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PROGRAMS AND CURRICULA

HEALTH PROGRAMS

Advanced Medical Coder/Biller (occupational Associate Specialized Business Degree)
Dental Assistant, Diploma

Health Insurance Claims Examiner/Medical Biller, Diploma

Medical Assistant, Diploma

Medical Assistant Comprehensive (occupational Associate Specialized Technology Degree)
Phlebotomy Technician, Diploma

=A =4 =4 -4 -4 -4

MASSAGE THERAPY PROGRAMS

1  Advanced Bodyworker (occupational Associate Specialized Technology Degree)
Massage Therapy, Diploma

PROGRAMS OFFERED ONLY AT PITTSBURGH
Advanced Bodyworker
 Massage Therapy
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DENTAL ASSISTANG DIPLOMA PROGRAM

Program Length Day
Program Length Evening 12 Months/50 Weeks
Total Quarter Credits 58.5

Total Clock Hours

10 Months/42 Weeks

900

Program Objective:

to provide the trali
broad background in the fundamentals of EFDA

ni

Lower Burrell and Pittsburgh Campuses

ng that meets

the needs

standards, as well as current dental office practice. After

completion of classroom training, the student is assisted in being placed in an Externship that will provide
appropriate experience and enhance classroom learning. Having performed a wide range of

administrative tasks, the graduate is now prepared for an entry

Class and Clinic Schedule:
classes are scheduled Monday t

COURSE CODE

DA 101
DA 102

DB 102
DO 101
DP 101

DB 103
DO 102
DD 103

DD 104
DB 104
DO 103

DB 105

DD 105

DD 106
DO 104

DD 101
DB 101
DD 102

DX 100

COURSE TITLE

Anatomy Module
General Anatomy
Dental Anatomy and Terminology

Sterilization Module
Microbiology and Sterilization
Typing, Employment Opportunities
Patient Psychology/Communications

Office Management Module

CPR
Office Management
Preventative Dentistry/ Patient Ed

Pharmacology Module
Dental Law and Ethics
Dental Pharmacology
Office Emergencies

Radiography Module
Radiography

Chairside Module
Chairside Assisting

Dental Materials Module
Dental Materials/Lab
Typing, Employment Opportunities

Specialties Module
Dental Specialties
Diet and Nutrition
Oral Pathology

Dental Externship Module

Externship

* Indicates Applied General Education Course

-level position in a dental facility.

HOURS

40
40

30
20
30

10
60
10

15
35
30

80

80

60
20

35
20
25

260

clinical and

Day classes are scheduled Monday through Thursday from 8:00 am to 1:20 pm. Evening
hrough Thursday from 6:00 pm to 10:00 pm.

CREDITS

4.0
3.5

2.5
15
2.5

0.5
4.5
0.5

15
3.0
25

5.0

5.5

4.0
15

3.0
2.0
25

8.5

of
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Certification and Licensure:  Upon successful graduation of the program, the graduate will receive a diploma and
is then eligible to sit for the Pennsylvania Dental Radiology Examination and the Pennsylvania Board of Dentistry
Expanded Function Dental Assistant Examination.

DENTAL ASSISTANT DIPLOMA COURSE DESCRIPTIONS

DA 101 General Anatomy
In this course, the student will learn the structure of the body and body systems as well as its importance and
relationship to a dental career.

DA 102 Dental Anatomy & Terminology
This course will include specific structures of the head and neck as well as oral landmarks, identification of teeth,
and general terminology, which accompanies each.

DB 101 Diet and Nutrition
The importance of good nutrition as it pertains to oral health is covered in this course as well as suggestions for
effective patient  counseling on oral health habits.

DB 102 Microbiology and  Sterilization
The student will gain an understanding of disease -causing organisms and their prevention through proper
sterilization.

DB 103 CPR

The student will become proficient in the understanding of principles and practices of preventing cardiovascular
disease. In addition, the student will learn the correct practice of Adult and Infant resuscitation, CPR, and foreign

body obstruction.

DB 104 Dental Pharmacology
Basic pharmacology as it relates to dentistry, prescriptions, abbreviations, and classification of drugs are discussed
in this class.

DB 105 Radiography
The student will become skillful in dental radiography including exposing, processing and mounting radiographs.
Safety procedures are included.

DD 101 Dental Specialties
In this course, the student will learn to differentiate between the specialties in dentistry and the role of the dental
assistant plays in each.

DD 102 Oral Pathology
In this course, the student will learn the various diseases which affect the oral cavity as well as the causes,
symptoms and treatment of various dental diseases.

DD 103 Preventive Dentistry/Patient Education
The student will learn aspects of preventive dentistry including plaque control, caries prevention, brushing and
flossing.

DD 104 Dental Law and Ethics
The student will learn the theory of law and ethics, how it applies to the dental assistant as well as malpractice
concerns of dentistry.

DD 105 Chairside Assisting
During the course, the student will learn the proper techniques for dental char ting, assisting with the examination,
expanded duties, as well as equipment, instruments, and procedures.

DD 106 Dental Materials/Lab
The student will learn the properties of dental materials, proper manipulation and uses of dental restoration and
impressions as well as expanded duties of the dental assistant.

DO 102 Office Management

This course teaches the student proper handling of all front office procedures including appointment control and
insurance submissions.
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DO 103 Office Emergencies
The signs, symptoms, and emergency steps of common office emergencies as well blood pressure measurement
are covered in this course.

DO 101 and DO 104 Typing, Employment Opportunities

This course is designed to teach the student basic operation of compute r keyboarding skills as well as the
preparation of acceptable business correspondence. The student will also work to complete an acceptable
resume, cover letter and successful interviewing techniques.

DP 101 Patient Psychology, Communications
The student will learn the different types of patient behaviors in various situations, how to communicate verbally
and non -verbally. In addition, the student will be introduced to interviewing techniques and skills.

DX 100 Externship

Externship is the final step in t raining. The student applies practical skills acquired in the classroom in a dental
facility. Externship is considered a learning experience and the student may not be paid for Externship.
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PHLEBOTOMY TECHNICIAN) DIPLOMA PROGRAM

Lower Burrell and Pittsburgh Campuses

Program Length Day
Program Length Evening
Total Quarter Credits

Total Clock Hours

7 Months/30 Weeks

9 Months/39 Weeks
455
600

Program Obijective: To provide students the training needed to function as an entry
hospitals, bl ood drawing stations, physicians®
specimen collection and processing, lab procedures, and clerical duties. This
program emphasizes theory and skills of phlebotomy, and students acquire experience at a medical facility.

functions such as blood drawing,

Class and Clinic Schedule:

COURSE CODE

AA 101
AC 101
AO 101

AA 103
AC 103
AO 102

AA 104
PH 111
AO 103

AA 102
PH 112
AD 202

AA 106
PH 113
AL 201

AA 105
Al 201
PH 114

PX 100

-level phlebotomist in
of fices, research

Day classes are scheduled Monday through Th ursday from 8:00 am to 1:20 pm. Evening
classes are scheduled Monday through Thursday from 6:00 pm to 10:00 pm.

COURSE TITLE

Lab & Clinical Assisting Module
Term AP Med Term & Anatomy & Physiology
CLIN - Lab & Clinical Assisting
Admin Medical Administrative Procedures

Hematology Module
Term AP Blood, Lymphatic and Endocrine Systems
CLIN & Hematology
Admin Medical Law/Ethics 8 Charting

Infection Control, Safety and CPR  Module
Term AP Cardiovascular, Respiratory & Nervous Systems
CLIN 0 Infection Control, Safety and CPR
Admin Reception Skills, Phone, Appointments

Preanalytical Considerations  Module
Term AP Urinary, Digestive, & Integumentary Systems
CLIN 0 Preanalytical Considerations
Career Development *

Special Collections Module
Term AP Muscular and Skeletal Systems, Radiology
CLIN 9 Special Collections
Medicolegal Issues *

EKG and Vital Signs Module
Term AP Male and Female Reproductive, Eye/Ear
Computer Applications *
CLIN 6 EKG and Vital Signs

Phlebotomy Externship Module
Externship

* Indicates Applied General Education Course

Certification and Licensure:

Certified Phlebotomy Technician (NCPT) exam.

HOURS

20
40
20

20
40
20

20
40
20

20
40
20

20
40
20

20
40
20

120

Upon successful graduation of the program, students are eligible to sit

CREDITS

2.0
3.5
15

2.0
2.5
2.0

2.0
35
15

2.0
35
15

2.0
35
2.0

2.0
25
2.0

4.0

for the National
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PHLEBOTOMY TECHNICIAN DIPLOMA COURSE DESCRIPTIONS

Term AP - Anatomy/Physiology and Medical Terminology
Fundamentals of structures, functions, and disorders of the major body systems are discussed as well as
the medical terminology necessary to build, define, and apply these fundamentals to the medical field.

CLIN - Clinical and Laboratory Procedures

This course introduces the student to the basic medical laboratory and clinical office procedures.
Students gain experience with instruments and equipment used in a medical office and hospital.
Competencies are required in select areas. Students will receive the competencies for each module
before the module begins. The student will retain t he passed competency for reference after
graduation.

Admin & Administrative

This area includes the basic office procedures used in the medical office. Each month, the student will
complete exercises within each class to assist them in obtaining employment . These activities include
preparation of a resume, completion of employment application, and interviewing techniques.

Competencies are required in select areas. Students will receive the competencies for each module

before the module begins. The studentw ill retain the passed competency for reference after

graduation.

AA 101 Term AP Med Term. & Anatomy & Physiology
An introduction to medical language, the pronunciation of the terminology, building of medical terminology, and
the basic structure of the bod vy, along with the body planes, parts of the cell and word analysis.

AC 101 CLIN Lab and Clinical Assisting
Topics discussed in this course will cover healthcare trends, medical specialties, working with other healthcare
professionals, specialty career opt ions and healthcare professional associations. Students will learn the role of the

|l aboratory, testing in patient care, the medical assistantds rol
laboratory, quality assurance programs and communicating with t he patient recordkeeping. This course will

identify the skills necessary to conduct a patient interview and
an observer and documenting patient information. Discussions will also center around the Occupat ional Safety

and Health Administration and required education and training, the cycle of infection, Bloodborne Pathogens
Standard and universal precautions and transmission based precautions.

AO 101 Admin Medical Administrative Procedures

Differentiate among electronic medical records, electronic health records and personal health records. List

medical mistakes that will be greatly decreased through the use of electronic health records. Explain the

concept of meaningful use and identifying its goals. Contrast the advantages and disadvantages of electronic

health records. lllustrate the steps in creating a new patient record, capabilities and correcting an existing record

using electronic health record software programs. Explore how to allevi ate patientds security fears
electronic health records. Recognize the importance of professionalism in the medical assisting practice. Explain

professional behaviors and strategies that should be exhibited by medical assistants. Refresh typing skills and

grammar.

AA 103 Term AP Blood, Lymphatic, and Endocrine Systems
Anatomy, physiology and terminology of the blood and lymphatic system, endocrine system, disorders and
diagnostic procedures, pharmacological agents.

AC 103 CLIN Hematology

Discuss healthcare -associated infections, infection control methods, safe injection practices and sharps safety,
respiratory hygiene and cough etiquette practices, infection control practices, surgical site infections, sterilization

and the reporting guide lines for infectious diseases. Describe the role of the medical assistant when collecting,
processing and testing blood specimens, preparation for collecting blood specimens and patient preparation

and communication performing common blood tests. Relate to the developmental changes in geriatric patients,
assisting with geriatric care, patient special concerns and diseases and disorders of geriatric patients.

AO 102 Admin Medical Law/Ethics 8 Charting
Differentiate between laws and ethics and the importance of ethics in the medical office. Identify the
responsibility of the patient and physician in a physician -patient contract. Describe the negligence required to
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prove malpractice and explain malpractice prevention. Explain the importance of the administrati ve procedures
performed by medical assistants. Summarize federal health care regulations. Identify principles for preventing

improper release of information from the medical office. Explain the differences among practice management

models. Describe compone  nts of a medical office safety plan including electrical and fire hazards. Summarize

OSHAG6s Hazard Communication Standard. Summarize methods for hand
medical office. Articulate the cause of most injuries to medical offi ce workers. Identify benefits of patient

education. Implement teaching techniques that affect learning and teaching. Choose reliable materials for the

medical office. Describe the benefits and special considerations for patient education prior to surgery. Refresh

typing skills by typing lessons using computer software.

AA104 Term AP Cardiovascular, Respiratory & Nervous Systems
Anatomy, physiology and terminology associated with the cardiovascular, respiratory and nervous systems,
disorders, diagnostic procedures, medical terminology and pharmacology.

PH 111 Infection Control, Safety and CPR

This course introduces the field of phlebotomy including the historical foundations, legal aspects and quality

control associated with phlebotomy. Emphasis is place d on infection control, safety practices, quality assurance,
handling, and processing. The circulatory system is reviewed, and first aid and CPR are covered.

AO 103 Admin Receptionist Skills, Phone, Appointments

Identify the common equipment used to file and store paper medical records. Outline the security and safety
measures that should be employed. List common filing supplies used in the medical office. Contrast the methods
used for various filing systems. Compare active, inactive and closed files and how to set up a records retention
program for the office. Explain the purpose of the telecommunications equipment commonly found in the

medical office. Discuss completeness, clarity, conciseness, courtesy and cohesiveness. Describe how to
appropriately han dle the different types of calls coming into the medical practice. Carry out the procedure for
taking a complete telephone message. Outline the preparation required to make outgoing calls. Describe how
the appointment book is key to the continuity of patie nt care and applying a matrix. Compare scheduling
systems. Explore how to handle special scheduling situations. Implement ways to keep an accurate and efficient
schedule.

AA 102 Term AP Blood, Lymphatic, and Endocrine Systems
The structure and functions  of the urinary, digestive, integumentary system, terminology of each system, diagnostic
procedures, disease and disorders and pharmacology.

PH 112 Preanalytical Considerations

This course emphasizes blood collection equipment and additives, analytical tes ts, color -coded vacuum tubes for
specimens, collection of specimens, and order of draws. Both venipuncture and capillary puncture procedures

are covered. Consideration is also given to special populations.

AD 202 Career Development

This course isdesigned to provide the student with job -seeking skills. These include resume writing, completing
applications, interviewing techniques, and interview follow -up. Students are taught job  -seeking skills, adapting to
the work environment, and employer expecta tions.

AA 106 Term AP Muscular and Skeletal Systems, Radiology
The anatomy, physiology and terminology of the muscular and skeletal systems and radiology along with disorders
and diagnostic tests, abbreviations and pharmacology.

PH 113 Special Collections

This course delves into special procedures that phlebotomists use. Emphasis is placed on special collections and

points of care testing, various types of blood tests, computers and specimen handling, non -blood specimens and
tests, and arterial puncture procedures.

AL 201 MedicoLegal Issues

MedicolLegal Issues deals with the responsibilities of the allied health care worker in practice and the prevention of
malpractice. Students will become aware of Pennsylvania law and the laws which regulate medicine.

Page 10 of 54



CAREER TRAINING ACADEMY
Catalog Addendum 2017-2018 - Effective: Start Date of 1/1/2018 forward

AA 105 Term AP Male and Female Reproductive, Eye/Ear
The male and female reproductive systems, including anatomy, physiology, and terminology of those systems as well
as the eye and ear.

Al 201 Computer Applications

This course will introduce t he student to operating systems, word processing and give the student an overview of
database systems available today. Extensive hands -on training is the key element to this course and upon
completion, the student will be competent in word processing, spr eadsheet applications, database systems and
presentation software operations.

PH 114 EKG and Vitals

This course provides training for hooking up EKG leads, running the test along with essential vital signs such as
blood pressure, temperature, pulse,  respirations, height and weight. Students will complete competencies
necessary to perform these skills in the field.

PX 100 Externship

Externship is the final step in training. The student applies practical skills acquired in the classroom in a medical
facility. The student will receive a grade, based upon performance, by the site. Externship is considered a learning
experience and the student may not be paid for Externship.
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MEDICAL ASSISTAN® DIPLOMA PROGRAM

Lower Burrell and Pittsburgh Campuses

Program Length Day 8 Months/32 Weeks
Program Length Evening 10 Months/40 weeks
Total Quarter Credits 48.0
Total Clock Hours 720

Program Objective: To provide the training that meets the requirements of
receives a broad background in the fundamentals of medicine with an emphasis on the clinical aspects of

Medical Assisting. After completion of the clas sroom training, the student is assisted in being placed in an

Externship that will provide appropriate experience, which enhances the classroom training. Upon successful

completion of the program, the graduate will be awarded a diploma. Having performed a wide range of clinical

and administrative tasks, the student is now prepared for an entry -l evel position in a hospital, cl
or health care facility.

