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A Message from Dr. Wayne Dickensé

Welcome to Traviss Car eer Center, Pol k Countyds | eader
programs. Itis my pleasure to present the Traviss Career Center 2009-2010 Catalog that

will introduce and outline the Career Center programs that will fulfill your needs. As a

leader in quality career and technical education we offer both daytime and evening

classes. These classes are also held at remote sites within the district.

In this catalog you will find information about financial opportunities, admission policies

and procedures, certification, student services, school regulations and diploma options.

This catalog is also intended to provide inf
and services we offer.

You will find that the programs at Traviss Career Center address the needs of local
businesses and provides high skill opportunities that can lead to enjoyable employment
and everlasting careers. Traviss Career Center takes pride in demonstrating program
quality through the success of its graduates. Students feel qualified and well prepared to
enter the world of work after finishing their vocational training. Traviss has a total
commitment to the needs of the students first and appreciates the community support it
receives.

If you are looking for excellence in Career Education training, a positive learning
environment and knowledgeable instructors, Traviss is the place for you. It is my sincere
hope that you will give us a try and come take a class with us. | am sure you will not
regret your decision.

Sincerely,

N
Luﬁ,\w S

Dr. Wa§/ne Dickens, Ed.D.
Director
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School Profile

Traviss Career Center (the Center) lies adjacent to the Polk Community College and University of South
Florida Lakeland campus, about one quarter mile east of the intersection of State Road 540 and U.S.
Highway 98. The Center lists telephone numbers in the local directories as (863) 499-2700 and
(863) 499-2713. Traviss uses (863) 499-2706 as the fax number and www.traviss.edu as the website. The
Center offers non-degree, adult/postsecondary instruction in job preparatory programs and Workforce
Development courses. The Center also offers academic courses and career programs to high
school/secondary students. The Center operates under the supervision of the Polk County School Board,
number 1591.

The Center opened on September 28, 1964, as Polk Vocational Center with World War 1l barracks at
Bartow Air Base serving as the first classrooms. The first director, Maynard A. Traviss, opened the school
with nine programs. Enroliment included 350 high school students and 30 full-time adult students. The first
class completed in June, 1965. Two years later, the School Board of Polk County purchased sixty acres off
County Road 540 and built a new physical plant for the Center. The Center includes five main wings with
one outlying building.

Traviss Career Center focuses on the development of technical skills, occupational skills, and the work
habits and attitudes necessary for success in the world of work. Our mission statement reads as follows:
ATraviss Career Center educates amangirergaweskphtadends

The programs offered at the Center prepare individuals for meaningful employment in a variety of
occupations currently labeled as high skill’lhigh wage by the Workforce Development Board. Training
includes knowledge, theory, and skill practice, while encouraging the pursuit of lifelong learning.
Individual, competency-based instruction, work-based learning experiences and job placement assistance
promote student success and self-esteem.

The Center offers career programs in the following areas:
e Architecture & Construction Education
Arts, A/V Technology & Communication Education
Business, Management & Administration Education
Health Science Education
Hospitality & Tourism Education
Human Services Education
Information Technology Education
Manufacturing Education
Transportation, Distribution & Logistics Education

Career programs follow Florida Department of Education Curriculum Frameworks which designate title,
clock hours, and skills for each individual program.




General |nformation

MISSION STATEMENT
Traviss Career Center educates and prepares students for success in a changing workplace.

ACCREDITATION
Traviss Career Center is accredited by the Commission of the Council on Occupational Education.
41 Perimeter Center East, NE, Suite 640
Atlanta, GA 30346
Telephone: (800) 917-2081 Toll-free or (770) 396-3898
Fax: (770) 396-3790
http://www.council.org

Traviss Career Center is accredited by the Southern Association of Colleges and Schools
Council on Accreditation and School Improvement.

1866 Southern Lane

Decatur, GA 30033-4097

Telephone: (404) 679-4500

Fax (404) 679-4541

http://www.sacscasi.org

Traviss Career Center is accredited by the Commission on International and Trans-Regional Accreditation.
P.O. Box 874705
Tempe, AZ 85287-4705
Telephone: (800) 525-9517 Toll-free or (480) 965-8700
http://www.citaschools.org

CERTIFICATION

Traviss Career Center holds certification and/or approval from the following organizations:
A Accreditation Review Committee on Education and Surgical Technology
American Dental Association Commission on Dental Accreditation
American Heart Association

American Optometric Association

Authorized Certiport Testing Center (MOS)

Automotive Youth Education Systems (AYES)

Commission on Accreditation of Allied Health Education Programs
CompTIA A+ Certification

CompTIA Network+ Certification

Department of Business and Professional Regulations Board of Cosmetology
Division of Medical Quality Assurance

Division of Vocational Rehabilitation

Florida Dental Association

Florida Dental Health Foundation

Florida Department of Education

Florida Department of Health

Florida State Board of Massage Therapy

Florida State Board of Nursing

HVAC Excellence

Inter-Industry Conference on Auto Collision Repair (I-CAR)

Liaison Council on Certification for Surgical Technology

National Alternative Fuel Training Consortium (NAFTC)

National Association of Health Unit Coordinators (NAHUC)

National Automotive Technicians Education Foundation (NATEF)

National Center for Construction Education and Research (NCCER)
National Institute for Automotive Service Excellence (ASE)

North American Technician Excellence (NATE)

US Department of Veteransd6 Affairs
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NONDISCRIMINATION / EQUITY POLICY

Traviss Career Center is dedicated to the concept of equal opportunity and will provide services for persons
with disabilities. We will not discriminate or harass on the basis of race, color, religion, sex, age, national
origin, physical disability, homelessness, marital or parental status in employment practices, or in the
admission, treatment or termination of students in any program or service. The Center fully complies with all
equal opportunity and affirmative action laws and regulations. If services are required, please contact the
Center Director, Dr. Wayne Dickens at (863) 499-2700 ext. 2330r t he School Board
of Equity & Compliance in the Human Resource Services Division at (863) 534-0513.

If you require any type of accommodation to complete the application process due to a disability, please call
the SchoolBoardof Pol k Count yo6s efvicesdivisioR at$863) 334-@/81SIf you are deaf or
hard of hearing, please contact the Polk School District by calling Florida Relay Service at 1-800-955-8771.

GRIEVANCE PROCEDURE

A student has the privilege to question a decision by a staff member, including allegations of discrimination
in any phase of educational programs and activities, and the application of rules of behavior, sanctions, or
other treatment.

The purpose of these procedures is to settle a grievance at the lowest level. The following procedures shall

be used to submit a grievance:

1. If a student wishes to question a decision of an instructor or administrator other than the Director of the
Center, the student shall first speak courteously with the instructor or administrator.

2. If the student is not satisfied after talking with the person concerned, the student may submit an appeal,
in writing, to the Director of the Center to review the matter. Such an appeal shall be submitted within
three days of the incident.

3. The Director shall investigate the problem and shall render a decision on whether to sustain or overrule
the decision of the instructor or administrator. The decision shall be given to the student, in writing,
within five days of the written notice of appeal.

4. Any appeals beyond the Director shall be made according to the following order: Senior Director of
Workforce Education; Superintendent; and School Board of Polk County.

5. If the grievance is not settled at the local level, the student may contact the accreditation agency:

Commission of the Council on Occupational Education,
41 Perimeter Center East, NE, Suite 640

Atlanta, Georgia 30346

Telephone: (800) 917-2081 Toll-free or (770) 396-3898

RELEASE OF STUDENT INFORMATION

The Center maintains confidential student records. Records may be accessed only by designated staff of
the school system, the parents of students under the age of 18, eligible students 18 years of age or older,
hereafter called adult students, and such other individuals and agencies as set forth by law, School Board
policy, rules and guidelines, or as authorized in writing by the parent, guardian, or adult student.

ADVISORY COMMITTEES

The general School Advisory Committee (SAC) meets regularly to review school improvement issues and
current needs of business and industry. This committee includes business and industry leaders, Center
administrators, parents, students, instructors, and support staff members. Each career program sponsors
an occupational advisory committee that meets at least 2 times annually with a majority of official members
present. Members review admission requirements, objectives, content, competency tests, instructional
materials, equipment, and completion requirements. These committees are composed of at least 3 non-
Traviss members.

CANCELLATION OF COURSES

If it becomes necessary for Traviss to cancel a course before it begins, students will be given an opportunity
to substitute another course in its place provided there are openings in the desired class. Students should
return to the counselor's office to make this request. If a substitution is not made, a full refund of tuition and
fees paid will be granted with the exception of cost incurred by applicants to secure required immunizations
or medical documentation. (Please see Refunds on page 12 for further information.)

of
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CERTIFICATES

Students who successfully complete the competencies for the program in which they are enrolled and
meet basic skills requirements receive a Certificate of Completion. Those students who do not meet the
basic skills requirements or who have not met all competencies will receive an Occupational Completion
Point Certificate for the highest level of competency attained. All financial obligations must be met before
a certificate is issued.

BOOKSTORE
Traviss operates a bookstore as a service to students, instructors and staff. The store personnel sell
textbooks, workbooks, supplies, and novelty items with the Traviss logo.

CHILD CARE
Traviss provides daytime child care for adult students who have children between the ages of 3 and 5, and
potty trained. There is a nominal fee and space is limited.

