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Natlonal Educatlon Centers, lnc.

About National Education Center-Bryman Campus
The National Education Center-Bryman Campus in Long Beach is part ol

National Education Centers, lnc., a leader in vocational and technical training
- 
Fiom its Ueginnings in tgo+, National Education Centers, lnc, has emerged

"a " 
L"a", in iocatidnd training by meeting the current needs oJ business and

inar"tw. Witt over 50 schools tf,roirghout tlie United States, National Education

Centlri ottet programs ln such diverse tields as electronics, business tschnology,

meaicatlaenti aisisting, fashion design and merchandising, auto and diesel repair'

socretarial science and advertising d€sign, to name a few.-- 
ttitionat gaucation Centars, lnc.-providas tho gro\r,ring number of psople seeking

entryoire-entry positions in today'scompetitive markel with practical, skillspecific
tolriino nit"t to iheir success. lti extenlive variety of programs is supported by

moJeri equipment and facililies Great emphasis is placed on "hands{n" training

similar to what th€ student can expoct lo find on tho job.

This omphasis on job-rolated training has resultsd in-consistently.high placement

rates, i primary reason that many newltudents are rsfsrred to National Education

C6nters'by students, graduates tnd high school counselors' lts training. programs

are frigtrfy regatOeo'6y companies and businesses throughout the nalion for ths
hioh caliber of its oraduates.' "G i suosiaiary'of National Education Corporation, the world's largest training

company, ttationil Education Centers readily ulilizes n€w training techniques

;;;i";64 bv other subsidiaries in the pubtishing, industrial training and

inJ+e'nO"nt irrOy tields. lt is continually seoking to provide the kind of training
prog'rams that wili best servo ihe needs of students, business and industry

Educatlonal PhllosoPhY
It is the school's philosophy to provide its students with the training and skills

needed for successlul omploym€nt. To do this we must:
* Continually €valuate and update 6ducational programs'
* Provids mbdsrn facilities and iraining oquipmont.
* Selei teachers with prolessional exferience in the vocations they teach and

who trave rhe aUitity to motivato and d.evelop students to their greatsst potential'
* Promote sell disciiline and motivation so that students may enjoy succ€ss on

the job and in socieiy.

School Hlstory- 
The Bryma; Schools were founded in 1960 by Mrs. Esther Bryman and were

known at t'hat time as the Los Angeles Colleges of Medical and oental.Assistants'

ite aryr"n Schools were acquired by National Education Corporation in 1975

anO in'lgg3 this school's name was ihanged to National Education Center-
Bryman Campus.

Oescrlptlon ot Faclllty- -ihektroof 
facitity has been dosignod for training sludents in ths health care

lisld. The modern buitding is carpeteaind airconditioned, and a lluorescont lighting

systsm providos a bright and wgll-lit learning environment'
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The ons-story lloor plan oI 8,000 square feet contains six classrooms furnished
with laboratory and otfice equipment, faculty and administrativs otfices, a library
containing rererence and reading materials related to the academic programs
ottered, a sludenl lounge and restrooms.

The student lounge serves as a gatherlng place lor lunch and breaks. lt is
equipped with a varisty ol vending machines and provides a relaxing atmosphere
for visiting or studying belore and atl€r class.

The school is conveniently located near good public transportation and, for
students who drive, it is easily accessible to the Long Beach, San Gabriel, Riverside
and San Diego freeways. Ther€ is limited parking on campus.

Accredltatlons, Approvals and Membershlps
This school voluntarily undorgoes periodic accrediting evaluations by teams of

qualirisd examiners including subject experts and spocialists in occupational
education and privato school administration.* Accrodited by the Accrediting Commission of the National ACsociation of Trade

and Technical Schools.* Approved to operate by the Calirornia Superintendent of Public lnstruction.
* Medical Assisting Program accredited by the Committee on Allied Health

Educalion and Accreditations of the American iredicalAssociation in collaboration
with the American Association of Medical Assistants.

* Dental Assisting Program graduates are eligibl€ to sit for the Registered Dental
Assistant Examination (RDA).

* Approvod by Buroau ol lndian Attairs.
* Authorized under Federal Law to enroll Nonimmigrant, Alien Students.* Eligible institution under the Guaranteed Stud€nt Loan Program.* Eligible institution lor Perkins Loan, Supplemental Education Opportunity Grant

and Pell Grant Programs.* Provides lraining sorvices for the State Department of Vocational Flehabilitation.* Membor of th€ Long Beach Chambsr of Commercs.* Member of the Long Beach Bstter Business Bureau.

Admissions and Enrollment Procedures
Those applying lor admission to Diploma Programs ars required to have a high

school diploma or a recognized equivalency certificalo. lt is the responsibility of
the student to turnish proo, o, compliance wlth this requirement. Applicants may
also qualify und€rthe Abilityto Benelit lesting provision. A standerdized, nationally
recognized test is administerod to these applicants at the tim6 of enrollment. Test
results detsrmin€ acceptance and placement into the program.

All applicanis ars rsquired io complete a personal interview with an admissions
representative. Parents and spousos are encouraged to visit the school so that thoy
can see the equipment and ,acilities and ask any questions about the school,
curriculum and possible caroer opportunilies,

Ths school's open enrollment policy enables individuals to apply up to one year
in advance of a scheduled start date.

All applicants enrolling in the Dental Assisting Program in California must have
a high school diploma or GED. Oue to x-ray requirements, appllcants ror the Dental
Assisting Program must bs at least 17 years old. All Allled Health apPllcants must
prcsenl a Health Notice lorm, to be prcpaled by the student's Plrysiclan, Prior
to the first day ot class.

List ot ltems to Be Completed for Enrollment:
* Flequest lor College Transcript, High School Diploma or General Equivalency

Oiploma (GED).
t Administration and Evaluation ot Ability to Benefit Test (if required).
* Enrollment Aqreemsnt (it applicant is undor 18 years of ago it must be signed

by par€nt or guardian).
* Financial Aid Forms must be completed if applicant wishes to apply for Financial

Aid.
* Payment of Flogistration Fee.
'r Studeni Hsalth Notice lor Allisd Health Programs (forms will be provided by the

school).
Once ths above mentionod items havo bo€n properly completed and submitted,

the school reviews tho application and informs the applicant oI its decision. lf an
applicant is not accoptsd by the school, all tses paid are rsfunded.

The school rosorves tho right to reject a student previously accepted il the
requirod items are not proporly submitted.

Campus lnformation
Allled Health Dress Code

Students onrollod in Alli€d Health Programs ars required lo woar the designated
school unilorm. Uniforms should be ordered as soon as possibls aftor acceptance
inio the program. Whito, standard nursss' uniform shoes with an onclosod heel
and to6 and rhite soles are required. Students should rBviow the €siablished dress
and appearance guidelines lor specilic information. This information will be availablo
upon enrollmsnt.

Oftlce Hours
The school's otfices are open trom 9:00 AM to 6:00 PM, Monday through Friday.

Actlvltles
Throughout tho school year, activities are planned and conducted to encourage

school spirit and to dovBlop student leadership. The school believes thai partici'
pation in these ac{ivities is an important part of the educational process, and student
involv€ment is oncouraged.

An activs Stud€nt Council organizes many ditfersnt events including a com-
munity Blood Drive tor ths Red Cross, a Food-Shelt drive, an annual school picnic
and "'Buddy Days". ln addition, the school hosts open houses for students and
prospectivsemployers, and graduation coremonios are h€ld three times sach year.

I
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Awards
Awards are presented to d€serving students lor outstanding achievement, based

on studsnt performance and faculty recommBndations. Awards are given tor perfoct
attendancs, scholastic o(cellence, Diroctor's Honor Roll and National Honor Society.
Graduates tind th6so awards can be an assstff they prepare for future employment.

Houslng Assistance
The school assists students in obtaining housing by providing current inrormation

on living accommodations within close commuting distance. Studonis intsresled
may contact Student Services.

Thansportation
Th€ school maintains a list of students interested in car pooling and inlormation

on public transportation.

