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A Message from the Presidents

We'd like to petsonally welcome you to Bryman College and congratulate you on your decision to invest in your future through
education. We hope you will find our quality programs, outstanding faculty, and “we care” attitude, the right combination to help
you succeed. Your success will depend, in large patt, on your approach to learning. We encoutage you to make the most of your
education. Go beyond what is required and really take the time to develop new skills, try out new ideas, and challenge yourself to
reach beyond what you thought was possible fot yourself.

Being successful at Bryman College, and in the wotld of work, may requite you to step outside your comfott zone and try new things
ot adopt new habits. Adjusting to new experiences can make you feel uneasy and insecute. Eleanor Roosevelt once said “You gain
strength, courage, and confidence by every expetience in which you really stop to look fear in the face. You must do the thing which
you think you cannot do” We encoutage you to meet yout challenges with courage, to put all of your effort into becoming the best
you can be at Bryman College, we considet outselves your partner in success. We care about your success and will provide you with
the tools you need to acquire the knowledge and skills necessary to succeed in the workplace. It is up to you to put those tools to
wotk. The administration, the faculty, the staff, and your fellow students are hete to support and help you as you take this important
step toward creating a better future for yourseif.

We look forwatd to working together to enable you to realize your dream.

Kim Lothyan, Everett School President

Shelly Williams, Federal Way School President
Robert Nodolf, Port Orchard School President
Timothy E. Allen, Tacoma School President



A Message from the Presidents ......covviiivrrnnnreeennn.

About Corinthian Colleges, Inc. ......coviiiiiiirrniirnnnes
School Facilities ..............,
Mission Statement and Objectives

Mission Statement .......,

Objectives ........00vuun,

School History and Desctiption

Accreditation ............
Membertships .........
Approvals ............
Licensute ............
Advisoty Boards ......,
Disclaimer ...........

Admissions ..............
Contact Admissions ... .
Admissions Procedures .
Admission Requirements

School Policies

.

.

Prr e e e s

.

.

*

*

Statement of Non Discrimination

Student Grievance Policy ... ...

Student Records ..,.....
Drug Awareness ..

.
.

Crime Awateness ......
Weapons Policy .......
Personal Property ......

.

Attendance Requirements

Re-entry Policy .......
Make Up Work
Leave of Absence Policy

.

.

.

s

.

.

+

.

.

*

*

.

.

Failure to Return from a Leave of Absence

*

.

+

.

.

.

.

TABLE OF CONTENTS

rrrrean

Effects of Leave of Absence on Satisfactory Academic Progress

Weather Emergencies .....

 ConduCt ..rtitinaaanianas
Student Conduct Code .....

Satisfactory Academic Progress

Evaluation and Standards

x

.

D R N I I R

.

e

L

e e

s

.

.

*

.

.

Re-establishing Satisfactory Academic Progress

Academic Probation ...............

Course Exemption .............

Progiam/Coutse Withdrawal . . ...

Re-admittance After Termination .

Student Academic Appeal Process
Transfer Credit .......000uuiennsn

Grading System ................,

Repeat Credits ...............

Incomplete .....coovvvnunnnn.

.

IR ENEN]

e 2 0

RN A A A A
RN
N
I A )
LR BN N R AR RS
L
srs s ss VIR
I N I A
L N R
PR S R A AR
R
P R N I
LRI B
DN R N A
L]

R R R R LWL LN R R R LR

R e N N N - - - I



Administrative Withdrawal ................... P braaaraeans O . ]
Grade Changes ........ e arae e s e et e A3
Graduation Requirements ................. e e s e Y &
Student Setvices ............ e et et e e e 13
Counseling Services ......oivvrvennns b et e B &
Modular Programs ...... et et i e F et e ettt ey .15
Dental Assisting Diploma Program .......... e a it e e s P |
Medical Assisting Diploma Program . ..........c0iiiiiiiniaeenns e s e ey RN )
Medical Billing Diploma Program ........ e e er st P .
Pharmacy Technician Diploma Program . ....cooiiiiiiiiiiinnas, e e e re e .19
Financial Information ............ C e e st a1
Tuitionand Fees .. .civviirnirinnenriiarirscsininnas e e e e PN |
Cancellation/Refund Policy ......... b e r e |
Financial ASSiStance ....veevrvnernrcarenacrsrneseans e s e i e ..
Federal Pell Grant . . ........c0000s ke s s s sttt aa s e rraerrrs i 23
Federal Stafford Loan (FSL) ... .o, e et ar e craeeen 23
Federal Parent Loan for Undetgraduate Students (FPLUS) . ................. C b eareaaaa et 23 .
Sallie Mae Alternative Loan Program (SLM) ........... et e e et r e et e chreeans 23
Student Tuition Assistance Resoutce Loan (STAR Loan) . ....oooiiinnnans, e e 23
Imagine Ametica Scholarships . ....... ...t e e ae et B &
Course Desctiptions .............. b e dr s ar etk s st ee s P 25
Port Orchard Campus Administration ................. b r e r e, I &
Campus Administration and Faculty ....c.caviiiiriiiieniiiininnn G e e st 33
Port Orchard Faculty ... vvvnvniiiiininiananns, F e et aear ettt A &
Federal Way Campus Administration ... oviirvviiirrrorenersaseenseeres et e 34
Fedetal Way Faculty ....ovvvvrennnnnnnenaanns i he s et . L
Evetett Campus Administration .......coiiiiirerernraecennsassseannes C et et e a ey 35
Everett Faculty .. .vvuvviveriviirennreanenenacnans e e e v 35
Evetett Faculty (Continued) ......0iiiiiiiiirerereneriianrennsennss e bt i 36
Tacoma Campus Administration .................. e e a e e . ¥
Tacoma Faculty .............. i ea st e i er e 37
Hours of Operation ....vvvvnviriiiiiniessens T D PN .
Class Times .......ovvivenvnnn e s rr et e iera et 38
Academic Calendar 2004 and 2005 ............ ... ..., e r e e . 1
Ownership ........... .00t et ase s e T 39

Terminology ....ooiiiiniiniirriiernrisnasinarisen b erer st . 1

v






About Corinthian Colleges, Inc.

This School is a part of Corinthian Colleges, Inc. (CCI). CCI was formed in 1995 to own and operate schools actoss the nation that
focus on high demand and specialized skills. CCI is continually seeking to provide the kind of training programs that will best serve
the changing needs of students, business and industry.

With headquarters in Santa Ana, California and schools in various states, CCI provides job oriented training in high growth, high tech-
nology ateas of business and industry. The curticular focus is on allied health, business, and other programs that have been devel-
oped based on local employet needs. Students use modern equipment and facilities, similar to the kind they can expect to find on the
job. By emphasizing focused training, CCI provides people enteting or re-entering today's competitive market with practical, skill spe-
cific training vital to their success,

Corinthian Colleges, Inc. is dedicated to providing vocational and technical training that meets the current needs of business and
industry. Under CCI ownership, the school will maintain its long-standing reputation for innovation and high quality private vocation-
al education,

School Facilities

The Bverett campus facilities consist of a 21,400 square foot facility containing lecture classrooms, clinical laboratories and comput-
er labs,

The Federal Way campus consists of a 15,000 squate foot training facility on 2+ acres. It consists of lecture classtooms, clinical lab-
oratoties and computer labs.

The Port Orchard campus occupies approximately 30,000 squate feet of insttuctional space on 5+ actes. It consists of lecture class-
rooms, clinical laboratoties and computer labs.

The Tacoma campus consists of a 22,000 square foot facility contatning lecture classrooms, clinical laboratoties and computer labs,

Mission Statement and Objectives

Mission Statement

Bryman College is an independent, private, diploma-granting school of Allied Health, Business and Technical Education. The school
is dedicated to preparing students from diverse backgrounds with the skills, knowledge, and attitudes to successfully compete for jobs
and to cope with ever-changing wotk force requitements; and it encourages lifelong learning and growth both on the job and in life.

Objectives

1. To be an effective contributing member to Washington state’s workforce development efforts,

To encourage out students to become contributing members in their communities.

To provide job-relevant career training to all qualified students.

To ptovide technical skills to assist the student with lifelong learning skills on the job and in life.

To provide the community with specialized petsonnel for employment in entry-level and related career path positions.

To provide placement assistance to all graduates in the field for which they were trained.

A o ol

To maintain our faculty, equipment, and teaching methods within the standards set forth by the Department of
Education, the State of Washington, the Accrediting Council for Independent Colleges and Schools {ACICS}, the
Commission on Accreditation of Allied Health Education Programs (CAAHEP) and the Washington State Board of
Pharmacy.

8. "T'o continually provide professional development training for faculty and staff members.



School History and Description

1922 Bryman College, formerdy known as Eton, was founded by WB. Barget, and established as Bremerton Business College to
serve the Bremerton and Kitsap Peninsula atea.

1962 Bremetton Business College was acquired by George C. and Lois Aloha Bates, who owned and operated the school until
their retirement in 1985,

1985  Joseph W. Edmonds acquired Bremerton Business College and changed the school name to Eton Business College in July
of 1985.

1986 'The main campus of Eton moved to new facilities in Port Oxchard. Etfon acquired Puget Sound Institute of Technology
and Travel Central and moved to its present campus in Federal Way.

1987  Eton opened the doors at its campus in Everett. Eton Business College was renamed Fton Technical Institute.

1999 In December 1999, Eton was purchased by Cateer Choices, Inc. and became Fton Education, Inc. doing business as
{DBA) Eton Technical Institute.

2000  Eton’s Everett campus moved to its spacious facility in the Everett Mall Office Park,

2003 Eton opened a new campus in Tacoma. In August 2003 Cateer Choices, Inc. was putchased by Corinthian Colleges, Inc.
as a wholly owned subsidiary.

2004 Eton Technical Institute’s name changed to Bryman College.

Accreditation

Bryman College is accredited by the Accrediting Council for Independent Colleges and Schools to award diplomas in Dental
Assisting, Medical Assisting, Medical Billing and Pharmacy Technician. The Accrediting Council for Tndependent Colleges and
Schools is listed as a nationally recognized accrediting agency by the United States Department of Education. Any questions can be
directed to:

ACICS
750 Fitst Street NE, Suite 980
Washington, IDC 20002-4241

The Medical Assisting program is also accredited by the Commission on Accreditation of Allied Health Education Programs (CAA-
HEP). The American Association of Medical Assistants (AAMA) is 2 member of CAAHEP.

CAAHEP

35 East Wacket Drive, Suite 1970
Chicago, Illinois 60601-2208
(312) 553-9355

- Bryman-College 15 a qualified school of higher learing wity zpproved programs of stuidy tiat meet tecoghized academic standards, ™

Accteditation means a school employs a professional staff, has adequate facilities and equipment, and has stability and permanence
within the educational community.

* CAAHEP accreditation for the Tacoma campus is cuttently pending approval.



Memberships

Tacoma Chamber of Commerce

Biemerton Chamber of Commerce

Everett Chamber of Commerce

Northwest Private Career Schools Association (NPCSA)

National Association of Health Career Schools (NAHCS)

National Association of Student Financial Aid Administrators (INASFAA)
Washington Association of Financial Aid Administrators (WAFAA)
Western Association of Student Financial Aid Administrators (WASFAA)
Washington Federation of Private Cateer Schools and Colleges (WEPCS)
Better Business Buteau

Tacoma Chamber of Commetce

Approvals

United States Depattment of Justice (Immigration and Naturalization Division)

Washington State Board of Pharmacy

Approved for the Ttaining of Veterans

Recognized for training by State of Washington Workforce Training & Education Coordinating Board

Licensure

Bryman College is licensed as a ptivate vocational school under Chapter 28C.10 RCW. Inquiries or complaints regarding this ot any
other private vocational school may be made to:

Wortkforce Training and Education Coordinating Board
128 Tenth Avenue SW

Olympia, WA 98504-3105

(360) 753-5673

and/or

ACICS (Accrediting Council for Independent Colleges and Schools)
750 First St. N.E., Suite 980

Washington, D.C. 20002-4241

(202) 3366780

Advisory Boards

Biyman College’s advisoty boards ensute that educational activities are consistent with the community’s business and professional
skills needs. Advisory board meetings are held on each Bryman College campus to advise, counsel, and share information with staff
members, practitioners, and other interested patties. The advisoty boards evaluate curriculum, procedures, policies, and facilities to
continuously strengthen curticulum in order to suppost both student and business occupational objectives.

Disclaimer

This catalog provides tequited information about Bryman College, However, in a continual effort to maintain the highest education-
al standards, Bryman College tesetves the right to make approptiate opetational and policy modifications at any time. Such modifica-
tions will maintain compliance with all accrediting, state, federal, and licensing/certification agencies. When appropriate, Bryman
College will notify students, staff, regulatory agencies and other interested third parties of changes prior to application.



Admissions

Contact Admissions

Prospective students may apply to the school at any of four locations:

Bryman College Bryman College Bryman College Bryman College
3649 Frontage Road 31919 Sixth Avenue South 906 SE BEverett Mall Way, Suite 600 2156 Pacific Avenue
Port Orchard, WA 98367 Federal Way, WA 98003 Everett, WA 98208 Tacoma, WA 98402
(360) 473-1120 (253) 941-5800 {425) 789-7960 (253) 207-4000

Admissions Procedures

A prospective student hegins by scheduling a campus tour and admissions confetence with an Admission Representative of Bryman
College. This altows the candidate to learn about career program choices available and view the facilities and equipment.

If Bryman College’s training programs meet the prospective student’s goals, an Application for Admission and an Enrollment
Agreement are completed. Candidates then meet with a Financial Aid Representative to arrange for the funding of their education.

Admission Requirements

1. Admission to Bryman College is based on an assessment that determines readiness to engage the training ptogram selected by a
prospective student. Potential students are asked to take the Wonderlic Test and must pass with a score of at least 10, except stu-
dents entering the Pharmacy Technician program who must pass with a scote of at least 15.

2. Al applicants are required to provide a copy of their high school diploma or GED certificate. Applicants who have not yet com-
pleted high school or received theit GED may apply for conditional acceptance prior to completion. Proof of high school gradua-
tion ot GED must be provided before a student hegins school, if conditionally accepted. Bryman College does not currently accept
ability-to-benefit students.

3. Applicants to the Medical and Dental Assisting programs ate strongly encouraged to complete a Hepatitis B immunization series
and present official documentation of series prior to externship. Students ate responsible for fees associated with all immunizations,

4. Washington State conducts a background check on all Pharmacy Technician License applicants. An advetse criminal background
may result i the dental of a PHT license. Applicants to Bryman College’s Pharmacy Technician program may tequest a background
check prior to enrolling for a §10 fee. Applicants to the Pharmacy Tech program must sign a form acknowledging the implications
of an adverse criminal background.



School Policies

Statement of Non Discrimination

Bryman College does not discriminate on the basis of sex, age disability, race, creed o religion in its admission to or treatment in its
programs and activities, including advertising, training, placement and employment. The School President is the coordinator of Title
IX - the Educational Amendments Act of 1972, which prohibits disctimination on the basis of sex in any education program or activ-
ity receiving federal financial assistance. All inquities or complaints under the sex discrimination provisions of Title 1X should be
directed to the School President. The School President must act equitably and promptly to resolve complaints and should provide a
response within seven working days. Students who feel that the complaint has not been adequately addressed should contact the
Student Help Line, (800) 874-0255 or email at studentrelations@cci.edu.

Student Grievance Policy

Persons seeking to resolve problems ot complaints should first contact theit instructor. Untesolved complaints should be made to the
education director. Students who feel that the complaint has not been adequately addressed should contact the School President.
Written responses will be given to the student within seven working days. If the problem remains unresclved, students may contact
the Student Help Line at {(800) 874-0255 ot email at studentrelations(@ecci.edu.

Additional inquites can be directed to the Accrediting Council for Independent Colleges and Schools (ACICS) at: 750 First St. N-E.,
Suite 980 Washington, D.C. 20002-4241 or (202} 336-6780.

Student Disability Services/Accommodations

The school has an institational commitment to provide equal educational opportunities for qualified students with disabilities in
accordance with state and federal laws and regulations, including the Americans with Disabilities Act of 1990 and Section 504 of the
Rehabilitation Act of 1973. To provide equality of access for students with disabilities, the school will provide accommodations and
auxiliaty aids and services to the extent necessary to comply with state and federal laws. For each student, these accommodations and
services will specifically address the functional limitations of the disability that adversely affect equal educational opportunity.
Applicants or students who would like to tequest disability service/accommodations must make a request to the School President.

Student Records

Tn compliance with Public Law 93-380 of 1974, the Family Educational Rights and Privacy act, Bryman College has adopted policies
and procedures that permit students the oppottunity to review their educational records upon request. Educational recotds refer to
the records, files, documents, and other material containing information directly related to the student. Educational recotds do not
include working papers concerning students, such as, informal notes and other temporary notes of a similar nature that are in the sole
possession of the faculty or staff. These items are not accessible of revealed to any other individuals. Bryman College will not pet-
mit access to or release of educational tecords without the wiitten consent of the student.

Drug Awareness

The Drug-Free Schools and Communities Act of 1989, Public Law 101-226, tequites institutions receiving financial assistance to
implement and enfotce drug prevention programs and policies, The information and referral line that directs callets to treatiment cen-
tets in the local community is available through Student Services.