Class and Clinic Schedule: Day classes are scheduled Monday through Thursday from 8:00 am to 1:20 pm. Evening
classes are scheduled Monday through Thursday from 6:00 pm to 10:00 pm.

COURSE COURSE TITLE HOURS CREDITS
CODE
Lab and Clinical Assisting Module
AC 101  CLIN - Lab & Clinical Assisting 40 35
AA 101 Term AP Med Term & Anatomy & Physiology 20 2.0
AO 101  Admin Medical Administrative Procedures 20 15

Urinalysis and Other CLIA-Waived Testing Module

AC 112  CLIN ¢ Urinalysis and Other CLIA-Waived Testing 40 25

AA 102 Term AP Urinary, Digestive, & Integumentary Systems 20 2.0

AO 102  Admin Medical Law/Ethics 8 Charting 20 2.0
Hematology Module

AC 103  CLIN & Hematology 40 25

AA 103 Term AP Blood, Lymphatic and Endocrine Systems 20 2.0

AO 103  Admin Reception Skills, Phone, Appointments 20 15
Vital Signs Module

AC 104 CLIN 9 Electrocardiography, Vital Signs 40 3.0

AA 104 Term AP Cardiovascular, Respiratory & Nervous Systems 20 2.0

AO 104 Admin Banking, Billing, Financial Arrangements 20 15

Specialty Practices Module

AC 105 CLIN & Asst. Physical Exams, Specialties, Surgery 40 3.0
AA 105 Term AP Male and Female Reproductive, Eye/Ear 20 2.0
AO 105 Admin Insurance 20 2.0

Principles of Pharmacology Module

AC 107 CLIN & Principles of Pharmacology, Medication Dosage & Administration 40 3.0
AA 106 Term AP Muscular and Skeletal Systems, Radiology 20 2.0
AO 106 Admin Medical Communications 20 2.0

Medical Assistant Externship Module
AX 100 Externship 240 8.0

* Indicates Applied General Education Course

Certification and Licensure:  Upon successful graduation from the program, students are eligible to sit for the
Nationally Certified Medical Assistant (NCMA) exam.
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MEDICAL ASSISTANT DIPLOMA COURSE DESCRIPTIONS

CLIN - Clinical and Laboratory Procedures
This course introduces the student to the basic medical laboratory and clinical office procedures.
Students gain experience with instruments and equipment used in a medical office and hospital.

Competencies are required in select areas. Students will receive the competencies for each module
before the module begins. The student will retain the passed competency for reference after
graduation.

Term AP - Anatomy/Physiology and Medical Terminology

Fundamentals of structures, functions, and disorders of the major body systems are discussed as well as
the medical terminology

necessary to build, define, and apply these fundamentals to the medical field.

Admin & Administrative

This area includes the basic office procedures used in the medical office. Each month, the student will
complete exercises within each class to assist them in obtaining employment. These activities include
preparation of a resume, completion of employment application, and interviewing techniques.

Competencies are required in select areas. Stude nts will receive the competencies for each module
before the module begins. The student will retain the passed competency for reference after

graduation.

AC 101 CLIN Lab & Clinical Assisting
Topics discussed in this course will cover healthcare trends, medical specialties, working with other healthcare
professionals, specialty career options and healthcare professional associations. Students will learn the role of the

|l aboratory, testing in patient care, t he vipmen,isafetyinthessi st ant ds

laboratory, quality assurance programs and communicating with the patient recordkeeping. This course will

identify the skills necessary to conduct a patient interuvi

an observe r and documenting patient information. Discussions will also center around the Occupational Safety
and Health Administration and required education and training, the cycle of infection, Bloodborne Pathogens
Standard and universal precautions and transmissi on based precautions.

AA 101 Term AP Med. Term & Anatomy & Physiology
An introduction to medical language, the pronunciation of the terminology, building of medical terminology, and
the basic structure of the body, along with the body planes, parts of the cell and word analysis.

AO 101 Admin Medical Administrative Procedures

Differentiate among electronic medical records, electronic health records and personal health records. List
medical mistakes that will be greatly decreased through the use of electron ic health records. Explain the
concept of meaningful use and identifying its goals. Contrast the advantages and disadvantages of electronic
health records. lllustrate the steps in creating a new patient record, capabilities and correcting an existing recor

using electronic health record software programs. Explore

electronic health records. Recognize the importance of professionalism in the medical assisting practice. Explain
professional behaviors and  strategies that should be exhibited by medical assistants. Refresh typing skills and
grammar.

AC 112 CLIN Urinalysis and other CLIA -Waived Testing
|l dentify OSHA®Gs role in protecting healthcare wor kerasd,

urology, describe proper procedure for stool samples and fecal occult blood testing.

AA 102 Term AP Urinary, Digestive, and Integumentary Systems
The structure and functions of the urinary, digestive, integumentary system, terminology of each system,
diagnostic procedures, disease and disorders and pharmacology.

AO 102 Admin Medical Law/Ethics - Charting

Differentiate between laws and ethic s and the importance of ethics in the medical office. Identify the

responsibility of the patient and physician in a physician -patient contract. Describe the negligence required to

prove malpractice and explain malpractice prevention. Explain the importance of the administrative procedures
performed by medical assistants. Summarize federal health care regulations. lIdentify principles for preventing

improper release of information from the medical office. Explain the differences among practice management
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mode Is. Describe components of a medical office safety plan including electrical and fire hazards. Summarize

OSHAG6s Hazard Communication Standard. Summarize methods for hand
medical office. Articulate the cause of most inju ries to medical office workers. Identify benefits of patient

education. Implement teaching techniques that affect learning and teaching. Choose reliable materials for the

medical office. Describe the benefits and special considerations for patient educatio n prior to surgery. Refresh

typing skills by typing lessons using computer software.

AC 103 CLIN Hematology

Discuss healthcare -associated infections, infection control methods, safe injection practices and sharps safety,
respiratory hygiene and cough et iquette practices, infection control practices, surgical site infections, sterilization
and the reporting guidelines for infectious diseases. Describe the role of the medical assistant when collecting,
processing and testing blood specimens, preparation fo r collecting blood specimens and patient preparation
and communication performing common blood tests. Relate to the developmental changes in geriatric patients,
assisting with geriatric care, patient special concerns and diseases and disorders of geriatric patients.

AA 103 Term PA Blood, Lymphatic, and Endocrine Systems
Anatomy, physiology and terminology of the blood and lymphatic system, endocrine system, disorders and
diagnostic procedures, pharmacological agents.

AO 103 Admin Receptionist Skills, Phone, Appointments

Identify the common equipment used to file and store paper medical records. Outline the security and safety
measures that should be employed. List common filing supplies used in the medical office. Contrast the methods
used for various filing systems. Compare active, inactive and closed files and how to set up a records retention
program for the office. Explain the purpose of the telecommunications equipment commonly found in the
medical office. Discuss completeness, clarity, conciseness , courtesy and cohesiveness. Describe how to
appropriately handle the different types of calls coming into the medical practice. Carry out the procedure for
taking a complete telephone message. Outline the preparation required to make outgoing calls. Descr ibe how
the appointment book is key to the continuity of patient care and applying a matrix. Compare scheduling
systems. Explore how to handle special scheduling situations. Implement ways to keep an accurate and efficient
schedule.

AC 104 CLIN Electroca rdiography, Vital Signs

Il dentify the medical assistantds role in pharmacology, drug name
drug information, controlled substances, prescriptions, non -pharmacologic pain management and vaccines.

Explain safe dosage calculations, measurement conversions within and between measurement systems, body

weight and body surface area calculations. Describe the responsibilities of preparing to administer a drug, rights

of medication administration, drug routes and equipment, medications by mouth, injection and other routes,

special considerations, patient education about medications and charting medications.

AA 104 Term AP Cardiovascular, Respiratory & Nervous Systems
Anatomy, physiology and terminology associated with the cardiovascular, respiratory and nervous systems,
disorders, diagnostic procedures, medical terminology and pharmacology.

AO 104 Admin Banking, Billing, Financial Arrangements

Summarize the importance of and how to establish good bookkeeping and banking pr actices. Describe
common payment methods accepted in medical practices today. Explore the types of documents used as

statements to bill patients and how these documents are used in cycle billing. Explain the purpose of credit and

collection acts. Explain w hy well -written documents are important to the image of the medical practice. Outline

the general guidelines to effective writing. Explain the purpose of different types of documents used in the

medical office. Outline steps for preparing a completed lette r for mailing. Describe tasks for editing and
proofreading a document. Explain the differences among the types of mail services at the USPS. Identify types of
computers, hardware components and software applications used in the medical office. Summarize op tions for
learning software programs. Outline basic care and maintenance required for the office computer system.

AC 105 CLIN Asst. Physical Exam, Specialties, Surgery

Relate growth and development to pediatric patient care, discuss developmental stages a nd care, identify the

medi cal assistantds role during pediatric exams, i mmuni zations,
disease, disorders and pediatric patient special concerns. Describe surgical procedures performed in an office

setting and the instruments used, asepsis, preoperative, intraoperative and postoperative procedures. Relate

daily energy requirements to the role of calories, identify nutrients, discuss dietary guidelines, assess nutritional

levels, explain why diets may be modi  fied, identify patients with specific nutritional needs, eating disorders and

educate patients about nutritional requirements.
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AA 105 Term AP Male and Female Reproductive, Eye/Ear
The male and female reproductive systems, including anatomy, physiology, a nd terminology of those systems as
well as the eye and ear.

AO 105 Admin Insurance
Define the basic terms used by the insurance industry. Compare insurance plans and the new concept of patient

centered medical home. Outline key requirements for coverage o f insurance programs. Describe allowed

charge, contracted fee and capitation. Produce a clean CMS -1500 health insurance claim form. Explain

met hods used to submit an insurance claim electronically. Recal |l
remittance a dvice. Recall the ways that ICD codes are used today. Compare ICD -9-CM and ICD -10-CM. Outline

steps to code a diagnosis code using ICD  -10-CM. Explain external cause of injury and health status codes.

lllustrate unique coding applications. Describe the gene ral guidelines and list the sections of the CPT manual. List

the areas in the surgical coding section. Locate a CPT code using the CPT manual. Explain the importance of
code linkage in avoiding coding fraud.

AC 107 CLIN Principles of Pharmacology, Medica  tion Dosage & Administration

Topics discussed in this course will cover identifying the parts of a prescription, commonly used abbreviations and
symbols, how vaccines work in the immune system, systems of measurement and conversion, accurately
calculating dosage for body weight and body surface areas and complete and accurate documentation

AA 106 Term AP Muscular and Skeletal Systems, Radiology
The anatomy, physiology and terminology of the muscular and skeletal systems and radiology along with
disorders and diagnostic tests, abbreviations and pharmacology.

AO 106 Admin Medical Communications

Carry out professionalism in all applied training scenarios. Summarize the steps necessary for obtaining
professional certification. Describe an appropriate strategy for finding a position. Explain key factors for a
successful interview. Describe ways of b ecoming a successful employee. Develop a working resume and
practice with mock interviews. Refresh typing skills by typing lessons using computer software.

AX 100 Externship

Externship is the final step in training. The student applies practical skills ac quired in the classroom in a medical
facility. The student will receive a grade, based upon performance, by the site. Externship is considered a learning
experience and the student may not be paid for Externship.
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MEDICAL ASSISTANT COMPREHENSI\BEASSOCIATE IN SPECIALIZED TECHNOLOGY DEGREE PROGRANM

Lower Burrell and Pittsburgh Campuses

Program Length Day 15 Months/64 Weeks
Program Length Evening 18 Months/76 weeks
Total Quarter Credits 96.0
Total Clock Hours 1310

Program Objective: To provi de the training that meets the requirements of
student receives an extensive background in the fundamental practice of medicine as well as specific training in

a variety of disciplines and a n emphasis on a balance between the clinical and administrative areas of medical

assisting. After completing classroom training, the student is assisted in being placed in an Externship that will

provide appropriate experience to enhance classroom learning . Upon successful completion of the program, the

graduate will be awarded an occupational Associate in Specialized Technology (AST) Degree. Having performed

a wide range of clinical and administrative tasks that encompass specific concentrations the studen tis now

prepared foranentry -l ev el position in a hospital, clinic, doctords office
ophthalmic office, podiatric office or health care facility.

Class and Clinic Schedule: Day classes are scheduled Monday through Thursday from 8:00 am to 1:20 pm.
COURSE COURSE TITLE HOURS CREDITS
CODE
Lab & Clinical Assisting Module
AC 101  CLIN- Lab & Clinical Assisting 40 3.5
AA 101 Term AP Med Term & Anatomy & Physiology 20 2.0
AO 101 Admin Medical Administrative Procedures 20 15

Urinalysis and Other CLIA-Waived Testing Module

AC 112  CLIN & Urinalysis and Other CLIA-Waived Testing 40 25

AA 102 Term AP Urinary, Digestive, & Integumentary Systems 20 2.0

AO 102 Admin Medical Law/Ethics & Charting 20 2.0
Hematology Module

AC 103  CLIN 6 Hematology 40 25

AA 103 Term AP Blood, Lymphatic and Endocrine Systems 20 2.0

AO 103 Admin Reception Skills, Phone, Appointments 20 15
Vital Signs Module

AC 104  CLIN & Electrocardiography, Vital Signs 40 3.0

AA 104 Term AP Cardiovascular, Respiratory & Nervous Systems 20 2.0

AO 104  Admin Banking, Billing, Financial Arrangements 20 15

Specialty Practices Module

AC 105 CLIN 0 Asst. Physical Exams, Specialties, Surgery 40 3.0

AA 105 Term AP Male and Female Reproductive, Eye/Ear 20 2.0

AO 105 Admin Insurance 20 2.0

Pediatrics, Nutrition & Health Module

AC 107 CLIN & Principles of Pharmacology, Medication Dosage & Administration 40 3.0
AA 106 Term AP Muscular and Skeletal Systems, Radiology 20 2.0
AO 106  Admin Medical Communications 20 2.0

Office Procedures Module

Al 201 Computer Applications * 40 2.5
AP 201 Psychology and Human Behavior * 20 2.0
AE 202 Applied Communications * 20 2.0
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Rehabilitation Module

AT 201 Rehabilitation Specialties 40 3.0

AT 202 Adapting to Disabilities 20 15

AT 203 Disease and Mobility 20 15
Pharmacy Technician Module

AB 204 Pharmacy Technician Essentials 40 3.0

AM 201  Basic Math * 20 2.0

AD 202 Career Development * 20 15
Chiropractic Assisting Module

AJ 201 Chiropractic Assisting/Radiology 40 3.0

AJ 202 Ophthalmic Assisting 20 2.0

AE 201 Business English * 20 2.0

Podiatric Assisting Module

AJ 203 Podiatric Assisting 40 35

AO 211  Advanced Typing 20 1.0

AC 211 Clinical Review 20 15

Pediatric Assisting Module

AJ 204 Pediatric Assisting 40 35
AP 210 Human Growth and Development * 20 2.0
AB 201 Nutrition * 20 2.0

Health Unit Coordinating Module

AJ 205 Health Unit Coordinating 40 35

AL 201 Medicolegal Issues * 20 2.0

HC 201  Introduction to Accounting * 20 2.0
Medical Assistant Comprehensive Externship Module

AX 200 Externship 270 9.0

* Indicates Applied General Education Course

Certification and Licensure:  Upon successful graduation from the program, students are eligible to sit for the
Nationally Certified Medical Assistant (NCMA) exam.

MEDICAL ASSISTANT COMPREHNSIVE DEGREE COURSE DESCRIPTIONS

CLIN - Clinical and Laboratory Procedures

This course introduces the student to the basic medical laboratory and clinical office procedures.
Students gain experience with instruments and equipment used in a medical office and hospital.
Competencies are required in select area s. Students will receive the competencies for each module
before the module begins. The student will retain the passed competency for reference after

graduation.

