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HISTORY OF NORTHWESTERN TECHNICAL COLLEGE
Northwestern Technical College was founded by an Act of the Georgia

General Assembly in 1964. The original facility, now the 100 building on the main
campus, first housed classes in the fall of 1966. Then known as the Walker County
Area Vocational-Technical School, it offered diplomas in eight programs of
instruction to 150 students. Governed by the Walker County Board of Education,
the school served Walker, Chattooga, Catoosa, and Dade Counties.

In 1988, ownership of the college was trar~ferred by the Walker County

Board of Education to the Georgia Department of Technical and Adult Education
(currently known as the Technical Co lege System of Georgia) and the name was
changed to Walker Technical Institute.

To meet the needs posed by growing demand in the community, the

college earned the authority to grant the academic degree of Associate of Applied
Technology (now known as the Associate of Applied Science degree) in 1992.
Walker Technical Institute was changed in 1988 to Northwestern Technical
Institute, in order to more accurately reflect the service area encompassed by the
school.

In the year 2000, there was another name change, this time to Northwestern

Technical College. This name is intended to show not only the service area of the
college, but also the growing acadeitiic opportunities available to its students.
NorAwestem now offers 23 degree options, along with 24 diplomas and 62
certificates of aedit, to over 2,500 students.

DISCLAIMER/EQUAL OPPORTUNITY STATEMENT
The contents of this catalog do not constitute a contract between

Northwestern Technical Catalog and its students on either a collective or
individual basis. It represents Northwestern Technical College's best academic,
technical, social, and financial planning information at the time the catalog was
published. Courses and curriculum changes, modifications of fees, and other
changes, plus unforeseen changes in other special aspects of Northwestern
Technical College's life sometimes occur after the catalog has been printed, but
before the changes can be incorporated in a later edition of the same publication.
Because of this, Northwestem Technical College does not assume contractual
obligation with students for the contents of this catalog.

The Technical College System of Georgia (TCSG) and its constituent

Technical Colleges do not discriminate on the basis of race, color, creed, national or
ethnic origin, gender, religion, disability, age, political affiliation or belief, disabled
veteran, a veteran of the Vietnam Era, or citizenship status (except in those special
drcumstanoes permitted or mandated by law). This nondiscrimination policy
encompasses the operation of all educational programs and activities including
admissions policies, scholarship and loan programs, athletic and other TCSG
administered programs, including any Workforce Investment Act of 1998 (WIA)
Title I- financed programs. It also encompasses the employment of personnel
and contracting for goods and services. The TCSG shall promote the realization
of equal opportunity through a positive continuing program of specific practices
designed to ensure the full realization of equal opportunity.

The college's Title IX Coordinator is located in Room 116A on the

campus, and is available at phone number (706) 764-3597. The college's Section
504 Coordinator is located in Academic Affairs, room 211 and is available at
(706)764-3593.
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GENERAL INFORMATION AND POLICIES

V ision

Northwestern Technical College is a higher education institution of the
Technical College System of Georgia and the primary provider of accessible,
high quality educational opportunities in Northwest Georgia. It is an integral
component of a seamless educational system offering programs of study ttiat
result in the student's achievement of career and personal goals. Northwestern
provides educational experiences that produce graduates noted for his or her
excellence as employees and as lifelong earners.

M ission

The mission of Northwestern Technical College is to offer accessible
and high quality educational opportunities that lead to careers in technology,
business, health care, and human services. The college offers both campus
based and distance learning programs that lead to the certificate, the diploma,
and the associate degree. The educational programs of the college focus on the
development of technical competence and critical thinking skills; social, personal,
and intellectual values; and an understanding of sodety. Northwestern Technical
College also provides the community with adult literacy, economic development,
and personal enrichment programs.

Location

Northwestern Technical College is located in Rock Spring, Ga, on U.S.
Highway 27, six miles north of LaFayette, Ga and 10 miles south of Chickamauga,
Ga.

Advisory Committees

Advisory committees, composed of outstanding representatives from
business and industry, meet with college personnel to make recommendations,
offer suggestions, and assist in evaluating programs. They meet at least twice a
year.

Bookstore

Northwestern Technical College contracts with Nebraska Book Company
to provide a full service book and supply store for students. The "Campus
Shop," located adjacent to the cafeteria, carries textbooks, paperback books, office
supplies, and other products.

Health Care

Any students with a health condition such as diabetes, hemophilia,
epilepsy, or any other potentially dangerous ailment should inform his or her
instructors and register the condition with the Student Affairs Office. Applicants
must be able to attend class regularly and to perform essential class and laboratory
functions.

Emergency Closing

The President and the Vice President of Academic Affairs are authorized
to take action to close the college if conditions exist that may threaten the health
and safety of students and personnel. They are also empowered to delay the
beginning of classes and/or release students and personnel before the normal
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day ends if hazardous conditions exist. Closures or delayed openings will be
announced by local radio stations, major Qiattanooga area television and radio
stations, and posted on the NTC website. The college does not announce that it is
open.

M ain Campus

The main campus consists of seven modem buildings providing
administrative and faculty offices, classrooms, laboratories, shops, a cafeteria,
and the library. The campus has over 100,000 feet of assignable space.

Family Educational Rights and Privacy A ct of 1974

The Family Educational Rights and Privacy Act of 1974 (FERPA), with
which Northwestern complies fully, was designated to protect the privacy of
educational records, to establish the right of students to inspect and review his
or her educational records, and to provide the guidelines for the correction of
inaccurate or misleading data through fornial and informal hearings. Students
also have the right to file complaints with the FERPA office concerning alleged
failures by the college to comply with the Act.

Directory Information

Directory information is treated as public information and is generally
available for all students and former students at the college's discretion. Directory
information includes astudent's: name, address, telephone number, date and place
of birth, major field of study, age, schools previously attended, awards applied
for and/or received, dates of attendance, degrees, honors, and participation in
officially recognized activities and sports.

Students who do not wish his or her directory information to be disclosed
must file a written request with the Vice President of Student Affairs. Questions
concerning FERPA may be referred to the Registrar's Office.

Photography Policy

Northwestern makes photographs of its students for various purposes,
and uses and disseminates said photographs in magazines, brochures, webpages,
and newspapers without regard to whether the college is compensated for the
photographs. Students agree to release, indemnify, and waive Northwestern
Technical College harmless from and against any claims, damages, action, liability,
and expense in connection with the use of such photographs. Students who do not
wish his or her photographs used by the college must file a written request with
the Director of Public Relations and Marketing.

Statement of Non-Discrimination

Northwestem Technical College is committed to the concept of an
open door policy and equal educational opportunity. The college supports the
Civil Rights Act of 1964, Executive Order 11246, Title IX of the Educational
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 as amended,
and the Americans with Disabilities Act of 1990. No jjerson shall, on the basis of
age, race, religion, color, sex, national origin, or disability be excluded from
participation in, be denied the benefits of, or be subjected to discrimination under
any program or activity at Northwestem Technical College.
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General Regulations

It is a basic and fundamental responsibility of the college to maintain
order through reasonable policies and procedures. The filing of an apphcation
shall be regarded as evidence of the applicant's intention to abide by the standards
and regulations of Northwestern Tedinical College. Students forfeit his or her
right to remain at the college if they fail to comply. A Student Conduct Code,
including a statement on student rights and responsibilities, may be found in the
Student Handbook.

Student Responsibilities

Students are responsible for being informed of all policies and procedures
required for continued attendance at Northwestern Tedmical College. Policies
and procedures are generally found in this catalog and in the Student Handbook.
Other policies pertaining to specific student rights and responsibilities are found
in the college Policies and Procedures Manual located in the library. This document
is available for reference at any time. The college's regulations will not be waived
because a student pleads ignorance of established policies and procedures. A
student who is unsure of any policy or procedure should seek clarification from
the Student Affairs Office.

Change of Name or Address

Students are responsible for notifying the Records Office of any change of
name or address. The mailing of notices to the last address on record constitutes
official notificaHon.

State Standards

As a higher education institution of the Technical College System of
Georgia, Northwestem Technical College adheres to the policies, procedures,
and achievement criteria as established and presented in the state curriculum
standards documents. The standards serve as a benchmark for providing high
quality technical training that meets the needs of business and industry not only
today but in the future as the changes in our society continue to alter the nature
of the workplace. Standards mean that educational partners in business and
industry can rely on our graduates to have the knowledge and technical expertise
to perform his or her jobs to world-class standards.

Guarantee

The Technical College System of Georgia has developed curriculum
standards with direct involvement of business and industry. These standards
serve as the industry-validated specifications for each occupational program. The
standards allow Northwestem Technical College to offer this guarantee;

"If one of our graduates who was educated under a standard program
and his or her employer agree that the employee is deficient in one or more
competencies as defined in the standards, Nortiiwestem Technical College will
retrain that employee at no instructional cost to employee or employer."

This guarantee applies to any graduate of the college who is employed
in the field of his or her training. It is in effect for two years after graduation.
To inquire or file a claim under this warranty, please call the Academic Affairs
Office.
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Drugs and Alcohol

Northwestern Technical College prohibits the unlawful possession,
manufacturing, distribution, dispensation, and use of illicit drugs and alcohol
on the institutional premises or at college-sponsored events in accordance with
the Alcohol and Drug Free Schools and Communities Act Amendments of 1989
(Public Law 101-226).

In compliance with the Federal Drug Free Schools and Communities Act
Amendments of 1989, Section 22, the college implements and maintains a drug
free program. The Act ensures the prevention of the use of illicit drugs, and abuse
of alcohol by students. Students indicted for possession or sale of illegal drugs,
alcohol, and/or other altering substances wi 1 be suspended from sdiool and
forfeit all daim to financial aid.

Campus Security Policies and Crime

Title 11 of Frublic Law 542 is the Crime Awareness and Campus Security
Act of 1990. As a condition of continued participation in the Title 1V student
financial assistance programs, the Act requires Northwestern Technical College
to prepare, publish, and distribute certain policies and information to all current
students and employees and to any applicant for enrollment or employment upon
request beginning Sept. 1,1992 and each year thereafter. This includes information
on crimind actions or other emergencies occurring on campus and the college's
response, current policies concerning security and access to campus facilities, and
recent statistics on criminal offense reported to local police agencies. The college
makes statements of policy regarding the possession, use, and sale of alcoholic
beverages and the possession, use and sale of illegal drug.

Northwestern Technical College's Campus Security Policy and Crime
Statistics Report is distributed to all prospective and current students and
employees and is available upon request from the Business Office. Complete
statistics are available from the Admissions Office.

Health and Safety

The Northwestern Technical College campus has first aid kits that meet
OSHA standards. First aid kits are conveniently located in shops and labs and
in public areas in each building. Students are referred to off-campus facilities
for treatment of injuries or illnesses. Medical care at off-campus facilities is the
student's financial responsibility. The college provides a studentaccident insurance
plan for credit students that is especially designed for students of community and
technical colleges. Complete details of the coverage may be obtained from the
Registrar's Office.

Sexual Harassment Policy

The Technical College System of Georgia does not tolerate sexual
harassment. Sexual harassment is a form of discrimination and is a violation of
state and federal law. It is the intent of the State Board of Technical and Adult
Education to provide an academic and work environment free of any type
of harassment, including sexual harassment, for all students and employees.
Complete information is available in the Student Handbook.



10

Conduct

Northwestern Techr\ical College students have an obligation to assist
in making the college an effective place for the transmission of knowledge, the
pursuit of truth, the development of self, and the improvement of society. As
citizens, students enjoy the freedoms that other citizens enjoy and in turn they
are responsible for conducting themselves in accordance with the requirements of
the law. Students must adhere to all rules, regulations, and policies of the college
and must also adhere to student conduct regulations as published in the Student
Handbook provided to all students. Students who violate the student conduct
regulations are subject to disciplinary proceedings as prescribed in the Student
Handbook and other publications for students.

Tobacco Use Policy

In the interest of health and to create a tobacco-free environment, the use
of tobacco is expressly prohibited in all buildings. Individuals who wish to use
tobacco must do so only in designated smoking areas. Designated areas for the
use of tobacco products have been established outside of campus buildings.

Student Parking

The college has designated areas for student parking. All full and part
time students are required to display a campus parking permit in the lower left-
hand portion of the rear window of his or her vehicle and to park in designated
areas. There is no charge for the parking permit. Not properly displaying a
parking permit or parking in an unauthorized area may result in the vehicle being
towed. Pai‘king permits are distributed at registration.

W eapons Policy

It is unlawful for an individual to bring to, possess, or have under such
person's control any explosive compound, firearm, or knife designed for the
jurpose of offense or defense while at a public gatheiing (OCGA 16.11.1127).

-laving alicense to caiTy a pistol is no justification under this policy. It is unlawful

for any person to carry, possess, or have under such person's control while within
a school safety zone or at a college building, function, or property, or on a bus
or any other transportation provided by the college any weapon or explosive
compound.

The tenn "weapon" means and includes any pistol, revolver, or any
weapon designed or intended to propel a missile of any kind, or any dirk, Bowie
knife, switchblade knife, ballistic knife, any other knife having a blade of three or
more inches, straight-edged razor, spring stick, metal knucks, blackjack, any bat,
club, or other bludgeon-type weapon, or any flailing instrument consisting of two
or more rigid parts connected in such a manner as to allow them to swing freely,
which may be known as a nunchaku, shuriken, or fighting chain, or any disc of
whatever configuration, having at least two points or pointed blades which is
designed to be Sirown or propelled and which may be known as a throwing star,
oriental dart, or any other weapon of like kind, any stun gun or laser. "Weapon"
does not include any fireworks the possession of which is regulated by Chapter
10 or Title 25 of Georgia Law.

This policy exempts law enforcement officers, judges, magistrates,
solicitors, district attorneys, and employees of the department of corrections, or
employees of local or federal correctional facilities who are authorized to carry a
firearm.
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Also exempt are persons employed as campus police or security officers who are
authorized to carry a weapon in accordance with Chapter 8, Title 20, and private
detectives or security agents who hold firearms permits issued by the Georgia
Board of Private Detective and Security Agendes. Also exempt is any legal
weapon carried in a locked container, locked compartment, or locked gun rack
in a privately owned vehicle. Any employee or student found in violation of this
policy shall, in addition to any criminal action taken, be subject to dismissal from
the college or termination of employment as determined by the President.

Sexually Violent O ffenders

Residents of Walker County may obtain information regarding registered
sexually violent offenders from the Walker County Sheriff's Office. Residents of
surrounding counties may contact his or her local sheriff's department or visit
www.ganet.org/gbi.

STUDENT AFFAIRS

The Student Affairs program assists students in developing the attitudes
and abilities needed to be successful in the occupations they plan to enter.

O rientation

In order that new students may be fully informed and aware of all phases
of college life, a program of orientation is provided several times each quarter and
at New Student Registration. For online students, the orientation program can be
downloaded from the college's website. Orientation includes an orientation packet
and a video explaining the school rules and policies, as well as a briefing on the
services available to students. New students, all returning students, and online
students who have not attended for one year are required to attend orientation.

Career Exploration

The professional career counseling staff provides personal career
counseling, various career interest assessments, computerized career guidance,
and program selection. Located in the testing center, the service is free and open
to the public. Any adult interested in making a change in career direction should
contact the center to make an appointment to receive testing and counseling and
take advantage of resources designed to give information and support.

Career Planning

Northwestern Technical College provides career planning for prospective
students who need assistance in choosing a program of study and are not sure
how to get started. A personal career planner is available to answer questions
about programs of study, admissions, financial aid, registration, classes, and job
placement. This service is free to the public. Any adult wishing to add value to
his or her life through education may contact the Admissions Office to make an
appointment v/ith a career planner.

Counseling

Northwestern Technical College provides professional counseling services
for students who need assistance with sAool-related problems.

VO»-2tm


http://www.ganet.org/gbi

12

Services to Students with Disabilities/ADA

A special needs coordinator is available to those students with disabilities
who may need individual educational plans, specialized equipment, books, or
referral services. Students are responsible for informing the coordinator of his or
her special needs requirements.

Career Services

The Career Services Office assists students in selecting appropriate
employment upon completion of his or her program of study. Some assistance
may be given for part-time work while attending school. Seivices are available for
all current students and graduates. The successful placement of graduates is one
of the major goals of the college.

Follow-Up

The follow-up program maintains contact with former students in the
employment field. The data collected from graduates and his or her employers
assists the college in meeting its training objectives and developing up-to-date
curricula for its courses of study.

Services for Special Populations

Northwestern is committed to providing technical education to students
with special needs through the special populations assistance program. The two
primary purposes of the program are:

1) To improve the educational development of special population

students

2) To improve the understanding and support of the campus

environment.

Special population students are those students who are from economically
disadvantaged families, including foster children, individuals preparing for non-
traditional fields, single parents, including single pregnant women, displaced
homemakers, individuals with limited English proficiency or are physically or
mentally disabled as defined under Section 504 of the Rehabilitation Act of 1973
and the Americans with Disabilities Act of 1990, and as defined by Carl Perkins
Vocational Applied Technology, who are national origin minority students with
limited English skills and non-traditional students.

Students attending Northwestern who have special needs should contact
the campus ADA Coordinator for counseling and initiation of intervention
strategies. The college provides access to the following services: Disadvantaged
families (including foster children)/Developmental Services, Disability Services,
Gender Equity Services, Single Parent (including pregnant women)/Displaced
Homemaker ~rvices. Financial Aid Services, Fatherhood Program, Community-
Based Organization Services, Workforce Investment Act Services, Liniited English
Proficiency Services, Vocational Rehabilitation Services and Northwest Georgia
Career Depot.

Veteran's Educational Services

Northwestern Technical College assists armed services veterans and
other students eligible for veteran's education benefits from the Veteran's
Administration (VA). The Financial Aid Office coordinates with other campus
offices to provide assistance and counseling. The veteran should be prepared to
sustain initial school costs since benefits will not begin for several weeks after
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enrollment. Students receiving VA benefits must adhere strictly to a planned
program of study as indicated on his or her appropriate school and VA forms.
Program changes are to be reported promptly on appropriate VA forms
through the Financial Aid Office. All dual majors must pre approved by
the VA office; therefore, prior notification is imperative. All students receiving
VA educational benefits are also required to report changes in course load,
withdrawals, or interruptions in attendance to the Financial Aid Office to
minimize personal liability resulting from over-payment of VA benefits.

STUDENTORGANIZATIONS ANDACTIVITIES

The following activities are available to Northwestem Technical College
students to enhance tihe college experience:

Baptist Campus Ministries (BCM)

The Baptist Campus Ministries is a student-led organization that attempts
to meet the spiritual needs of the college community. The Baptist Campus
Ministries hosts a weekly non-denominational luncheon on the Northwestern
Technical College campus. Meetings are held on Thursdays from 12 to 1 pm in
the Faculty dining room located in the cafeteria. There are also opportunities for
students to be involved in regional activities such as mission projects, retreats, and
fellowships throughout the quarter. All students are welcome to attend. There is
no denomination” or religious requirements.

GOAL Program

The Georgia Occupational Award for Leadership is recognition sponsored
jointly at the state level by the Technical College System of Georgia and the
Business Council of Georgia. At the local level, the program is sponsored by
the Walker County Chamber of Commerce, Catoosa County Area Chamber
of Commerce, Chattooga County Chamber of Commerce, ~e Dade County
Chamber of Conunerce, as well as Northwestem Technical College. The purpose
of the program is to give proper recognition to the dignity and importance of
technical education in today's economy.

In the spring, four local winners are selected by a screening committee.
Winners are awarded a cash prize. Of the four local winners, one will be selected
to represent Northwestem Technical College in the state contest. Grades, attitude,
personal goals, and self-confidence are considered in selecting GOAL winners.

Student Leadership Council (SLC)

The Student Leadership Council is a volunteer organization made up of
volunteer representatives from most occupational programs on the campus of
Northwestem Technical College. The organization works on projects throughout
the year to benefit the college and its students, and its officers participate in the
student conventions held each fall and winter.

PhiBeta Lambda (PBL)

Phi Beta Lambda is an organization for students in the Business or
Information Tecfmology Divisions. The local chapter is affiliated with the state
Phi Beta Lambda organization and participates in the fall convention and spring
state competitions each year.

mn-wm
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N ational Technical Honor Society (NTHS)

The purpose of the National Technical Honor Society (NTHS) is to
recognize outstanding post-seoondary technical students. Students enrolled in
a diploma or degree program may become a member if they meet the following
requirements:

1) They must have completed 25 or more credit hours at the college.

2) They must have a minimum GPA of 3.5 or higher.

3) They must meet or exceed all expectations on work ethics grades.

Students must be nominated by a faculty member to be considered for

membership.

Note: Nominations are accepted during fall and spring cjuarters. Induction
ceremonies are held twice yearly, ard officers participate in the student
convention each fall.

ADMISSIONREQUIREMENTSANDPROCEDURES

A dmission Policy

The admission policy of Northwestem Technical College ensures that
the citizens of Georgia will have equal access to the opportunity to develop the
knowledge, skills, and attitudes necessary to secure personally satisfying and
socially productive employment. By design and implementation, the policies and
procedures governing admission to Northwestem Technical College will:

1) Be nondiscriminatory to any eligible applicant regardless of race,

color, national origin, sex, disability, religion, age, or marital status;

2) Increase the prospective student's opportunities;

3) Guide the implementation of all activities related to admission to the

college and its programs; to student financial aid; and to the

recruitment, placement and retention of students; and

4) Complement the instructional program.

A dmission Requirements

General admissions requirements for admission into the certificate,
diploma or degree programs are listed below. Specific admission requirements are
listed for each program in the curriculum section of this catalog.

Note: All Nursing and Allied Health programs have additional admission
requirements.

Age: Programs requiring 17 years of age: Associate Degree Nursing,
Central Sterile Processing, Heal&i Information Technology, Practical Nursing,
Occupational Therapy Assistant, Patient Care Technician, Pharmacy Assistant,
Pharmacy Technology, Phlebotomy Technician, and Surgical Technology.
Programs requiring 18 years of age: Cardiovascular Technology, Commercial
Truck Driving, Early Childhood Education, Emergency Medical Technician,
Healthcare Supervisor, Practical Nursing to Associate Degree Nursing Transition,
and Social Work Assistant. Programs requiring 19 years of age: Early Childhood
Exceptionalities.

Education: Education requirements vary according to the particular
program of study. All Associate of Applied Science, all business and medical
diploma programs, and the Criminal Justice programs require a high school
diploma or equivalent (GED). Prior to graduation from an industrial technology
diploma program and the Cosmetology program, all students must have
graduated from a high school or hold a G fe.
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Placement Scores: Applicants for all degree, diploma, and selected
certificate programs must take the placement testor provide official documentation
of a course grade of "C" or better in credit-level English and mathematics taken
from an accredited college or postsecondary institution; or submit acceptable
ASSET or COMPASS scores, taken within three years of the time of application.

A dmission Procedures

1) Applicants should first submit a completed Application for
Admission along with a $15 non-refundable apphcation fee. If paying by
check or money order, make payable to Northwestern Technical College.
2) Submit an official transcript from an acceptable accredited high
school or official GED test scores. Official transcripts must be sent
directly from the issuing school or agency to NorAwestern Technical
College. High school diplomas must have been awarded by a
secondary school that is accredited by an agency approved by the
United States Department of Education or a recognized accreditation
agency accepted by TCSG. Students who complete a secondary
program of study that is not approved by the U. S. Deparbiient of
Education or a recognized accreditation agency accepted by TCSG may
be admitted to a Technical College by attaining a GED or through an
alternative path. (See section on Proofof Secondary Education)

3) Students should then submit transcripts for all colleges and technical
colleges attended for aedit. All official transaipts must be sent directly
from the issuing school or agency to Northwestern Technical College.

4) Students must take a placement exam, submit SAT, ACT, ASSET, or
COMPASS scores or transfer college credit from an accredited college or
post-secondary institution. (See section on Exemption for Placement
Testing)

5) Applicants for Associate Degree Nursing, Emergency Medical
Technician, Practical Nursing, LPN to ADN Transition, Medical
Assistant, Occupational Therapy Assistant, Pharmacy Technology, and
Surgical Technology are required to complete additional admission
procedures.

6) An orientation program must be attended by new students and by
former students absent from Northwestern Technical College more tiian
one year. The orientation program is designed to acquaint students with
college policies, procedures and sei'vioes.

Note: Test scores submitted must meet standard program requirements and must
have been taken within the previous three years. Scores must meet the program
level requirement. |f scores are not appropriate, applicants will be required to
take a scheduled placement test.

Application Deadlines

Get ajump starton continuing your education. Applicants are encouraged
to apply as soon as possible to meet ffie quarterly application deadlines below:

Summer 2008: June 4,2008 Winter 2009: December 1,2008
Fall 2008: September 2,2008 Spring 2009: March 9,2009

woHwWmM
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Admission Status

Admission to Northwestern Technical College will be in one of the
following categories: Program Ready, Provisional, Learning Support, or Special.

Program Ready: All admission requirements have been met. The student
is eligible to take all the courses in the curriculum. Regular admission of
transfer students is contingent upon his or her meeting all the regular admission
requirements and being in good standing at a regionally accredited diploma or
degree granting institution.

Provisional Status: Placement test scores indicate a need for skills
development in reading, writing, math and/or algebra. Certain specified
occupational courses, as long as class requisites are satisfied, may be taken along
with the learning support courses prior to gaining regular adinission.

Learning Support Placement test scores are below a designated level in
reading, writing, math or algebra. Students scoring MAT 095, MAT 096, RDG
096 or ENG 096 will complete Learning Support courses before taking any
occupational course in his or her program. An appUcant who scores at the 095
level in English or Reading will be referred to Adult Literacy for individualized
instruction at no charge before being formally adniitted to the college. Once the
applicant completes a study plan and retests with acceptable scores, he/she will
be admitted to the college.

Special Status: Applicants not seeking a degree, diploma or certificate but
wishing to enroll in a course for personal, consumer, or occupational purposes
may t~e up to 25 credit hours before declaring a major. Specially admitted
students must adhere to the specific prerequisite requirements when selecting
courses or receive permission from the Assistant Dean of that Division to waive
the prerequisite(s). Specially admitted students are not eligible for financial aid.

O fficial Documents

Official transcripts, GED transcripts, or other required documents must
be sent directly from the issuing schoo or agency to: Office of Admissions,
Northwestern Technical College, and P. O. Box 569, Rock Spriiig, Ga 30739. If
brought by the applicant in person, documents must be in an unopened envelope
that has b/ n officially sealed by the issuing school or agency.

Proof of Secondary Education

Generally, atranscript from a public high school indicating that the student
graduated witii an acceptable diploma is proof that the student completed his or
her secondary education. A college transcript from an acceptable post secondary
education institution is also acceptable in lieu of a high school transcript if the
student obtained an associate degree or higher award. Possession of a GED is also
acceptable for admission.

Public School Graduates: Graduates of accredited public high schools must
have obtained a diploma with a seal indicating that lhe student has satisfied
attendance requirements, Carnegie unit requirements, and the state assessment
requirements. High school awards that do not meet the minimum requirements
such as certificates of attendance or special education diplomas will not be
considered as completion of secondary education.

Private School Graduates: Graduates from private schools must meet
accreditation guidelines established and published by the Technical College
System of Georgia. Approved accreditation includes:
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- The Southern Association of Colleges and Schools (SACS)

- Georgia Accreditation Commission (GAC)

- Accreditation Council for Independent Study (ACIS)

- Georgia Private School Accreditation (GAPSAC)

Home School Graduates: Graduates from a home school program must
meet accreditation as specified in the approved list of accreditation agencies above
or submit the following documentation:

- Letter from the local school superintendent's office showing:

1) the parents conformed to the requirements of the Georgia Department

of Education;

2) the parents notified the superintendent of the intent to home school

the child prior to initiating home schooling;

3) the parents submitted the required attendance reports to the

superintendent's office on a monthly basis as required by the

regulations.

- Submitted final or exit exam scores from an accredited national testing

program every three years as specified by the regulations.

- Submitted annual progress reports for tiie equivalent of the home

schooled junior and senior years. Home schooled students who meet the

documentation guidelines above must also submit appropriate SAT or

ACT scores and achieve the appropriate minimum placement test scores

for the program of choice.

Foreign Secondary Education: Graduates of secondary schools or colleges
outside the United States must have his or her transcripts translated and evaluated
for equivalency by an approved evaluation organization or meet accreditation
as specified in the approved list of agencies. The cost of the translation and
evaluation of the student's transcript is the responsibility of the student. The
evaluation report must be received by the Admissions Office directly from the
evaluation organization and may not be submitted by the student directly. If a
foreign secondary hanscript is not attainable, possession of a GED is acceptable.