SCHOOL LIBRARY MEDIA CENTER

The School Library Media Center (Media Center) provides for the information needs of the school
community. Research materials are available in a variety of media, including print, video, CD-ROM,
Internet and online subscriptions. In addition to assigned class research, students are encouraged to
satisfy their personal interests by making use of fiction and non-fiction books, newspapers, and
magazines. The Media Center is open to students before and after school as well as during class time
and lunch. The Media Center is also used occasionally for large group meetings.

DINING FACILITIES
In a modern, well-equipped cafeteria, meals are served to staff and students. Snacks and beverages are
also provided for day and evening staff and students.

HEALTH CLINIC
Clinic facilities are located in buildings 300 and 100 which are primarily used for emergency cases and
supply temporary first aid.

INSURANCE

The Polk County School Board has purchased a supplemental student accident insurance policy to cover

all Polk County students while at school or when they are participating in activities that are exclusively

sponsored, scheduled and funded by the Polk County School Board during the school year. This policy will

not pay for 100% of al | me di crad n ceexdp eanrse si, s i isn NefTf @idPtr i a
activities directly supervised by a Polk County employee. Students may also purchasethe AExt ended 24
Hour Protection Planofor a minimal fee.

* Some programs may require proof of additional insurance before enroliment.

PARKING
The Center provides parking spaces for students. Campus parking requires a hangtag, available through
the Bookstore or Evening Student Services office. There is a $5.00 fee for additional hangtags.

SCHOOL HOURS
Day 7:30 AMT 2:30 PM
Evening 2:00 PM 1T 10:00 PM Monday i Thursday 2:00 PM i 4:00 PM Friday

TRANSPORTATION

The School Board of Polk County provides free school bus transportation for secondary students during the
regular school term. School bus services are not available for adult students or students attending evening
programs. The Citrus Connection Bus Service provides transportation service in the Lakeland area.

VISITORS
Any person wishing to visit the campus and/or classrooms must obtain a visitor's pass at the security
house, and then sign in at t h e Ifrthe seewity guard is fidt 6nsdutyd e s ki n

visitors must go to building 300, Administration Main office, sign in and obtain a visitor's pass at the
receptionistdés desk.




UNIFORMS

All day programs as well as evening Cosmetology and Health Science programs require uniforms.
Counselors and instructors advise students regarding uniform dress. The cost of the program uniforms
range from $80.00 to $150.00 which covers three (3) to five (5) sets.

ORIENTATION

The Center provides orientation for new students. Staff members provide information about student
behavior, policies and regulations, program offerings, support services for students and other information
helpful to new students. During orientation, students receive information on Media Center services,
identification badges, parking hangtags and job placement.




Admissions
GENERAL POLICIES

Transfer Policies

An incoming student who has previously attended another accredited postsecondary institution may provide
an official transcript for credit/clock hour evaluation. Acceptance of credit/clock hours completed at another
institution will be appropriately awarded. A student desiring to transfer within the school from one program
to another program should discuss the request with his or her counselor. If requirements are met for the
new program, the student is then transferred to the new program.

Testing
Florida Statute 1004.91 requires all students who enroll in a program offered for career credit of 450 hours
or more to complete an entry-level examination within the first 6 weeks of admission into a program.

The Test of Adult Basic Education (TABE) is the instrument used to process new applicants. It is a
standardized academic achievement test, measuring achievement in reading, mathematics, and language.
The primary purpose of this test is to determine successful placement, student progression, and completion
of state mandated exit requirements. In order to receive a certificate of program completion, a student must
complete the program requirements and meet the program minimum basic skills levels in reading,
mathematics, and language on the TABE.

Students may retake the TABE after six weeks, and retake it for a third time after six months of the initial
test. The results of the TABE are valid for a period of two years. Students who possess an associate
degree or higher degree are exempt from this requirement.

Please call Student Services at the Center, (863) 499-2700, and ask for time and dates of tests.

Students with Disabilities

The Center complies with the Americans with Disabilities Act (ADA) and Section 504 of Vocational
Rehabilitation Act Amendment of 1973 in regard to students with disabilities. Reasonable accommodations

are made for special needs students. The Center is committed to the principles of competency-based
education and strictly adheres to Polk County School sé

The Center provides facilities to accommodate physically disabled students. The Center also provides
special services for the disabled such as: counseling, tutoring, and special instructional resources through
the School Board of Polk County.

Legal Name Change
An admitting student who legally changed their name since they were first enrolled in a Polk County public
school, needs to provide the Center with a certified copy of a legally binding instrument (court order, final

judgment) that | egally changes that studentoés name.

ADULT/POSTSECONDARY ADMISSIONS




Traviss Career Center accepts applicants who seek employment preparation through career education and
demonstrate the ability to benefit from the selected program. Adult students should be at least age 16,
provide proof of age and 2 proofs of residence with picture identification, and provide proof of basic skill
levels in reading, math, and language with the Test of Adult Basic Education (TABE).

Until career programs are filled, students may enroll at any time during the semester with the exception of
Health Science Education programs and Cosmetology.

Students entering the English Literacy for Career and Technical Education (ELCATE) program (formerly
VESOL) must be pre-tested and post-tested using the Comprehensive Adult Student Assessment System
(CASAS).

General Adult/Postsecondary Admissions Process

1. The Test of Adult Basic Education (TABE) is required for all programs over 450 clock hours.
Students who possess an associate degree or higher degree are exempt from this requirement.

Prospective students should report to the Student Services office on the day they wish to test.
Please call Student Services at the Center, (863) 499-2700, and ask for time and dates of tests.

A $15.00 fee per test and picture identification are required prior to testing.

2. Meet with a counselor to interpret test scores, discuss educational plans, entry date, tuition and
fees.

3. Complete registration form and receive registration schedule and billing statement.
4. Apply for financial aid and/or meet with Financial Aid Coordinator if applicable.

5. Pay tuition and fees or show proof of financial aid.




Health Science Education i Adult/Postsecondary Admission Process and Reguirements

Applicants desiring entry into Traviss Career Center Health Science Education programs must complete all
the admission criteria specific to the health program selected and meet all general admission requirements
for the Center.

1. Take the Level A TABE. The TABE is required for all health programs except Home Health Aide
and Nursing Assistant. Students who possess an associate degree or higher degree are exempt
from this requirement.

2. Meet with a counselor in Student Services and discuss TABE results.

3. Pass a test of manual dexterity. (Health Unit Coordinator, Home Health Aide and Nursing Assistant
are exempt from this criterion.)

4. Request forms from Health Science Education office for specific program desired.
a. Course information sheet.
b. Traviss Career Center Application. Complete all information on the application.

c. Medical Form. This form is used to document current results of specified immunizations
concerning the applicant 6 gTramssrist ot respomsiblegddry si c al
any cost incurred by applicants to secure required immunizations or medical
documentation.)

5. Submit official high school transcript or official GED grade sheet for all programs. Applicants who
graduated from a Florida public high school after 1980 may use the FASTER system; transcripts
are electronically transmitted using this system. Applicants desiring to utilize the FASTER system
shoul d cont ac tguidaritee couBselort eApgicants who have graduated from an
accredited college with an associate degree or higher do not need high school transcripts or GED
documentation, but these applicants must have an official college transcript. Transcripts from
foreign countries must be translated and evaluated for certification.

Admission to the Practical Nursing Program

Informational sessions will be held twice yearly prior to the start of each Practical Nursing program. In order
to receive an admission packet for the Practical Nursing program, the prospective applicant must attend an
informational session.

1. Informational sessions will be conducted twice yearly in the fall and spring. No appointment is
necessary. The next session for this school year will be in January regarding the July classes.

2. Interested students should contact the Health Science Department office for exact days and times.

3. Admission criteria will be discussed at these sessions, and each person in attendance will receive
the Practical Nursing admission packet.

4. The National League of Nursing (NLN) Exam has been added to the admissions criteria. Days and
times of testing will be given at the informational sessions.

5. Questions that the applicant may have regarding the Practical Nursing program will be answered,
and program expectations will be discussed.




HIGH SCHOOL/SECONDARY ADMISSIONS

Traviss Career Center offers three high school diploma options: the 3-year, 18-credit standard diploma; the
4-year, 24-credit standard high school diploma; and the Career Center District Diploma.

e Standard Diploma

The 18 or 24-credit high school diploma option allows students to complete their junior and/or senior years
at Traviss Career Center. As a dual-enrolled student, once all high school diploma requirements are
complete, the student returns to the home high school for graduation.

Prospective high school students interested in the 18 or 24-credit option must have completed the
appropriate academic requirements for their sophomore year. They must also have a 2.0 GPA, good
attendance and discipline record, and be at least 16 years of age.

e Career Center District Diploma (CCDD)

The Career Center District Diploma (CCDD) is an alternative to the credit-based diploma. The CCDD is a
non-traditional, non-credit, computer-assisted program for juniors and seniors. It is designed for students
who have fallen behind in credits or have been retained one or more times, but are seriously motivated to
continue their education. Students work on vocational skills as well as academic skills necessary to pass
the GED. If the students pass their academic courses, the FCAT, the GED, earn a completion point in their
vocational program, and maintain excellent attendance, they may graduate with a Polk District High School
Diploma. Once all CCDD requirements are complete, these Traviss students participate in the Traviss
Career Center graduation.