Bryman College prohibits the manufacture and unlawful possession, use or distribution of illicit drugs or alcohol by students on its
property and at any school activity. If a student suspects someone to be under the influence of any drug {or alcohol) they should
immediately bring this concern to the attention of the education director ot School President. Violation of Bryman College’s anti-
drug policy will result in appropriate disciplinary actions and may include expulsion of the student. The approprate law enfotcement
authorities may also be notified.

In certain cases, students may be referred to counseling sources ot substance abuse centers. If such a referral is made, continued
enrollment ot employment is subject to successful completion of any prescribed counseling or treatment program.

Crime Awareness

Bryman College, in compliance with the Ctime Awateness and Campus Act of 1990, monitors, reports, and provides yeatly statisti-
cal information involving campus crimes. The most current statistics are posted on each campus. If you would like further informa-
tion, please contact the School President.



Weapons Policy

No weapons of any type ate allowed on campus. This includes, but is not limited to: hand guns, rifles, knives, and any other devices
used to hatrm ot intimidate staff or students. Eton Technical Institute maintains a threat-free learning environment. Violation of this
policy may result in immediate dismissal from the school and a complaint with Iocal law enforcement.

Personal Property

Eton Technical Institute assumes no responsibility for loss or damage to petsonal propetty through fire, theft, or other causes.

Attendance Requirements

Bryman College is committed to helping students attain their educational goals. To assist in these effotts, regular attendance is
requited. All course wotk must be completed to Bryman College’s standards, The student is responsible for initiating procedures to
make up any coutsework missed.

The instructor is responsible for recording attendance daily at the beginning of each class and after each break. Absences ate record-
ed in 15-minute increments (tounded up). Hours absent will be used to track attendance as follows:

Course Wotk B b ":Wat'iiiqg ] 1St Ptobatmn: e an-PﬁQbaﬁogi - '_ & “Termination -
Core Mod and Mods 2 6 — 15 hours 25 hours — 30 houts T 35 hoﬁts. .
ExtemshIp i e ] _' i l_’.Watmng'___:_"- o ISt Pmbanon._' ) Z“d Probatxon'::f--' Tcrmmatlon
Dental Assistlﬂg (8 weeks) - 16 houts . 74 hours %) hours . 40 hours
Medical Assisting (8 weeks) 16 hours 24 houts 32 hours 40 hours
Medical Billing (6 weeks) 18 hours 27 hours 36 hours 45 hours
[Pharmacy Tech (8 weeks) 24 hours 36 hours 48 hous 60 hours
Warning

Registrar will issue the Attendance Warning lettet to the student when he/she has missed the number of hours defined in the warn-
ing column above, teminding the student that he/she is in jeopardy of being placed on a 15t probation for attendance.

1st Probation

Registrar will issue the student a 15t Attendance Probation Notice when he/she has missed the number of hours defined in the 1st
probation column above, teminding the student that he/she is in jeopatdy of being placed on ond probation for attendance.

an Probation

Registrai will issue the student a 229 Attendance Probation Nofice \vhen he/she has missed the number of hours defined in the 2nd
probation column above, reminding the student that he/she s in jeopardy of being being terminated from the school for attendance.

Termination

Registrar will terminate the student when he/she has missed the number of houss defined in the termination column above and
advise the student of his/her right to formally appeal the decision in writing to the Director of Education.

Note: Incidence of attendance probation will not catry over from module to module.

Students are not permitted to make up absences for the classtoom-training portion of their program. However, students must make
up absences that occur during the extetnship to ensure that the requited extern hours are completed priot to graduation,

Students are encouraged to schedule medical, dental or other personal appointments after school hours. If a student finds that
he/she will unavoidably absent, he/she should notify the school.



Re-entry Policy
Students must steive for perfect attendance. We understand that there ate extenuating circumstances that may cause a student to vio~

late the attendance policy. Upon a showing of good cause through the appeals process, a student may apply for re-entry to the school.

Students who have been terminated for violating the attendance policy may apply for re-entry to the school through the appeals
process. (See Student Appeals Process policy) Normally, approval for reentry will be granted only once. However, in those instances
where extenuating circumstances exist, a student may be allowed to reenter more than once with appropriate documentation and the
apptoval of the School President.

Make Up Work

Students ate required to make up all assignments and work missed as a result of absence as stated in the course syllabus. The instruc-
tor may assign additdonal outside make up work to be completed for each absence.

Leave of Absence Policy

The institution permits students to request a leave of absence (LOA) for up to 180 days during any 12-month petiod if there are
legitimate extenuating circumstances that require the students to interrupt their education.

In otder for a student to be granted an LOA, the student must provide the School President, Director of Education, or Department
Chair with a written request, priot to the leave of absence, outlining the reasons for the LOA request and the date the student expects
te return to school,

If the leave of absence request is approved by the institution, a copy of the request - dated and signed by both parties, along with
other necessary supporting documentation - will be placed in the student's file.

Failure to Return from a Leave of Absence

A student who fails to retutn from an LOA on ot before the date indicated in the written tequest will be terminated from the pro-
gram and the institution will invoke the Cancellation/Refund Policy.

As required by federal statute and tegulations, the student's last date of attendance prior to the approved leave of absence will be
used in order to determine the amount of funds the institution earned and make any refunds which may be required under federal,
state, ot institutional policy (See Cancellation/Refund Policy).

Students who have received federal student loans must be made awate that failure to return from an approved leave of absence,
depending on the length of the LOA, may have an adverse effect on the students' loan repayment schedules.

TFederal loan programs provide students with a "grace period" which delays the students' obligation to begin repaying theit loan debt
for six months (180 days) from the last date of attendance. If a student takes a lengthy LOA and fails to retutn to school after its
conclusion, some ot all of the grace period may be exhausted - forcing the borrower to begin making repayments immediately.

Effects of Leave of Absence on Satisfactory Academic Progress

Students who are contemplating a leave of absence should be cautioned that one or more of the following factors may affect theit
eligibility to graduate within the maximum program completion time:

Students returning from a leave of absence ate not guaranteed that the module requited to maintain the normal
progtession in their ttaining program will be available at the time of te entry.

They tnay have to wait for the appropriate module to be offered.
They may be required to repeat the entire module from which they elected to withdraw prior to receiving a final grade.

Financial aid and/ot tuition costs may be affected.



Weather Emergencies

The following is the the policy for campus closute in the event of adverse weather conditions in the area of the individual campus-
es:

EVERETT - will be closed to students and faculty only when the Everett School District is closed. Qutlying areas of Snohomish
County will not affect Bryman College being open - only the Everett School District.

TACOMA - will be closed to students and faculty only when the Tacoma School District is closed. Outlying ateas of King or Pierce
Counties will not affect Bryman College being open - only the Tacoma School District.

PORT ORCHARD - will be closed to students and faculty only when the Kitsap School District is closed. Outlying areas of Kitsap
Counties will not affect Bryman College being open - only the Kitsap School District.

Fach student needs to remember to listen to the local news and radio stations for the respective school disttict closures for each
individual campus,

Late Starts

Will only affect the morning classes. A two hout morning delay means classes start two hours late fot the morning session. The
remainder of the classes will run as scheduled.

Change In Weather
If there is a change in the weather during the day, all final afternoon and evening closure decisions will come from the School
President.

Student Attendance
Students are responsible for all matedals covered when the weather keeps them from attending. When possible, Bryman College
will make teasonable accommodations for the student i he/she is unable to attend due to inclement weather conditions.

Phone Coverage

May not be available depending on the weather conditions. If possible, Bryman College’s administrative staff will make efforts to
update the campuses phone message, but students need to rely on local news and radio stations to announce school district clo-
sures for each individual campnus,

Conduct

The school maintains professional level standards for conduct and behavior for all students. The standards of conduct for students
ate patterned after those of professional employees in the wotkplace. Students ate expected to obsetve campus policies and behave
in a mannet that is a credit to the campus and to themselves. Certain violations of the Student Conduct Code, as outlined in this
policy, shall result in immediate dismissal. Other violations are subject to a progtessive disciplinaty action, where the student is
advised and given every opportunity to change his or her behavior to meet the expectations of the school and to preparte for what
the student might later expect to find in a professional level work envitonment. The school maintains the right to discipline stu-
dents found in violation of school policies.

Students are subject to the Student Conduct Code while participating in any program externship, clinical rotation, ot other school-
related activity:

“Student Conduct Code

The students must show respect towards and be cooperative with school faculty and staff during the performance of their duties,
as well as show respect for fellow students and campus visitos.

Examples of conduct which may result in disciplinary action include, but are not limited to, behavior that is disruptive, intimidating,
dishonest, ot discourteous; and destruction, theft, or other misuse of school propetty.

Violations that threaten the health and safety of campus employees, other students, or visitors shall result in immediate dismissal
from the school. Violations which watrant immediate dismissal include, but are not limited to: threatening the safety of others; pos-
sessing alcohol, drugs, dangerous weapons, ot other foreign substances on campus; theft; vandalism ot misuse of the school or
another's property; or hatassment ot intimidation of others. Students dismissed for the reasons outlined above will not be allowed
back on campus property without express permission of the School President or a designated school official.



Student Conduct Code Violations/Formal Disciplinary Procedure

If the school has reason to believe that a student has violated the Student Conduct Code, the school shall conduct an investigation
and follow up with the student in the appropriate manner.

Violations that threaten the health and safety of campus employees, othet students, or visitors shall result in immediate dismissal from
the school.

Other Student Conduct violations shall be governed by a progtessive disciplinary procedure. For isolated, minor Student Conduct
Code violations, the school may decide to conduct academic advising and issue a verbal reminder of the Student Conduct Code, ot
to provide the student with wiitten notice, as the school deems appropriate. The school may also decide to suspend or place a stu-
dent on probation for a specified period of time, pending a full investigation of Student Conduct Code violations or as a form of
corrective action short of dismissal from the school.

First Offense

A written warning. The student shall receive a letter which describes the specific examples of the student's misconduct and the con-
sequences if further violations occur,

Second Offense

Student dismissal. Fach student dismissed shall receive a dismissal letter from the campus, stating the reasons for dismissal and any
applicable appeals procedures,

Threats to Health/safety /

Immediate dismissal with dismissal lettet.

Appeals

Students dismissed for violations of the Student Conduct Code may appeal the dismissal by submitting a letter to the Campus
President stating the teason the student should be allowed to return to school. The President's decision on the appeal shall be con-
sidered final,

Dress Code

Bryman College prepares students for employment in the allied health industry. In order to effectively assist students fot employ-
ment in these highly professional fields, an apptoptiate appeatance is very important. The following items are not in compliance with
out professional standards: beach clothing, sporis apparel (sweats, warm-ups, etc), shotts or cutoffs, tank or halter tops, torn, soiled,
ot frayed clothing, message shirts. Open-toed shoes ate not permitted while a student is in lab.

All apparel must be neat, clean, wrinkle free and in good repair. Skirts should be no higher than two inches above the knee and captt
pants should be shin length. Jeans ate acceptable for students unless a uniform is required in the program specified below:. All jeans
and/ot pants will have no holes or frayed edges. Clothing should fit properly and not be tight, body conforming, see-through ot
revealing, Bare midriffs and undergarments that are visible are not acceptable. Personal cleanliness and good hygiene are required at
all times. It is expected that all individuals come to school clean and free of body odor. Piercings, other than ears, that are visible
(including tongue rings) may not be worn in the laboratory/clinic setting.

Medical Assisting and Dental Assisting

Students in the Medical Assisting and Diental Assisting programs will receive one (1) uniform set. Students are responsible for main-
taining the uniform in a professional manner. Torn or soiled uniforms are unacceptable and replacement of damaged or lost uni-
forms is the tesponsibility of the student. Students must purchase their own white leather or synthetic leather shoes to wear with the
uniform {no canvas, open-foed, or open-backed shoes in lab). Students must wear sctubs and leather/synthetic leather shoes on lab
days as specified on the student syllabus. On non-lab days students can either wear the specified uniform or dress professionally, as
described in the dress code policy above.

Medical Billing

Students are not issued uniforms, These students are required to dress professionally, as described in the dress code policy above.
However, should the student choose to putchase their own uniform, they may be worn as long as it is in good repair. Clean, profes-
sional appeating shoes are required.



Pharmacy Technician

Students will receive a consultation jacket (uniform) to wear over their professional attite on lab days as specified on the student syl-
labus. Students are requited to dress professionally, as described in the dress code policy. However, should the studeat choose to pui-
chase their own uniform, they may be worn as long as it is in good repair. Clean, professional appearing shoes ate required.

Satisfactory Academic Progress

Students entolled at Bryman College ate tequired to meet the following minimum standards to achieve academic progress toward
course completion. Students not meeting these standards will be considered as failing to make satisfactory academic progress. They
will proceed through the probationaty stages and may become ineligible to remain in school, These standards apply to all students
enrolled at Bryman College.

‘The following standards encompass all the attributes by which a student’s academic progress is measured. Students on probation ate
considered to be making satisfactory progress for financial aid eligibility.

Evaluation and Standards

Students must complete the educational program within one and one half times the published program length measured in credit
houts,

Evaluation of academic process will occur at the following points in the student’s program (% tefer to maximum timeframe com-
pletion). To be consideted as making satisfactory academic progress towards completion, a student must successfully complete the
following credit hours.

Program 25% Required | Cumulative 50% Required | Cutnulative 100% Required | Cumulative
Evaluation Credits GPA. Evaluation Credits GPA Module Credits GPA
Point Point
Occurs Occurs After
After Module
Module
Medical 2 *6.6 +,25 5 g 1,50 9 41,3 72,00
Assisting
Dental 2 #6.6 *1.25 5 **18 *k] 50 9 #5413 32,00
Assistant
Pharmacy z *6.6 *1.25 5 3T **1 .50 9 =) *E3 00
Technician
Medical 2 *5.6 *1.25 4 144 1,50 9 36,0 200
Billing :

* Students not meeting this standard will be placed on probation
**Students not meeting this standard will be terminated.

If required to disburse financial aid, Bryman College may evaluate progress at additional points.
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Re-establishing Satisfactory Academic Progress

A student may re-establish satisfactory progtess at Bryman College by meeting the following requirements. The student must suc-
cessfully retake courses previously failed or upgrade the skills applicable to the student’s educational objective so that the recalculat-
ed GPA and successful completion petcentage meet ot exceed the minimum requirements.

Some form of academic evaluation must be conducted by the institution to determine that the student has the desire and the aca-
demic ability to progress satisfactorily in the program.

The student must be placed on academic probation for a predetermined period of time after re-establishing satisfactory progress.

Academic Probation

Students who do not meet the minimum standards of satisfactory academic progress will be directed through the probation stages.
Students are allowed two incidents of academic probation per program.

Course Exemption

Students with experience ot previous training may request and take 2 one-time challenge examination during the first week of each
class. Students may not challenge more than 15% of their tequired credits. Students must attain 90% oz better on the examination.
If the challenge is successful, students receive an “E” grade on their transctipt which will count as credits attempted and successful-
ly completed but will not be calculated into a student’s GPA.

Program/Course Withdrawal

Students who want to discontinue their training for any reason should schedule an exit interview with a school official to discuss with-
drawal from Bryman College. Students who withdraw in the progression of a module will receive 2 “W” with a ctedit value of zero.
These credits are not considered “successfully completed” but do count as credits attempted.

Re-admittance After Termination

Students who have been terminated are eligible to reapply to the school six weeks from their last date of attendance or at the discre-
tion of the School President.

Student Academic Appeal Process

Students who have not maintained satisfactory academic progress or who feel there are mitigating or extenuating circumstances that
led to the failure to maintain satisfactory academic progress may appeal by tequesting, in writing, 2 review of their situation. The
School President will conduct the review process. Any decision resulting from the review is final.

Transfer Cred.it

Bryman College can accept a maximum of 15% of the total credits required to complete a program as transfer credits. Bryman
College teserves the right to accept or reject any or all credit units earned at another institution at its own discretion.

In the case of veterans, Bryman College will review previous education and training and adjust credit and tuition whete appropriate,
in accordance with the Department of Veteran’s Affairs Regulations CFR 21.4253 (d) (3).

The information below describes the process at Bryman College for transferting credits. At any time duting the enrollment process
the student can tequest thtough the Director of Education to have his/her transcript reviewed for transfer of credit.

Students ate asked to provide the Director of Education a copy of or a request for his/her transcript as well as a course description
of transferable courses (preferably a school catalog) if requested by Bryman College. In addition, students may be asked to take a
test to demonstrate competency.

The Ditector of Education reviews applicable courses as they pertain to the student’s program of study and fills out the transfer cred-
it form. If any credits are accepted by Bryman College, the Director of Education will notify the student regarding which credits
were accepted and transferred,

The Ditector of Education will work with the Registrar, School President and Director of Financial Aid to complete the enrollment
ptocess hased on the student’s tevised schedule and any tuition adjustments.

The student will receive an “E” grade on his/her transctipt for credits transferred which will count as credits attempted and success-
fully completed but will not be calculated into a student’s GPA.
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Transferting Credits Earned at Bryman College to Other Institutions

Hach school resetves the right to evaluate credits earned at other institutions for awarding credit for previous training. Bryman
College cannot guarantee the transferability of credit earned in Bryman College’s programs to other institutions. Accepting transfer
credits is always at the sole discretion of the receiving institution.

Grading System

Grades are earned in each course and are recorded on the student’s academic transctipt. Evaluation of a student’s achievement is
made in relation to the attainment of the specific course competencies. Instructors provide a detailed syllabus at the beginning of
each class that explains course objectives and the critetia upon which grades are determined.

