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Certification/Credits:  A certificate will be awarded to each student who successfully completes a career training program with 90% attendance, a 2.0 GPA / 70% (C average) or above academic standing and who has no outstanding fees.  
All Tolles Career & Technical Center programs are based on clock hours; no credit hours are given for programs. Students with previous training will begin a program at their individual skill level. Previous education and occupational experience will be evaluated and reviewed, thus making it possible for the student to gain granted approval credit for previous educational and occupational experience. 

Completion rate statistics are available on the Tolles website at www.tollestech.com
or at the Adult Center upon request. 

Grading Scale:
	A—90—100%	3.5—4.0
	B—80—89%		2.7—3.49
	C—70—79%		2.0—2.69
	Failure—69% or below
Satisfactory Academic Progress: For the eligible Title IV programs, Medical Assistant and Administrative Medical Office Assistant, undergraduate students’ progress will be reported at intervals of 450 and 900 hours. A written report of cumulative grades and attendance will be given to students within one week, at these intervals in the program.  Per federal guidelines, this is not one specific date, but the date that each individual student achieves 450 hours within the payment period.
The student must have a “C” cumulative average or its equivalent 2.0 or 70% to be considered in good standing and be able to receive a certificate from the program.  A student must also complete 90% of the cumulative hours: of the 900 hour program-810 hours, of the 600 program—540 hours to be eligible for a certificate.  An individual interim grade report will be given to each student based on the instructors’ attendance records and grade books or computerized spreadsheets.  
Students must keep pace of progression in the program.  Pace is calculated by dividing cumulative hours the students successfully completed by cumulative hours the student has attempted.  A student is expected to keep pace at 67% and to complete the program within a maximum of 1350 scheduled hours or 60 calendar weeks.  
If a student does not meet satisfactory academic progress at the end of the first 450 hours, the student will be in financial aid warning status for the second 450 hours—the student may continue to receive assistance under Title IV for one payment period. Any student receiving a financial aid warning status will receive a written notice at a conference held with the student services coordinator.  
Per federal regulations, there cannot be more than one or consecutive warnings. This status may be assigned without an appeal or other action taken by the student.  The student does not need to worry about reestablishing his or her eligibility because there is no program longer than 900 hours and greater than 2 payment periods in length.  Should a student choose to reestablish satisfactory academic progress, this can be done at interim report time or sooner if the student shows progress earlier.  
Academic Year: The academic year definition for Tolles is 900 clock hours, 10 months, 39 weeks.  The payment periods are determined by clock hours.  As a courtesy to the students, at midpoints in each payment period—225 and 675 hours respectively, students will be provided interim grades and attendance, to make them aware of their progress and encourage them in their studies.  
Special Circumstances: Incompletes and transfers of credit from other institutions are considered as passing (70%) but not figured into the grade accumulative average.  Non-credit remedial courses are not a part of the satisfactory academic performance policy and not considered in the grade average.  The percentage grade the student has earned to date will be recorded on the student’s transcript, if the student withdraws; it will also be marked with an “I” for incomplete. If a student is approved to repeat a course, the final grade from the second course will be the grade for the class.  
Attendance is not recorded for non-credit remedial courses.  Attendance is calculated at 90% of Tolles’ course hours for transfers of credit; transfer of credits from other schools must count transfer hours accepted toward completion of student’s program both hours attempted and hours completed. 
The number of hours the student attended class before an incomplete or withdrawal date will be counted. No attendance will be credited during a leave of absence for any student. 
Re-admission / Leave of Absence:  Because the Medical Assistant and Administrative Medical Office Assistant Programs begin only once a year and because Title IV has a maximum time frame in which to complete a class, an approved leave of absence (LOA) may only be granted if a student can still complete the class within the scheduled maximum time frame of 1350 hours. 

An LOA is not a withdrawal, so no refund or repayment calculation is required. A LOA is approved if the student requests it in writing and it does not exceed 60 calendar days.  It does not involve additional school charges to the student and there is not more than one approved LOA in any twelve-month period. 

Any LOA that does not fit the above criteria is considered a standard withdrawal. A refund and repayment must be calculated and paid as required by regulation (including applicable payment deadlines, etc.). If a student does not return after an approved LOA, that student is then considered as having withdrawn. A refund and repayment must be calculated, using the student's last recorded date of attendance, prior to the beginning of the LOA, as the withdrawal date. 