Prospective high school students interested in the CCDD option must be at least 16 years of age, be
currently enrolled in a high school, and maintain good attendance and discipline. Students choosing this
option cannot graduate ahead of the class with which they started kindergarten.

Exceptional Student Education (ESE)

The Exceptional Student Education Program serves high school ESE students who have demonstrated the
ability to successfully perform (academically and socially) in regular academic and elective classes. No
academic ESE courses are available at Traviss, but a Career Preparation Class for ESE students is
offered.

Student s needing ESE services shoul d contact t he

attempting to complete any admission requirements. All ESE documentation must be received and

Cer

approvedby t he Centerés ESE Coordinator before admission i

General High School/Secondary Admission Requirements

1. Interested students should meet with a Traviss Career Center Counselor or High School
Coordinator to discuss admission and career program requirements.

2. The student should then take the TABE (Test of Adult Basic Education). Students may take the
TABE at the Center or at area high schools. Contact Student Services at Traviss Career Center for
TABE dates and times.

3. Prospective students and, ideally, the parent or guardian should meet with a Counselor or High
School Coordinator to discuss test scores, career interests, diploma options, and entry date.

4. Prior to entry, an application form must be completed.




High School/Secondary Admission Requirements for Specialized Programs

e Cosmetology

High school students wishing to enter the Cosmetology program must complete all the admission
requirements for the Center. Also, due to the amount of time that is needed to complete the number of
required services in the Cosmetology Curriculum Frameworks, additional admission requirements are
necessary.

The student must have:

1. Completed all graduation requirements with the exception of the elective credits they can earn for
graduation through the Cosmetology program.
2. Passed the FCAT (Florida Comprehensive Assessment Test).

e Health Science Education Programs

High school students wishing to enter Health Science Education programs must complete all the entry
requirements specific to the health program selected as well as all general high school admission
requirements for the Center. Due to the advanced curriculum requirements in these programs, applicants
must meet with a Guidance Counselor and a representative from the Health Science Education Department
before taking the Level A TABE and before continuing the application process. The additional admission
requirements for specific Health Science Education programs follow.

To enter the Dental Assisting (Dental Aide) program, the student must have:

1. Completed all required academic course work for graduation.

2. A 3.2 Cumulative GPA.

3. Passed the FCAT.

4. Passed the Manual Test of Dexterity (will be given at the Center).

To enter the Health Unit Coordinator program, the student must have:

1. Completed all required academic course work for graduation.
2. A 3.0 Cumulative GPA.
3. Passed the FCAT.

To enter the Optometric Assisting (Vision Care Assisting) program, the student must have:

1. Completed all required academic course work for graduation.

2. A 3.0 Cumulative GPA.

3. Passed the FCAT.

4. Passed the Manual Test of Dexterity (will be given at the Center).

To enter the Practical Nursing program, the student must have:

Completed all required academic course work for graduation.

A 3.2 Cumulative GPA.

Passed the FCAT.

Passed the Manual Test of Dexterity (will be given at the Center).

Passed the National League of Nursing (NLN) Exam with a composite score of 50% (will be given at the
Center). Exam fee $50.00

arLONE
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Financial |nformation

TUITION AND PROGRAM COSTS

Tuition and program costs are established by the School Board of Polk County. A student must live in the
state of Florida for twelve (12) months before establishment of Florida Residency. The student must
present documentation to that effect. Program costs may vary and are subject to change without notice.
Cash, personal checks, debit cards, electronic transfers, credit cards (Visa or MasterCard only) or money
orders are accepted. New students who enroll after the initial registration period will pay a pro-rated
amount based on the instructional time remaining. Tuition and program costs are to be paid in the following
order:

e Half is paid on the first day of registration.

e Balance is to be paid within thirty school days.

Vocational Certificate
Tuition is $2.14 per clock hour for Florida residents and $8.54 per clock hour for out-of-state residents.
Tuition is $8.54 per clock hour for non-U.S. residents with proper immigration credentials.

Adult General Education

e With diploma or GED

Tuition is $2.14 per clock hour for Florida residents and $8.54 per hour for out-of-state residents.
Tuition is $8.54 per hour for non-U.S. residents with proper immigration credentials.

e Without diploma or GED

Adult students in this category do not pay tuition. Program costs may be found on page 47.

Continuing Workforce Education
Tuition is $4.28 per clock hour for both resident and nonresident/foreign students.

Program Costs

e Adult/Postsecondary Students

Tuition and program costs may be found on page 47.

¢ High School/Secondary Students

High school students do not pay tuition. Program costs may be found on page 48.

Financial Aid
Financial aid is available to those who qualify. Financial aid students need to confirm payment procedures
with the Centerdéds Financial Aid Coordinator.

11



REFUNDS
The following guidelines will govern the refund of student fees:

1.

10.

A full refund of tuition and fees paid will be granted if administration cancels a class with the
exception of cost incurred by applicants to secure required immunizations or medical
documentation. Class fees will be refunded by check for any class canceled by the Career Center.
The refund shall be made within thirty (30) days after the planned start date of the program/class.
Any credit card payments will be refunded to the card charged.

A refund will be granted if a student withdraws on or before the first day of class. No more than one
hundred dollars ($100.00) of the tuition and fees will be retained by the Career Center.

Prorated refunds:

a) After the end of the second day of enrollment, tuition refunds will be pro-rated up to thirty (30)
days; there will be no refund for application, background check, or consumable lab fees.

b) There will be no refund of any fees after thirty (30) days.

¢) Evening classes i no refund after 12 days since class has begun.

Any seat deposit of $100.00 is non-refundable; however, this deposit will be applied to the
programbés first semester fees.

Refunds, when due:

a) Will be made without requiring a request from the student.

b) Will be made within forty-five (45) days from the last day of attendance if written notification of
withdrawal has been provided to the school by the student or

c) Will be made within forty-five (45) days from the date the school terminates the student.

Students enrolled who have not visited the Center previously, will have the opportunity to withdraw
without penalty within three (3) days following either attendance at a regularly scheduled orientation
or following a tour of the facilities and inspection of the equipment.

Textbook costs and supplies purchased from the school store are non-refundable.

A student may choose to apply any refund, as described in this policy, to enroll in other programs
during the same academic year.

Credit card payments are refunded to the card charged. All other refunds will be issued by check
from the School Board of Polk County. Students should allow thirty to forty-five (30-45) days for
receipt of a refund check.

Early full program completers will not receive a prorated refund. Students who require more paid
instruction beyond planned program hours will be eligible for a prorated refund upon program
completion.

Funding Agencies

Reimbursement, based on student completion hours, will be made to the funding agency, if the funding
agency paid tuition and fees (1> or 2" Semester) and the student withdrew.

Third Party Funding

Traviss cooperates with agencies and employers who plan to pay the expenses for a student. The
agency/employer is required to submit a written billing authorization at the time of registration to the
Business Office. The Business Office will invoice the sponsor for expenses.

* Pre-paid state licensure exam fees will be refunded if the student withdraws prior to taking the exam.
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FINANCIAL ASSISTANCE

Students seeking financial aid shouds peak with the Centerds Financi al Ai d
be officially accepted at the Center before applications for financial aid can be approved. The Financial Aid
Coordinator wil/l hel p deter mi ne fnoneia assistende pregramgforb i | i t y.

adult/postsecondary students follows:

AmeriCorps
AmeriCorps is a network of national service programs that engage Americans in intensive volunteer service

to meet critical needs in education, public safety, health, and the environment. After successfully
completing a term of service, AmeriCorps members enrolled in the National Service Trust are eligible to
receive an education award. Traviss Career Center automatically bills the National Service Trust each
semester for fees covered by AmeriCorps.

Florida Bright Futures
Traviss Career Center participates in this state-funded financial assistance program. Please see the
Financial Aid Coordinator for additional information.

Florida Prepaid College Plan
Florida Prepaid is available to students who have paid into this state operated college plan. Traviss Career
Center automatically bills Florida Prepaid each semester for fees covered by the Florida Prepaid Plan.

Florida Student Assistance Grant Program Career Education (FSAG-CE)

This grant is awarded to students who qualify according to Federal Government Title IV Student Aid
guidelines. This grant is an award and does not require repayment. A student must be a certificate seeking
student in a 450 hour or longer program and must meet the EFC guidelines.

Florida Vocational Tuition Assistance

Traviss Financial Aid (TFA) is available to students who do not qualify for any other financial aid and for
programs that are less than 600 clock hours. Students must meet eligibility requirements based on the
FAFSA (Free Application for Federal Student Aid) form. Please see our Financial Aid Coordinator for
additional information.

Indian Affairs

Those eligible for education and training are encouraged to direct questions to the Governor's Council on
Indian Affairs Office in Tallahassee, or obtain information from the Guidance Counselor or Financial Aid
Coordinator. www.fgcia.com

PELL Grant

This grant is awarded to students who qualify according to Federal Government Title IV Student Aid
guidelines. This grant is an award and does not require repayment. A student must have a GED or 24
credit high school diploma and be a certificate-seeking student in a 600 hour or longer program. Students
must complete a FAFSA (Free Application for Federal Student Aid) form and provide the necessary
documentation to verify their application. Students who qualify must sign an agreement titled Traviss
Career Center Policies and Conditions. Students will also receive an award letter which includes the
tentative amount of Pell money available for the current academic year. Each student's attendance and
grades will be monitored each month.

