL101, MFG106 
 
WEL121 – Welding I SMAW  Cr Hrs 6.5 
Students upon successfully completing this course are able to 
demonstrate basic skills in Shielded Metal Arc Welding on steel plate 
to include the preparation of materials, beveling, Weld joint design 
and alignments. As well as the theory of non-destructive testing, 
SMAW examinations on plate, types of welding current, proper set 
up of various welding machines and, basic welding machine trouble 
shooting. Training will include set up, use of, and cleaning methods 
of various weld joints. Also teach students basic understanding of 
field welding on plate steel.Prerequisites: WEL101, MFG106, 
WEL111, MFG111 
 

WEL131 – Welding II-a Advance SMAW, Introduction to 
GMAW and FCAW Cr Hrs 6.5 
Student successfully completing this course will be able to 
demonstrate advanced skills in Shield Metal Arc Welding, GMAW 
Metal Inert Gas (MIG) welding will be introduced. Students will be 
able to identify and explain the physical characteristics and 
mechanical properties of metals, and perform GMAW and FCAW 
welding. 
Prerequisite: WEL101, MFG106, WEL111, MFG111, WEL121 
 
 
WEL132 – Welding II-b GMAW and FCAW Cr Hrs 5.5 
In this course students will learn Gas metal arc welding (GMAW) as 
well as Flux core arc welding (FCAW). Students should be able to 
accurately explain the various types of welding wire and their 
application. Students will be able to set up and test welding machine 
so they know Gas metal arc welding machine are working properly. 
By this time in the course students should be able to troubleshoot all 
welding machines up to Flux core arc welding machines.  
Prerequisites: WEL101, MFG106, WEL111, MFG111, WEL121, 
MFG120, WEL131 
WEL140 – Welding III GMAW, FCAW and Introduction to 
GTAW  Cr Hrs 6.5 
In this course students will gain the basic knowledge of Gas tungsten 
arc welding (GTAW). Students will learn the proper use of “TIG” 
welding and its various applications. Gain the understanding of 
various types of filler material and the applications of each.  Students 
will gain a basic understanding of GTAW on carbon steel and 
stainless steel with or without purge gas. Instructors will demonstrate 
the free hand and “walking the cup” techniques.   
Prerequisites: WEL101, MFG106, WEL111, MFG111, WEL121, 
MFG120, WEL131, WEL132 
WEL151 – Welding IV Advance GMAW, GTAW,  
Aluminum  Cr Hrs 4.0 
Upon completion of this course students should be proficient in the 
application of GTAW on ferrous and non-ferrous metals. Become 
familiar base metal numbers as well as filler metals numbers 
specifications. Students will have an understanding off material cross 
contamination and proper cleaning method of both ferrous and non- 
ferrous metals.  Students will also be expected to understand and 
explain the different currents applied to ferrous and non-ferrous 
metals. 
Prerequisites: WEL101, MFG106, WEL111, MFG111, WEL121, 
MFG120, WEL131, WEL132, WEL140 
 
WEL155 – Welding Skills Review and SENSE Level II 
Certification Completion Cr Hrs 6.5 
Students will be able to demonstrate skills in inspection of final 
welding processes for quality. Students will be able to demonstrate 
welding skills in practice and final welding performance test for 
SENSE Level II Certification. Student will design, fabricate and 
welding a final capstone project using any or all processes learned 
throughout the program.  
Prerequisites: WEL101, MFG106, WEL111, MFG111, WEL121, 
MF120, WEL131, WEL132, WEL140, MFG131, WEL151. 
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HVAC/R SERVICE TECHNICIAN DEPARTMENT CHAIR
 
John Drake 
Bachelors of Science- Gerokinesiology 
California State University Fullerton 
OSHA-10 
EPA Universal 
10 years of experience in Heating, Ventilation,  
Air Conditioning and Refrigeration 

 
 
 
 

 
 
 

 
FULL-TIME HVAC/R SERVICE TECHNICIAN INSTRUCTORS 

 