Dismissal:  Any student who has been terminated for lack of attendance or low grades, may request a hearing. To apply for readmission, a student must submit a request in writing. Approval for readmission may be granted or denied, after consultation with the adult student services coordinator and the adult ed. programs administrator. 

Students, who believe they have been unfairly terminated from any program and wish to appeal their dismissals, should take the following steps: 

1.  Petition in writing the Program Administrator in Adult Education. 

2. If appeal is not granted, petition in writing the Superintendent of Tolles 	Career & Technical Center.   

3. If appeal is not granted, petition in writing the Tolles Career & Technical 	Center Board of Education. 
                      
If a student’s financial aid status changes at any point, a revised award notice will be given to the student from the financial aid administrator.  
Attendance:  The student’s presence in all classes and scheduled activities is vital to a student’s success in the program.  Because of the 10% allowed absences, there are no “excused” absences. Attendance is a student’s responsibility.  Schedule appointments and other activities during non-class time.  Situations can occur over which students have no control, so save the 10% absence time for times of illness, auto issues, or other personal emergencies.  Absenteeism beyond 10% is usually reflected in poor academic and performance and may be cause for dismissal.  
Any student unable to attend class must notify the school and report off to the student services coordinator.  In her absence, leave a message.  A message is NOT to be passed on by another student or make-up will not be permitted.  A reason for the absence must be given when calling. Absence without notification may be cause for dismissal from the program. If a student has prior knowledge of absence from a class, it should be reported to the particular instructor.  A student may be asked to bring in a physician’s excuse for time missed or written permission to attend class or externship after an illness or injury. 
Make-up Work: Students who are absent from any scheduled classes are responsible for the materials, which were covered during the classes. The students will complete the required readings, obtain notes of the lecture from other students and consult the instructor for handouts and if further aid is necessary.  Arrangement to tape a class when the student is expecting to be absent from a class lecture may be done with the permission of the instructor.  Work made-up in a timely manner will count as hours attended.  
A student must take a missed exam on the day of return to school unless other prior arrangements are made.  Exams may be taken during online time, the following day. Failure to take an exam on the day a student returns from an absence (unless other arrangements are made) will result in a test grade reduction of five percent per day.  The date make-up work is due is determined by the number of class days a student was absent.  If a student was absent three days, the student has three class days before they are required to turn in their work.  A late assignment may result in a reduced grade as determined by the instructors.  
Withdrawals:  A student may withdraw from the school voluntarily at any point in the program.  The student is expected to have a personal interview with the student services coordinator to complete an official withdrawal form.  This form must be completed and returned to the student services coordinator for the student to be considered officially withdrawn. The only mark given for a withdrawn course is a “W”.  Any variation from this rule requires the approval of the Adult Programs Administrator.  Last date of attendance will be verified.  All bills must be paid in full.  Withdrawal is considered official on the date the student notifies the Adult Education Office.  Fees will continue until notification is made and the student will be charged for all uncovered program costs.  
If a student is absent for seven consecutive calendar days without notifying the instructor, the school will consider them officially withdrawn. However, the student must still arrange an appointment with the financial aid administrator to complete the withdrawal process. Fees will continue until this time and the student will be charged for all uncovered program costs.  
Withdrawn—a withdrawn student may return to same program within 180 calendar days.  

Dismissal: Dismissal from the program will occur for any of the following reasons:
Persistent unsafe performance in the externship area or while performing clinical skills that might prove injurious to self, fellow student, patient, co-worker and /or visitor.
	Proof of chemical substance abuse. 
	Breach of confidentiality.
Dismissal  may occur for any of the following reasons:
	Any absence that is not reported according to procedure.
	Persistent tardiness.
	Falsification of application materials. 
Incompletes: Students who do not complete the course requirements must have faculty approval to have extended time and to complete requirements, or to continue on to the next term, or repeat the courses.  
Warning:  At 450 hours, students who have an average grade of 70% in any course or who have a cumulative attendance record at 90% or lower, will receive a written academic warning to help them refocus on their work or talk with the school counselor about remediation.  This is a financial aid warning.  
Probation: Probation is a measure to encourage self-evaluation of progress in the program realistically and adjustment of behavior accordingly.  Reasons for probation include but may not be limited to:  
1. Unsafe performance in externship exhibited by behaviors that might prove injurious to self, clients, co-workers and/or visitors.  2) Unsatisfactory performance at the externship site as measured by the performance evaluation tool and documented by the externship site coordinator.  4) Non-compliance with regulations of the school. 
 