Term AP - Anatomy/Physiology and Medical Terminology

Fundamentals of structures, functions, a  nd disorders of the major body systems are discussed as well as
the medical terminology

necessary to build, define, and apply these fundamentals to the medical field.

Admin & Administrative

This area includes the basic office procedures used in the medical office. Each month, the student will
complete exercises within each class to assist them in obtaining employment. These activities include
preparation of a resume, completion of employment application, and interviewing techniques.
Competencies are  required in select areas. Students will receive the competencies for each module
before the module begins. The student will retain the passed competency for reference after

graduation.
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AC 101 CLIN Lab & Clinical Assisting
Topics discussed in this course w ill cover healthcare trends, medical specialties, working with other healthcare
professionals, specialty career options and healthcare professional associations. Students will learn the role of the

laboratory, testing in patient care, the medical assistant 6s role, use of | aboratory equi pment,
laboratory, quality assurance programs and communicating with the patient recordkeeping. This course will
identify the skills necessary to conduct a patient interview and medical history and the medical a ssistantds role a

an observer and documenting patient information. Discussions will also center around the Occupational Safety
and Health Administration and required education and training, the cycle of infection, Bloodborne Pathogens
Standard and univers al precautions and transmission based precautions.

AA 101 Term AP Med. Term & Anatomy & Physiology
An introduction to medical language, the pronunciation of the terminology, building of medical terminology, and
the basic structure of the body, along with the body planes, parts of the cell and word analysis.

AO 101 Admin Medical Administrative Procedures

Differentiate among electronic medical records, electronic health records and personal health records. List

medical mistakes that will be greatly decreased through the use of electronic health records. Explain the

concept of meaningful use and identifying its goals. Contrast the advantages and disadvantages of electronic

health records. lllustrate the steps in creating a new patient record, capabilities and correcting an existing record

using electronic health record software programs. Explore how to allevi ate patientds security fears
electronic health records. Recognize the importance of professionalism in the medical assisting practice. Explain

professional behaviors and strategies that should be exhibited by medical assistants. Refresh typing skills and

grammar.

AC 112 CLIN Urinalysis and other CLIA -Waived Testing

Il dentify OSHA®6s role in protecting healthcare workers, recogni ze
urinary systems, perform uri nal y diagsostiatesting/procbderes pérferi@ddéin t est i ng, i de
urology, describe proper procedure for stool samples and fecal occult blood testing.

AA 102 Term AP Urinary, Digestive, and Integumentary Systems
The structure and functions of the urinary, digestive, integument ary system, terminology of each system,
diagnostic procedures, disease and disorders and pharmacology.

AO 102 Admin Medical Law/Ethics - Charting

Differentiate between laws and ethics and the importance of ethics in the medical office. Identify the

respon sibility of the patient and physician in a physician -patient contract. Describe the negligence required to
prove malpractice and explain malpractice prevention. Explain the importance of the administrative procedures
performed by medical assistants. Summar ize federal health care regulations. ldentify principles for preventing
improper release of information from the medical office. Explain the differences among practice management

models. Describe components of a medical office safety plan including electri cal and fire hazards. Summarize
OSHAG6s Hazard Communication Standard. Summarize methods for hand
medical office. Articulate the cause of most injuries to medical office workers. Identify benefits of patient

education. | mplement teaching techniques that affect learning and teaching. Choose reliable materials for the
medical office. Describe the benefits and special considerations for patient education prior to surgery. Refresh

typing skills by typing lessons using comput  er software.

AC 103 CLIN Hematology

Discuss healthcare -associated infections, infection control methods, safe injection practices and sharps safety,
respiratory hygiene and cough etiquette practices, infection control practices, surgical site infections, sterilization
and the reporting guidelines for infectious diseases. Describe the role of the medical assistant when collecting,

processing and testing blood specimens, preparation for collecting blood specimens and patient preparation

and communication pe  rforming common blood tests. Relate to the developmental changes in geriatric patients,
assisting with geriatric care, patient special concerns and diseases and disorders of geriatric patients.

AA 103 Term PA Blood, Lymphatic, and Endocrine Systems
Anatomy, physiology and terminology of the blood and lymphatic system, endocrine system, disorders and
diagnostic procedures, pharmacological agents.

AO 103 Admin Receptionist Skills, Phone, Appointments

Identify the common equipment used to file and stor e paper medical records. Outline the security and safety
measures that should be employed. List common filing supplies used in the medical office. Contrast the methods
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used for various filing systems. Compare active, inactive and closed files and how to se t up a records retention
program for the office. Explain the purpose of the telecommunications equipment commonly found in the

medical office. Discuss completeness, clarity, conciseness, courtesy and cohesiveness. Describe how to
appropriately handle the d ifferent types of calls coming into the medical practice. Carry out the procedure for
taking a complete telephone message. Outline the preparation required to make outgoing calls. Describe how

the appointment book is key to the continuity of patient care a nd applying a matrix. Compare scheduling
systems. Explore how to handle special scheduling situations. Implement ways to keep an accurate and efficient
schedule.

AC 104 CLIN Electrocardiography, Vital Signs

Il dentify the medical a sobogysdtug mamnes and catefjoges, iIFDA rgghladion seurces of

drug information, controlled substances, prescriptions, non -pharmacologic pain management and vaccines.
Explain safe dosage calculations, measurement conversions within and between measurement s ystems, body
weight and body surface area calculations. Describe the responsibilities of preparing to administer a drug, rights

of medication administration, drug routes and equipment, medications by mouth, injection and other routes,

special consideration s, patient education about medications and charting medications.

AA 104 Term AP Cardiovascular, Respiratory & Nervous Systems
Anatomy, physiology and terminology associated with the cardiovascular, respiratory and nervous systems,
disorders, diagnostic p rocedures, medical terminology and pharmacology.

AO 104 Admin Banking, Billing, Financial Arrangements

Summarize the importance of and how to establish good bookkeeping and banking practices. Describe

common payment methods accepted in medical practices t oday. Explore the types of documents used as
statements to bill patients and how these documents are used in cycle billing. Explain the purpose of credit and

collection acts. Explain why well  -written documents are important to the image of the medical prac tice. Outline
the general guidelines to effective writing. Explain the purpose of different types of documents used in the

medical office. Outline steps for preparing a completed letter for mailing. Describe tasks for editing and

proofreading a document. E  xplain the differences among the types of mail services at the USPS. Identify types of
computers, hardware components and software applications used in the medical office. Summarize options for

learning software programs. Outline basic care and maintenance required for the office computer system.

AC 105 CLIN Asst. Physical Exam, Specialties, Surgery

Relate growth and development to pediatric patient care, discuss developmental stages and care, identify the

medi cal assistantds r ol enmdnizations, gcregnags iaral tiagnostic testsadmauss padiatric
disease, disorders and pediatric patient special concerns. Describe surgical procedures performed in an office

setting and the instruments used, asepsis, preoperative, intraoperative and post operative procedures. Relate
daily energy requirements to the role of calories, identify nutrients, discuss dietary guidelines, assess nutritional

levels, explain why diets may be modified, identify patients with specific nutritional needs, eating disorder s and
educate patients about nutritional requirements.

AA 105 Term AP Male and Female Reproductive, Eye/Ear
The male and female reproductive systems, including anatomy, physiology, and terminology of those systems as
well as the eye and ear.

AO 105 Adm in Insurance
Define the basic terms used by the insurance industry. Compare insurance plans and the new concept of patient
centered medical home. Outline key requirements for coverage of insurance programs. Describe allowed

charge, contracted fee and capit ation. Produce a clean CMS  -1500 health insurance claim form. Explain
met hods used to submit an insurance claim electronically.
remittance advice. Recall the ways that ICD codes are used today. Compare ICD -9-CM and ICD -10-CM. Outline

steps to code a diagnosis code using ICD  -10-CM. Explain external cause of injury and health status codes.
lllustrate unique coding applications. Describe the general guidelines and list the sections of the CPT manual. List
the areas in the surgical coding section. Locate a CPT code using the CPT manual. Explain the importance of
code linkage in avoiding coding fraud.

AC 107 CLIN Principles of Pharmacology, Medication Dosage & Administration

Topics discussed in this course will cover identifying the parts of a prescription, commonly used abbreviations and
symbols, how vaccines work in the immune system, systems of measurement and conversion, accurately
calculating dosage for body weight and body surface areas and complete and accurate documentation
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AA 106 Term AP Muscular and Skeletal Systems, Radiology
The anatomy, physiology and terminology of the muscular and skeletal systems and radiology along with
disorders and diagnostic tests, abbreviations and pharmacology.

AO 106 Admin Me dical Communications

Carry out professionalism in all applied training scenarios. Summarize the steps necessary for obtaining
professional certification. Describe an appropriate strategy for finding a position. Explain key factors for a
successful intervie w. Describe ways of becoming a successful employee. Develop a working resume and
practice with mock interviews. Refresh typing skills by typing lessons using computer software.

Al 201 Computer Applications

This course will introduce the studentto  operating systems, word processing and give the student an overview of
database systems available today. Extensive hands -on training is the key element to this course and upon
completion, the student will be competent in word processing, spreadsheet applic ations, database systems and
presentation software operations.

AP 201 Psychology and Human Behavior
This course is a study of basic human behavior. Students will be given the opportunity to acquire skills necessary
for dealing with colleagues and patients in a health care setting.

AE 202 Applied Communications
This course will provide the student with the basic skills necessary to communicate in a clear, concise, and
grammatically correct manner.

AT 201 Rehabilitation Specialties
Therapeutic modalities i s designed to introduce the student to various physical modalities used in various types of
medical practice. Common assistive devices, ambulation training and range of motion are discussed.

AT 202 Adapting to Disabilities
This course is designed to make the student aware of issues, obstacles, and problems that people with disabilities
encounter.

AT 203 Diseases and Mobility

This course will cover specific diseases, which can limit, restrict, alter, or prevent body movements. The student will
be introduce d to signs, symptoms, pathophysiology, treatment, and prognosis of each disease. The implications
of the disease relative to their role as a technician will be emphasized.

AB 204 Pharmacy Technician Essentials

The Pharmacy Technician is a valuable asset  to the health care team. This course will provide knowledge of

medications, how drugs are administered, general mechanisms of action of medications, and students will

compl ete a research project using the Physiciands Desk Reference

AM 201 Basic Math

This course presents a review of math skills, including fractions, decimals, ratios, proportions, household units of
measurement, and fundamental math calculations. Extensive practice is emphasized throughout this course and
students will become competent wit h calculations.

AD 202 Career Development

This course is designed to provide the student with job -seeking skills. These include resume writing, completing
applications, interviewing techniques, and interview follow -up. Students are taught job  -seeking skills, adapting to
the work environment, and employer expectations.

AJ 201 Chiropractic Assisting/Radiology

The Chiropractic Assistant is responsible for operating in a multiplicity of capacities in a chiropractic office. This
course will focus on the respon  sibilities of the assistant in all areas of the office. Upon completion, the student will
have an understanding of the Chiropractic approach including philosophy and emphasis of services. In addition,

this course prepares the student with the proper techni ques in radiography assure quality imaging and to perform
functions in a limited capacity and utilizes practical application of positioning techniques as well as concepts

and varied applications of limited radiography.
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AJ 202 Ophthalmic Assisting

The oph thalmic assistant assists the ophthalmologistin day  -to-day care of eye patients. Competent, reliable eye
care is essential. A basic understanding of the role of the assistant including administrative and clinical
responsibilities will be attained by the s  tudent upon completion of this course. Practical application will assist the
student in understanding these principles.

AE 201 Business English

During this course, the student will learn and apply the basic skills of business communications including basic
grammar, punctuation and spelling. Emphasis will be put on correct use of language, elimination of slang from
vocabulary and professional speaking to groups.

AJ 203 Podiatric Assisting

The podiatric assistant is a valuable asset to the Podiatrist. T he podiatrist relies on the assistant to manage daily
operations and to assist in all aspects of clinical practice including routine procedures and surgery. This course will
introduce the student to basic podiatric practices and theory.

AO 211 Advanced Ty ping
Keyboarding skills are an integral part of career skills. The student will focus on speed building and accuracy
building during this typing laboratory class.

AC 211 Clinical Review

Maintaining and mastering Medical Assisting skills will be the core of this course. Clinical and Administrative
Procedures previously learned in Modules | - VI will be reviewed and practiced in a mock health care facility
atmosphere.

AJ 204 Pediatric Assisting

This class provides the student with an overview of the pediat ric office setting. Areas of interest include
assessment, diseases and disorders, anthropometric measurements, vital signs, medical records documentation

and procedures of the pediatric patient. In addition, the student will gain an understanding of medica | records
documentation including growth charts, drug allergies and immunization records.

AP 210 Human Growth and Development
During this course, the student will study various stages of growth and development including physical and
psychological developm  ent from infants to the aged.

AB 201 Nutrition
This course is designed to provide the student with a basic understanding of the importance of good nutrition as it
pertains to patient health.

AJ 205 Health Unit Coordinating
The Health Unit Coordinator is responsible for managing the hospital unit. This course introduces the student to
techniques and skills necessary to become a successful unit manager.

AL 201 MedicoLegal Issues
MedicolLegal Issues deals with the responsibilities of the allied health care w orker in practice and the prevention
of malpractice. Students will become aware of Pennsylvania law and the laws which regulate medicine.

HC 201 Introduction to Accounting
During this course, the student will learn and apply fundamentals of accounting, sp readsheets, and combine
spreadsheet and accounting techniques to gain a thorough understanding of business bookkeeping.

AX 200 Externship

Externship is the final step in training. The student applies practical skills acquired in the classroom in a medical
facility. The student will receive a grade, based upon performance, by the site. Externship is considered a learning
experience and the student may not be paid for Externship.
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HEALTH INSURANCE CLAIMS EXAMINER/MEDICARILLER DIPLOMA PROGRAM

Lower Burrell and Pittsburgh Campuses

Program Length Day 10.5 Months/48 Weeks
Program Length Evening 12.5 Months/54 Weeks
Total Quarter Credits 68.5
Total Clock Hours 900

Program Objective: The Health Insurance Claims Examiner/Medical Biller program objective is to provide the
necessary training in Health Insurance Claims Examining and Medical Billing for medical and dental offices,

hospitals, insurance companies and other health care facilities. The st udent receives a broad background in the
fundamental practice of medicine. After completion of classroom training, the student is assisted in being placed

in an Externship, which will provide appropriate experience to enhance the classroom learning. Upon s uccessful
completion of the program, the graduate will be awarded a diploma. Having performed a wide range of billing

and processing tasks, the student is now prepared for an entry -level position as a Health Claims Examiner/Medical
Biller.

Class and Clini ¢ Schedule: Day classes are scheduled Monday through Thursday from 8:00 am to 1:20 pm. Evening
classes are scheduled Monday through Thursday from 6:00 pm to 10:00 pm.

COURSE CODE COURSE TITLE HOURS CREDITS

A & P and Medical Billing Module

HA 101 Medical Term/Anatomy and Physiology | 40 4.0
HB 101 Medical Billing Procedures & Introduction 40 3.5
A & P and ICD -10/CPT-4 Module
HA 102 Medical Term/Anatomy and Physiology Il 40 4.0
HB 102 Medical Billing Procedures & 1CD-10/CPT-4 40 3.5
Insurance and Office Procedures Module
HB 103 Medical Billing Procedures & Insurance 40 3.5
HO 103 Office Procedures & Basics 40 35

Inpatient/Outpatient and Office Procedures Module

HO 104 Office Procedures 8 Communications 20 15
HB 104 Medical Billing/Hospital (Inpatient/Outpatient) 60 55
Department of Insurance and Outpatient Claims Module
HB 105 Health Claims Examination 8 Dept. of Insurance 40 35
HB 121 Specialty Claims Examination 0 Outpatient 40 3.5

Contracts and Miscellaneous Claims Module
HB 106 Health Claims Examination 8 Contracts 40 35
HB 122 Specialty Claims Examination & Miscellaneous 40 3.0

Payment and Specialty Practice Claims Module
HB 107 Health Claims Examination & Payments 40 3.5
HB 123 Specialty Claims Examination & Specialty Practice 40 35

Professional Development Module

HD 102 Professional Development/Employment 40 3.5

HO 110 Computer Literacy 40 3.0
Computers in the Medical Office Module

HP 101 Human Relations * 20 2.0

HO 111 Medical Computer Software 60 4.5
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Health Insurance Claims Examiner Externship Module
HE 100 Externship 180 6.0

* Indicates Applied General Education Course

Certification and Licensure:  Upon successful graduation of the program, students are eligible to sit for the
Nationally Certified Insurance and Coding Specialists (NCICS) exam.