* Traviss Career Center does not participate in any Title IV Loan programs.

Polk County Workforce Development Board

Funding is available to students who live in Polk County and who meet the need for high-wage/high-skill
occupations. This financial assistance program is administered by Polk Works, Inc. For additional
information please see representatives in the Student Services office or any Polk Works One-Stop Career
Center.
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Veterans' Benefits

VA certified for classes for daytimequal i fyi ng Veterans for programs appro
State Approving Agency under the Florida Department of Veterans Affairs. Upon meeting the entrance
requirements of the specific program(s) desired, persons eligible to receive benefits may enroll, complete

necessary paperwork, and receive allowances. A list of programs approved for veterans is available in the

student services center.

Vocational Rehabilitation

The Florida Office of Vocational Rehabilitation (VR) is a Division of the Department of Education. Vocational
Rehabilitation provides services when a phy s iility ¢l or m
work. Questions concerning eligibility for VR benefits should be directed to the Vocational Rehabilitation

counselor currently stationed at the Winter Haven or Lakeland One-Stop Career Center, at the main VR

offices, or with a Guidance Counselor at Traviss.

Other Scholarships

Many students receive scholarships and awards from sources outside of Traviss Career Center. These
funds are deposited into a trust fund and are administered by the Traviss Career Center Business Office
according to the guidelines of the donating sources.
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Student Services

CAREER CENTER

The Polk Works One-Stop Career Center, works through Student Services and provides career information
for students, alumni, and the community. The Career Center provides pre-assessment and individualized
counseling about current and projected trends in the job market. Services also include information
concerning full-time and part-time job vacancies, interviewing tips, and assistance with completion of job
applications. Reference materials housed in the Career Center provide information about a variety of
occupations and employers.

JOB PLACEMENT
An On-the-Job (OJT) Coordinator, working through Student Services assists current and former students in
finding employment. Instructors also assist with placement through business and industry contacts.

TRANSCRIPTS
Requests for transcripts must be made in writing to Student Services. There is a nominal fee for transcripts
requested by former students.

STUDENT ORGANIZATIONS
Various activities and events during the school year help to enrich the educational experience at Traviss.
The Center sponsors the following organizations:

CECF/BPA i Career Education Clubs of Florida/Business Professionals of America members compete in
demonstrations of their business technology skills, develop their professional and leadership skills, network
with one another and professionals across the nation, and participate in community service projects.

DAS i The Dental Assisting Society invites dental students to participate in fund raising projects to offset
the cost of such items as membership in the American Dental Assistants Association (ADAA), application to
the Dental Assisting National Board Exam (DANB), the graduation pin, and social activities.

FBA i Future Builders of America is a local club with the Polk County Builders Association. Students
interested in building careers have the opportunity to meet builders, participate in competitions, develop
leadership skills, participate in summer internship programs, and apply for college scholarships.

HOSA i Health Occupations Students of America is a national student organization. The mission of HOSA
is to promote career opportunities in the health care industry and to enhance the delivery of quality health
care to all people.

NTHS i National Technical Honor Society is a nonprofit, educational organization established to honor
excellence in career and technical education. Student candidates must meet national and local
membership standards and are people who have demonstrated scholastic achievement, skill development,
leadership, honesty, responsibility, and good character.

SkillsUSA i SkillsUSA (formerly VICA, Vocational Industrial Clubs of America) is a national organization for
students who are preparing for careers in trade, technical and skilled service occupations, including health
occupations which promotes skill development in addition to personal development. The emphasis is on
leadership, social, character, citizenship and community development. SkillSUSA provides regional, state
and national competitions and awards.

Traviss Ambassadors 1 Traviss Ambassadors is a society of students who represent the various career
programs at the Center. Ambassadors serve as examples and coaches to their fellow students, serve as
greeters and tour guides to prospective students and other guests at the Center, and help promote a sense
of community within the programs, classrooms, and the Center as a whole. Traviss Ambassadors meet
once a month to review and share issues connected with their leadership roles at the Center.
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Regulations

ATTENDANCE AND PUNCTUALITY

Rationale

Traviss provides quality training for individuals who choose to prepare for high-wage/high-skill jobs.
Programs emphasize a combination of theoretical and vocational knowledge, performance skills, and
work habits and attitudes necessary in the workforce. Employers seek workers who demonstrate
dependability, ability to work well with others, and knowledge of their job. Student success depends
upon attendance, punctuality, and commitment.

In order to obtain the most from your program at Traviss, you have to be here and on time! You are held
accountable for regular, punctual class attendance, as well as for the constructive use of your class time
during each school day. Potential employers will inquire in the Student Services Department not only about
your performance in the program, but also about your attendance.

Tardy:
Two (2) unexcused tardies will constitute one (1) absence.

Excused Absences:

Traviss observes the 2009-2010 Code of Student Conduct in determining which absences will be excused
and which will not. According to this code, the following absences will be excused by the school system:

A Personal illness

lliness or death in the immediate family

Observance of a religious holiday of specific faith of student

Educational trips

Trips with parents (prearranged)

School sponsored activities

Judicial Actions i Subpoena/Summons or Juvenile Detention Center placement.

I D D D> >

Excessive absences and tardies will be handled as discipline problems!

Traviss Career Center encourages and expects all students enrolled in programs to attend regularly, to
derive maximum benefit from the instructional program, and to develop habits of punctuality, self discipline
and responsibility. Students are expected to telephone the instructor by 9:00 AM when absent according to
departmental policy. Attendance requirements in programs that lead to board licensure may be stricter than
Travissd overall attendance policy.

A student may be withdrawn from school if:
1. The adult student accumulates five (5) unexcused absences in an 18 week period.
2. The High School student accumulates ten (10) unexcused absences in an 18-week period.
3. The adult student is absent five (5) consecutive days and has not initiated a Leave of Absence
Request.*

* A Leave of Absence Request for adult students only, may be granted for up to ten (10) days in a year.
Students who exceed the ten-day leave of absence will be withdrawn and may reenter at the next
enrollment period for that program.

WITHDRAWALS

Adult/Postsecondary Students

Adult students should report their intentions to the instructor and counselor. The instructor will complete a
withdrawal form and submit it to Student Services. The student will complete an exit interview if possible.
Prior to withdrawal, all financial obligations must be met. Failure to do so may result in withholding of a
transcript and certificate.

High School/Secondary Students

Hi gh School s t ar guardiansndust mitiate ¢he withdrawal, and the student must participate in
an exit interview with a Center counselor. Prior to withdrawal, all financial obligations must be met. Failure
to do so may result in withholding of a transcript and certificate.
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Suspension/Involuntary Withdrawal

Students may be suspended and/or expelled or involuntarily withdrawn from classes for violation of School
Board and/or Traviss Career Center policies. Students may also be involuntarily withdrawn for excessive
absences.

CONDUCT

Career education prepares a person for employment. It will be offered only to those who can profit from the
experience. Students are expected to adhere to the Code of Student Conduct as approved and adopted by
the Polk County School Board. A student who is unwilling to take directions from an instructor or is unable
to associate with others in an acceptable manner indicates that he/she is not ready for career preparation.
Any student who persists in disrupting instruction will be removed from the class.

DRESS CODE

Students must dress in the uniform assigned to their program and in accordance with the standards
established by the Center, by businesses and industries in the local community and within the guidelines of
the School Boar d oéd of Btudénk Coltlactt nProgrénss reQuired uniforms and/or safety
apparel.

Any type of dress that disrupts the educational process at Traviss Career Center will be referred to the
Dean of Students, and for high school students a parent may be contacted. Consequences will include a
warning, parent phone contact, and work detail before a student is subject to suspension.

* Hats and shorts cannot be worn on campus at any time.

ELECTRONIC DEVICES
All electronic devices, cell phones, ipods, etc. are to be off while a student is in the class or shop area. If it
is seen or heard, the instructor will confiscate it and turn it into the Dean of Students office.

DRUG-FREE SCHOOL POLICY
The Center provides a safe, orderly, and disciplined learning environment free of drugs and violence.
Students who desire information on substance abuse prevention should consult a guidance counselor.

EVALUATION OF STUDENT PROGRESS AND GRADING SCALE

Instructors provide ongoing formal and informal reports to students to document student progress.
Additionally, program instructors evaluate high school students and full-time adult students each nine
weeks, and report cards are issued quarterly. Although many programs are individualized and self-paced,
students are expected to maintain satisfactory progress as required by program standards. If progress is
unsatisfactory, the student shall be referred to a counselor for assistance.

The Center uses the following grading scale.

A1 90 to 100
Bi 80 to 89
Ci 70 to 79
Di 60 to 69

Fi 0 to 59
* The grading scale for some Health Science programs may be different and is defined in the program
handbook.

GRADUATION CEREMONIES
Many programs hold graduation ceremonies. All students who have completed a program may participate.
The Center encourages family and friends to attend these ceremonies.

TOOLS, EQUIPMENT AND PROPERTY

Students are responsible for proper use and care of tools, equipment, and other school property. Any
student responsible for damage to or loss of school property will be required to make adequate adjustment.
Losses or damages must be reported to the instructor as soon as detected. As part of the training program,
students will be responsible for good housekeeping on campus and in their learning areas.