Probation is defined as a trial period.  When a student is placed on probation, he/she will be notified in writing and a conference held.  At this meeting, the student will be informed of the behaviors expected for satisfactory termination of the probationary period.  
Appeal policy—Recipients who fail to meet these standards will be notified by the financial aid administrator of the discontinuance of their aid.  Appeals can be made in writing to the Adult Programs Administrator within 10 working days after receipt of the discontinuance notice.  The Medical Assistant Coordinator will respond in writing to denied appeals or award the recipient financial aid in the amount and type deemed appropriate.
If mitigating circumstances are documented, such as a death of a relative, injury or illness of student or other special circumstances, hospitalization or home confinement due to illness, or court subpoena, these standards may be set aside.  
Non-credit remedial courses:  Non-credit remedial courses are not a part of the satisfactory academic performance policy and are not considered in the grade average.  
Transfer students:  An initial disbursement of Title IV monies may be made.  If no credits are transferred in, then satisfactory academic performance is evaluated solely on the work at Tolles.  If the student received transfer credits, these grades and attendance must be included when determining progress toward the maximum time frame.  

Registration and Tuition: Registrations are accepted Monday through Thursday from noon to 6 p.m. Tolles Career & Technical Center seats students in the class based on a first-come, first-serve basis. Payment is expected two weeks prior to the start date of class in order to reserve a spot.  However, you are not officially seated until you have submitted an application form and secured payment of the program either by check, cash, personal loan, money order, credit card or financial aid. Fees must be paid before you are officially registered. Scholarship monies received on your behalf will be applied to tuition. Individuals are required to pay any amount not covered by financial aid or scholarships.   All career training students must also take Workkeys assessments and attend an orientation.  

Verification / Professional Judgment:  It is the policy of Tolles to verify all students’ ISIRS who qualify to receive any Title IV monies, regardless whether they have been tagged by the US Dept. of Education for verification.  This means that students will need to provide proof of income and taxes paid for the previous year, generally providing the financial aid administrator signed copies of last year’s income tax records, that have been appropriately signed.  Each student will complete the appropriate verification worksheet, testifying to the number in the household and the number in college.  Evidence of child support (verification worksheet), IRA/KEOGH deductions, and interest on tax-free bonds (previous year’s signed income tax papers) will also need to be provided.  

In cases where income tax papers are not available, an official agency document or a signed statement by the student will serve as evidence.  Unemployment compensation and other untaxed sources of income may need to be verified, especially in cases of professional judgment, which Tolles honors in extenuating circumstances. The verification process needs to be completed before Pell Grant monies can be drawn into a students’ account or the student is responsible for his/her account.  Students are encouraged to meet with the financial aid administrator well before class begins to complete the verification process.  The financial aid administrator reserves the right to request additional documentation to ensure that the evidence is accurate.  Verification is completed when all documentation has been provided.  The financial aid administrator will make the corrections to the student’s ISIR only if the changes are over $400.  

The law gives some examples of special circumstances, such as elementary or secondary school tuition, medical or dental or nursing home expenses not covered by insurance, unusually high child care costs, being homeless or a dislocated worker, recent unemployment of a family member, or other changes in the family’s income or assets.  When someone converts a regular IRA into a Roth IRA, professional judgment may be warranted.  By law, use of professional judgment is neither limited to nor required for the situations mentioned.  

Most often changes made due to professional judgment come from a change in the base year income or a dependency override.  For any professional judgment ruling, the student must submit a written request asking for professional judgment, detailing the circumstances why the request is appropriate and providing the documentation to support it.  

Admissions:  Any adult aged 16 and over, who has a GED or high school diploma, or is currently enrolled in an ABLE/GED program, and who is not enrolled in another high school, may register for admission. If an individual lacks a GED she/he may enroll in the ABLE/GED program, which is offered at Tolles, to work toward testing for the GED. Students must have their high school diploma, or GED, prior to enrollment, if they are to receive Title IV, Federal Pell Grant awards. Proof of GED or diploma is required.  No student will be admitted who owes an outstanding bill to Tolles Career & Technical Center. 

Tolles Career & Technical Center does not discriminate on the basis of race, 
color, national origin, gender, disability, age, religion, ancestry, socio-economic
status, sexual orientation, citizenship or veteran status in its educational programs, activities, employment policies, or admission policies and practices, as required by law.