Fleld 'Itlps
National Education Cent€rs bslievos that training is snriched by obsorving roal

life applicalions. When appropriate, visits are frequently arranged to industrial or
prolessional locations.

Speclal Lectures
Gu€sl locturers are invited, as appropriate and as class schedul€s permit, to

speak to studsnts about current industry applications of thsir 6ducalional programs
and career opportunities.

Handicapped Students
Handicapped students should make arrangements lo mogl with the School

Director prior to th6 start of class to review facilities and required accommodations.

Drug Prevention Program
A drug abuse prevention program is available at the school lor all studenis and

employees.

Graduate Placement Asslstance
Th6 school encouragss sludents to maintain satisfactory attendance, conduct

and academic progress bocause these are considsred Iavorably by prospectivo
smploysrs.

Whils the school cannot guarantee employment, it has beon successlul in
placing a large percentagg ol its graduatss in their tield o, training. All graduating
students participate in the Iollowing job preparation activities:

* Preparation of Resumes and Letters of lntroduction - An important step in a
well-plannsd job soarch.

* lnterviewing Techniques - Studonts practice propor conduct and procedures
for interviews.

* Job Reterral by Placemgnt Office - The Placement Otfice compiles job openings
Irom prospectiv€ omployers in the area.
All students aro expected to aciively participate in the placement assistanco

program and failure to do so may jsopardize thsse privileges.
Graduatss may continue to utilize ths school's placoment assistance program

at no additional cost.

Parsonal Conduct
Stud€nts will be sxpected to observe standards ot conduct that are typical of

what they can expoct to find in ths professional world. Violations ot conduct
standards includ€ dishonosty, unprofsssional conduct, use oI profanity, insubordi-
nation, violation of salety rules, use of alcohol or drugs on school property, and
vandalism of school proporty and equipment. Students may be placed on probation
or expelled tor violation of thsse standards. Probation will be removod if the student
demonstrates continued adherence to thess standards,

Clothing and PeEonal Property
AII personal property is the sole r€sponsibility ol the student and the school

doos not assume liability lor any loss. Cloihing and other small items should be
marked clearly with the studsnt's name and addr€ss. Vehicles should always be
locked to avoid theft.

fulorlng and Academlc Counseling
As part oI National Education Centsrs' commitment to student success, tutorial

and couns6ling programs aro provided. A qualifi6d stafl is available for one-to'one
tutorial assistance and counseling to students who ar€ experiencing ditficulti6s
with th€ir classwork.

Weather Emergencles
The school reservss the right to close during wealher emergencies or other 'hcts

of God." Undsr thsse conditions, the student will not be considsred absent.
lnstruclors will covsr any missed matorial to ensurs completion of lhe entire course'

Academic lnformation lor Modular Programs*
A Modular Program is a completo body ot prescribed subiects or studies that

is divided inlo modules. A module is a period of instruction that is approximately
4 weeks in length.

Atlendance
Satistactory Student Atlendance is establishsd when the studont is prosent in

the assigned classroom lor the required amount ol schodulod contact time.



To maintain satisfactory Student Attendance, a student may not be absent more
than three days per module, at which time the student will be required to repeat
the module. Students missing in excess of 12.so/o of total classroom training hours
will be terminated.

National Education Center does not petmit a student to "make up,' absences
which have been accrued on his attendance record. However, during the externship
portion of training, all absences must be made up to insure that the student has
completed the required number of extern hours prior to graduation.

students are encouraged to schedule medical or dental appointments after
school hours and should notify the school if absent.

Tardiness
lf a student is tardy to class or leaves early on four different occasions, then

the student will accrue one absence on his attendance record.

Measure of Course Work
. A clock hour is a period of 50 to 60 minutes of instruction, in either a lecture,
laboratory or externship. clock hours are converted into quarter credit hours to
allow for comparison with other postsecondary schools.

Lecture classes in the Medical Assisting Program and Medical Office Manage-
ment Program are limited to 24 students. Lecture classes in the Dental Assisting
Program are limited to 28 students. one clock hour of lecture is measured as on6
quarter credit hour based on a 1O-week term.

Laboratory classes are designed so that each student receives hands-on training
on equipment similar to what is being used by business and industry. ln the Medical
Assisting and Medical otfice Management Programs, labs are limited to 24 students
so that every student receives the necessary time and attention to build experience
and confidence. The student teacher ratio in the Dental Assisting labs is 14 to 1.
Two clock hours of lab training are measured as one quarter credit hour based
on a 1o-week term.

Grading System
The progress and quality of a student's work is measured by a system of letter

grades and grade percentages. The meaning of each grade and its equivalent
percentage and point value are as follows:

Grade Meaning Percentage

100‐90
89‐80
79‐70
69‐60
59‐ 0

Satislactory Academic Progress
ln order to maintain Satisfactory Academic Progress, a student must achieve

a cumulative Grade Percent Average (GPA) of 70o/o or higher (on a scale of 0 to
100) and must complete the training program within a time period which may not
exceed a maximum of one and a half (1.5) times the planned program length.

The Education Department monitors this progress by calculating the cumulative

cpe ioieicn student at the end of each module. When a student's cumulative

Ebi iJZOrZr ot nign"r, then the student has achieved the status of "Good Academic

Standing.""'-fiin"lrmulative GPA is less than 70o/o,lhen the student is notified in writing

tn"i'r,"lr not ,iint"ining Satisfactory Academic Progress and is then placed on

academic Probation.

lnitial Probatlonary Module""ii"'f niti"f Proba:tionary Module is the next module which starts after a student

n"r'Oeen f tacea on academic probation. During this module the-student remains

"ri"iOf" 
i"iiinancialAid. The itudent is required to repeat any failed courses at

thi earliest Possible date''"ir-t, 
tn" ,ind of the lnitial Probationary Module, the student achieves a cumulative

G;; j;o;; 
"inigh"r, 

then the studeni is removed from probation and is notified

;';rii"s oi naviig achieved "Good Academic Standing'"
"' l;;'ilih; 

"no 
otini. tnitial Probationary Module, the student does not achieve

u .rrri"iir" C,el olZOoto, but does achiev6 a module GPA of 70010, then the student

,rV'Jimi"r" on academic probation for a second module with the approval of

the school.
f itne stuOent does not achieve a GPA oI 7Oo/o or higher lor this initial module'

tne siudent's training will be interrupted by the school'

Second Probationary Module--li;i ine enO of the second probationary module, the student achieves a

"rril"iir" 
O pA ol 7Oo/o or higher, he is removed from probation and is informed

i;;;ii^s ot naving achieved "Good Academic Standing'"
lf the student has not achieved a cumulative GPA of 7Oo/o or higher at the end

or ini. .".ond prooatlonary module, then the training will be interrupted by the

school.-- 
Orring the second probationary module the student remains eligible for Financial

Aid.

Reinstatement
A student who has been terminated for failing to maintain satisfactory Academic

erogreis may be reinstated through the appeAl process. However, a student will

noi"u" 
"tigioi" 

for FinancialAid d-uringthe reinstatement module. lf by the end

of that mo-dule the student achieves a GpR of 7Oo/o ot better, he will be considered

to be making Satisfactory Academic Progress and will be eligible for Financial Aid

consideration in subsequent modules.

Course Withdrawals
Week 1

When a student withdraws from a module during the first week of the module'
no grade is recorded for that student. A student must submit a written request to

the module instructor to withdraw during this time. The request must then be

approved by either the appropriate Depahment Head or the Education Director.

A withdrawal at this time nat ni, impact on the student's module or cumulative GPA'

A      Excellent
B     Very Good
C      Good
D        Fa‖ ing
F         Fa‖ ing



Waek 2 through End ol Module
A student must submit a written request to ths module instructor to withdraw

from a module during this time- The request must then be approvod by bolh the
appropriate Departmont Head and tho Education Oirector. Extreme academic or
personal hardship are considered to be the only justification for withdrawal.