HEALTH INSURANCE CLAIMS/MEDICAL BILLER DIPLOMA COURSE DESCRIPTIONS

HA 101 Medical Terminology/Anatomy and Physiology |

In this course, the student will be introduced to the medical language, the pronunciation of the terminology,
building of medical terminology, and the basic structures of the body, along with the body planes, parts of the
cell, and word analysis. Terminology  of each system, the diagnostic procedures, diseases and disorders and
pharmacology will be presented as well for each system.

HB 101 Medical Billing Procedures 9 Introduction

Students will learn the medical billing process and the importance of legal issu es, the various reference books
available and the use of each, the various forms used in all types of billing and the proper completion of these

forms.

HA 102 Medical Terminology/Anatomy and Physiology Il

The student will study anatomy, physiology and terminology of the endocrine, digestive, urinary, reproductive,
nervous and additional body systems. Disorders and diseases, diagnostic procedures and pharmacological
agents will also be presented.

HB 102 Medical Billing Procedures 9 ICD-10/CPT-4
Students will learn ICD -9 and CPT coding and the importance of coding in the medical billing arena.

HB 103 Medical Billing Procedures & Insurance
The student will learn the proper completion of the various forms used for Medicare, Medicaid, Blue Cross and
BluesShi el d, CHAMPUS, Workerds Compensation, Automobile and coordi

HO 103 Office Procedures - Basics

The student will become familiar with computer parts, including the keyboard. In addition, the student will learn
and apply the basic skills  of business communications including basic grammar, punctuation and spelling. The
student will apply these communication skills when preparing common types of correspondence. The student
also will learn basic principles of business correspondence includin g letter writing and word processing. The
student will be introduced to the medical office procedures including office machines.

HO 104 Office Procedures - Communications

Proper use of communications in the health care facility is addressed including writ ten and oral communications
and various types of correspondence. The student will gain the necessary communication skills for completion of
assignments in the workplace.

HB 104 Medical Billing & Hospital (Inpatient/Outpatient)

The student will become fami  liar with the process of billing for services provided in a hospital setting. The student
will also become familiar with different types of medical reports and their uses in the billing process, the proper
completion of the UB -04 hospital billing form and  be able to explain the forms.

HB 105 Health Claims Examination Department of Insurance
The responsibilities of the Health Claims Examiner are discussed and developed during this class including the
departments of insurance companies in general.

HB 121 Specialties Claims Examination 8 Outpatient

The identification of Specialty Claims along with claims processing for out -patient surgery, laboratory and
pathology are introduced and practiced.
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HB 106 Health Claims Examination - Contracts
The responsibiliti es of dealing with UCR, conversion factor and contracts are discussed and developed during this
class.

HB 122 Specialties Claims Examination d Miscellaneous
Various Medical Specialties and the process of claims preparation for Radiology and miscellaneous health care

facilities are practiced.

HB 107 Health Claims Examination - Payments
The importance of the payment process including adjustments and posting of charges and payments and the
HealthClam Exami ner ds responsi biliticewseare practiced during

HB 123 Specialties Claims Examination & Specialty Practices
The process of specialty claims completion and review in the areas musculoskeletal, respiratory system,
cardiovascular and female, maternity and delivery.

HD 102 Professional Development /Employment

This course is designed to provide the student with job -seeking skills. These include resume writing, completing
applications, interviewing techniques, and interview follow -up. Students are taught how to look for jobs, adapting
to work, and emp loyer expectations.

HO 110 Computer Literacy

Knowledge of computer applications is a vital skill in the workforce today. This course will introduce the student to
operating systems, word processing and overview of database systems available today. Hands -on training is the
key element to this course and upon completion; the student will be competent in word processing and general

operating systems commands.

HP 101 Human Relations

This course introduces the student to the work environment including fundame ntal employee behavior. Students
will focus on the skills necessary to work in a team environment and understanding basic work ethics as it relates

to coworkers, supervisors and clients.

HO 111 Medical Computer Software
The student will review the various  billing procedures, forms and references and apply material learned in a
simulated work experience.

HE 100 Externship

Externship is the final step in training. The student applies practical skills acquired in the classroom in a health care
facility. The student will receive a grade, based upon performance, by the site. Externship is considered a learning
experience and the student may not be paid for Externship.
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ADVANCED MEDICAL CODER/BILLER ASSOCIATE IN SPECIALIZED BUSINESS DEGREE PROGRA

Lower Burrell and Pittsburgh Campuses

Program Length Day 17.5 Months/72 Weeks

Program Length Evening 21 Months/87 Weeks

Total Quarter Credits 116

Total Clock Hours 1500
Program Objective: The Advanced Medical Coder/Biller program objective is to provide the necessary training in
Medical Billing and Coding for medical and dental offices, hospitals, insurance companies, clinics and billing
companies. The student will receive an extensive background in the fundamental practice of medi cine as well as

specific training in a variety of disciplines. After completion of classroom training, the student is assisted in being
placed in an Externship, which will provide appropriate experience to enhance the classroom learning. Upon
successful co mpletion of the program, the graduate will be awarded an occupational Associate in Specialized
Business Degree. Having performed a wide variety of billing and processing tasks that encompass specific
concentrations, the student is prepared for an entry -level position as an Advanced Medical Coder/Biller.

Class and Clinic Schedule: Day classes are scheduled Monday through Thursday from 8:00 am to 1:20 pm.

COURSE CODE COURSE TITLE HOURS CREDITS
A & P and Medical Billing Module

HA 101 Medical Term/Anatomy  and Physiology | 40 4.0

HB 101 Medical Billing Procedures & Introduction 40 35
A & P and ICD -10/CPT-4 Module

HA 102 Medical Term/Anatomy and Physiology Il 40 4.0

HB 102 Medical Billing Procedures & 1CD-10/CPT-4 40 3.5

Insurance and Office Procedures Module
HB 103 Medical Billing Procedures 0 Insurance 40 35
HO 103 Office Procedures & Basics 40 35

Inpatient/Outpatient and Office Procedures Module

HO 104 Office Procedures 0 Communications 20 15
HB 104 Medical Billing/Hospital (Inpatient/Outpatient) 60 5.5
Department of Insurance and Outpatient Claims Module
HB 105 Health Claims Examination 8 Dept. of Insurance 40 35
HB 121 Specialty Claims Examination 0 Outpatient 40 3.5

Contracts and Miscellaneous Claims Module
HB 106 Health Claims Examination 9 Contracts 40 35
HB 122 Specialty Claims Examination & Miscellaneous 40 3.0

Payment and Specialty Practice Claims Module
HB 107 Health Claims Examination 8 Payments 40 3.5
HB 123 Specialty Claims Examination 8 Specialty Practice 40 35

Professional Development Module

HD 102 Professional Development/Employment 40 3.5

HO 110 Computer Literacy 40 3.0
Computers in the Medical Office Module

HP 101 Human Relations * 20 2.0

HO 111 Medical Computer Software 60 5.0
Internal Medicine Coding and Accounting Module

HB 201 Credit and Collections 40 4.0

HB 214 Specialty Practice Billing & Internal Medicine 20 15

HC 201 Introduction to Accounting * 20 2.0
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Hospital Billing/Coding Module

HB 202 Hospital Billing 60 5.5
HP 201 Psychology * 20 2.0
Radiology and Oncology Coding Module
HO 212 Computer Applications * 40 25
HB 211 Specialty Practice Billing & Radiology 20 15
HB 212 Specialty Practice Billing - Oncology 20 15
Cardiology Coding Module
HS 201 Telecommunications/Customer Service 20 2.0
AE 201 Business English * 20 2.0
AE 202 Applied Communications * 20 2.0
HB 213 Specialty Practice Billing & Cardiology 20 15
Reproductive and Pediatric Coding Module
HB 215 Specialty Practice Billing & Pediatrics 20 15
HS 202 The Office Professional and Stress * 40 4.0
HS 203 Time Management and Proficiency * 20 2.0

Physical Therapy Coding Module
AL 201 Medicolegal Issues * 20 2.0
HB 216 Specialty Practice Billing & Physical Therapy 20 15
AM 201 Basic Math * 20 2.0
HS 204 Diversity in the Workplace * 20 2.0

Advanced Medical Coder/Biller Externship Module
HX 200 Externship 300 10.0

* Indicates Applied General Education Course

Certification and Licensure:  Upon successful graduation of the program, students are eligible to sit for the
Nationally Certified Insurance and Coding Specialists (NCICS) and Certified Professional Coder (CPC) exams.

ADVANCED MEDICAL CODER/BILLER DEGREE COURSE DESCRIPTIONS

HA 101 Medical Terminology/Anatomy and Physiology |

In this course, the student will be introduced to the medical language, the pronunciation of the terminology,
building of medical terminology, and the basic structures of the body, along with the body planes, parts of the
cell, and word analysis. Terminology of each system, the diagnostic procedures, diseases and disorders and
pharmacology will be presented as well for each system.

HB 101 Medical Billing Procedures & Introduction

Students will learn the medical billing process and the importance of legal issues, the various reference books

available and the use of each, the various forms used in all types of billing and the proper completion of the se
forms.

HA 102 Medical Terminology/Anatomy and Physiology Il

The student will study anatomy, physiology and terminology of the endocrine, digestive, urinary, reproductive,
nervous and additional body systems. Disorders and diseases, diagnostic procedure s and pharmacological
agents will also be presented.

HB 102 Medical Billing Procedures 9 ICD-10/CPT-4
Students will learn ICD -9 and CPT coding and the importance of coding in the medical billing arena.

HB 103 Medical Billing Procedures & Insurance

The student will learn the proper completion of the various forms used for Medicare, Medicaid, Blue Cross and
Bl ue Shield, CHAMPUS, Workerd6s Compensation, Automobile and coor
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HO 103 Office Procedures - Basics

The student will become fami  liar with computer parts, including the keyboard. In addition, the student will learn
and apply the basic skills of business communications including basic grammar, punctuation and spelling. The
student will apply these communication skills when preparing common types of correspondence. The student
also will learn basic principles of business correspondence including letter writing and word processing. The
student will be introduced to the medical office procedures including office machines.

HO 104 Office Procedures - Communications

Proper use of communications in the health care facility is addressed including written and oral communications
and various types of correspondence. The student will gain the necessary communication skills for completion of
assignments in the workplace.

HB 104 Medical Billing & Hospital (Inpatient/Outpatient)

The student will become familiar with the process of billing for services provided in a hospital setting. The student
will also become familiar with different types of medi cal reports and their uses in the billing process, the proper
completion of the UB -04 hospital billing form and be able to explain the forms.

HB 105 Health Claims Examination Department of Insurance
The responsibilities of the Health Claims Examiner are d  iscussed and developed during this class including the
departments of insurance companies in general.

HB 121 Specialties Claims Examination 8 Outpatient
The identification of Specialty Claims along with claims processing for out -patient surgery, laborator y and
pathology are introduced and practiced.

HB 106 Health Claims Examination - Contracts
The responsibilities of dealing with UCR, conversion factor and contracts are discussed and developed during this
class.

HB 122 Specialties Claims Examination 8 Miscellaneous
Various Medical Specialties and the process of claims preparation for Radiology and miscellaneous health care
facilities are practiced.

HB 107 Health Claims Examination - Payments
The importance of the payment process including adjustments and posting of charges and payments and the
HealthClam Exami ner ds responsibilities are practiced during this cou

HB 123 Specialties Claims Examination 0 Specialty Practices
The process of specialty claims completion and review in the areas musculoskele tal, respiratory system,
cardiovascular and female, maternity and delivery.

HD 102 Professional Development/Employment

This course is designed to provide the student with job -seeking skills. These include resume writing, completing
applications, interviewing techniques, and interview follow -up. Students are taught how to look for jobs, adapting
to work, and employer  expectations.

HO 110 Computer Literacy

Knowledge of computer applications is a vital skill in the workforce today. This course will introduce the student to
operating systems, word processing and overview of database systems available today. Hands -on training is the
key element to this course and upon completion; the student will be competent in word processing and general

operating sy stems commands.

HP 101 Human Relations

This course introduces the student to the work environment including fundamental employee behavior. Students

will focus on the skills necessary to work in a team environment and understanding basic work ethics as it relates
to coworkers, supervisors and clients.

HO 111 Medical Computer Software

The student will review the various billing procedures, forms and references and apply material learned in a
simulated work experience.
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HB 201 Credit and Collections

During this course, the student will be shown how to identify categories of accounts receivable using

management reports. The  student will also learn how to effectively communicate with patients their responsibility
to pay for the services rendered and to motivat e them to make the payment due while preserving the good will
that exists between the doctor  -patient relationship.

HB 214 Specialty Practice Billing 0 Internal Medicine
During this course, the identification of billing procedures specific to the Specialty Practice of Internal Medicine
are presented and applied.

HC 201 Introduction to Accounting
During this course the student will learn and apply Fundamentals of Accounting, Spreadsheet Applications, and
combine spreadsheet and accounting techniques to gain a thorough understanding of business bookkeeping.

HB 202 Hospital Billing
The student will learn hospital -based medical billing and acquire practical application necessary in hospital -
based claims processing and procedures. The student will utilize learn  ed skills in completing Form UB -04.

HP 201 Psychology
This course is a study of basic human behavior. Students will be given the opportunity to acquire skills necessary
for dealing with  colleagues and clients in various settings.

HO 212 Computer Applicat ions

This course will introduce the student to operating systems, word processing and give the student an overview of
database systems available today. Extensive hands -on training is the key element to this course and upon
completion, the student willbe ¢~ ompetent in word processing, spreadsheet applications, database systems and
presentation software operations.

HB 211 Specialty Practice Billing 8 Radiology
During this course, the identification of billing procedures specific to the Specialty Practice of Radiology are
presented and applied.

HB 212 Specialty Practice Billing 8 Oncology
During this course, the identification of billing procedures specific to the Specialty Practice of Oncology are
presented and applied.

HS 201 Telecommunications/Customer  Service

The importance of Telephone techniques necessary for the successful office professional are discussed and
applied during this class. In addition, customer service aspects of communications is vital in the workforce today.
The student will develop ¢ ustomer service skills through practical application.

AE 201 Business English

During this course, the student will learn and apply the basic skills of business communications including basic
grammar, punctuation and spelling. Emphasis will be put on corre ct use of language, elimination of slang from
vocabulary and professional speaking to groups.

AE 202 Applied Communications
This course will provide the student with the basic skills necessary to communicate in a clear, concise, and
grammatically correct  manner.

HB 213 Specialty Practice Billing 9 Cardiology
During this course, the identification of billing procedures specific to the Specialty Practice of Cardiology are
presented and applied.

HB 215 Specialty Practice Billing - Pediatrics

During this cou rse, the identification of billing procedures specific to the Specialty Practice of Pediatrics are
presented and applied.

Page 28 of 54



CAREER TRAINING ACADEMY
Catalog Addendum 2017-2018 - Effective: Start Date of 1/1/2018 forward

HS 202 The Office Professional and Stress
The effects of stress on the office professional are discussed along with mechanisms to p revent stress from
damaging the worker both professionally and personally.

HS 203 Time Management and Proficiency
The importance of planning daily employment activities is introduced in this course. The student will learn
techniques for effective planning and goal setting while maintaining critical time management.

AL 201 MedicolLegal Issues
MedicolLegal Issues deals with the responsibilities of the allied health care worker in practice and the prevention
of malpractice.  Students will become aware of Pennsy Ivania law and the laws that regulate medicine.

HB 216 Specialty Practice Billing 0 Physical Therapy
During this course, the identification of billing procedures specific to the Specialty Practice of Physical Therapy are
presented and applied.

AM 201 Basic Math

This course presents a review of math skills, including fractions, decimals, ratios, proportions, household units of
measurement , and fundamental math calculations. Extensive practice is emphasized throughout this course and
students will become co  mfortable with calculations.