Ability to Benefit:  If a student does not possess a high school diploma and is 16 or over, he/she may take the ACT WorkKeys assessments for the occupation and must meet the standards for that occupation.  The assessments include Applied Mathematics, Locating Information, Reading for Information.  For the Medical Assistant Program, the levels required are Math:4, Locating: 5, Reading: 5. For the Administrative Medical Office Assistant Program, the levels required are Math: 3, Locating: 4, Reading: 5.  The ACT WorkKeys is an online assessment presented and scored by ACT.  
Payment:  Total tuition payment is expected two weeks prior to the first day of class.  Contracts that will be honored as payment include:  TAA, Job and Family Services, WIA, State Workforce Development Contracts, VA to the school, RSC/BVR.  Pell Grant and Tolles Scholarship are also considered payment.  If a student cannot pay for the tuition in full, payment plans are available, but must be strictly adhered to, or the student may be dismissed from the program.  
Tolles Career & Technical Center
Financial Aid Award Notification
2011/12
Student:				Program:  Medical Assistant
Tuition: $6495 	Fees:  $90 		Total:  $6585
Pell Grant Calculation:  EFC__   	Cost of Attendance_ _____
Eligible for Pell:  		Verified: 
Depend. _____     Independ._____     Independ. with depend._____
Academic Year:    Hours in Program: 900    Weeks in Program: 39
Payment Period:     Hours: 450 		  
Source			Amount  		Date to be applied to Account
Pell							by 9/15/11
Pell							starting 2/6/12 and beyond.  (when a 								student has attended  450 hours of the 								program) 
Scholarship  						by 9/15/11
Scholarship						by 6/1/12
Amount Due:  
Award Authorized by Judy Norris, Financial Aid Administrator____________________
I understand that I need to maintain 90% attendance AND a 2.0 grade point average to be eligible to receive financial aid.  I also understand that if I withdraw or am dismissed from the program, I may not be eligible to receive the entire financial aid award and will most likely owe money back to Tolles.  If I fail to make required payments to Tolles, my account will be turned over to collection agency, which may damage my credit rating.  I accept this financial aid award and authorize Tolles to apply the award funds directly to my account.  I have read and agree to each of these statements and agree to disclose any further sources of financial aid that I may receive, unknown to me at this time, to the financial aid administrator, as soon as I become aware of them. 
_________________________________________________________________________
Student’s Signature						Date
Students not in compliance with the satisfactory academic progress policy will be responsible for paying any financial aid expected to be received from the U.S. Department of Education.  
Tolles GED recipients are given a 10% discount on any career development programs taken within one year of the completion of their GED.  
Payment Plans: Payment plans are available for students enrolled in Medical Assistant, Administrative Medical Office Assistant, Medical Billing & Coding Specialist, and Firefighter I and II.  There are no school payment plans for students enrolled in shorter programs or part-time classes.  Payment for these classes is expected in full at the time of registration.  
Students must pay the program non-refundable application fee and the non-refundable payment plan fee when entering into a promissory note.  Students will be required to sign this promissory note initiated in the presence of the administrator.  The first tuition payment must be paid in full at least two weeks prior to the first day of class.
Students dropping or being dismissed from the program are still held responsible for full payment of their tuition, as tuition in full is required to begin the first day of class.  Payment that is not made in full, may be submitted to a collection agency.  A student may not enroll in another Tolles’ program, if he/she owes fees for a prior class.
Payments are due on the first Wednesday of the month and may be paid ahead of time.  For 2011-12, these dates are:  9/7, 10/5, 11/2, 12/7, 1/11, 2/1, 3/7, 4/11, 5/2, 6/6.  
	Program
	Tuition/App. Amt.
	1st payment
	Other  payments 
	Total # of 
payments

	Medical Assistant

	$6495/90=6585
	$1995 (1905+100)
w/o app, inc. paymt fee
	$500
	10

	Admin. Med. Off. Asst. 