If the requsst for withdrawal is approved, the Education Dir€ctor or the
appropriatB Dopartment H6ad must then assign eith6r a "Withdraw Passing" (Wp)
or "Withdraw Failing" (WD. The staius "WP" indicatos that the stud€nt was passing
the module C/00/o or highsr) as of ths last day ol attendance. A "WF" indicatea
thal a student was not passing the module (less than 700lo) as ot th€ last day ot
class atlendance.

The status is on rscord until the student completss the module from which he
withdrew. lt will have no offect on the calculation of the cumulativo or module GpA.

ln modular programs it is necessary to repeat the €ntir6 module from which
ths student withdrsw.

Graduatlon Requlrements
To bo gligible for graduation, a stud€nt must:
a) have compl6t6d all required classroom modulss with a grade of 700/0 or higher
b) have completed a total of '160 clock hours in an approvod extornship.
c) hav6 receiv€d satisfactory evaluations from th6 sxtsrnship facility.
d) have met the minimum typing requirement for the program.
e) have paid to the school all monies due.
A student may quality ror graduation while on probation if, at the end of the

probationary module, the student meets the Satislactory Academic Progress
Requiremenls.

Requlr€d Study Tlme
ln order to successfully complet€ the required course assignments, a student

is expscted to spend outside time studying. The amount of tims will vary according
to ths individual student's abilities. Students are responsible for reading all study
matsrials issued by their instructors and must turn in assignments at ths designated
time.

Make-up Work
Studsnis are required to make up all assignmonts and work missed as a result

of abssnco. The instructor may assign additional make.up work to be completed
for each absence (assigned as outside work). Arrangements to take any lests missed
bocause of an absence must be mad€ with th6 instructor and have the school
administraiion's approval.

Repeatlng ol Course Work
A student who tails any course must retaks that course in order to continue in

the program. lf r€peating the training is required, lhe lsngth of the program shall
not exceed one and a half times the number of clock or quarter credit hours normally
required io complete the program. A student may repeat a failed course only once

when a sludent repeats a course, the last grade received for ihat course replaces

,n"'ii'ioinuiqr"au (eien il tho original grade was higheO, and this new grad€ is

ill-.i 
"iono 'ii*' 

tni $udent's other grades to calculale the cumulative GPA The

ill-J iece"nr gt.oa tor the r€peated course will be the only grade for thal course

io 
"pp"", 

on the studont's transcript'

course lncomPletes'-i,iin."roteie cannot b€ given as a tinal grade However, at th€ end of th€ torm

" "i,lj"ni mdv *itn the instructor's approval, be grantsd a tive to l0 day extension

;;;;;6 iirmptete atl the required courss work, assignments and tests The

"It""""i"" L"t 
"i 

u, used to "make up" accrued absences from class lf the student

Il'-'" L^i i"-orete the roquired course work, assignments and tests within the

IJt".,-.'"i"'" ,"ii6a, ho will recoive a grad€ o, "F" or "zero" for the course' The "F"

;';;;;;;;;ill ba avoraged in wilh ths student's oth€r gradss to determine the

cumulativs GPA.

The Student APPeal Process"'ir it 
" "troeni'i 

training program is interruptsd by ths school for any reason'

"^ -,'"i i. informed of tie riqht to appeal that decision. A student must initiate

i;"';;;; bv submitting a writtsn rsquost for "Readmittance to NEC schools

Il"a'Pi"gr"rJ' t" rho Dir;ctor ol Education or the appropriate Department Hoad'

Transferabillty ol Credlts"'ii"-S"t ooi Oit""tor's otfice plovides inlormation on schools which may accept

r.r"rio,i"t Earc"tion Csnter courso crsdits toward their programs' However' this

"Jooi 
Jo"" not gr"ranloe transrsrability oI crsdits to any other college' university

liin"titution, ana n should theretore not be assumod thai any courses or programs

Il""iio"a-i" rt i. catatog can be transleffed to anothsr institution. Any dscision

Ii tt'"-"oro"tioltity, ap[ropriateness and applicability of credits and whethor ihey

"f,"rfa 
o" icceptei is ths decision of the recoiving institution'

credit lor Prevlous fialning-'ini Ear*tion Deparime;t will evaluato any provious education and lraining

. 
"tra"nt 

m"V nar" that is appllcable to an oducational program lf warranted, the
p.g* rnuy bs shortened and th€ tuition reduced accordingly'

student Progress Counsellng-'fJrrO"ntC"ar"ational objeaives, grad€s, attondance and conduct are reviewed

"n " 
i"orfiiOa"is. lf academic standing or conduct are unacceplable, the student

*iiiu. """r"J"i"a. Failure to lmprove academic standing or behavior may result

in frrtn"i uaion U"ing taken. Students are encouraged to seek academic counseling

through the Education Department.

Grievance Ptocedul€-.'lf ;;;;rah"" 
" 

griovancs with any school policy or procedure, he may submit

u *iitt"n-"orpf 
"int 

a-nd a response will be given, in writing, within sevon working

days.



Leave o, Absence Pollcy
A student who is actively onrolled in a National Education Center's training

program may be granted one L€avs ol Absence (LOA) p6r academic year tor certain
specilic and acceplabl€ purposes.

The granled LOA. should be of a reasortable duration and cannot exceed the
length of one grading period.

Th€ student's written request for LOA, properly approved, dated and signed by
both the student and eiihgr lhe School Direclor, Education Director or appropriate
Departmont Head, will be maintained in the sludent's file-

Th6re are only two types oI authorized LOA'S - Ordinary and Medical. An
Ordinary LOA is granted lor either military or mandatory civic duties. A Medical
LOA is grantod Ior documenled medical roasons such as s€rious illness, required
surgory and temporary disabilities (including pregnancy disabitity). Att requ€sls
Ior Medical LOA must bs accompanied by a wriflon rscommsndation or prescription
,rom the student's personal physician.

lf the length of lhe granted LOA is such that Satisfactory Studsnt Attendance
cannot possibly be maintained during the affected term, then the student must
repsat that tsrm.

lf the stud€nl fails to return lrom the LOA on the date indicated in the written
requsst, he will bs terminated from the training program.

Termlnatlon Procedurcs
Students may be t€rminalod by the school for Cause. Examples include but

are not limited to th6 ,ollowing:
'1. Violatlon ol th€ School's Attendance Policy.
2. Failuro to maintain Satislaciory Academic Progr€ss.
3. Violation ol Personal Conduct Standards.
4. lnability to mest linancial obligations to the school.

Students to be terminated are notiri6d in writing and may appoal to lhe School
Oirector within one week o, Notice ol Termination.

Exlt lntorvlews
Stud€nts who discontinus their training for any reason should schedule an Exit

lnterview with a school official. This meeting can hslp th€ school to correct any
problems and may assist the student with future plans.

Changes ln the Program
The school rsserves the right to make changss in the equipment and curriculum

to reflec,t new technology, to reset class schedulos and hours, to consolidate classes
and to change locations.

Statement ol Non-Dlscrimlnallon
National Education Center do€s not discriminat€ on the basis ol ssx, age,

physical handicap, raco, creed or religion in its admissions, counseling, training,
placsment, €mployment or other programs or adtivities. The School Director is the
coordinator of Titls lX - the Education Amendmsnts Act ot 1972, and will receive
any inquiries und€r tho sex discrimination provisions of this document.

Voluntary Prepayment Plan
fire sinoot iroviaes a voluntary prepayment plan to students and their Iamilies

to help roduce ih€ balance due upon entry Oetails are available upon requost lrom
the Financial Aid Otfice.

Prlvacy Act
The school has €stablishod a policy lor the release of student and/or graduate

information. This policy is available upon requesl trom the administrative office'

Examlnatlon ot Student Records
1. Allstudents attending this postsecondary institution shall havo the righl to review

their academic records, including grados, attendance and counsellng'
2. Rocords are suporvised by the Sciool Director and accoss is affordod by School

Officials for puiposes of recording grades, attsndanco and counseling, as well

as determining tinancial aid oligibility.
3. Students mayiequest a review of their records by writing the School Dir€ctor

at the addresi seiforlh in the catalog and such reviow will be allowed at regular
school hours under appropriate supervision Sludents may also obtain copies
of their records for a nominal charge.