I.D. BADGES

Staff and students at Traviss must wear identification badges while on campus. Students receive
information about obtaining and wearing identification badges during orientation. There is a $5.00 fee for
replacement of identification badge.
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ACADEMIC EDUCATION

H igh School/Secondary Opportunities

High school students enrolled in the 18-credit or 24-credit standard diploma options, career program
classes count as elective credits; academic credits are earned in a variety of academic classes. As an
alternative to the standard diploma options, students may pursue the Career Center District Diploma.
Details concerning these diploma options are found on page 9.

Adult/Postsecondary Opportunities

English Literacy for Career and Technical Education (ELCATE)
English language instruction is provided to limited English proficient adults to prepare them for success in a
career program at the Center or in the workplace. Please see page 45.

GED Preparation
Preparation for the Tests of General Educational Development (GED) is offered through the Evening
Division at the Center. Please see page 45.

Online ABE
The Online ABE (Adult Basic Education) course prepares the student to enroll in a GED preparation course.
Please see page 46.

Online GED
The Online GED is an Internet-based interactive course designed to prepare students to take the GED.
Please see page 46.

Vocational Preparatory Instruction (VPI)
Students whose admissions scores fall below state minimum standards for their programs on the TABE
(Test of Adult Basic Education) are referred to VPI. Please see page 46.

18



ARCHITECTURE & CONSTRUCTION CAREERS

Air-Conditioning, Refrigeration and Heating Technology

This program is in Architecture & Construction Education and is open to both adult and high school
students. The program is 1350 hours (49 weeks) or approximately a 1¥4 year program in length if enrolled
on a full-time basis. It is separated into seven courses for high school students for a total of 7 elective
credits. Air-Conditioning, Refrigeration and Heating Technology is offered during the day and evening (fall
and spring semesters) and students may enroll in the program at any time during these semesters.
Air-Conditioning, Refrigeration and Heating Technology consists of four Occupational Completion Points
(OCPs). In the adult program, students cover OCPs A, B, C and D; in the high school program, students
cover OCPs A, B and C.

e OCPAT A/C, Refrigeration and Heating Helper 250 hours
e OCPBT A/C, Refrigeration and Heating Mechanic Assistant 250 hours
e OCPCI1 A/C, Refrigeration and Heating Mechanic 500 hours
e OCPDI A/C, Refrigeration and Heating Technician 350 hours

Air-Conditioning, Refrigeration and Heating Technology focuses on broad, transferable skills, stresses the
understanding of the heating, air-conditioning, refrigeration and ventilation industry, and demonstrates
elements of the industry such as planning, management, finance, technical and production skills. The
course content also focuses on the underlying principles of technology, labor issues, community issues,
and health, safety, and environmental issues.

Adult students are required to purchase certain tools for the Air-Conditioning, Refrigeration and Heating
Technology program. The materials fee listed below reflects the estimated cost for these tools and may be
purchased from any local vendor.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Math, and
level 9 in Reading and Language. This program is nationally accredited by HVAC Excellence (Heating,
Ventilation, and Air-Conditioning).

Costs for 2009 17 2010
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Air-Conditioning, Refrigeration )
and Heating Technology $2889 | $30 | $2119 | $60 | $297 | $450 $150 | $20 | $60 | $3186
Costs for 2009 i 2010
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Air-Conditioning, Refrigeration ) :

and Heating Technology $0 $35 $60 | $150 | $20 $265

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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ARCHITECTURE & CONSTRUCTION CAREERS

Architectural Drafting

This program is in Architecture & Construction Education and is open to both adult and high school
students. The program is 1900 hours (69 weeks) or approximately a 2 year program in length if enrolled
on a full-time basis. It is separated into thirteen courses for high school students for a total of 13 elective
credits. Architectural Drafting is offered during the day and evening (fall and spring semesters) and students
may enroll in the program at any time during these semesters. Architectural Drafting consists of five
Occupational Completion Points (OCPs).

e OCP AT Blueprint Reader 150 hours
e OCP B Drafting Assistant 450 hours
e OCP C1i Architectural Detailer 200 hours
e OCPDT Architectural CAD Drafter 550 hours
e OCPET Architectural Drafter 550 hours

In Architectural Drafting, students learn the basics of board drafting before learning to create drawings in
AutoCAD (a computer software program). They produce an array of drawings that includes fundamental
civil drawings, as well as sheds, house renovations, residential housing, light commercial buildings, and
landscaping plans.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Math and
level 9 in Reading and Language.

Costs for 20091 2010

Adult/Postsecondary
Program

Total Tuition
for Program
Application
Tuition
2009-2010
School Year Only
Lab Fees*
Books*
Materials*
Parking Decal
I.D. Badge
Uniforms*
Professional
Association*
Certification*
Total Cost
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Architectural Drafting $4066 | $30
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$2719

Costs for 20091 2010

High School/Secondary
Program

Total Tuition
© |for Program
Yearly Supply
Fee*
Consumable
Workbooks*
Materials*
Testing
Certification*
Uniforms*
Professional
Association*
I.D. Badge
Parking Decal
Total Cost
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$150 = $150
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Architectural Drafting 2 $455

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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ARCHITECTURE & CONSTRUCTION CAREERS

Brick and Block Masonry Program

This program is in Architecture & Construction Education and is open to both adult and high school
students. The program is 1650 hours (60 weeks) or approximately a 1% year program in length if enrolled
on a full-time basis. It is separated into five courses for high school students for a total of 5 elective credits.
High school students will need a minimum of 3 hours a day in the program in order to complete the
necessary credits. Brick and Block Masonry Program is offered during the day and evening (fall and spring
semesters) and students may enroll in the program at any time during these semesters. Brick and Block
Masonry Program consists of three Occupational Completion Points (OCPs).

e OCP AT Masonry Tender 450 hours
e OCP B Bricklayer Helper, Firebrick and Refractory Tile 300 hours
e OCPCi Brickmason 900 hours

The Masonry program emphasizes a hands on approach to learning. This program focuses on broad,
transferable skills, stresses the understanding of all aspects of the masonry industry, lay brick and block,
read drawings and specifications, building layout and estimating. Students will demonstrate such elements
of the industry as planning, management, finance, technical and production skills, underlying principles of
technology, labor issues, community issues, and health, safety, and environmental issues.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Math and Level
8 in Reading and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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ARCHITECTURE & CONSTRUCTION CAREERS

Electricity

This program is in Architecture & Construction Education and is open to both adult and high school
students. The program is 1200 hours (44 weeks) or approximately a 1% year program in length if enrolled
on a full-time basis. It is separated into eight courses for high school students for a total of 8 elective
credits. Electricity is offered during the day and evening (fall and spring semesters) and students may
enroll in the program at any time during these semesters. Electricity consists of three Occupational
Completion Points (OCPs).

e OCP AT Electrical Helper 300 hours
e OCP B Residential Electrician 450 hours
e OCP Ci Commercial Electrician 450 hours

The electricity program prepares students for a wide variety of jobs in residential, industrial, commercial,
and electrical maintenance. It utilizes specialized classroom and shop/lab experiences to enable the
student to become proficient in the layout, installation, and maintenance of electrical wiring and related
equipment in houses, industrial, and commercial establishments and other structures. Blueprint
interpretation, building and wiring codes including the latest edition of the National Electric Code,
specifications and material capacities and limitations are part of the program offerings. The program also
includes instruction in the theory and installation of transformers, switches, lighting fixtures, and connection
of grounding lines. Instruction includes safe work procedures as well as the testing and troubleshooting of
circuits and using appropriate instruments and monitoring devices. Additional requirements for admission
include the willingness to work indoors and outdoors (sometimes in high places) and the ability to
distinguish different colors of wire.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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ARCHITECTURE & CONSTRUCTION CAREERS

Mechanical Drafting

This program is in Architecture & Construction Education and is open to both adult and high school
students. The program is 1900 hours (69 weeks) or approximately a 2 year program in length if enrolled
on a full-time basis. It is separated into thirteen courses for high school students for a total of 13 elective
credits. Mechanical Drafting is offered during the day and evening (fall and spring semesters) and students
may enroll in the program at any time during these semesters. Mechanical Drafting consists of five
Occupational Completion Points (OCPs).

e OCP AT Blueprint Reader 150 hours
e OCP B Drafting Assistant 450 hours
e OCP C1 Drafting Detailer 200 hours
e OCP D1 Mechanical CAD Technician Drafter 500 hours
e OCP E T Mechanical Drafter 600 hours

In Mechanical Drafting, students learn the basics of board drafting before learning to create drawings in
AutoCAD (a computer software program). They produce an array of drawings that includes pneumatic
hydraulic drawings, production/tool drawings, structural and assembly drawings of machinery as well as
fundamental civil drawings.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Math and
level 9 in Reading and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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ARTS, A/V TECHNOLOGY & COMMUNICATION CAREERS

Commercial Art Technology

This program is in Arts, A/V Technology & Communication Education and is open to both adult and high
school students. The program is 1500 hours (55 weeks) or approximately a 1% year program in length if
enrolled on a full-time basis. It is separated into ten courses for high school students for a total of 10
elective credits. Commercial Art Technology is offered during the day (fall and spring semesters) and
students may enroll in the program at any time during these semesters. Commercial Art Technology
consists of four Occupational Completion Points (OCPs).