Placement Test

The purpose of placement testing is to ensure that a student has the
academic skills necessary to succeed in the chosen program of study. Minimum
test score requirements are established based on statewide standards. Applicants
for all degree, diploma and selected certificate programs must take the ASSET or
COMPASS placement exam unless they can provide exemption documentation.
(See Exemption From Placement Testing). Reasonable accommodations are
made during testing for those who have a documented need. The examiner
should be notified prior to testing and provided with documentation if special
accommodations are needed. Please call the college's Testing Center at 706-764-3581
for nxjre information.

Exemption From Placement Testing

Applicants providing official documentation of acceptable ASSET or
COMPASS scores, taken within three years of the time of application; submit
acceptable ACT or SAT scores taken within five years of app ication; or official
documentation of a course grade of "C" or better in cre~t-level English and
mathematics taken from an accredited college or postsecondary institution may
be exempt from testing. SAT or ACT scores wdl not exempt the Elementary
Algebra portion of the placement test.

mirim



18

Ability-To-Benbfit Examination

An applicant who does not possess an acceptable high school diploma or
GED and who wishes to apply for federal financial aid may demonstrate eligibility
for entry to those programs not requiring a diploma/GED if the applicant adiieves
acceptable scores on the placement test.

Transient Student Admission Requirements
A student in good standing at another accredited institution may be
permitted to enroll as a special student on a space-available basis in order to
complete work to be transferred back to the student's paient institution. A
transient student will be advised in writing by the parent institution concerning
recommended courses. Transient students must do the following:
1) Submit an application for admission and pay a $15 application fee
to Northwestern Technical College. A transient student will be
designated as a special student by Northwestern for reporting purposes.
2) Present a transient letter from the Registrar or Academic Dean of the
parent institution verifying that the student is in good standing and
noting the specific course(s) to be taken at Northwestem Technical
College, is program ready, and is eligible to return to that institution.
Please note that the 25-hour credit maximum may be waived for the
student upon the recommendation of the parent institution.
Note: A transient letter is goodfor one quarter only.

Transfer Student Admissions

Applicants to Northwestem who have previously been enrolled in one or
more institutions of higher education and who wish to enroll in a credit program
will be considered for transfer admissions. Applicants for transfer admission must
meet the following requirements prior to his or her planned enrollment. Transfer
students must submit the following to the college's Admissions Office:

1) A completed application form;

2) A $15 non-refundable application fee;

3) An official high school transcript or GED diploma. (If an applicant

has an associate or bacheloi"s degree, a high school transcript is not

required);

4) Official transcripts from previous institutions of higher education

attended that document coursework for which applicants seek credit

with a passing grade of C or better; and

5) Satisfactory scores on the ASSET Placement Test, SAT, ACT, or

COMPASS.

A student who has satisfactorily completed, with a C or better, transferable
English or mathematics courses may be exempt from taking a placement
examination. These courses must be equivalent to the entry-level English and
mathematics courses required in the applicant's chosen program of study. A
transfer student is admitted to the college:

1) In good standing if the student was in good standing at the former

institution;

2) On probation if the student was on probation at the former

institution. A student admitted on probation must earn a GPA of at least

2.0 on a minimum of five quarter hours during the first quarter enrolled

to continue to the next quarter.
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Time Limitation for Program Completion

Northwestern Technical College will accept course credits from regionally
and nationally accredited institutions of higher education without time constraints.
The institution does not limit the amount of time it will honor coursework taken
at the college. However, at the disaetion of a student's advisor, students may be
required to repeat coursework five years old or older where the course content has
changed significantly. There is no minimum amount of time in which a program
of study must be completed. Students must take 50 percent of his or her program
at Northwestern, however the typical minimum program length is listed in the
Curriculum section of this catalog. The 50 percent requirement may be waived if
the student completed a program for which standards have been implemented
within the Technical College System of Georgia.

Readmission of Former Students

Students who are absent from Northwestern for one full year or more
will be required to complete the following steps:

1) Submit a completed application form to the Admissions Office;

2) Meet the college's general admission requirements at the time of
readmission; and

3) Submit official transcripts from all institutions of higher education
attended since the last period of enrollment at the college.

Senior Citizens

Residents of Georgia who are 62 years of age or older may request a waiver
of tuition. This policy applies to regular and institutional credit courses only. It
does not apply to continuing education courses, non-credit courses, or seminars.
If tuition is waived under this policy, admission will be granted only on a space-
available basis. Senior citizens must meet all other admission requirements as
Sfjedfied in the catalog and pay mandatory fees.

Dual and Joint Enrollment

There are programs available to high school students who are interested in
taking advantage of dual enrollment at his or her high school and at Northwestern
Technical College. Dual/Joint enrollment courses paid with the HOPE Grant
count towards the limit o f postsecondary hours paidfor by the HOPE Program,

Dual Enrollment

The Dual Enrollment program allows a high school student to take post
secondary courses for both high school and college aedit. A student enrolled at a
Georgia public high school may attend Northwestern Technical College courses
taught at the high school or at the college campus. The student may receive
high school Carnegie unit credit as well as postsecondary credit hours from
Northwestern for the same course. The student must adhere to the following
admission regulations:

1) Be at least 16 years of age.

2) Complete a Northwestern Technical College Application for

Admission.

3) Meet all testing requirements for Regular Admission status in chosen

program.
Note: Dual Enrolled students are eligible to applyfor the HOPE Grant.

mtrim



20

Joint Enrollment
A high school student may also take postsecondary courses for college
credit only. This is an opportunity to begin a college program while still a high
school student. Students must adhere to the following admission requirements:
1) Be at least 16 years of age.
2) Complete a Northwestern Technical College ApplicaHon for
Adinission.
3) Achieve program ready or provisional scores on the placement test.
4) Complete all general admission requirements.
Note: Joint Enrolled students who score program ready are eligible to apply for
the HOPE Grant.

ACCEL Program

The ACCEL program is for high school juniors and seruors. Courses
are available only in the areas of the core graduation requirements for college
preparatory students: English (Composition & Rhetoric | & Il, Technical
Communications); Mathematics (Math Modeling, College Algebra, Pre-Calculus,
and Elementary Statistics); Introductory Psychology; Introductory Sociology;
Biology (Intro Microbiology, Anatomy & Physiology | & Il); Physics; and
Economics. Credit hours paid by the ACCEL program for the student will count
towards the limit of postsecondary hours paid for by the HOPE program
(www.GACollege411.org).

If a high school junior or senior believes he/she may be eligible for this
program, the student will need to contact his/her high school guidance counselor
for the application and any additional information needed. This application has
to be completed every quarter prior to the student's enrollment in the class.

Early College Program

The Early College Program at Northwestern Technical College is designed
for current high school students. Students accepted into this program must be
recommended by high school staff and must meet grade and high school credit
requirements. Northwestern currently works with high schools in Catoosa and
wiker counties which include: Lakeview-Fort Oglethorpe, Ringgold, Lafayette,
and Ridgeland. Early College students have the opportuiuty to complete their
academic high school coursework while working toward a certificate, diploma,
or associate degree. Students choose from any Northwestern program within
the health, industrial, human services, or business administrative technology
fields. All classses in the Early College Program take place on the campus of
Northwestern Technical College. The goal of the Early College program is to assist
students in taking and passing the necessary courses to graduate with their class
at the high school while completing or being close to completing their certificate,
diploma, or degree. The Early College office is located in Room 124 and the
Director can be reached at 706-764-3670.

Tech Prep/Articulated Program

Tech Prep is a collaborative program between the Georgia Department
of Education (GDOE) and the Technical College System of Georgia (TCSG) to
enhance leaming opportunities for secondary and postsecondary students in our
state. Local and statewide articulation agreements serve students by facilitating
the smooth transition of students from secondary to postsecondary technics
college.
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A high school graduate can transfer Tech Prep articulated courses from high
school to Northwestern Technical College if all of the following criteria are met;
1) Complete the admission requirements for a program of study at
Northwestern within 18 months of the student's high school
graduation.
2) Provide an official high school transcript to Northwestern
indicating that the student followed a Tech Prep Program of Study and
the transcript hsts the articulated courses.
3) Provide an official completed Documentation of Articulated Credit
foiTn to Northwestern from the high school.
4) Earn an 85 percent minimum grade in the secondary course to be
eligible for postsecondary credit in each of the articulated courses.
5) Score 75 percent or higher on a course-spedfic articulation exam.

Out-of-State Students

Out-of-state students will be enrolled only on a space available basis.
Georgia residents are given preference. To be classified as an in-state student
for admission purposes, an individual must show tiiat she or he has been a
legal resident of Georgia for a period of no less than 12 months immediately
preceding the date of registration. Proof of residency can be documented by a
voter registration card, an automobile registration, or a house or apartment lease
agreement.

Out-of-state students may be charged tuition fees twice that charged for
Georgia residents. Northwestern Technical College does not charge out-of-state
tuition to students living in out-of-state counties contiguous to the college's
service area.

Policy on International Students
It is the policy of the Technical College System of Georgia that visa status
is not a condition for admission to TCSG technical colleges; however, prospective
students must meet the state approved admissions requirements as
outlined for all students. While visa status is not a condition for admission, it is
critical information that may be collected for effective student advisement and
tuition purposes.
International students seeking admission to Northwestern Technical
College must meet the following requirements in addition to the admission
procedures for all new students:
1) Furnish an official English translation and evaluation of secondary
records and transcripts showing passing scores on native secondary
school examinations and completion of the equivalency of a United
states secondary school education. If the high school or secondary
transcript is unavailable, the student may take the GED test and submit
official GED test scores.
2) Provide acceptable SAT or ACT scores. Submit satisfactory scores
on the ASSET or Compass test which will, at the minimum, place inter
national students in 097 course levels or above in reading, English, and
math. International students will not be admitted to Northwestern
Technical College if placement scores are lower than 097 course
placement in any one of these three academic areas. Applicant will be
referred to the Adult Literacy classes.
3) Submit proficiency in the EngHsh language.
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4) Pay all cost in full when registering for courses if not eligible for
financial aid.

5) Present to the Admissions Office (for photocopying) the original
document certifying immigrant or non-immigrant status (resident alien
care. Form 1-94, refugee care, etc) for advisement purposes.

6) Foreign students shall be enrolled only on a space available basis and
shall not displace an eligible student desiring to enroll who is a resident
of Georgia.

7) Foreign students pay four times the tuition required for Georgia
residents; this applies to non-iiTmiigrant personnel. Foreign

immigrants who are permanent residents shall pay the same as citizens
of Georgia. Northwestern Technical College is not authorized to issue an
I-20M to anyone for a student visa.

FINANCIAL INFORMATION

Application Fee
Students applying for admission to any credit course must pay a one time
non-refundable application fee of $15.

Tuition

All credit students will be assessed fees at the rate of $36 per credit hour.
A student registering for twelve (12) or more credit hours will be considered a
full-time shident and will pay $432 for credit programs.
Note; Tuition is subject to change.

Registration Fee

All students pay a quarterly registration fee of $26.

Activity Fee

All students pay a quarterly activity fee of $16.

Instructional and Technology Support Fee
All students pay a quarterly instructional and technology support fee of
$35. Note: Thisfee is not covered by HOPE.

Late Payment Fee
Students not paying for tuition and fees prior to the payment deadline
will be charged a $20 late fee.

Accident Insurance

Accident insurance costing $4 is included in mandatory fees. Any student
taking one or more credit classes is covered by student accident
insurance.

Challenge Examination Fee

Student who wish to receive credit by exam will be charged a $25
challenge fee for each class they diallenge. For more information, please read the
Credit by Exaniination section under Academic Policies in this catalog.
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Books

Textbooks can be purchased in the bookstore. The bookstore buys back
used textbooks during fin”*s week each quarter. The buy back price is set by the
bookstore management and is based on the condition of tiie book, the edition, and
the need for the book next quarter

Replacement Diploma
Replacement diplomas are available from the Registrar's Office. There is
a charge for this service.

G raduation Fee

There is no graduahon fee. Caps and Govms may be purchased from
the bookstore. It is the student's responsibility to submit an application for
graduation form to the Registrar.

Refund Policy

Northwestem Technical College can refund 100% of the tuition paid if
the student formally withdraws within three instructional days from the first
day of the quarter. No refunds will be issued after this date. Fonnal withdrawal
before the first day of dass will result in a 100% refund. Application fees are not
refundable. The Business Office issues all refund checks by the third week of the
guarter in which the student withdrew from dasses.

Payment Processing

Northwestem Technical College accepts payments via cash, checks and
credit cards. If payment is by check, then please be advised that we use Tiger
Tranz as our check payment service and that all checks must have two telephone
numbers and the driver's license number of the name on the check before we can
process your payment. If this information is not on your check then your payment
will not be accepted. This applies to infoiTnation making your payments in person
or by mail. If payment is by aedit card, then please be advised that you can make
this payment online or you can come by the business office.

Tools

Some programs require that students furnish hand tools. These are areas
where a p>erson is expeded to have tools upon employment. The required tools
may not constitute a complete set but will be adequate to begin work in the field

of study.

Transcript Fee

To obtain a transcript, a request must be made in writing to the Registrar.
Transcripts cannot be requested by telephone. There is not a charge for this
service.

Senior Citizen W aiver

Qualified senior dtizens, 62 years of age and older, pay application,
activity, and other fees if apphcable. Tuition is waived. Senior dtizens will be
enrolled on a space available basis.
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Replacement of Student ID
Lost or damaged student identification cards for the current quarter may
be replaced at the Registrar's Office at a charge of $2.

Declined Payment of Checks

A check taken in payment of fees which is returned unpaid will cause the
assessment of a non-refundable charge of $25. A financial “hold" will be placed
on the student's record when a check is returned unpaid and the student will be
notified of the hold. Checks may also be subject to a collection fee. If a student's
check is non-suffident then Tiger Trai\z will be responsible for collection.
Northwestern Technical College will withhold grades and transcripts until the
returned check and the charge are collected. Students will be withdrawn from
class if the fees are not paid.

Indebtedness

It is expected that every student will discharge any indebtedness to the
college as quickly as possible. No degree or diploma will be conferred nor any
record or transcript issued to a student who has not made satisfactory settlement
with the Business Office for all of his or her indebtedness to the college. A student
may be prohibited from attending classes or taking final examinations after the
due date of any unpaid obligation.

FINANCIAL AID

Northwestem Technical College recognizes that some students need
financial assistance. Students at Northwestern can look to several aieas for
financial aid: Federal Pell Grants, the Federal Supplemental Educational
Opportunity Grant (FSEOG), Academic Competitiveness Grant (ACG) Program
the Georgia LEAP Program, the HOPE Scholarship Program, Federal Work Study,
Northwestern Technical College Foundation Scholarships, and the Workforce
Investment Act (WIA).

To be eligible for most financial aid, a student must demonstrate ability
to benefit from the course of study or have a high school diploma or equivalent
(GED). Students must be accepted into a degree, diploma, or certificate program
at the college to be eligible. The Free Application for Federal Student Aid
(FAFSA) must be completed each academic year to be considered for any
assistance. The Financid Aid academic year begins Summer Quarter and the
FAFSA applications are available in January, six months prior to the start of the
summer term.

To apply for all aid, a student may complete the FAFSA online
at www.fafsa.ed.gov. There is a link to the website on our website www.
northwestemtech.edu. All returning students and beginning students must
complete the Northwestem Technical College Certification, Authorization, and
Agreement Form. This form can be found on our website or you can pick one up
in the Financial Aid Office. All students must have a complete file for awarding of
financial aid; therefore, students should allow themselves 4-6 weeks prior to the
start of a teim to complete the process. After students complete all other required
paperwork, they will receive an award notification letter showing the types and
amounts of assistance for which they qualify. Students who are eligible to receive
a net check (balance of funds left over after paying all tuition and fees) will be
notified when they may pick up a check in the Business Office. Please check with
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the Financial Aid office for more details on the application process.
Academic Policies for Financial Aid

Federal and state regulations require the college to establish policies
to measure whether students applying for financial aid are in good academic
standing and making satisfactory academic progress toward completion of his or
her degree, diploma, or certificate programs.

Satisfactory Academic Progress Policy

A student is required to maintain satisfactory academic progress to remain
eligible for financial aid. Northwestern Technical College uses the following
standards to monitor students' progress toward his or her diploma, degree, or
cerHficate. Satisfactory progress has two components, quality and quantity.

Quality (Grade Point Average Requirements) Students must maintain
cumulative grade point average (GPA) of at least 2.0 to remain in good standing.
Your Financial Aid GPA will be monitored at the end of each quarter.

A student whose cumulative GPA falls below a 2.0 is placed on financial
aid probation for the next quarter. This will allow you one quarter to increase the
GPA to the sahsfactory level. If, after one quarter, the GPA remains below 2.0, you
will lose financial aid eligibility (placed on financial aid suspension) until bringing
the cumulative GPA bade to the 2.0 level. Students may received aid while on
probation, but will not receive aid while on suspension.

Quantity (Completion Rate) There are a maximum number of hours that
students may attempt in pursuing his or her area of study. These hours are not
to exceed 150% of the hours needed for graduation. For example, if a student's
program of study is Management & Supervisory Development Diploma, which
requires 84 credit hours for graduation, he or she is allowed to attempt a
maximum of 126 hours and still maintain satisfactory progress. Since all of our
programs have different graduation requirements, the longest program in each
category (Certificate, Diploma, Associate Degree) will be used to calculate the
maximum time frame. In order for students to graduate within this maximum
"time frame" of hours, at the end of each quarter they are expected to have
cumulatively completed at least 66.6% of his or her aedit hours. For example,
a student who attempts 15 credit hours his first quarter in school would be
expected to successful y complete 10 hours for that quarter. If the student took 15
more credit hours the second quarter, he would be expected to have completed
20 hours at the end of the second quarter. A student who, at the end of any
guarter, has not successfully completed 66.6% of his cumulative hours attempted,
must make up that deficiency the following quarter in addition to the required
minimum number of O'edits for the current quarter. A student who fails to make
up the deficiency is no longer considered to be making satisfactory academic
progress. Students may reestablish good standing when they have cumulatively
completed 66.6% of his or her attempted aedit hours. The following grades
do not count toward successfully completing a course: "F"; "I" or incomplete;
"WE," "W", "WP," or "WD" (withdrawals); or "IF' (in progress). Changing
a course from credit to audit during the quarter gives the student a grade of
"AU," which does not count as completing a course eithei'. Any combination
of these for all courses results in no progress, and will be calculated in the
completion rate when computing your eligibility for financial aid eligibility.
Repeat courses will be considered as any other class and both grades will count
in the GPA. Grades of "F" and "WF" wdl be counted in computing your GPA.
Again, all grades will be counted in computing the completion rate. Since an "IF'
~radp is rprpivpd after thp npxt ~prm has startpH. vniir rnmiilativp GPA will hp
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checked at that time. If a student does not meet the standards at that time, and
has received funds for classes, the funds will have to be repaid by the student.

Learning Support courses are graded on an A* through F* scale. A grade
of A*, B* or C* will be considered satisfactory completion of a learning support
course. A grade of D* or F* will be considered unsatisfactory. Grades receiv” for
learning support courses are included in the 66.6% hours attempted completion
rate, but not in the GPA calculation.

Transfer students accepted by Northwestern Technical College, but
not previously at NTC, will be classified as maintaining Satisfactory Academic
Progress for the first quarter of attendance. After the first quarter, the student's
grades will be measure in accordance with NTCs Satisfactory Academic
requirements. Students who previously attended NTC, transferred to another
school, then returned to NTC, will have all of his or her course work reviewed.
If a student fails to meet the qualitative or quantitative standards at the end of
a quarter, the student will be placed on Probation. The student will continue
to receive Financial Aid while on probation. However, if the student does not
meet the qualitative and quantitative standards by the end of the probationary
guarter, he will be suspended. The student can continue taking courses while on
suspension at the student's expense.

Policy for Reinstatement of Eligibility for Financial Aid
1) Students whose GPA is classified as unsatisfactory can reestablish
eligibility when the cumulative GPA reaches 2.0. Students may re-
establish good standing when they have cumulatively completed
66.6% of his or her attempted credit hours. It is the student's
responsibility to report to the Financial Aid Office when they have met
both requirements.
2) The above requirements to reestablish financial aid will be at the
student's expense.

Appeal Process

Students will be notified of his or her failure to make satisfactory
progress. If the student feels there were circumstances beyond his or her control
that kept him or her from maintaining satisfactory progress, he or she may appeal
in writing, by completing the Satisfactory Progress Appeal form (supporting
documentation should be attached). The Financial Aid Director will rrfer the
appeal to the Appeals Committee for review. If the student does not agree with
the Committee's decision, an appeal can be made to the Vice President of Student
Affairs, whose decision is final. Appeal forms are available from the financial aid
office or at our web site. Students will be notified of the Committee's decision and/
or Vice President's decision within two weeks of submitting the appeal.

Refund Policy

A few exceptions to the refund policy exist concerning financial aid
recipients. Financial aid will be adjusted for classes dropped or added during the
first seven days of enrollment. If you adjust your schedule within the first seven
days of the quarter your HOPE book voucher may be adjusted. This could result
in your owing back HOPE book funds. If a student withdraws from the college,
the Return of Title IV Funds formula will be used in determining if a refund of
federal aid is necessary. If the student has already completed more than 60% of
the instructional period, there will be no refund. A copy of the Return of Title
TV FiinH.; formula ran he nhtained in the Financial Aid OffitiR.
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HOPE Scholarship and HOPEG rant Programs

The state-funded program is available for most Georgia residents
attending the college.

The HOPE Scholarship will pay tuition, $46 of fees and up to $100 on
books for all eligible Georgia residents pursuing an Associate Degree program. To
be eligible for the HOPE Scholarship program, a student will have to be a HOPE
Scholar (1993 or later high school graduate with a 3.0 or better GPA or one who
has attempted the 45th, 90th, or 135th hour with a 3.0 or better GPA). Learning
Support grades (A*, B*, C*, D*, or F*) will be used in the HOPE Scholarship GPA
calculation.

To continue on the HOPE Scholarship, degree students must maintain a
3.0 GPA. Students' GPA will be checked at the 45th, 90th, and 135 quarter hours.
GPA for HOPE Scholarship students will also be checked at the end of each
Spring Quarter for all Scholars except part time scholars who have not reached
the 45th hour. The part time scholar who has not reached the 45th hour will be
checked at the end of the third term. Students who do not have a 3.0 GPA at any
of these check points will lose the HOPE Scholarship.

The HOPE Grant will pay tuition, $46 of fees, and up to $100 on books for
all eligible Georgia residents pursuing a diploma or certificate program.

There will be a cap on the number of hours that students can receive the HOPE
Grant and HOPE Scholarships. The cap for HOPE Grant is 95 quarter hours and
the cap for HOPE Scholarship is 190 quarter hours.

Note: The previous and above information is subject to change, pending state
legislation.

Federal Pell Grant (Peld

Students who demonstrate financial need and are enrolled in an eligible
program may be eligible for the Pell Grant. The amount of the grant may range from
$400 to $4,731 per academic year, depending on tiie level of federal funding, cost
of education, enrollment status, and the student's Expected Family Contribution,
which is taken from the Student Aid Report. Complete eligibility requirements are
available from the Financial Aid Office.

Federal Work-Study

This program allows students to work in on-campus jobs and earn money
to pay his or her educational expenses. Students will normally be paid the federal
Minimum Wage and are paid monthly based on the number of hours worked.
Students should apply for federal student aid initially and his or her eligibility
for Federal Work-Study will be determined from his or her Student Aid Report.
Students should contact the Financial Aid Office for more details.

Federal Supplemental Educational Opportunity Grant (FSEOG)

The Federal Educational Supplemental Opportunity Grant (FSEOG) is
for undergraduates with exceptional financial need, that is, students witii the
lowest Expected Family Contribution, and priority is given to students who
receive Federal Pell Grants. An FSEOG does not have to be paid back. There is no
guarantee that every eligible student will be able to receive an FSEOG.
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Academic competitiveness grant (ACG) Program

The higher Education Reconciliation Act of 2005 (HERA) was signed
into law February 8, 2006. The Act created a new grant program to be awarded
to students beginning with the 2006-2007 award year. Some of the eligibility
requirements include school certification that the recipients graduated high
school after January 1, 2006 for the first year award and January 1, 2005 for
the second year award. Other requirements include GPA of 3.00, enrollment in
certain majors, student was not previously enrolled in a post secondary program
(for first year recipients), and student's high school program was rigorous as
defined by the Secretary of Education. The recipient must also be full-time and
a Pell Grant recipient. An eligible student may receive an ACG of up to $750 for
the first academic year and up to $1,300 for the second academic year. For more
information on the ACG, please contact the Financial Aid Office.

Rehabilitation Services

Vocational Rehabilitation cooperates with Northwestern Technical College
by providing financial assistance to students who have disabilities and who
qualify for Vocational Rehabilitation.

Veterans Benefits

Veteran's benefits are available to qualified veterans and dependents
of deceased or disabled veterans. Applicants should contact the Financial Aid
Officer of his or her local or regioni Veteran's Administration office to obtain
applications. Tuition refunds for students receiving veterans benefits through the
E)epartment of Veteran's Affairs will be prorated over the length of the course. The
fees are non refundable.

Workforce Investment Act (VVIA)

The Workforce Investment Act (WIA) is a federal program available to
students who qualify based on federal guidelines. This program pays tuition,
books, and supplies for full-time students. There is also a travel, meal, and
childcare allowance to those qualifying. All students interested in applying for
WIA must first apply for the Federal Pell Grant and/or the HOPE Grant. To apply
for WIA, contact the WIA Office at Northwestern Technical College.

COMMUNITY SERVICES

Georgia Fatherhood Program

The Georgia Fatherhood Program is sponsored by the Child Support
Enforcement Agency to place non-custodial parents into jobs or training leading
to permanent jobs. There are several path options open through this program. If
you or someone you know has an active case with the Child Support Enforcement
Office on Highway 27 in Rock Spring, Ga, contact the Lookout Mountain Judicial
Court Child Support Enforcement Office for referral or call 706-764-3785 for more
information.

Southern Appalachian Educational

Opportunity Outreach Center

The Southern Appalachian Educational Opportunity Outreach Center
provides free career and educational guidance, assistance with college admission,
and financial aid counseling. Help with GED or high school completion and
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vocational or technical training is also available. Seivices are available for Georgia
and Tennessee adults who reside in Walker, Catoosa, Dade, Hamilton, Bledsoe,
Grundy, Sequatchie, and Marion counties. Please call for an appointment:
706-639-2065 or 423-425-1702.

Single Parent/Displaced Homemaker Program (SP/DH)

The SP/DH program assists students and prospective students with life
plarming, career, and employment options. The program provides a supportive
environment where participants develop a personal plan of action leading to
educational and employment opportunities that help participants overcome
barriers that prevent them from becoming independent and employable. This
is accomplished through workshops and small group seminars that include
educational and career opportunities, information on non-traditional opportunities,
assessing individual aptitude interests, and work ethics. The program also offers
career counseling and the enhancement of coping skills, which include dealing
with stress, legal rights, decision-making, study skills, tips for choosing the right
day care, assertiveness training, test-taking skills, returning to school, and money/
time management. The program has a proven track record of empowering single
parents and displaced homemakers by providing updated labor market and
training information, comprehensive career exploration, and job readiness and job
search activities that prepare its customers for educational programs, interviews,
and employment. Program services are free. Students can contact the SP/DH
program at 706-764-3597 for more information.

Adult Literacy Programs

The Adult Literacy Program is designed specifically for adults with
unique academic and skill requirements. A flexible program of study meets the
needs of any individual wishing to parhdpate. Day and evening community
literacy classes are offered at several locations in Catoosa, Chattooga, Dade, and
Walker Counties. All community-based classes are free. Ask for the location
nearest you when you contact one of the numbers below:

In Catoosa County: Catoosa County Adult Learning Center
(706) 965-6155
In Chattooga County; Summerville Adult Learning Center
(706) 8570771
In Dade County: Dade County Adult Learning Center
(706) 657-2205
In Walker County: Northwestern Technical College Adult Learning

(706) 764-3521

An individualized plan of study is developed based on evaluation of skill levels.
Level I includes instruction in the areas of reading readiness, basic arithmetic
skills, and basic grammar. Level Il includes instruction in the areas of reading
comprehensioa reading in the content areas, mathematics, and language arts.