4. Chall€nging tho record for purposos of correcting or deleting any of the contents

must b; done in writing itating lully the reason for tho requosted change'
However, grades and coLtrse evaiuations can only be challengod on ths gmunds

that thsy are improperly recordod.
a. The instrudo; and/6r counselor involved will reviow the challeng€ and iI

necessary meet with the student, then make a determination to retain, changs
or delete the disputsd data.

b. Should lurthor review bo requested by the student, the School Director will
conduct a hearing at which the student shall be given a full and fair
opportunity to pres;nt ovidsnc€ relevant to the disput€d issues The student

siritt oe n6titi6o ol the Director's decision which will be final.
c. A copy of the challenge and/or writt€n explanation regarding-th€ contents

of the-stud€nt record will be included as part of the student's pormanent
record.

5. "Directory lnformation" showing stud6nt's nams, address, telephone, birth date
and plac6, program undertaken, dates of attendance and certificate awardod

maybe provideid to third parlies by the school, unless ths requestlo omit such
information is presented, in writing, within 10 days of the date of enrollment'

6. As a posisecondary sducational institution, parenial access to a student's records
will be allowed wiihout prior consent it the sludont is a dependent as defined
in Section 152 ol tho lnlernal B€venue Code of 1954.

Financial Aid and Tuition Assistance
National Education Center otfers students several options lor payment ot tuition'

Those able to prepay tuition are given a plan to help reduce their fees upon entry
On the olher hand, the school recognizss that many students lack the resources

to begin their educationaltraining. Theielore, National Education Center participates
in several types of lederal, $at; and institutional financial aid programs, most of
which aro based on financial nsed.
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Students seeking linancial assistanc€ must first complete an 'Application for
F6deral Student Ald." From this completed Iorm, tho Financial Aid Representative
determines a student's need and then assists the student in deciding what resources
are available accordlng to the stud6nt's individual circumstances.

The following is a description oI the Iinancial aid programs available at this
school. Any additional information can be obtained through the FinancialAid Otfice,
including information on benelits available from the Bureau of lndian Affairs;
Vocational Rehabilitation Program or the Department o, Social Security.

Pell Grant
The P6ll Grant is the largest lederal student aid program. For many studonts

these grants provide a foundation ol rinancial assislanc€ to which aid from other
lsderal and non-tedoral resources may be added. Eligibility for tho Poll Grant
program is detsrmined by a standard formula that is rsvised and approvod svery
year by ths ,ed6ral government. Unlike loans, grants do not havo to be paid back.

Supplemenlal Educallonal Opportunity Grant (SEOG)
Students who are unabls to continuo thsir education without additional

assistance may qualify for this program. These grants are based on lhe funds
available and do not have to bo repaid. Need is determined by the financial
resources of the stud€nt and his parents, and the cost of attonding the school.

Perklns Loan
Previously known as th€ National Direct Student Loan, this low interest loan

is avallable to qualified studonts who n€ed linancial assistance lo meet educational
expenses. Repaymont ofthe loan bsgins nine months after graduation or tsrmination
of training.

Guarantaed Student Loans (GSL)
Those low-inlerest loans are available lo qualifisd studsnts through ths lsnding

institutions or agencies participating in the program and are guarantood by the
U.S. Government. Loans must be repaid stariing six months aflsr the studont drops
b€low half-tim6 status, terminates training or graduatss.

PLUS and SLS
The Parsnt Loan for Und6rgraduale Students (PLUS) and Suppl6mental Loan

Ior Students (SLS) provide additional lunds to help paronts or ind€pondent students
pay for educational expenses. The interest rate lor these loans is competiiivo and
the repayment schedules difler. Loan origination lees may be deductod Irom the
loan by the institution making the loan as set Iorth by government r6gulations.

Iirition and Fees
Clock Ouarter Credlt Reg

Proqrams Length Hours Hours Fee Tuition
Medical
Assisling
Dontal
Assisting
Medical Otfice
Management

Books and Supplles
All books and supplies are included in the cost of tuition. Uniforms and incidental

supplies such as papor and pencils are to be furnished by the sludent.

Cancellatlon and Relund Pollcy

Cancellation Prior To Commencement Ot Classes:
lf tho school does not accept the applicant, or cancels the Enrollment Agreement,

all funds paid including the Registration Foe will be tully retunded. lt cancellation
is rsquested in writing by the applicant (or parent/guardian il applicant is a minor),
prior to midnighl of lho third business day (excluding Sundays and business
irolidays), attei signing the Enrollment Agreement, all funds paid including the
Registration Fee will be relunded. lf such cancellation occurs atler the three-
business-day period, the Registration Fee will be retained by the school and all
other funds paid will be relunded. For any cancollation made in accordance with
this paragraph, all notes or other evidence of indebiedness given by the applicant
will be cancellod.

To be sure the school receiv€s the Notice of Cancellation, the school suggests
mailing the Notics of Cancollation by Registered or Certifiod Mail with Return
R9ceipt Requested. The postmark on lho letter or telegram determines the date
of cancellation.

Temination Or Withdrawal Allet Commencement Ol Classes:
The eftective date of termination will b€ the date the student is suspended or

expelled, or in the case of withdrawal, not later than seven (4 calendar days after
the last date of actual attendance, unless writien termination notice is received
by the school, in which case it will be the date ol receipt of writton notice. Befunds
oI the total course price will be calculated as follows:

ll Withdruwal u Then: Tho Amount of Tuition & Reg Fee
Terminalion Occurs: the Sludent is Obligated For Sha Be:

During the first week .. . . $350

Atter completion of first week
but within 250lo of the course .. . . . . 25o/o plus $150

After completion of 250lo but
within 500/0 of the course . . . . .

Attor completion of 50% of ihe course

Retunds:

500/o plus S150

1000/o

厖Ｃ。ｕ
雌
回
Ｐ
ｂ Any monies due the applicant shall be relunded within thirty (30) days lrom

canceltation or lailure to appear on or before the first day ol class. Any monies
due the student shall be refunded wilhin thirty (30) days from the last date of student
attendance. Relunds shall be paid or credlted to the student's account with a third
party or government fund in the event a studenl has linanced all or part of the
course price with a third party or governmental fund.

28 wks

28 wks

28 wks

$4595

$4595

$4595

鰤

卸

鰤

２

$95   S4500

S95   $4500

S95   $4500
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State of Galifornia Student Tuiilon Recovery Fund
california law requires that, upon enrollment, a fee be assessed in relation to

the cost of tuition (Education code Section 94943). These fees support the student
Recovery Fund (srRF), a speciat fund estabtistied by the catifbi-nia Legistature
to reimburse students who might otheruyise experience a financial loss as a result
of untimely school closure. lnstitution participation is mandatory.

It is important that enrollees keep a copy of any enrollment agreement, contract'
or application to document enrollment; tuition receipts or cahcelled checks to
document the total amount of tuition paid; and records which will show the
percentage of the course which has been completed. such records would
substantiate a claim for reimbursement from the srRF, which, to be considered,
must be filed within 60 days following school closure. For further information or
instruction, contact:

Otfice of Private postsecondary Education
California Department of Education

721 Capitol Mall
Sacramento, CA 95814

(916) 445-3427
The fees assessed to support the student Recovery Fund are included in the

total tuition price of the school. No additional fee will be charged to the student.
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Academic Class Schedule

Class Schedule lor Modular Programs

Schedule I - Four Day Week (Monday through Thursday)

1988
Start Dates End Dates

1989
Start Dates     End Dates

」an 4(Mon)
Feb l(MOn)
Mar 7(Mon)
Apr 4(Mon)
May 2(Mon)
May 31(Tue→
」un 27(Mon)
Aug l(MOn)
Aug 29(Mon)
Sep 26(Mon)
Oct 24(Mon)
Nov 21(Mon)

」an 28(ThurS)
Mar 3(ThurS)
Mar 31(ThurS)
Apr 28(ThurS)
May 26(ThurS)
」un 23 1ThurS)