Grading Scale Grading Scale

Cote Module Modules 2-6

40%  Assignments 20%  Assignments
50% Tests & Quizzes 0% Tests & Quizzes
10%  Patticipation 10%  Participation
100% 100%

Grade definitions are as follows:

4.0 A 100-93%
37 A- 92-90%
34 B+ 89-88%
3.0 B 81-83%
27 B- 82-80%
2.4 C+ T79-78%
2.0 C T7-75%
0.0 E 74-0%
0.0 P/E 0%

E=Exempt/Transfer; R=Retake; P=Pass; W=Withdraw; I=Incomplete

Grade Point Average

A student’s cumulative grade point average (CGPA) is calculated on credit hours earned at Bryman College. The CGPA is comput-
ed by taking the credit value of each class multiplied by the value of the grade earned in each class. The accumulated number of all
classes is then divided by the total number of credits attempted. The letter grade of “F” is counted as hours attempted, but not cred-
it hours successfully completed.

Any courses for which an “I” grade is earned must be successfully completed in order to graduate, See Repeat Credits and Evaluation
Standards.

CGPA necessary for graduation from individual programs as well as National and State Certification CGPA requirements may vaty.
. Matks of Progtess
Pass/Fail

Bryman College offers select courses on a pass/fail basis. Students who fail these cousses will proceed through the probationary
stages. Students are required to repeat and pass the courses in order to graduate. Fees to repeat credits will apply.

"The following is a list of coutses at Bryman College that require a pass grade:

Number Course Name Credits
GE102 Master Student I 0.9
GE103 Master Student I1 0.6
LB105 Open Lab 0.9
LB106 Program Otientation 0.3
EX195 Dental Assisting Program 53
EX194 Medical Assisting Externship 5.3
EX197 Medical Billing Externship 6.0
EX198 Retail Externship 4.0
BX199 Hospital Externship 4.0

A “P” grade will count as credits attempted and successfully completed but will not be calculated into a student’s GPA.
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Repeat Credits

Any course for which an “I” grade is earned must be successfully completed in order to graduate. Failed courses are not considered
“completed” but do count toward credits attempted. Repeat ctedits incur an additional charge and will require the student to com-
plete an addendum to his/het Enrollment Agreement. A letter grade of “R” will replace the “I” on the student transctipt when the
student repeats the course. The letter gtade “R” has a credit value of zero. Repeat credit fees will apply.

Incomplete

An incomplete is given to students who do not complete all course requirements due to illness or legal difficulties. These extenuat-
ing circumstances are documented in the student’s academic file. Students must clear their incomplete letter grade within seven school
days {excluding weekends and holidays) from the end of the module in which the incomplete was given.

For determining progression toward completion a grade of “I” is counted as attempted and not counted as hours successfully com-
pleted.

However, when the “I” is replaced with a letter grade, the GPA and satisfactory academic progress determination will be recalculat-
ed based on the new letter gtade.

Administrative Withdrawal

Students who withdraw in the progression of a module will teceive a “W” with a credit value of zero. These credits are not consid-
ered “successfully completed” and do count toward credits attempied.

Grade Changes

Grades may be changed by instructors only in cases of cletical ettors or subsequent completion of coursework. Itis the student’s
responsibility to initiate a grade change with the appropriate instructor, A grade change form must be completed, signed by the
instructor, and submitted to the Director of Education before a grade change becomes official. Grade changes must be completed
within two weeks following the end of the module in which the grade was posted. In the event a student wants to appeal 2 grade
they have until the Friday of the fourth week of the next module to appeal the grade.

Graduation Requirements

Students must successfully complete the requited number of credit hours listed for their program of study as well as:
1. Complete the program of study with a minimum cumulative grade point average of 2.0.
2, Attain required competency or speed levels in all courses.
3. Fulfill all clinical and externship requirements.
4. Satisfy all other academic requirements for graduation.

Student Services

Counseling Services

The schoo! staff, advisors, and faculty are available to offer vocational counseling to students and prospective students.

Student Services Advisor

Bryman College’s programs are designed with the adult learner in mind. For this reason, each Bryman College campus has a Student
Services Advisos on staff to assist students in overcoming obstacles to their success. Fot example, Student Services Advisors can
often help with transportation, childcare, or petsonal issues. Ultimately, however, a student’s individual success or satisfaction is not
guaranteed because it is dependent upon the student’s personal efforts, abilities, and attention to coursework. Bryman College’s staff
and faculty ate available to assist students with educational, career, of personal needs to help students successfully complete their
careet training.
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Tutoring

Faculty members are available to provide additional academic help to students. Students may schedule appointments with theit
instructors during their regular weekly office houts to atrange for additional academic assistance. Individual peer tutoring in many
of the basic courses may also be available and can be arranged through the student’s instructor and/or the Student Services
Advisor.

Student Honor Society

This organization honoss students who have outstanding skills in their program of study. Recognition is given to students who
achieve excellence in knowledge, skill development, leadership, dependability, service, and individual responsibility. Students who con-
sistently demonstrate these traits may be nominated for membership into the National Vocational-Technical Honor Society.

Graduate Setvices

The placement assistance program is a very important component of Bryman College’s offerings, since our mission is to train grad-
uates for success in the working wotld. Bryman College provides students with training and skill development for effective job search
and career improvement.

The Career Setvices Representative at each campus works with students individually to smooth rough edges, educate, and help stu-
dents reach for new opportunities. Students develop job search skills that help them to find their first job and subsequent jobs after
graduating from Bryman College.

Btyman College’s comprehensive placement assistance program contains the following clements:

Job Search Skill Development

Carcer development sessions, offered throughout each program of study, prepate the student for the job search process. These ses-
sions focus on developing effective job search skill using the Tnternet for research, tesume writing, dressing for success, and shatpen-
ing interviewing skills. Individuals receive help with resume preparation.

Contact with Employers

The Graduate Service Advisor contacts employers who advertise and list job openings and works with employers to match students
to jobs. The Graduate Services office also keeps in contact with local health care providers, businesses, and government agencies to
receive notification of job openings.

Many student exteraships lead to employment. Externship sites are often excellent soutces of employment for Bryman College grad-
uates. The Graduate Services Advisor helps to schedule interviews for the students and provides coaching and guidance. This helps
students perfect their interview techniques for futute interviews,

Follow-up with Graduates and Employets

Graduate Setvices keeps in contact with graduates after they leave Bryman College and are on the job. Students ate encouraged to
keep in touch with Bryman College as they progress in theit cateet. Btyman College sends a survey to employers of Bryman College
graduates to learn mote about their satisfaction with the graduate’s petformance and to receive their suggestions for program entich-
ment. This enables Bryman College to keep current with employer needs.

* Bryman College does not .gﬁ.:;rantee employment or starting salaties and is not obligated to provide placement services to students
who do not complete their program of study. Placement and advancement in the wotkforce depends on personal initiative, While
Bryman College’s programs offer superb training, the utilization of the training is the responsibility of the graduate.
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Modular Programs
Modular Schedule

Bryman College offers its programs on a six-weck modular basis consisting of lecture, labotatory work, and an extetnship period.
Students may statt programs at Bryman College every six weeks. All students begin their training with the module called the “Cote
Module” Next, students attend four to five specialty modules. Finally, students patticipate in an extetnship where additional hands-
on and professional level experience is provided. This externship lasts 6-8 weeks depending upon the program in which a student
entolls,

During a module, students may take up to six individual courses. Classes are offered in four-hour blocks during the morning session
and four-hour or five-hour blocks during the afternoon and evening sessions. The length in houts for each coutse vaties according
to its credit value.

Modular Approach

The modular system uses a spital approach to learning, which has been found to be very effective with adult learness. In the modu-
lar system, students have many opportunities to revisit and review concepts that are repeated and teinforced.

New students study courses in the same classroom with continuing students. This is advantageous for new students because they
benefit from interaction with more experienced students, who help them to adjust and guide them along,.

Advanced students benefit from assisting new students thtough review of essential material. Students form strong bonds with one
another as they work closely together in the classroom. No student is alone and each student leatns teamwork.

Students, who have benefited from Bryman College’s modular system, note that the close friendships they make, the supportive
atmosphere, and constant review and introduction of new material are instrumental to their success both in school and after gradu-
ation.

Scope and Sequence

After the Core Module, students engage in specialty courses. The specialty curriculum is presented in a continuous rotation. Within
specialty modules except core mod, all courses ate offered as stand-alone components of curriculum. These specialty modules do
not requite prerequisites.

Similarly, courses are designed to be self-contained units. Hach specialty module brings together compatible concepts from its com-
ponent courses. Students start their program in the module currently offered at the time of their entty, and progress in ordet, as each
module is self-contained. Thus, specialty curriculum is open entry, open exit in design. Hach course within a specialty module begins
with fundamentals then builds to the presentation of more advanced material that students need to successfully meet course objec-
fives.

Modular Classroom

Teaching methods for the modular classes are somewhat different from those found in a more traditional classroom. Instructors indi-
vidualize insteuction as much as possible in order to teach to all levels of students. Instructors use a vatiety of approaches to teach-
ing, such as lecture, demonstration, hands-on exercises, guest speakers, working with partners, group study, self directed learning, and
tutoring outside class, to address the needs of the beginner, the expetienced, and the expert student.

Class Sizes

Bryman College’s classes ate small, with an average class ratio of 15 students to one instructor for lab and 30 students to one instruc-
tor for lecture. When entollment in a specialty lab grows beyond 15 students, instructors have access to additional resources to be
able to spend time with individual students if requested. Lectute and lab sizes can go higher depending on the facility and the sub-
ject being taught.
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Dental Assisting Diploma Program

Diploma - 11 Months
880 Clock Hours / 41.3 Credits

Coutses listed in the program content may not be offered in the exact sequential order. It is the student’s responsibility to work out
his or her individual schedule with 2 counselor or advisor,

The Dental Assisting program is designed to prepatre the student for a career as a dental assistant,

Students leatn theory and skills from classtoom lectutes, laboratory and hands-on practice in Bryman College’s dental clinic.
Additional expetience is gained in private dental practices as part of the 160-hour externship phase of training, Any developmental
work a student may be required to complete may increase the program length,

Core Module Ctedit Hours
CA101 Computer Applications 1.2
GE102 Master Student 1 0.9
GE103 Master Student IT 0.6
LB105 Open Lab 0.9
1LB106 Program Orlentation 03
MH107 Math 1.2
SC109 Program Terminology 0.9
Module 1
SC151A Endodontics, Orthodontics,Oral Surgery, Pharmacology, Oral Pathology 24
BUI152A Special Needs Patient & AIDS 1.2
DA154A Specialties Clinic 24
Module 2
SC151B Dental Anatomy, Periodontics, Embryology & Histology, Mictobiology, Microbiology, 27
Tooth Motphology
BU153A Office Administration 0.9
DA154B Periodontic Chinic 24
Module 3
SC151C Operative Dentistry 2.4
BU156A Law & Ethics 1.2
DA154C Operative Dentistey Clinic 24
Module 4
SC15ID Fixed & Removable Prosthetics - 2.4
BU153B Office Dynamics 1.2
DA154D Crown & Bridge Clinic 24
Module 5
SC151E Prevention, Nutrition, Radiology Office Emergencies, CPR 24
SC159A OSHA/WISHA 1.2
DA154E Radiology Clinic 2.4
Externship
BX195 Dental Assisting Extesnship 53
Total Credit Hours 41.3
Lecture/Lab Hours 720
Externship Hours 160
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Medical Assisting Diploma Program

Diploma - 11 Months
880 Clock Hours / 41.3 Credits

Courses listed in the program content may not be offered in the exact sequential order. It is the student’s responsibility to wortk out
his or her individual schedule with a counselor or advisor.

The Medical Assisting program is designed to prepate the student for a cateer as a medical assistant.

Students leatn theoty and skills from classroom Jectures, laboratoty and hands-on practice in Bryman College’s medical clinic.
Additional experience is gained in private medical practices as part of the 160-hour externship phase of training. Any developmen-
tal work a student may be requited to complete may increase the program length,

Core Module Credit Houts

CA101 Computer Applications 1.2
GE102 Master Student T 0.9
GE103 Master Student 11 0.6
LB105 Open Lab 0.9
LB106 Program Otientation 0.3
MH107 Math 1.2
SC109 Program Terminology 0.9
Module 1
SC131C Anatomy & Physiology: Neurology, Musculoskeletal 24
CA132A Office Billing 12
MA134C Orthopedic, Eye & Ear Clinic 24
Module 2
SC131D Anatomy & Physiology: GI, Urinary, Integumentaty 24
BU130C Financial Management 1.2
MA134D Physical Exam & Utrinalysis Clinic 24
Module 3
SC131E Anatomy & Physiology: Immunology, Oncology, Microbiology 24
PH153A Pharmacology 1.2
MA134E Asepsis & Surgery Clinic 24
Module 4
SC131A Anatomy & Physiology: Reproductive, Endocrine, Life Stages 24
BU130A Medical Law, Ethics, & Records 1.2
MA134A OB/GYN, Pediatrics, CPR Clinic 24
Module 5
SC131B Anatomy & Physiology: Cardiology, Hematology, Respiratory 2.4
BU130B Office Standards 1.2
MA134B Hematology & EKG Clinic 2.4
Externship
EX196 Medical Assisting Externship 5.3
Total Credit Hours 41,3
Lecture/Lab Hours 720
Externship Hours 160
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Medical Billing Diploma Program

Diploma - 9 Months
780 Clock Hours / 36 Credits

Courses listed in the program content may not be offered in the exact sequential order. It is the student’s responsibility to worl out
his or her individual schedule with a counselot or advisor.

The Medical Billing program is designed to prepare the student with the necessaty background, knowledge, and specialized skills for
a cateer in the medical billing profession. Students leatn theory and skills from classtoom lectures, laboratory practice, and hands-on
practice applications. Additional expertence is gained in private practices as part of the 180-hour externship phase of training. Any

developmental work a student may be required to complete may increase the program length.

Core Module

CA1NM
GE102
GE103
LB105
LB106
MH107
SC109

Module 1

SC125A
CAI26A
SCi121A

Module 2

BU124A
SC127A
SC121B

Module 3

SC125B
BU124B
SC121C

_Module 4

CA126B
BU129A
SCi27B

Externship
BX197

Computer Applications
Master Student 1
Master Student 11
Open Lab

Program Orientation
Math

Program Terminology

Lssentizl Body Systems
Medical Office Transcription
ICD-9 Coding

Health Insurance Processing
Health Ins. Claims & Forms
Third Party Retmbursement

Body System Fundamentals
Customer Service
CPT Coding

Computer Billing

Medical Law & Lithics
Health Care Billing

Medical Billing Externship

18

Total Credit Hours
Lecture/Lab Hours
Externship Hours

Credit Hours

1.2
0.9
0.6
0.9
03
1.2
0.9

24
1.2
2.4

2.4
2.4
12

2.4
1.2
2.4

24

1.2
24

6.0

36.0
600
180



Pharmacy Technician Diploma Program

Diploma - 11 Months
960 Clock Hours / 44 Credits

Courses listed in the program content may not be offered in the exact sequential order. It is the student’s tesponsibility to work out
his ot her individual schedule with a counselor ot advisot.

The Pharmacy Technician program is designed to prepare the student with the necessary background, knowledge, and specialized
skills for a cateer in a retail or hospital pharmacy practice. Students learn theory and skills from classroom lectutes, laboratory prac-
tice, and hands-on practice in Bryman College’s pharmacy lab. Additional experience is gained in pharmacies as part of the 240-hour
externship phase of training. Any developmental work a student may be requited to complete may increase the program length,

Core Module Credit Hours
CA101 Computer Applications 1.2
GH102 Master Student [ 0.9
GE103 Master Student TT 0.6
LB105 Open Lab 0.9
LB106 Program Orientation 0.3
MH107 Math 1.2
5C109 Progtam Terminology 0.9
Module 1
SC131F Anatomy & Physiology: Musculoskeletal, Integumentary 0.9
BU140A Federal Law 0.6
PHI148A Phatmacology & Drug Class: Musculoskeletal, Integumentary 0.9
SC141A Basic Chemistry 0.9
PT144A Pharmacy Compounding Lab 21
BU143A Compounding & Manufacturing 0.6
Module 2
SC131G Anatomy & Physiology: Netvous, Psychiatry, Oncology 0.9
BU140B Washington State Retail Law 0.6
PH148B Pharmacology & Drug Class: Netvous, Psychiatry, Oncology 0.9
BU142A Retail & Records Management 0.9
PT144B Pharmacy Retail Lab 2.1
MH145A Pediatric Dosage Calculations 0.6
Module 3 )
SC131H Anatomy & Physiology: Pharmacology, Digestive, Reproductive 0.9
BU140C Washington State Institutional Law 0.6
PH148C Pharmacology & Drug Class: Pharmacology, Digestive, Reproductive 0.9
PH135B Basic Pharmacology 0.9
PT144C Pharmacy Institutional Lab 21
MH145B Dosage Calculations 0.6
Module 4
SC1311 Anatomy & Physiology: Utinary, Cardiovascular, Respitatory 0.9
BU140D Washington State Hospital Law 0.6
PH148D Pharmacology & Drug Class: Utinary, Cardiovasculat, Respiratoty 0.9
SC147A Hospital & Patrenteral Admix 0.9
PT144D Pharmacy Hospital Lab 2.1
MH145C 1V Solutions Calculations 0.6
Module 5
SC131] Anatomy & Physiology: Blood, Immune, Lymphatic, Endoctine 0.9
SC146A Pharmacy Ethics & JAIDS 0.6
PHI148E Pharmacology & Prug Class: Blood, Immune, Lymphatic, Endocrine 0.9
SC149A Basic Microbiology 0.9
PT144E Phatmacy Chemo Lab 21
MH145D IV Flow Rate Calculations 0.6
Externship
EX198 Retail Externship 4.0
EX199 Hospital Externship 4.0
Total Credit Hours 44.0
Lectute,/Lab Hours 720
Externship Hours 240
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Financial Information

Tuition and Fees

The Entollment Agreement obligates the student and the school for the entire program of instruction. Students' financial obliga-
tions will be calculated in accordance with the refund policy in the contract and this school catalog. Each program consists of the
number of terms listed below. The content and schedule for the programs and academic terms are described in this catalog,

Program Program Length ]Credit Units Tuition Textbooks and Total
Equipment

Dental Assisting 11 months 41,3 $10,650 $233.71 $10,883.71

Medical Assisting 11 months 41.3 $11,497 $169.89 $11,666.89

Medical Billing 9 months 36 £9,278 $449.17 $9,727.17

Pharmacy Techaician  [11 months 44 $11,427 $289.45 $11,716.45

Voluntary Prepayment Plan

"The school provides a voluntary prepayment plan to students and their families to help reduce the balance due upon entry. Details
are available upon request from the Financial Aid Office.