Level in includes instruction that will enable the student to develop the
skills necessary to pass the GED tests. A program for non-readers is available
through the Volunteer Tutor Program. The newest service available is the
English Language Proficiency (ELP) Program for those adults who need to learn
the English language. EngHsh language proficiency tests are available for those
students who need to leam English to prepare for the citizenship test.

mn-2m



30

The test of General Educational Development (GED) lets Georgia residents
demonstrate the attainment of developed abilities normally acquired through the
completion of high school. A GED diploma is issued through the State of G/ rgia
to people who successfully pass a series of 5 tests in the areas of Writing, Social
Studies, Science, Literature and the Arts, and Mathematics. Persons who have not
graduated from high school in the United States or Canada, nor previously earned
a GED and are 18 years old or older, are eligible to take the test. Underage students
who are 16 to 17 years of age may take the test under certain conditions. Students
under 16 years of age may not take the GED test or GED classes. Eighteen year
old candidates must provide a high school withdrawal form. Contact the Adult
Literacy Director or Director of Counseling and Assessment for application forms
and instructions.

Free classes to prepare adults for the GED examination are offered on a
year-round basis at several locations in each county served. The GED test itself
is administered in the Testing and Counseling Center on the main campus of the
college. The fee for the test is $95 and photo identification is required. There will
also be a $50 processing fee for out of state students who request a Georgia diploma
for employment or postsecondary education purposes in Georgia. You must register
for a time to take the test in advance. Call 706-773521 for more details.

Youth Success Academy

The Youth Success Academy is specifically designed for out of school
youth that wish to attain a GED and a technical education. The participants
in the program will be involved in; GED Preparation, Surviva Skills for
Youth Worfchops, Customer Service Workshops, Career Exploration Activities,
Community Service Projects, and Reader's Theater.

The WIA Youth Success Academy is sponsored through the Coosa Valley
RDC Workforce Investment Act. Those who are eligible may apply for travel and
childcare stipends. Referrals may come through any number of sources, including
self-referral.

The Youth Success Program is located at Northwestern Technical College
in Room 116. The hours of operation are 8:30 am - 4:00 pm. For more infomiation,
contact Melissa Tweed, Youth Services Program Assistant, at 706-764-3783, or
e-mail her at mtweed@northwestemtech.edu.

ACADEMIC INFORMATION

G rading System

"AC" Articulation Credit: Course credit awarded for classes in the high
school Tech Prep program.

"AU" Audit: A student may choose to audit a class rather than take it for
credit. By auditing the class, the student is allowed to attend dass without meeting
admission requirements, and v«thout receiving a grade or aedit. Students who
audit a class must pay the regular tuition, admission, and registration fees.
Students are not allowed to change from audit to credit status once the term has
begun. Students are not allowed to change from credit to audit status once the
term has begun.

"EX" Credit by Competency Exam: Upon request and approval, a
competency exam may be administered to a student to determine if ttie student
has already gained mastery of the course competencies (See Credit by Exam
under Academic Policies).
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Such a request should be made to the program course insti uctor. If the student
achieves satisfactory performance on the exam, a grade of "EX" will be recorded.
The "EX" grade carries no grade points, but credit hours will be given identical to
the number of credit hours normally assigned to that course at the college.

Grade Explanation Grade Points

A (90-100) Excellent 4.00

B (80-89) Good 3.00

C (70-79) Satisfactory 2.00

D (60-69) Poor 1.00

F (Below 60) Failing 0.00

AC Articulation Credit Not Computed
AU Audit Not Computed
EX Credit by Competency Exam Not Computed
| Incomplete Not Computed
IP In Progress Not Computed
TR Transfer Credit Not Computed
'\ Withdrawal Not Computed
WP Withdrew Passing Not Computed
WF Withdrew Failing Computed as an "F
" Learning Support Course Not Computed

"I" Incomplete: When circumstances beyond the control of a student or
an instructor prevent the completion of course requirements during a quarter, an
"I'" (incomplete) is recorded until the final grade is established. The incomplete
is assigned only after the student has made arrangements with the instructor
for fulfilling the course requirements. All work must be completed within the
first two weeks of the following quarter, or the grade automatically becomes
an "F." Extraordinary circumstances may merit an appeal for extension of time.
Extensions of time must be requested by the instructor and approved by the
Academic Affairs Office

"IF' In Progress; A grade of "IP" indicates that the course continues
beyond the end of its quarter.

'TR™ Transfer Credit: A grade of "TR" indicates that the student has
successfully completed the course at another postsecondary institution.

A grade of "TR" carries no quality points. The student will, however, receive
comparable credit hours at the college for the credit hours received at the former
institution.

"W" Withdrawal: This grade indicates that a student withdrew from the
college between the fourth (4th) and seventh (7th) calendar day of the quarter.

"WP" Withdrew Passing: This grade signifies that a student withdrew
from school voluntarily or was administratively withdrawn with a passing grade
after the seventh (7th) calendar day of and before the end of the quarter. It is not
computed in the GPA.

"WF" Withdrew Failing: This grade signifies that a student withdrew
from school voluntarily or was administratively witiidrawn with a failing grade
after the seventh (7th) calendar day of and before the end of the quarter. It is
computed as an "F" in the GPA.

Learning Support Class: A letter grade followed by an asterisk (¥)
indicates a learning support course. This grade will not be calculated in the
Academic GPA, but will be calculated in the student's financial aide GPA for the
Hope Scholarship program.
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G rade Point Average

The grade point average (GPA) is a way of mathematically computing a
student's academic performance by assigning a value to each grade, multiplying
the value by the number of credit hours in the course, and dividing the product
by the total number of hours attempted. It is a standard measure for retention and
grading requirements.

The college uses a four-point grading system, which means that an "A"
grade is assigned a value of four points (sometimes called quality points), a "B"
is assigned three points, a "C" two points, a "D" one point and an "F" no points.
See the "GPA Computation Example" for an example of how GPA is computed
for one quarter.

Quarterly Grade Point Average
A student's quarterly GPA is the average of all grades earned in a
quarter.

Cumulative Grade Point Average

A student's cumulative GPA is the average of all grades earned at the
college. This average is calculated in the same manner as the quarterly GPA (see
below), but includes all courses attempted at the college. The cumulative GPA is
recorded on the student's permanent record.

R epeated Courses
When a course is repeated, only the last grade received for the course will
be calculated in the cumulative GPA. The first grade remains on the transcript.

GPA Computation Example

Credit Hours X  Grade (PointVValue) = Total Points
5 B(3) 15
5 D(I) 5
1 A (4) 4
2 C(2) 4
4 C(2) 8
Total; 17 Total: 36

Total Points/Total Credit Hours = GPA
36 Points/17 Hours =2.11 Quarter GPA

Work Ethics G rade

A code of ethics is basic to all cultures, groups, and professions. Ethics
provide guidelines for living and performing, and they serve as the basis for
making difficult decisions. Classroom instruction on ethical work standards
is, therefore, provided in each course, and students receive the opportunity to
practice these ethics in an educational setting before they enter the workplace.

Each student is evaluated in terms of his or her work ethic twice each
quarter, at midterm and at the end of the quarter. This evaluation is reflected in
a separate grade on a student's transcript. Attributes measured as a part of work
ethic are attendance, character, teamwork, appearance, attitude, productivity,
organizational skills, communication, cooperation, and respect. Students in orUine
classes also receive work ethics grades. Attributes measured are those appropriate
toonline instruction. Grading s~ e is as follows: 3-Exceeds Expectations; 2=Meets
Expectations; I=Needs Improvement; and 0=Unacceptable.
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G rade Reports

Grade reports are posted to the college website approximately two
weeks after the dose ot a quarter. Students can check their grades at www.
northwestemtech.edu. Grades will not be given out by phone or by e-mail.

G rade Appeals

A grade appeal must be filed with the Office of Academic Affairs no later
than the midterm of the academic quarter following the quarter in which the
grade was received. A student wishing to initiate an appeal may obtain a copy of
the specific procedure and the appeal form from the Office of Academic Affairs or
from the NTC website under the Students and Alumni section.

Satisfactory Academic Progress

Students are considered to be making satisfactory academic progress if
they maintain a cumulative GPA of 2.0 or higher. A cumulative GPA of 2.0 or
higher is also required for graduation.

Unsatisfactory Academic Progress

Students are considered to be making unsatisfactory academic progress if
they have been placed on academic suspension because of his or her cumulative
GPA.

A cademic Probation and Suspension

Any student who earns a cumulative GPA of less than 2.0 v/ill be placed
on academic probation during the next quarter of enrollment. A student placed
on academic probation must meet with his/her advisor to develop intervention
strategies. A student will be suspended for one quarter if the cumulative GPA
falls ~low a 2.0 for two consecutive quarters. When a student is suspended,
that student is not allowed to enroll in classes for the next term. During the
first quarter of enrollment after academic suspension, a student is placed on
academic probation. A student is removed from academic probation by earning a
cumulative GPA of 2.0 or higher.

D rop/add Period

A student may drop one or more courses without penalty within the first
three instructional days of the quarter as long as the student remains enrolled in
at least one course. A student may add one or more courses during the first seven
calendar days, including holidays and weekends. To drop or add a dass, the
student must complete a Change of Registration form. This form can be obtained
in the Records Office or printed from the Forms tab of the Student page of the
NTC website. In the case of extenuating drcumstances, students who need to
change sections of a dass after the drop/add period must obtain permission from
the VP of Academic Affairs. If dropping or adding a dass changes a student's
status from full-time to part-time or part-time to full-time, the student must notify
his/her Finandal Aid Counselor.
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W ithdrawal from Courses

After tiie official drop/add period, a student who wishes to withdraw
from a course(s), but does not want to totally withdraw from the college, must
obtain a Change of Registration form available from the Records Office or found
on the Forms tab of the Student page of the NTC website, and return the signed,
completed fonn to the Records Ctffice. The student will be assigned a grade of WP
or WF for each course. A student who stops attending dass but does not officially
withdraw may receive a failing grade and/or loss of financial aid.

W ithdrawal from the College

To officially withdraw from the college, the student must obtain a
withdrawal form from the Records Office, complete the form, and return it to that
office. Failure to do so may result in a failing grade and/or loss of financial aid.

Merit List
A quarter GPA of 3.5 to 3.79 with a course load of at least 12 credit hours
will place a student on the Merit List for that quarter.

President's List
A quarter GPA of 3.8 or higher with a course load of at least 12 credit
hours will place a student on the President's list for that quarter.

President's List For Part-Time Students
Part-time students become eligible for the President's List when they have
accumulated 15 credit hours of course work with a GPA of 3.8 or higher.

G raduation
Students are eligible to graduate when the following requirements are
met;

1) The diploma or associate degree seeking student has earned a high
school diploma or a GED;

2) The required number of credit hours in the student's program of
study have been satisfactorily completed and the student has a
minimum cumulative GPA of 2.0;

3)An application for graduation (obtained in the Registrar's Office or the
Northwestern Technical College website) must be completed and
submitted to the Registrar no later than the end of the quarter prior to
the quarter of the student's anticipated graduation.

4)  Program area exit examination has been completed,;

5) At least 50% of the credit hours required for graduation have been
earned at Northwestern. No more than 50% of the credit hours required
for graduation may be earned by transfer of credit, credit by
examination, or articulation.

Students who re-enroll in the college after an absence of 12 consecutive months
or more and who are seeking a certificate, diploma, or degree must meet the
graduation requirements as stated in the catalog which is in effect at the time of
re-enrollment. Students may meet graduation requirements at the end of each
quarter. Formal graduation exercises are held at the end of Spring Quarter and all
graduates are encouraged to participate in the ceremony.
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R esidency Requirement

Transfer students must complete a minimum of 50% of his or her required
coursework at Northwestern before being issued a diploma or degree. No more
than 50% of the credit hours required for graduation may be earned by transfer
of credit, credit by examination, or articulation. The 50% requirement may be
waived if the student has completed a program for which standards have been
implemented within the Technical College System of Georgia. Credit awarded as
part of an articulation agreement or awarded based upon corporate/industrial or
third party certification must be validated by the credit by examination process in
place at the college.

The 50% residency requirement may be reduced to 25% if the student has
completed a program for which Technical College System of Georgia standards
have been implemented within the system and if the programs of study are of a
comparable degree/diploma level.

Full-Time Students
Individuals pursuing 12 credit hours or more during a quarter are
considered to be full-time students.

Part-Time Students

Part-time coursework may be undertaken in any program of study.
Students who take fewer than 12 credit hours per quarter are considered to be
part-time.

Maximum Class Load
The maximum number of credit hours that a student may carry in one
guarter without special permission from the Academic Affairs Office is 21.

Academic Advisors

At the time of enrollment, each student will be assigned an academic
advisor. The advisor's role is to offer counsel regarding the student's program
of study, make referrals to other services, provide academic guidance when
transferring to other institutions, and help students monitor his or her academic
jrogress realistically. Before registering, students aie required to meet with his or
ler advisor.

In order to ensure that students are taking the appropriate courses for his or her
programs of study, all students should make an appointment to speak with his or
her advisor during registration times.

With the advent of distance education via the Internet, some students
may choose to take one or more classes online and never meet his or her instructor
in person. Online students are still assigned an advisor just as a campus-based
student and required to communicate with that advisor before registering for
classes. Communication with the advisor can be accomplished in person, by
telephone, or online. The faculty directory section of this catalog contains a
list of all full-time faculty with telephone numbers and e-mail addresses. This
information is also available at the college's website, www.northwestemtech.
edu.
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Attendance

Absences seriously disrupt a student's orderly progress in a course and
significantly diminish the qualify of group interaction in class. Although an
occasional absence may be unavoidable, in no way is the student excused from
meeting the requirements of the course when they are absent. A student absent
from class is still responsible for preparing assignments for the next class and
completing the work missed. When a student must be absent, it is imperative that
the absence is handled in a responsible and professional manner. Attendance,
therefore, is an important criterion in the work ethic evaluation.

Typically absences in excess of 10% of the instructional time make it
very difficult to complete the requirements of the course. When a student has
missed 10% of the instructional time in a class, he or she may be contacted by the
instructor of that class and counseled as to the available options. Some programs
may have a more stringent attendance policy. Instructors will have his or her
specific attendance poUcy in his or her syllabus. It is imperative that students read
and follow the syllabus information.

Declaring a Major

At Northwestern Technical College, each degree and diploma program
requires students to progress through the following instructional course categories
in a developmentally valid sequence:

1) General Core Curriculum;

2) Occupational Curriculum.

Students are encouraged to enroll in a combination of general studies
courses and major courses. Each degree or diploma program complies with
program admission standards and competency prerequisites established in
the relevant program-specific standards. Students are required to complete
prerequisite courses prior to enrolling in subsequent courses.

General Core Curriculum

The General Core Curriculum includes a common group of courses in
composition, speech, natural sciences, mathematics, humanities, music and art
appreciation, social sciences, and basic computer skills that are required for a
number of closely related program areas.

O ccupational Curriculum

Occupational courses are those technical courses that form the majority

of the student's program of study. The specific content of the major is determined
by the curriculum requirements of each program area and includ”es from 61 to 120
CTedit hours in associate degree programs.

Elective courses are available for each diploma or degree program and
may be included in the requirements for program graduation. Electives are freely
chosen by students in order to develop his or her individual interests and may be
selected from non-required courses in the major program, in general education,
or from other program areas.
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Associate Degree Programs

Each student seeking an associate degree at the college is required to
satisfactorily complete at least 30 hours in general education that include at least
one course in mathematics or science, two courses in the arts and humanities,
and one course in the social or behavioral sdencjes. In addition to these three
areas,associate degree students are required to complete at least one course
in speech or technical communications and a course in the use of computers.
Associate degree students are also strongly encouraged to take at least one
general education elective.

These requirements are based on the belief that the successful associate
degree graduate must be more than a highly-trained technician. He or she must
be comfortable with and competent in Sie use of the spoken and written word
and famihar with its form and structure. The student must have a level of
mathematical proficiency that will allow her or him to read and understand
mathematical information, solve mathematical problems, and make data-based
decisions. The associate degree graduate must have an understanding of the
social and psychological self and have a familiarity with and appreciation for the
arts and humanities. General education at the college prepares the student for an
uncertain future in addition to training him or her in specific skills.

Diploma Programs

Each student completing a diploma program at the college is required
to satisfactorily complete at least 13 credit hours in general core courses. For
the diploma-seeking student, that course of study typically consists of an
appropriate course in mathematics, English, psychology, and computer literacy.
This requirement is based upon the belief that to be well-hained is not enough.
Today's technician must also be competent in the use of written and spoken
language, possess adequate computational skills, have good interpersonal skills
and be able to use computers to solve problems. The diploma level general
education core at the college seeks to achieve this goal.

College Transfer

Courses at the college are not specifically designed to transfer into
programs leading to the bacheloi's degree. The Georgia Board of Regents' official
position on courses taken at the college is as follows:

"Although courses from these institutions are not designed for programs
leading to the bachelor's degree, credit will be accepted for courses which are
determined by the receiving institution, on a case-by-case basis, to be comparable
to lower division courses offered at the receiving institution.”

Class Cancellation

The college reserves the right to cancel any class with insufficient
enrollment; however, all courses will be given the opportunity to meet minimum
enrollment according to the schedule listed in the catalog.

Course Prerequisites

Course prerequisites listed in the Catalog must be met before advanced
courses may be taken.
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Change of Major

In the event a student declares a change of mapr, the student's placement
test scores and previously earned credits will be eva uated in terms of the new
major. In some instances a change of major will result in additional general studies
course work. The student must meet admission requirements for the new major.
Students desiring to change his or her major should complete a Change of Status
form available in the Records Office.

Credit By Examination

Upon petition from a student, aedit by examination may be given. If
circumstantial evidence, such as experiential learning, indicates the probability of
special technical aptitude or knowledge on the part of the petitioning student,a
written, oral, and/or performance examination wi 1be developed and administered
by an instiuctor of the course. Permission to take such an examination must be
granted by an appropriate instructor. To be eligible for credit by examination, the
student must be currently enrolled in the college. There is a nonrefundable $25 fee
for each examination. Students who score 75% or higher on all components of the
examination will be awarded a grade of "EX" for the course. The "EX" carries no
grade points, but the number of credit hours normally assigned to the course will
be awarded. A student is eligible to challenge a course only one time. A student
may not challenge a course that he/she has taken previously. The challenge exam
must be taken before the first day of the class in which the student is enrolled. If
the student misses his/her scheduled exam appointment, he/she must complete
another application with payment and reschedule with the instructor. The
application and procedure for initiating a request to challenge a course via credit
by examination are available in the Office of Academic Affairs.

Course Substitution

The college will permit substitution from the prescribed curricula only
under unavoidable or exceptional circumstances. In order to request a deviation
from the prescribed course of study, the student should first consult an advisor
in that program area. If the student is advised to pursue the course substitution,
he or she should obtain a Course Substitution form from the Records Office. On
this form, the student will describe the substitutions sought and the reason for
making that request. Course substitution must be approved by the Advisor or the
Academic Affairs Office.

Learning Support Studies

Because the college is dedicated to helping its students succeed, it places
importance on testing, placement, and remediation of students. Learning Support
courses in English, reading, and mathematics are required for students whose
placement scores indicate that they need remediation in one or more academic
areas. Students lacking the minimum required SAT or ACT scores will be given
a placement test at the time of application. This test is used for counseling and
placement purposes only. If the test scores fall below the requirements for
Program Ready status, the student will be granted either Leaming Support Status
or Provisional Status. Students whose test scores place them in any 095 or 096
course are assigned Leaming Support status. Students whose test scores place
them in a course at the 097,098, or 099 level with no courses below 097 are granted
Provisional status. Students placed in English 096 or 097; Reading 096 or 097; or
Math 095, 096, or 097 will be required to take College Life 099.
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Students with Learning Support status may not take any courses in their
programs of study until all courses at the 095 or 096 level are completed. Students
with Provisional status may take some courses in their programs of study at the
suggestion of their advisors. Students are not eligible to graduate if Learning
Support courses, including College Life, have not I n completed. Students with
Learning Support status may not be eligible for certain kinds of financial aid.
Applicants without a high school diploma or GED or whose scores place them at
the 095 level in English and Reading will be referred to Adult Education classes
for remediation.

Electives

Elective hours allow the student to explore a field of interest or to enhance
the program of study in which he or she is enrolled. Students may select elective
hours from courses offered and approved by his or her advisor and within his or
her specified program.

Transcripts

The college maintains the position that students' records are their ovm
property. Therefore, this information is released only when a student signs a
Student Release form in the Admissions Office. Students may have copies of their
transcript sent to any institution or individual they choose. They may also order
copies for their own use. The fee is $2 for each transcript.

N otification to Students Regarding
Testing Asa D egree Requirement

All students will be required to take one or more tests to measure general
education achievement, critical thinking skills, and/or achievement in selected
major areas as a prerequisite to graduation or for the purpose of evaluation of
academic progress. Unless otherv/se provided for an individual program, no
minimum score or level of achievement is required for graduation. Students
may also be asked to participate in one or more satisfaction surveys designed to
measure institutional effectiveness. Participation in testing may be required for
all students, students in selected programs, and for students selected on a sample
basis.

Transcript Evaluation

The college accepts transfer credits only from regionally or nationally
accredited colleges. A grade of "C" or better is required in order for the credit
to transfer. Transfer credit is only given for courses with an equivalent at
Northwestern. In order to receive transfer aedit, the student must have official
copies of all college transcripts sent to the Admissions Office. Transcripts are
generally evaluated within two weeks after receipt.

Academic Dishonesty Policy

Academic dishonesty includes but is not limited to each of the following
acts when performed in any type of academic or academically-related matter,
exercise or activity:

Cheating: Using or providing others with unauthorized materials,

information, study aids, or computer-related information.
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Plagiarism: The presenting of words, data, works, ideas, computer
progranis or output of another as one's own work.

Fabrication: Presenting as genuine any invented or falsified citation or
material.

Misrepresentation: Falsifying, altering, or misstating the contents of
documents or other materials related to academic matters, including
schedules, prerequisites, and tianscripts.

Students charged with academic dishonesty may receive, at the discretion
of the faculty member, a penalty of failing the assignment(s), a penalty of a zero
for the assignment(s) or a penalty of failure of the class. Students wishing to
refute the charges or contest the penalty, or faculty members who wish to impose
greater sanctions, such as dismissal from the institution, shall have a hearing
by the Student/Faculty Judicial Commission. The results of the hearing will be
administered by the C5ffioe of Academic Affairs.

A request for a hearing must be presented in writing to the Office of
Academic Affairs in the same quarter that the charge of academic dishonesty
was made. All Health, Sdence, Human Services and Nursing program students
will follow specific rules and regulations set by accreditation agencies, program
handbooks, and clinical facilities polices.

Note: In cases where students are charged with misrepresentation by faculty or
professional staff, sanctions will be determined by the Office of Acad”ic Affairs
and may include dismissal from the institution.

Library

The college's library is centrally located in Building 500 and is open to
students, staff, and faculty and adult members of the public The facility consists
of a main reading room with seating for 75 people, a conference room for meetings
and bibliographic instruction, a multimedia distribution system (MDS) control
room and staff offices. The MDS allows instructors access to the library's video
and DVD collection from his or her classroom computers and sends information
to television monitors throughout the campus.

The library provides wireless internet access for students to use with their
own laptop computers or with the 15 laptop computers available for checkout
and use in the library. In addition, 26 desktop computers for orJine research and
study are housed in the main reading room. The library contains a photocopier
for student use.

The library's collection consists of approximately 13,000 items, including
books, CD-ROMS, DVDs, videos, magazines and journals. Children's and young
adult reading collections are maintained at the entrance to the library for use by
Early Childhood Education students.

The library also provides a growing collection of digital resources. Library
users, both on and off-campus, may obtain access to 22,000 eBooks and more than
7,000 journals, newspapers and other resources through Netiibrary and GALILEO
(Georgia Library Learning Online).
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GALILEO is a web-based virtual library with access to periodical databases and
evaluated internet resources, including the following;

1) EBSCOHost

2) Protest

3) Lexis Nexus

4) Nursing, business and literary databases

5) Encyclopedias, dictionaries and recommended websites.

A password is required for off-campus access to GALILEO. The password
changes before the beginning of each quarter and may be obtained from library
staff or instructors. Online and distance education students may obtain the
password on Blackboard, by calling the library (706)764-3533 or by emailing
kkwiatkowski@northwesterntech.edu. Distribution of the password is restricted
to cuiTent students, faculty and staff.

Links to library resources and other information are provided on the
library's website www.northwestemtech.edu/ntdibrary/library.html. An online
catalog located on the website may be used for finding library resources, which
are organized by the Library of Congress classification system.

Resources unavailable from Northwestern's library may be obtained
through resource sharing agreements with Kresge Memorial Library at Covenant
College, Cherokee Regional Library System, Dalton College and the Catoosa
County Library System. The library also provides materials through an Interlibrary
Loan (ILL) program that permits borrowing from other libraries worldwide. ILL is
free from Georgia libraries; fees may be charged for out-of-state loans.

Two full-time professional librarians, one full-time technical assistant, one
part-time technical assistant and student workers staff the library. The library is
open during academic quarters from 8 a.m. to 9 p.m. Monday through Thursday
and 8 a.m. to 4 p.m. Friday. When classes are not in session, the library is open
from 8 a.m. to 4:30 p.m. Monday through Thursday and 8 a.m. to 4 p.m. Friday.

CONTINUING EDUCATION

In addition to the regular degree, diploma, and certificate programs,
Northwestern Technical College offers ongoing Continuing Education short-term
classes and programs. These courses are non-aedit and are offered in fine arts,
professional development, and personal enrichment.

Each person who satisfactorily completes a Continuing Education class
receives a cerHficate. If requested in vmting, a record of Continuing Education
courses may be sent to a potential employer. Students enrolled in Continuing
Education classes do not have to take the admission examination and may register
for Continuing Education courses by phone, fax, mail, or walk-in procedures.
Schedules listing courses are published quarterly and are free upon request.

Economic Development Programs

Northwestern Technical College's Economic Development Division can
serve as the customized training resource to business and industry throughout
the four county service area of Catoosa, Chattooga, Dade, and Walker Counties.
With companies facing workforce challenges, remaining competitive requires
constant worker training and retraining. All of a company's training needs
from assessment to performance management, from basic to high technology,
from productivity enhancement to employee involvement, can be met through
Northwestern Technical College. Training can be conducted either on campus or
in thP paitiripaHn™ mmpanv's fariliHps.
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Quick Start Training for New and Expanding Industry. This program is
administered through Northwestern Technical College and is designed to provide
direct assistance to new industry or industry expansion which requires addition
of production personnel and equipment. The intent of Quick Start is to train for
initial start-up of a new or expanding industry.

This training may include semi-skilled, skilled, technical, basic academic,
and supervisory training to ensure success of trainees. Contact the Vice President
of Economic Development for more information or to discuss specific industry
training needs.

Retraining Tax Credit Northwestern Technical College is the Technical
College system of Georgia unit that approves retraining programs of existing
industry seeking State of Georgia income tax credits for the counties of Catoosa,
Chattooga, Dade, and Walker. Eligible business enterprises may be granted tax
credits equal to one half of the direct costs of retraining, up to $500 per full-time
employee per approved retraining program.