」u!28「 hurs)
Aug 25(ThurS)
Sept 22(ThurS)
Oct 20(ThurS)
Nov 17(ThurS)
Dec 22(ThurS)

」an 3(Tues)
Feb 6(Mon)
Mar 6(Mon)
Apr 3(Mon)
May l(MOn)
May 30(TueS)
Jun 26(Mon)
」u131(Mon)
Aug 28(Mon)
Sep 25(Mon)
Oct 23(Mon)
Nov 27(Mon)

Feb 2(ThurS)
Mar 2(ThurS)
Mar 30(ThurS)
Apr 27(ThurS)
May 25(ThurS)
」un 22(丁hurs)
」u127(ThurS)
Au9 24(ThurS)
Sep 21(ThurS)
Oct 19(ThurS)
Nov 22(Wed)
Dec 21(ThurS)

Schedule ll - Four Day Week (Monday through Thursday)

1988
Start Dates End Dates

1989
Start Dates End Dates

Fob 18(ThurS)
Mar 17(ThurS)
Apr 14(ThurS)
May 12(ThurS)
」un 16(ThurS)
Jui 14(ThurS)
Aug ll(Thurs)
Sep 8 1ThurS)
Oct 6(丁hurs)
Nov 3「 hurs)
Dec 8(ThurS)
」an 12, 1989「 hurS)

」an 17(Tues)
Feb 21(TueS)
Mar 20(Mon)
Apr 17(Mon)
May 15(Mon)
」un 12(Mon)
」u!17(Mon)
Aug 14(Mon)
Sep ll(Mon)
OCt 9(MOn)
Nov 6(Mon)
Dec ll(MOn)

1988

Feb 16(ThurS)
Mar 16(ThurS)
Apr 13(丁hurs)
May ll(ThurS)
Jun 8(ThurS)
Ju!13(ThurS)
Au9 10(Thurs)
Sep 7(ThurS)
Oct 5(ThurS)
Nov 2(ThurS)
Dec 7(ThurS)
」an 18,1990(ThurS)

Student Holidays 1989

New Years Day
Martin Luther King Jr's Birthday (observed)
President's Day (observed)
Spring Holiday
Memorial Day (observed)
lndependence Day
Labor Day
Thanksgiving
Christmas Recess

４

１

２

３

‐
・
２

‐６

２。

２４

２９

４

４

２３
．

２５
“

Ｊａｎ

Ｊａｎ

勧

Ｍ ａｒ

町

Ｊｕ‐ｙ

師

Ｎｏｖ

Ｄｅｃ

‐

‐８

‐５

‐

３０

４

５

２４

２６

ＪａｎＪａｎ
助
精
町
Ｊｕ‐ｙ師
曲
Ｄｅｃ



Pamela Burns,CMttC
Mona lzumi,RDA
susan O'Donne‖
susan Hershman

OffiCe HOurs

9:oO AM t0 6:00 PM MOnday

ciass Times

8:00 AM t0 12:00 PM
12:30 PM t0 4:30 PM
6:00 PM t0 10:00 PM

Director
Education Director
Placement Pirector
Financial Aid

through Friday

Morning (MondaY - ThursdaY)
Afternoon
Evening

Faculty and Adrninistntion Medical Assisting Program
Program Objectlves and Career Outlook

ln recent years the profession of Medical Assisting has become indispensible
to the health care field. Not only have physicians become more reliant on medical
assistants, but their services are also being demanded by hospitals, clinics, and
nursing homes, as well as medical supply businesses, home health agencies, and
insurance and pharmaceutical companies. Medical assistants have become an
important part oI the health care team and their responsibilities continue to expand
as the demand for their services grow.

The objective of the Medical Assisting Program is to provide the graduate with
the skills and knowledge that will enable them to qualify for an entry level position
as a medical assistant. Since medical assistants are trained in both administrative
and clinical procedures, they are capable of filling a variety of entry level positions
such as clinical or administrative assistant, medical receptionist, medical insurance
biller. Completion of the Medical Assisting Program, including the classroom training
and externship, is acknowledged by the awarding of a diploma.

Classroom Procedures
This training program is divided into six learning units called modules. Each

module stands alone as a unit of study and is not dependent upon previous training.
lf a student does not complete any portion of a module, the entire module must
be rspeated. Students may enter the program at the beginning of any module and
continue through the sequence until all modules have been compleled.

TVping
This typing course will develop and improve the student's keyboarding skills.

Students will learn how to operate an electric typewriter and transcription machine.
Students are taught how to prepare correspondence, medical insurance and
transcribe dictation. ln order to graduate, students will be required to type a minimum
of 40 words a minute with no more than 5 errors.

Termlnology
Subject related medical terminology is studied in each module. lnstruction in

medical terminology is not an independent component ol the curriculum but rather
an intricate, on-going element in classroom instruction. Correct spelling, definition
and pronunciation of medical terms is taught. Basic structure of medical words
including prefixes, suffixes, root words and combining forms are studied.

Externship
6 Auarter Credit Hours/160 Total Clock Hours

Upon successful completion of classroom training, medical assisting students
participate in a 160 hours exlernship. Serving an externship at an approved facility
provides the extern an opportunity to work wiih patients and apply the principles
and practices learned in the classroom. Externs work under the direct supervision
of qualified personnel in participating institutions and under general supervision
of the school statf. Externs will be evaluated by supervisory personnel at 80 and
160 hour intervals. Completed evaluation forms are placed in the student's
permanent record. Medical assisting students must successfully complete their
externship training in order to fulfill requirements for graduation.
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fundamentals of psychology.
principles of otfice comput,erization.

Topics include:

' Filing Categories and Procedures

' lntroduction to Compulers
' bii"piiJiii-pr[;iiJn"ln tt'" M€dicar office

' BusinessCorrespondence. Patient Charts

' APPointment Schodullng

' T€lephone Tochniqugs

Module C - Medlcal lnsurance and Health Sciences
4.5 Quarter Credit Units/60 Total Clock Hours

Module C provides the student with basic knowledge in health care insurance,
plans and policies. Proper coding procedures required in medical insurance billing
is presented and practiced. A standard first aid course is laught in compliance with
the guidelines established by the Am6rican Red Cross. The structure and function
of the human digostivs system is taught. The basic lour food groups and thsir
relationships in maintaining good nutritional health is studied. Concluding Module
C ls a discussion on the etfects of disease and allergies on ths human body.

Topics lnclude:. Government Sponsor6d Health Care lnsurance. Privale lnsurance Plans. Procedural Coding CPT. Diagnostic Coding ICD-g-CN,. Computer Applications in the l\4edical Office. l\4edical Oltice Emergencies. Multimedia First Aid. Patient and Diseass. Digestive System. Specialty Diols

Module O - Cardlopulmonary and Electrocardlography
4.5 Quafter Cradit Units/60 Total Clock Hours

The student gains a basic understanding ot the circulatory and respiratory systom
by studying the structure and Iunciion oI the heart and lungs. The electrical pathways
oI the heart muscl€ aro studied as a basis for recording cardiac function. Th€ student
is introduced to the legal responsibilities ot both th€ physician and olfice assistanl.
Patient-physician contracts and consents are includsd, as wall as the acceptabls
professional €ihics of medicine as they rolate to the health care assistant.