Allen Green 
Service Technician Instructor 
36 Years of Experience in Heating and Refrigeration 
EPA Certification (Universal) 
OSHA-10 Certification 
 
Darrell Easley 
HVAC/R Service Technician Instructor 
AA, Business Management – US Navy Technical 
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Nevada State Contractors License 
Full C-21 Heating and Air Conditioning/Refrigeration 
Washoe County Manometer License 
EPA Certification (Universal) 
OSHA-10 Certification  
 

Andrew Morrell 
Bachelors of Science Sociology 
University of Nevada Las Vegas 
5+ Years Experience HVAC 
Tony Warzynski 
HVAC/R Service Technician Instructor  
CFESA Master Technician 
EPA 608 Certification 
25 years experience- Residential and Commercial Repair   
 
Razwaan Arif 
BT Electrical Engineering – 
New York Institute of Technology, NY 
Extensive knowledge of mechanical engineering 
Over 8 years of experience in various electronic fields to 
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Shawn A. Pratte BSBA 
22 years welding/fabrication experience  
Two navy weld schools 
Navy coded welder NEC 4954/4955 
6G P-1 ASME qualified welder 
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WELDING AND FABRICATION FULL TIME INSTRUCTORS

Shawn Seevers 
7 years of experience  
Machinist, Welding, Fabrication. 
CNC Plasma Operator 
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ISO-9001, 14001, Process Documentation 
 
Michael Santiago, CAWI, CWE 
Welding Technician/Diver, Underwater Welding-College of 
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College 
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 Kyle Jenkins 
19 years welding fabrication experience  
6G SMAW, 5G FCAW, 3G/4G FCAW(dual shield), 
1GGMAW AWS qualifications. 
6G CTAW, 1G SAM  ASME qualifications 
TMCC welding 1-4 1999-2001 
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INDUSTRIAL ELECTRONIC TECHNOLOGY  
DEPARTMENT CHAIR 

 
Jim Aldrich 
Bachelor of Science – Logistics & Supply Chain Management 
Associate of Science – Electronic System Technology 
Electronic Training – U.S. Marine Corp 4 years 
IPC J-STD-001 Soldering Certified IPC Trainer (CIT) 
20+ years’ experience in the Technology and Electronics 
Industry 

 
 

 
FULL-TIME INDUSTRIAL ELECTRONIC TECHNOLOGY 

 
Tom Polacek 
20 years of experience in aircraft avionics & electrical systems 
3 years of experience in industrial maintenance 
22 years of military service (retired)

Michael Sanders 
BS Electronic Engineering 
Specialist in Fire / Life / Safety instruments 
20+ Years’ experience in High Tech Industry 
OSHA-10 Certified 
NICET II Certified (Life Safety Systems) 
IEEE Voting Member 

 
 

PART-TIME INDUSTRIAL ELECTRONIC TECHNOLOGY INSTRUCTORS 
 
Alberto Jimenez 
BS Electrical Engineering 
Certification as a Project Management Professional (PMP) 
26+ years’ experience in the High Tech Industry 
 
Linney Wade 
Master of Business Administration 
Bachelors of Schience Business Management  
FANUC Robotics Certified Instructor 
 

 
Francis Walsh 
(Electronic Engineering & Computer Technology Instructor; IT 
Support)  
IPC J-STD-001 Soldering Application Specialist  
30 Years of Experience in Electronics 
 
Razwaan Arif 
BT Electrical Engineering – New York Institute of 
Technology, NY 
Extensive knowledge of mechanical engineering 
Over 8 years of experience in various electronic fields to 
include mining, power supply design, and 
instrumentation control. 
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INFORMATION TECHNOLOGY SPECIALIST DEPARTMENT CHAIR 
 

Alberto Jimenez 
BS Electrical Engineering 
Certification as a Project Management Professional (PMP) 
26+ years’ experience in the High Tech Industry 

 
FULL-TIME INFORMATION TECHNOLOGY SPECIALIST INSTRUCTORS 

 
Dennis Przybyla 
Bachelors of Science in Computer Science – UNR 
15 Years of Experience 
 