HS 204 Diversity in the Workplace
This course explores the differences of individuals in todayds

HX 200 Externship

Externship is the final step in training. The student applies practical skills acquired in the classroom in a health care
facility. The student will receive a grade, based upon performance, by the site. Externship is considered a learning
experience and the student may not be paid for Externship.
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MASSAGE THERAPY DIPLOMA PROGRAM

Pittsburgh Campus

Program Length Day 7 Months/28 Weeks
Program Length Evening 10.5 Months/46 Weeks
Total Clock Hours 742

Program Objective: Our mission is to provide the educational environment in our Massage Therapy programs which
enhances the education and personal enrichment of all students. Massage therapy involves the manipulation of

the soft tissue structures of the body to prevent and alleviate pain, discomfort, mus cle spasm, and stress and to
promote health and wellness. The objective of the Massage Therapy program is to provide the student with the
necessary knowledge and techniques to maintain a career in performing a therapeutic massage consistent with

alleviatin g these conditions. Upon successful completion of this program, the graduate will receive a diploma and

is prepared for an entry -level position as a massage therapist.

Class and Clinic Schedule: Day classes are scheduled Monday through Thursday from 8:30 am to 2:30 pm. Evening
classes are scheduled Monday through Thursday from 6:00 pm to 10:00 pm. Additionally, student clinic hours are
scheduled on designated Saturdays from 8:30 am to 2:30 pm. Additional/alternate student clinic days may be
scheduled and/o r substituted for Saturday hours. Student clinic hours are mandatory.

COURSE CODE COURSE TITLE HOURS
Red Module

MA 101 Anatomy and Physiology | 30

MA 111 Kinesiology | 30

MM 110 Therapeutic Modalities 24

MT 101 Introduction to Massage 12

MC 101 Clinic 10

Orange Module

MA 102 Anatomy and Physiology Il 30
MA 112 Kinesiology Il 30
MD 102 Ethics, Boundaries and the Therapeutic Relationship 18
MH 102 Hygiene, Sanitation and Safety 18
MC 102 Clinic 10

Yellow Module

MC 111 Assessment, Treatment Planning and Documentation 30
MI 101 * Cardio Pulmonary Resuscitation (CPR) 6
MM 101 Introduction to Aromatherapy 12
MS 110 General Wellness Massage 36
MS 111 Practicum | 12
MC 103 Clinic 10
Green Module
MM 103 Body Reflexology 24
MT 102 Sports Massage 36
MT 106 Clinical Massage and Trigger Point 36
MC 104 Clinic 10
Blue Module
MB 150 Business Practices, Laws and Regulations 30
MH 103 Therapist Wellness and Self -Care 18
MP 203 Pathology | 30
MS 112 Practicum Il 18
MC 105 Clinic 10
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Indigo Module
MM 150 Introduction to Shiatsu 36
MP 204 Pathology Il 30
MT 150 Special Populations and Adaptive Massage 30
MC 106 Clinic 10
Violet Module
MD 110 Certification Preparation and Review 24
MS 113 Practicum IlI 24
MS 120 Integrative Massage Techniques 48
MC 107 Clinic 10

* Indicates Applied General Education Course

Certification and Licensure:  Upon successful completion of the program, students are eligible to sit for the Massage
and Bodywork Licensing Examination (MBLEX) offered by the Federation of State Massage Therapy Board (FSMTB).
Once certification is obtained, graduates apply for licensure with the Pennsylvania State Board of Massage
Therapy. The state of Pennsylvania requires licensure  for massage therapy practice. Students should be aware that
regulations vary from state to state and the student is responsible for meeting the training requirements in the state
she/he wishes to practice.

MASSAGE THERAPY DIPLOMA COURSE DESCRIPTIONS

MA 101 Anatomy and Physiology |

Students will become familiar with the anatomic structures and their locations along with their functions,
interactions, and relevant medical terminologies and learn how to relate this information to the practice of
massage the rapy, indications, contraindications, cautions and benefits. Emphasis is placed on the organization of
the body, nervous, endocrine and skeletal systems. The duality of wholeness in Eastern and Western theory are
introduced as well as the subtle anatomy and twelve organ meridians of Traditional Chinese Medicine.

MA 102 Anatomy and Physiology Il

Students will become familiar with the anatomic structures and their locations along with their functions,
interactions, and relevant medical terminologies and learn how to relate this information to the practice of
massage therapy, indications, contraindications, cautions and benefits. Emphasis is placed on the muscular,
integumentary, cardiovascular, lymphatic, respiratory, digestive, urinary and reproductive s ystems.

MA 111 Kinesiology |

This course focuses on the study of movement. The major external movements of our bodies are caused by the

actions of muscl es on bones. Thi s cour se is designed t o stroe
musculoskeletal a natomy and therefore, can assess clients who have neuromuscular or musculoskeletal disorders.

Emphasis will be placed on the upper body. Assessment procedures for posture and muscle imbalance will be

discussed. The purpose of this course is to give massage therapy students the hands -on experience of palpating

and assessing the musculoskeletal structures that they will be exposed to as massage therapy professionals.

MA 112 Kinesiology Il

This course focuses on the study of movement. The major external movements of our bodies are caused by the

actions of muscl es on bones. Thi s course i s designed to stroe
musculoskeletal anatomy and therefore, can asse ss clients who have neuromuscular or musculoskeletal disorders.

This course is designed to strengthen the studentds understandi

depth study of the lower body. Students will study fundamental concepts associate d with each area of Kinesiology,
and complete activities in which they experience various dimensions of those concepts.

MB 150 Business Practices, Laws and Regulations

This course will focus on business practices, legal requirements and professionalism a s related to massage therapy.
Emphasis will be placed on Pennsylvania laws and regulations, scope of practice, appropriate business practices

and marketing, and career development. Students will also learn compliance expectations and reasonable
accommodati ons as outlined in the Americans with Disability Act (ADA).

MB 155 Introduction to Marketing

The success of a business depends on the process of creating, distributing, promoting and pricing of goods and
services. This course introduces the studentto  various methods used to promote miscellaneous business endeavors.
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MB 160 Business Principles |
During this course, the student will learn and apply Fundamentals of Accounting, Computer Spreadsheets, and
combine spreadsheet and accounting techniques to gai n a thorough understanding of business bookkeeping.

MB 255 Advanced Marketing
The student will gain an understanding of promotion, Advertising and public relations, personal selling and sales
promotion and Marketing implementation and control through lect ure and practical applications.

MB 260 Business Principles I
This course focuses on Practice management including legal aspects of managing a business. Taxes, insurance
and policies and procedures are presented.

MC 101-215 Clinic

Students will provide m assage services to the general public based
throughout the program. CTA Student Clinic is open to the public and provides therapeutic massage sessions to

the community. Students will learn how to evaluate ani ntake form and generate a health assessment, as well as
greet and interact with clientele on a professional level. The exposure in the clinic prepares the student to work
confidently with the public. The students are supervised at all times by the on -site Clinical Coordinator. At the end

of each clinic day, supervised feedback sessions take place, providing an opportunity for students to gain valuable

insight from sharing session experiences.

MC 111 Assessment, Treatment Planning and Documentation

Students will learn the knowledge, skills and abilities relating to practices, procedures and relative terminology of
assessment, treatment planning and documentation. This will include the science application, philosophy, and
legal and ethical factors involved in assessment, physical assessment, documentation components, creating a
treatment plan, and related HIPAA regulations.

MC 151 Proprioceptive Neuromuscular Facilitation

Proprioceptive neuromuscular facilitation (PNF) is a well -conceived, extremely effective modality developed in the
1940s and 1950s to rehabilitate patients with paralysis. PNF is used to make quick gains in range of motion, and a
daily static stretching program is important to maintain those gains.

MC 152 Joint Mobilization
Joint manipulatio n is a manual therapeutic technique involving movement of one articular surface in relation to
another. Joint mobilization is a slow, passive movement imparted to an articular surface.

MC 210 Orthopedic Assessment
This course will investigate the factors  involved in musculoskeletal assessment. The student will become familiar with
factors in musculoskeletal dysfunction.

MC 211 Creating Protocols for Specific Pain and Dysfunction
The recognition of specific pain and dysfunction is an important part in the bodyworkerds routi
introduces the students to specific protocols for working with various dysfunctions and pain.

MD 101 Career Development

Professional development is necessary for the successful massage therapist. An introduction to job seeking skills,
resume writing, applications, interviewing and follow -up is an important section of this course. Students are taught

how to look for jobs, adapting to the work environment and general employer expectations including rules of
professionalism . Business development and ethics is discussed in addition to the key elements needed for a
profitable business.

MD 102 Ethics, Boundaries and the Therapeutic Relationship

Ethics and professionalism outlines effective communication skills needed to manag e the therapeutic relationship
and to work within various massage settings. This course includes topics such as professional code of ethics,
confidentiality, conflict resolution, boundaries, sexual misconduct, cultural differences, and the mind, body and

spirit connection.

MD 110 Certification Preparation and Review

This course is designed to prepare students for successful completion of the licensing exam and licensing process.
Focus will be placed on review of the integrated content and critical thinkin g skills when completing practice
exams.
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ME 151 Business English

During this course, the student will learn and apply the basic skills of business communications including basic
grammar, punctuation and spelling. Emphasis will be put on correct use of lan guage, elimination of slang from
vocabulary and professional speaking to groups.

ME 152 Public Speaking

The importance of public speaking and techniques used to present information for various sizes of groups is
presented during this course. The student  will explore communication theories and experience their uses through
classroom presentations.

MH 102 Hygiene, Sanitation and Safety

This course will focus on therapist hygiene and appearance, standard precautions and sanitary practices for
infection cont rol, methods for handling biohazard materials, protective equipment, first aid, and proper and safe
use of equipment and supplies.

MH 103 Therapist Wellness and Self -Care

Self-care is of vital importance to the health, well -being and career longevity of m assage therapists. In this course,
students will explore a variety of approaches to the subject, including different aspects of physical, emotional, and

spiritual wellness.

MH 201 Introduction to Brain Gym

Brain gym is a series of simple and enjoyable  movements that are used with students to enhance their experience
with whole brain learning. They will learn easier and more efficient ways to use eyes, ears, hands and whole body

for daily life tasks. This course supports participants in overcoming habits of stress or compensation and focuses in
maximizing individual learning.

MH 202 Principles of Wellness
This course is an examination of the factors in the new medical/body paradigm which make up the state of wellness
in all human beings.

MI 101 Cardio P ulmonary Resuscitation (CPR)

CPR for healthcare providers is designed to provide a wide variety of healthcare professionals the ability to
recognize several life -threatening emergencies, provide CPR, and relieve choking in a safe, timely and effective
mann er. Upon successful of the CPR examination, students will be certified through the American Heart Association.

MI 103 First Aid/CPR

Recognizing and managing emergency situations is a vital skill necessary in all aspects of health care. This course
is designed to prepare the student for emergencies which may arise. Upon successful completion of the course,
the student will be certified in CPR.

MI 150 AIDS Awareness

This course introduces the student to Acquired Immunodeficiency Syndrome including etiolog y, symptoms,
diagnosis and treatment of the disease. The student will become familiar with legal and ethical issues common to

the disease.

MI 201 Nutrition
This course is designed to provide the student with a basic understanding of the importance of goo d nutrition as it
pertains to health.

MM 101 Introduction to Aromatherapy
Oils can enhance the body's senses, promote relaxation and relieve stress. The student will study various carrier and
essential oils and their effects on the physical and psychologi cal well -being of clients.

MM 103 Body Reflexology

Reflexology is the science that deals with the principle that there are points on the hands and feet that correspond

to every organ, gland and system of the body. The application of massage techniques and stimulation of specific
points on the hands and feet affect and benefit corresponding parts of the body. Practical application as well as

theory will enable the student to gain a knowledge of the fundamental practice of reflexology. In addition, the

history of zone therapy and reflexology throughout the body will be addressed.
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MM 110 Therapeutic Modalities

Therapeutic modalities are designed to introduce the student to various complementary techniques used in
massage practice. Assessment of physiological responses will be covered as well as aspects of hydrotherapy and
the application of hot (thermotherapy) and cold (cryotherapy). The physiological and pathological processes of
trauma, wound healing, and tissue repair are discussed as well as indications and contraindications for the
application of these treatments.

MM 150 Introduction to Shiatsu

Shiatsu is a Japanese bodywork modality with its roots in traditional Chinese medicine. Students will learn the 12

organ meridians along withthe5 -el ement t heory and how the ener ghgingfStudewts af f ect s t
will also learn how to appl y finger and thumb pressure along the meridians as well as oscillating compressions in

order to stimulate the alpha brain waves to achieve the relaxing effect.

MM 151 Acupressure

Acupressure refers to various treatment systems of using light pressure tou ch and energy balance to heal the body
physically, emotionally, mentally and spiritually. Basic theory and practice of these methods will be presented and
hands -on exercises will reinforce proper technique.

MM 152 Therapeutic Touch

Therapeutic Touch is a contemporary interpretation of ancient healing practices that induce relaxation, reduce
pain and accelerate the healing process. This scientifically researched modality is taught in colleges, universities
worldwide and practiced in hospitals and clinics. T his course will introduce the student to therapeutic touch
definitions and techniques.

MM 153 Touch for Health

Touch for Health is a system using applied kinesiology to aid the bodyworker. Applied kinesiology utilizes the theory
that certain conditions re sult in weakening of specific muscles. Through muscle testing, the bodyworker gains
information about the specifics of the condition of the client. The student will become familiar with various
techniques in gaining diagnostic information and strengthenin g muscles.

MM 201 Trigger Point - Upper

Trigger point is a localized area of pain in a muscle. This course will explain the nature and types of trigger points in

the upper body. The student will gain an understanding of the primary and secondary trigger p oints of the upper
body.

MM 202 Trigger Point - Lower

Trigger point is a localized area of pain in a muscle. This course will explain the nature and types of trigger points in

the lower body. The student will gain an understanding of the primary and secon dary trigger points of the lower
body.

MM 203 Myofascial Release

Myofascial release is a whole -body, hands -on approach for the evaluation and treatment of the human structure

with a focus on the fascial system. Myofascial release along with therapeutic e xercise and movement therapy
improves the vertical alignment and lengthens the body providing more space for the proper functioning of
0sseous structure, nerves, blood vessels and organs.

MM 204 Introduction to Polarity Therapy

Polarity therapy is a heali ng science based on living energy fields which acknowledges and includes all dimensions

of a human being. Included are physical, mental, emotional and spiritual. Polarity Therapy is a way of working with

the fundamental energies of life and bringing them t 0 a state of balance and free flow. This holistic health care
program draws from many healing traditions, ancient and modern, Western and Eastern, to form an integrated

and effective healing art.

MM 205 Craniosacral Therapy

Craniosacral therapy is a heali ng system based on the concept of dynamic activity involving cranial bones,
membranes and cerebrospinal fluid. This course introduces the student to craniosacral therapy concepts and
techniques.

MM 210 Introduction to Spa Techniques

The influence and popularity of the modern spa cannot be ignored. This course prepares the student not only to

work in a Spa environment but introduces them to basic techniques that are suitable for inclusion in home -based
practices, out -call service, or in the finest spas in the country.
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MO 204 Diversity in the Workplace

This course explores the differences of individuals in todayds w
MP 201 Introduction to Pathology

The student is introduced to pathophysiology for diverse backgrounds and needs. This course focu ses on essential
concepts of disease processes including inflammation, infection and common disorders.

MP 202 Advanced Pathology

Diverse backgrounds and needs of people with various diseases are discussed. This course focuses on essential
concepts of dise ase processes which affect each of the body systems.

MP 203 Pathology |

This course covers fundamental concepts in Pathology as well as massage modifications according to common

diseases and conditions. This course places emphasis on integumentary, muscu loskeletal, nervous, and circulatory
system conditions. Pharmacological impacts on massage and medication classifications will also be discussed.

MP 204 Pathology I

This course covers fundamental concepts in Pathology as well as massage modifications a ccording to common
diseases and conditions. This course places emphasis on lymphatic and immune system, including HIV/AIDS
awareness, respiratory, digestive, endocrine, urinary, and reproductive system conditions. The student will also be
introduced to t he principles of cancer. Pharmacological impacts on massage and medication classifications will

also be discussed.