Topics include:. Anatomy and Physiology of the Heart and Lungs. Blood Pressure M€asuremont. Taking and Recording Vital Signs. Medical Law and Ethics. Preparation and R€cording of Electrocardiogram. Mounting the EKG Tracing. Common Artifacts

tiodureB-crnrcarAssrstns,PharmacorLs|,,:lir:;:;f i:i|n"!l:\!:-,-:

,Jii.:lr$:?"i.ilr#".f!1ii[ j jf 
#]:l;!'ii|f:fl #i,x1r;i31];".:"#control is presented. An introduction t(

::ltff iddr"t##*l:mi,i1:,.'.,.;,,.;*i;;:;6fl,;3;3ir,"iiilt#
financial management ol the medical
ln gonoral accounting procedures,

)]胴柵蹴路|"

Topics includo:. Microbioloov

' Routine ofiice Surgicat Procedures

' Surgical lnstrumentation. lntroduction lo Pharmacology. Druo Dosaoo Calculations

' PnGician Sesk Heference (PDF)
. Muscular Svstem

' 6;;;il,-i;;il;ions in the lvledical otfice

' ueoilai Boo(teePing and Banking
. Payroll Preparaiion

19



Module E - Laboratory Procedures' 
4.5 Quarter Credit uniE/60 Total clock Hours

Module E is d€signed to lamiliarize the stud€ntwith routine laboratory proceduros

commonlv Derformed in a physician's otfice. Students are taught fundamental skills

n""""au* fo, perlorming laboratory tests. 9pecimen identilication, collection,

handlinq ;nd transportation procsdures are stuilied. Students practic€ venipuncture

una roitin" diagnostic hematology procedure. Ths maintenance and carg of

iaooratorv equiphent and supplies is discussed. Anatomical slructure of ths renal

system, iis functions and common diseases are presented

Topics include:. lnlroduction to lhe Laboratory and Salely Procedures
. Care and Use of the Microscope
. Physical, Chemical and Microscopic Urinalysis
. Blood Chemistries. Blood Collection
. Quality Conirol in the Medical Lab
. Hemaaocrit and Hemoglobin Det€rmination
. White Blood Cell Counts
. Ditferential Evaluation

Module F - Body Systems and Radlatlon Salety- 
4.5 Quafter Crcdit Units/60 Total Clock Hours

A studv of human glandular function combined with male and female anatomy
nrovides ihe student with a basis for an undorstanding of human reproduction.
ihe skeletal svstem and anatomical siructure of tho body is introducBd. A certilied

cardiopulmoniry resuscitation (CPR) course is taught which will snablethe studont

to respond to common emergencies. Tho principles o, radiation salety in the medical

olfic€ is discussed.
Tooics include:. Structural Components of the Human Body

. Anatomical Structure

. Skeletal System

. Radiatlon Satety and Protection

. Endocrinology. Obstetrics. Pediatric GroMh and Development

. Cardiopulmonary R€suscitation (CPR)

Dental Assisting Program
Program Obloctlves and Career Outlook

ln the last decade the profossion of dental assisting has experienced unprece-
dented growth though establishod career ladders such as licensure as a Registered
Dental Assistant. The dental assistant and the RDA have become indispensibls
to the dental care fisld. Dentists have become more reliant on dental assistants
to perform a wide rango oI patient procedures on the ever incroasing numbors
of people who ssek dental care. Dental assistanls' servicas are also sought by dental
schools, dental supply manulacturers, hospital dental departments and insurance
companies, D€ntal assistants have become an imporlant part ol the haalth care
industry and their responsibilities continue to expand as the demand ,or their
servlces grow.

The objecliv€ of tho Dental Assisting Program is to provide graduates with the
skills and knowledg6 that will enable them to quality for an entry l6vel position as
dental assislants. Since dental assistants aro trained in clinical, x-ray and admini-
strativo procedures, th€y ar€ capabls of Iilling a variety oI enlry level positions such
as chairside assistant or dental receptionist. Complotion of the Dental Assisting
Program, including the classroom trainlng and exlernship, is acknowledged by the
awarding of a diploma and radiation safety certificate.

Classroom Prccedures
Th6 training program is divided into six learning units called modules. Each

module stands alone as a unit of study and is not dependent upon previous training.
lf a student does not complete any portion of a module, th€ entire module must
be rep€ated. Students may enter the program at the beginning ol any module and
continue through the sequence until all modules have been completed.

IYplng
The typing course will dovelop and improve the student's keyboarding skills.

Students will lsarn how lo oporate an electric lypowriter. Programmod typing work-
books ars used by studenis as they l€arn how to prepare and Iormat correspondence
and dental insuranco forms. ln order to graduate, students will be requirsd to type
a minimum of 25 words a mlnut€ with no more than 5 errors.

Termlnology
Subisct related dental terminology is studied in each module. lnstruction in dental

terminology is not an independent component oI the curriculum bui rather an
intricate, ongoing element in classroom instruction. Correct spelling, definition and
pronunciation ol dental terms are taught. Basic structure of dental words including
prelixes, sutfixes, root words and combining lorms is studied.

Externahlp
6.0 Quarter Credit Units/ 160 Total Clock Hours

Upon successful completion of classroom training, dental assisting sludents
participate in a 160 hour externship. Serving an externship at an approved tacility
providss the extern an opporiunity to work with patients and apply the principles
and practices learned in the classroom. Externs work under the direct supervision

20



of oualilied personnel in participating institutions and under general supervision
of the schodl statf. Exlerns will be evaluated by supervisory personnel at 80 and

i6O hour intorvals. Comploted evaluation forms are placed in the sludent's
o"rrnanert rscord- Dental assisting students must successfully complete their

ixternship training in order to lulfill requirenlonls for graduation'

Module A - Admlnistrallve Procedures
4.5 Quarter Credit Units/60 Total Clock Hours

The module familiarizes lhe studsnt with basic dental otfice administrative
orocedures and receptionist relalsd duties. The legal rssponsibilities ot the dentist
and the slatf are introduced An introduction to dental spocialties is presentod. Job

iearch skills that will assist the student in preparing for successful entry level

emolovment in the dental profession are discuss8d,
rrainino in administrativo proc€dures will be achieved in a tront office setup

throuoh ro'le playing and with structurod exercisos. Students are laught to obtain

intormiation fromlample case histori€s, thus gaining proficiency in completing aclual

dental records. The fundamontals ol oral and wrilten communication skills are

sludisd. ln addition, students are inlroduced to concepts in records management

for a dental otfice including both patient and financlal records.

Tooics includs:. Dental Records - Clinical and Business
. Appointment Scheduling
. Filino Procsdures
. Corr6spondence and Mail Processing
. Dental lnsuranco and Claim Processing
. Financial Record Keoping
. WrileJt-Onco Bookkoeping System
. Telephone Etiquette
. Law and Ethics
. Resumes and Job lnterviews
. lnventory Control

Theory laboratory skills, manikin practice and clinical patient requirements meet
stats guidelines lor a Radiation Safety Certilicate.

Topics include:
. Anatomy of the Skull
. Tooth Structure and Arrangement
. lntroduction to Dental Fladiography
. Physics ol Radiaiion
. Biological Effacts
. Hadiation Sarety
. Dontal X-ray Unit Operation
. Radiation Control Factors
. Radiographic Procedures
. Bitewing, Bisecting, Parallel and Supplemental Techniques
. Film Composition and Handling
. Film Processing, Mounting and Critique

Module C * Oentsl Sciences
4.5 Quaier Credit Unhs/60 Total Clock Hours

ln the dgntal scienca module, analomy, medications, transmissable diseas6s,
cardiopulmonary r€suscitation and two dental specialties are studied. The student
is introduced lo methods lor taking and recording vital signs. Types of anesthetics
used in dentislry and procedurss lor administering them are sludied. An introduction
to the skills performed by a dental assistant in th€ specialty areas of oral surgery
and endodontics (root canals) are presented.

Students gain proficiency in subject related skills through practice on lraining
manikins. Manikins have a full compl€ment of teeth, tongue and in some cases,
a simulated face. Studonts will l6arn how to place instruments and materials on
manikins such as a rubber dam assembly or drying canals. Heat activatsd sterilizers
and disinfecling materials are provided lor the student to practice step-by-step
inslrument cl6ansing. Procodures in cardiopulmonary resuscitation and relief of
an obstructed airway are performed on resuscitative training manikins.