Jesse Shea 
Associates of Electronics Technology - CCNN 
CCNA 
12 Years of Experience 
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Tom Roach 
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Bachelor of Arts – University of Nevada 
13 Years of Experience 
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Amy Gattone  
Bachelor of Science in Biology – University of Nevada Reno 
Medical Assisting Certificate – Career Training Institute  
4 Years of Experience, (AAMA) CMA, BLS Certified Instructor (AHA) 
 

FULL-TIME MEDICAL ASSISTANT INSTRUCTORS 
 
Patrick Aung 
MB, BS Medicine, Surgery, OBGYN, Pediatrics, Psychology – 
Institute of Medicine Rangoon, Burma 
Psychiatric Medicine Postdoctoral Training – University of the 
West Indies  
MPH Public Health – San Jose State University  
 
Robin Borba, RMA 

Associate of Arts Medical Assisting – College of San Mateo 
California 
15 Years of Experience  
 
 
John Reeves 
LPN – Tennessee Technical Institute  
24 Years of Experience

 
 Brenda Hardyman, RMA, CPC-A 

Certified Professional Coder-Apprentice  
Associates Degree Social Science 
Front and Back Office 
30 years of Experience 
 

PART TIME MEDICAL ASSISTANT INSTRUCTORS 
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HEALTH INFORMATION MANAGEMENT DEPARTMENT CHAIR 
 
Lori Hoffman, CCA, CMRS 
BS – Morrision University 
MBA – Morrison University 
11 Years of Experience 

 
FULL-TIME HEALTH INFORMATION MANAGEMENT INSTRUCTORS 

 
Rebecca Bailey, MBA, CPC 
19 years of experience in Healthcare 
Medical Coding and Billing Reimbursement 
 
Cheri Verrinder 
10+ years experience in the Health Care Field 
ICD-10 
Medical Billing Coding and Reimbursement 
Morrison University- Diploma in Legal  
TMCC- Coding and Reimbursement Certification 
TMCC- Phlebotomy Certification 
Medical Assistant  

 
Stacy Moore 
16 + years of Healthcare/Health Information Management.  
Notary Public  
AHIOS certified in Release of Information.  
 
 

PART-TIME HEALTH INFORMATION MANAGEMENT INSTRUCTORS 
Jo Ann Jones  
Bachelor of Science Medical Record Administration 
Illinois State University 
CCS – Certified Coding Specialist 
AHIMA Approved ICD-10-CM/PCS Trainer 
RHIA – Registered Health Information Administrator 
Health Information Management Instructor 
35 Years of Experience  
 
Dr. John Pentelli-Molnar 
Bachelor of Science – Fairfield University 
MD – Hahnemann Medical College 
Ophthalmology Residency – University of California San 

Diego 
Cornea Fellowship – University of Southern California  
 
Karen Powell, CPhT, MA 
Health Information Management 
Certified Pharmacy Technician 
Medical Assistant 
Transcription Specialist 
Over 25 years experience in Healthcare 
 
 

 

 
 

PHARMACEUTICAL TECHNICIAN DEPARTMENT CHAIR 
Roberta Duskin 
BS. Pharmacy – Oregon State University 
AA Landscape Architecture Truckee Meadows Community College  
Licensed Pharmacist (State of Nevada)  
26 Years of Experience 
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Janet Bierman 
AS, Animal Science, Equestrian Science, and Art – Santa Rosa Junior College 
Registered Pharmacy Technician (State of Nevada) 
CPhT (Certified Pharmacy Technician) 
National Certification in Compounding  
National Certification in Sterile Products Compounding  
24 Years of Experience  
 