MS 101 Swedish Massage |

This course introduces the five basic techniques needed for all other methods of massage therapy. Lecture,
demons tration and practical application is extensive. Topics included during this course include draping, hygiene,

basic contraindications of massage, self ~ -care and body techniques.

MS 102 Swedish Massage Il

Swedish Massage Il is a continuation of deep Swedish Massage, with advanced study of neuromuscular techniques

and movements to enhance lymphatic and circulatory flow in the body.

MS 110 General Wellness Massage

The student will learn how to safely apply strokes used for therapeutic general wellness massage including Swedish
and circulatory massage. In addition to the strokes, students will learn the physiological effects of each stroke when

they are indicated and contraindicated. They will also learn how to perform a massage in varying amounts of time

to e nhance the health and well  -being of the client.

MS 111 Practicum |

MS 112 Practicum Il

MS 113 Practicum Ill

This course will provide the opportunity for students to practice their basic general wellness and deep tissue
massage fundamentals in a professional massage setting. Students will give therapeutic massages under the
supervision of the instructor. The clin ical practicum will give the students an opportunity to refine their skills as
massage therapist and gain hands on experience and receive valuable feedback for improvement. Other

massage modalities may be explored at the discretion of the instructor and s tudentds skill l evel . Stud

on clients in a safe, supportive, and professional environment.

MS 120 Integrative Massage Techniques

This course is designed to synthesize the knowledge gained in the anatomy and physiology, kinesiology, and othe r
massage courses. Hands -on work will be the primary mode of learning. Issues to be addressed will include palpation

skill enhancement, practitioner body mechanics, practitioner self -care, and massage skill refinement. Student will

be introduced to additio nal eastern and western massage techniques. Assessment tests for conditions and
appropriate treatment modalities are included.

MT 101 Introduction to Massage

This course will focus on the overview of massage therapy and bodywork history and social and ¢ ultural influences.
Research methodologies and information literacy will be introduced to the student. The student will be introduced

to equipment commonly used in the practice of massage therapy and draping techniques.
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MT 102 Sports Massage

This course will focus on injury prevention, increased performance levels and pre - and post -massage techniques for
the athletic client. The massage practitioner may also use them in combination with other massage techniques to
enhance the athlete's efficiency. Sport s specific movement, stretching principles, flexibility, and muscle energy
techniques will be addressed.

MT 106 Clinical Massage and Trigger Point

This course is designed to teach students assessment techniques in evaluating posture, muscle imbalance and

movement dysfunction patterns. The student will be able to identify, palpate, and treat trigger points within the

muscular system to restore function. Students will be introduced to pain referral patterns of trigger points. The

student will learsn howto i nt egrate this practice into a general wel l ness mas
pain management.

MT 150 Special Populations and Adaptive Massage

This course integrates the theories, principles, and techniques learned across the curriculum, fro m both a population
and a condition perspective. The focus of the class is the critical thinking skills needed to design an individualized
treat ment plan to meet a clientds specific needs. Students | earr

special populations, including geriatric, youth, infants and women in pregnancy, persons with chronic conditions
and terminal illnesses. Special conditions are discussed with emphasis on considerations such as indications,
contraindications, techniques, and adaptations. Topics of medications and research are also included.

MT 151 Pregnancy Massage
This course introduces the student to the practice of pregnancy massage including technique for pregnancy
massage, pregnancy exercise, positioning and contraindic ations.

MT 152 Infant Massage

According to a wealth of research, the unfolding of human potential depends on a nutrient climate during

childhood. Touch starting at the first day of life is a vital component of nurturing. Teaching parents how to massage

their infants and children is an i mportant part of their childds

MT 201 Advanced Chair Massage

Chair massage has recently been recognized as a valuable addition to the workplace in the relief of job -related
stress. This course taches massage therapists to work directly in the workplace utilizing on -site chairs and
specialized techniques.

MT 250 Medical Massage and Research

Applying practical skills acquired in the classroom to serious conditions and diseases is the final step in training. The
student will work under the instruction of an advisor, with two clients over a period of four weeks. During this time,

the student will research any condition or disorder that the client presents and form a treatment plan based on this
information. Practical experience will be provided for both therapist and client during weekly treatment sessions.

The student will document all progress of the sessions and present this material including, but not limited to, research
information, SOAP no tes, treatment plan, client evaluation, and personal observations of outcome. The student will

report no less than once per week to their assigned clinical advisor where they will receive a weekly evaluation of

progress. At the completion of four weeks, st udents will present their information in written and lecture format.

MY 201 Psychology

This course is a study of basic human behavior. Students will be given the opportunity to acquire skills necessary for
dealing with colleagues and clients in various se ttings.
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ADVANCED BODYWORKERS ASSOCIATE IN SPECIALIZED TECHNOLOGY DEGREE PROGRAN

Pittsburgh Campus

Program Length Day 15 Months/60 Weeks
Program Length Evening 22.5 Months/90 Weeks
Total Clock Hours 1590

Project Objective  Our mission is to provide the educational environment in our Massage Therapy programs that
enhances the education and personal enrichment of all students. The Advanced Therapeutic Massage
Practitioner Program is designed to provide the student with the necessa ry knowledge and techniques to
maintain a career in performing an extensive therapeutic massage with focus on whole body wellness as well as
the resources necessary to develop enhanced business and career goals. Upon successful completion of this
program, the graduate will receive an occupational Associate in Specialized Technology (AST) Degree and is
prepared for an entry level massage therapy position utilizing a variety of advanced bodywork modalities.

Class and Clinic Schedule: Day classes are scheduled Monday through Thursday from 8:30 am to 2:30 pm. Evening
classes are scheduled Monday through Thursday from 6:00 pm to 10:00 pm. Additionally, student clinic hours are
scheduled on designated Saturdays from 8:30 am to 2:30 pm. Additional/alternate student clinic days may be
scheduled and/or substituted for Saturday hours. Student clinic hours are mandatory.

Certification and Licensure : Upon successful completion of the program, students are eligible to sit for the
Massage and Bodywork Licensing Examination (MBLEX)  offered by the Federation of  State Massage Therapy
Board (FSMTB). Once certification is obtained, graduates apply for licensure with the Pennsylvania State Board of
Massage Therapy. The Common wealth of Pennsylvania requires licensure for massage therapy practice. Students
should be aware that regulations vary from state to state and the student is responsible for meeting the training
requirements in the state she/he wishes to practice.

COURSECODE COURSE TITLE HOURS CREDITS
Red Module

MA 101 Anatomy and Physiology | 30 2.5

MA 111 Kinesiology | 30 2.5

MM 110 Therapeutic Modalities 24 1.5

MT 101 Introduction to Massage 12 0.5

MC 101 Clinic 10 0.5

Orange Module

MA 102 Anatomy and Physiology Il 30 2.5
MA 112 Kinesiology Il 30 2.5
MD 102 Ethics, Boundaries and the Therapeutic Relationship 18 1.5
MH 102 Hygiene, Sanitation and Safety 18 1.5
MC 102 Clinic 10 0.5

Yellow Module

MC 111 Assessment, Treatment Planning and Documentation 30 2.5
MI 101 Cardio Pulmonary Resuscitation (CPR) * 6 0.5
MM 101 Introduction to Aromatherapy 12 0.5
MS 110 General Wellness Massage 36 2.0
MS 111 Practicum | 12 0.5
MC 103 Clinic 10 0.5

Green Module

MM 103 Body Reflexology 24 1.5
MT 102 Sports Massage 36 2.5
MT 106 Clinical Massage and Trigger Point 36 2.0
MC 104 Clinic 10 0.5
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MB 150
MH 103
MP 203
MS 112
MC 105

MM 150
MP 204
MT 150
MC 106

MD 110
MS 113
MS 120
MC 107

MM214
ME201
MC 158

MT155
MM154
ME202
MC 159

MM206
MB201
MC 200

MM207
MB250
MC 201

MM155
MC151
MY202
MC 212

MM208
MC216
MI202

MC 213

MC217
MT202
MT251
MC214

Blue Module
Business Practices, Laws and Regulations
Therapist Wellness and Self-Care

Pathology |
Practicum Il
Clinic
Indigo Module
Introduction to Shiatsu
Pathology Il

Special Populations and Adaptive Massage
Clinic

Violet Module
Certification Preparation and Review
Practicum IlI
Integrative Massage Techniques
Clinic

Spa Therapies Module
Spa Therapies
Business English *
Clinic

Prenatal and Lymphatic Massage Module
Prenatal and Infant Massage
Lymphatic Massage
Public Speaking *
Clinic

Trigger Point and Business Module
Trigger Point Upper Body
Business Principles *
Clinic

Trigger Point and Marketing Module
Trigger Point Lower Body
Marketing and Promotion *
Clinic

Acupressure and PNF Module
Acupressure
Proprioceptive Neuromuscular Facilitation
Psychology of the Body *
Clinic

Myofascial and Nutrition Module
Myofascial Therapies
Orthopedic Techniques
Nutrition and Wellness *
Clinic

Research Methods and Advanced Chair Massage Module
Creating Protocols for Specific Pain and Dysfunction

Advanced Chair Massage
Research Methods *
Clinic

30
18
30
18
10

36
30
30
10

24
24
48
10

66
30
10

42
24
30
10

60
36
10

60
36
10

42
24
30
10

42
24
30
10

24
42
30
10

2.5
1.5
2.5
0.5
0.5

2.0
2.5
2.0
0.5

1.5
1.0
3.0
0.5

3.5
2.5
0.5

2.5
1.5
2.5
0.5

3.5
3.0
0.5

35
3.0
0.5

2.5
1.5
2.5
0.5

2.5
1.5
2.5
0.5

2.0
2.5
2.5
0.5
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Medical Massage and Finance Module
MB251 Business Finances * 42 3.5
MT252 Medical Massage 64 3.5

ADVANCED BODYWORKER DEGREE COURSE DESCRIPTIONS

MA 101 Anatomy and Physiology |

Students will become familiar with the anatomic structures and their locations along with their functions,

interactions, and relevant medical terminologies and learn how to relate this information to the practice of

massage therapy, indications, contraindi cations, cautions and benefits. Emphasis is placed on the organization of
the body, nervous, endocrine and skeletal systems. The duality of wholeness in Eastern and Western theory are
introduced as well as the subtle anatomy and twelve organ meridians of Traditional Chinese Medicine.

MA 102 Anatomy and Physiology Il

Students will become familiar with the anatomic structures and their locations along with their functions,

interactions, and relevant medical terminologies and learn how to relate this info rmation to the practice of
massage therapy, indications, contraindications, cautions and benefits. Emphasis is placed on the muscular,
integumentary, cardiovascular, lymphatic, respiratory, digestive, urinary and reproductive systems.

MA 111 Kinesiology |

This course focuses on the study of movement. The major external movements of our bodies are caused by the
actions of muscles on bones. This course is designed to
musculoskeletal anatomy and therefore, can ass ess clients who have neuromuscular or musculoskeletal disorders.
Emphasis will be placed on the upper body. Assessment procedures for posture and muscle imbalance will be

discussed. The purpose of this course is to give massage therapy students the hands -on experience of palpating

and assessing the musculoskeletal structures that they will be exposed to as massage therapy professionals.

MA 112 Kinesiology Il

This course focuses on the study of movement. The major external movements of our bodies are caused by the
actions of muscles on bones. This course is designed to
musculoskeletal anatomy and therefore, can assess clients who have neuromuscular or musculoskeletal disorders.

strengt h

strength

This course is designed to strength en t he studentds understanding of the muscul osk:

depth study of the lower body. Students will study fundamental concepts associated with each area of
Kinesiology, and complete activities in which they experience various dimension s of those concepts.

MB 150 Business Practices, Laws and Regulations

This course will focus on business practices, legal requirements and professionalism as related to massage

therapy. Emphasis will be placed on Pennsylvania laws and regulations, scope o f practice, appropriate business
practices and marketing, and career development. Students will also learn compliance expectations and

reasonable accommodations as outlined in the Americans with Disability Act (ADA).

MC 101 Clinic MC 158 Clinic

MC 102 Clinic MC 159 Clinic

MC 103 Clinic MC 200 Clinic

MC 104 Clinic MC 201 Clinic

MC 105 Clinic MC 212 Clinic

MC 106 Clinic MC 213 Clinic

MC 107 Clinic MC 214 Clinic

Students wil provide massage servi ces t ocurrehtéevepottraieinga | public bas

throughout the program. CTA Student Clinic is open to the public and provides therapeutic massage sessions to

the community. Students will learn how to evaluate an intake form and generate a health assessment, as well as

gree t and interact with clientele on a professional level. The exposure in the clinic prepares the student to work
confidently with the public. The students are supervised at all times by the on -site Clinical Coordinator. At the end
of each clinic day, supervi  sed feedback sessions take place, providing an opportunity for students to gain

valuable insight from sharing session experiences. 140 hours of participation in the student clinic is a requirement

to graduate from the Advanced Therapeutic Massage Practitio ner Program.
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MC 111 Assessment, Treatment Planning and Documentation

Students will learn the knowledge, skills and abilities relating to practices, procedures and relative terminology of
assessment, treatment planning and documentation. This will incl ude the science application, philosophy, and
legal and ethical factors involved in assessment, physical assessment, documentation components, creating a
treatment plan, and related HIPAA regulations.

MD 102 Ethics, Boundaries and the Therapeutic Relations  hip

Ethics and professionalism outlines effective communication skills needed to manage the therapeutic relationship
and to work within various massage settings. This course includes topics such as professional code of ethics,
confidentiality, conflict res  olution, boundaries, sexual misconduct, cultural differences, and the mind, body and
spirit connection.

MD 110 Certification Preparation and Review

This course is designed to prepare students for successful completion of the licensing exam and licensing process.
Focus will be placed on review of the integrated content and critical thinking skills when completing practice

exams.

MH 102 Hygiene, Sanitation and Safety

This course will focus on therapist hygiene and appearance, standard precautions and sanit ary practices for
infection control, methods for handling biohazard materials, protective equipment, first aid, and proper and safe

use of equipment and supplies.

MH 103 Therapist Wellness and Self -Care

Self-care is of vital importance to the health, well -being and career longevity of massage therapists. In this course,
students will explore a variety of approaches to the subject, including different aspects of physical, emotional,

and spiritual wellness.

MI 101 Cardio Pulmonary Resuscitation (CPR)

CPR for healthcare providers is designed to provide a wide variety of healthcare professionals the ability to
recognize several life -threatening emergencies, provide CPR, and relieve choking in a safe, timely and effective
manner. Upon successful of the CPR ex amination, students will  be certified through the American Heart
Association.

MM 101 Introduction to Aromatherapy
Oils can enhance the body's senses, promote relaxation and relieve stress. The student will study various carrier and
essential oils and their effects on the physical and psychological well -being of clients.

MM 103 Body Reflexology

Reflexology is the science that deals with the principle that there are points on the hands and feet that correspond

to every organ, gland and system of the bod y. The application of massage techniques and stimulation of specific
points on the hands and feet affect and benefit corresponding parts of the body. Practical application as well as

theory will enable the student to gain a knowledge of the fundamental p ractice of reflexology. In addition, the
history of zone therapy and reflexology throughout the body will be addressed.

MM 110 Therapeutic Modalities

Therapeutic modalities are designed to introduce the student to various complementary techniques used in
massage practice. Assessment of physiological responses will be covered as well as aspects of hydrotherapy and
the application of hot (thermotherapy) and cold (cryotherapy). The physiological and pathological processes of
trauma, wound healing, and tissue repair are discussed as well as indications and contraindications for the
application of these treatments.

MM 150 Introduction to Shiatsu

Shiatsu is a Japanese bodywork modality with its roots in traditional Chinese medicine. Students will learn the 12

organ meridians along withthe5 -el ement theory and how the energbgingf|l ow affects t
Students will also learn how to apply finger and thumb pressure along the meridians as well as oscillating

compressions in order to stimulate the alph  a brain waves to achieve the relaxing effect.

MP 203 Pathology |

This course covers fundamental concepts in Pathology as well as massage modifications according to common
diseases and conditions. This course places emphasis on integumentary, musculoskel etal, nervous, and
circulatory system conditions. Pharmacological impacts on massage and medication classifications will also be
discussed.
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MP 204 Pathology I

This course covers fundamental concepts in Pathology as well as massage modifications according to common
diseases and conditions. This course places emphasis on lymphatic and immune system, including HIV/AIDS
awareness, respiratory, digestive, endocrine, urinary, and reproductive system conditions. The student will also be
introduced to the principles of cancer. Pharmacological impacts on massage and medication classifications will

also be discussed.