Topics include:
. Cranial Nerves and Blood Supply
. Topical and Local Aneslhesia
. Nilrous Oxido Sedation
. Rubber Dam
. Endodontic Procodures
. Oral Surgery
. Dressing and Suture Materials
. Microbiology and Diseaso Control
. lnstrumont Fecycling
. Vital Signs and Blood Pressure
. Cardiopulmonary Fesuscitation (CPR)

Module B - Dental RadiograPhy
4.5 Quaner Credit Units/60 Tolal Clock Hours

Basic anatomy of the head is studied to familiarize the student with tho

anatomical slructures necessary lor taking dental radiographs. Radiation protection

and the hazards of x-ray radialion are studied. Maintaining safoty while obtaining
the best possible diagnostic quality in dental radiographs is emphasized. Sfudents

will Dractice techniques of lilm exposure in equipped dental operatories with industry
aDDroved slruclural and monitoring devices- Exposure techniques are psrformed
on a oalient simulator manikin (DXTTR). Upon successful complelion of manikin

oractice. students produce a specified number of sets of radiographs on clinical
oatients under supervision of a licensod dentist. Fllm processing is performed in

i tutty equipped darkroom. Students are taught both manual and automatic
proc6ssing techniques,

り
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Module D - Chalrslde Asslstlng
4.5 Quarter Crcdit Units/60 Total Clock Hours

ln the chairside assisting moduls, instruction includes the duties and techniquss
practic8d in general dentistry with emphasis on sil down, four-handed dentistry.
Th€ student learns how to handle dental instRlments and dental materials. Basic
concepts on how to help the dental patient overcome lh€ir anxieties associated
with d€ntistry are discussed. Childr6n's dentistry (pododontics) as a specialty is
pressnted.

Sludents working in small groups or with partners, will simulate a wide range
of procedures such as patient seating, aspiration and instrum€nt lransfer through
role playing exerclses. ln an operatory setting, students will practice placing dental
materials on models. Classroom operatories are furnished with powor op€ratgd
dental chairs and units. Unit attachmsnts include a water/air spray syringe, high
spesd and slow sposd handpioces and oral evacuating hoses.

Topics include:. Dontal Operatory Equipm€nt and Operation. lnstrument Grasps and Tray Setups. Basic, Flestorative and Esthetic lnstruments. Rotary lnstruments. Handpieco Care and Operation. Patient Seating and Dismissing. Patients with Handicaps. Oral Evacuation. Malric€s - Placemont, Wodging and Removal. Restorative Materials. Pedodontics

Module E - taboratory Procedures
4.5 Quarter Credit UniE/60 Total Clock Hours

This module amphasiz€s two dental specialties: prosthodontics and orthodontics.
The student is introduced to ditfersnt materials and procedures us€d in the
consiruclion of dsntal appliances. Particular emphasis is plac€d on the
characteristics and uses oI the diflerent materials used in dentistry. Both lixed and
removeable appliancss are introducsd. A comparison in state permitted dental
assisting duties is discussed along with the ditference betws€n general and direct
suporvision ofthe dentist. State licensure requiremonts ars presonted. A background
in lh€ basic principles of psychological theory is presonted lo acqualnt students
with asssssing patient dontal nesds.

Students will rscsive hands-on training in subject areas taught utilizing
instrum6nts and modols d€signed ror orthodontics and prosthodontics. Students
will conslruct their own oral cavity models with a variety of materials. Students will
use the models for praclicing dontal procedures.

Topics include:. Properti8s of Dental lmpression Matsrials
. Alginate. Rubber Base - Silicone and Polysullids
. HYdrocolloid. Dental Plaster. Class land Class ll Stone
. Mod6l Trimming. Custom Trays. lnlays, Crowns and Bridggs
. Dentures. Orthodontics. Siate Regulations

Module F - Dental Health
4.5 Quartq Credit UniE/60 Total Clock Hours

The dental health module includos a comprehensivs study in dental anatomy.
Charting methods are studisd and prac'ticed in orderto gain proliciency. The student

is also introducsd to preventive dentistry. This providBs tho student with the know-
ledge and the philosophy oI pr6v€ntive troatment, the fundamentals of the disease

triaa and oral hygiena. lncluded in this module aro two spacialties: oral pathology

and periodontic;. Students will receive instruciion in rslatod pathological conditions.
Piacement ol periodontal surgical dressings in introducod and practiced on

manikins. Studenis will gain proficiency in chariing pathological conditions and
existinq dontal work by complsting written charling €xercises. ln addition, students
chart 5ral conditions of othsr stud8nts and pationts in compliance with state
guid6lines for mouth mirror inspection.

Coronal polish procedures aro taughi. Studsnts gain proficiency.in coronal polish

through prictice on manikins. Attsr skill proliciency has been d€monstrated on
a maiit iir, studenis perform coronal polish on clinical palients under the direct
supervision of a licensed dentist. Complation of the coronal polish segment will
peimit the graduate to perform this skill on patients after they acquiro a Registered

Oental Assistant Licsnse.
Topics include:. Oral Cavity Landmarks. Sinuses and Salivary Glands

. Tooth Landmarks. Charting Codos and Symbols

. Cavity Classifications. oral Prophylaxis. Coronal Polish. Plaque Control. Fluorides. Nutrition. Pharmacology. Dental Otfice Emergsncies
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Medical Office Management Program
Program Oblectives and CaI€6r Outlook

ioday the heahh care lield offers a variety of interesting and challenging career
opportuirities to a graduate of the Medical Ofiice Managemsnt Program. ln this
pi6gram, a student will receive training that ernphasize,s the administrative and
business aspeas involved in managing a medical office Completion of the Msdical
Otfice Managsment Program, which includes classroom training and an externship,
is acknowlsdged by the awarding of a diploma With strong administrative skills,
a graduate cin become an integraled part of a health care facility. Entry-level
poiitions include msdical receptionist, medical insurance processor and modical
iranscriber and are found in medical offices, hospitals, clinics, home health
agencies, and insurance companies. Graduates can bBcomo important members
oithe health care team, expanding boih their roles and responsibilitios as the
demand for their ssrvices continue to grow

Classroom Procodures
This training program is divided into six learning units call€d modules. Each

module stands alonaas a unit of study and is not dep€ndent upon previous training.
tt a student does not complete any portion ot a module, the ontire module must
be repsated. Students may enter the program at the bsginning oI any modul€ and
continue through the ssquencs until all modules have been completed.

TYplnS'-The 
typing course will devolop and improve the studsnt's keyboarding skills.

Students willlearn how to operate an electric typewriter and transcription machino.
Students are taught how to prepare correspondence, modical insurance and
transcribe dic,tation. ln order to graduat€, students will be r€quirod to type a minimum
of 45 words a minute with no more than 5 errors.

Termlnology
Subjed Alated medical terminology is studied in each module. lnstruction in

medicrl t6rminology is not an independent component of lho curriculum but rather
an intricate, ongoing element in classroom instruction. Correct spolling, definition
and pronunciation of medical terms is taughi. Basic structure ol medical words
including prefixes, suffixes, rool words and combining forms are sludied.

Computer Training
Msdical office management studsnts participate in hands-on training on the

microcomputer. A tutorial software package simulating computerized record
management lor a medical lacility is taught throughoul ihe six month classroom
program.

Externship
6.0 Quatler Credit Units/160 Total Clock Hours

Upon successful completion ol classroom training, Medical Oflice Managem€nt
studsnis participate in a 160 hour €xternship. Serving an externship at an approved
facility provides the extern an opportunity to work with patients and apply the
principles and practices learned in the classroom. Externs work under the direct
supervision of qualified porsonnel in participating inslitutions and under general
supervision of the school statf. Externs will be evaluated by supervisory personnel
at 80 and 160 hour lntervals. Complsted ovaluation forms are placed in the sludent's
permanent record. Medical Otfice Management students must successlully
complete their ext€rnship training in order to fullill requiremenls for graduation.

Module A - Admlnlstrative Procedures
4.5 Quartq Credit Units/60 Total Clock Hours

Administrativs office procedures are taught in Module A. The studenl is
introduced to tho rundamentals of transcribing, machine usage and lho contsnt
and lormat oI medical records and reporls. Studonts will r6ceiv6 instruction in filing
systems, composition of charts, and chart assgmbly. Th6 fundamontals oI oral and
writton communication techniqu6s are studi6d. Ordering, storage and cost controls
for m6dical equipm€nt and suppli€s are discussed.