	$4395/90=4485
	$895 (805+100)
w/o app, inc. paymt fee
	$500
	8

	Firefighter I and II
	$2295/75=2370
	$795 (870+100)
w/o app, inc. paymt fee
	$500
	4

	Med. Bill. & Cod. Spec

	$2495/75=2570
	$570 (495+100)
w/o app, inc. paymt fee
	$500
	5



Promissory Note:
On this date of          , in return for valuable consideration received, the undersigned borrower, _____________________________ promises to pay to Tolles Career & Technical Center, the “Lender,” the sum of          Dollars.
Terms of Repayments:  This loan shall be repaid under the following terms:
  		Payment Amount				Payment Date  
Payment Plan Fees – By participating in the payment plan option, the borrower agrees to pay a one-time payment plan fee in the amount of $100.00 dollars.
Interest – No interest will be calculated on this loan.
Late Fees – All payments are due on or by the dates listed above.  If payment is not made by the due late, a $20.00 dollar late fee will be assessed on the late payment.
Place of Payment – All payments due under this note shall be made at Tolles Career & Technical Center, 7877 US Highway 42 South, Plain City, OH  43064.
Prepayment – This Note may be prepaid in whole or in part at any time without penalty.
Default – In the event of default, the borrower agrees to pay all costs and expenses incurred by the Lender, including all reasonable attorney fees (including both hourly and contingent attorney fees as permitted by law) for the collection of this Note upon default, and including all reasonable collection charges.
Modification – No modification or waiver of any of the terms of this Agreement shall be allowed unless by written agreement signed by both parties.
Choice of Law – All terms and conditions of this Note shall be interpreted under the laws of the State of Ohio.
Signed Under Penalty of Perjury, this          day of 

_____________________________________         			___________________________________
							   	Tolles Representative
_____________________________________          
Witness

Refunds: There are NO refunds on any class of less than 300 hours.  
Students dismissed from the school or withdrawing at the school’s request for non-academic reasons are NOT entitled to a refund.  Fees, books and supplies are non-refundable items.  Persons requesting a refund for extenuating circumstances must ask for the request in writing to the Adult Education Director.  If a refund is issued, a 25% administrative fee will be charged.  
For students enrolled in programs of 600 hours or greater, the following refund policy applies: Refunds will be calculated on a semester basis for the Medical Assistant and Administrative Medical Assistant Programs.  Semester dates will be determined by dividing the number of classroom and online instruction hours equally by two.  (Externship hours are not calculated in the refund).  
If a student withdraws within 10% of the scheduled class hours of the semester, 80% will be refunded.  If a student withdraws within 20% of the scheduled class hours, a 50% refund will be issued.  No refunds will be granted for requests over 20% of the scheduled class hours in a semester.  The cost of all textbook and school purchased supplies will be subtracted first, before the tuition percentage is figured.  Calculations $.50 and over, will be rounded up to the nearest dollar.
Example:  
	Medical Assistant:  740 Classroom and online hours; 370 semester hours
		0-37 hours = 80%
		38-74 hours = 50%
		Over 74 hours= No refund
Administrative Medical Office Assistant:  450 Classroom and online hours ; 225 semester hours
 		0-23 hours = 80%
		24-45 hours  = 50%
		Over 45 hours = No refund
The refund policy was changed and became effective July 1, 2010.
Returns to Title IV / Refund Repayments:
Whenever a student withdraws or is dismissed, the amount of any refund due to the student or the Title IV Federal Program will be calculated according to the federal withdrawal policy.   Depending on the formula according to Title IV and the number of hours a student attended, it may be possible that a student is not due a refund, but must pay back Title IV funds or owe the school.  It is the student’s responsibility to take care of this in full or it may be turned over to a collection agency.  
A copy of the federal worksheet to determine refunds is enclosed in this handbook.  A copy of this worksheet with the calculations provided will be given to the student at the withdrawal/dismissal conference.  If a student does not attend the conference, it will be mailed with a return receipt requested.  





Crime Stats for 2010/11:
The Campus Security Act requires all schools receiving certain federal funds to disclose campus crime statistics to current and prospective students and faculty and staff.  
In 2010-2011, NO aggravated assaults, arsons, burglaries, forcible sex offenses, homicides, negligent manslaughters, motor vehicle thefts, non-forcible sex offenses, robberies, arrests, drug abuse violations, liquor law violations, or weapons possessions occurred on the campus at Tolles Career & Technical Center.  The staff also maintains a log of student self-reported incidents, with documentation of action taken.  There were two documentations of minor theft in this log last year.
Tolles Adult Workforce Education strives to provide students with “early warning” should any campus crimes occur.  This may be done through the regularly scheduled radio and television stations the district uses, by personal email to students or through class phone chains.  