Cancellation/Refund Policy

The school employs a fair and equitable refund policy that complies with federal, state, and accrediting guidelines for the return of
unearned tuition and fees in the event of cancellation, termination or withdrawal,

Detailed below are the specific federal, state and institutional refund policies and procedutes that will be used to ensure that the school
tetains only funds that have been eatned according to the applicable refund policy. In the event that a refund is required, these poli-
ctes will ensute that any and all refunds are paid to the appropriate entity in a timely fashion,

Cancellations

When students entoll in a program of study, they reserve places that cannot be made available to other students. ‘The Enrollment
Agreement does not constitute a contract uatil it has been approved by an official of the school. If the agreement is not accepted

by the school, all monies paid will be refunded.

Students have the right to cancel the Earollment Agreement at any time. Cancellation will occur when they give wiitten notice of
cancellation at the school address shown on the front page of the Enrollment Agreement. Notice of cancellation may be given by
mail, hand delivery or telegram. The notice of cancellation, if sent by mail, is effective when deposited in the mail, propetly addressed
with postage prepaid. The notice of cancellation need not take any particular form and, however expressed, is effective if it states
that a student no longer wishes to be bound by this Enrollment Agreement. Students will receive a full refund of all money paid if
they withdraw no later than the fifth day (excluding Sundays and holidays) after signing the contract ot making an initial payment,
provided that the applicant has not commenced training

" Students that have niot visited the school facility ptiot to enrollment will have the opportunity to withdraw without penalty within five

days following a tour of the school facilities. Students will not be charged tuition if they begin their training program and withdraw
prior to midnight of the fifth business day following their first scheduled class session.

Students who withdraw as described above must teturn all training materials included in the cost of tuition within five business days
from the date of withdrawal. They will be charged for materials that are not returned in good condition.

Refunds

"This institution is certified by the US. Department of Education. as an eligible participant in the federal student financial aid (SEA)
programs established under the Higher Hducation Act of 1965 (HEA), as amended.

To calculate tefunds under the Federal Retutn of Title IV Funds policy, institutions must complete two sepatate calculations, First,
the institution must determine how much of the tuition, fees and other institutional charges it is eligible to retain using either the state
ot institutional refund policy. Then, using the Pederal Return of Title IV Funds policy, the institution determines how much federal
assistance the student has earned which can be applied to the institutional chatges.

If the student received more SFA funds than he or she eatned under the Federal Return of Title IV Funds policy, the institution, and
in some cases the student, is required to return the unearned funds to the Federal Treasury.
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Any unpaid balance that remains after the Return of Title IV Funds policy has been applied to the state ot institutional policy must
be paid by the student to the institution.

Refund Policies

Any monies due the applicant or student will be refunded within 30 days of the date of cancellation, withdrawal ot tetmination, A
withdrawal is considered to have occurred on the earlier of a) the date the student officially notifies the school of their intent to with-
draw, ot b) the point at which the student fails to meet the published attendance policies outlined in the school catalog, If a student
received a loan for tuition, 2 refund will be made to the lender to reduce the student's loan debt. If the amount of refund exceeds the
unpaid balance of the loan, the temainder of the monies will be applied to any student financial aid programs from which the stu-
dent received funding. Any remaining balance of funds will then be tetutned to the student. ‘The refund computation will be based
on the last date of student attendance.

If students do not return following a leave of absence on the date indicated on the approved written request, refunds will be made
within 30 days from the date the student was scheduled to have returned. For putposes of determining a refund, the last date of atten-
dance is used when a student fails to return from an approved leave of absence.

In cases of prolonged illness or accident, death in the family, or other citcumnstances that make it imptactical to complete the pro-
gram, the school will make a settlement that is reasonable and fail to both parties.

Textbook and Equipment Return/Refund Policy

If the student obtains and returns unmarked textbooks, unworn uniforms or unused equipment within 30 days following the date of
the student's cancellation, withdrawal ot termination, the institution shall refund the charge for the textbooks, uniforms or equipment
paid by the student. If the student fails to return unmatked textbooks, unwotn uniforms or unused equipment within 30 days fol-
lowing the date of the student's cancellation, withdrawal or termination, the student will be liable for the documented texthook, uni-
form ot equipment charges.

Fedetal Return of Title IV Funds Policy

All institutions participating in the SFA programs are requited to use a statutory schedule to determine the amount of SEA funds the
student had earned when he or she ceases to attend, which is based on the period of time the student was in attendance.

If a recipient of the SFA Program withdraws from the school during a payment petiod ot a petiod of enrollment in which the recip-
ient began attendance, the school must calculate the amount of SFA program assistance the student did not earn, and those funds
must be returned. Up through the 60% point in each payment period ot petiod of earollment, a pro-rata schedule is used to deter-
mine how much SFA Program funds the student has earned at the time of withdrawal. Affer the 60% point in the payment period
or period of enrollment, a student has earned 100% of the SFA funds.

The percentage of the payment period ot petiod of entollment completed is determined by:

The percentage of the payment petiod or petiod of enrollment completed is the total number of calendar days™ in the payment ped-
od or petiod of entollment for which the assistance is awarded divided into the number of calendar days* completed in that petiod
as of the last date of attendance,

*Scheduled breaks of at least five consecutive days are excluded from the total number of calendar days in a payment period or peri- .
od of enrollment (denominator) and the number of calendar days completed in that period (numerator). Days in which a student
was on an approved leave of absence ate also excluded in the calendar days for the payment period or petiod of entollment.

Retutn of Unearned SFA Program Funds
The school must retutn the lesser of:
- 'The amount of SFA program funds that the student did not earn; or
- The amount of institutional costs that the student incurred for the payment pesiod or pedod of enrollment multiplied
by the petcentage of funds that were not earned.

The student (ot parent, if a Federal PLUS loan) must return of tepay, as apptopriate:
- Any SFA loan funds in accotdance with the terms of the loan; and
- The temaining unearned SFA program grant {not to exceed 50% of a grant) as an overpayment of the grant.

Note: The student (parent) must make satisfactory arrangements with the U.S. Department of Education and/ot the school to repay
any outstanding balances owed by the student. Howevet, thete are a number of repayment plans that are available to assist the stu-
dent in meeting tepayment obligations. The Student Finance Depattment will counsel the student in the event that a student repay-
ment obligation exists. "T'he individual might be ineligible to teceive additional student financial assistance in the future if the finan-
cial obligation(s) ate not satisfied.
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Remittance to the Federal Government

If it 15 determined that a federal refund is due, the statute and the tegulations cleatly define the order in which remaining federal
student financial aid program funds ate to be returned. Based on the student's financial aid award(s) (or his or her parents in the
case of PLUS Loans) the return of federal funds will be remitted to the appropriate program in the following order:

Unsubsidized Federal Stafford Loan Program;

Subsidized Stafford Loan Program;

Unsubsidized Federal Direct Stafford Loan Program;

Subsidized Federal Direct Stafford Loan Program;

Pederal Perkins Loan Programs;

Pederal PLUS Loan Program;

Federal Direct PLUS Loan Progtam;

Federal Pelt Grant Program;

Federal Supplemental Educational Opportunity Grant (FSEOG) Program;
Other fedetal, state, private and/or institutional soutces of aid; and
The student.
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Workforce Training and Education Cootdinating Board Refund Requirements

The school will calculate refunds using the Workforce Training and Education Coordinating Board Refund Requirements and the
Institutional Refund Calculation and will use the result that provides the most favorable refund to the student.

For the purpose of determining a refund under the Workforce Training and Education Coordinating Board Refund Requitements,
tefunds for students who withdraw after starting school or are terminated by the school will be computed as follows:

A Student Who Withdraws ot Is Terminated., .. Is Entitled to a Refund of...  The Institution Is Eligible to Retain...

During the first week or 10% of the contracted 90% of Tuition 10% of Tuition
instructional time, whichever is less

After the first week or 10%, but ptior to completion 75% of "Tuidon 25% of Tuition
of 25% of the contracted instructional time

After the first 25%, but within 50% of the contracted  50% of Thuition 50% of Tuition
instructional time

Aftet completion of mote than 50% of contracted 0 100% of Tuition
instrnctional time

Institutional Refund Calculation

For students attending this campus who terminate their training before completing more than 60 percent of an enrollment perdod
(academic year), the school will perform a pro rata refund calculation.

Under a pro rata refund calculation, the school is entitled to retain only the percentage of school chatges (tuition, fees, room, board,
etc.) propottional to the period of enrollment completed by the student.

The period of entollment completed by the student is calculated by dividing the total number of weeks in the entollment petiod into
the number of weeks completed in that period (as of the last recorded day of attendance by the student).

“'The petcentage of Weeks attended is rounded up to the nearest 10 percent and multiplied by the school chatges for the petiod of

enrollment, A reasonable administrative fee not to exceed $100 or 5% of the total institutional charges, whichevet is less, will be
excluded from the institutional chatges used to calculate the pro rata refund.

The school may retain the entite contract price of the period of entollment - including tuition, fees and other charges - if the stu-
dent terminates the training after completing mote than 60 percent of the enrollment period.
Veteran Students

The Veterans Administration has established rules and tegulations pertaining to refund policy and procedures. The Financial Aid
Department can provide this information upon request.

Financial Assistance .

This Campus offers students several options for payment of tuition. Those able to pay fuifion are given a plan to help reduce their
fees upon entry. On the other hand, the school recognizes that many students lack the resources to begin their educational training,
The campus participates in several types of federal, state and institetional financial aid programs, most of which are based on finan-
cial need.
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Students seeking financial assistance must fitst complete the Free Application for Federal Student Aid. The school's financial aid rep-
resentative uses this form to determine students' needs and assist them in deciding what tesoutces ate hest suited to their citcum-
stances,

If students withdsaw from school, an adjustment in the amount they owe may be made, subject to the refund policy of the school.
If they received financial aid in excess of what they owe the institution, these funds must be restoted to the federal fund account, or
to the lendet if they received a federal loan.

The following ate descriptions of the financial aid programs available at this school. Additional information can be obtained through
the Financial Aid Office. Information regarding benefits available from the Buteau of Indian Affairs or the Vocational Rehabilitation
Program can be obtained through those agencies.

Federal Pell Grant

"The Federal Pell Grant Progtam is the largest federal student aid program. For many students, these grants provide a foundation of
financial assistance that may be supplemented by other resources. Eligibility for the Federal Pell Grant Program is determined by a
standard formula that is revised and approved every year by the federal government. Unlike loans, grants do not have to be paid back.

Federal Stafford Loan (FSL)

Formerly the Guaranteed Student Loan (GSL), this low intetest loan is available to qualified students through the lending institutions
or agencies patticipating in the ptogram and is guaranteed by the US, government. Repayment starts six months after the student
drops below half time status, terminates training or graduates.

Federal Parent Loan for Undergraduate Students (FPLUS)

The Fedetal Parent Loan for Undergraduate Students (FPLUS) provides additional funds to help parents pay for educational expens-
es. The interest rate for these loans is competitive and the repayment schedules differ. Loan otigination fees may be deducted from
the loan by the institution making the loan as set forth by government regulations.

Sallie Mae Alternative Loan Program (SLM)

SLM Financial provides a customized loan program to qualified applicants that will offer borrowers financing for their educational
costs. All applicants must complete a SLM loan application during their financial aid interview.

Student Tuition Assistance Resource Loan (STAR Loan)

Students who do not qualify for the Sallie Mae Alternative Loan Program may be eligible to borrow up to fifty percent of their tuition
costs through the STAR Loan progtam. The STAR Loan is not available for full tuition financing. Students must have a primary
source of tuition funding to be eligible for this plan.

Imagine America Scholarships

This institution participates in the Imagine America scholarship program operated by the Cateer Training Foundation of Washington
D.C. Under this scholarship program two $1,000 Imagine America scholarships are available at each patticipating high school and
can be awatded to two graduating high school seniors from that school.

Scholarship certificates are sent directly to the high school from the Career Training Foundation of Washington D.C. The high school
guidance counselor and the high school principal select the students of their choice to receive the award. Certificates have to be signed
by the counselot and principal to be valid. The chosen high school seniors can each only receive one Imagine Ametica scholarship.

Imagine America scholarship certificates ate to be given to the Financial Aid Office prior to class commencement, ate non transfer-
able and cannot be exchanged for cash, Scholarship certificates will be accepted until the end of the year in which they are award-
ed. ‘

23



“Careers That Work” Scholarship Program

Bryman College parficipates, as a member, in the scholarship progtam “Careers That Work” offered throughout the Washington
Federation of Private Caseer Schools and Colleges. Hach high school is provided certificates for three $1000 tuition scholarships, to
be used at any school patticipating in the program. The program is designed to promote the vocational oppottunities available to a
high school graduate at a ptivate career school.

Participating Agencies

American Red Cross

Americorps

Armed Forces Spouse Clubs

The Asian Counseling and Referral Service
Big Brothers/Big Sistets Program

C-TEC Youth Services

Fil-Am Organization

Human Services Council

Portland Youth Builders

Sisters in Action for Power

The Usban League

Washington Women Employment and Education
Women In Need

WotkSource

YMCA

Youth Volunteer Cotps

YWCA
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Course Descriptions

BU124A Health Insurance Processing 2.4

This course is designed to acquaint the student with the basic steps in processing an insurance claim and the principles, eligibility
guidelines, and billing procedures for Medicare, Medicaid, CHAMPUS/TRICARE, Wotkers’ Compensation, state and federal disabil-
ity and other private insurance,

BU124B Customer Setvice 1.2
This coutse covers the importance of the use of positive customer setvice techniques when dealing with clients in the medical office.
Personality types, nonvetbal communication, skills for explaining and persuading and handling challenging clients will be discussed.

BU129A Medical Law & Ethics 1.2
This cousse provides an ovetview of legal and ethical issues relevant to medical careess. Issues such as contracts, professional liabil-
ity, medical malpractice, consent, wotkplace legalitics and social issues will be explored.

BU130A Medical Law, Ethics, & Records 1.2
This class will cover a brief overview of medical history; discuss medical practice systems, medical ethics, and medical law and ifs
impact upon the practice and the duties of the MA. Also covered will be filing methods, record keeping and health information man-
agement.

BU130B Office Standards 1.2

Because of the importance for a Medical Assistant to be cross-trained for front office duties in addition to the clinical duties, time is
devoted to the principles of Office Standards (Transcription / Correspondence, Mailing / Scheduling / Travel Planning / Computer
Transctibing). This course assists the MA with the procedures and preparations to be an efficient cross-trained employee in a med-
ical facility.

BU130C Financial Management 1.2
This class will cover an overview of the financial aspects of the medical office. Subjects to be covered will include management of
practice finances, banking procedutes, facility environment and management responsibilities.

BU140A Federal Law ‘ 0.6

In this coutse, the students will learn the responsibilities, requirements, and standards mandated by the federal government pertain-
ing to the practice of pharmacy. This course will also cover how these laws impact the practice of pharmacy, pharmacist, and phar-
macy technician.

BU140B Washington State Retail Law 0.6

In this course, the students will learn their responsibilities, requirements, and standards mandated by the Washington State Boatd of
Pharmacy. This course will also cover how these laws impact the practice of retail pharmacy and the pharmacy assistant. Each course
will apply to a specific set of WAC and RCW laws.

BUM40C Washington State Institutional Law 0.6

In this coutse, the students will learn their responsibilities, tequirements, and standards mandated by the Washington State Board of
Pharmacy. This course will also cover how these laws impact the practice of institutional pharmacy and the pharmacy technician.
Each coutse will apply to a specific set of WAC and RCW laws.