Topics includo:. Business Correspondence. MachineTranscription. The Pati€nt Chart. Filing and Classifications. Appointment Scheduling. Tslsphone Techniques and Etiquette. Medical Specialties

Module B - Accountlng Procedures
4.5 Quader Credit Units/6o Total Clock Houts

Module B introduces students to the business aspects ol the medical office.
lnstruction focuses on the accounting cycle, bookkeeping and tundamental
accounting concepts and preparation of financial data in managing the medical
office. The rsquirsments lor prop€r record keeping of office accounts, patient
accounts and payroll accounts are discussed. Studonts practice posting to various
accounting documenls, and balancing rocords for both accounts receivable and
accounts payable. Mothods of credit collection and oth6r monetary aspects of
running the physician's office will be discussed.

Topics includ6:. Accounting Terminology. Write-lt.Once Bookkeeping. Banking Procedures. Payroll Flecord Keeping. Aging Accounts. Collections
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Module c - Medical lnsuranceo 
.5 Quarter credit tJnits/60 Totat clock Hours

Module C is designed to develop the student's proficiency in insurance process-

ing. Types of insurance plans, related billing terminology and_abbreviations and
nitionat coding systems used for claim processing are studied. Students are taught
how to obtain inlormation from patient charts and ledgers, enabling them to complete
insurance forms accurately. Basic anatomy and physiology of the sense organs,
renal system and lymphatic system and related common diseases are studied.

Topics include:. Government Sponsored Health Care lnsurance
o Private lnsurance Plans
. Procedural Coding, CPT Codes
. Diagnostic Coding, ICD-9-CM
. Nervous System
. Dermatology
. Structure and Function ol the Eye and
o Drug Classifications and Precautions
o Prescription Abbreviations

Module D - Asepsls and Patlent Care
4.5 Quarter Credit Units/60 Total Clock Hours

lnfection control and bacteriology and how they relate to the health care environ-
ment are presented. Students will study the fundamentals of basic sanitization,
disinlection and sterilization. Patient assisting techniques are taught in combination
with examination procedures routinely performed in a medical office setting. To

prepare the student to work in the health care environment, basic interpersonal
iXitts anO office etiquette are discussed. Analomical study in Module D includes
a discussion of the human locomotor system, which provides elementary knowledge
ol bones and muscles.

Topics include:. Microbiology and lmmunity
r Sterilization Procedures
r Exam Room Care
o Patient Positioning and Draping
o Human Relations
e Muscular and Skeletal System

Module E - Admlnistrative Records
4.5 Quarter Credit Units/60 Total Clock Hours

Module E introduces the use of computers in the medical otfice. computer
terminology and common applications are studied. An overview of hospital d6part-
ments and the role the departments play in an acute care hospital are discussed.
The medical office management student is introduced to the legal responsibilities
of both physician and health care team members. patient-physician contracts and
types of consents are included. The professional ethics of medicine are discussed
as they relate to the otfice assistant. The structure and function of the reproductive
system is introduced.

Topics include:. Computers in Business. Hospital Departments and Records
o Medical Law and Ethics. Endocrinology
o Male and Female Reproductive Systems
o Obstetrics and Pediatrics

Module F - Emergency Procedures
4.5 Quarter Credit Units/60 Total Clock Hours

The student will participate in a certified first aid and cardiopulmonary resusci-
tation (cPR) course which will enable the student to apply concepts-learned in
common emergency situations. The structurss and functions of the heart and lungs
and the common conditions associated with these body systems provide the basis
for instruction in basic cardiac life support. students are taught how to take and
record vital signs. The digestive system is introduced. Diet planning for the patient
with special diet requirements is presented. students are given an opportunity to
evaluate the nutritional value of their own diets.

Topics include:
o Circulatory and Respiratory Systems
o Blood Pressure and Vital Signs. Cardiopulmonary Resuscitation (CpR)r Multimedia First Aid. Digestive System. Nutrition

Ear
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National Education Centers

The following schools are accreditgd by the Accrediting Commission of the National
Associalion of Trade and Technical Schools:r.

National Education Conter - Bryman Campus located in:

The following schools ar6 accrodited by the Accrediting Commission of the
Association oI lndopendent Collegos and Schools:

National Education Center - National lnstitute of Technology Campus located in:

Anaheim, CA
Canoga Park, CA
Chicago, lL

(Extension oI Oak Park, lL)
Oak Lawn, lL

(Branch of Oak Park, lL)
Oak Park, lL
Long Beach, CA
Los Angeles, CA
San Jose, CA
Torrance, CA

Anaheim, CA
Cross Lanes, WV
Cuyahoga Falls, OH
East Detrolt, Ml
Livonia, Ml

National Education Center -
Bauder College Campus
Ft. Lauderdale, FL

National Education Center -Bauder College Campus
Miami, FL
(Branch ol Ft. Lauderdale, FL)

National Education Center -Arkansas College ol Technology
Campus

Little Rock, AR

National Education Center -
Kentucky College of Technology

Campus
Louisville, t(Y

National Education Center -
Rhode lsland Trades Shops

School Campus
Providence, Rl

San Francisco, CA
Rosemead, CA
Phoenix, Az
Atlanta, GA
Houston, TX - North Campus

(Branch oI Houston, Tx -
South Campus)

Houston, TX - South Campus
Brookline, MA
Detroit, Ml

(Branch ol Brookline, MA)

Wyoming, N4l

West Des Moines, lA
Homewood, AL
Dallas, TX
San Antonio, TX

National Education Cent€r -
Vale Technical lnstitute Campus
Blairsville, PA

National Education Center -RETS Campus
Nutley, NJ

National Education Center -Brown lnstitute Campus
Minneapolis, MN

National Educalion Center -
Arizona Automotive lnstilute Campus
Glendale, AZ

National Education Center -
Spartan School of Aeronautics Campus
Tulsa, OK

National Education Center -
Tampa Technical lnsiitute CamPus
Tampa, FL
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National Education Center -Sawyer Campus
Los Angeles, CA

National Education Center -Sawyer Campus
Sacramento, CA

National Education C6nter -Allentown Business School
Campus

Allentown, PA

National Education Cenler -Thompson lnstituto Campus
Harrisburg, PA

National Educaiion Cent€r -Thompson lnstitute Campus
Philadelphia, PA
(Branch of Harrisburg, PA)

National Education Center -Kansas City Business College
Campus

Kansas Cily, MO

National Education CBntor -
T€mple School Campus
Silver Spring, MD

National Education Centor -
Tomple School CamPus
Baltimor€, MD
(Branch o, Silvsr SPring, MD)

National Education Conter -
Temple School Campus
Bailey's Crossroads, VA

Nalional Educalion Center -
lGo Businoss Collego CamPus
Norfolk, VA

National Education Center -lG6 Business College Campus
Newport News, VA

National Education Csntor -
l(ee Business College CamPus
Portsmouth, VA
(Branch oI Norfolk, VA)

Richmond, VA
(Branch oI Norfolk, VA)

Natlonal Education Center - National Education Csnter -
Skadron College ol Business tce Businsss Colleg€ Campus

Campus
San Bernardino, CA

National Educatlon Centers, lnc.
1732 Reynolds, lrvine, CA 92n4

Ofllcerg
Harvey Goldstein
Gerry l(osentos
Jack Larson
Vince Pisano

Chairman of lhe Board and President
Vics Presidant of Operations
Vice Presidont of Markoting
Vic6 President of Finance and Administration
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leaders in
Uocational Training

National Education Centers
have been providing compre-
hensive vocational training that is
responsive to the changing needs
of business and industry for more
than 30 years,

To keep up with the pace of an
increasingly sophisticated world,
National Education offers hands-
on instruction that uses the same
technology and equipment found
in today's workplace. Courses are
continually updated to meet cur-
rent employment requirements. At
National Education, you will learn
the valuable technical skills that
can help place you in the job of
your choice after graduation.

More than 50 campuses
located in 22 states offer training
in fields ranging from health care,
secretarial sciences and elec-
tronics to business management
and computer science. Whichever
field you have selected, National
Education can teach you the
skills you need to succeed,