Involved retraining programs are those that provide job skills for
employees otherwise unable to function effectively on the job due to skill
deficiencies or who would otherwise be displaced because such skill deficiencies
would inhibit his or her utilization of new technology. New technology includes
implementation of new equipment and or new operating systems such as
workplace re-engineering, total quality management, ISO 9000 standards, and
employee involvement programs. Executive, management development, career
development, and personal enrichment training are not included.
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ACADEMIC CALENDAR 2008-2009

gummgr Quarter 2008

Application and Testing Deadline June 4, 2008

New Student Registration June 10, 2008

Last Day for Late Registration June 10, 2008
Payment Deadline for Tuition and Fees June 12, 2008

First Day of Class July 7, 2008

Last Day to Drop a Class July 9, 2008

Last Day for 100% Refund July 9, 2008

Last Day to Add a Class July 13, 2008
Mid-Term August 11, 2008
Early Registration (Fall) August 11- 15, 2008
Holiday September 1, 2008
New Student Registration (Fall) September 8, 2008
Final Examination Period September 17-18, 2008
Faculty In-Service September 19, 2008

Fall Quarter 2008

Application and Testing Deadline September 2, 2008
New Student Registration September 8, 2008
Last Day for Late Registration September 8, 2008
Payment Deadline for Tuition and Fees September 18, 2008
First Day of Class October 1, 2008

Last Day to Drc” a Class October 3, 2008

Last Day for 10C)% Refund October 3, 2008

Last Day to Add a Class October 7, 2008
Mid-Term November 5, 2008
Early Registration (Winter) November 10-14, 2008
No Classes November 26, 2008
Holiday November 27-28, 2008
New Student Registration (Winter) December 8, 2008
Final Examination Period December 16-17, 2008
School Closed December 25, 2008 -

January 1, 2009
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ACADEMIC CALENDAR 2008-2009

Winter Quarter 2009

Application and Testing Deadline December 1, 2008
New Student Registration December 8, 2008
Last Day for Late Registration December 8, 2008
Payment Deadline for Tuition and Fees December 17, 2008
First Day of Class January 7, 2009
Last Day to Drop a Class January 9, 2009
Last Day for 100% Refund January 9, 2009
Last Day to Add a Class January 13, 2009
Holiday January 19, 2009
Mid-Term February 12, 2009
Early Registration (Spring) February 16-20, 2009
New Student Registration (Spring) March 16, 2009
Faculty In-Service March 20, 2009
Final Examination Period March 24-25, 2009

Spring Quarter 2009

Application and Testing Deadline March 9, 2009
New Student Registration March 16, 2009
Last Day for Late Registration March 16, 2009
Payment Deadline for Tuition and Fees March 25, 2009
First Day of Class April 6, 2009
Last Day to Drop a Class April 8, 2009
Last Day for 100% Refund April 8, 2009
Last Day to Add a Class April 12, 2009
Mid-Term M7y 11, 2009
Early Registration (Summer) May 11-15, 2009
Holiday May 25, 2009
New Student Registration (Summer) June 8, 2009
Final Examination Period June 17-18, 2009
Graduation June 19, 2009
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PROGRAMS OF STUDY

Associate of Applied Science Degree Programs:

Associate Degree Nursing
Nursing LPN to ADN Transition
Accounting
Business Administrative Technology
Automotive Technology
Cardiovascular Technology
Computer Information Systems:
Computer Support Specialist
Internet Spedalist-Web Design
Networking Specialist
Criminal Justice Technology
Drafting Technology
Mechanical Drafting
Architectural Drafting

Early Childhood Care/Education

Electronics Technology:
Computer Servicing
Industrial Contol

Health Information Technology

Management & Supervisory
Development

Management & Supervisory
Development: Banking

Medical Assisting

Occupational Therapy Assistant

Pharmacy Technology

Sodal Work Assistant

Surgical Technology

Diploma Programs:

Accounting

Air Conditioning Technology
Automotive Technology

Business Administrative Technology:

Electrical Control Systems

Electronic Fundamentals

Electronic Technology:
Computer ~rvicing

Business Office Specialist
Medical Office Specialist
Computer Information Systems:

Computer Support Specialist
Internet Spedalist-Web Design

Networking Specialist
Cosmetology
Criminal Justice Technology
Drafting Technology
Early Childhood Care/Education

Industrial Control
Machine Tool Technology
Management & Supervisory

Development
Medical Assisting
Practical Nursing
Pharmacy Technology
Sodal Work Assistant
Surgical Technology
Welding & Joining Technology
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Programs of Study (Continued)

Certificate Programs:

Administrative Support Assistant

Advanced Mechanical Drafting

Automotive Brake Technician

Automotive Electrical/Electronic
Systems Technician

Automotive Engine Perfomance
Technician

Automotive Engine Repair
Technician

Automotive Heating/Air
Conditioning Technician

Automotive Manual Drive Train/
Axle Repair Technician

Automotive Suspension/Steering
Technician

Automotive Automatic Transmission/
Transaxle Technician

Banking and Finance Assistant

Bookkeeping Specialist

CAD Operator

CISCO Network Specialist

CNC Specialist

Central Sterile Processsing Technician

Certified Manufacturing Specialist

Child Development Associate

Commercial Truck Driving

Computer Applications Specialist

Computer Forensics and
Investigation Specialist

CompTIA A+ Certified Technician
Preparation

Crime Scene Investigation

Criminal Justice Records Technician

Data Management

Drafting Residential Design

Early Childhood Exceptionalities

Early Childhood Paraprofessional
Specialization

Early Childhood Program
Administration

Emergency Medical Technician

Flat Shielded Metal ARC Welder

Gas Metal ARC Welder Fabricator

Gas Tungsten ARC Welder Fabricator

Healthcare Supervisor

Help Desk Specialist

Industrial Electrician

Industrial Motor Control Technician

Industrial Systems Technician

Lathe Operator

Linux/Unix System Administrator

Management/Leadership Specialist

Microsoft Excel Application Specialist

Medical Coding

Medical Language Specialist

Medical Office Assistant

Mill Operator

Nail Technician

Network Security +

Network Security Specialist

Organizational Leadership

Overhead Shielded Metal ARC Welding

PC Repair and Network Technician

Programmable Control Technician |

Patient Care Technician

Pharmacy Assistant

Phlebotomy Technician

Shampoo Technician

Supervisor/Management Specialist

Team Leader

Technical Communication Specialist

Technical Management Specialist

Website Designer
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Business and
Information
Technology

Program Descriptions and

Requirements
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Accounting: AAS Degree

The Accounting program prepares students for careers in accounting. Learning
opportunities develop academic, technical, and professional knowledge and skills required
for job acquisition, retention, and advancement. The program emphasizes accounting
theory and practical applications necessary for successful employment using both manual
and computerized accounting systems.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Genetal Core Curriculum Credit Hours: 30
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities
OR
ART 191 Art Appreciation
OR
MUS 191 Music Appreciation
SPC 191 Fundamentals of Speech
PSY 191 Introductory Psychology
ECO 191 Principles of Economics
MAT 1111 College Algebra
Occupational Curriculum Credit Hours: 76
ACC 101 Principles of Accounting | 6
ACC 102 Principles of Accounting Il
ACC 103 Principles of Accounting HI
ACC 104 Computerized Accounting
ACC 150 Cost Accounting
ACC 151 Individual Tax Accounting
ACC 152 Payroll Accounting
ACC 158 Managerial Accounting
BUS 101 Document Processing
BUS 108 Word Processing
BUS 151 Introduction to Business
ACC 106 Accounting Spreadsheet Fundamentals !
ACC 160 Advanced Accounting Spreadsheet Applications
SCTIOO Introduction to Microcomputers
Electives
Total Credit Hours Required for Graduation: 106
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Administrative Support Assistant: Certificate

(FORMERLY OFFICE MANAGEMENT ASSISTANT)

The Administrative Support Assistant Certificate prepares individuals to provide
administrative support under the supervision of office managers, executive assistants, and
other office personnel. Courses include: Introduction to microcomputers, word processing,
office procedures, and accounting.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
SCTIOO Introduction to Microcomputers 3
BUS 101 Document Processing 6
BUS 106 Office Procedures 5
BUS 108 Word Processing 5
BUS 208 Office Accounting 6
OR
ACC 101 Principles of Accounting | 6
Electives (See advisor for approved list) 6
Total Credit Hours Required for Graduation: 31
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Banking and Finance Assistant: Certificate

The Banking and Finance Assistant Certificate is designed to provide skills
training to individuals interested in banking or a related career. The certificate will provide
the students with a general overview of the banking business and basic accounting skills.
It will also provide basic computer competency skills along with additional spreadsheet
experience, while integrating matiiematics and accounting skills into banking operations.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculiun

ACC 101
ACC 106
BAF100
MAT 1011

MAT 1012
SCT100

Principles of Accounting 1
Accounting Spreadsheet Applications
Introduction to Banking and Finance
Business Mathematics

OR

Foundations of Mathematics
Introduction to Microcomputers
Electives (See advisor for approved list)

Total Credits Required for Graduation:

jMinvm

Credit Hours
6

3
5
5
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Bookkeeping Specialist: Certificate

The Bookkeeping Specialist Certificate provides an early exit point for accounting
students while maintaining his or her career path to the diploma or associate degree. The
skill level provides students the opportunity to gain employment quickly while continuing
his or her education on eitiier a full- or part-time basis.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
ACC 101 Principles of Accounting 1 6
ACC 102 Principles of Accounting Il 6
ACC 104 Computerized Accounting 3
ACC 152 Payroll Accounting 4
MAT 1011 Business Math 5
OR

MAT 1012 Foundations of Mathematics 5
SCr 100 Introduction to Microcomputers 3
Total Credits Required for Gtaduation: 27
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Business Administrative Technology: AAS Degree

The Business Administrative Technology Degree program is designed to prepare
graduates for employment in a variety of positions in today's tedinology-driven workplace.
The Business Administrative Technology program provides learning opportunities, which
introduce, develop, and reinforce academic and occupational knowledge, skills, and
attitudes required forjob acquisition, retention, and advancement. The program emphasizes
the use of word processing, spreadsheet, presentation, and database applications software.
Students are also introduced to accounting fundamentals, electronic communications,
internet research, and electronic file management. The program includes instruction in
effective communication skills and technology innovations for the office. Additionally,
the program provides opportimities to upgrade present knowledge and skills or to retrain
in the area of administrative technology. Graduates of the program receive a Business
Administrative Technology, Associate of Applied Science degree.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours; 25
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities
OR
ART 191 Art Appreciation
OR
MUS 191 Music Appreciation
SPC191 Fundamentals of Speech
PSY191 Introductory Psychology
MAT 1111 College Algebra
Occupational Curriculum Credit Hours: 70
SCT100 Introduction to Microcomputers 3
ACC 101 Principles of Accounting | 6
ACC 102 Principles of Accounting Il 6
BUS 101 Document Processing 6
BUS 105 Database Applications 3
BUS 106 Office Procedures 5
BUS 108 Word Processing 5
BUS 109 Applied Office Procedures 5
BUS 148 Business Document Proofreading & Editing 3
BUS 160 Electronic Communication Applications 5
BUS 201 Advanced Word Processing 5
BUS 202 Spreadsheet Applications 3
BUS 261 Presentation Applicatior\s 3
Electives (See advisor for approved list) 12
Total Credit Hours Required for Graduation: 95

CniiciuM Betud ErrEcnvE Fill Qnim 2008

A0652m



54

Business Administrative Technology: Diploma with Business

A dministrative Assistant Specialization

The Business Administrative Technology program isdesigned to prepare graduates
for employment in a variety of positions in today's technology-driven workplaces. The
program provides leaming opportunities that introduce, develop, and reinforce academic
and occupational knowledge, skills, and attitudes required for job acquisition, retention,
and advancement. Additionally, the program provides opportunities to upgrade present
knowledge and skills or to retrain in the areas of business administration and business
technology. Graduates of the program receive a Business Adniinistrative Technology
diploma with a specialty in Business Administrative Assistant.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 18
ENG 111 Business English 5
ENG 112 Business Communications 5
MAT 1011 Business Mathematics 5

OR
MAT 1012 Foundations of Mathematics 5
EMP100 Interpersonal Relations and 3

Professior\al Development

Occupational Curriculum Credit Hours: 20
BUS 101 Document Processing 6
BUS 108 Word Processing 5
BUS 208 Office Accounting 6
OR
ACC 101 Principles of Accounting | 6
SCr 100 Introduction to Microcomputers 3
Business Administrative Assistant Curriculum Credit Hours; 36
BUS 106 Office Procedures 5
BUS 109 Applied Office Procedures 5
BUS 148 Business Document Proofreading &Editing 3
BUS 160 Electronic Communication Applications 5
BUS 202 Spreadsheet Applications 3
BUS 261 Presentation Applications 3
Electives (See advisor for approved list) 12
Total Credit Hours Required for Graduation: 74
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Business Administrative Technology,; Diploma with M edical

A dministrative Assistant Specialization

The Business Administrative Technology program is designed to prepare graduates
for employment in a variety of positions in today's technology-driven v/rorkplaces. The
program provides learning opportunities that introduce, develop, and reinforce academic
and occupational knowledge, skills, and attitudes required for job acquisition, retention,
and advancement. Additionally, the program provides opportunities to upgrade present
knovkfledge and skills or to retrain in the areas of business administration and business
technology. Graduates of the program receive a Business Administrative Technology
diploma with a specialty in Medical Administrative Assistant.

Admission requirements: 1) Attaiiunent of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisior\al
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 18
ENG 111 Business English 5
ENG 112 Business Communications 5
MAT 1011 Business Mathematics 5

OR
MAT 1012 Foundations of Mathematics 5
EMP100 Interpersonal Relations and 3

Professional Development

Occupational Curriculum Credit Hours: 20
BUS 101 Document Processing 6
BUS 108 Word Processing 5
BUS 208 Office Accounting 6
OR
ACC 101 Principles of Accounting 1 6
SCT100 Introduction to Microcomputers 3
Medical Administrative Assistant Curriculum Credit Hours: 38
BUS 148 Business Document Proofreading & Editing 3
BUS 211 Medical Terminology 3
BUS 212 Anatomy and Terminology 5
OR
AHSI101 Anatomy and Physiology 5
BUS 216 Medical Administrative Procedures 5
BUS 226 Medical Billing/Coding/Insurance 5
MAS 112 Human Diseases 5
Electives (See advisor for approved list) 12
Total Credit Hours Required for Graduation: 76

Cmiciuii Bevbd EiTEcnn Fiu. Qnim 2008
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Certified M anufacturing Specialist; Certificate

The Certified Manufacturing Specialist Certificate program provides students
with a background in training for use in the manufacturing sector. Students are trained in
teamwork and communication skills, quality control, computer skills, electrical safety, and
production requirements.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum Credit Hours
AMF152 Manufacturing Organizational Principles 2
AMF154 Manufacturing Workplace Skills 2
AMF 156 Manufacturing Production Requirements 2
AMF 158 Automated Manufacturing Skills 4
AMF 160 Representative Manufacturing Skills 5
Total Credit Hours Required for Graduation: 15

N orthwestern Technical College Catalog
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CISCO Network Specialist; Certificate

The CISCO Specialist Certificate program will complement an existing array of
training programs in the QS field. The 0 ~ 0 curriculum will be taught as a stand-alone
certificate and as an option in the AAS program. Completion of the program prepares the
student for the QSCO Certified Network Associate Examination (CCNA). The student
receives the training needed to design, build, and maintain small to medium sized
networks.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum Credit Hours
CIS 2321 Introduction to LAN & WAN 6
CIS 2322 Introduction to WANSs and Routing 6
CIS 276 Advanced Routers and Switches 6
CIs 277 WAN Design 6
Total Credit Hours Required for Graduation: 24

mH-200i)
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CompTIA A+ Certified Technician Preparation: Certificate

As the computer industry has grown, so has the need for skilled computer repair
technicians. The A+ Certification program provides the student with the knowledge,
skills, and techniques to become a professionally trained computer repair technician.
Students who complete the program are qualified to sit for both the Core Hardware and
OS Technologies examinations required for A+ certification. Students may take the exams
at a Prometric Testing Center and are qualified for entry-level positions as computer repair
technicians.

Admission Requirements: 1) Attainment of 16 or more years of age; 2) Achievement of
program ready or provisional scores on the placement test; 3) Completion of general
admission.

Occupational Curriculum Credit Hours
SCT100 Introduction to the Microcomputer 3
CIS 103 Operation Systems 6
CIS 106 Computer Concepts 5
CIS 122 Micro Installation and Maintenance 7
CIS XXX Electives(See advisor for approved list) 6
Total Credit Hours Required for Graduation; 27

Northwestern Technical College Catalog
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Computer Applications Specialist: Certificate

Computer Applications Specialist certificate is a two quarter program of study
designed to prepare skillful users of office computers. Students in this program learn
to utilize a variety of application software. Graduates of this certificate program have
experience and are knowledgeable in the Microsoft Office Suite of products including
Word, Excel, Power Point, in addition to the Windows Operating System.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum Credit Hours

SCT100 Introduction to Microcomputers 3

CIS 155 Microsoft Windows 3

CIS 127 Comprehensive Word Processing 6
and Presentation Graphics

CIS 2228 Comprehensive Speadsheet Techniques 6

Total Credit Hours Required for Graduation: 18
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Computer Forensics and Investigation
Specialist: Certificate

The Computer Forensics ai\d Investigation program is designed to provide
academic and professional training to students in detecting and investigating computer
related criminal activity andZor unauthorized use. The student will develop knowledge
and skills in technical evidence identification, investigative computer systems, information
security, search and seizure, and the administration of criminal sanctions.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
CIS 103 Operating System Concepts 6
CIS 106 Computer Concepts 5
CIS 1115 Information Security Fundamentals 5
CIS 1116 Security Policies and Procedures 5
CIS 1120 Computer Forensics and 6
Disaster Recovery

CRJ121 Introduction to Private Security 5
CRJ123 Computer Security/Corporate Fraud 5
CRJ 162 Methods of Criminal Investigation 5
Total Credit Hours Required for Graduation: 42

N orthwestern Technical College Catalog
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Computer Support Specialist:AAS Degree

Computer support specialist provide technical assistance, support, and advice to
customers and other users. This occupational group includes technics) support specialists
and help-desk technicians. These troubleshooters interpret problems and provide technical
support for hardware, software, and systems. They answer telephone calls; analyze
problems using automated diagnostic programs, and resolve recurrent difficulties. Support
specialists may work either within a company that uses computer systems or directly for a
computer hardware or software vendor.

Increasingly, these spjecialists work for help-desk or support services firms,
where they provide computer support to clients on a contract basis. Graduates have the
knowledge and skills necessary to install and maintain personal computer hardware and
software in a variety of settings. Graduates are knowledgeable in apphcation software and
trained in evaluating new hardware and software. Students learn to adapt to a variety
of positions in ttie rapidly changing computer field. Graduates abilities include critical
thinking, problem solving, human relations skills, and the ability to apply technology to
work requirements.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 30
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5

OR
HUM 191 Introduction to Humanities

OR
ART 191 Art Appreciation

OR
MUS 191 Music Appreciation 5
SPC 191 Fimdamentals of Speech 5
PSY 191 Introductory Psychology 5
ECO 191 Principles of Economics 5
MAT nil College Algebra 5
Occupational Curriculum Credit Hours; 86
CIS 105 Program Design and Development 5
CIS 106 Computer Concepts 5
SCTIOO Introduction to Microcomputers 3
CIS 103 Operating Systems Concepts 6
CIS 2321 Introduction to LAN and WAN 6

OR
CIS 1140 Networking Fundamentals 6
CIS 122 Microcomputer Installation and Maintenance 7
CIS 127 Comprdiensive Word Processing

and Presentation Graphics 6
CIS 2228 Comprehensive Spreadsheet Techniques 6
CIS 2229 Comprdiensive Database Techniques 6
CIS 1131 Helpdesk Concepts 6
CIS 1132 Customer Service Skills for

IT professionals 6
CIS XXX Language Elective 7
CIS XXX Electives(See advisor for approved list) 11
Total Credit Hours Required for GraduaHon: 116

mH-vm



62

Computer Support Specialist: Diploma

The Computer Support specialist diploma program provides training for entry-
level positions as computer support specialists, technical support specialists, and help-desk
technicians. Students learn the skills necessary to provide technical assistance, support, and
advice to computer users. Students are taught customer service skills and are exposed to
new and immerging tedmology. Computer support specialists troubleshoot and interpret
problems and provide technical support for hardware, software, and systems.

Computer support specialists answer telephone calls; analyze problems using
automatic diagnostic programs. Graduates are knowledgeable in application software
and trained in evaluating new hardware and software in addition to the Computer
Information Systems essential occupational curriculum. Students leam to adapt to a variety
of positions in the rapidly changing computer field. Graduates' abilities include critical
thinking, problem solving, human relations skills, and the ability to apply
technology to work requirements. This program is also offered online.

Admission requirements: 1) Attaiiunent of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general aiiiission.

General Core Curriculum Credit Hours: 18
ENG 101 English 5
OR
ENG 111 Business English 5
ENG 102 Technical Writing 5
OR
ENG 112 Business Communications
EMP 100 Interpersonal Relations &
Professional Development
MAT 1013 Algebraic Concepts
Occupational Curriculum Credit Hours: 78
CIS 103 Operating Systems Concepts 6
CIS 105 Program Design and Development 5
CIS 106 Computer Concepts 5
SCT 100 Introduction to Microcomputers 3
CIS 1140 Networking Fundamentals 6
OR
CIS 2321 Introduction to LAN and WAN
CIS 122 Microcomputer Installation
and Maintenance 7
CIs 1131 Helpdesk Concepts 6
CIS 1132 Customer Service Skills for IT Professionals 6
CIS 127 Comprdiensive Word Processing and
Presentation Graphics 6
CIS 2228 Comprdiensive Spreadsheet Techniques 6
CIS 2229 Comprehensive Database Techniques 6
CIS XXX Language Elective 7
CIS XXX Electives (See advisor for approved list) 3
Total Credit Hours Required for Graduation: 96

N orthwestern Technical College Catalog
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Data Management: Certificate

desktop publishing, and database skills.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
adnUssion.

Occupational Cxirriculum

SCT100
BUS 101
BUS 108
CIS 155
CIS 2228
CIS 2229
CIS 222

Introduction to Microcomputers

Document Processing

Word Processing

Microsoft Windows

Comprdiensive Spreadsheet Technigques
Comprdiensive Database Techniques
Microsoft Office Specialist Certification: Excel

Total Credit Hours Required for Graduation:

The purpose of the Data Management Certificate is to provide instruction in the
use of job-specific software. It is intended for individuals whose job requirements demand
high skill levels in the management and manipulation of data, including the storage
and retrieval of data. The certificate stresses the mastery of advanced spreadsheet skills,

Credit Hours

3

W oo w~NO

34

Note: The Data Management Certificate is offered on campus and online.
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Document Design and Production: Certificate

The Document Design and Production Certificate provides instruction in the use
of job-specific software. It is for students whose job requires high skill levels in producing
printed documents, from single-page announcements and flyers to multiple page
documents such as aiuiual reports. This certificate stresses advanced word processing,
desktop publishing, and graphic design skills.

This program is no longer accepting new students.

Occupational Cuniculum Credit Hours
BUS 101 Document Processing 6
SCT100 Introduction to Microcomputers 3
BUS 108 Word Processing 7
BUS 161 Desktop Publishing | 5
BUS 162 Desktop Publishing Il 5
BUS 201 Advanced Word Processing 3
BUS 105 Database Fundamentals 3
OR
ClS 2229 Comprdiensive Database Techniques 6
BUS 202 Spreadsheet Fundamentals 3
OR
CIS 2228 Comprdiensive Spreadsheet Techniques 6
CIS 1140 Networking Fundamentals 6
OR
CIS 155 Working with Microsoft

Windows Software

Total Credit Hours Required to Graduate; 38-47

Northwestebn Technical College Catalog
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G eneral O ffice Assistant: Certificate

The General Office Assistant program prepares students for entry-level positions
in business office administration. Courses will cover word processing, keyboarding,
English and office procedures.

This program is no longer accepting new students.

Occupational Curriculum Credit Hours
BUS 101 Document Processing 6
BUS 106 Office Procedures 5
BUS 108 Word Processing 5
SCT100 Introduction to Microcomputers 3
Electives (See advisor for approved list) 3

Total Credit Hours Required to Graduate: 22
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Healthcare Supervisor Management
Development: Certificate

The Healthcare Supervisor Management Development Certificate prepares
experienced workers and supervisor/managers to be better supervisors and leaders in
health care. This certificate provides learning opportunities which introduce, develop,
and reinforce academic and occupational knowledge, skills and attitudes required for job
acquisition, retention, and advancement. This certificate is geared especially to understand
the dynamics of working with people in a supportive managerial role to retain workers.

Admission Requirementsfor Certificate: Attainment of 18 or more years of age; achievement of
program ready or provisional scores on the placement test (ASSET or COMPASS), provide
satisfactory ACT or SAT scores taken in the last (5) years or college transfer credits; provide
an official high school or GED diploma; requires a healthcare certification and/or current
employment in a healthcare facility; and completion of general admission requirements.

Occupational Curriculxim Credit Hours
MSD 101 Organizational Behavior 5
MSD 103 Leadership 5
MSD 106 Performance Management 5
MSD 151 Personal Development for Supervisors 5
MSD 156 Supervision in a Service Environment 5
Total Credit Hours Required for Graduation: 25

Northwestern Technical College Catalog
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Health Information Technology;AAS Degree

The Health Information Technology (HIT) Degree program prepares individuals
for health careers in non-clinical settings. Graduates may be responsible for or involved in
the processing, reporting, security, and management of health information crucial to the
delivery of quality patient care. The Health Information Tedmidan is in great demand in a
variety of settings, including acute care hospitals, clinics, doctor's offices, medical groups,
long term care facilities, and increasingly, in awide array of product and service companies
supporting healthcare. Insurance companies, law offices, pharmaceutical companies and
goverrunental entities also offer employment opportunities.

Graduates are eligible to take the National Accreditation exam, given annually by
the American Health Information Management Association. Upon successful completion
of this examination (passing score), the Health Information Tedmidan receives the title of
Registered Health Information Technician (RHIT) and may display these initials after his/
her name. The program also prepares graduates to take the Certified Coding Spedalist
(CCS) exam.

Admission requirements: 1) Attainment of 17 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test(s); and 4) completton of general admission requirements.

Student's are required to complete BUS 212 Anatomy and Terminology or AHS 101
Anatomy and Physiology with the grade of "C" or higher, or approval by program
director, before being admitted into the HIT program.

General Core Curriculum Credit Hours: 40
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introdurtion to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS191 Music Appreciation 5
SPC191 Fundamentals of Speech 5
OR
ENG 195 Technical Communications 5
PSY 191 Introductory Psychology 5
MAT 1111 College Algebra 5
BIO 193 Anatomy & Physiology | 5
BIO 194 Anatomy & Physiology Il 5
BIO 197 Medical Microbiology 5
Occupational Curriculum Credit Hours; 70
SCT100 Introduction to Microcomputers 3
MSD 107 Employee Training and Development 5
OR
Management Elective (See advisor for approved list) 5
MAS 103 Pharmacology 5
MAS 112 Human Diseases 5
HIT 201 Introduction to Health Information 3
Technology

mh-im
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Health Information Technology: AAS Degree (continued)

Occupational Curriculum Credit Hours: 70
HIT 202 Legal Aspects of Health Information 3

Technology
HIT 203 Health Data Management 5
HIT 204 Healthcare Statistics & Research 5
HIT 205 Quality Management and

Performance Improvement 5
HIT 206 Professional Practice Experience | 4
HIT 207 Professional Practice Experience Il 4
HIT 208 Professional Practice Experience Il 4
HIT 210 Electronic Health Records 5
HIT 215 Coding and Classification | - Basic RHIT 4
HIT 216 Coding and Classification Il - Intermediate RHIT 4
HIT 217 Coding and Qassification Il - CCS Track 3

OR

Electives (See advisor for approved list) 3
HIT 218 Coding and Classification IV - CCS Track 3

OR

Electives (See advisor for approved list) 3
Total Credit Hours Required for Graduation: 110

Northwestern Technical College Catalog
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Help Desk Specialist: Certificate

The Help Desk Support Specialist certificate prepares students for a challenging
technical support role in the information technology field. The computer support
occupation is one of the fastest growing fields in toda/s market, and projections are strong
for growth in the help desk support field in the coming decade. Upon completing this
program, students will be qualified to provide technical assistance to computer system
users. Graduates will be prepared to answer questions or resolve computer problen\s for
clients in person, by telephone, or from remote locations. Help Desk Support Speciahsts
will be trained to provide assistance concerning the use of computer hardware and
software, networks, printers, installation, peripherals, word processing, electronic mail,
and operating systems.