 
PART-TIME PHARMACEUTICAL TECHNICIAN INSTRUCTOR
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ACADEMIC CALENDAR 
 

TIMETABLE FOR SUCCESS 
   

  Starting  Ending 
 Weekdays 
 
 
2017 Spring Quarter 
  04/17/2017 05/25/2017 
  05/30/2017 07/06/2017 
 
2017 Summer Quarter 
  07/17/2017 08/24/2017 
  08/28/2017 10/05/2017 
 
2017 Fall Quarter 
  10/16/2017 11/22/2017 
  11/27/2017 01/11/2018 
 
2018 Winter Quarter 
  01/16/2018 02/22/2018 
  02/26/2018 04/05/2018 
 
2018 Spring Quarter 
  04/17/2018 05/24/2018 
  05/29/2018 07/05/2018 
 
2018 Summer Quarter 
  07/16/2018 08/23/2018 
  08/27/2018 10/04/2018 
 
2018 Fall Quarter 
  10/15/2018 11/21/2018 
  11/26/2018 01/10/2019 
 

 Weekends 
 
 
2017 Spring Quarter 
  04/14/2017 05/21/2017 
  05/26/2017 07/02/2017 
 
2017 Summer Quarter 
  07/14/2017 08/20/2017 
  08/25/2017 10/02/2017 
 
2017 Fall Quarter 
  10/13/2017 11/19/2017 
  11/25/2017 01/07/2018 
 
2018 Winter Quarter 
  01/12/2018 02/18/2018 
  02/23/2018 04/01/2018 
 
2018 Spring Quarter 
  04/13/2018 05/20/2018 
  05/25/2018 07/01/2018 
 
2018 Summer Quarter 
  07/13/2018 08/19/2018 
  08/24/2018 09/30/2018 
 
2018 Fall Quarter 
  10/12/2018 11/18/2018 
  11/24/2018 01/06/2019 
 
 
 

 
HOLIDAYS & CLASS BREAKS 
 
Students 

Holiday 2017 
 

2018 

New Year’s 
Day 

Monday 
01/02/2017 

Monday 
01/01/2018 

M. Luther 
King Jr. Day 

Monday 
01/16/2017 

Monday 
01/15/2018 

Presidents’ 
Day 

Monday 
02/20/2017 

Monday 
02/19/2018 

 
Spring Break 

04/07/2017 
to 

04/13/2017 

04/06/2018 
to 

04/12/2018 
Memorial Day Monday 

05/29/2017 
Monday 

05/28/2018 
4th of July Tuesday 

07/04/2017 
Wednesday 
07/04/2018 

 
Summer 

Break 

07/07/2017 
to 

07/13/2017 

07/06/2018 
to 

07/12/2018 
Labor Day Monday 

09/04/2017 
Monday 

09/03/2018 
 

Fall Break 
10/06/2017 

to 
10/12/2017 

10/05/2018 
to 

10/11/2018 
Nevada Day Friday 

10/27/2017 
Friday 

10/26/2018 
Veteran’s Day Saturday 

11/11/2017 
Sunday 

11/11/2018 
Thanksgiving 

 
11/23/2017 

to 
11/24/2017 

11/22/2018 
to 

11/23/2018 
 

Winter Break 
12/22/2017 

to 
12/28/2017 

12/24/2018 
to 

12/30/2018 
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TUITION AND FEE SCHEDULE 
 TUITION BOOKS  LAB FEES 
  (Estimated)  
Health Information Management $27,500.00  $4,750  $360 
(Associate of Occupational Studies) 
95 Credits, 72 weeks  
 
HVAC/R Service Technician $11,850.00  $900  $1,008 
(Diploma) 44.5 Credits, 36 Weeks  
 
Welding $18,500.00 $808 $2,930 
(Diploma) 
54.5 Credits, 48 weeks 
 
Industrial Electronic Technology $27,000.00  $3,040  $576 
(Associate of Occupational Studies) 
96.5 Credits, 72 Weeks  
 
Information Technology Specialist $26,500.00  $2,450  $576 
(Associate of Occupational Studies) 
96 Credits, 72 Weeks  
 
Medical Assistant  $23,625.00  $1,600  $484.40 
(Associate of Occupational Studies) 
94.5 Credits, 66 Weeks  
 
Pharmaceutical Technician $10,060.00  $760  $224 
(Diploma) 34 Credits, 36 Weeks  
    
Administrative Withdrawal Fee ........................................................................................... $100.00    
Application Fee....................................................................................................................... $25.00    
Graduation Fee ....................................................................................................................... $75.00    
High School or College Transcript Fee (per request) ............................................................ $15.00    
Registration Fee ...................................................................................................................... $50.00    
State of Nevada, CPE Fee ........................................................................................................ $4.00    
Transfer or Test Out Fee (per course) .................................................................................... $20.00    
(High School and College transcript fees may vary. Please contact the institution directly for the most current pricing.) 
 