MS 110 General Wellness Massage

The student will learn how to safely apply strokes used for therapeutic general wellness massage including
Swedish and circulatory massage. In addition to the strokes, students will learn the physiological effects of each
stroke when they are indicated and contraindicated. They will also learn how to perform a massage in varying
amounts of time to enhance the health and well -being of the client.

MS 111 Practicum |

MS 112 Practicum Il

MS 113 Practicum Ill

This course will provide the opportunity for students to practice their basic general wellness and deep tissue

massage fundamentals in a professional massage setting. Students will give therapeutic massages under the

supervision of the instructor. The clinical practicum will give the students an opportunity to refine their skills as

massage therapist and gain hands on experience and receive valuable feedback f or improvement. Other

massage modal i ties may be explored at the discretion of the inst
on clients in a safe, supportive, and professional environment.

MS 120 Integrative Massage Techniques

This course is designed to synthesize the knowledge gained in the anatomy and physiology, kinesiology, and

other massage courses. Hands -on work will be the primary mode of learning. Issues to be addressed will include
palpation skill enhancement, practitioner body mec hanics, practitioner self -care, and massage skill refinement.
Student will be introduced to additional eastern and western massage techniques. Assessment tests for

conditions and appropriate treatment modalities are included.

MT 101 Introduction to Ma ssage

This course will focus on the overview of massage therapy and bodywork history and social and cultural influences.
Research methodologies and information literacy will be introduced to the student. The student will be introduced
to equipment commonl  y used in the practice of massage therapy and draping techniques.

MT 102 Sports Massage

This course will focus on injury prevention, increased performance levels and pre - and post -massage techniques for
the athletic client. The massage practitioner may al so use them in combination with other massage techniques to
enhance the athlete's efficiency. Sports specific movement, stretching principles, flexibility, and muscle energy

techniques will be addressed.

MT 106 Clinical Massage and Trigger Point

This course is designed to teach students assessment techniques in evaluating posture, muscle imbalance and

movement dysfunction patterns. The student will be able to identify, palpate, and treat trigger points within the

muscular system to restore function. Stud ents will be introduced to pain referral patterns of trigger points. The

student will |l earn how to integrate this practice into a gener al
pain management.

MT 150 Special Populations and Adaptive Massage
This course integrates the theories, principles, and techniques learned across the curriculum, from both a
population and a condition perspective. The focus of the class is the critical thinking skills needed to design an

individualized treatment plan to meet a clientds specific needs. Students | earn a
considerations for treating special populations, including geriatric, youth, infants and women in pregnancy,
persons with chronic conditions and terminal illnesses. Special conditions ar e discussed with emphasis on

considerations such as indications, contraindications, techniques, and adaptations. Topics of medications and
research are also included.

MEZ201 Business English

During this course, the student will learn and apply the basic s kills of business communications including basic
grammar, parts of speech, punctuation and spelling. Emphasis will be put on correct use of language and
appropriate vocabulary for professional written and verbal communication.
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MEZ202 Public Speaking

During this course, the importance of public speaking and techniques used to present information for various sizes
of groups will be discussed. Student will learn about different types of speeches including informative, persuasive,
impromptu and special oc  casion. The student will explore communication theories and experience their uses
through classroom presentations.

MB251 Business Finances

This class provides a strong foundation in supporting financial success as a business owner or independent
contra ctor. Focus will be placed on business expenses that may be incurred and how to maximize legal tax
deductions as it relates to the field of massage therapy. Student will learn the accounting formula and the basics

of the financial statements including inco me statement, ownerds equity, balance

Student will also formulate a break  -even analysis by determining fixed costs, variable costs and unit selling price
needed to meet financial goals. Basic bookkeeping techniques will be d iscussed for organization and
documentation of business related income and expenses.

MY?202 Psychology of the Body

This course is designed to give the studentin -depth comprehension of body  -mind principles, as well as provide a
greater understanding of th e psychological issues that can arise from using touch in their therapy sessions. This
course discusses the emotional responses that may occur during a massage session and teaches the practitioner

how to respond within their scope of practice.

MB250 Mar keting and Promotion

This course focuses on the study of the four basic marketing principles 8 product, price, place and promotion.
Students will learn how to develop effective strategies based on external variables of environmental analysis,
competitive market analysis and consumer analysis to reach their target market using the most appropriate
promotional approach for the situation. Student will create a basic marketing plan and portfolio, design business
cards and refine their resume.

MB201 Business Principles

This course provides information on how to make informed choices for business issues that are pertinent to
massage therapists. The students will learn basic business structures and create a simple business plan. Emphasis
will be placed on lega | regulations, record keeping, and insurance and billing. Basic human resource procedures
will also be discussed.

MI202 Nutrition and Wellness

This course delves into nutrition as it applies to health and disease prevention. Students will gain a base
knowledge of critical information concerning the four basic nutrients vital for life including water, carbohydrates,
proteins and fats as well as the importance of vitamins, minerals, micronutrients, antioxidants. Students will learn
the role of proper nouri shment and care in order to help the body heal itself.

MM214 Spa Therapies
This course is designed to introduce the student to common forms of spa treatments and the basic concepts of
hydrotherapy and thermotherapy. Treatments that will be covered incl ude salt glows, dry brushing, body scrubs,

body wraps, foot soaks/scrubs, and the use of muds, seaweed, aromatherapy and stone massage. Additional
techniques will be covered as time permits.

MM154 Lymphatic Massage

This course is an introduction to the specialized massage therapy modality of lymphatic massage. Student will be
given an understanding of the history of the modality, techniques to perform, indication and contraindications for

these treatments. Student will review the lymphatic system in depth and practice protocols for various conditions

and different clients including athletes, prenatal and geriatric populations.

MC151 Proprioceptive Neuromuscular Facilitation (PNF)

This course introduces PNF as a m anual therapy to address common pathologies of both upper and lower
extremities. Students will learn a range of stretching techniques and how to apply them safely to enhance the
effect of massage therapy for clients by increasing muscle flexibility and coo rdination in order to optimize
performance and help prevent muscle injury.
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MC216 Orthopedic Techniques

This class gives hands-on experience in the art and science of orthopedics and sports massage. Student will learn
how to evaluate and assess the  musculoskeletal systems, as well as soft -tissue pain and injury conditions which
effect those systems. Students build on their previous hands -on skills and knowledge to begin to work with soft
tissue treatment techniques that can create significant tissue changes in the structures of the body. Students will
learn to adapt their skills to a wide range of client complaints by developing their ability to think critically and

select appropriate courses of action with clients.

MM155 Acupressure

The student will examine the basics of Traditional Chinese medicine and bodywork. The student will learn
techniques to apply finger pressure to the acupressure points along the meridian energy channels in order to
release tension, strengthen, energize and create balance in the mind and body to create a healthier state of
being. Emphasis will be made on general well -being rather than a symptomatic approach. The student will
demonstrate the ability to integrate this work into the massage and bodywork ses sions.

MM208 Myofascial Therapies

This course discusses the role of fascia and the implications of soft tissue myofascial therapy applications. The
student will explore the influence and the functionally integrated boy -wide continuities with in the fasc  ial
webbing. Upon completion of this class, the student will be able to determine tension, fixation and postural
compensation of the body and apply techniques that work to relieve the tension created by these fascial
restrictions. This class will look at the musculoskeletal systems and body as a whole and apply techniques to
reduce pain and dysfunction.

MM206 Trigger Point - Upper

A knowledge of trigger points and their referral patterns can add a therapeutic focus and organization to the

st ud e ntsadge skitia Is this hands -on class, students will explore the nature and location of trigger points of the
upper body, the referral patterns they manifest, how to reduce them, along with the pain and dysfunction they

may cause. Upon completion of this cou rse students will be able to demonstrate trigger point release

applications in the upper regions of the body. Students will learn how to examine and treat muscles and muscle
attachments in layers beginning with the superficial muscles and connective tissue s and then deeper ligaments
and connective tissues. Student will be able to work with the connective tissue and break down adhesions (bands

of painful, rigid tissue) in muscles, tendons, and ligaments to relieve muscle tension or injury and reduced soft

tissue inflammation.

MM207 Trigger Point - Lower

A knowledge of trigger points and their referral patterns can add a therapeutic focus and organization to the
student sd massage -enklads,Istadentsiwilli expldre the natuee mmt $ocation of trigger points of the
lower body, the referral patterns they manifest, how to reduce them, along with the pain and dysfunction they

may cause. Upon completion of this course students will be able to demonstrate trigger point release

applications in the  lower regions of the body. Students will learn how to examine and treat muscles and muscle
attachments in layers beginning with the superficial muscles and connective tissues and then deeper ligaments

and connective tissues. Student will be able to work wi th the connective tissue and break down adhesions (bands

of painful, rigid tissue) in muscles, tendons, and ligaments to relieve muscle tension or injury and reduced soft

tissue inflammation.

MT202 Advanced Chair Massage

Chair massage is one of the best  ways for a practitioner to market themselves and generate business. In this
course, students will learn the history of chair massage, effects, benefits, cautions, considerations, purposes and
types of equipment used including adaptive positioning. Upon c ompletion of this course, the student will
demonstrate various techniques of chair massage and have the ability to perform massages at varying lengths.
The students will also learn how to use chair massage to represent and market themselves in the field.

MC217 Creating Protocols for Specific Pain and Dysfunction

In this course, students will use their knowledge of massage to support clients with specific medical conditions.

Students will be taught how to outlines the skills needed to assess wisely, thin k critically, and use techniques

already learned and practiced to work with clients. The students will learn practical, thorough protocols to help

support their clients while steering them away from doing any harm. The student will understand the basics of the
condition, the most common strategies for medical treatment, and how to relieve pain and help the client deal

with the condition.
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MT251 Research Methods

Evidence -based research has been instrumental in the evolution of massage therapy being recognized as a valid

health care profession. In this course, the student will learn about the different research methodologies, types of

guantitative and qualitative studies used to research and document the wvariable
including: what massage techniques were used, how often, at what duration, and is it safe and practical. This

course will review case studies and upon completion, the st udent will be able to determine methods used,

limitations and scope of the research project.

MT252 Medical Massage

In this course, the student will work with multiple clients and create a treatment plan based on the research of

any condition or disorder  that the clients present. The student will perform various massage techniques according
to the research and their hands  -on knowledge and document the progress through SOAP notes, client
evaluation, personal and subjective observations. Upon completion o f this course, the student will use their
knowledge of research methods to present their findings in written and lecture format.

MT155 Prenatal and Infant Massage

This course examines pregnancy from conception to birth as well as teaches simple massage routines for the
baby. The student will learn protocols for pregnancy massage including intake process, pre -evaluations,
contraindications, indications, positioning, draping, and protocols for specific conditions. The student will also

learn about common  myths and considerations for pregnancy massage. The students will learn that a massage
can be a tremendous benefit for both the mother and her baby and covers the pressure points and

aromatherapies that are dangerous to an expectant mother. The students will also learn exercises to teach the
mother how massage the baby to stimulate muscle development, coordination and relaxation.
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ADMISSION/ENROLLMENT PROCEDURES AND REQUIREMENTS

Career Training Academy admits, trains, and refers students without regard t 0 on race, ethnicity, color, religion,
national origin, disability, veteran status, sexual orientation, gender, gender identity, genetic information or any

other protected category under applicable local, state or federal law in the admission of its studen ts, administration
of its educational programs, policies, activities, loan programs, placement services, housing, and other offerings.
Applicants will be interviewed by a school representative who will assist the applicant through the steps of the
admissions process, providing information on curriculum, policies, procedures, and services.

To be considered for admission to CTA, an applicant must be a high school graduate or possess the recognized

equivalent of a high school diploma or General Equivalency D iploma (GED). An applicant must provide
documentation of graduation from high school in terms of a valid high school diploma, high school transcripts,
documentation of high school graduation equivalency (GED), or other official documentation which confirms that

the applicant meets or exceeds the equivalent of a high school diploma in the USA. This proof of graduation must
be provided prior to starting class. All documentation from foreign countries must also be translated into English
and evaluated and cert  ified to be equivalent of or higher than a USA diploma by a credential evaluation service.
This proof must be provided prior to starting class.

Applicants for all programs with a GED passing score under 2250 or High School graduates with a QPA under 1.5

(4-point system) will be required to take the TABE aptitude test. The aptitude test may only be taken one time. The

purpose of the TABE aptitude test is to determine the applican
aptitude test minimum score  for entry into CTA is 15. If an applicant scores between 15 and 17, the applicant may

be required to participate in a special tutoring session or attend a class at an appropriate school/agency to

address the academic concerns in order to enter the program . If the TABE aptitude test result is 18 or higher, the

applicant is admitted into the school without any further remediation requirements.

Applicants are required to submit or complete the following:
1. Atour of the school and interview with an admissions representative and/or other administrative staff.

2. Applicants must sign a Notice of Employability and Authorization permitting CTA to conduct a Criminal
Background Check.

3. Complete the required admissions application and essay
4. Payment of the $30.00 applicati  on fee
5. The Enroliment Agreement and various disclosures; and

6. Proof of high school graduation or equivalent (GED)
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FINANCIAL AID

Career Training Academy makes every effort to provide all information available to students regarding financial
aid. A Consume r Handbook is available. Students are encouraged to meet with a financial aid officer to apply for
financial aid as early as possible. During the financial aid interview, the following items are required:

1. Copyof thetwo[2] mostrecent federal taxr eturns,
2. W-2 forms of the student (and parents when applicable).

These items are necessary to accurately determine eligibility of various sources of Financial Aid. Financial Aid is an
annual process beginning July 1 through June 30 each year. Students w ho are in school two or more years are
required to complete a subsequent year application. Counseling and assistance in completing the application

process is offered.

Various types of aid for the eligible student may include the following:

PHEAA Grant

PHEL Grant

Federal Direct Loan Program

Federal PLUS Loan Program

Federal Supplemental Educational Opportunity Grant (FSEOG)
Office of Vocational Rehabilitation (OVR)

Department of Public Assistance  (DPA)

Trade Assistance Act Benefits (TAA)

Departmentof Ve ter ands Af f ai r s ellow Ribboh Gagnpaigg t he Y
Workforce Innovation and Opportunity Act (WIOA)

=a =4 =& -4 —a 8 _a_a_a_2

NOTE: Students from other states should contact their state higher education assistance agencies for information on
the appropriate application to submit.

Students are encouraged to check with organizations in their areas to assess the availability of scholarships. At
times, organizations, businesses, churches and professional associations, service clubs, companies and unions may
offer help for the prospective student.

For federal aid purposes, Career Training Academy defines an O0A
on the first day of scheduled classes and ends on the last day of classes, examinations, or externship, and, it includes

a mi nimum of 30 weeks of instructional time. Students are expected to complete the minimum Academic year

definition for their program to be considered full - time.