Graduates of this program will be prepared to assist customers, troubleshoot
hardware and software problems, and document solutions. Graduates will utilize
knowledge of network and server operations and be able to educate users in resolving
applicatton and networking difficulties. The Help Desk Support Speciahst Certificate will
develop a higher level of understanding of the vital communication skills necessary for
conflict management and effective user training as well as provide students with a string
technical foundation which they may adapt to any business or technical environment. This
certificate is offered on campus and on-line.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
SCT100 Introduction to Microcomputers 3
CIS 103 Operating Systems Concepts 6
CIS 106 Computer Concepts
CIS 122 Microcomputer Installation

and Maintenance 7
CIS 1140 Networking Fundamentals 6
CIS 1131 Help Desk Concepts 6
CIS XXX Electives(See advisor for approved list) 5
Total Credit Hours Required for Graduation: 38

2U0S-200!)
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Internet Specialist

- Website D esign:AASD egree

The Internet Specialist - Website Design program prepares students to work in a
variety of positions in the computer field. The program introduces, develops, and reinforces
academic, technical, and professional knowledge, skills, and attitudes required for job
acquisition, retention, and advancement. The program emphasizes skills in web design
and maintenance concepts and techniques. Students will receive training in multimedia
software, database software for e-commerce applications, ad website design software in
addition to the Computer Information Systems essential occupational

curriculum.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 191
ENG 193

HUM 191

ART 191

MUS191
SPC 191

ENG 195
PSY 191
ECO 191
MAT 1111

MAT 1101

Composition and Rhetoric
Literature and Composition
OR
Introduction to Humanities
OR
Art Appreciation
OR
Music Appreciation
Fundamentals of Speech
OR
Technical Communications
Introductory Psychology
Principles of Economics
College Algebra
OR
Mathematical Modeling

Occupational Curriculum

CIS 105
CIS 106
SCT100
CIS 103
CIS 1140

CIS 2321
CIS 2202
CIS 2211
CIS 1104

CIS 1108
CIS 1123

as 1124

Program Design and Development

Computer Concepts

Introduction to Microcomputers

Operating Systems Concepts
Networking Fundamentals
OR

Introduction to LAN and WAN

XHTML Fundamentals
Website Design Tools

Web Graphics using Adobe Photoshop

OR

Web Graphics using JASC Paint Shop
Web Graphics and Animation

using Adobe Flash
OR

Web Graphics and Animation using Adobe
Illustrator and Adobe Live Motion

Credit Hours: 30
5
5

o o
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Credit Hours: 72-74
5

5
3
6
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Internet Specialist -Website Design: AASDegree (Continued)

CIS 2102 Advanced Web Graphics and Animation
using Adobe Premier
OR
CIS 2104 Advanced Web Graphics and Multimedia using
Adobe Director
OR
CIS 2105 Advanced Web Graphics and Animation using
Adobe Flash
OR
CIS 2005 Advanced Web Graphics using Adobe Photshop
CIS 2231 Design Methodology
CIS 2261 JavaScript Fundamentals
CIS 2281 Database Connectivity

Choose 1 of the courses listed below:

CIS 1106 Introduction to Web Programming using C#.Net 4
CIS 1107 Introduction to Web Programming using PERL 4
CIS 1109 Introduction to Web Programming using VB.NET 4
CIS 1110 Introduction to Web Programming using PHP 4
CIS 1111 Introduction to Web Programming using Python 4
CIS 1151 CIS Intemship 4
CIS 2191 Intemet Business Fundamentals 4
CIS 2291 Network Security 6
Total Credit Hours Required for Graduation: 102-104

mn-2om
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Internet Specialist - W ebsite D esign:

D iploma

The Internet Specialist - Website Design program prepares students to work in a
variety of positions in tfie computer field. The program introduces, develops and reinforces
academic, technical, and professional knowledge, skills, and attitudes required for job
acquisition, retention, and advancement. The program emphasizes skills in web design
and maintenance concepts and techniques. Students will receive training in multimedia
software, database software for e-commerce applications, ad website design software in
addition to the Computer Information Systems essential occupational curriculum.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 101

ENG 111
ENG 102

ENG 112
EMP 100

MAT 1013

MAT 1011

English

OR

Business English
Technical Writing

OR

Business Communications
Interpersonal Relations &
Professiorwl Development
Algebraic Concepts

OR

Business Mathematics

Occupational Curriculum

CIS 105
CIS 106
scrioo
CIS 103
CIS 1140

CIS 2321
CIS 2202
CIS 2211
CIS 1104
CIS 1108
CIS 1123
CIS 1124

CIS 2102

CIS 2104

Program Design and Development
Computer Concepts

Introduction to Microcomputers
Operating Systems Concepts
Networking Fundamentals

OR

Introduction to LAN and WAN
XHTML Fundamentals

Website Design Tools

Web Graphics using Adobe Photoshop

OR

Web Graphics using JASC Paint Shop

Web Graphics and Animation
using Adobe Flash
OR

Web Graphics and Animation using Adobe

Illustrator and Adobe Live Motion

Advanced Web Graphics and Animation

using Adobe Premier
OR

Credit Hours: 18
5

Credit Hours: 72
5

o o w Ol

Advanced Web Graphics and Multimedia using

Adobe Director
OR

N orthwestern Technical College Catalog
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Internet Specialist - Website Design: Diploma (Continued)

CIS 2105 Advanced Web Graphics and Animation using 6
Adobe Flash
OR
CIS 2005 Advanced Web Graphics using Adobe Photoshop 6
CIS 2231 Design Methodology 6
CIS 2261 JavaScript Fundamentals 4
CIS 2281 Database Connectivity 6

Choose 1 of the course listed below:

CIS 1106 Introduction to Web Programming using C#.Net 4
CIS 1107 Introduction to Web Programming using PERL 4
CIS 1109 Introduction to Web Programming using VB.NET 4
CIS 1110 Introduction to Web Programming using PHP 4
CIs 1111 Introduction to Web Programming using Python 4
CIS 1151 CIS Internship 4
CIS 2191 Intemet Business Fundamentals 4
CIS 2291 Netwrork Security 6
Total Credit Hours Required for Graduation; 90

mn-2om
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Linux/UNIX system A dm inistrator: C ertificate

The Linux/UNIX System Administrator Certificate program will complement an
existing array of training programs in the CIS field. The LinuxAJNIX curriculum will be
taught as a stand-alone certificate, for students with prior networking experience, and as
an option in the AAS program. Completion of die program prepares the student to design,
build, and maintain small to medium sized Linux/UNIX based networks.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Achievement of
program ready or provisional scores on the placement test; 3) Completion of general
admission.

Occupational Curriculum Credit Hours
CIS 2554 Introduction to Linux/UNIX 6
CIS 2555 LinuxAJNIX Administration 6
CIS 2556 Linux/UNIX Advanced Admirush-ation 6
CIS 2557 Linux/UNIX Shell Script Programming 6
Total Credit Hours Required for Graduation: 24

Northwestern Technical College Catalog
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Management/Leadership Specialist: Certificate
The Management/Leadership Sf>ecialist Certificate serves as an expanded overview
in the field of management.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum: Credit Hours

MSD 100 Management Principles 5
OR

MKT 101 Principles of Management 5

MSD 102 Employment Law 5
OR

MKT 103 Business Law 5
OR

MSD 105 Labor Management Relations 5

MSD 103 Leadership 5

MSD 106 Performance Management 5

MSD 107 Employee Training and Development 5

SCTIOO Introduction to Microcomputers 3

MSD XXX Electives(See advisor for approved list) 5

Total Credit Hours Required for Graduation: 33

2m«-20m



76

Management & Supervisory Development: AAS D egree

The Management and Supervisory Development program prepares experienced
workers for entry into management or supervisory occupations in businesses and industries.
The program introduces, develops, and reinforces academic and occupational knowledge, skills,
and attitudes required for job acquisition, retention, and advancement. Program graduates who
are experienced workers are prepared to perform management and supervisory fimctions,
such as employee training, labor relations, employee evaluation, and employee counseling and

disciplinary action.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional scores
on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 191
ENG 193

HUM 191
ART 191
MUS 191
SPC191

PSY191

ECO 191
ECO 192

ECO 193
MAT 1111

MAT 1101

Composition and Rhetoric
Literature and Composition
OR

Introduction to Humanities
OR

Art Appreciation

OR

Music Appreciation
Fundamentals of Speech
Introductory Psychology
Principles of Economics
OR

Microeconomics

OR

Macroeconomics

College Algebra

OR

Mathematical Modeling

Occupational Curriculum

MSD 100
MSD 109

ACC 101
MSD 102

MKT 103
MSD 104
MSD 101
MSD 103
MSD 112
MSD 113
MSD 114
MSD 210
MSD 220
SCTIOO

Management Principles

Managerial Accounting and Finance

OR

Principles of Accounting

Employment Law

OR

Business Law

Human Resource Management
Organizational Behavior

Leadership

Introduction to Business and Economics
Business Ethics

Management Communications Technologies
Team Project

Management Occupation Based Instruction
Introduction to Microcomputers

Total Credit Hours Required for Graduation;

N ote; StudenU mustalso take 15 hours ofelective credit within the M anagementand Supervisor)/

Developmentpro®am,

advisor.

Northwestern Technical College Catalog

Credit Hours: 30
5
5
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5
Credit Hours; 56

5

5
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along with 5 hours ofgeneralelectives, chosen in consultation with hisor her
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M anagement and Supervisory Development:

AASDegree, Banking O ption

The Banking Option of the Management and Supervisory Development AAS
Degree is designed specifically for professionals working in the banking industry. It takes
advantage of the existing professional development program offered through the American
Institute of Banking by accepting, for transfer credit, specific college-level AIB courses into
the Management and Supervisory Development program towards an Associate of Applied

Science degree.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 191 Composition and Rhetoric
ENG 193 Literature and Composition
OR
HUM 191 Introduction to Humanities
OR
ART 191 Art Appreciation
OR
MUS191 Music Appreciation
SPC191 Fundamentals of Speech
PSY191 Introductory Psychology
ECO 191 Principles of Economics
MAT 1111 College Algebra

Occupational Curriculum

SCT100 Introduction to Microcomputers
M SD 100 Management Principles
MSD101 Organizational Behavior

MSD 102 Employment Law

MSD 103 Leadership

MSD 113 Business Ethics

MSD 220 Management Occupational

Based Instruction

Approved AIB Courses for Transfer

1000 Accounting

2310 Economics for Bankers
7740 Marketing for Bankers
1370 Principles of Banking
4310 Supervision

1350 Money and Banking

Total Credit Hours Required for Graduation:

2mn2m

Credit Hours: 30
5
5
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Credit Hours: 33
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M anagement & Supervisory Development: Diploma

The Management and Supervisory Development program prepares experienced
workers for entry into management or supervisory occnapations in a variety of businesses
and industries. The program provides learning opportunities that introduce, develop and
reinforce academic and occupational knowledge, skills, and attitudes required for job
acquisition, retention, and advancement.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 111
ENG 112
MAT 1011

MAT 1012
EMP100

Business English

Business Communications
Business Math

OR

Foundations of Mathematics
Interpersonal Relations &
Professional Development

Occupational Curriculum

MSD 100
MSD 101
MSD 109

ACC 101
MSD 102

MKT 103
MSD 104
MSD 103
MSD 106
NCD 210
MSD 112
MSD 113
MSD 114
MSD 220

SCT100

Management Principles
Organizational Behavior
Managerial Accounting and Finance
OR

Principles of Accounting
Employment Law

OR

Business Law

Human Resource Management
Leadership

Performance Management
Team Project

Introduction to Business and Economics

Business Ethics.

Management Communication Technologies

Management Occupation
Based Instruction |
Introduction to Microcomputers

Electives (See advisor for approved list)

Total Credit Hours Required for Graduation:

Credit Hours: 18
5
5
5

Credit Hours: 71
5
5
5
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M edical Language Specialist: Certificate

(FORMERLY MEDICAL TRANSCRIPTION)

The Medical Language Specialist program includes instruction in transcription,
proofreading, and report analysis while applying medical terminology and computer
application skills.

Admission requirements: 1) Attaiiunent of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) Keyboarding skills must be 40 words per
minute; 4) achievement of program ready or provisional scores on the placement test; and
5) completion of general admission.

Occupational Curriculum Credit Hours
SCT100 Introduction to Microcomputers 3
BUS 101 Document Processing 6
BUS 211 Medical Terminology 3
OR
AHS109 Medical Terminology for Allied Health 3
BUS 212 Anatomy and Terminology 5
OR
AHS 101 Anatomy and Physiology 5
BUS 213 Medical Document
Processing/Transcription 5
BUS 214 Advanced Medical Document Processing 5
MAS 112 Human Diseases 5
ENG 111 Business English 5
Electives (See advisors for approved list) 6

Total Credit Hours Required for Graduation; 43

Note: The Medical Language Specialist Certificate is offered on campus and online.

gniauji_braDATXCTniJ[iuN
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M edical O ffice Assistant: Certificate

(FORMERLY MEDICAL RECEPTIONIST)

The Medical Office Assistant Certificate is designed to provide the educational
opportunities to individuals that will enable them to obtain the knowledge and skills
necessary to secure an entry level position as a receptionist in a physician's office, hospital,
clinic, or other related areas. Technical courses apply to the degree or diploma program in
office technology.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisiorwl
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
SCT100 Introduction to Microcomputers 3
BUS 101 Document Processing n
BUS 216 Medical Office Procedures 6
BUS 211 Medical Terminology JL3ctO 3
OR
AHS 109 Medical Terminology for Allied Health 3
ENG 111 Business English 0 5
Electives (See advisors for approved list) I? ' 6
Total Credit Hours Required to Graduate 29
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Microsoft Excel Application Specialist: Certificate

The Microsoft Excel Application Specialist Certificate is for end users of Microsoft
Excel. Students completing the certificate and passing the Microsoft examination may be
certified in Excel. This certificate is offered on campus and on-line.

Admission Requirements: 1) Attainment of 16 or more years of age; 2) Documentation
of high school graduation or completion of GED; 3) achievement of program ready or
provisional scores on the ASSET placement test; and 4) completion of general admission
requirements.

Occupational Curriculum Credit Hours
SCT100 Introduction to Microcomputer 3

CIS 2228 Comprehensive Spreadsheet Techniques 6

CIS 222 Microsoft Office Specialist Certification: Excel 3

CIS XXX Electives (See advisor for approved list) 3

Total Credit Hours Required for Graduation: 15
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Microsoft Word Application Professional: Certificate

The Microsoft Word Application Professional Certificate prepares students to
be end users of Microsoft Word. The program emphasizes keyboarding and Microsoft
Word operations necessary for successful employment. It provides short-term training for
students desiring to progress in their occupation or who want to gain more technological
understanding.

This program is no longer accepting new students.

Occupational Curriculum Credit Hours
SCr 100 Introduction to Microcomputers 3
BUS 101 Document Processing 6
BUS 108 Word Processing 5
BUS 201 Advanced Word Processing 5
Total Credit Houis Required for Graduation; 19
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Network Security+ Certificate

The Network Security+ Certificate is designed to give students the skills necessary
to implement a Windows network in a secure manner and aid in establishing and enforcing
company security policies. Some of the topics covered include computer and networking
basic configurations, understanding network hardware, installing and securing the client,
installing and securing the server, cryptography, firewall basics, hacking exploits and
defense, and securing a wireless network. This program of study will prepare the student
for the CompTIA Security+ certification exam.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Cuniculmn Credit Hours
CIS 106 Computer Concepts 5
CIS 1140 Networking Fundamentals 6
CIS 2291 Network Security 6
Choose One of the Following Sequences;
CIS 2554 Introduction to LinuxAJnix 6
CIS 2555 Linux/Unix Administration 6
OR
CIS 2321 Introduction to LAN and WAN 6
CIS 2322 Introduction to WAN'’s and Routing 6
Total Credit Hours Required for Graduation; 29
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Network Security Specialist: Certificate

The Network Security Specialist program provides the skills and knowledge
necessary to design, install, and maintain secure networks. The program provides students
with the theoretical knowledge and practical experience needed to become a successful
network security professional.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours: 29
CIS 106 Computer Concepts 5

CIS 1140 Networking Fundamentals 6

CIS 2149 Implement MS Windows Prof 6

CIS 2150 Implement Microsoft Windows Server 6

CIS 2291 Network Securities 6

Total Credit Hours Required for Graduation; 29
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Networking Specialist: AAS Degree

The Networking Specialist program prepares students to work in the computer
networking field. The program introduces, develops, and reinforces academic, technical,
and professional knowledge, skills, and attitudes required for job acquisition, retention,
and advancement, emphasizing skills in networking fundamentals and the Gjmputer
Information systems essential occupational curriculum. The CISCO option prepares
students for the CISCO Certified Networking Associates Exam (CCNA) and the Windows
2000 options prepares students for the Microsoft Certified Systems Administrator

certification.

Admission requirements: 1) Attaiiunent of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 191 Composition and Rhetoric
ENG 193 Literature and Composition
OR
HUM 191 Introduction to Humanities
OR
ART 191 Art Appreciation
OR
MUS 191 Music Appreciation
SPC 191 Fundamentals of Speech
PSY 191 Introductory Psychology
ECO 191 Principles of Economics
MAT 1111 College Algebra
Occupational Curriculum
CIS 105 Program Design and Development
CIS 106 Computer Concepts
SCT 100 Introduction to Microcomputers
CIS 103 Operating Systems Concepts
CIS 122 Microcomputer Installation
and Maintenance
CIS 1140 Networking Fundamentals
OR
CIS 2321 Introduction to LAN & WAN
CIS XXX Language Elective
CIS XXX Electives (See advisor for approved list)
Choose one of the following two options:
CISCO Option
CIS 2322 Introduction to WANSs and Routing
CIS 276 Advanced Routers and Switches
CIS 277 WAN Design
CIS XXX Electives (See advisor for approved list)
Linux/ UNIX Option
CIS 2554 Introduction to Linux/UNIX
CIS 2555 Linux/UNIX
CIS 2556 Linux/UNIX Advanced Administration
CIS 2557 Linux/UNIX Shell Script Programming

Total Credit Hours Required for Graduation:

200g-2m
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Networking Specialist: Diploma

The Networking Specialist program prepares students to work in the computer
networking field. The program introduces, develops, and reinforces academic, tedmical,
and professional knowledge, skills, and attitudes required for job acquisition, retention,
and advancement, emphasizing skills in networking fundamentals and the Computer
Information systems essential occupational curriculum. The CISCO option prepares
students for the CISCO Certified Networking Associates Exam (CCNA) and the Windows
2000 options prepares students for the Microsoft Certified Systems Administrator

certification.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ENG 101 EngUsh
OR
ENG 111 Business English
ENG 102 Technical Writing
OR
ENG 112 Business Communications
EMP 100 Interpersonal Relations &
Professional Development
MAT 1013 Algebraic Concepts

Occupational Curriculum

CIS 105 Program Design and Development
CIS 106 Computer Concepts
SCT100 Introduction to Microcomputers
CIS 103 Operating Systems Concepts
CIS 122 Microcomputer Installation
and Maintenance
CIS 1140 Networking Ftmdamentals
OR
CIS 2321 Introduction to LAN & WAN
CIS XXX Language Elective
CIS XXX Electives (See advisor for approved list)

Choose one of the following two options;

CISCO OpHon

CIS 2322 Introduction to WANSs and Routing

CIS 276 Advanced Routers and Switches

CIs 277 WAN Design

CIS XXX Electives (See advisor for approved list)
Linux ZUNIX Option

CIS 2554 Introduction to Linux/UNIX

CIS 2555 Linux/UNIX

CIS 2556 LinuxAJNIX Advanced Administration
CIS 2557 Linux/UNIX Shell Script Programming

Total Credit Hours Required for Graduation:

Credit Hours: 18
5

Credit Hours: 72
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Organizational Leadership: Certificate

The Organizational Leadership Certificate program is designed for students who
are moving into supervisory roles in his or her workplace. It provides students with skills
and knowledge in fields fi-om workplace law to leadership and evaluation processes.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum: Credit Hours
MKT 101 Principles of Management 5
MSD 102 Employment Law 5
MSD 103 Leadership 5
MSD 106 Performance Management 5
MSD 107 Employee Training and Development 5
SCTIOO Introduction to Microcomputers 3
Total Credit Hours Required for Graduation: 28
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PC Repair and Network Technician: Certificate
The PC Repair and Network Technician certificate prepares the student with the
skills needed to perform personal computer troubleshooting and repair.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum Credit Hours
SCTIOO Introduction to Microcomputers 3
CIS 103 Operating Systems Concepts 6
CIS 106 Computer Concepts 5
CIS 122 Microcomputer Installation
and Maintenance 7
CIS 1140 Networking Fundamentals 6
OR
CISs 2321 Introduction to LAN & WAN 6
Total Credit Hours Required for Graduation; 27
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SupervisorAlanager Specialist: Certificate
The Supervisor/Manager Specialist Certificate program serves as an introduction
to the basics of supervision and/or management.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum; Credit Hours

MSD 100 Management Principles 5
OR

MKT 101 Principles of Management 5

MSD 103 Leadership 5

MSD 104 Human Resource Management 5

MSD 102 Employment Law 5
OR

MKT 103 Business Lak® 5
OR

MSD 105 Labor Management Relations 5

Total Credit Hours Required for Graduation: 20

mrms



90

Team Leader: Certificate

The Team Leader Certificate prepares students to assume a first-line supervisory
position. The certificate content addresses major issues confronted by the first-hne
supervisor. This certificate includes 5 hours of elective credit, allowing for significant
customization of the curriculum to fit almost any corporate situation.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum: Credit Hours
MSD101 Organizational Behavior 5
MSD103 Leadership 5
Electives (See advisor for approved list) 5
Total Credit Hours Required for Graduation; 15

Northwestern Technical College Catalog
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Technical Communication Specialist: Certificate

The certificate is designed to prepare motivated students for jobs requiring written
and oral communication skills along with technical proficiency allowing ~em skills for
translating technical knowledge to different audiences. This type of technical traiiung
program is common at many technical colleges in the United States. It encompasses a skill
set that is in high demand by employers both in the local service area and nationwide.
Although a formal survey has not been administered, anecdotal evidence obtained at the
time of advising (four times a year) indicates that students see this program both as a stand-
alone career path program and as a supplemental area of expertise that could be developed
in concert with his or her major field of study.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
SCTICX) Introduction to Microcomputers 3
ENG 191 Composition and Rhetoric 5
BUS 101 Document Processing 6
Cls 127 Comprdiensive Word Processing and
Presentation Graphics 6
BUS 161 Desktop Publishing | 5
SPC191 Fundamentals of Speech 5
PSY191 Introductory Psychology 5
MAT 1111 College Algebra 5
OR
MAT 1101 Mathematical Modeling 5
MAT 1127 Introductions to Statistics 5
OR
MAT 1113 Pre-Calculus 5
Electives (See advisor for approved list) 5
Take one of the following courses:
ENG 195 Technical Writing 5
ENG 193 Literature and Composition 5
HUM 191 Introduction to Humanities 5
ART 191 Art Appreciation 5
MUS191 Music Appreciation 5
Total Credit Hours Required for Graduation: 55
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Technical Management Specialist; Certificate
The Technical Management Specialist Certificate program is designed to allow
integration of management knowledge and other areas of technical training.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general

admission.

Occupational Curriculum

MSDIOO

MKT 101
MSD 102

MKT 103

MSD 105
MSD 104
SCT 100
MSD XXX
XXX XXX

Management Principles

OR

Principles of Management

Employment Law

OR

Business Law

OR

Labor Management Relations

Human Resource Management
Introduction to Microcomputers
Electives (See advisor for approved list)
Electives(See advisor for approved list)

Total Credit Hours Required for Graduation:

Credit Hours
5
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W eb Site Designer: Certificate

This certificate program is designed to provide students with an understanding
of the concepts, principles, and techniques required to create and maintain web sites. This
program is for students seeking to add web page design knowledge to his or her current IT
skills and will qualify students for employment as entry level web site designers.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation
of high school graduation or completion of GED; 3) achievement of program ready or
provisional scores on the placement test; 4) completion of general admission; and 5) SCT
100 and CIS 1140 or equivalent experience and advisor approval.

This program is no longer accepting new students.

Occupational Curriculum Credit Hours
CIS 2202 XHTML Fimdamentals 5
CIS 2231 Design Methodology 6
CIS 2281 Database Cormectivity 6
CIS 2261 JavaScript Fundamentals 4
ClIs 2211 Web Site Design Tools 6
CIS 1104 Web Graphics Using Adobe Photoshop 4
CIS 1123 Web Graphics & Animation Using Adobe Flash 6
Total Credit Hours Required for Graduation: 37
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Associate Degree Nursing: Guidelines

The Associate Degree Nursing program at Northwestern Technical College
prepares the learner to apply the behaviors, knowledge, and skills required of a self-
directed, critical thinking, beginning nurse generalist. Upon successful completion of the
program, the graduate will be able to function as a provider of care, marmger of care;, and
member of the discipline of nursing. The program has received approval from the Georgia
Board of Nursing and accreditation by the National League for Nursing Accreditation
Commission.

Students who meet all the admission requirements of the college and are
candidates for the ADN program, may begin taking general core curriculum classes at
any time. Students who are enrolled in these courses should understand that enroliment
in general education classes does not guarantee admission to the ADN program. They
should also be aware that there is a high level of competition for entrance into the nursing
sequence. Students must be 17 years of age before entering the nursing sequence in order
to comply with clinical facility requirements.

Admission Requirements (Generic Ttack)

Selection for admission to the ADN program is based on a point system which
includes consideration of course grades, state of residency, number of core courses that
have been completed and pre-entrance examination scores. Selection for entrance into
the fall class will be made during the prior summer quarter. An application to the ADN
program (available in the nursing department office) must be completed and received in
the department office no later than February 1 for inclusion in that year's applicant pool
for the following fall quarter. Applications received after this date will not be considered.
The application may be submitted at any time after acceptance to the college and declaring
nursing as a major.

By the end of the spring quarter prior to selection, the applicants must
1) be officially admitted to Northwestern Technical College and have declared
associate degree nursing as a major,
2) have completed all leaming support courses,
3) have biology course credits within the past five years,
4) have a cumulative grade point average of at least 3.0 calculated for the
program required core courses completed (all attempts will be included in the

calculation),

5) obtain a minimum composite score of 65th percentile on the pre-entrance
examination

6) be able to meet the technical standards listed under "Essential Requirements
for Nursing".

Selection Process

Students who submitted an application to the ADN department by the February
1st deadline will receive a letter notifying them of the dates, times, location, and cost of
the entrance exam. Should a student register for tiie exam and not take it on die assigned
date, the costof tile exam will be forfeited. That student will not be considered for selection.
When exam results are received and spring quarter grades have been posted, faculty will
begin the selection process using a point system that considers course grades, state of
residency, number of core courses that have been completed and pre-entrance exam scores.
Students will be notified by letter tiiat tiley are accept”™ or not accepted. Students who are
not accepted will have tfie opporturuty to be considered for the next year's class. They will
have an opportunity to retest the following year if they so desire or they may keep their
current score. Students who retest must pay another exam fee.
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Once students are selected for admission to the ADN program, they must attend
a mandatory orientation session. The dates and times will be included in the acceptance
letter. During the orientation, the students will receive additional information about
program requirements. This will include;

1) American Heart Association CPR certification for the Healthcare Provider,

2) student liability insurance,

3) personal health history,

4) physical assessment by a healthcare provider,

5) record of immunizations and titers,

6) Healthstream programs,

7) ADN student handbook.
Upon admission to the program, students must also have a mandatory background check
and a mandatory annual random drug screen performed at students' expense.

Nursing LPN to ADN Transition: Guidelines

Transition Students

The associate degree nursing program has an accelerated track for LPNs who
desire to transition to ADN. The LPN to ADN Transition track of the ADN Program pro-
vides qualified Licensed Practical Nurses the opportunity to advance their formal nursing
education to achieve an Associate Degree in Nursing and quaUfy to take the National
Council Licensing Examination for Registered Nurses (NCLEX-RN). The program builds
on the previous education and experience of the LPN providing an accelerated track for
completion of the degree requirements.

Admission Requirements (Ttansition Track)

A Licensed Practical Nurse (LPN) may receive advanced placement in the nursing
program if they hold a valid unencumbered license with documentation of employment
as a LPN with a minimum of 2000 clock hours witiiin three years prior to admission.
Admission is a competitive and based on a point system that considers course grades, state
of residency, and pre-entrance examination scores.

The applicants must
1) Be officially admitted to Northwestern Technical College and declared
associate degree nursing as a major
2) Have completed all required core courses by the end of Spring Quarter
3) Have science course credits less than 5 years old
4) Have a cumulative grade point average (GPA) of a least 3.0 calculated for the
program required core courses (all attempts will be included in this calculation)
5) Obtain a minimum of 65th percentile on the pre entrance exam
6) Obtain a minimum of 70th percentile on the NLN ACE-I LPN to ADN
Mobility Exam.
7) Obtain an 85% passage score on a dosage calculation examination
8) Validate selected nursing skills
9) Be able to meet tt\e physical demands requirements as listed under "Essential
Requirements for Nursing"” (See College Catalog)
10) Have an application to the nursing program on file in the nursing office by
Febmary 1 prior to the summer quarter they plan to begin the nursing sequence.
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Process for Application

Students may apply to the associate degree nursing program at any time after
acceptance to the college and declaring nursing as their major.

1) Obtain an application form from the nursing department

2) Return the completed application form to the nursing department no later
than February 1st preceding the summer quarter they wish to enter the program

3) Submit a copy of current LPN license and proof of employment hours

Selection Process

During winter quarter the nursing department secretary will send a letter to
LPNs who have applied for advanced placement in the ADN program by the February
1st deadline. This letter will notify the students about the date, time, location and cost for
the administration of the pre-entrance examination. After receipt of the letter, students
should:

1) Return the enclosed form indicating their intent to take the examination

2) Pay and register for the examination as instructed and provide the nursing
department secretary with a copy of the receipt of payment. The pre-entrance
examination will be administered in late winter or early spring quarter.

Failure to take the examination will result in forfeiture of the examination cost.

Those applicants who obtain aminimum of the 65th percentile on the examination
will be eligible to take the ACE-I examination. Upon attainment of a minimum of 70th
percentile on tfiis examination, applicants will take a dosage calculation examination. There
will be two attempts available for this examination. The final step in the selection process
is validation of selected nursing skills. Once the testing process is complete, students will
be selected by the faculty using a point system that includes core course grades, state of
residency, and pre-entrance test scores.