The following are estimates, subject to change, based on vendor pricing 
 

Allied Health Programs 
Background Check (Each) .............................................................................. $69.50  
Drug Testing Fee (Each) (Additional cost may be incurred for MRO review) .. $50 
Immunization Fees (Hepatitis B and Tuberculosis Testing)  ............................ $300  
Certified Coding Associate (CCA) Test Fee (HIM Students Only) .........................  
 ................................................................. $299 non-members or $199 for members  
Certified Professional Coder (CPC) .................................................................. $430 
Certified Medical Reimbursement Specialist (CMRS) ..................................... $260 
Compounding Certifications (Pharmaceutical Technician Students Only)   
(Each) ................................................................................................................. $149 
Medical Scrubs (Each Pair) ................................................................................. $25 
NNVHIMA Local Chapter Student Fee (HIM Students Only)........................... $10 
NV BOP (Pharmaceutical Technician Registration) Annual Fee ....................... $40 
Pharmacy Technician Certification Board (PTCB) Exam ................................ $129 
Professional Liability Insurance .......................................................................... $16 
Registered Medical Assistant (RMA) Exam ..................................................... $120 
Registered Phlebotomy Technician (RPT) Exam ............................................. $120 
Sterile Product Certification (Pharmaceutical Technician Students Only)  
(Each) ................................................................................................................. $149 
CPR Card ............................................................................................................... $5 
AHIMA Virtual Lab .......................................................................................... $110 
 
HVAC/R Service Technician Students 
EPA Section 608 .................................................................................................. $35  
ESCO Certifications (Each) (Total of 6 Recommended) .................................... $15  
HVAC/R Lab Shirts (Each) ................................................................................. $40  
HVAC/R Service Technician Tool Kit.............................................................. $600  
OSHA 10 Safety Class ........................................................................................ $65 
N.A.T.E Certification Test ................................................................................ $120 
 
Welding 
Tool Kit (welding helmet, gloves, hammers, brushes, grinder, etc.) ................ $700 
American Welding Society SENSE LEVEL II Certification .............................. $15 
OSHA-10 hour certification ................................................................................ $65 
Welder Qualification Test (CCNN Welding Graduates only) .......................... $195 

Information Technology Specialist Students 
CISCO Exam ..................................................................................................... $330  
CompTIA A+ Exam .......................................................................................... $182 
VMWare VCA-WM .......................................................................................... $120  
EMC2 Certification ........................................................................................... $200  
ITS Lab Shirts (Each) .......................................................................................... $30  
Software ($14 Each – Keynote, Numbers, Pages) .............................................. $42  
Supplies (Cable, I Pad, Leviton RJ45, RJ45 Hub) ............................................ $974  
 
Industrial Electronic Technology 
Tools .................................................................................................................. $800 
Shirts/Uniform ................................................................................................... $120 
FCC General Operator License ........................................................................... $50 
IPC Soldering Certification ................................................................................. $60 
Robotics Kit ....................................................................................................... $500 
OSHA 10 Safety Class ........................................................................................ $65  
 
Miscellaneous 
Microsoft Office Specialist (MOS) Certification (Each)     ................................ $75  
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NOTES 
 

1. The Tuition and Fee Schedule(s) insert 
should precede this page.  If this schedule is 
not included, please ask your Admissions 
Representative for one. 

 
2. Financial aid appointment (date)  

_______________  (time) ________________ 
 

3.  
 

4.  
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