e OCP AT Desktop Publishing Assistant 450 hours
e OCP B Design Technician 450 hours
e OCPCIT lllustrator 300 hours
e OCPDT Print Media Artist 300 hours

The course content includes computer graphic programs, basic art skills, lettering skills, preparation of
layouts and illustrations, preparation of camera ready paste-up, and development of specialized skills. The
course content also includes training in communication, leadership, human relations and employability
skills, and safe, efficient work practices.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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BUSINESS, MANAGEMENT & ADMINISTRATION CAREERS

Accounting Operations

This program is in Business, Management & Administration Education and is open to both adult and high
school students. The program is 900 hours (33 weeks) or approximately a 1 year program in length if
enrolled on a full-time basis. It is separated into six courses for high school students for a total of 6 elective
credits. Accounting Operations is offered during the day and evening (fall and spring semesters) and
students may enroll in the program at any time during these semesters. Accounting Operations consists of
four Occupational Completion Points (OCPs).

e OCP AT Business Technology Education Core 150 hours
e OCPBT Accounting Clerk 300 hours
e OCPC1 Accounting Associate 300 hours
e OCPDI1 Accounting Assistant 150 hours

In the Business Technology Education Core students learn to use touch keyboarding skills to enter text
and key data. Office tasks include a review of grammar, punctuation, spelling, and other English skills,
filing/record management, telephone techniques/telecommunications, mail handling, human relation skills,
grooming, job applications, leadership skills, and how to select and apply correct mathematical processes.
Content includes the following: performing math computations with special emphasis on the touch system
on the calculator and on the computer numeric keypad; using current and emerging computer technology
and software; identifying computer hardware and software; identifying basic computer concepts and
terminology; using an operating system (Microsoft Windows XP); and using the latest versions of the most
popular application software programs found in business including Microsoft Office Suite.

The Accounting Clerk, Accounting Associate, and Accounting Assistant learn double-entry accounting
principles, methods of recording business transactions, preparation and analysis of various documents and
financial statements, payroll records and tax forms, accounting control systems, account and transaction
analysis, inventory methods, the aging process, depreciation, and the application of accounting principles to
various entities. Also, the Accounting program offers computerized accounting through QuickBooks Pro for
Accounting and Peachtree Accounting.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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BUSINESS, MANAGEMENT & ADMINISTRATION CAREERS

Administrative Assistant

This program is in Business, Management & Administration Education and is open to both adult and high
school students. This program is 1050 hours (38 weeks) or approximately a 1 year program in length if
enrolled on a full-time basis. It is separated into seven courses for high school students for a total of 7
elective credits. Administrative Assistant is offered during the day (fall and spring semesters) and students
may enroll in the program at any time during these semesters. Administrative Assistant consists of four
Occupational Completion Points (OCPs).

e OCP AT Business Technology Education Core 150 hours
e OCPBT Front Desk Specialist 300 hours
e OCP C1i Assistant Digital Production Designer 150 hours
e OCP D1 Administrative Assistant 450 hours

Administrative assistants, office managers, clerks and receptionists are often the backbone of an
organization. According to the Bureau of Labor Statistics, 2.5 million jobs in administrative and support
services will be added between 2002 and 2012. These employment opportunities are available to those
who have knowledge of computer applications and office machinery, as well as solid writing and verbal
skills. Effective administrative assistants will utilize the applications available in the Microsoft Office Suite
program package to create documents, PowerPoint presentations, build spreadsheets, and manage
electronic address books and calendars. Students in the program will cover each of these areas in detail
and will be trained to work effectively in a computerized office environment.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Reading,
Math and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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BUSINESS, MANAGEMENT & ADMINISTRATION CAREERS

Customer Assistance Technology

This program is in Business, Management & Administration Education and is open to adult students. The
program is 450 hours (16 weeks) or approximately a ¥ year program in length if enrolled on a full-time
basis. Customer Assistance Technology is offered during the day (fall and spring semesters) and students
may enroll in the program at any time during these semesters. Customer Assistance Technology consists
of three Occupational Completion Points (OCPs).

e OCP AT Business Technology Education Core 150 hours
OCP Bi Customer Care Representative 150 hours
e OCP Ci Customer Care Specialist 150 hours

This program offers a broad foundation of knowledge and skills to prepare students for employment in
customer care service positions. The content includes the development of interpersonal communications,
conflict resolution, leadership, decision making, problem solving, supervisory, and employability skills.
Additionally the program content includes diversity awareness, telephone techniques, and technical
applications in the customer care environment. Students learn to use Windows XP and Microsoft Office
Suite.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language.
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Customer Assistance Technology $963 | $30 | $963 | $40 | $279 - - - $150 | $20 - $1482

Tax is not included in total program costs.
* Lab Fees, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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BUSINESS, MANAGEMENT & ADMINISTRATION CAREERS

Legal Administrative Specialist

This program is in Business, Management & Administration Education and is open to both adult and high
school students. The program is 1050 hours (38 weeks) or approximately a 1 year program in length if
enrolled on a full-time basis. It is separated into seven courses for high school students for a total of 7
elective credits. Legal Administrative Specialist is offered during the day (fall and spring semesters) and
students may enroll in the program at any time during these semesters. Legal Administrative Specialist
consists of four Occupational Completion Points (OCPs).

e OCP AT Business Technology Education Core 150 hours
e OCPBT Front Desk Specialist 300 hours
e OCP C1i Administrative Support 150 hours
e OCPDT Legal Administrative Specialist 450 hours

This program offers a broad foundation of knowledge and skills that expand the traditional role of the Legal
Secretary. The content includes the following: the use of technology to develop communications skills,
higher level thinking skills, and decision making skills; legal terminology; the performance of office
procedures specific to the legal environment; transcription of legal documents from machine dictation; the
production of quality work in an efficient manner using advanced features of business software applications;
including Word Perfect 12 and Microsoft Office Suite as well as Internet Explorer; research of job
opportunities; and the production of high quality employment portfolios and job-seeking documents.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Reading,
Math and Language.
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Legal Administrative Specialist $0 $50 | $123 - - $150 $20 - $343

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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BUSINESS, MANAGEMENT & ADMINISTRATION CAREERS

Medical Administrative Specialist

This program is in Business, Management & Administration Education and is open to both adult and high
school students. The program is 1050 hours (38 weeks) or approximately a 1 year program in length if
enrolled on a full-time basis. It is separated into seven courses for high school students for a total of 7
elective credits. Medical Administrative Specialist is offered during the day (fall and spring semesters) and
students may enroll in the program at any time during these semesters. Medical Administrative Specialist
consists of four Occupational Completion Points (OCPs).

e OCP AT Business Technology Education Core 150 hours
e OCPBT Front Desk Specialist 300 hours
e OCP Ci Medical Office Technologist 300 hours
e OCP DT Medical Administrative Specialist 300 hours

This program offers a broad foundation of knowledge and skills that expand the traditional role of the
Medical Secretary. The content includes the following: the use of technology to develop communication
skills, higher level thinking skills, and decision making skills; medical terminology; the performance of office
procedures specific to the medical environment; transcription of medical documents, insurance coding
(ICD-9 & CPT) and billing; the production of quality work in an efficient manner using advanced features of
business software applications; research of job opportunities; and the production of high quality
employment portfolios and job-seeking documents.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Reading,
Math and Language.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HEALTH SCIENCE CAREERS

Dental Assisting

This program is in Health Science Education and is open to both adult and high school students. Please
see Health Science Education Admission Requirements on pages 8 and 10. This program is 1230 hours
(40 weeks) or approximately a 1 year program. Dental Assisting is offered during the day (fall and spring
semesters) and students may enroll in the program prior to the beginning of the fall semester. Dental
Assisting consists of two Occupational Completion Points (OCPs).

e OCP A1 Health Science Core 90 hours
OCP B i Dental Assistant 1140 hours

High School students who take this program are enrolled in Dental Aide. It is separated into three courses
for high school students for a total of 3 elective credits.

In this program, the student learns to assist the dentist in all facets of the office. Local dental offices
provide chair-side experience. Activities include taking x-rays, assisting at chair-side, and knowing
sterilization procedures, business office procedures, and inventory control. Students also learn to make
temporary bridges and crowns, all expanded functions, as well as polishing teeth and oral health, including
brushing and flossing.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Reading,
Math and Language. Each graduate receives a program Certificate of Completion from Traviss Career
Center that includes certification in Dental Radiology and expanded functions. Students then take the
Dental Assisting National Board Examination. Graduates passing this exam will have earned the right to
use the title Certified Dental Assistant.