An acad emic year is defined as the following

9 Dental Assistant: 58.5 credits
1  Health Insurance Claims Examiner Medical Biller /Advanced Medical Coder Biller : 56 credits
1 Massage Therapy /Advanced Bodyworker : 954 clock hours
T Medical Assistant /Medical Assistant Comprehensive : 48 credits
1 Phlebotomy Technician: 45.5 credits
Theacademicy ear i s used to determine the studentds eligibility for F

For all FSA programs, a week of instructional time is any period of 7 consecutive days in which at least 1 day of
regularly scheduled instruction, exami  nation, or (after the last day of classes) at least 1 scheduled day of study for
examinations occurs. Instructional time does not include periods of orientation, counseling, homework, vacation,

or other activity not related to class preparation or examinat ion.
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SCHOOTLERMCHART

Total
Number of of

Program

Number

1stTerm
Defined

2nd Term
Defined

3rd Term
Defined

4th Term
Defined

5th Term
Defined

WWEELS

Terms

Advanced Bodyworker 60 5 318 hours 318 hours 318 hours 318 hours 318 hours
Advanced Medical Coder/Biller 72 5 4 mods 4 mods 4 mods 3 mods Ext
Dental Assistant 42 2 5 mods 3 mods + Ext N/A N/A N/A
Health Ins, Claims Exam/Med Biller 50 3 4 mods 4 mods 1 mod + Ext N/A N/A
Massage Therapy — Day 28 2 371 hours 371 hours N/A N/A N/A
Massage Therapy — Evening 46 2 371 hours 371 hours N/A N/A N/A
Medical Assistant — Day 32 2 4 mods 2 mods + Ext N/A N/A N/A
Medical Assistant — Evening 40 2 4 mods 2 mods + Ext N/A N/A N/A
Medical Assistant Comprehensive 64 4 4 mods 4 mods 4 mods 1 mod + Ext N/A
Phlebotomy Technician — Day 30 2 4 mods 2 mods + Ext N/A N/A N/A
Phlebotomy Technician - Evening 39 2 4 mods 2 mods + Ext N/A N/A N/A

Ext = Externship

2017 - 2018 TUITION ANIESTIMATEBEES

Program(1)

Program
Length

Credit
**Clock

Program
Tuition

Application

(months)

Advanced Bodyworker AST 15 **1590 $20,002 $30 $2,033
Advanced Medical Coder/Biller ASB 17.5 116 $21,168 $30 $2,836
Dental Assistant Diploma 10/12 58.5 $12,400 $30 $1,049
Health Ins, Claims Exam/Med Biller Diploma 10.5/12.5 68.5 $12,500 $30 $1,903
Massage Therapy Diploma 7/10.5 **742 $9,334 $30 $809

Medical Assistant Diploma 8/10 48 $12,250 $30 $1,025
Medical Assistant Comprehensive AST 15/18 96 $24,500 $30 $2,455
Phlebotomy Technician Diploma 7/9 45.5 $7,910 $30 $1,250

Program(1)

Lab Fed3)

Test Fee

©)

Student
Insurance

Student
Supplies
(2)

Graduation

Fee

Program
Total

Advanced Bodyworker $1,275 $195 S84 $1,187 $100 $24,906
Advanced Medical Coder/Biller $375 $90 S84 $110 $100 $24,793
Dental Assistant $800 $250 $42 $640 $100 $15,311
Health Ins, Claims Exam/Med Biller $225 $90 $42 S86 $100 $14,976
Massage Therapy $420 $195 $42 $1032 $100 $11,962
Medical Assistant $750 $90 $42 $350 $100 $14,637
Medical Assistant Comprehensive $1025 $90 $84 $505 $100 $28,789
Phlebotomy Technician $750 $90 $42 $273 $100 $10,445

bR

with Career Training Academy.

TUITION PER TERM

Program availability varies by location.
Student supply costs include book bag, uniforms/shoes and supply kits required by program.
Lab fees include computer lab fees and studemsumable fees which average $100 per clinical course.
Test fee is specific to programmatic certification. Student test fees will be paid provided that the student is in goiadl Staading

Program Term1l Term 2 Term 3 Term 4 Term 5 Total

Advanced Bodyworker $4,001 $4,000 $4,000 $4,001 $4,000 $20,002
Advanced Medical Coder/Biller $5,292 $4,927 $5,018 $4,106 $1,825 $21,168
Dental Assistant $7,207 $5,193 $12,400
Health Ins, Claims Exam/Med Biller $5,292 $4,927 $2,281 $12,500
Massage Therapy $4,667 $4,667 $9,334
Medical Assistant $6,635 $5,615 $12,250
Medical Assistant Comprehensive $6,635 $6,763 $6,891 $4,211 $24,500
Phlebotomy Technician $$4,781 $3,192 $7,910

Page 47 of 54



CAREER TRAINING ACADEMY
Catalog Addendum 2017-2018 - Effective: Start Date of 1/1/2018 forward

GRADE POINT AVERAGECALCULATION
The final grade point average is calculated as follows:
1 Quality Points = Grade Point Value for each course multiplied by the # of Credits for the course

1  GPA = Sum of all the Quality Points divided by the total # of credits attempted

Example: Course Grade Value Credits Quality Points
Math A 4.0 3.0 12.0
English C 2.0 6.0 12.0

GPA = 24 Quality Points/9 credits = 2.67

Students are evaluated during each course and are provided progression reviews to ensure that all required
com petencies are satisfactorily performed according to the competency check lists for each module. In order to

enhance a studentdés professional development, students are evalu
given to each student at the end of each class/course and is included in the class/course grade. This grade is

based on daily class participation, attendance, professionalism, and adherence to school rules. The participation

grade is designed to help the student develop a professional attitude. Students may be subjectedtoare  -take of

a core competency based course i f t heAlcourseattemmsrirclddingmssedned i s bel o
course repeats, wild.l be calculated in the studentds Cumul ative C

Academic progress evaluations are officially determined in term based program in four [4] module periods. Non -
term based and clock hour programs are officially evaluated mid -point of their program.
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SATISFACTOREZADEMIC PROGRESSH

Satisfactory progress evaluates academic and pace of progression and is a requirement for all students enrolled at
Career Training Academy. This policy is provided to all applicants prior to enrollment and is consistently applied to
all students enrolled in the school. NOTE: Students receiving funds under any federal Title IV financial aid program
must maintain satisfactory progress in order to continue eligibility for such funds. This Policy is intended to comply
with all applicable rules and regulations applicable to students eligible to receive Title IV federal student financial
aid. In the event that any provision of this Policy conflicts with any rules or regulations in effect with respect to
Title IV federal student financial aid, the rules and regulations of Title IV shall apply.

Qualitative Standards (Academic)

Students must maintain a cumulative grade point average of 2.0 in order to be considered making satisfactory
progress.

Quantitative Standards (Pace of Progression)

Each student is expected to maintain a pace of progression that insures a student completes within the maximum
time frame of 150% of the scheduled/required quarter credits or clock hours. The maximum time frame for a
student to complete his/her academic program cannot exceed 150% of the scheduled quarter credits or clock
hours published for the program.

Example:

9 742 scheduled clock hours must be completed within 1113 scheduled clock hours (742 x 150% = 1113)

9 116 quarter credit hours must be completed within 174 scheduled quarter credits (116 x 150% = 174)
ALL scheduled modules of academic study in which a student records at least one [1] day of attendance will count
towards attempted credits. If a student exceeds the maximum time frame, he or she will be dismissed from school.

Determination of Progress

A student’s academic progress will be evaluated at the end of each payment period. If a student is making
satisfactory progress at evaluation time, the student is considered making satisfactory progress until the next
evaluation period and will be eligible for Title IV funding. If a student is not making satisfactory progress at the
evaluation time, the student will be placed on warning status until the next evaluation period.

Warning

Students who fail to meet the minimum requirements for academics and pace of progression are placed on
warning. The warning period is defined as one SAP evaluation period. The student will be advised in writing on the
actions required to attain satisfactory academic progress by the next evaluation. If at the end of the warning
period, the student has still not met both the academic and rate of progression requirements, he/she will become
ineligible to receive Title IV funds. If a student fails to meet the SAP requirements after the warning period and has
extenuating circumstance that effected their ability to meet the standards, may file an appeal for reinstatement of
eligibility for financial aid. See “Probation” and “Appeal Procedure” below.

Probation

Students who fail to reach all of the SAP standards after the warning period are not in satisfactory academic
standing and are ineligible to receive further Title IV funding [suspended]. A suspended student who files and
receives a successfully appealed reconsideration of academic progress is reinstated for aid in a probationary status.
Students placed on probation must have an academic plan indicating that they must be able to meet requirements
set forth in the academic plan by the end of the next

evaluation period. Students who are progressing according to their specific academic plan will be considered
making Satisfactory Academic Progress. If at the end of the probationary period, the student has still not met both
the academic and paced of progression required for satisfactory academic progress or by the academic plan,
he/she will be determined as NOT making satisfactory academic progress and, if applicable, students will not be
deemed eligible to receive Title IV funds.
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Financial Aid Suspension

Financial aid suspension is assigned when a student fails to meet his/her progress requirements after a warning
status is assigned. Suspension may also be assigned to an undergraduate student who exceeds the maximum
timeframe or to an undergraduate student who is unable to demonstrate that he/she can complete his/her
undergraduate degree within the 150 percent timeframe. A student in financial aid suspension is not eligible to
receive federal or state financial aid.

Re-Establishment of Satisfactory Academic Progress

Students may re-establish satisfactory academic progress and Title IV aid, as applicable, by meeting minimum
qualitative and quantitative requirements by the end of the warning or provided probationary period. Neither
paying for one’s classes nor sitting out for a term affects a student’s academic progress standing. Thus, paying for
one’s classes or sitting out a term is insufficient to reestablish aid eligibility, if the student has not met all SAP
standards.

Appeal Procedure

If a student is determined to not be making satisfactory academic progress, the student may appeal the
determination within ten calendar days. A financial aid appeal can be requested after aid is suspended because of
a financial aid unsatisfactory academic progress status. An appeal must include, at minimum, an explanation of the
circumstances that caused the student to fall below the minimum SAP thresholds. Reasons for which students may
appeal a negative progress determination include death of a relative, an injury or iliness of the student, or any
other allowable special or mitigating circumstance. The student must submit a written appeal to the school on the
designated form describing why they failed to meet satisfactory academic progress standards, along with
supporting documentation of the reasons why the determination should be reversed. This information should
include what has changed about the student’s situation that will allow them to achieve Satisfactory Academic
Progress by the next evaluation point. Appeal documents will be reviewed and a decision will be made and
reported to the student within 10 calendar days. The appeal and decision documents will be retained in the
student files. If the student prevails upon appeal, the satisfactory academic progress determination will be
reversed and federal financial aid will be reinstated, if applicable.

Transfer Credits & Hours
Transfer credits and hours from another institution that are accepted toward the student’s educational program
will be applied towards the completion of their academic progress requirements of their program.

Interruptions, Course Incompletes, Withdrawals

Each attempt at a course for completion will count towards the maximum number of attempted quarter credits or
clock hours allowed for a program of study. All recorded grades of Failing, Incomplete, and, Withdrawal will be
replaced with grades attained after repeating the specific classes/ courses. Students are allowed to attempt a
course for credit twice without appeal. Students that fail to earn a passing grade after two [2] attempts will be
dropped from academic study and must request consideration for Readmission. If enroliment is temporarily
interrupted for a Leave of Absence, the student will return to school in the same progress status as prior to the
leave of absence. Hours elapsed during a leave of absence will extend the student’s contract period and maximum
time frame by the same number of days taken in the leave of absence and will not be included in the student’s
cumulative attendance percentage calculation. Students who withdraw prior to completion of the course and wish
to re-enroll will return in the same satisfactory academic progress status as at the time of withdrawal.

Notification and Records

The Financial Aid Office will notify students when the results of an evaluation impact the student’s eligibility for
Title IV. Notifications are provided ONLY to students whose evaluation determines that they are required to be

placed on Warning, Suspension, Probation/ Academic Plan, and Termination status. However, it is the student’s
responsibility to know their academic progress status, academic plan, and how it affects financial aid eligibility.
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MAXIMUM TIME TO COMPLETE A PROGRAM

The maximum time frame allowed for successful completion of any program shall not exceed 1.5 times, or 150%,
ments for rate of progress are used to ensure that
students are progressing at a rate at which they will complete their programs within the maximum allowable time
frame. All students are evaluated at the end of every term in order to determine satisfactory

the normal length of time to complete a program. The require

academic progress

(SAP).
Grade Point Quarter Maximum Maximum
Program Average Credit Credit Weeks
Advanced Medical Coder/Biller 2.0 or better 116.0 174.0 108
Dental Assistant - Day 2.0 or better 58.5 87.75 63
Dental Assistant & Evening 2.0 or better 58.5 87.75 75
Health Ins, Claims Exam - Day 2.0 or better 68.5 102.75 72
Health Ins, Claims Exam & Evening 2.0 or better 68.5 102.75 81
Medical Assistant & Day 2.0 or better 48.0 72.0 48
Medical Assistant & Evening 2.0 or better 48.0 72.0 60
Medical Assistant Comprehensive 2.0 or better 96.0 144.0 96
Phlebotomy Technician & Day 2.0 or better 45.5 68.25 45
Phlebotomy Technician - Evening 2.0 or better 45.5 68.25 59
Grade Point Clock Maximum
Program Average Hours Clock Hours
Advanced Bodyworker 2.0 or better 1590 2385
Massage Therapy 2.0 or better 742 1113
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TRANSFER OF PROGRAMS

A student currently enrolled in any program who wishes to transfer to another program must notify the Director of
Education or Director in writing. The transfer request must take place prior to beginning the next module of classes
scheduled. Once the next level of classes has been started for a program, a student may not request to transfer

into the program. A Transfer up fee  of $30.00 will be charged to the student for a change of program. A Transfer

down fee of $500.00 will be charged to the student for a change of program. The Transfer fees are charged to

maintain the integrity of the program. A new enrollment agreement must be completed and current tuition and
other charges apply. Transferring down may adversely affect Financial Aid eligibility.

1 The Medical Assistant diploma program may be transferred in its entirety to the Medical Assistant
Comprehensive Degree (AST) Progr am.

T The Massage Therapy diploma program may be transferred in e:
Bodyworker Degree (AST) Program. [Completion of all required clock hours must be confirmed prior to
transfer.]

M  The Health Insurance Claims Examiner/Medica | Biller diploma program may be transferred in its entirety to
the Advanced Medical Coder/Biller Degree (ASB) Program.
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GRADUATION REQUIREMENTS

To graduate a student must adhere to the following:
1. Complete all required academic course work with the required cumulative grade average, the required
quarter credit hours and/ or the required clock hours as indicated for each specific program.
2. Remove all | and W grades with a successful completion of all academic curriculum components with the
required 2.0 GPA or better.
Remove all failing grades with a successful completion of all academic curriculum requirements.
Comply with the Satisfactory Academic Progress Policy.
Maintain the expected satisfactory attendance requirements.
In good financial standing wi  th their student account.
Successfully meet all competency requirements.

NogaM®w

Graduates wh o are free from all outstanding financial obligations to the sch ool will be issued a diploma  or degree
in their program of stud .

Upon successful completion of the Medi  cal Assistant Comprehensive program and the Advanced Bodyworker
program, the student will be awarded an occupational Associate in Specialized Technology (AST) degree.

Upon successful completion of the Advanced Medical Coder/Biller program the student will be awarded an
occupational Associate in Specialized Business (ASB) degree.

Upon completion of the Dental Assistant program, Health Insurance Claims Examiner/Medical Biller program,

Medical Assistant program, Massage Therapy program and Phlebotomy Technic ian program, the stu dent will be
awarded a diploma.
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EXTERNSHIPS

Externship is the final step in designated programs at CTA and is an opportunity for students to combine academic

theory with career -related practical skills in a supervised setting. The ex ternship experience is an extremely useful
tool in preparing students to hone their skills and supplement their educational experience. Students will
demonstrate new tasks and objectives related to their program of choice and will continue to apply advance d
application of academic theory in the workplace.

The Externship Coordinators begin working with students three months prior to the scheduled externship course.
Students attend multiple externship orientations/information sessions and are advised in the following areas:
standards and expectations, importance of completing the required health certificate, conduct and
professionalism, background checks, attendance, communication, confidentiality, supervision, tracking of hours,
evaluation and grading, and t he transition to employment. Because externships are considered a learning
experience and must be successfully completed as a graduation requirement, students may not be paid. Upon
completion of the required externship hours, each student meets with the Ex ternship Coordinator for an exit
interview to discuss their performance and feedback from the externship supervisor. All externship records are
maintained by the Externship Coordinator at each respective campus. All externship agreements with local
employe rs are maintained by the Externship Coordinator.

Professional Conduct Requirements

Students are expected to conduct themselves professionally and follow the Career Training Academy personal
conduct and honor pledge policies while on externship. If a student is dismissed from their externship site for a
personal conduct or honor pledge vi olation, the student will receive the grade of F for the externship and will be
required to retake the course.

Background Checks and Health Records/Immunizations

Some externships will require additional background checks and/or health records/immunization records prior to

the start of the externship. It is the students® responsibility
associated costs.

Evening Students

Externship hours will be scheduled during the day and are typically full -time between the hours of 8:00 am and
5:00 pm., Monday through Friday. This will require evening students to complete their externship hours during the

day. Evening externships are rarely available; therefore, students must not count on the possibility of working

even ing externship hours.
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