BUI40D Washington State Hospital Law 0.6

In this course, the students will learn their responsibilities, requirements, and standards mandated by the Washington State Board of
Pharmacy. This coutse will also cover how these laws impact the practice of hospital pharmacy and the pharmacy technician. Hach
course will apply to 2 specific set of WAC and RCW laws,

BU142A Retail & Records Management 0.9

Familiarization with all phases of prescription and medication processing is the goal of this course. This includes label and presctip-
tion requirements, profile management, manually filling prescriptions, and tetrieving and interpretation of prescriptions, and an intto-
duction to legal requitements, common medication ettors, and third party billing,

BU143A. Compounding & Manufacturing 0.6

The focus of this course is to provide the student with manufacturing and repackaging techniques, regulations, and knowledge on
the equipment used in compounding pharmaceuticals,
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BU152A Special Needs Patient & AIDS 1.2

The purpose of this cousse is to focus on the groups of patients who present special challenges and rewards to the dental health
team. Thete is particular emphasis on the needs of children and the elderly. The students will learn various methods of dealing with
the psychological and physical needs of vatious types of special needs patients. In addition, this course focuses on the two infectious
diseases that are the greatest concern both for the patient and the health care wotker. The student will study AIDS in depth and learn
how the disease is transmitted, the statistics of ttansmission for the health cate worlker, how to wotk on an AIDS patient safely, and
develop a compassionate undetstanding of the AIDS patient. The student will learn about the 5 different types of hepatitis, the
immunizations available, and what to do if exposed to the disease. The student will become aware of basic oral manifestations of
AIDS. This class s empoweting to the students as they leatn that they can indeed protect themselves and their patient from the
effects of ctoss contatnination.

BU153A Office Administration 0.9

This course offers the chair side assistant an introduction to a manager’s position. This knowledge supports the team approach in
that it gives the chair side assistant a greater appreciation of the office manager’s responsibilities. It also provides the chairside assis-
tant with rudimentary knowledge of forms, scheduling, and reception skills to suppott the office manager when schedule needs arise.

BU153B Office Dynamics 1.2

"This course focuses on communication skills between the patient and practitioner as well as between the practitioner and staff. This
will include instruction on how to handle the various types of patients encountered in the dental practice.

BU1I56A l.aw & Ethics 1.2

The study of ethics and jutisprudence allows the student an opportunity to teview ethical and legal standards practiced in their per-
sonal and professional lives. This coutse will also offer the students an overview of the risk management ssues found in dentistry
and how they affect their professional decisions in the dental environment.

CA101 Computer Applications 1.2

This coutse is designed to develop basic skills used in today’s professional environment. The student will learn proper finger place-
ment and ten-key techniques in keyboarding and ten-key as well as computer operations and terminology in Mictosoft Word and
Microsoft Excel.

CAI126A Medical Office Transcription 1.2

"This course is designed to help the student develop transcribing speed and accuracy, gain skills in proofreading and cottecting docu-
ments and increase their knowledge of medical terminology. Experience in transceibing dictated medical documents including chart
notes, history and physical reports, consultations, office progress notes, and correspondence will be provided.

CA126B Computer Billing 2.4

This coutse is an introduction to current medical software used in the medical office. Emphasis will be placed on patient billing, claims
submission, scheduling maintenance of financial tecords and health information on the computer.

CAI132A Office Billing L2
This class will cover a brief overview of the procedural steps in petforming the administrative functions in a medical facility, from

- the role.of -receptionist-to- the responsibilities-of-office-management.- Special-attention will-be-directed to ‘the-evolution-of managed——

care and the changes that ate taking place in the administrative aspects of medical assisting,

DA 154A Specialties Clinic : 2.4
This course focuses on the set up, instrumentation, and proceduses dealing with the specialies of Endodontics, Orthodontics and

Oral Surgery.

DA154B MPeriodontic Clinic 2.4

This clinic focuses on Periodontics, Preventive Dentistry, Microbiology, and OSHA/WISHA guidelines. The student will study the
long term effects of perodontal disease and how to avoid its debilitating effects. The student will also study OSHA/WISHA and
will learn the necessary regulations that are mandated for the dental office. 'The student will also learn the requirements for an office
Hazardous Materials and Infection Control Program. He/she will combine this knowledge with his/her ability to efficiently practice
infection control measutes in all aspects of the role as a chairside assistant.

DA154C Opetrative Dentistry Clinic 2.4

This clinic concentrates on the study of the types, function and materials of restorative procedures in the dental office. The students
will practice what they have learned about assisting the doctor when cavity preparations ate accomplished in the clinic setting,
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DA154D Crown & Bridge Clinic 2.4

This clinic concentrates on the study of the types, function and materials of fixed and temovable prosthodontics. The students will
practice what they have learned about assisting the doctor when prosthodontics ate accomplished in the clinic setting,

DA154E Radiology Clinic 2.4

This clinic focuses on the set up and procedutes relating to tadiology and management of office emergencies. All aspects of radiol-
ogy and office emergencies ate practiced until competencies are met. The student is also encouraged to continue practicing previ-
ously acquired skills. Pretequisite: all program coursework must be completed,

EX195 Dental Assisting Externship 5.3

Upon successful completion of the Dental Assisting, each student is required to complete a 160-hour externship. The externship is
an impottant culmination of each student’s education. The externship provides the student with the oppottunity to apply his/her
new sldlls to a professional health care environment. Pretequisite: all progtam coursewotk must be completed.

EX196 Medical Assisting Externship 5.3

Upon successful completion of the Medical Assisting program, each student is required to complete a 160-hour externship. The
externship is an important cultmination of each student’s education. The externship provides the student with the opportunity to
apply his/het new skills to a professional health care environment. Prerequisite: all program coursework must be completed.

EX197 Medical Billing Externship 6.0

Upon successful completion of the Medical Billing each student is required to complete a 180-hour externship. The externship is an
important culmination of each student’s education. The extetnship provides the student with the opportunity to apply his/her new
skills to a professional health care environment. Prerequisite: all program coursework must be completed.

EXT198 Retail Externship 4.0

Upon successtul completion of the Pharmacy Technician program, each pharmacy student is required to complete a retail externship
of 120 houts. The externship is an important culmination of each student’s education. The externship provides the student with the
oppottunity to apply his/het new skills to a professional health care environment. Prerequisite: all program coursework must be com-
pleted.

EXT199 Hospital Externship 4.0

Upon successful completion of the Pharmacy Technician progtam, each pharmacy student is required to complete a hospital extern-
ship of 120 hours. The extetnship is an important culmination of each student’s education. The externship provides the student with
the opportunity to apply his/het new skills to a professional health care environment. Prerequisite: all program coursework must be
completed.

GE102 Master Student I 0.9

The Student Survival Course is designed to increase the student’s success in college by assisting the student in obtaining skills neces-
saty to teach his/her educational objectives. Topics in this course include: Time Management, Memory Skills, Communication Skills,
Reading Techniques, Note-taking Techniques, Test-taking T'echniques, Divetsity Critical Thinking, and Writing,

GE103 Master Student I1 0.6

Upon completion of this course students will be able to: (1) teview basic labor market information and be able to provide facts sup-
potting the advantages of going to school beyond high school, (2) list the three major factors that employers use in screening out
prospeciive employees, (3) list several basic skills employers want people hired, (4) develop a self-concept inventory then discuss
awateness, (5) challenge negative thoughts and replace them with action and positive changes, which enhance self-esteem, (6) enhance
their intrapersonal and interpersonal competence in communication and conflict resolution, (7) handle petsonal and work challenges
in a satisfying way, while building esteem in self and others, (8) recognize psychological changes during conflict, and (9) recognize the
reasons for conflict as well as essential rules for open communication. Students will participate in small group activities, which will
reinforce the training,

LB105 Open Lab 0.9

The open lab allows the student the opportunity to practice on areas in which the student may be having difficulty, The open lab also
provides the student with the opportunity to work on any course material the student may have.

I1.B106 Program Orientation 0.3

This course allows the student the opportunity to visit his/her progtam of study. 'The visit also provides the student with the oppor-
tunity to meet with his/her future instructor(s} and classmates.
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MA134A OB/GYN, Pediatrics, CPR Clinic 2.4

The student practices applications of various tests and skills relating to the reproductive systems including urinalysis, pregnancy test-
ing, pelvic exam preparations, and how to assist in the pediatric examinations. The student will train in adult, child, and infant car-
diopulmonary resuscitation (CPR) and foreign body aitway obstruction (FBAO). This also includes vital signs, injections, and
venipuncture.

MA134B Hematology & EKG Clinic 24

Skills practiced include phlebotomy, blood pressure readings, BKG testing, sedimentation rate testing, blood glucose levels, mono spot
testing, vital signs, injections, venipuncture, and other circulatory system lab procedutes.

MA134C Orthopedic, Eye & Ear Clinic 2.4

Procedutes relating to the eye and ear are practiced. Orthopedic procedures ate performed including ambulatory aids and bandaging
of various musculoskeletal injuty sites. Assisting with diagnostic x-rays and hot and cold therapies are also discussed. ‘This class also
includes vital signs, injections, and venipuacture.

MA134D Physical Exam & Urinalysis Clinic 2.4

Usinalysis, complete physical examination set up, patient assessment and hemocult are covered. This class also includes injections,
vitals, and venipuncture.

MAI34E Asepsis & Surgery Clinic 2.4

Instrument identification, sterile trays, asepsis, cold chemical disinfecting, and sterilizing with the autoclave are coveted. Strep test-
ing and administedng oral medications are also performed. This class also includes injections, vitals, and venipuncture.

MH107 Math 1.2

This course will provide the student with the skills necessaty to complete calculations that will be pertinent to their chosen field of
study. Topics in this course include: Fractions, Decimals, Percentages, the Metric System, the Apothecary and Houschold Systems,
Roman Numerals, and Ratio and Proportion.

MH145A Pediatric Dosage Calculations 0.6

In this course the student will review basic mathematical skills and concepts including fractions, decimals, ratio and proportion as they
pertain to pharmacy practice. Students will focus on problem solving as they pertain to pediattic calculations and body sutface area
calculations,

MHI145B Dosage Calculations 0.6

In this course the student will review basic mathematical skills and concepts including fractions, decimals, ratio and proportion as they
pertain to pharmacy practice. Students will focus on problem solving as they pertain to calculation of medication dosaging for retail
and hospital prescriptions,

MHIM5C IV Solutions Calculations 0.6

In this course the student will review basic mathematical skills and concepts including fractions, decimals, ratio and proportion as they
pertain to pharmacy practice. Students will focus on problem solving as they pertain to stock solutions and pure solution prepara-
LHoms. U

MH145D 1V Flow Rate Calculations 0.6

In this coutse the student will review basic mathematical skills and concepts including fractions, decimals, ratio and propozrtion as they
pertain to phatmacy practice. Students will focus on problem solving as they pertain to IV flow rates and specialty calculations.

PH1358 Basic Pharmacology 0.9
This course provides an introduction to pharmacology. Topics include but ate not limited to: drug history, soutces, dosage forms,
routes of administration, therapeutic uses and classifications, drug mechanisms of action, drug effects, toxic and adverse reactions,
metabolism, and an overview of drug dependence.

PH148A Pharmacology & Drug Class: Musculoskeletal, Integumentary 0.9
This course will introduce the drug studies projects (long sheets). The student will gain knowledge regarding generic and brand name
drugs, therapeutic use, manufacturets, and basic pharmacology for the following systems: Musculoskeletal and Integumentary.
PH148B Phatrmacology & Drug Class: Netvous, Psychiatry, Oncology 0.9

This course will introduce the drug studies projects (long sheets). 'The student will gain knowledge regarding genetic and brand name
drugs, therapeutic use, manufactuters, and basic pharmacology for the following systems: Netvous, Psychiatty and Oncology.
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PH148C Pharmacology & Drug Class: Pharmacology, Digestive, Reproductive 0.9
This course will introduce the drug studies projects (long sheets). The student will gain knowledge regarding generic and brand name
drugs, therapeutic use, manufacturers, and basic pharmacology for the following systems: Pharmacology, Digestive, and Reproductive.
PH148D Pharmacology & Drug Class: Urinary, Cardiovascular, Respiratory 0.9
This course will introduce the drug studies projects (long sheets). The student will gain knowledge regarding generic and brand name
drugs, therapeutic use, manufactutets, and basic pharmacology for the following systems: Utinary, Cardiovascular, Respiratory.
PH148E Pharmacology & Drug Class: Blood, Immune, Lymphatic, Endocrine 0.9
This course will introduce the drug studies projects (long sheets). The student will gain knowledge regarding genetic and brand name
drugs, therapeutic use, manufacturers, and basic phatrmacology for the following systems: Blood, Immune, Lymphatic, Endoctine.
PH153A Pharmacology 1.2

Because of the profound impact medications have upon the practice of medicine, time is devoted to a study of the principles of phar-
macology as it relates to the Medical Assistant. This course assists the MA with systems and procedutes for handling the vatious med-
ications.

PT144A Pharmacy Compounding Lab 2.1

"This coutse is based on stations that concentrate more on the hands-on aspects of pharmacy as well as daily quizzes that allow for
the overall understanding of where the stadent is with his or her general pharmacy knowledge. Emphasis will be placed on pharma-
ceutical compounding,

PT144B Pharmacy Retail Lab 2.1

This course is based on stations that concentrate more on the hands-on aspects of pharmacy as well as daily quizzes that allow for
the overall understanding of where the student is with his ot her general pharmacy knowledge. Emphasis will be placed on tetail phat-
macy.

PT144C Pharmacy Institutional Lab 2.1
This course is based on stations that concentrate more on the hands-on aspects of pharmacy as well as daily quizzes that allow for

the overall understanding of where the student is with his ot her general pharmacy knowledge. Emphasis will be placed on institu-
tional pharmacy.

PT144D Pharmacy Hospital Lab 21

This course is based on stations that concentrate mote on the hands-on aspects of pharmacy as well as daily quizzes that allow for
the overall understanding of where the student is with his ot her general pharmacy knowledge. Emphasis will be placed on hospital
pharmacy.

PT144E Pharmacy Chemo Lab 2.1

This coutse is based on stations that concentrate more on the hands-on aspects of pharmacy as well as daily quizzes that allow for
the overall understanding of where the student is with his or her general pharmacy knowledge. Emphasis will be placed on
chemotherapy and student will be trained in CPR.

SC109 Program Terminology 0.9

(Medical Billing, Medical Assisting, Phatmacy Technician) This course will provide an explanation of medical terminology with which
the health care professional will use on a daily basis in the work force. This coutse will also provide the student with an overview of
the body systems. This will help the student gain a better understanding of how the body wotks.

The Dental Assisting program terminology will provide an explanation of terminology, which the student will use on a daily basis in
the wotk force, ‘Topics covered include the terminology associated with basic facial structure, tooth composition and location within
the mouth and basic equipment of the dental clinic.

SCI21A ICD-9 Coding 2.4

Students will utilize the ICI)-9 coding manual to translate verbal desctiptions of diseases, injuries, and conditions into numerical des-
ignations. ‘The course will stress using the medical dictionary, PDR, and Merck Manual as a resource. Proper use of E-codes and V-
codes will be included. Students will also Jearn correct sequencing on claim forms for optimal reimbursement.
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SC121B Third Party Reimbursement 1.2

This course will address ICD-9 and CPT coding and the key role they play in reimbursement to the providets of patient health care
services, Students will be introduced to DRGs, MDDCs, PROs, RBRVS, APGs, APCs, and the Correct Coding Initiative. Emphasis
will be placed on how these items impact coding done by medical billing specialists.

SC121C CPT Coding 2.4

Students will utilize the CPT manual to properly code procedures and services performed in outpatient settings. Students will learn
HCPCS coding and be introduced to procedutal coding for impatient settings. Correct utilization of modifiers will be stressed.
Emphasis will be placed on transferring codes to claim forms and reviewing them to ensure all procedures are supported by diagno-
sis codes.

SCI125A Essential Body Systems 2.4
This course is designed to develop a working knowledge of body system terminology needed to comprehend and interpret informa-

fion within medical documents for

completing the billing process. Topics covered include the structure, the function, the disease processes, and the terminology assodi-
ated with the Circulatory, Respiratory, Digestive, and Netvous Systems, and the Special Senses.

SC125B Body System Fundamentals 2.4

This course is designed to develop a working knowledge of body system terminology needed to comprehend and interpret informa-
tion within medical documents for completing the billing process. Topics covered include the structure, the function, the disease
ptocesses, and the terminology associated with the Musculoskeleton, Reptoductive, Urinary, Endoctine and Integumentary Systems.

SCI127A Health Ins. Claims & Forms 2.4

This course is designed to acquaint students with the ICD-9 and CPT manuals used for coding diseases and procedutes and proper
completion of the HCFA 1500 and UB 92 billing forms. Students will become familiar with claim submission requiremnents for
Medicate, Medicaid, CHAMPUS/TRICARE, Workers’ Compensation and other private insurance cartiers,

SC127B Health Care Billing 2.4

This coutse covers the legal issues affecting insurance claims and medical tecords, the basics of health insurance, tracing delinquent
claims, insurance problem solving, as well as collection strategies.

SC131A Anatomy & Physiology: Reproductive, Endocrine, Life Stages 2.4

The basic structures, functions and pathological conditions of the male and female reproductive systems are studied. Stages of
human life from fetal development progressing through the pediatric years to adulthood ate also studied. ‘The field of endoctinolo-
gy studies hormones, which act as regulators in the body, and are dependent upon the circulatory system for transportation through
the body.

SC131B Anatomy & Physiology: Cardiology, Hematology, Respitatory 2.4

The main route by which nutrients ate distributed to the body, waste products are removed from the cells, and the organs commini-
cate with each other in the form of hormonal control is via the blood stream of the body. The cardiovascular system (both the heart

and vascular components) by which the blood is disseminated to the body is investigated. "The body’s ability to exchange carbon diox..____.

ide with oxygen at both an environmental and a cellular level will also be discussed.