Dental Assisting is approved by the Florida Dental Association and supported by the Florida Dental Health
Foundation. The ADA (American Dental Association) Commission on Dental Accreditation, a specialized
accrediting body recognized by the Commission on Recognition of Postsecondary Accreditation and by the
United States Department of Education, accredits this program. The ADA Commission on Dental
Accreditation can be contacted at (312) 440-2718 or at 211 East Chicago Avenue, Chicago, IL 60611.
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Dental Aide (Dental Assisting) $0 $137 | $310 | $263 - $516 | $150 $30 $1406

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HEALTH SCIENCE CAREERS

Health Unit Coordinator

This program is in Health Science Education and is open to both adult and high school students. Please
see Health Science Education Admission Requirements on pages 8 and 10. The program is 500 hours
(13 weeks) or approximately a 4 month program. It is separated into three courses for high school
students for a total of 3 elective credits. Health Unit Coordinator is offered during the day (fall and spring
semesters) and students may enroll prior to the beginning of each semester. Health Unit Coordinator
consists of two Occupational Completion Points (OCPs).

e OCP A1 Health Science Core 90 hours
OCP B i Health Unit Clerks 410 hours

This program prepares students to perform specialized non-clinical tasks, such as: physician order
transcription, scheduling diagnostic studies, interdepartmental computer communication, various chart
duties as well as interacting with physicians, therapist, staff personnel and visitors. Clinical learning
experiences are an integral part of this program. Students learn medical terminology, legal and ethical
responsibilities, safe and efficient work practices, clerical skills, safety and security use of computers,

interpretation and transcription ofdoctor s 6 or der s, and employability skills.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Math and level
10 in Reading and Language. Upon completion, students are eligible to take the National Certification
Examination Board administered by the National Association of Health Unit Coordinators (NAHUC).
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Health Unit Coordinator $0 $137 $30 - $16 $150 - - $333

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HEALTH SCIENCE CAREERS

H ome Health Aide

This program is in Health Science Education and is open to adult students. Please see Health Science
Education Admission Requirements on page 8. The program is 165 hours (6 weeks) or approximately a
1% month program. Home Health Aide is offered during the day (fall and spring semesters) and students
may enroll prior to the beginning of each class. Home Health Aide consists of two Occupational Completion
Points (OCPs).

e OCP A1 Health Science Core 90 hours
OCP Bi Home Health Aide 75 hours

This program prepares students for employment as a home attendant, home health aide or to provide
supplemental training for persons previously or currently employed in these occupations. The content
includes instruction in those supportive services that are required to provide and maintain bodily and
emotional comfort and to assist the patient toward independent living in a safe environment. Additional
content areas to be included are: legal and ethical responsibilities; communication skills; basic human
needs; a safe, clean, and healthy home environment; the developmental process; nutritional needs;
emergency care; personal care; special care and rehabilitation needs of the client; household management;
record-keeping; pet-facilitated therapy; and employability skills.

Students receive a Certificate of Completion once all program competencies are fulfilled and the required
basic skills have been demonstrated. Upon receipt of the certificate, students are eligible to take the
National Health Care Foundation Skill Standards Assessment with instructor approval and the completion of
a portfolio.
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Home Health Aide $353 | $30 | $353 | $127 | $60 | $50 - | $150 | - | $16 | $786

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HEALTH SCIENCE CAREERS

Nursing Assistant
(Long-Term Care)

This program is in Health Science Education and is open to adult students. Please see Health Science
Education Admission Requirements on page 8. This program is 120 hours (4 weeks) or approximately a
1 month program. Nursing Assistant is offered during the day (fall and spring semesters) and students
may enroll prior to the beginning of each class. This program is also offered in the evening on an as
needed basis. Nursing Assistant consists of one Occupational Completion Point (OCP).

e OCP AT Nursing Assistant 120 hours

The Nursing Assistant program prepares students to work under the direction and supervision of nurses
and doctors, to provide bedside care for nursing home and hospice patients, as well as home health
agencies. Instruction includes a combination of classroom theory, laboratory practice and clinical
experience.

Students receive a Certificate of Completion once all program competencies are fulfilled and the required
basic skills have been demonstrated. Upon receipt of the certificate, students are eligible to apply to take
the state certification exam required by the Florida State Department of Education and the Florida Board of
Nursing. This certificate is required for all patient care assistants employed in nursing homes and home
health agencies.
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Nursing Assistant (Long-Term Care) | $257 | $30 | $257 | $127 | $80 | $50 - - $150 - $143 | $837

Tax is not included in total program costs.
* Lab Fees, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HEALTH SCIENCE CAREERS

Optometric Assisting

This program is in Health Science Education and is open to both adult and high school students. Please
see Health Science Education admission requirements on pages 8 and 10. The program is 1080 hours
(36 weeks) or approximately a 1 year program. Optometric Assisting is offered during the day (fall and
spring semesters) and students may enroll prior to the beginning of the fall semester. Optometric Assisting

consists of two Occupational Completion Points (OCP&6s) .
e OCP AT Health Science Core 90 hours
OCP B i Optometric Assistant 990 hours

High school students who take this program are enrolled in Vision Care Assisting. It is separated into four
courses for high school students for a total of 4 elective credits.

The Optometric Assisting program prepares students for employment as eye care professional assistants.
Program instruction includes general receptionist duties, vision screening, preliminary examination, ocular
pharmacology, diseases, surgery, and dispensing and finishing lenses. During laboratory instruction,
students learn eyeglass styling and selection for patients. After considering lifestyles and patient needs, the
student recommends the most suitable lens. Finally, the student learns to edge, tint, assemble and
dispense eyeglasses.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Math and level
11 in Reading and Language. Graduates take the American Optometric Certifying Examination to become
nationally certified as a Certified Paraoptometric Assistant (CPT).

This program can be a stepping stone to further career options as a vision care professional. Optometric
Assisting graduates can pursue additional certifications on the job. These additional certification tests
include those for Ophthalmologist Assistant (COA), Ophthalmologist Technician (COT), Ophthalmologist
Medical Technologist (COMT), and Certified Paraoptometric Technologist (CPT). A further career option
graduates can elect is to become a licensed optician.
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Vision Care Assisting (Optometric Assisting) $0 $137 $185 - $122 | $150 $20 - $614

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.

34



HEALTH SCIENCE CAREERS

Practical Nursing

This program is in Health Science Education and is open to both adult and high school students. Please
see Health Science Education Admission Requirements on pages 8 and 10. This program is 1350 hours
(42 weeks) or approximately a 1 year program. It is separated into nine courses for high school students
for a total of 9 elective credits. Practical Nursing is offered during the day and evening (fall and spring
semesters) and students may enroll prior to the beginning of each semester. The evening program is
approximately a 1% vyear program (84 weeks). Practical Nursing consists of three Occupational
Completion Points (OCPs).

e OCP A1 Health Science Core 90 hours
OCP Bi Articulated Nursing Assistant 75 hours
e OCPC1i Practical Nurse 1185 hours

The program includes nursing theory and practice, with students acquiring clinical experience at area
hospitals and medical facilities. The content includes, but is not limited to, theoretical instruction and clinical
experience in medical, surgical, obstetric, pediatric, and geriatric nursing. Additionally, content includes
individual, family and community health concepts, nutrition, human growth and development, body structure
and function, interpersonal relationship skills, mental health concepts, pharmacology and administration of
medicines, and legal aspects of practice.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 11 in Reading,
Math and Language.

The Practical Nursing program is approved by the Florida State Board of Nursing and the Florida
Department of Education. The student must take and pass the Florida State Board Licensing Examination
to be employed as a Licensed Practical Nurse (LPN).
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Practical Nursing $0 $155 | $110 | $175 - $383 | $200 $20 $1043

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HEALTH SCIENCE CAREERS

Surgical Technology

This program is in Health Science Education and is open to adult students. Please see Health Science
Education Admission Requirements on page 8. The program is 1330 hours (41 weeks) or approximately a
1 year program. Surgical Technology is offered during the day and evening (fall and spring semesters)
and students may enroll in the program prior to the first of July. Surgical Technology consists of three
Occupational Completion Points (OCPs).

e OCP AT Health Science Core 90 hours
OCP Bi Central Supply Assistant 210 hours
e OCPC1 Surgical Technologist 1030 hours

This program prepares students with hands-on training that enables them to assist surgeons in the
operating room. The content includes, but is not limited to, communication and interpersonal skills, legal
and ethical responsibilities, anatomy, physiology, pathophysiology, microbiology, asepsis and sterilization
techniques, surgical procedures, safe use and care of equipment and supplies, CPR, employability skills,
and basic computer literacy.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Math, and
level 11 in Reading and Language. Completers are qualified to take the national certification examination
given by the Liaison Council on Certification for Surgical Technology.

The program is accredited by the Commission of Accreditation of Allied Health Education Programs and the
Accreditation Review Committee on Education and Surgical Technology.
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Surgical Technology $2846 | $30 | $2846 | $145 | $582 | $155 - | $150 | $20 | $406 | $4334

Tax is not included in total program costs.
* Lab Fees, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HOSPITALITY & TOURISM CAREERS

Commercial Foods and Culinary Arts

This program is in Hospitality & Tourism Education and is open to both adult and high school students. The
program is 1500 hours (55 weeks) or approximately a 1% year program in length if enrolled on a full-time
basis. It is separated into ten courses for high school students for a total of 10 elective credits. Commercial
Foods and Culinary Arts is offered during the day (fall and spring semesters) and students may enroll in the
program at any time during these semesters. Commercial Foods and Culinary Arts consists of seven
Occupational Completion Points (OCPs).

e OCP AT Bus Person/Waiter 75 hours
e OCPBIT Steward 75 hours
e OCPCi Salad Person 150 hours
e OCPD1 Utility Cook 150 hours
e OCP E 1 Breakfast Cook 300 hours
e OCPFIT Line Cook 450 hours
e OCP Gi Pastry Cook 300 hours

The program covers all facets of working in the food service environment. Students acquire skills in the
preparing and serving of foods in all types of establishments in the food service industry. Instruction is also
given in recipe use/development, commercial tools/equipment and operational systems. Creativity, critical
thinking skills, principles of nutrition and menu planning/development, communication, leadership, human
relations and employability skills, and safe, efficient work practices are also areas of study. Laboratory
activities are an integral part of this program.