After the completion of the selection process by the faculty, students will be
notified by letter that they are accepted or not. The letter will state the date and time for a
mandatory orientation. Applicants who are not accepted will have the opportunity to be
considered for the generic nursing class or they may attempt to enter the transition class
the next summer quarter.

For further infoimation about nursing program requirements please see the Associate
Degree Nursing section of this catalog. Students in the transition track of die ADN
program are required to meet the same program requirements as those in the generic
track.
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Additional Guidelines for Generic and Transition T racks

Transfer Credit

Students with transfer credit from another nursing program may be considered
for admission with advanced standing on a case by case basis. They must meet the same
entrance requirements as all other students. However, satisfying the listed requirements
does not guarantee admission to the program with advanced standing. Transferring
students will not be given priority over currently enrolled or returning students. These
students must also submit a letter of recommendation from his or her former nursing
program director.

Retention Policies

In order to progress through the associate degree nursing program, students must:
1) maintain a cumulative GPA of 2.0 (70%) or better. This average or greater
must be achieved in each course in order to progress to the next quarter of the
nursing program.
2) meet special requirements in academic achievement required by some
courses, such as 80% or 90% on dosage calculation examinations and
completion of standardized tests.
3) attain an overall 75% or better unit test average, and an overall total test
average of 75% (unit exams plus final exam) excluding other points.
4) have satisfactory clinical and skills performance as defined on the clinical
evaluation tool in each clinical course.
5) maintain CPR certification and carry professional liability insurance while
enrolled in nursing courses. Students will not be allowed in the clinical agencies
without CPR certification and liability insurance.
6) maintain annual health requirements

Readmission Policies and Requirements

Students who do not progress in the nursing program may be considered for
readmission to the program. Only one readmission into the nursing program per track
is permitted. Students must continue to be in good standing with the institution and the
nursing program (i.e. no disciplinary or academic misconduct on record). Students must
complete a request for readmission and meet with the director of the ADN program for an
interview at least one quarter prior to the quarter of readmission. In order to be considered
for readmission, students must:

1) meet the current admission requirements.

2) enroll in the unsuccessful course.

3) complete current program requirements.

Reentry is conditional upon class and clinical space availability. If reentry is
requested for NUR 191 or NUR 192 (first quarter nursing courses) students will be placed
back into the applicant pool for the next class selection. They will be ranked using the same
process as all other candidates; however nursing courses will be included in the criteria
used and in calculating the GPA. If tiie reentry is for any subsequent courses, a reentry
score will be calculated based on prior nursing course averages and dosage calculations
examination averages. Students will then be ranked according to the reentry score. All
efforts will be made to facihtate reentry.
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Essential Requirements for Nursing
All candidates for the associate degree in nursing must meet intellectual, physical,
and social core performance standards necessary to provide safe patient care in an
independent manner. The areas below include examples of necessary activities and skills
but are not all-inclusive.
1) Critical Thinking: Critical thinking ability sufficient for clinical
judgment. Examples include identification of cause/effect relationships in
clinical situations, development of care plans, transferring knowledge from one
situation to another, evaluate outcomes, problem solving, prioritizing, using
short and long term memory.
2) Interpersonal: Interpersonal abilities sufficient to interact with individuals,
families, and groups from a variety of social, emotional, cultural and intellectual
backgrounds. Examples include establishing rapport with patients/clients,
families, and colleagues, negotiation of interpersorial conflict, and respect of
cultural diversity.
3) Communication: Communication abilities sufficient for verbal and written
interaction with others. Examples include explanation of treatment procedures,
initiation of health teaching, documentation and interpretation of nursing
actions and patient/client responses, and written and oral reports to other health
care professionals.
4) Mobility: Physical abilities sufficient for movement from room to room and
in small spaces. Examples include moving around in a patient's room, work
spaces and treatment areas; administration of cardiopulmonary procedures
such as resuscitation; sitting or standing and maintaining balance for long
periods; twisting, bending, stooping; moving quickly in response to possible
emergencies; pushing, pulling, lifting or supporting a dependent adult patient;
squeezing with hands and fingers; and repetitive movements
5) Motor Skills: Gross and fine motor abilities sufficient for providing safe,
effective nursing care. Examples include calibration and use of equipment,
positioning of dependent adult patients/clients, grasping and manipulation of
small objects/instruments, using a computer keyboard, and vsrriting with a pen.
6) Hearing: Auditory ability sufficient for monitoring and assessing health
needs. Examples include hearing monitor and pump alarms, emergency signals
fire alamis, auscultatory sounds and cries for help.
7) Visual: Visual ability sufficient for observation and assessment necessary in
nursing care. Examples include observation of patient/client responses such as
respiratory rate and depth, skin color, and other physical signs; visualization
of monitors, watches with second hands, medication labels and vials, and
increments on a medication syringe; visualization of objects from twenty
inches to twenty feet away; use of depth perception and peripheral vision;
distinguishing colors; and reading written documents.
8) Tactile: Tactile ability sufficient for physical assessment. Examples
include performance of palpation, functions of physical examination (such
as discrimination of pulses and detection of temperature), and functions related
to therapeutic intervention (such as insertion of a catheter).
9) Emotional: Emotional stability sufficient to tolerate rapidly changing
conditions and environmental stress. Examples include establishment of
therapeutic interpersonal boundaries, providing patients/clients with emotional
support, adapting to changing conditions in the work environment and stress,
dealing with unexpected or unpredictable events, maintaining focus on task,
performing multiple tasks concurrently, and being able to handle strong
emotions.
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Taken from Southern Council on Collegiate Education for Nursing (1993, reapproved 2004)
and National Council of State Boards of Nursing, Inc Guidelines for Using Results of
Functional Abilities Studies and Other Resources (1999).

Work Environment Associated Risks
These include
1) Handling sharp instruments.
2) Exposure to infections (communicable diseases).
3) Strains (heavy lifting).
4) Exposure to latex.
OSHA Risk Factor - Category A
Includes
1) Exposure to blood and other body fluids.
2) Exposure to noxious smell, either toxic or non-toxic.
3) Exposure to toxic fumes, gases, vapors, mists, or liquids w™hich could,
depending on the chemical, cause general or localized disabling conditions as a
result of inhalatiorv ingestion, or action on the skin.

Graduation Requirements

All courses in the nursing curriculum must be successfully completed in order
to graduate. However, only students who have completed required course work, and
received the ADN degree are eligible to sit for the NCLEX-RN exam for licensure as a
registered nurse. Students must also pass a HESI Exit Exam which will be administered
during tiie NUR 294 Nursing Seminar course in the final quarter of the program. Students
must score 875 on the HESI Exit Exam within three attempts to pass NUR 294. Students
will be required to submit remediation between attempts as specified by the nursing
faculty within time frames that will be determined on a case by case basis. If they do not
pass the HESI Exit Exam before the end of spring quarter they will receive an incomplete
in the course and will not be able to graduate. If they score 875 on a subsequent attempt,
the incomplete will be changed to the eamed grade and they will be able to apply to sit for
the NCLEX-RN if ttiey meet all other course, program, and graduation requirements. If the
required HESI score is not achieved within three attempts, they will not pass NUR 294 and
will have to repeat the course. Reentry is on a space available basis. (See Readmission Policies
and Requirements)

Licensure Availability

The Georgia Board of Nursing has the authority to render a potential candidate
ineligible for licensure as a registered nurse based on previous events, such as misdemeanor
and/or felony conviction.

Administrative Code 43-26-11 of the Georgia Board of Nursing states:

The board shall have the authority to refuse to grant a license to an applicant, to
revoke the license of a licensee, or to discipline a licensee ufX)n a finding by the board that
the applicant or licensee has:

1) Been convicted of any felony, crime involving moral turpitude, or crime

violating a federal or state law relating to controlled substances or dangerous

drugs in the courts of this state or any other state, territory, or coimtry, or in the
courts of the United States, including but not limited to a plea of nolo contender
entered to the charge.

2) Displayed an in”ility to practice nursing as a registered professional nurse

or licensed undergraduate nurse with reasonable skill and safety due to illness,

use of alcohol, drugs, narcotics, chemicals, or any other type material, or as a

result of any mental or physical condition.
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Associate Degree Nursing: ADN Degree

General Core Curriculum Credit Hours: 48
BIO 193 Anatomy and Physiology 1 5 (4 class, 3 clinical)
BIO 194 Anatomy and Physiology Il 5 (4 class, 3 clinical)
B1O 197 Microbiology 5 (4 class, 3 clinical)
PSY191 Introduction to Psychology 5 (5 class)
PSY291 Human Growth and Development 5 (5 class)
MAT nil College Algebra 5 (5 class)
OR
Equivalent or Higher Math Course 5 (5 class)

(N ote: Contem porary M ath no longerfills this requirement)

ENG 191 Composition and Rhetoric 5(5 class)
ENG 193 Literature and Composition 5 (5 class)

OR
HUM 191 Introduction to Humanities 5 (5 class)

OR
ART 191 Art Appreciation 5 (5 class)

OR
MUS 191 Music Appreciation 5(5 class)
SPG 191 Fundamentals of Speech 5 (5 class)
SCTIOO Introduction to Microcomputers 3 (3 class)
Nursing Curriculum Credit Houi
NUR 191 Fundamentals of Nursing 6 (5 class, 3 clinical)
NUR 192 Dosage Calculations 3 (3 class)
NUR 193 Lifespan Nursing Care | 10 (7 class, 9 clitucal)
NUR 194 Lifespan Nursing Care Il 10 (7 class, 9 clinical)
NUR 291 Nursing Care of the Childbearing Family 10 (7 class, 9 clinical)
NUR 292 Nursing to Promote Mental Health 10 (7 class, 9 clinical)
NUR 293 Lifespan Nursing Care 111 10 (7 class, 9 clinical)
NUR 294 Nursing Seminar 3 (3 class)
Total Credits Required for Graduation: 110

For Transition Students

General core curriculum requirements are the same as listed above

~Admission to transition track provides creditfor

NUR 191 and NUR 192

NUR 200 LPN to ADN Transition 9 (7 class, 6 clinical)
NUR 200 provides creditfor

NUR 193 and NUR 194

NUR 291, NUR 292, NUR 293, NUR 294

Houre legend:
Class Hours: one credit hour for one clock hour per week
Clinical Hours: one credit hour for three clock hours per week

Requirementafor the ADN Degree

Minimum program lengthfor generic students: 3 quarters on Lewi | (1 year) + 3 quarters on Level Il (1 year)
=6 quarters (2 years).

Minimum program length for transition students: 1 quarter transition and 3 quarters of Level 11 courses = 4
quarters.

N ote: The Nutting D epartmenthas aprepared program courte seifueuce M whidt students tNtheADN

ArogrmnU ke~ eguwedcjassa® MU M eNH tacMhel/un«tgD eEirhttAn
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Cardiovascular Technology Guidelines:

Admission is competitive and based on a point system consisting of applicants' course
grades, residency (preference is given to Georgia residents), and pre-entrance Health
Occupation Aptitude Test. Students are selected each August for admission to the Fall
Quarter.

The applicant must be in good academic standing at the time of selection to be considered
as a candidate for admission. Admission to the college does not guarantee admission to the
cardiovascular technology program.

Applicants to the Cardiovascular Technology program will be considered for admission
based on the following criteria.

1) Be officially admitted to Northwestern Technical College and declared cardio
vascular technology as a major.

2) Submission a student application for the CVT program.

3) Submission of a brief autobiography.

4) Achieve of satisfactory scores on the Health Occupations Aptitude Test.

5) Documentation of physical examination and immunization records three
weeks prior to clinical setting.

6) Submission of a completed background check prior to entering the clinical
setting.

7) Completion of HealthStream Orientation a requirement by The Joint
Commission on Accreditation of Hospital Organization.

8) Ability to comply with health related standards and meet minimum essential
skill requirements.

9) Payment of fees for liability insurance.

10) Documentation of current CPR certification.

Transferring Students:

Students who are transferring from other regionally accredited Cardiovascular
Technology programs must meet all NTC and Cardiovascular Technology admission
requirements. In addition:

1) Transfer students must be in good standing at their previous institution.

2) Transfer students must submit a letter of recommendation from a professor at
their previous institution.

3) Transfer students may be required to document proficiency or repeat
Cardiovascular Technology coursework taken more than 2 years prior to
admission to the Cardiovascular Technology program.

4) Transfer students may be required to document proficiency or repeat science
courses taken more than 3 years prior to admission to the Cardiovascular

Technology program.
5) Only courses with agrade of "C" or better will be acceptable for transfer into

the Cardiovascular Technology program.

NORTHWEsmw Technical College Catalog
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Cardiovascular Essential Skill Requiremenfc
In order to complete the Cardiovascular Tedmology program at the college, students will
be required to meet the essential skill requirements of the program described below:

1) Meet adniissions standards.

2) Perform, read, and interpret vital body signs.

3) Administer and evaluate all types of medications followii\g safe procedures.
4) Perform sterile and isolation techniques.

5) Be physically capable of standing long periods of time. Minimal liftir\g will
be ne~ed. Assistin lifting, transferring, and moving patients according to safety
standards.

6) Perform daily functions for patients; assist with vascular, invasive and
noninvasive procedures.

7) Read and interpret legal documents within the scope of cardiovascular
practice.

8) Perform documentation procedures.

9) Move throughout the clinical site in an efficient manner.

10) Communicate verbally and non-verbally with tact and understanding with
patients, families, and coworkers.

11) Perfbrm and maintain CPR certification.

12) Demonstrate progressive independence without constant supervision.

13) Demonstrate persistent appropriate personal grooming in class and clinical
practice.

14) Be able to follow policies and procedures required in work setting and field
work setting.

15) Demonstrate and maintain professional behavior.

16) Demonstrate warmth, patience, and compassion to ensure trust and respect
from your patients and your colleagues.

17) Be flexible and willing to change as necessary to meet the environment needs

of others.

Retention Policies;
1) Occupational Cardiovascular students must maintain a cumulative grade
point average (GPA) of 2.5 to remain in the program.
2) Cardiovascular Technology students must maintain a "C", 75 or hi”er grade
in each course, including practicum's (fieldwork), in order to progress to the next
quarter of die Cardiovascular Technology program.
3) Cardiovascular Technology students must maintain CPR certification.
4) Cardiovascular Technology students must maintain liability insurance.
5) Ability to comply with health related standards and meet minimum essential
skill requirements.

Readmission Policies:
1) Students withdrawing or failing a class after admission into the
Cardiovascular Technology program will be allowed to return to the program
one time when the class is next offered.
2) Students withdrawing or failing a second time must be admitted back into the
Program and repeat all coursework.
3) Students seeking readmission must meet all current admission requirements.

4) Students seeking readmission must be in good standing with NTC.
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Clinical Requirements:

Physical Demands:

Students will be involved in fieldwork expjeriences in hospitals. Students may be exposed to
communicable diseases and incur strains due to lifting, transferring, and moving patients.
Students may be exposed to body fluids and blood. Due to the nature of the cardiovascular
technology practice, the work is considered medium work requiring the ability to push/pull
carts, etc. weighing 50 pounds is required. The job can be tiring as in most settings you will
be required to do frequent stooping, reaching, standing, sitting, and/or walking. Manual
dexterity isneeded in the manipulation of treatmentequipment. The ability to communicate
and express ideas by spoken word and written expression is required. There may be added
mental and physicd stress in the allied health field.

OSHA Risk Factor - Category A:

A change of exposure to blood and other body fluids is high and a condition ofemployment.
The position exposes the employees to noxious smell, either toxic or nontoxic, exposure to
toxic fumes, gases, vapors, mists of liquids which could, depending on the chemical, cause
general or localized disabling condition, as a result of inhalation, ingestion, or action of the

skin.

N orthwestern Technical College Catalog
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Cardiovascular Technology:AAS Degree

The Cardiovascular Technology degree program prepares students to work
with physicians to evaluate, diagnose, and treat heart patients. The first year consists
of cardiovascular core classes, and the second year is spent in the student technologist's
chosen specialty. The degree has been designed to provide an individual tfie entry level
skills required for success in a cardiovascular catheterization lab or an echovascular or
vascular area department. Students can choose from among three specializations: Invasive,

Norunvasive, and Vascular.

Admission requirements’. 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Geneial Core Curriculum

ENG 191 Composition and Rhetoric

ENG 193 Literature and Composition
OR

HUM 191 Introduction to Humanities
OR

ART 191 Art Appreciation
OR

MUS 191 Music Appreciation

MAT 1101 Mathematical Modeling
OR

MAT 1111 College Algebra

PSY191 Introductory Psychology

SOC191 Introduction to Sociology

SPC191 Fundamentals of Speech
OR

ENG 195 Technical Communications

Occupational Curriculum

Credit Hours: 30
5
5

o o

oo oo

Credit Hours: 50-52

B1O 193 Anatomy and Physiology | 5
BIO 194 Anatomy and Physiology Il 5
CVT102 Medical Physics 3
CVT103 Electrophysiology | 3
CVT 104 Electrophysiology n 3
CVT 107 Cardiovascular | 3
CVT 108 Cardiovascular Il 3
CVT 109 Cardiovascular Physiology 3
CVT 110 Noninvasive Cardiovascular Fundamentals 4
CVT 111 Invasive Cardiovascular Fundamentals 4
SCT100 Introduction to Microcomputers 3
PHY 190 Introductory Physics 5
AHS102 Drug Calculation and Administration 3
AHS 109 Medical Terminology for Allied Health Sciences 3
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Cardiovascular Technology: AAS Degree (Continued)

Note: Students MUST choose from one of the areas of specialization listed on this page.

Invasive Specialization Credit Hours: 51

CVT120 Cardiac Catheterization | 4

CVvT121 Cardiac Catheterization Il 9

CVT 122 Cardiac Catheterization Il 9

CVT 123 Cardiac Catheterization Clinical IV 12

CVT 124 Cardiac Cath Clinical | 5

CVT 125 Cardiac Cath Clinical n 3

CVT 126 Cardiac Cath Clinical HI 3

D 1S150 Directed Independent Study 2
Electives (See advisor for approved list) 4

Noninvasive Specialization Credit Hours; 51

CVT 131 Echocardiography | 4

CVT 132 Echocardiography Clinical | 5

CVT 133 Echocardiography Clinical 11 3

CVT 134 Echocardiography Clinical il 3

CVT 135 Echocardiography Il 9

CVT 136 Echocardiography Il 9

CVT 137 Echocardiography Clinical IV 12

DIS 150 Directed Independent Study 2
Electives (See advisor for approved list) 4

Vascular Specialization Credit Hours: 51

CVT 140 Vascular | 4

CVT 141 Vascular Il 9

CVT 142 Vascular Il 9

CVT 143 Vascular Qinical | 5

CVT 144 Vascular Qinical Il 3

CVT 145 Vascular Qinical Il 3

CVT 146 Vascular Qinical 1V 12

DIS 150 Directed Independent Study 2
Electives (See advisor for approved list) 4

Total Credit Hours Required lot Graduation: 136-142

OSHA Risk Factor - Category A:

A chance of exposure to blood and other body fluids is high and a condition of
employment. The position exposes the employees to noxious smell, either toxic or non-
toxic, exposure to toxic fumes, gases, vapors, mists of liquids which could, depending
on the chemical, cause general or localized disabling conditions, as a result of inhalation,
ingestion, or action on the skin.
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Central Sterile Processing Technician; Certificate

The purpose of the central sterile processing technician certificate is to provide
entry-level training that will prepare graduates to function in the sterile supply processing
and distribution areas of healthcare facilities. The program is based on theory and clinical
instruction tfiat will apply scientific principles to the specific work area. Theory classes
with laboratory participatory classes will prepare students for clinical application of skills
and knowledge in healtficare facilities.

Program Objectives: 1) Students will develop skills necessary to properly decontaminate,
process, prepare, store, and issue both sterile and non-sterile medical and surgical supplies
and equipment in the healthcare setting. 2) Students will be prepared to operate and
monitor sterilizers in healthcare facilities.

OSHA Risk Factor - Category A

A chance of exposure to blood and other body fluids is high and a condition of
employment. The position exposes the employees to noxious smell, either toxic or non-
toxic, exposure to toxic fumes, gases, vapors, mists of liquids which could, depending
on the chemical, cause general or localized disabling conditions, as a result of iiJialation,
ingestion, or action on the skin.

Admission requirements: 1) Attainment of 17 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission

Occupational Curriculum Credit Hours
BUS 212 Anatomy and Terminology 5
MAT 1012 Foundations of Mathematics 5
SCT100 Introduction to Microcomputers 3
CSP 101 Introduction to Central Sterile Processing 9
SUR108 Surgical Microbiology 3
CSP 102 Central Sterile Processing Practicum 10
Total Credit Hours Required for Graduation: 35
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Emergency Medical Technician: Certificate

The Emergency Medical Technician program prepares shidents for a career as an
Emergency Medical Technician (EMT). The program meets the minimum requirements
for the U.S. Department of Transportation National Standard Curriculum for Training of
Emergency Medical Technician.

Admission requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission

OSHA Risk Factor - Category A

A chance of exposure to blood and other body fluids is high and is a condition of
course completion. The courses expose the student to noxious smell, either toxic or non-
toxic; to toxic fumes, gases, vapors, mists, or liquids that could, depending on the chemical,
cause general or localized disabling conditions as a result of inhalation, ingestion, or action
on the skin.

Emergency Medical Technician Admission Requirements
1) Hold a valid driver's license.
2) Complete EMT program application.
3) Be fomially accepted to the EMT program by tfie EMT Admissions Committee
on the basis of an interview and an assessment of student potential.
4) Be physically able to perform the duties of an EMT as verified by a note
from a physician.

Note; Studetits ivill be required to purchase matulatory uniform and minimal supplies
for the EMT program. Students entering the EMT program are required to complete
a standardized physical examination, drug screen, background check. Heath Stream
Orientation, and pay liability insurance prior to having physical contact with patients.
Each student will be given a physicalform and cost sheet at the time of the EMT
interview.

Note: If you are pregnant or become pregnant, and vHsh to enter or remain in the EMT
program, you mist presenta doctors release that states that tlte requirements of the EMT
program will not endanger your health or the health of the baby.

Note: EMT students are required to purchase liability insurance. The cost is $71.00.

Occupational Curriculum Credit Hours

EMC 100 Introduction to the EMT Profession 3

EMC 103 Patient Assessment and Airway Assessment 3
for the EMT

EMC 105 Medical/Behavioral and OB/Peds 4
Emergency for the EMT

EMC 108 Trauma Emergencies for the EMT 2

EMC 110 Summative Evaluations for the EMT - Basics 3

EMC 113 Pharmacology and Shock/Trauma 3
Management for the EMT - Intermediate

EMC 116 Medical Emergency for the EMT - Intermediate 3

EMC 119 Summative Evaluations for the EMT - Intermediate 3

Total Credit Hours Required for Graduation: 24
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M edical Assisting: Program Guidelines

The Medical Assisting program develops the knowledge and skills needed to
work in a private or group medical practice. After completing the required coursework,
students intern as medical assistants. Graduates will receive either a diploma or degree
in Medical assisting and are employable in the medical office envircMunent The Medical
Assisting Diploma Program is accredited by the Commission on Accreditation of Allied
Health Education Programs (www.caahep.org) upon recommendation of the Curriculum
Review Board of tile American Association of Medical Assistants Endowment (AAMAE).
Conunission of Accreditation of Allied Health Education Programs, 1361 Park Street,
Clearwater, FL 33756. Phone: (727) 210-2350

Admission requirements: 1) Attairiment of 17 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Note; See below for additional program-specific admission requirements.

Medical Assisting Program Admission Requirements
1) Completion of application and related procedures.
2) Participation in interview with Program Director.
3) Submission of an autobiography.
4) Documentation of physical examination and immunization records three
weeks prior to externship.
5) Ability to comply with health-related standards and meet minimum essential
skill requirements.
6) Payment of fees for liability insurance.
7) Documentation of current CPR certification.

Medical Assisting Program Essential Requirements
All candidates must meet intellectual, physical, and social core performance standards
necessary to provide safe patient care in an independent manner. The areas below include
examples of necessary activities and skills but are not all-inclusive.
1) Critical Thinking: Critical thinking ability sufficient for clinical judgment.
Examples include identification of cause/effect relationships in clinical
situations, transferring knowledge from one
situation to another, evaluate outcomes, problem solve, prioritize, use short and
long term memory.
2) Interpersonal: Interpersonal abilities sufficient to interact with individuals,
families, and groups from a variety of social, emotional, cultural and intellectual
backgrounds. Examples include establishing rapport with patients/clients,
families, and colleagues, negotiation of interpersonal conflict, and respect of
cultural diversity.
3) Communication: Communication abilities sufficient for verbal and written
interaction with otiiers. Examples include explanation of treatment
procedures, initiation of health teaching, documentation and patient/client
responses, and written and oral reports to other health care professionals.
4) Mobility; Physical abilities sufficient for movement from room to room and
in small spaces. Examples include moving around in an exam room, work
paces and treatment areas; administration of cardiopulmonary procedures such
as resuscitation; sitting or standing and maintaining balance for long periods;
twisting, bending, stooping; moving quickly in response to possible
emergencies; pushing, pulling, lifting or supporting a dependent adult patient;
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squeezing with hands and fingers; and repetitive movements.
5) Motor Skills: Gross and fine motor abilities sufficient for providing safe,
effective patient care. Examples include calibration and use of equipment,
positioning of dependent adult patients/clients, grasping and manipulation of
small objects/instruments, using a computer keyboard, and vn-iting with a pen.
6) Hearing; Auditory ability sufficient for monitoring and assessing health
needs. Examples include hearing monitor and equipment alarms, emergency
signals fire alarms, auscultatory sounds and cries for help.
7) Visual: Visual ability sufficient for observation and assessment necessary
in patient care. Examples include observation of patient/client responses such
as respiratory rate and depth, skin color, and other physical signs; visualization
of monitors, watches with second hands, medication labels and vials, and
inaements on a medication syringe; visualization of objects from twenty inches
to twenty feet away; use of depth perception and peripheral vision;
distinguishing colors; and reading written documents.
8) Tactile: Tactile ability sufficient for physical assessment. Examples include
performance of palpation, functions of physical examination (such as
discrimination of pulses and detection of temperature), and functions related to
therapeutic intervention (such as insertion of a catheter).
9) Emotional: Emotional stability sufficient to tolerate rapidly changing
conditions and environmental stress. Examples include establishment of
therapeutic interpersonal boundaries, providing patients/clients with emotional
support, adapting to changing conditions in the work environment and stress,
dealing with unexpected or unpredictable events, maintaining focus on task,
performing multiple tasks concurrently, and being able to handle strong
emotions.
Work Environment Associated Risks
These include
1) Handling sharp instruments.
2) Exposure to infections (communicable diseases).
3) Strains (heavy lifting).
4) Exposure to latex.
OSHA Risk Factor - Category A
Includes
1) Exposure to blood and other body fluids.
2) Exposure to noxious smell, either toxic or non-toxic.
3) Exposure to toxic fumes, gases, vapors, mists, or liquids which could,
depending on the chemical, cause general or localized disabling conditions as a
result of inhalation, ingestion, or action on the skin.
The ability to hear is essential. This position requires frequent sitting, standing, and/or
walking. The ability to work under mental and physical stress regularly is required.
Retention Policies
1) Students must maintain a GPA of 2.0 or better. A "C" must be achieved in
each course in order to progress to the next step in the Medical Assisting
program.
2) Students must attain a numerical grade of 70 or better in each Medical
Assisting course, including clinical rotations, to progress in the program.
3) A student must maintain CPR certification and carry professional liability
insurance while enrolled in Medical Assisting courses.
Readmission Policies
1) All Current admission requirements must be met before applying for re-
admission.
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Medical Assisting: AAS Degree

Readmission Policies (Continued)
2) Students must continue to be in good standing with the institution and the
Medical Assistant program with no disciplinary or academic misconduct on
record
3) Only one readmission into the Medical Assistant course in which the student
was unsuccessful is allowed.
4) After an unsuccessful Medical Assistant course, the student is required to be
placed on the waiting list again and will reenter at the same level of failure.
The student will be required to pass a skill check-off in the school laboratory
before reentrance into the clinical rotation.
5) Readmission will depend on tiie student's status on the hst. Placement above
a program ready student will not occur.

Note: Information on the Medical Assisting program, including admission requirements

can befound on tlte previous pages.