SC131C Anatomy & Physiology: Neurology, Musculoskeletal 2.4

The bony structute called the skeleton and its movement abilities by the muscles will be studied. The nervous system acts as a com-
munication and control center for the body. The special senses and nervous system ate presented in this course. The following spe-
cial senses will be studied: vision, hearing, and balance,

SC131D Anatomy & Physiology: GI, Utinary, Integumentary 2.4

The digestive system brings various foods and nutrients to the body whete they ate broken down into usable forms. The selection
of appropriate dietaty items to optimize the body’s functional status is the study of nutrition in this class. The filtration of the blood
will be studied in the urinaty system as well as the process of the elimination of wastes.

SCI31E Anatomy & Physiology: Immunology, Oncology, Microbiology 2.4

'The defense of our body from a continuous barrage of potential disease causing soutces is the immune system. How infecting agents
cause the disease process and what is the outcome, are also studied in this class. An introduction to the Fedesal and State regulations
telating to blood-borne pathogens and other OSHA standards as they relate to the role of the Medical Assistant. A seven-hour AIDS
otientation required by the State of Washington is also included.
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SC131F Anatomy & Physiology: Musculoskeletal, Integumentary 0.9

This course will focus on the anatomy, physiology, laboratory tests and clinical procedures that ate pertinent to the following systems:
Musculoskeletal, Integumentary (skin), Sense Organs (Eye and Eat), and Radiology-Nuclear Medicine.

SC131G Anatomy & Physiclogy: Nervous, Psychiatry, Oncology 0.9

This course will focus on the anatomy, physiology, laboratory tests and clinical procedures that are pertinent to the following systems:
Nervous System, Psychiatry, and Oncology.

SC131H Anatomy & Physiology: Pharmacology, Digestive, Reproductive 0.9

"This course will focus on the anatomy, physiology, labotatory tests, and clinical procedures that are pertinent to the following systems:
Pharmacology, Male and Female Reproductive systems, and the Digestive system.

SC1311 Anatomy & Physiology: Urinary, Cardiovascular, Respiratory 0.9

This course will focus on the anatomy, physiclogy, laboratory tests, and clinical procedutes that are pertinent to the following systems:
Utinary, Cardiovasculat, and Respiratory.

SC131] Anatomy & Physiology: Blood, Immune, Lymphatic, Endocrine 0.9

This course will focus on the anatomy, physiology, laboratory tests and clinical procedures that are pertinent to the following systems:
Endoctine, Blood, and Lymphatic & Immune systems.

SC141A Basic Chemistry 0.9

The student will be able to identify the most common elements utilized in pharmaceutical preparations and chemical reactions. The
student will learn the difference between ionic and covalent bonds and how to calculate basic atomic weights.

S$C146A Pharmacy Ethics & HIV/AIDS 0.6

"T'his course focuses on dealing with issues within the work environment, patient confidentiality, and professional ethics. Emphasis is
given to telephone etiquette, verbal and written communication, customer service, and pharmacy ethics. This course also satisfies the
Washington State Board of Pharmacy requirements for HIV/AIDS awateness training, A certificate will be issued to the student
upon successful completion.

SC147A IHospital & Parenteral Admix 0.9

The student will learn the principals of asepsis as it applies to the preparation of intravenous medications, patenteral nutrition prod-
ucts, and chemotherapy preparations. Topics include administration profiles, drug distribution systems, administration records, types
of IV administration supplies and equipment, antineoplastic preparations, and safety procedures.

SC149A Basic Microbiology 0.9

In this course, the student will be introduced to basic Mictobioclogy. Topics and 12 lectures will include hisiory, bacterial and viral
forms of infections, hygiene, immunity and ptevention, infectious diseases, and OSHA standatds.

SC151A Endodontics, Orthodontics, Oral Surgery, Pharmacology, Oral Pathology 2.4

This course concentrates on the set-up, instrumentation, and procedures dealing with the specialty of endodontics, orthodontics, and
oral surgery and provides a basic understanding of dental pharmacology and pain control. In addition, students will gain an undet-
standing of normal and abnormal conditions of the mouth.

SC151B Dental Anatomy, Periodontics Embryology & Histology, Microbiology, Tooth
Morphology 2.7

The student will be introduced to the concept periodontal disease and the treatments available to reverse the process. Students will
learn the principles of head and neck anatomy, which includes the basic undetstanding of muscles, netves, and bones in the head and
neck. The student will also learn about the major body systems and how they relate to dentistry. Students are introduced to oral
embryology and histology. In conjunction with a wotking knowledge of the stages of tooth development, the student will gain skills
in identifying and charting tooth motphology. ‘The student will be introduced to mictobiology in order to gain a better undetstand-
ing of how diseases occur in the oral cavity.

SC151C Operative Dentistry 2.4

This course will concentrate on the vatious aspects of restorative dentistry, dental matetials, and dental instrumentation in restorative
dentistry. The dental assisting student will demonstrate the ability to facilitate proper use of the necessary materials, equipment, and
instruments duting chaitside restorative procedures.
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SC151D Fixed & Removable Prosthetics 2.4
The student will study the types, functions, putposes, and materials of Fixed & Removable Prosthetics,

SC151E Prevention, Nutrition, Radiology Office Emergencies, CPR 2.4

"The students will be introduced to the concept of preventive dentistry and patient education in personal oral hygiene, They will learn
the theory behind coronal polishing and prophylaxis procedures. The students will learn how to identify normal and abnormal reac-
tions to dental procedures. They will leatn protocol for handling emergencies and life threatening situations. They will also learn
what items are needed in the office first aid box, and what OSHA expects as documentation for any office emergency. In addition,
the student will concentrate on the principles of dental radiography, which include why, when, and how to expose dental X-rays and
how to develop dental X-rays.

S5C159A OSHA/WISHA 1.2

This course teaches the principles of infection control, and why it is impottant in today’s dental office. 'T'he student will gain an under-
standing of how to prevent cross contamination. It covers handling of infectious waste, accident prevention, hazardous material pro-
tocol, and how to otganize an MSDS book.
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Campus Administration and Faculty
Port Orchard Campus Administration

Robert Nodolf, BS, MA
School President

Linda Roberts, BA, MA
Ditector of Education

Sheila Austin
Director of Admissions

Jeanette McClellan
Director of Finance

Vicki Petets
Registrar

Cathi Morgan
Bookkeeper

Lautie Evarts
Careet Services Representative

Monica Palmerton
Externship Coordinator

Alicia Anderson
Financial Aid Representative

Katina Moore
Financial Aid Representative

Brooke Weber
Associate Admissions Representative

Susan White
Financial Aid Reptesentative

Lucinda Duehn
Campus Admissions Representative

Scott Saatio
Associate Admissions Representative

Susan Hastings
Administrative Assistant

Michelle Paulino
Administrative Assistant

Port Orchard Faculty

Adcock, Ernest
BS, City University

MDiv Diocesan School of Theology Cote Module Instructor

Ballard, JoAnne, CPhT
AA, Notth Seattle Community College
Pharmacy Technician Instructor

Beeman, Andrew, RN
Washington State University
Medical Assisting Instructor

Binney, Jeden, CDA
National Education Center
Dental Assisting Instructor

Botn, Tina, NCDA

Southern CA Regional Occupational Center

Dental Assisting Instructor

Calderon, Dolores, EMT
USN Hospital Corpsman School
Medical Assisting Instructor

Claite, Jennifes
BA, Trinity College
Medical Assisting Instructor

Cook, Lisa, RMA, CMA
Apollo College
Medical Assisting Instructor

Davis, Cheryl
Olympic College
Dental Assisting Instructor

DeSchryver, Janet
BS, Southern llinois University
Dental Assisting Instructor

Evans, Drake
BS, Southern Illinois University
Core Module Instructor

Klinger, Doreen
USAF Medical Service Technician School
Medical Assisting Instructor

LaBoy, Juan
BS, Southern Hlinois University
Medical Assisting Instructor

Lippett, George, DDS
Uaivetsity of Washington
Dental Assisting Specialized Program Instructor

McKee, Brianne
Eton Technical Institute
Medical Billing Instructor

Murray, Keisha CPC
Eton Technical Institute
Medical Billing Instructor

Parker, Batbara CMA-AC, RICS
BS, University of Arizona
Medical Billing Instructor

Pilger, Robert DDS
Georgetown University
Dental Assisting Specialized Program Instructor

Powell, Tamara, CPC
Health Education Systems
Medical Billing Instructor

Riebli, Beth
BA, Univetsity of Puget Sound
Core Module Instructor

Smith, Julie, RN
Olympic College
Medical Assisting Instructor

VanCleave, Cheryl

USN Hospital Corpsman School
USN School of Health Sciences
Pharmacy Technician Instructor
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- Federal Way Campus Administration
Shelly Williams, BA, MS

President

Peg Bulger, BA
Student Services Adwvisor

Susan Jensen, BA
Directot of Finance

James Naeher, BS, MS
Career Services Representative

Nancy McDonough, BA
Registrar

Anna Nelson, BA
Financial Aid Officer

Johanna Dwyer, BA
Bookkeeper

Valetie Slyter
Front Office Administrator

Danielle Tudot
Front Office Administrator

Laura Pinnell
Front Office Administrator

Federal Way Faculty

Klingensmith, Kris
Medical Billing Instiuctor
Lanute, Ann

New Yotk School for Medical and Dental Assistants
Medical Assisting Instructor

Lee, Cleta
Medical Billing Instructor

LaFave, Roxanne
Dental Assisting Instructor

Sharma, Avis, BDS
Fiji Schoot of Medicine
Dental Assisting Instructor

Landes, Gerry, CMA
Medical Assisting Instructor
Notthwest College

Nelson, Jaenette, BA
Bates Technical College
Dental Assisting Instructor

Parsons, Renee
Puget Sound Institutive of Technology
Medical Assisting Instructor

Sanchez, Frank, CPhT
Academy of Health Sciences
Pharmacy Technician Instructor
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Everett Campus Administration

Kimberly Lothyan, BS, MBA
School President

Cari Crabtree, BS, MEd
Ditector of Education

David Bowman, BA
Director of Admissions

Michael Hargrave
Ditector of Finance
Stacey Lillquist
Senior Registrar

Jeri Anderson, BS, MSW
Student Services Counselor

Nyeva Bembrym, BA
Career Setvices Representative

Celeste Allen
Seniot Externship Coordinator

Rachelle Mation
Associate Instructor

Heather Berkeley, BA
Financial Ald Reptesentative
Ellie Gregory

Financial Aid Reptesentative

Miiko McCreary
Financial Aid Representative

Anna Ivanov
Student Accounts Representative

Shelley Anderson

Senior Admissions Representative
Brigid Kilker

Campus Admissions Representative

Victoria Sadoff
Campus Admissions Reptesentative

Shane Makanani
Associate Admissions Representative

Sharon Windsor
Senior Admissions Representative

Tara Williams
Seniot Administrative Assistant

Patty Hollers
Administrative Assistant

Everett Faculty

Ancheta, Samuel
BS, Far Eastern University
Phatmacy Technician Instructor

Atienza, Renato

BS, Ateneo de Mantla University
MA Webster University
Pharmacy Technician Instructor

Andetson, Jeri

BS, Portland State University
MSW Portland State University
Cote Module Instructor

Ballet, Dan
BS, Central Washington University
Cote Module Instructor

Bembry, Nyeva, BA
Washington State University
Core Module Tnstructor

Calipes, Rey
Bryman College
Medical Assisting Instructor

Carlson, Lacey
Eton Technical Institute
Medical Assisting Instructor

Cole, Cathi CDA
ATA, Edmonds Community College
Dental Asststing Instructor

Deanis, Katie
Hton Technical Institute
Dental Assisting Instructor

Hone, Katie, Ph'T

Notth Seattle Community College
AAS, Bellevue Community College
Pharmacy Technician Instructor

Kildahl, Nora

AA, Edmonds Community College
BA, Western Washington University
Cote Module Instructor

Lipp, Barbara CPhT

AAS, BEre Community College
Fiton Technical Institute
Phatmacy Technician Instructor

McKinney, Bobbie Jo
Ametican Business College
Medical Billing Instructor
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Everett Faculty (Continued)

O'Donnell, Jeffery

ATA, Skagit Valley College

AA, Spokane Falls Community College
Dental Assisting Instructor

Payton, Christine
AAS, BEdmonds Community College
Cote Module Instructor

Redwine, Mike
BS, University of Washington
Medical Billing Instructor

Rickard, Linda
Eton Technical Institute
Medical Assisting Instructor

Sandvick, Diane
AAS, Edmonds Community College
Core Module Tnstructor

Simmons, Anne
Puget Sound Institute of Technology
Medical Assisting Instructor

Spangler, LaVada
Eton Technical Institute
Medical Assisting Instructox

Tate, Perri, PhT
Pharmacy Technician Instructor

Vera, Taesha
Eton Technical Institute
Medical Assisting Instructor
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Tacoma Campus Administration

Timothy E. Allen, BS, CPhT
School President

Gary McMillion
Director of Education

Lynette Rickman
Director of Admissions

Natalie Graham
Director of Finance

Anaya Thompson
Registrar

Daniel Sims, BA
Financial Aid Administeator

Shamta Ness
Financial Aid Administrator

Cindy Eiseman
Career Setvice Representative

Andrea Andrews
Bookkeeper

Joseph Hayward
Admissions Representative

Karh Mclver
Admissions Representative

Tiffany Britt
Admissions Reptesentative

Matt Krachunis
Admissions Representative

Susan Thomas
Front Office Administrator

Kathleen Davis
Front Office Administrator

Tacoma Faculty

Bayatd, Kyndall
Eton Technical Institute

Pharmacy Technician Instructor

Brandon, Paula
Eton Technical Institute
Medical Assisting Instructor

Frank, Bobbie
Bates Technical College
Dental Assisting Instructor

Gonzales, Etin
Eiton Technical Institute
Medical Assisting Instructor

Killmer, Jennifer
Bryman College
Medical Assisting Instructor

Melendez, Alicia
Dental Assisting Instructor

Rhodes, Ginger
BS, Central Washington University
Medical Assisting Instructor

Wiright, Stacey
Btryman College
Medical Assisting Instructor

Loosveldt, Alisa, CMA
Clover Park Vocational College
Medical Assisting Instructor

Bartlett, Susan

BA, Cal State Long Beach

MBA, Pacific Luthetan University
Cote Module Instructor

Ruth, Doris, CPhT
Clover Park Technical College
Pharmacy Technician Instructor

Thomas, Cynthia, CDA
Dental Assistant School of America
Dental Assisting Instructor

Kitkpatrick, Kathleen
Dental Assisting Instructor

Estrada, Deena
Medical Billing Instructor

Sitko, Bathars
Medical Billing Instructor

Ray, Stephen
BS, CA. State University Chico
Core Module Instructor
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Hours of Operation

Facilities and Offices
7:30 a.m. to 10:30 p.m. (Monday-Thursday)
T30 am. to  5:00 p.m. (Friday)

Class Times

Morning Session Everett Only

8:00 a.m. to 12:00 p.m. (Monday-Friday) Monday 6:00 2.m. to 12:00 p.m.
"Tuesday, Thursday, Friday 6:00 2.m. to 10:00 a.n.
Wednesday 8:00 am. to 10:00 a.m.,

Afternoon Session (All Campuses)
12:10 p.m. to 5:10 pum. (Monday-Thursday)

Evening Session
5:30 p.m. to 10:30 p.m. (Monday-Thursday)

Academic Calendar 2004 and 2005

Bryman College’s academic calendar is based on a six-week modular system. Courses ate offered continuously throughout the calen-
dar year.

2004

Start Date End Date
February 17, 2004 March 26, 2004
March 29, 2004 May 7, 2004

May 10, 2004 June 18, 2004
June 21, 2004 July 30, 2004
August 2, 2004 September 10, 2004
September 13, 2004 October 22, 2004
Octobet 25, 2004 December 7,.2004
December 8, 2004 January 28, 2005
2005

Start Date End Date
Janmary 31, 2005 March 14, 2005
March 16, 2005 April 26, 2005
April 28, 2005 June 9, 2005

June 13, 2005 July 25, 20605

July 27, 2005
September 9, 2005

September 7, 2005
October 20, 2005

Student Holidays 2004 2005
New Year's Day January 1, 2004 January 1, 2005
President’s Day February 16, 2004 February 21, 2005
Memorial Day May 31, 2004 May 31, 2005
Independence Day July 5, 2004 July 4, 2005
Labor Day September 6, 2004 September 5, 2005
Thanksgiving November 25 - 26, 2004 November 24 - 25, 2005
Winter Break December 21, 2004 - January 2, 2005 December 26, 2004 - January 2, 2006
2004  Make up Classes Memorial Day 4th of July Day Labor Day
Eatly Motning  8:00 am-11:50 am 6/2/04 7/7/04 9/8/04
13:00 am-11:50 am 6/4/04 7/9/04 9/10/04
Mozning 12:30 pm-4:20 pm 6/4/04 7/9/04 9/10/04
Afternoon 12:10 pm-5:00 pm 6/11/04 7/16/04 9/3/04
Evening 5:30 pm-10:20 pm 6/11/04 1/16/04 9/3/04
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Ownership

Cateer Choices, Inc, a wholly owned subsidiary of Cotinthian Colleges, Inc. Sequoia Education, Inc., Eton Educaﬁon, Inc., and
Ashmead Education, Inc. are wholly owned subsidiaries of Career Choices, Inc.

DIRECTORS
David G. Moote
Anthony Digiovanni
Dennis L. Devereux

OFFICERS TITLE.