Uniforms are required for the Commercial Foods and Culinary Arts program. The Classroom uniform is:
black pants (no jeans); white Traviss logo top and black slip-resistant shoes. The uniform for the Kitchen
Lab is: chef coat (white), chef pants (black), flat top chef hat (black), apron (white) and slip resistant shoes
(black). The uniforms are available only from the Traviss Career Center approved vendor. Additional
uniforms may be purchased at time of order, two (2) or three (3) full sets are recommended.

The footwear may be purchased at any local vendor who carries the slip-resistant or restaurant/food service
safety shoe that is required.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language.
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Commercial Foods and Culinary Arts $0 $100 $29 - - = $150 $20 - $299

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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HUMAN SERVICES CAREERS

Cosmetology

This program is in Human Services Education and is open to both adult and high school students. Please
see Cosmetology High School Admissions Requirements on page 10. The program is 1200 hours
(44 weeks) or approximately a 1 year program in length if enrolled on a full-time basis. It is separated into
nine courses for high school students for a total of 8 elective credits. Cosmetology is offered during the day
and evening (fall and spring semesters) and students may enroll at the beginning of each semester.
Cosmetology consists of Core and three Occupational Completion Points (OCPs).

e Grooming and Salon Services Core 75 hours
e OCP AT Manicurist and Pedicurist 165 hours
e OCP B Facials/Skin Care Specialist 260 hours
e OCP C1 Hairdresser and Cosmetologist 700 hours

The purpose of this program is to prepare a student for employment as a licensed Hairdresser and
Cosmetologist.* Cosmetology courses are designed to provide competencies in shampoo/hair conditioners
and scalp treatments, hair cutting, hairstyling, identification and preparation of hairpieces, wigs and hair
attachments, permanent waving and reconstruction and curl and chemical relaxing, and temporary, semi-
permanent, and permanent color/bleach and specialty color techniques.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading and
level 8 in Math and Language. Students are prepared to sit for the State Board of Cosmetology Exam.

* Students in this program are not expected to exit at OCP A or B. Nails Specialist and Facials Specialist
programs exist separately from the Cosmetology program. The number of services required to exit at OCP
A, Nails Specialist, or OCP B, Facials Specialist, is higher than the number of nails and facials services
required to complete the Cosmetology program. Exiting a student and awarding a completion certificate for
OCP A or B may only be done if the student completes the higher rule requirements for the Nails Specialist
and Facials Specialist Registrations. (Florida Department of Education Cluster Curriculum Framework, p. 2)
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Cosmetology $0 $312 $88 $325 - $80 | $150 $20 - - $975

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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INFORMATION TECHNOLOGY CAREERS

Computer Systems Technology

This program is in Information Technology Education and is open to both adult and high school students.
The program is 1650 hours (60 weeks) or approximately a 1% year program in length if enrolled on a full-
time basis. It is separated into eleven courses for high school students for a total of 11 elective credits.
Computer Systems Technology is offered during the day and evening (fall and spring semesters) and
students may enroll in the program at any time during these semesters. Computer Systems Technology
consists of five Occupational Completion Points (OCPs).

e OCP AT Help Desk Specialist 450 hours
e OCPBT PC Electronics Installer 150 hours
e OCPCi PC Technician 300 hours
e OCPDI Field Service Technician 300 hours
e OCP E T Digital Electronics Technician 450 hours

The course content includes, but is not limited to, installation, programming, operation, maintenance and
servicing of computer systems; and diagnosis and correction of operational problems in computers arising
from mechanical, electrical or electronics, hardware and software malfunction. The course content also
includes communication, leadership skills, human relations and employability skills, and safe, efficient work
practices. Preparation for CompTIA A+, Network+ and Cisco CCENT certification is included.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Math and
level 9 in Reading and Language.
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Computer Systems Technology $0 $35 $73 - $265 | $150 $20 - $543

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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MANUFACTURING CAREERS

Applied Welding Technologies

This program is in Manufacturing Education and is open to both adult and high school students. The
program is 1170 hours (43 weeks) or approximately a 1% year program in length if enrolled on a full-time
basis. It is separated into eight courses for high school students for a total of 8 elective credits. Applied
Welding Technologies is offered during the day and evening (fall and spring semesters) and students may
enroll in the program at any time during these semesters. Applied Welding Technologies consists of six
Occupational Completion Points (OCPs).

e OCP AT Welder Helper 250 hours
e OCP BT Welder, Shielded Metal Arc 250 hours
e OCPC1 Welder, Gas Metal Arc 125 hours
e OCPD1 Welder, Flux Cored Arc 100 hours
e OCPET Welder, Gas Tungsten Arc 175 hours
e OCPF i Welder, Pipe 270 hours

Persons considering the welding profession should have good eyesight and good eye-hand coordination.
The welding program provides individualized and specialized instruction in the cutting and welding of metal
parts. Classroom and shop experiences present instruction in all of the welding processes in the various
OCPs mentioned above. The student learns welding, cutting, metal properties, inspecting, and testing.
Instruction also includes blueprint reading, design, and layout.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language.
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Applied Welding Technologies $0 $35 $100 - - $150 | $20 - $305

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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TRANSPORTATION, DISTRIBUTION & LOGISTICS CAREERS

Automotive Collision Repair and Refinishing

This program is in Transportation, Distribution & Logistics Education and is open to both adult and high
school students. The program is 1400 hours (51 weeks) or approximately a 1% year program in length if
enrolled on a full-time basis. It is separated into nine courses for high school students for a total of 9
elective credits. Automotive Collision Repair and Refinishing is offered during the day and evening (fall and
spring semesters) and students may enroll in the program at any time during these semesters. Automotive
Collision Repair and Refinishing consists of five Occupational Completion Points (OCPs).

e OCP AT Paint and Body Helper 500 hours
e OCPB1 Auto Collision Estimator 100 hours
e OCPC1 Frame and Body Repairman 150 hours
e OCP D1 Automotive Refinishing 325 hours
e OCPET Auto Body Repairer 325 hours

The course content includes basic trade skills, refinishing skills, sheet metal repair skills, frame and unibody
squaring and aligning, use of fillers, paint systems and undercoats, as well as related welding and
mechanical skills, trim-hardware maintenance, and other miscellaneous repair. The course content also
includes training in communication, leadership, human relations and employability skills, and safe, efficient
work practices.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 9 in Reading, Math
and Language. The instructors are certified by ASE (Automotive Service Excellence) and I-CAR (Inter-
Industry Conference on Auto Collision Repair) and the program is certified by NATEF (National Automotive
Technicians Education Foundation, Inc.).
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Automotive Collision Repair

and Refinishing $0 $35 $130 - - $150 | $20 - | $335

Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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TRANSPORTATION, DISTRIBUTION & LOGISTICS CAREERS

Automotive Service Technology

This program is in Transportation, Distribution & Logistics Education and is open to both adult and high
school students. The program is 1800 hours (66 weeks) or approximately a 1% year program in length if
enrolled on a full-time basis. It is separated into twelve courses for high school students for a total of 12
elective credits. Automotive Service Technology is offered during the day (fall and spring semesters) and
students may enroll in the program at any time during these semesters. Automotive Service Technology
consists of nine Occupational Completion Points (OCPs).

e OCP AT Automotive Services Assistor 300 hours
e OCP BT Engine Repair Technician 150 hours
e OCP Ci Automatic Transmission and Trans-Axle Technician 150 hours
e OCP D1 Manual Drive Train and Axles Technician 150 hours
e OCPET Automobile Suspension and Steering Technician 150 hours
e OCPF 1 Automotive Brake System Technician 150 hours
e OCP G Automotive Electrical/Electronic System Technician 300 hours
e OCPHT Automotive Heating and Air-Conditioning Technician 150 hours
e OCPI7T Automotive Engine Performance Technician 300 hours

The course content includes demonstrating proficiency in equipment skills and safety regulations relating to
the automotive industry as well as in routine maintenance and consumer services. Additionally, the
program covers the components of the vehicle as mentioned in the Occupational Completion Points.
Training includes the use of diagnostic and testing equipment.

To earn a Certificate of Completion, a student must successfully complete all competencies. Students will
need to take the TABE (Test of Adult Basic Education) and achieve a basic skill of level 10 in Math and
level 9 in Reading and Language. The instructors are certified by ASE (Automotive Service Excellence)
and the program is certified by NATEF (National Automotive Technicians Education Foundation, Inc.).

Students in the high school portion of this program participate in AYES (Automotive Youth Educational
Systems). AYES accepts high school students 16 years and older who commit to gaining employment in
this industry. The AYES curriculum includes on-the-job experience in participating dealerships; this
experience will typically be part-time after school and full-time during the summer between the junior and
senior year.
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Tax is not included in total program costs.
* Lab Fees, Yearly Supply Fee, Books, Materials, Uniforms and Certifications are estimated and subject to change without notice.
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