General Core Curriculum Credit Hours; 40
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS 191 Music Appreciation 5
SPC191 Fundamentals of Speech 5
PSY191 Introductory Psychology 5
SOC 191 Introduction to Sociology 5
BIO 193 Anatomy and Physiology | 5
BIO 194 Anatomy and Physiology Il 5
MATniil College Algebra 5
Occupational Curriculum Credit Hours: 77
BUS 101 Document Processing 6
BUS 108 Word Processing 5
AHS109 Medical Terminology for Allied Health Sciences 3
SCTIOO Introduction to Microcomputers 3
AHS 104 Introduction to Health Care 3
MAS 101 Legal Aspects of the Medical Office 3
MAS 103 Pharmacology 5
MAS 106 Medical Office Procedures 5
MAS 108 Medical Assisting Skills | 6
MAS 109 Medical Assisting Skills Il 6
MAS 110 Medical Irisurance Management 3
MAS 111 Administrative Practice Management 4
MAS 112 Human Diseases 5
MAS 117 Medical Assisting Externship 8
MAS 118 Medical Assisting Seminar 4
MAS 151 ICD9 Coding | 3
MAS 152 ICD Coding Il 3
MAS 153 CPT Coding 2
Total Credit Hours Required for Graduation: 117
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M edical Assisting: Diploma

Note: Information on the Medical Assisting program, including admission requirements
can befound starting on page 113.

General Core Curriculum Credit Hours; 15
ENG 101 English 5
MAT 1012 Foundations of Mathematics 5
PSY 101 Basic Psychology 5

(Substituted for EMP 100)

Occupational Curriculum Credit Hou
BUS 101 Document Processing 6
AHS 109 Medical Terminology for Allied Health Sciences 3
SCT 100 Introduction to Microcomputers 3
AHS 101 Anatomy and Physiology 5
AHS 104 Introduction to Health Care 3
MAS 101 Legal Aspects of the Medical Office 3
MAS 103 Pharmacology 5
MAS 106 Medical Office Procedures 5
MAS 108 Medical Assisting Skills 1 6
MAS 109 Medical Assisting Skills Il 6
MAS 110 Medical Insurance Management 3
MAS 111 Administrative Practice Management 4
MAS 112 Human Diseases 5
MAS 117 Medical Assisting Externship 8
MAS 118 Medical Assisting Seminar 5

Total Credit Hours Required for Graduation:

[ee]
~
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M edical Coding: Certificate

The Medial Coding Certificate provides entry-level training in the Medical

Coding protocols of 1CD9 and CPT4. Other areas of study covered in the program include
anatomy, terminology, and human diseases.

Admission requirements: 1) Attainment of 16 or more years of age; 2) documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum

ENG 111
SCT100
BUS 101
BUS 212
AHS 101
MAS 112
MAS 151
MAS 152
MAS 153

Business English

Introduction to Microcomputers
Document Processing

Anatomy and Terminology
Anatomy and Physiology
Human Diseases

ICD9 Coding |

ICD9 Coding Il

CPT4 Coding

Total Credit Hours Requited for Graduation:

Note: The Medical Coding Certificate is only offered online.
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Occupational Therapy Assistant: Guidelines

The Occupational Therapy Assistant program prepares students to implement
treatment procedures and plans to clients with limitations in occupational performance
under the supervision of an occupational therapist, per American Occupational
Therapy Association (ACTA) standards and state regulations. Occupational Therapy
Assistants (OTASs) use a variety of everyday activities to help people achieve independence.
Services are provided to individuals of all ages who have physical, developmental,
emotional, and social deficits, and who, because of those deficits, need specialized
assistance to lead productive and independent lives. OTAs work as a team to assist the
impaired individual in returning to a satisfying life. Other OTA responsibilities include
clerical duties, record keeping, and assistance with appropriate evaluation.

The college's OTA program is accredited by the Accreditation Council for
Occupational Therapy Education (ACOTE) of the AOTA. AOTA's address is 4720
Montgomery Lane, P.O. Box 31220, Bethesda, MD 20824-1220, and AOTA's phone number
is (301 )652-2682. Graduates are able to sit for the national certification examination for
the occupational therapy assistant administered by the National Board for Certification
in Occupational Therapy. After successful completion of this examination, the individual
will be a Certified Occupational Therapy Assistant. Most states require licensure in
order to practice; however, state licenses are usually based on the results of the NBCOT
Certification examination.

A felony conviction may affect a graduate's ability to sit for the NBCOT
certification or obtain state licensure.

All Level Il fieldwork must be completed within 18 months of completion of
academic preparation.

Admission requirements: 1) Attainment of 17 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Note: See below for additional program-specific admissiott requiretnents.

Occupational Therapy Assistant Program-Specific Admission Requirements
1) Achieve program ready status as demonstrated by placement scores.
2) Achieve satisfactory scores on the Health Occupation Aptitude Test. (HOAT)
3) Documentation of 30 to 40 hours of volunteer work in at least two different
clinical sites and settings with an OTR or COTA supervision. A positive
recommendation must be received from the supervising OTR or COTA.
4) Submit a student application for the OTA program.
5) Supply a brief two question autobiography including a description of why the
student is interested in occupational therapy.
6) Student files must be complete with the above requirements by December 31
of the year prior to desired acceptance.
7) Students will be selected when the above requirements have been completed
on a "first<ome, first-serve" and space available policy.
8) Schedule a personal interview with the designated college official upon
completion of the above requirements.
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Essential Skill Requirements

In order to complete the OTA program at the college, students will be required to
meet the essential skill requirements of the program described below:

1) Be able to read and interpret documentation.

2) Be able to follow policies and procedures required in work setting and field

work setting.

3) Be aware of personal performance and identify need of supervision.

4) Be physically capable of lifting, transferring, and moving patients, equipment,
etc.

5) Demonstrate ir\dependent skills without need of constant supervision.

6) Demonstrate and maintain professional behavior.

7) Demonstrate warmth and patience to ensure trust and respect from patients,
colleagues, etc.

8) Be able to use imagination and ingenuity in adapting to meet the
environmental needs of others.

9) Be flexible and willing to change as necessary to meet the environmental
needs of others.

Physical and Clinical Requirements

Students will be involved in field work experiences in various settings including
hospitals, long term care facilities, rehabilitation centers, home health, school systems,
and mental health settings. Students may be exposed to communicable diseases and incur
strains due to lifting, transferring, and moving patients. Students may also be exposed to
body fluids and blood. A moderate amount of strength is needed for lifting and transferring
patients, as well as assisting patients with his or her treatments. The job can be tiring due to
frequent stooping, kneeling, reaching, standing, sitting, and/or walking. Manual dexterity
is needed for manipulation of treatment equipment. The ability to communicate and
express ideas by spoken words and written expression is required. There may be added
mental and physical stress in this allied health field.

Transfer Students
Students transferring from regionally accredited colleges must meet all of
Northwestern's general and OTA program-specific admission requirements. In addition;
1) Transfer students must be in good standing at his or her previous institution.
2) Transfer students must submit a letter of reconunendation from a professor at
his or her previous institution.
3) Transfer students may be required to document proficiency or repeat
occupational therapy courses taken more than three years prior to admission to
the OTA program.
4) Transfer students may be required to document proficiency or repeat science
courses taken more than three years prior to admission to the OTA program.
5) Only courses with a grade of "C" or better will be acceptable.
6) Prior OTA coursework will be evaluated for compatibiUty with Northwestern
OTA curriculum.
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Retention

1) OTA students must maintain a cumulative GPA of 2,0 to remain in the
program.

2) OTA students must maintain a "C" (70 or higher) grade in each course

including fieldwork in order to progress to the next quarter of the OTA program

3) OTA students must maintain CPR certification.

4) OTA students must maintain liability insurance

Readmission

Specific

1) Only one readmission into the OTA Program is permitted.

2) After an unsuccessful OTA course, students are required to wait until that
OTA course is taught again.

3) Students withdrawing or failing an OTA course and who are unable to
complete the OTA course the next time the course is offered must be readmitted
to the OTA Program and repeat all OTA coursework.

4) Students seeking readmission must meet all current admission requirements.
5) Classroom and fieldwork sites must be available.

6) Students must undergo a repeat drug screen during the quarter of
readmission.

7) Students seeking readmission must be in good standing with the college and
the OTA Program, i.e., no disciplinary or academic misconduct on record.

Fieldwork Requirements

1) Submit the results of a physical examination one month prior to Level |
Fieldwork, which will include immunizations, titers, TB skin test and a dental
assessment.

2) Documentation of CPR certification prior to Level | Fieldwork.

3) Documentation of Liability insurance paid through Northwestern prior to
Level I Fieldwork.

4) Completion of Health Stream, JCAHO (Joint Commission on Accreditation of
Hospit”™ Organization) requirement prior to Level | Fieldwork.

5) Completion of background check as required by Northwestern prior to
Level | Fieldwork.

6) Qean dmg screen test results as required by Northwestem prior to Level |
Fieldwork. A drug screen may be required any time a student's behavior
warrants.

Graduation

All coursework in the OTA program must be satisfactorily completed in order to

graduate. Only students who have completed the required coursework and received the
AAS degree will be eligible to sit for the National Board of Certification in Occupational
Therapy examination. Graduates will be eligible to apply for licensure, which is required
in the state of Georgia. Licensure is contingent upon examination results.

Northwestern Technical College Catalog
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Occupational Therapy Assistant: AAS Degree

L1

General Core Curriculum Credit Hours: 45
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition

OR
HUM 191 Introduction to Humanities

OR
ART 191 Art Appreciation

OR
MUS 191 Music Appreciation 5
SPC191 Fundamentals of Speech 5
PSY191 Introductory Psychology 5
PSY 201 Abnormal Psychology 5
SOC191 Introduction to Sociology 5
BIO 193 Anatomy and Physiology | 5
BI1O 194 Anatomy and Physiology Il 5
MAT 1111 College Algebra 5
Occupational Curriculum Credit Hours: 90
AHS 109 Medical Terminology for Allied Health Sciences 3
SCTIOO Introduction to Microcomputers 3
OTA 101 Introduction to Occupational Therapy 3
OTA 102 Growth and Development 5
OTA 103 Developmental Tasks 3
OTA 104 Conditions in Occupational Therapy 5
OTA 105 Analysis of Human Movement 6
OTA 201 Psychosocial Dysfunction 7
OTA 202 Psychosocial Dysfunction

Treatment Methods 3
OTA 204 Pediatric Issues 5
OTA 206 Physical Dysfunction 7
OTA 207 Physical Dysfunction Treatment Methods 3
OTA 209 Geriatric Issues 5
OTA 212 OccupaHonal Therapy Trends and Issues 3
OTA 213 Therapeutic Adaptations 5
OTA 221 Level n - Fieldwork A 12
OTA 222 Level Il - Fieldwork B 12
Total Credit Hours Required for Graduation: 135
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Patient Care Technician: Certificate

The Patient Care Technician program, in partnership with Hutcheson Medical
Center, provides a quick point of entry into the job market at Hutcheson. While employed
at Hutcheson, the student will continue his or her education in one of the several health
programs offered at Nortfiwestem.

Admission requirements: 1) Attainment of 17 or more years of age; 2) documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

OSHA Risk Factor: Category A

A chance of exposure to blood and other body fluids is high and is a condition of
course completion. The courses expose the student to noxious smell, either toxic or non-
toxic; to toxic fumes, gases, vapors, mists, or liquids that could, depending on the chemical,
cause general or localized disabling conditions as a result of inhalation,
ingestion, or action on the skin.

Physical Demands

This position will primarily be medium work requiring the ability to lift up to 50
pounds with frequent lifting and/or carrying objects weighing up to 25 pounds. The ability
to push or pull carts weiring up to 50 pounds is required. Occasional stooping, kneeling,
reaching, and dexterity are required. Expressing or exchanging ideas by the spoken word
is required. The ability to see and obtain impressions of ~ape, size, distance, motions, or
other characteristics of objects is required. This requires a seeing acuity of near 20/20 vision,
with clarity of vision at 20 inches or less, depth perception, four-way field vision, sharp eye
focus, and the ability to identify and distinguish color. The ability to hear is essential. This
position requires frequent sitting, standing, and/or walking. Ability to work under mental
and physical stress regularly is required.

Note: Students vrill be required to purchase mandatory uniform and minimal supplies for
the Patient Care Technician program Students entering the Patient Care Technician program
are required to complete a standardized physical examination, drug screen, background
check. Health Stream Orientation, CPR Certification and pay liability insurance prior to
having physical contact uHth patients. Each student xoill be given a physical form from the
instructor in the CNA 100 orNSG 110 course.

Occupational Curriculum Credit Hours
CNA 100 Certified Nursing Assistant 8

OR
NSG110 Nursing Fundamentals 10
BUS 212 Anatomy and Terminology 5
AHS104 Introduction to Allied Health 3
Total Credit Hours Required for Graduation: 16 <18
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Pharmacy Assistant: Certificate

The Pharmacy Assistant Certificate program gives students the knowledge, skills,
and attitudes needed to succeed in the pharmaceutical field. Program graduates will be
competent in the following areas: mathematics, microcomputer application, anatomy
and physiology, fundamental concepts and principles in the pharmaceutical field, drug
calculation and administrative principles of receiving, storing, and dispensing medications,
and skills applications.

Admission requirements: 1) Attainment of 17 or more years of age; 2) documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriciilum Credit Hours
MAT 1012 Foundations of Mathematics 5
AHS 101 Anatomy and Physiology 5
BUS 212 Anatomy and Terminology 5
SCTIOO Introduction to Microcomputers 3
PHRIOI Pharmacy Technology Fundamentals 5
PHRIOO Pharmaceutical Calculations 5
PHR102 Principles of Dispensing Medicines 6
DIS 150 Directed Independent Study 3
Total Credit Hours Required for Graduation; 37

Note: D1S150 may require some clinical hours during the daytime.
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Pharmacy Technology: AAS Degree

The Pharmacy Technology degree is designed to provide an individual with the
entry level skills required for success in a retail pharmacy or a hospital-based pharmacy
department. Learning opportunities develop academic and professional knowledge and
skills required for job acquisition, retention, and replacement. Graduates are prepared
to function as pharmacy technicians in positions requiring preparations of medications
according to prescription under the supervision of a pharmacist.

Admission requirements-. 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum

ECO 191

EGO 193
ENG 191
ENG 193

HUM 191
ART 191
MUS 191
PSY191

SPC 191
MAT 1111

Principles of Economics
OR

Macroeconomics
Composition and Rhetoric
Literature and Composition
OR

Introduction to Humanities
OR

Art Appreciation

OR

Music Appreciation
Introductory Psychology
Fundamentals of Speech
College Algebra

Occupational Curriculum

AHS105
AHS 109
BIO 193
BIO 194
PHR100
PHR101
PHR 102
PHR 103
PHR 104
PHR 105
PHR 106
PHR 107
SCT100

Basic Inorganic Chemistry

Medical Terminology for Allied Health
Anatomy and Physiology |

Anatomy and Physiology Il

Pharmaceutical Calculations

Pharmacy Technology Fundamentals
Principles of Dispensing Medications
Principles of Sterile Medication Preparation
Pharmacology

Pharmacy Technology Practicum

Advanced Pharmacy Technology Principles
Advanced Pharmacy Technology Practicvim
Introduction to Microcomputers

Total Credit Hours Required for Graduation:

Credit Hours: 30
5

(¢,

(6]

Credit Hours; 66
4
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Pharmacy Technology: Diploma
The Pharmagf Technology Certificate Diploma is designed to enable the student
to acquire the knowledge, skills and attitudes for employment within a pharmacy. Program
graduates will be able to perform a variety of technical duties related to preparing and
dispensing drugs in accordance with standard procedures and laws under the supervision
of a registered pharmacist. A variety of clinical experiences is designed to integrate theory
and practice. Graduates will be employable as an entry level pharmacy technician.

Admission requirements: 1) Attainment of 16 or more years of age; 2) documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 15
ENG 101 English 5

MAT 1012 Foundations of Mathematics 5

PSY 101 Basic Psychology 5
Occupational Curriculum Credit Hours: 61
SCT100 Introduction to Microcomputers 3

AHS 101 Anatomy and Physiology 5

AHS 105 Basic Inorganic Chemistry 4

AHS 109 Medical Terminology for Allied Health 3 "1
PHR100 Pharmaceutical Calculations 5

PHR 101 Pharmacy Technology Fundamentals 5

PHR 102 Principles of Dispensing Medications 6

PHR 103 Principles of Sterile Medication Preparation 6

PHR 104 Pharmacology 5

PHR 105 Pharmacy Technology Practicum 7

PHR 106 Advanced Pharmacy Technology Principles 5

PHR 107 Advanced Pharmacy Technology Practicum 7

(o2}
(o}

Total Credit Hours Required for Graduation:
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Phlebotomy Technician: Certificate
The Phlebotomy Technician program trains students to draw and process blood
specimens. Phlebotomy technicians typically work in concert with medical lab technicians
in hospitals or other healthcare organizations. Topics covered include human anatomy,
anatomical terminology, venipuncture, and clinical practice.

Admission requirements: 1) Attainment of 17 or more years of age; 2) documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission

Note: Students will be required to purchase mandatory uniform and minimal supplies
for the Phlebotomy program, along with completing a CPR course. Students entering the
Phlebotomy program are required to complete a standardized physical examination, drug
screen, background check. Health Stream Orientation and pay liability insurance prior to
having physical contact with patients. Each studettt will be given a physical form from the
ittstructor in the PHL 103 course.

OSHA Risk Factor: Category A

A chance of exposure to blood and other body fluids is high and is a condition of
course completion. The courses expose th\e student to noxious smell, either toxic or non-
toxic; to toxic fumes, gases, vapors, mists, or liquids that could, depending on the chemical,
cause general or localized disabling conditions as a result of inhalation,
ingestion, or action on the skin.

Occupational Curriculum Credit Hours
AHS101 Anatomy and Physiology 5
BUS 212 Anatomy and Terminology 5
PHL 103 Introduction to Venipuncture 4
PHL 105 Clinical Practice 8
Total Credit Houis Required for Graduation: 22

Note: PHL 105 may require some clinical hours during the daytime.
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Practical Nursing (PN) Guidelines

The Practical Nursing (PN) program prepares students to write the State Board
of Examination for hcense as practical nurses. The program prepares graduates to
give competent nursing care. This is done throu” a select number of academic and
occupational courses providing a variety of techniques and materials necessary to assist
the student in acquiring the needed knowledge and skills to give competent care. A variety
of clinical experiences are planned so that theory and practice are integrated under the
guidance of the clinical instructor. Program graduates receive an PN diploma and have the
qualifications of an entry-level practical nurse.

Admission Requirements for the PN Diploma:

The Practical Nursing program gives students the knowledge,’ skills, and attitudes
necessary to succeed in practical nursing. The program provides educational opportimities
regardless of race, color, national origin, religion, sex, age disability, academic disadvantage,
or economic disadvantage. Program graduates are to be competent in communications,
math, interpersonal relations, anatomy and physiology, drug calculations, administration
of medications, nutrition and diet therapy, nursing ethics, patient care, and wellness
and prevention of illness. The PN program strives to meet the health care needs of the
community which it serves, working in conjunction with specific agencies that employ its
graduates. The following guidelines have been established in considering applicants for
admission to the PN program. They may be evaluated and revised as necessary by faculty
and administrahon.

All applicants to the PN program must meet the following requirements:
1) Be 17 or more years of age.
2) Submit application and required fees to the college's admissions office.
3) Take a placement examination and receive the required scores.
- Compass Testing: Writing; 23, Reading: 70, Pre-Algebra: 39
- ASSET Testing: Writing: 35, Reading: 38, Math: 38
- SAT: Verbal: 430, Math: 400
- ACT: Veibal: 18, Math: 16
Note: I f the placement test results indicate that the student is not academically prepared to
enter the program, the student may be granted learning support or provisional admission
status to the college attd be placed in one or tnore learning support classes.
4) Submit official high school and college transaipt or GED test results to the
college.
5) Submit a student application for the PN program.
6) Complete leaming support coursework as determined by testing (see above)
7) Submit two personal references.
8) Take the nursing entrance examination and score at least 40th percentile or
above. If after a third attempt at the entrance examination you have not achieved
a score of at least 40, you will need to make an appointment with you advisor.
9) Students will be selected when the above requirements have been completed
on a "first come, first served" and space available basis.
10) Attend the PN program orientation after acceptance and prior to the first nursing
course.
11) GPAof 3.0 on all core curriculum WWeh includes all of the feJbwing; ENGIII,
MANQI, PSY191, SOnOO, BUS212, AHSION, AHS103, and AHS104.
Students transferring from other regionally accredited nursing programs may receive
advance placement if;
1) The above requirements have been met.
2) Students were in good standing at his or her previous institution.
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3) A personal reference from the nursing faculty of the previous institution has
been subinitted.

4) Nlursing courses have been completed within two years prior to application.
5) Science courses have been completed within two years prior to application.

will submit the following no later than three weeks before clinical rotation in

a) Student's personal health assessment

b) Physician's assessment of student's physical examination

¢) Documentation of tetanus/diphtheria booster

d) Documentation of MMR immunization dates

e) Documentation of PPD with test results (or chest x-ray if previous positive
PPD)

f) Documentation of MMR titer with test results

g) Documentation of HIB series immunizations (or HIB titer if series completed
in the past, or signed refusal regarding HIB series)

h) Documentation of Varicella (chickenpox) titer with test results

i) Copy of CPR certification

i) Copy of student liability insurance receipt

k) Dentist's assessment of student's dental examination

1) Copy of student's criminal background check

Retention Policies

Readmis

Physical

1) Students must maintain a GPA of 2.0 or better. A "C" must be achieved in
each course in order to progress to tiie next quarter of the nursing program. In
all nursing courses and AH S102, students must attain a 75% unit test average.
AHS 102 requires an 85% score on the drug calculation exam.

2) Students must attain an overall numerical grade of 75 or better in each
nursing course, including clinical rotations, to progress in the program.

3) A student must maintain CPR certification and carry professional liability
insurance while enrolled in nursing courses.

sion Policies

1) All current admission requirements must be met before applying for
readmission.

2) Students must continue to be in good standing with the college and the
nursing program (i.e., no disciplinary or academic misconduct on record).
3) Unsuccessful students will be allowed only one readmission into the nursing
course in which they were unsuccessful.

4) After an unsuccessful course, the student is required to wait at least one
quarter before re-entering that course.

5) After the second failure, the student will be dropped from the nursing
program, and faculty will assist the student in selecting another career path.

Examination
Students must submit a completed physical examination form to the Nursing

Office three weeks before clinical rotations begin in tiie Nursing Fundamentals course. The

physical

must contain current information (within the past three months). The form must

include the results of a TB skin test of chest X-ray, rubella titer chicken pox immunity,
drug screen, and evidence of tetanus booster within tiie last 10 years. A drug screen may
be required at any time if student behavior warrants.

Northwestern Technical College Catalog
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Liability Insurance

Students are required to purchase the liability insurance program. In order for the
liability insurance to be effective by the first clinical day, the fee will be due three weeks
before the first week of clinical work. The approximate cost is $17.

Graduation Requirements

All courses in tfie nursing curriculum must be completed in order to graduate.
Only students who have completed required coursework and receive the diploma
areeligible to sit for the NCLEX-PN examination. Students must demonstrate attainment
of stated program competencies by achieving a predetermined score on the NLN and other
diagnostic readiness tests. Students not achieving this score will be required to successfully
complete remedial work prior to the completion of the program.

Essential Requirements for Nursing
All candidates for the practical nursing program must meet intellectual, physical,
and social core performance standards necessary to provide safe patient care in an
independent manner. The areas below include examples of necessary activities and skills
but are not all-inclusive.
1) Critical Thinking: Critical thinking ability sufficient for clinical judgment.
Examples include identification of cause/effect relationships in clinical
situations, development of care plans, transferring knowlI~ge from one
situation to another, evaluate outcomes, problem solve, prioritize, use short and
long term memory.
2) Interpersonal: Interpersonal abilities sufficient to interact with individuals,
families, and groups from a variety of social, emotional, cultural and intellectual
backgrounds. Examples include establishing rapport with patients/clients,
families, and colleagues, negotiation of interpersonal conflict, and respect of
cultural diversity.
3) Communication: Communication abilities sufficient for verbal and written
interaction with others. Examples include explanation of treatment
procedures, initiation of health teaching, documentation and interpretation of
nursing actions and patient/client responses, and written and oral reports to
other healtii care professionals.
4) Mobility: Physical abilities sufficient for movement from room to room and
in small spaces. Examples include moving around in a patienfs room, work
spaces and treatment areas; administration of cardiopulmonary procedures such
as resuscitation; sitting or standing and maintaining balance for long periods;
twisting, bending, stooping; moving quickly in response to possible
emergencies; pushing, pulling, lifting or supporting a dependent adult patient;
squeezing wift hands and fingers; and repetitive movements.
5) Motor Skills; Gross and fine motor abilities sufficient for providing safe,
effective nursing care. Examples include calibration and use of equipment,
positioning of dependent adult patients/clients, grasping and manipulation of
small objects/instruments, using a computer keyboard, and writing with a pen.
6) Hearing: Auditory ability sufficient for monitoring and assessing health
needs. Examples indude hearing monitor and pump alamis, emergency signals
fire alarms, auscultatory sounds and cries for help.
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7) Visual: Visual ability sufficient for observation and assessment necessary

in nursing care. Examples include observation of patient/client responses such
as respiratory rate and depth, skin color, and other physical signs; visualization
of monitors, watches with second hands, medication labels and vials, and
increments on a medication syringe; visualization of objects from twenty inches
to twenty feet away; use of depth perception and peripheral vision;
distinguishing colors; and reading written documents.

8) Tactile: Tactile ability sufficient for physical assessment. Examples include
performance of palpation, functions of physical examination (such as
discrimination of pulses and detection of temperature), and functions related to
therapeutic intervention (such as insertion of a catheter).

9) Emotional: Emotional stability sufficient to tolerate rapidly changing
conditions and environmental stress. Examples include establishment of

Northwestern Technical College Catalog
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Practical Nursing (PN) Diploma (Continued)

therapeutic interpersonal boundaries, providing patients/clients with emotional support,
adapting to changing conditions in the work environment and stress, dealing with
unexpected or unpredictable events, maintaining focus on task, performing multiple tasks

concurrently, and being able to handle strong emotions.

Taken from Southern Council on Collegiate Education for Nursing (1993,
reapproved 2004) and National Council of State Boards of Nursing, Inc; Guidelines for
Using Results of Functional Abilities Studies and Other Resources (1999).

Work Environment Associated Risks
These include
1) Handling sharp instruments.
2) Exposure to infections (communicable diseases).
3) Strains (heavy lifting).
4) Exposure to latex.

OSHA Risk Factor - Category A
Includes
1) Exposure to blood and other body fluids.
2) Exposure to noxious smell, either toxic or non-toxic.
3) Exposure to toxic fumes, gases, vapors, mists, or liquids which could,
depending on the chemical, cause general or localized disabling conditions as a
result of inhalation, ingestion, or action on the skin.
The ability to hear is essential. This position requires frequent sitting, standing, and/or
walking. The ability to work under mental and physical stress regularly is required.

General Core Curriculum Credit Hours: 15
ENG 101 English 5
MAT 1012 Foundations of Mathematics 5
PSY101 Basic Psychology 5
Occupational Curriculum Credit Hours: 82
SCT100 Introduction to Microcomputers 3
AHS 109 Medical Terminology for Allied Health Sciences 3
AHS101 Anatomy and Physiology 5
AHS 102 Drug Calculation and Administration 5
AHS 103 Nutrition and Diet Therapy | 2
AHS 104 Introduction to Health Care 3
NSG110 Nursing Fundamentals 10
NSG112 Medical Surgical Nursing | 9
NSG 113 Medical Surgical Nursing Il 9
NSG 212 Pediatric Nursing 5
NSG 213 Obstetrical Nursing 5
NSG 215 Nursing Leadership 2
NPT112 Medical Surgical | Practicum 7
NET 113 Medical Surgical Nursing Practicum n 7
NPT 212 Pediatric Nursing Practicum 2
NPT 213 Obstetrical Nursing Practicum 3
NPT 215 Nursing Leadership Practicum 2

©
-~

Total Credit Hours Required for Graduation:
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Surgical Technology: Program Guidelines

The Surgical Technology program prepares students to work with nurses and
surgeons to help provide the best possible care of surgical patients. They function as a part
of the operating room team responsible for the cleanliness, safety, and efficiency of the
operating room that leads to good patient care. His or her experience with aseptic surgical
techniques qualifies them to prepare materials for use at the operating table and to assist
in the use of those materials.

Admission requirements: 1) Attainment of 17 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Suigical Technology Admission Requirements
1) Completion of application and related procedures.
2) Health Occupation Aptitude (HOAT) Exam.
3) Submission of an autobiography.
4) Documentation of a physical examination and immunization records.
5) Ability to comply with health related standards and meet essential skill
requirements.
6) Liability insurance payment.
7) CPR certification.
8) Background Check

Essential Skill Requirements

1) Perform, read, and interpret vital body signs.

2) Perform sterile and isolation tedmiques.