David G. Moore Chairman of the Board and Chief Executive Officer

Dennis N. Beal Executive Vice President, Chief Financial Officer and Treasurer

Dennis L. Devereux Executive Vice President, Administrative Services and Assistant Secretaty
Beth Wilson Executive Vice President, Operations

Stan A, Mortensen Senior Vice President, General Counsel and Corporate Secretary

CORPORATE OFFICE

Cotinthian Colleges, Inc.

6 Hutton Centre Drive, Suite 400
Santa Ana, CA 92707

(714) 427-3000 FAX: (714) 427-5111
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Terminology

Academic Year

A period of entollment that begins on the first day of classes and ends on the last day of classes and is a minimum of 30 weeks of
instructional time in length. Regular students must complete at least 36 quarter-credit houts,

Award Year

A time petiod that begins on July 1 of one year and ends on June 30 of the next year for awarding Title TV financial aid.

Coutse Challenge Credits

Credit units earned by challenging a course. A student takes an examination created and monitored at Bryman College during the
first week of a coutse.

Module (Mod)

An academic perdod six weeks in length.

New Student

A student who has not previously attended classes at Bryman College or who re-enters after a one-year (ot greater) period of
absence,

Non-Regular Student

Any student who does not meet the definition of a tegular student. These students ate not eligible for Federal Student Aid.
Probationary Status

A conditional status for students who are being monitored for failure to meet academic standards, conduct regulations, attendance
standards, or other critera.

Program of Study

A total set of academic course requirements which must be met to earn a diploma,

Quarter-Credit Hour

Biyman College uses the quarter-credit hour practice for calculating academic credit for all courses. One clock hour is based on one
actual hour of attendance, which is equivalent to 50 minutes. One instructional/lab credit hour is defined as a class session of 50
minutes and a 10-minute break,

All courses except externships are assigned credits based upon the following: One credit = 20 hours of instruction or lab to detet-

mine the number of credit hours in a program. Externships are assigned credits based upon the following: One credit = 30 hours
of externship to determine the number of ctedit houts in an externship.

Re-entry Student

A student that has previously attended Bryman College within one calendar year of his ot her last date of attendance.

Regular Student

A student that is entolled in an eligible program leading to a diploma and is maintaining satisfactory progress toward program com-
pletion in compliance with the standards of satisfactory progress.

Student-Teacher Ratio

Btyman College generally follows the guidelines of our accrediting bodies in establishing the maximum number of students for lec-
_.tore and lab classes, The following ratios are not usvally exceeded: ... . . .

Lecture: 30:1
Laboratories: 15:1
When the class size exceeds these guidelines, the instructor is provided with additional resources.

Transfer Credit
Refers to credit units eatned through another institution that will be applicable toward a diploma at Bryman College.

Week of Instruction
Includes 20 hours of instruction, examinations, ot preparation for examination.

Bryman College is licensed as a private vocational school under Chapter 28C.10 RCW. Inquities or complaints regarding this or any
other private vocational school may be made to:

Workforce Training and Education Coordinating Board
128 Tenth Avenue SW, Olympia, WA 98504-3105
{360} 753-5673
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Bryman College

Eton
Everett, Port Orchard, Tacoma
2004 - 2005 Catalog Addenda

¢ Addendum #1 Effective June 25, 2004:
The following replaces the text on page 4:

ADMISSIONS REQUIREMENTS
1. Admission to Bryman College is based on an assessment that determines readiness to engage the training
program selected by a prospective student.
Potential students who have a high school diploma or GED are asked to take the Wonderlic Test.
Students entering the Dental Assisting, Medical Billing, Medical Assisting, or Business
Accounting Programs must pass the Wonderlic with a score of 10. Students enteting the
Pharmacy Technician program must pass the Wonderlic Test with a score of 15,
Bryman College only accepts Ability-to-Benefit (ATB) students for the Medical Assisting
program. These students are required to take the CPAt form A or B and receive a passing score
on test B of Language 43, Reading 45, Math 41 and for test C Language 42, Reading 43, Math 42.
2. All applicants are required to sign a statement verifying they have graduated from high school, obtained
a GED or attest to the fact that they have not graduated from High School for ATB students.
3. Applicants to the Medical and Dental Assisting programs are required to complete a Hepatitis B
immunization series and present official documentation of the series prior to externship. Students are
responsible for fees associated with all immunizations.

a.

¢ Addendum #2 Effective starting June 25, 2004:
The following is added to page 6:

STUDENT ATTENDANCE POLICY

Course Work Warning 1st 2nd Termination | Effective Date
Probation | Probation
Dental Assisting, Medical Billing | 15 Hours | 25 Howrs | 30 Hours | 35 Hours June 25, 2004
Pharmacy Technician
Core Mod and Mods 2-6
Medical Assisting Mods A - G 10 Hours | 16 Hours | 20 IHours | 24 Hours July 28, 2004 (Port Orchard)
Aug, 26, 2004 (Tacoma,
Everett
Business Accounting Mods A- E 15 Hours | 25 Hours | 30 Hours | 35 Hours Jan. 31, 2005
¢ Addendum #3 Effective June 25, 2004:
The following is added to the Satisfactory Academic Progress section on page 10:
SATISFACTORY ACADEMIC PROGRESS
25% Required | Cumulative 50% Required | Cumulative | Required
Program Evaluation | Credits GPA Evaluation | Credits GPA Cumulative
Point Point GPA
Occurs Occurs at 100%
After After
Module Module
Business N - "~
Accounting 2 9.9 *1,25 3 *16.8 1.50 2.00
Medical Assisting | 2 *6.6 *1.25 5 **18 **1 .50 *#2.00
Dental .
Assisting 2 *6.6 1.25 5 **18 **1 50 #2.00
Pharmacy . . .
Technician 2 6.6 1.25 5 **18 **1.50 #2.00
Medical Billing 2 *6.6 *1.25 4 144 **1.50 2,00







Bryman College
Eton
Everett, Port Orchard, Tacoma
2004 - 2005 Catalog Addenda
¢+ Addendum #4 Effective June 25, 2004:
The following replaces the text on page 15:

MODULAR SCHEDULE

Bryman College offers its programs on a six-week and four-week modular basis consisting of lecture, laboratory
work, and typically an externship period for most programs. Students may start programs at the Bryman College
every six ~ four weeks depending on the program. Students in the Medical Billing, Pharmacy Technician and
Dental Assisting begin their training in the module called the “Core Module.” Students in the Medical Assisting
and Business Accounting program will start in the specialty module being offered for the start date. Students
attend up to four to seven specialty modules depending upon their program of study. Finally, students
participate in an externship in the programs that require externships where additional hands-on and professional
level experience is provided. The externship lasts 6-8 weeks depending upon the program in which a student
enrolls.

During a module, students may take up to six individual courses. Classes are offered in three-five hour blocks
during all sessions. The length in hours for each course varies according to its credit value,

¢+ Addendum #5 Effective June 25, 2004:
The following replaces the first paragraph under the heading SCOPE AND SEQUENCE on page 15:

Students engage in specialty courses. The specialty curricutum is presented in a continuous rotation. Within
specialty modules and core module, all courses are offered as stand-alone components of curriculum. These
specialty and core modules do not require prerequisites.

In the Business Accounting program students must complete Module A before taking Modules C, D, or E.

¢+ Addendum #6 Effective starting April 1, 2005:
The following is added to the table on page 20

Program . o ©Thition . Textbooks and:
T 0 0o s Equipment:
R T RS R e P i (estimated)
Business Accounting 7.5 months 48 $7,800*  $755
Medical Assisting 8 months 47 $11,655 %600
Medical Billing 9 months 36 $9,741  $474.12
Dental Assisting 11 months 413 $11,182  $233.71
Pharmacy Technician 11 months 413 $11,998 $178.41
*Effective January 31, 2005
¢+ Addendum #7 October 25, 2004
PHARMACY TECHNICIAN DIPLOMA PROGRAM- Page 19 ~ Replace Text
DIPLOMA - 11 months
880 Clock Hours / 41.3 Credits
Externship
EX194 Retail or Hospital Externship 53
The following totals replace the existing totals:
Total Credit Hours 41.3
Lecture/Lab/Hours 720
Externship Hours 160






Bryman College
Eton
Everett, Port Orchard, Tacoma
2004 - 2005 Catalog Addenda

The following replaces the existing course description:

EXT194 Retail or Hospital Externship ~ Replace test page 27 for EXT198 & EXT199 5.3
Upon successful completion of the Pharmacy Technician program, each pharmacy student is required to complete
a retail or hospital externship of 160 hours. The Externship is an important culmination of each student’s
education. The Externship provides the student with the opportunity to apply his/her new skills to a
professional health care environment. Prerequisite: all program coursework must be completed.

¢ Addendum #8 Effective June 25, 2004:
The following program replaces the current Medical Assisting program on page 17:

MEDICAL ASSISTING PROGRAM
Diploma Program - 8 Months
720 Clock Hours/47.0 Credit Units

Courses listed in the program content may not be offered in the exact sequential order. It is the student’s
responsibility to work out his or her individual schedule with a counselor or advisor.

The Medical Assisting Program (diploma) is designed to prepate students for entry-level positions as medical
assistants in a variety of health care settings. Students study the structure and function of the major body systems
in conjunction with medical terminology, diagnostic and therapeutic procedures, computer skills, administrative
processes, bookkeeping and accounting practices, and the processing of medical insurance forms and claims.

In recent years, the medical assisting profession has become indispensable to the health care field. Physicians
have become more reliant on medical assistants for their front and back office skills, and their services are being
sought by medical offices, and ambulatory care providers, clinics, hospitals, urgent care centers, nursing homes,
medical supply businesses, home health agencies, insurance providers, and pharmaceutical companies, This
diploma program prepares graduates to fill entry-level positions such as clinical or administrative assistant,
medical receptionist, and medical insurance biller.

This program is divided into eight learning units called modules. The first seven modules, A through G, are
classroom modules. Each stands alone as a unit of study and is not dependent upon the completion of any
previous or subsequent module. If students do not complete any portion of a module, the entire module must be
repeated. Students may enter the program in any of the seven modules and continue through these modules until
all have been completed. Following the successful completion of the first seven modules, A through G, students
participate in a 160-hour externship. This constitutes a supervised, practical in-service in a medical office or clinic
in which the student practices direct application of all administrative and clinical functions as a medical assistant.
Completion of the Medical Assisting Program is acknowledged by the awarding of a diploma.

Program Outline
MODULE MODULE TITLE CLOCK HOURS CREDIT UNITS
MAMODA  Patient Care and Communication 80 6
MAMODB  Clinical Assisting, Pharmacology 80 6
MAMODC  Medical Insurance, Bookkeeping and Health Sciences 80 6
MAMODD  Cardiopulmonary and Electrocardiography 80 6
MAMODE  Laboratory Procedures 80 6
MAMODEF  Endocrinology and Reproduction 80 6
MAMODG  Medical Law, Ethics, and Psychology 80 6
MAMODX  Externship 160 5

Program Total 720 47
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Major Equipment

Autoclave Microscopes Blood Chemistry Analyzer
Personal Computers Calculators Sphygmomanometers
Electrocardiography Machine Stethoscopes Examination Tables
Surgical Instruments Mayo Stands Training Manikins
COURSE DESCRIPTIONS

Course descriptions include the course number, title, synopsis, a listing of the lecture/theory hours, laboratory or
externship hours and credit units. For example, the listing "40/40/6.0" indicates that the course consists of 40
hours of lecture/ theory, 40 hours of laboratory or externship work, and provides a total of 6.0 credit units.

MAMODA - Patient Care and Communication 6.0
Module A emphasizes patient care, including examinations and procedures related to the eyes and ears, the nervous system,
and the integumentary system. Students will have an opportunity to work with and review patient charts and perform front
office skills related to records management, appointment scheduling, and bookkeeping. Students gain an understanding of
the importance of communication (verbal and nonverbal) when working with patients both on the phone and in person.
Students develop an understanding of basic anatomy and physiology of the special senses (eyes and ears), nervous and
integumentary systems, common diseases and disorders, and medical terminology related to these systems. Students study
essential medical terminology, build on keyboarding and word processing skills, and become familiar with the self-directed
job search process by learning how to cultivate the right on-the-job attitude, assembling a working wardrobe and identifying
the strategies it takes to become the best in your new job so that you can advance in your career.

MAMODB - Clinical Assisting and Pharmacology 6.0
Module B stresses the importance of asepsis and sterile technique in today’s health care environment. Students learn about
basic bacteriology and its relationship to infection and disease control. Students identify the purpose and expectations of the
Occupational Health and Safety Administration (OSHA) and the Clinical Laboratory Improvement Amendments (CLIA)
regarding disease transmission in the medical facility. Students become familiar with the principles and various methods of
administering medication. Basic pharmacology, therapeutic drugs, their uses, inventory, and classification and effects on the
body are included, Students participate in positioning and draping of patients for various examinations and prepare for and
assist with minor office surgical procedures. Students gain an understanding of basic anatomy and physiology of the muscular
system, common diseases and disorders, and medical terminology related to this system. Students study essential medical
terminology, build on their keyboarding and word processing skills, and become familiar with the self-directed job search
process by identifying their personal career objective, create a neat, accurate, well-organized cover letter, resume, and job
application.

MAMODC - Medical Insurance, Bookkeeping, and Health Sciences 6.0
Module C introduces students to the health care environment and office emergencies and first aid, with an emphasis on
bandaging techniques for wounds and injuries. Students study medical insurance, billing and coding, bookkeeping
procedures, accounts payable and receivable, financial management, banking, and check writing procedures that are essential
to the successful operation of the medical office. Students develop an understanding of good health nutrition and weight
control and strategies in promoting good health in patients. Students gain an understanding of basic anatomy and physiology
of the digestive system, common diseases and disorders, and medical terminology related to this system. Students study
essential medical terminology, build on their keyboarding and word processing skills, and become familiar with the self-

directed job search process by developing career networking techniques that will assist you in being successtul in the medical
field.

MAMODD - Cardiopulmonary and Electrocardiography 6.0
Module I examines the circulatory and respiratory systems, including the structure and function of the heart and lungs and
diseases, disorders, and diagnostic tests associated with these systems, Students learn about the electrical pathways of the
heart muscle in preparation for applying electrocardiography (ECG or EKG) leads and recording a 12-lead electrocardiogram.
A cardiopulmonary resuscitation (CPR) course is taught which enables students to respond to cardiac emergencies. Students
check vital signs and differentiate between normal values for pediatric and adult patients, They obtain blood samples, and
prepare syringes and medications for administration. Students study essential medical terminology, build on their
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keyboarding and word processing skills. Students become familiar with the self-directed job search process by identifying
and demonstrating what a successful job interview contains and how to answer common interview questions accurately,

MAMODE - Laboratory Procedures 6.0
Module E introduces Microbiology and laboratory procedures commonly performed in a physician’s office or medical clinic.
Students learn specimen identification, collection, handling and transportation procedures, and practice venipuncture and
routine diagnostic hematology. Maintenance and care of laboratory equipment and supplies are discussed. Students gain
knowledge in radiology and nuclear medicine and become familiar with various radiological examinations and the patient
preparation for these exams. Anatomy and physiology of the Urinary system, Blood and Lymphatic system, and the body's
immunity including the structure and functions, as well as, common diagnostic exams and disorders related to these systems.
Students perform common laboratory tests, check vital signs, and perform selected invasive procedures. Students study
essential medical terminology, build on their keyboarding and word processing skills, and become familiar with the self-
directed job search by learning how to set their own career goals.

MAMODF - Endocrinology and Reproduction 6.0
Module F covers general anatomy and physiology, including an overview of the study of biology and the various body
structures and systems. This module also identifies and examines the basic structural components and functions of the
skeletal, endocrine and reproductive systems. Students learn about child growth and development, and how heredity, cultural
and the environmental aspects affect behavior. Students gain an understanding about assisting in a pediatrician's office and
learn the important differences that are specific to the pediatric field, Some of the skills students learn in this area are height,
weight, measurements and restraining techniques used for infants and children. They check vital signs, assist with diaghostic
examinations and laboratory tests, instruct patients regarding health promotion practices, and perform certain invasive
procedures, Students study essential medical terminology, build on their keyboarding and word processing skills, and become
familiar with the self-directed job search process by learning all about how to become and learn from mentoring,

MAMODG - Medical Law, Ethics, and Psychology 6.0
Module G covers the history and science of the medical field, as well as, the medical assisting profession and how it fits into
the big picture. Students gain an understanding of concepts related to patient reception and the medical office and preparing
for the day. Students become familiar with what it takes to become an office manager and the responsibilities an office
manager has to the office, the staff, and the physician. Students are introduced to medical office safety, security, and
emergency provisions, and how they can best be dealt with. Students learn how to maintain equipment and inventory.
Computers in the medical office are discussed and how ergonomics plays an important role in the health of the staff and
patients. Students learn how to provide mobility assistance and support to patients with special physical and emotional
needs. Basic principles of psychology are discussed, as well as, psychological disorders and diseases and treatments available,
Medical law and ethics and various physical therapy modalities are discussed. Students check vital signs, obtain blood
samples, and prepare and administer intramuscular injections. Students study essential medical terminology, build on
keyboarding and word processing skills, and become familiar with the self-directed job search process by learning how to
dress for success.

MAMODX -Externship 5.0
This course is 160 hours of supervised, practical hands-on experience in a medical office or clinic in which the student
practices direct application of all administrative and clinical functions of the medical assistant,

¢+ Addendum #9 Effective June 25, 2004:
The following course descriptions replace the descriptions on page 30.