3) Assist in lifting, moving, and transferring patients according to safety

procedures.

4) Perform documentation procedures.

5) Perform and maintain CPR certification.

6) Demonstrate progressive independence without constant supervision.

7) Demonstrate persistent appropriate personal grooming in class and clinical

practice

8) Follow the policies and procedures of the facility for clinical use.

9) Manual dexterity is needed for manipulation of treatment equipment.

10) The ability to communicate and express ideas by spoken words and written

expression is required.

There may be added mental and physical strain in this field. Students maybe
exposed to communicable diseases and incur strains due to lifting, transferring, and
moving patients. Students may also be exposed to body fluids and blood.

Retention Policies
1) Students must maintain a GPA of 2.0 or better. A "C" must be achieved in
each course in order to progress to the next quarter of the program.
2) Students must attain a numerical grade of 70 or better in each Surgical
Technology lecture course and 80 in clinical rotations to progress in the
program.
3) A student must maintain CPR certification and carry professional liabihty
insurance while enrolled in Surgical Technology courses.

Note: The course requirementsfor the Surgical Technology degree and diplotna programs
can befound on thefollowing pages.
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OSHA Risk Factor - Category A

A chance of exjx)sure to blood and other body fluids is high and a condition of
employment. The position exposes the employees to noxious smell, either toxic or non-
toxic, exposure to toxic fumes, gases, vapors, mists of liquids which could, depending
on the chemical, cause general or localized disabling conditions, as a result of inhalation,
ingestion, or action on the skin.

Surgical Technology: AASDegree

Note: Information on the Surgical Technology program, including admission
requirements, can befound on the previous pages.

General Core Curriculum Credit Hours: 45
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS 191 Music Appreciation 5
SPC191 Fundamentals of Speech 5
PSY 191 Introductory Psychology 5
SOC191 Introduction to Sociology 5
BI1O 193 Anatomy and Physiology | 5
BIO 194 Anatomy and Physiology Il 5
BIO 197 Microbiology 5
MAT 1111 College Algebra 5
Occupational Curriculum Credit Hours: 64
AHS 109 Medical Terminology for Allied Health Sciences 3
SCTIOO Introduction to Microcomputers 3
AHS 104 Introduction to Health Care 3
SUR 101 Introduction to Surgical Technology 6
SUR102 Principles of Surgical Technology 5
SUR 109 Surgical Patient Care 3
SUR 110 Surgical Pharmacology 3
SUR 112 Introduction to Surgical Practicum 7
SUR 203 Surgical Procedures | 6
SUR 204 Surgical Procedures n 6
SUR 213 Specialty Surgical Practicum 8
SUR 214 Advanced Specialty Surgical Practicum 8
SUR 224 Seminar in Surgical Technology 3
Total Credit Hours Required for Graduation: 109
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Surgical Technology: Diploma
Note: Information on the Surgical Technology program, including admission requirements
can hefound on the previous pages.

General Core Curriculum Credit Hours; 15
ENG 101 English 5
MAT 1012 Foundations of Mathematics 5
PSY 101 Basic Psydiology 5
Core Occupational Curriculum Credit Hours: 72
AHS109 Medical Terminology for Allied Health Sciences 3
SCT100 Introduction to Microcomputers 3
AHS 101 Anatomy & Physiology 5
AHS 104 Introduction to Health Care 3
SUR101 Introduction to Surgical Technology 6
SUR102 Principles of Surgical Technology 5
SUR 108 Surgical Microbiology 3
SUR 109 Surgical Patient Care 3
SUR 110 Surgical Pharmacology 3
SUR 112 Introduction to Surgical Practicum 7
SUR 203 Surgical Procedures | 6
SUR 204 Surgical Procedures Il 6
SUR 213 Specialty Surgical Practicum 8
SUR 214 Advanced Specialty Surgical Practicum 8
SUR 224 Seminar in Surgical Technology 3

(o]
hy)

Total Credit Hours Required for Graduation:
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Child Development Associate: Certificate

The Child Development Associate certificate program produces graduates who
are prepared for employment as childcare assistants. The certificate is designed to prepare
graduates to sit for the CDA credential exam from the Council for Early Childhood
Professional Recognition in Washington, D.C. The CDA credential is recognized nationally
by Head Start, Georgia State Pre-K programs, and other private and public early care and
education settings.

Admission requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours

ECE101 Introduction to Early Childhood 5
Care and Education

ECE 103 Human Growth and Development | 5

ECE 105 Health, Safety, and Nutrition 5

Total Credit Hours Required to Graduate: 15
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Cosmetology: Diploma

The Cosmetology program prepares students to work as cosmetologists. Learning
opportunities develop academic and professional knowledge and skills required for job
acquisition, retention, and advancement. The program emphasizes specialized training in
safety, sanitation, hair treatment and manipulation, skin and nail care, color, highlighting,
foiling, f)etmanentwaving, relaxing, haircutting, styling, reception, sales, and management.
The curriculum meets the licensing requirements of the State Board of Cosmetology.
Program graduates receive a cosmetology diploma and are employable as a cosmetology
salesperson, cosmetologist, salon manager, or salon owner.

Admission requirements-. 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED prior to program completion; 3) achievement of
program ready or provisional scores on the placement test; and 4) completion of general
admission.

General Cote Curriculum Credit Hours: 16
EMPIOO Interpersonal Relations and 3

Professional Development
ENG 101 English 5
MAT 1012 Foundations of Mathematics 5
SCTIOO Introduction to Microcomputers 3
Occupational Curriculum Credit Hou;
COSs 100 Introduction to Cosmetology Theory 5
COs 101 Introduction to Pemianent

Waving and Relaxing 4
COS 103 Basic Creative Treatment of Hair,

Scalp and Skin 3
COS 105 Introduction to Shampooing and Styling 4
COS 106 Introduction to Haircutting 3
COS 107 Advanced Haircutting 2
COS 108 Permanent Waving and Relaxing 3
COS 109 Hair Color 6
COS 110 Skin, Scalp, and Hair 3
COSs 111 Styling 3
COS 112 Manicuring and Pedicuring 3
COS 113 Cosmetology Practicum | 5
COS 114 Cosmetology Practicum Il 8
COS 115 Cosmetology Practicum Hi 5
COS 116 Cosmetology Practicum IV 5
COS 117 Salon Management 4

(o]
N

Total Credit Hours Required for Graduation:

ms-mm



in

Crime Scene Investigation: Certificate

The Crime Scene Investigation program, which can be completed in as few as

three quarters, is a sequence of courses that will prepare the student to work in a number
of law enforcement and investigative agencies. Students will learn the basics of how
to identify, gather, process, and report on evidence in a criminal investigation. Among
the skills students will gain are basic crime scene investigation, including print lifting
and evidence gathering, interview and interrogation techniques, report writing, case

preparation, courtroom testimony and procedural guidelines.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculiun

CRJ 101
FST210

CRJ 162
FST211
FST212
FST214
FST215
FST230

CRJ 105

Introduction to Criminal Justice

Crime Scene Investigation |

OR

Methods of Criminal Investigations
Crime Scene Investigation 11
Interviewing & Interrogation Techniques
Documentation & Report Writing

Case Preparation & Courtroom Testimony
Criminal Procedure

OR

Criminal Procedure

Total Credit Hours Required for Graduation

Credit Hours
5
5
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35
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Criminal Justice Records Technician: Certificate
The Criminal Justice Records Technician program teaches students to work as

entry-level records technicians in the law enforcement and corrections fields.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum Credit Hours
SCT 100 Introduction to Microcomputers 3
CRJ101 Introduction to Criminal Justice 5
BUS 101 Document Processing 6
MSD 103 Leadership 5
MSD 156 Supervision in a Service Environment 5
OR
MSD 101 Organizational Behavior 5
MSD 175 Business Spanish 5
OR
ENG 111 Business English 5
Total Credit Hours Required for Graduation: 29

20011- 2001)



136

Criminal Justice Technology: AAS b egree

The Criminal Justice Program gives students the knowledge, skills, and attitudes
to succeed in the criminal justice field. Graduates are prepared to pursue opportunities
in the criminal justice field in various capacities. The program emphasizes both criminal
justice theory and practical applications necessary for successful employment. Students in
this program who hold state law enforcement certification may be eligible to receive course
credit through the Georgia Peace Officer Standards and Training Council. The degree in
Criminal Justice is a sequence of courses that prepares students to become criminal justice
professionals. Learning opportunities develop academic, occupational, and professional
knowledge and skills required for job acquisition, retention, and advancement. Graduates
who are currently working in the criminal justice field will enhance his or her career
potential. Persons entering the criminal justice field will be prepared to pursue diverse
career opportunities in law enforcement, corrections, security, investigation, and public
protection.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS 191 Music Appreciation 5
SPC191 Fundamentals of Speech 5
OR
ENG 195 Technical Communications 5
PSY191 Introductory Psychology 5
ECO 191 Principles of Economics 5
MAT 1111 College Algebra 5
OR
MAT 1101 Mathematical Modeling 5
Occupational Curriculum Credit Hou:
SCTIOO Introduction to Microcomputers 3
CRIJIOI Introduction to Criminal Justice 5
CRJ103 Corrections 5
CRJ104 Principles of Law Enforcement 5
CRJ 105 Criminal Procedure 5
CRJ 168 Criminal Law 5
CRJ 202 Constitutional Law 5
CRJ 207 Juvenile Justice 5
CRJ 209 Criminal Justice Internship 5
CRJ 212 Ethics in Criminal Justice 5
Occupationally Related Electives Credit Hou:
(Approved by the Advisor) 20
Total Credit Hours Requited for Graduation: 98

Northwestern Technical College Catalog
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Criminal Justice Technology: Diploma

The Criminal Justice Program gives students the knowledge, skills, and attitudes
to succeed in the criminal justice field. The program produces graduates who are prepared
to pursue opportunities in the criminal justice field in various capacities. The program
emphasizes both criminal justice theory and practical applications necessary for successful
employment.

Students in the Criminal Justice program who hold state law enforcement
certification may be eligible to receive course credit through the Georgia Peace Officer
Standards and Training Council.

The Diploma in Criminal Justice is a sequence of courses that prepares students
to become criminal justice professionals. Learning opportunities develop academic,
occupational, and professional knowledge and skills required for job acquisition, retention,
and advancement. Graduates who are currently working in the criminal justice field will
enhance his or her career potential. Persons enterii\g the criminal justice field will be
prepared to pursue diverse career opportunities in law enforcement, corrections, security,
investigation, and public protection.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours; 15
ENG 101 EngUsh 5
PSY101 Basic Psychology 5

MAT 1012 Foundations of Mathematics 5
Occupational Curriculum Credit Hours; 48
SCT100 Introduction to Microcomputers 3
CRJ101 Introduction to Criminal Justice 5
CRJ103 Corrections 5

CRJ 104 Principles of Law Enforcement 5

CRJ 105 Criminal Procedure 5

CRJ 168 Criminal Law 5

CRJ 202 Constitutional Law 5

CRJ 207 Juvenile Justice 5

CRJ 209 Criminal Justice Inten”ship 5

CRJ 212 Ethics in Criminal Justice 5
Occupationally Related Electives Credit Hours; 10
(Approved by the Advisor) 10
Total Credit Hours Required for Graduation: 73

Note: Thefollowing two courses can be taken as the 10 required elective hours;

CRJ 154 Police Officer Survival 5
CRJ 162 Methods of Criminal Investigation 5
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Early Childhood Care and Education: AAS Degree

The Early Childhood Care and Education program is designed to prepare
students for success in the field of Early Childhood Education. The program produces
graduates who are ready to work as paraprofessionals, lead teachers, or child care
program management directors. Early Childhood Care and Education places emphasis on
a combination of childhood theory and practical application necessary for job acquisition,
retention, and advancement.

Graduates are competent in one of tiiree specializations. Graduates specializing
as paraprofessionals are competent in the use of methods and materials in the class room,
concepts of professionalism and classroom management and middle childhood growth
and development. Graduates specializing in early childhood program management are
to be competent in childcare facility management and childcare personnel management.
Graduates specializing in exceptionalities will be provided with guidelines, information,
responsibilities and tedmiques necessary to interact in the exceptional environment.
Therefore, prospective students must present a satisfactory criminal record check
conducted within the past year.

Admission requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 30
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS 191 Music Appreciation 5
SPC191 Fimdamentals of Speech 5
OR
ENG 195 Technical Communications 5
PSY 191 Introductory Psychology 5
SOC191 Introduction to Sociology 5
MAT 1111 College Algebra 5
OR
MAT 1101 Mathematical Modeling 5
Occupational Curriculum Credit Hours:
ECE 101 Introducticm to Early Childhood 5
Care and Education
ECE 103 Human Growth & Development | 5
ECE 105 Healtti, Safety, and Nutrition 5
ECE 112 Curriculum Development 3
ECE 121 Early Childhood Care & Education Practicum | 3
OR
Electives (See advisor for approved list) 5
ECE 122 Early Childhood Care & Education Practicum Il 3
OR
Program Elective 5

N orthwestern Tecbnical College Catalog



139

Early Childhood G vre and Education: AAS Degree (Continued)

SCTIOO Introduction to Microcomputers 3
ECE 113 Art for Children 3
ECE 114 Music and Movement 3
ECE 115 Language Arts and Literature 5
ECE 116 Math and Science 5
ECE 201 Exceptionalities 5
ECE 202 Socid Issues and Families 5
ECE 224 Early Childhood Education Internship 12

In addition to the Occupational Curriculum listed above, students must complete one of
the (ollovWng Specializations;

Specialization |

Faraprofessional Specialization Credit Hours: 15
ECE 203 Human Growth and Development Il 5
ECE 211 Methods and Materials 5
ECE 212 Professional Practices 5

Specialization Il

Early Childhood Program Management Specialization Credit Hours: 15
ECE 217 Program Administrator 5
ECE 221 Facility Management 5
ECE 222 Personnel Management 5

Specialization 11

Early Childhood Exceptionalities Specialization Credit Hours: 15
ECE 260 Characteristics of Young Children
With Exceptionalities 5
ECE 262 Classroom Strategies and Intervention 5
ECE 264 Exploring Your Role in the
Exceptional Environment 5
Total Credit Hours required for Graduation: 110

Note: Prior to enrolling ina lab course (ECE 112,121,122,224), students must provide the
follouHNg documentation:

1) A satisfactory criminal record check;

2) Verification of liability insurance;

3) CPR/First Aid certification.



Early Childhood Care and Education: Diploma

The Early Childhood Care and Education program is designed to prepare
students for success in the field of Early Childhood Education. The program produces
graduates who are ready to work in as paraprofessionals, lead teachers, or ciuld care
program management directors. Early Childhood Care and Education places emphasis on
a combination of childhood theory and practical application necessary for job acquisition,
retention, and advancement.

Program graduates receive a diploma after completing 73 credit hours in Early

Childhood Care and Education, or they may continue to advance his or her education and
specialize in paraprofessional education or early childhood program management.

Admission requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 13
ENG 101 EngUsh 5
EMP 100 Interpersonal Relations and

Professional Development 3
MAT 1012 Foundations of Mathematics 5
Occupational Curriculum Credit Hours: 60-64
ECE 101 Introduction to Early Childhood Education 5
ECE 103 Human Growth & Development | 5
ECE 105 Health, Safety, and Nutrition 5
ECE 112 Curriculum Development 3
ECE 121 Early Childhood Education Practicum | 3

OR

Program Elective 5
ECE 122 Early Childhood Education Practicum Il 3

OR

Program Elective 5
SCTIOO Introduction to Microcomputers 3
ECE 113 Art for Children 3
ECE 114 Music and Movement 3
ECE 115 Language Arts and Literature 5
ECE 116 Math and Science 5
ECE 202 Social Issues and Families 5
ECE 224 Early Childhood Education Internship 12
Total Credit Hours Requited for Graduation: 73-77

Note; Prior to enrolling ina lab course (ECE112,121,122, 22i), students must provide the
following documentation:

1) A satisfactory criminal record check;

2) Verification of liability insurance;

3) CPRJFirst Aid certification.
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Early Childhood Exceptionalities: Certificate

The Early Qiildhood Exceptionalities Certificate will provide a solid foundation

for Early Childhood Care and Education students in developing the skills, attitudes, and
techniques that will provide the quality of care for children with special needs.

Admisswn requirements: 1) Attainment of 19 or more years of age or permission of program
director; 2) achievement of program ready or provisional scores on the placement test; 3)
completion of general admission, and 4) post-secondary credentials from an accredited
institution, or a current Child Development Associate (CDA) certificate, or qualifying
experience pending approval of the program director.

Occupational Curriculiun

ECE103
ECE 203
ECE 201
ECE 260

ECE 262
ECE 264

Human Growth & Development |
Human Growth and Development I
Exceptionalities

Characteristics of Young Children
With Exceptionalities

Classroom Strategies and Intervention
Exploring Your Role in the
Exceptional Environment

Total Credit Hours Requited for Graduation:

2mn-2m

Credit Hours
5
5
5

(8]

30
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Early Childhood Paraprofessional Specialization:

Certificate

The Early Childhood Paraprofessional Specialization Certificate provides students
with the knowledge, skills, and attitudes necessary to work effectively with school-age
children. Competencies are aligned with TCSG standards and the Georgia Professional
Standards Commission. Students who graduate from this certificate are employable in
before- and after-school programs, summer camp/recreation programs, and public and
private community based youth programs.

Admission requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours: 30

ECE 201 Exceptionalities 5

ECE 202 Soci” Issues and Family Involvement 5

ECE 203 Human Growth and Development Il 5

ECE 211 Methods and Materials 5

ECE 212 Professional Practices 5
Elective (See advisor) 5

Total Credit Hours Required for Graduation: 30
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Early Childhood Program Administration: Certificate

The purpose of the Early Childhood Program Administration Technical Certificate
program is to provide the necessary skills to administer and manage a child-care business
anywhere in Georgia, and to provide a career path for people working in the field who
wish to move into administration.

Admission requirements: 1) Attaiiunent of 21 or more years of age; 2) achievement of program
ready or provisional scores on the placement test; 3) completion of general admission,
and 4) post-secondary credentials from an accredited institution, or a current Child
Development Associate (CDA) certificate, or qualifying experience pending approval of
the program director.

Occupational Curriculum Credit Hours
ECE 217 Day Care Administration 5
ECE 221 Child Care Facility Management 5
ECE 222 Child Care Personnel Management 5

Total Credit Hours Required for Graduation: 15
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N ail Technician: Certificate

The Nail Technician Certificate program is a sequence of courses that prepares
students for careers in the field of Nail Technician. Learning opportunities develop
academic and professional knowledge and skills required for job acquisition, retention, and
advancement. The program emphasizes specialized training in safety, sanitation, state laws,
rules and regulations, nail diseases and disorders, skin and nail care, and work ethics. The
curriculum meets state licensing requirements of the State Board of Cosmetology. Program
graduates receive a Nail Technician certificate and are employable as a Nail TeAnician.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Occupational Curriculum Credit Hours
COS 100 Introduction to Cosmetology Theory 5
COs 112 Manicuring and Pedicuring 3
COsS 117 Salon Management 4
COS 118 Nail Care | 7
COS 119 Nail Care Il 9
Total Credit Hours Required for Graduation; 28
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Shampoo Technician: Certificate

The Shampoo Technician Certificate prepares students for careers in the field
of Cosmetology as Shampoo Technicians and to also be employable as a Cosmetology
salesperson salon manager or salon ovmer. This program emphasizes specialized training
for s”ety, sanitation, state laws, rules and regulations, chemistry, anatomy and physiology,
skin, hair, hair treatments and manipulations, hair styling, artificial hair, braiding/
intertwining hair, reception sales, management, employability skills, and work ethics.

Admission requirements: 1) Attainment of 16 or more years of age; 2) achievement of
program ready or provisional scores on the placement test; and 3) completion of general
admission.

Occupational Curriculum Credit Hours
COS 100 Introduction to Cosmetology Theory 5
COS 103 Basic Creative Treatment of Hair,

Scalp and Skin 3
COS 105 Introduction to Shampooing and Styling 4
COS 117 Salon Management 4
Total Credit Hours Required for Graduation; 16

200H-2m



Social Work Assistant: AASDegree

The Social Work Assistant Program is designed to prepare individuals to obtain
entry-level employment in public and private social service agencies. The social worker
assistant is equipped with the skills, knowledge, values, and sensitivity to effectively serve
htiman needs in a variety of community settings. Students have tiie option to select courses
that will prepare them to provide client services, as well as support for families in a variety
of fields, such as psychology, rehabilitation, and social work. They may assist clients in
identifying social and commimity services that will best assist them. They may assist the
social worker in developing, organizing, and conducting programs to resolve problems
relevant to human relations, substance abuse, adult daycare, and rehabilitation.

Admission requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Genetal Core Curriculum Credit Hours: 38
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS 191 Music Appreciation 5
ENG 195 Technical Communication 5
SPC191 Fimdamentals of Speech 5
PSY191 Introductory Psychology 5
SOC 191 Introduction to Sociology 5
MAT 1111 College Algebra 5
OR
MAT 1101 Mathematical Modeling 5
SCT 100 Introduction to Microcomputers 3
Occupational Curriculum Credit Hours: 66
SW G100 Introduction to Social Services 5
SW G101 Introduction to Social Work 5
SWG 102 Human Behavior and Social Environment 5
SWG 103 Social Work Metiiods and Procedures 5
SWG 104 Basic Interviewing and Counseling Skills 5
SWG 105 Abnormal Behavior 5
SWG 200 Special Problems with Youth 5
SWG 201 Adolescent Life Cycle 5
SWG 202 Field Work Experience | 8
SWG 203 Field Work Experience U 8
SWG 204 Social Policies and Programs for the Aging 5
SWG 205 Group Work Intervention 5
Total Credit Hours Required for Graduation: 104
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Social Work Assistant; Diploma

The Social Work Generalist Diploma Program is designed to prepare individuals
to obtain entry-level employment in public and private social service agencies. The social
worker assistant is equipped with the skills, knowledge, values, and sensitivity to effectively
serve human needs in a variety of community settings. Students have the option to select
courses that will prepare them to provide client services, as well as support for families in a
variety of fields, such as psychology, rehabilitation, and social work. Iliey may assist clients
in identifying social and community services that will best assist them. They may assist the
social worker in developing, organizing, and conducting programs to resolve problems
relevant to human relations, substance abuse, adult daycare, and rehabilitation.

Admissbn requirements: 1) Attainment of 18 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

Genetal Cote Curriculum Credit Hours: 18
ENG 111 Business English 5
MAT 1012 Foundations of Mathematics 5
PSY 101 Basic Psychology 5
SCT100 Introduction to Microcomputers 3
Occupational Curriculum Credit Hours: 66
SWG 100 Introduction to Social Services 5
SWG 101 Introduction to Social Work 5
SWG 102 Human Behavior and Social Environment 5
SWG 103 Social Work Methods and Procedures 5
SWG 104 Basic Interviewing and Counseling Skills 5
SWG 105 Abnomial Behavior 5
SWG 200 Special Problems with Youth 5
SWG 201 Adolescent Life Cycle 5
SWG 202 Field Work Experience | 8
SWG 203 Field Work Experience Il 8
SWG 204 Social Policies and Programs for the Aging 5
SWG 205 Group Work Intervention 5

o]
~

Total Credit Hours Required for Graduation:
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Air Conditioning Technology: Diploma

The Air Conditioning Technology Program prepares students for careers in the air
conditioning field. Learning opportunities develop academic, technical, and professional
knowledge and skills requir”™ for job acquisition, retention, and advancement. The
program emphasizes a combination of air conditioning technology theory and practical
application necessary for successful employment using both manual and computerized air
conditioning technology systems. Graduates will receive an Air Conditioning Technology
Diploma that qualifies them as aitry-level Conditioned Air Technicians.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED prior to program completion; 3) achievement of
program ready or provisional scores on the placement test; and 4) completion of general
admission.

Genefal Core Curriculum Credit Hours; 13
ENG 100 English 5
MAT 1012 Foundations of Mathematics, 5
EMP 100 Interpersonal Relations and
Professional Development 3
Occupational Curriculum Credit Hours: 72
ACT 100 Refrigeration Fundamentals j 4
ACT 101 Principles and Practices of Refrigeration = 7
ACT 102 Refrigeration Components 7
ACT 103 Electrical Fundamentals 7
ACT 104 Electric Motor Controls 4
ACT 105 Electric Components 5
ACT 106 Electric Control Systems and Installation 4
ACT 107 Air Conditioning Principles» 8
ACT 108 Air Conditioning Systems and Installation m 3
ACT 109 Troubleshooting Air Conditioning Systems m 7
ACT 110 Gas Heating Systems  * 5
ACT 111 Heating Pumps and Related Systems < 6
IFC 100 Industrial Safety Precautions t 2
SCT100 Introduction to Microcomputers ~ 3

(o]
3]

Total Credit Hours Required for Graduation:
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Automotive Technology: AAS Degree

The Automotive Technology Program prepares students for careers in the
automotive service and repair profession. The program emphasizes a combination
of automotive mechanics theory and practical application necessary for successful
employment.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or completion of GED; 3) achievement of program ready or provisional
scores on the placement test; and 4) completion of general admission.

General Core Curriculum Credit Hours: 33
ENG 191 Composition and Rhetoric 5
ENG 193 Literature and Composition 5
OR
HUM 191 Introduction to Humanities 5
OR
ART 191 Art Appreciation 5
OR
MUS191 Music Appreciation 5
ENG 195 Technical Communications 5
OR
SPC191 Fundamentals of Speech 5
PSY 191 Introductory Psychology 5
OR
ECO 191 Principles of Economics 5
MAT 1111 College Algebra 5
OR
MAT 1101 Mathematical Modeling 5
PHY 190 Introductory Physics 5
SCT100 Introduction to Microcomputers 3
Occupational Curriculum Credit Hours: 87
AUT 120 Introduction to Automotive Technology 3
AUT122 Electrical and Electronic Systems 6
AUT 124 Battery Starting and Charging Systems 4
AUT 126 Engine Principles of Operation and Repair 6
AUT 128 Fuel, Ignition, and Emission Systems 7
AUT 130 Automotive Brake Systems 4
AUT 132 Suspension and Steering Systems 4
AUT 134 Drivelines 4
AUT 138 Manual Transmissiori/Transaxle 4
AUT 140 Electronic Engine Control Systems 7
AUT 142 Climate Control Systems 6
AUT 144 Introduction to Automatic
Transmission Diagnosis 4
AUT 210 Automatic Transmission Repair 7
AUT 212 Advanced Electronic
Transmission Diagnosis 3
AUT 214 Advanced Electronic Brake
System Diagnosis 4
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Automotive Technology: AAS Degree (continued)

Occupational Curriculum Credit Hours: 87
AUT 216 Advanced Electronic Controlled

Suspension and Steering Systems 4
AUT 218 Advanced Electronic Engine

Control Systems
AUT 220 Automotive Technology Internship 6
Total Credit Hours Required for Graduation: 120

2MS-200H



Automotive Technology: Diploma

The Automotive Technology Program prepares students for careers in the
automotive service and repair profession. The program emphasizes a combination
of automotive mechanics theory and practical application necessary for successful

employment.

Admission requirements: 1) Attainment of 16 or more years of age; 2) Documentation of high
school graduation or GED completion; 3) achievement of program ready or provisional

scores on the placement test; and
4) completion of general admission.

General Core Curriculum

ENG 101 EngUsh

MAT 1012 Foundations of Mathematics

EMP100 Interpersonal Relations and
Professional Development

SCT100 Introduction to Microcomputers

Occupational Curriculum

AUTI120 Introduction to Automotive Technology
AUTI122 Electrical and Electronic Systems
AUT 124 Battery Starting and Charging Systems
AUT 126 Engine Principles of Of>eration and Repair
AUT 128 Fuel, Ignition, and Emission Systems
AUT 130 Automotive Brake Systems
AUT 132 Suspension and Steering Systems
AUT 134 Drivelines
AUT 138 Manual Transmission/Transaxle
AUT 140 Electronic Engine Control Systems
AUT 142 Climate Control Systems
AUT 144 Introduction to Automatic
Transmission Diagnosis
AUT 210 Automatic Transmission Repair
AUT 212 Advanced Electronic
Transmission Diagnosis
AUT 214 Advanced Electronic Brake
System Diagnosis
AUT 216 Advanced Electronic Controlled
Suspension and Steering Systems
AUT 218 Advanced Electronic Engine
Control Systems
AUT 220 Automotive Technology Internship

Total Credit Hours Required for Graduation:

Credit Hours: 16
5
5

Credit Hours: 87
3
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Automotive Automatic Transmission/

Transaxle Technician: Certificate

The Automotive Automatic Transmission/Transaxle Technician certificate program
prepares graduates for entry-level employment in automatic tra