5C121C CPT Coding 24
Students will utilize the CPT manual to properly code procedures and services performed in outpatient settings, Students will
learn HCPCS coding and be introduced to procedural coding for inpatient settings. Correct utilization of the modifiers will be
stressed. Emphasis will be placed on transferring codes to claim forms and reviewing them to ensure all procedures are
supported by diagnosis codes.

SC125A Fssential Body Systems 24
This course is designed to develop a working knowledge of body system terminology needed to comprehend and interpret
information within medical documents for completing the billing process. Topics covered include the structure, the function,
the disease processes, and the terminology associated with the Muskoskeletal, Reproductive, Urinary, Endocrine and
Integumentary Systems.
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The following is added to page 38

Bryman College’s Medical Assisting Program is based on a four-week modular system, Courses are offered

continuously throughout the calendar year.

Mod Start

July 28, 2004
August 26, 2004
September 27, 2004
October 25, 2004

November 22, 2004

January 3, 2005

January 31, 2005
March 2, 2005
March 31, 2005
April 29, 2005
May 31, 2005

June 29, 2005
July 29, 2005

August 29, 2005
September 28, 2005
October 27, 2005

November 28, 2005

¢+ Addendum #11 Effective June 25, 2004 Medical Assisting & Jan 31, 2005 Bus. Accounting;

Mod End

August 24, 2005
September 23, 2004
October 22, 2004
November 19, 2004

December 21, 2004

January 28, 2005

February 28, 2005
March 29, 2005
April 27, 2005
May 26, 2005
June 27, 2005

July 27, 2005
August 25, 2005

September 26, 2005
Qctober 25, 2005
November 23, 2005

December 23, 2005

The following is added to page 40:

Student Break/ Holiday

August 25, 2004
September 24, 2004
n/a

n/a

November 25-26, 2004

December 22, 2004 -
January 2, 2005

n/a

February 21, 2005 and

March 1, 2005
March 30, 2005
April 28, 2005
May 27 & 30, 2005

June 28, 2005
July 4, 2005
July 28, 2005

August 26, 2005

September 5, 2005 and

September 27, 2005
October 26, 2005

November 24-25, 2005
December 26, 2005

January 2, 2006

Quarter-Credit Hour - Business Accounting and Medical Assisting

Courses are assigned credits based upon the following: Lecture portion = 10 contact hours for one lecture credit.
Lab portion = 20 contact hours for one lecture credit. Externship portion = 30 contact hours for one lecture credit.

¢+ Addendum #12 Effective February 1, 2004:
The following replaces all Appeals Procedures in the catalog;

APPEALS PROCEDURES
Students have a right to appeal any action or decision that affects their academic performance or records such as
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grades, probation, warnings, suspension of financial aid or dismissal from a program. If a student disagrees with
the reasons for an academic decision or the application of an academic policy that affects the student, the student
should first request reconsideration of that decision or action from the person who made the decision, If the
student is not satisfied with the result, the student may file an appeal.

Appeals may be granted based on evidence of bias, error or umnanticipated extenuating or mitigating
circumstances. Extenuating circumstances may include loss of transportation, civic duties, conflicting personal
responsibilities, etc., which affect the student’s attendance or classroom performance. Mitigating circumstances
may include illness, death of a close relative, injury, etc.

When an appeal is requested by a student, enforcement of any suspension of financial aid or dismissal from the
program is delayed until the appeal has been decided. Students who have appealed are expected to continue in
attendance pending the outcome of the appeal. However, any financial aid disbursements will be suspended
pending the outcome of the appeal. When an appeal is not granted, the date of suspension of financial aid or
dismissal from the program shall be the date of the original action. Should the student withdraw immediately
following the denial of an appeal, the student will not be charged for any attendance following the date the
student was originally suspended from financial aid or dismissed from the program.

Students should contact the Director of Education for the appropriate appeal form to complete to request appeal
consideration of an issue that has not been resolved. The student must initiate this written appeal within one
week of receipt of the notification of suspension of financial aid or dismissal from the program. For all other
appeals, the student has fourteen calendar days to submit a written appeal. Written appeals will be considered
by the campus’ Appeal Committee. The student and faculty member concerned may attend the hearing of the
appeal. However, they may not participate in the Committee’s deliberations, The Appeal committee shall
inform the student in writing of its decision within seven calendar days of the appeal. Decisions of the Appeal
Comimittee are final.

Students are not allowed to appeal dismissal from school for violation of the Student Code of Conduct.

¢ Addendum #13 Effective November 11, 2004:
The following is added to the catalog on the page before the program listings:

Programs by Location

Everett Port Orchard Tacoma
Dental Assisting X X X
Medical Assisting X X X
Medical Billing X X X
Pharmacy Technician X X X
Business Accounting X X

¢+ Addendum #14 Effective January 5, 2005:
On page 2 of the catalog under the heading Accreditation, the sentence below the ACICS address is replaced with
the following:
The Medical Assisting program is also accredited by the Commission on Accreditation of Allied Health Education
Programs (CAAHEP) except at the Tacoma campus.
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The last sentence on page 2 that references the pending approval for the Tacoma campus is deleted.

¢ Addendum #15 June 25, 2004 Medical Assisting, Jan 31, 2005 Retail & Hospital Externship
MARKS OF PROGRESS PASS/FAIL - PAGE 12

Number Course Name Credits
GE103 Master Student II 0.6
LB105 Open Lab 0.9
LB106 Program Orientation 0.3
EX195 Dental Assisting Externship 5.3
EX196 Medical Assisting Externship 5.3
EX197 Medical Billing Externship 6.0
EX194 Retail or Hospital Externship 53
MAMODX Medical Assisting Externship 5.0

¢ Addendum #16 Effective December 29, 2004
Business Accounting
Diploma Program - 9 Months
600 Clock Hours/48.0 Credit Units

The accounting field offers a variety of interesting and challenging career opportunities to graduates of the
Business Accounting Program. In this program, students will receive training in the basic skills required of entry-
level accountants and bookkeepers using today’s modern computerized accounting systems. In addition to
covering basic accounting principles, the program includes coursework in a variety of computer and accounting
related areas, including Payroll Accounting, Computer Applications, and Corporate Accounting,

This program prepares the student for an entry-level position in an accounting department of a large company or
a training position as a full-charge bookkeeper in a small office.

This training program is divided into 5 learning units called modules. Each module stands alone as a unit of
study. If students do not complete any portion of one of these modules, the entire module must be completed.
Upon successful completion of the 5-module program, students are awarded a diploma.

MODULE MODULE TITLE CLOCK HOURS CREDIT UNITS
BAMODA  Principles of Accounting and Keyboarding 120 9
BAMODB Computerized Office Applications 120 9
BAMODC  Computerized Accounting and Business English 120 10
BAMODD Payroll Accounting, 10-Key, and Business Math 120 10
BAMODE Corporate Accounting, the Business Enterprise, and 120 10

Career Skills

Program Total 600 48

Module Descriptions

Module descriptions include the module number, title, synopsis, a listing of the lecture/theory hours, laboratory
or externship hours and credit units. For example, the listing “40/40/6.0” indicates that the module consists of 40
hours of lecture/ theory, 40 hours of laboratory work, and provides a total of 6.0 credit units.

BAMODA Trinciples of Accounting and Keyboarding 9.0
Module A introduces students to the principles of accounting as well as provides training and practice with computer
keyboarding. Students will learn about the accrual method of accounting based upon generally accepled accounting principles
and will cover such topics as bank statement reconciliation, accounts payable and receivable, bad debt, various methods of
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inventory pricing, and the accounting cycle. In addition, students will become familiar with basic keyboarding and will
develop minimum fyping skills. Prerequisites: none

BAMODB Computerized Office Applications 9.0
Module B introduces students to the essential concepts necessary to make effective use of the computer. Students will learn
about a variety of computer concepts including basic hardware architecture, software types, and operating system features,
Students will practice creating and managing documents using word processing and spreadsheet applications. Particular
attention and practice is given to exploring the use of spreadsheets in business applications. Prerequisites: none

BAMODC Computerized Accounting and Business English 10.0
Module C emphasizes the practical application of fundamental accounting principles through the use of automated
accounting software, Students will gain experience in integrated software designed to handle general ledger, accounts
payable, accounts receivable, financial statement analysis, and more, In addition, this module will provide a thorough review
of Business English as it relates to grammar, sentence structure, and editing practices. Prerequisite: Module A

BAMODD Payroll Accounting, 10-Key, and Business Math 10.0
Module D emphasizes the practical understanding of payroll accounting principles, and also provides a comprehensive
review of mathematical skills as they apply in the business world. Topics include various payroll methods and systems,
personnel/payroll records, and time-keeping methods. Students acquire hands-on experience performing the payroll function,
including the practical skill of 10-key by touch. The Business Math portion of this module includes such topics as decimals,
percents, discounting, markups, and simple and compound interest. Prerequisite: Module A

BAMODE Corporate Accounting, the Business Enterprise, and Career Skills 10.¢
Medule E provides a comprehensive introduction to the business and corporate enterprise, with a focus on the accounting
function, Topics to be covered include corporate accounting principles, financial statements, cash flow statements, stocks,
bonds, and other investments, as well as the terminology, functions, and procedures related to the organization and
management of businesses. In addition, the personal and professional skills necessary for launching into a career in business
are discussed, Students will study the concepts and techniques necessary for successful career oriented employment.
Prerequisite: Module A

+ Addendum #17 Effective Jan, 31, 2005
The following course descriptions replace the descriptions on page 30.
PH148A is replaced by:
PH148F Pharmacology and Drug Class: Vitamins & Minerals, Skin Care, Visual & Auditory 0.9
This course will introduce the drug studies projects (long sheets). The students will gain knowledge regarding generic and

brand name drugs, therapeutic use, manufacturers and basic pharmacology for the following systems: Vitamins & Minerals,
Skin Care and Visual & Auditory.

SC131F is replaced by:

5C131K Anatomy & Physiology: Vitamins & Minerals, Skin Care, Visual & Auditory 0.9
This course will focus on the anatomy, physiology, diseases, conditions and medications that are pertinent to the following
systems: Vitamins & Minerals, Skin Care and Visual & Auditory.

PH148B is replaced by:

PH148G Pharmacology and Drug Class; Nervous, Psychopharmacology, Oncology 0.9
This course will introduce the drug studies projects (long sheets). The students will gain knowledge regarding generic and
brand name drugs, therapeutic use, manufacturers and basic pharmacology for the following systems: Nervous,
Psychopharmacology and Oncology.

SC131G is replaced by:

SC131L Anatomy & Physiology: Nervous, Psychopharmacology, Oncology 0.9
This course will focus on the anatomy, physiology, diseases, conditions and medications that are pertinent to the following
systems: Nervous, Psychopharmacelogy and Oncology.

PH148C is replaced by:
PH148H Pharmacology and Drug Class: Gastro-Intestinal, Reproductive 0.9
This course will intraduce the drug studies projects (long sheets). The students will gain knowledge regarding generic and
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brand name drugs, therapeutic use, manufacturers and basic pharmacology for the following systems: Gastro-Intestinal and
Reproductive (Male and Female).

SC131H is replaced by:

5C131M Anatomy & Physiology: Gastro-Intestinal, Reproductive 0.9
This course will focus on the anatomy, physiology, diseases, conditions and medications that are pertinent to the following
systems: Gastro-Intestinal and Reproductive (Male and Female),

PH148D is replaced by:

PH148I Pharmacology and Drug Class: Urinary, Cardiovascular, Respiratory 0.9
This course will introduce the drug studies projects {long sheets). The students will gain knowledge regarding generic and
brand name drugs, therapeutic use, manufacturers and basic pharmacology for the following systems: Urinary,
Cardiovascular and Respiratory.

SC1311 is replaced by:

SCI3IN Anatomy & Physiology: Urinary, Cardiovascular, Respiratory 0.9
This course will focus on the anatomy, physiclogy, diseases, conditions and medications that are pertinent to the following
systems: Urinary, Cardiovascular and Respiratory.

PH148E is replaced by:

PH148] Pharmacology and Drug Class: Anti-Infectives, Anti-Inflammatories & Antihistamines, Endocrine 0.9
This course will introduce the drug studies projects {long sheets). The students will gain knowledge regarding generic and
brand name drugs, therapeutic use, manufacturers and basic pharmacology for the following systems: Anti-Infectives, Anti-
Inflammatories & Antihistamines and Endocrine,

SC131]J is replaced by:

5C1310 Anatomy & Physiology: Anti-Infectives, Anti-Inflammatories & Antihistamines, Endocrine 0.9
This course will focus on the anatomy, physiology, diseases, conditions and medications that are pertinent to the following
systems: Anti-Infectives, Anti-Inflammatories & Antihistamines and Endocrine,

¢ Addendum #18 Effective Feb. 1, 2005
Allied Health Student Disclosure
Criminal Background Check
Allied health and nursing programs that use Joint Commission on Accreditation of Health Organizations
(JCAHO) accredited facilities for student clinical experience/externships are required to comply with JCAHO
standard H.R. 1.2 #5 which states: “The hospital verifies information on criminal background check if required by
law and regulation or hospital policy. Rationale: This requirement pertains to staff and students as well as
volunteers who work in the same capacity as staff when providing care, treatment and services” (CAMH Update
3 August, 2004.)

Students enrolling in the Pharmacy Technician program will be subjected to a criminal background check which
will include:

* 3 countywide criminal court searches (counties of residence or contiguous counties)
¢ 2 name searches {up to two married names)

s 1 social security trace - address trace report

* 1 statewide sex offender search

» 10IG search (Medicare/Medicaid related fraud)

The fee for this background check will be covered by financial aid for those who qualify.

Clearance for students will not be obtained where the background check identified a conviction, pending case, or
un-completed deferral/diversion for any crime related to the following offenses within the last 7 years:

Abuse of any form Drug paraphernalia

All drug and alcohol related offenses Fraud

Any crime against person or property Harassment
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Assault Medicare or Medical related offenses
Battery Possession of stolen property
Burglary Sexual crimes

Concealed weapons ' Robbery

Theft/shoplifting / extortion- including convictions for bad check charges

If an applicant has an open warrant for a crime that would otherwise be given clearance, IntelliSense will contact
the person authorized to make a decision,

A student’s inability to obtain criminal background clearance per the requirements outlined above will prohibit
clinical site placement and program completion.

¢ Addendum #19
The Federal Way branch has been closed.

¢+ Addendum #20 Effective March 16, 2005
The following replaces the text on page 9 under the heading DRESS CODE:

A clean neat appearance will help students develop appropriate dress habits for new careers. Employers may
visit the campus to interview students for jobs and to give guest lectures, so it is important that the student body
convey a professional image at all times. Students dressed inappropriately will not be admitted to school. Those
who continually disregard the dress code will be warned and, if necessary, disciplinary action will be taken.

Students enrolled in any of the schools programs are required to wear the standard uniform and shoes as
described in the school's dress code policy. Uniforms are not included in the tuition price and should be ordered
as soon as possible after acceptance into the program. Students should review the established dress and
appearance guidelines for details. This information will be available upon enrollment.

¢ Addendum #20 Effective August 1, 2004
Port Orchard Class Times:
MORNING
6 Week Program 4 Week Program
8:00 am - 12:00 pm | Mon. -Fri. | 7:00 am - 11:00 pm | Mon, - Fri.
8:00 am - 12:00 pm | Mon. - Fri.

9:00am-1:00 pm | Mon. - Fri,
10:00 am - 2:00 pm | Mon. - Fri.
11:30 am - 3:30 pm | Mon. - Fri,

AFTERNOON
6 Week Program
12:30 pm - 5:10 pm Mon. - Thurs,
EVENING
6 Week Program 4 Week Program
530 pm -10:30 pm__ | Mon. - Thurs. | 6:00 pm-10:00 pm | Mon. - Fri.

Everett Class Times

MORNING
6 Week Program | | 4Week Program ]
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8:00 am - 12:00 pm | Mon. - Pri. | 8:00 am - 12:00 pm ] Mon. - Fri. !

AFTERNOON
6 Week Program 4 Week Program
1210 pm - 5:10 pm | Mon. - Thurs. | 110 pm -5:10 pm | Mon. - Fri.
EVENING
6 Week Program 4 Week Program
5:30 pm - 10:30 pm__ | Mon. - Thurs, | 5:30 pm - 10:30 pm | Mon. - Thurs.
Tacoma Class Times
MORNING
6 Week Program 4 Week Program
6:00am - 10:00am | Mon.-Fri. | 6:00 am -10:00am | Mon. - Fri.
8:00am -12:00 pm | Mon. - Fri. | 8:00 am - 12:00 pm | Mon. - Fri.
AFTERNOON
6 Week Program 4 Week Program
12:10 pm - 5:10 pm | Mon. - Thurs. | 12:10 pm -5:10 pm | Mon. - Thurs,
EVENING
6 Week Program 4 Week Program
5:30 pm - 10:30 pm_ | Mon. - Thurs. | 6:00 pm -11:00 pm | Mon. - Fri,
¢ Addendum #21 Effective March 1, 2005
The following replaces the current Externship chart on page 6:
Externship Termination
Dental Assisting 6-week modules 160 hours (8 week externship) 40 hours
Medical Assisting 6-week modules 160 hours (8 week externship) [40 hours
Medical Assisting 4-week modules 160 hours (4 week externship) [80 hours
Medical Billing 6-week modules 180 hours (6 week externship) |60 hours
Pharmacy Tech 6-week modules 240 hours (8 week externship) 60 hours
Pharmacy Tech 6-week modules 160 hours (8 week externship) [0 hours