2011-12 Medical Assistant General Information
Medical Assistant Training is comprised of classroom instruction (608 hrs.), online instruction (132 hrs.) and externship (160 hrs.), 900 hours.  Classes are held Monday through Thursday evenings at Tolles from 4:30-9 pm, beginning August 22 and ending with graduation on June 7, 2012.  Classes are also held on scheduled Saturdays from 8 am-3:30 pm on these dates:  8/27, 9/10, 9/17, 10/8, 10/15, 10/22, 11/5, 11/12, 12/3, 1/21.   In addition to regularly scheduled classes, externship begins in February and must be completed during the day. 
Entrance Requirements:   (To be completed before starting class)
Submit the application and $90 non-refundable fee.  
Request and submit an official copy of a high school transcript or GED results to Judy Norris in student services.
Complete FAFSA online if applying for Pell grant or Tolles scholarship.
Schedule and make the appointment with Judy Norris to present documents to verify financial aid, if applicable.
Attend a WorkKeys/Orientation session. 
Turn in paperwork from a physical, initiation of Hepatitis B immunization series and two-step Mantoux.
During Class and Externship:
Wear scrubs, lab coats and appropriate shoes to two classes:  Clinicals and Phlebotomy and to the externship site.  Represent the school in dress and grooming in a manner that reflects good taste, cleanliness and safety and behave in a professional, ethical manner.    
Handle any conflicts or issues responsibly following the chain of command and the student handbook.  
Upon arriving at Tolles, sign-in at the adult ed. office and denote the time as it is posted on the office clock.  Do not sign-in for another student.  Remember that attendance to class is vital for your success in this program.
Beginning in February and ending May 24, the 160 externship hours will be completed concurrently with evening class hours, but during traditional daytime business hours. 
Upon Completion:  For greater ease in obtaining employment, sit for four certification tests—NCCT Phlebotomy, NCCT Medical Billing and Coding, NCCT Admin. Med. Office Asst., AMT/RMA Medical Asst. 
Complete a Drug screening and BCI check.
Keep in touch with the school and share employment results.  
If you withdraw:  Before dropping the program, consider that you may owe the school money, especially if you receive a Tolles scholarship or Title IV Pell Grant.  		Updated 4/19/11
		

Externship: The externship component of the medical assistant and administrative medical office assistant courses is critical to pull together all of the knowledge and skills learned in the classroom and give students some practical experience and additional confidence as they pursue employment.   Completion of all 160 hours is required—no less than 100% of the 160 hours is acceptable in order to obtain a certificate for the program.  The number of hours is determined by accreditation.  For the Administrative Medical Office Assistant, 155 hours of externship is required.  
While it is the school’s goal that each student have an optimum experience, each student will have different experiences based on their own skill level and the decisions of the externship site.  Some students may be asked to observe skills, rather than participate; while others may allow students to immediately begin performing various clinical skills.  Students should not compare or complain.  The externship coordinator at the school will work with the site, to provide the student with a positive experience.  
Student’s must maintain a minimum 70% grade point average, 90% attendance and display signs of appropriate, mature, professional behavior in order to be eligible to begin externship.  If at any time one of these three standards falls below the acceptable standard, a student may be pulled from externing.   
Beginning in November, students are encouraged to find their own sites.  The students who do this are generally happier with the outcomes, because they deem it as a “perfect” match.  While externing may not begin until February, the school encourages students to find a site early in the year, because many students are in competition for sites from other schools.  Tolles prefers that students find a site in a doctor’s office, rather than a hospital to receive a more practical one-to-one experience to practice their skills.  
If students can’t find a site, the school will assist.  If a student waits until after Feb. 1, however,  to ask school personnel to find a site, they may have to take an incomplete and complete their extern hours after graduation.  Tolles’ students are in competition with many students from other programs for externship sites--that is why it is imperative not to delay in pursuing a site.  
Students are guests at these sites.  The everyday common courtesies should be extended at all times, whether or not a student agrees with their practices.  Students are to be courteous, respectful, take initiative, dress appropriately (in scrubs preferably, no jeans—you are representing the school), show up on time, maintain good attendance and call off promptly if you can’t make it, do not engage in personal conversations that take office staff away from their jobs, ask questions if you feel unsure, double check that you are following correct procedures, and get along with all personalities.
Students are representing Tolles and themselves as individuals, in a potential bid for a job.  Do your best at all times.  What you say and do will impact this program for years to come and other students’ ability to have opportunities at externing.  Several students in previous programs have been offered jobs and accepted employment while completing externship.  
Once a student is assigned to a site, the student cannot decide they no longer want that site—unless the student feels that the site is engaging in illegal or unlawful procedures.  This is a four-week experience and students need to learn, adjust and adapt to the situation.  If a student is having problems in the externship experience, they need to voice their concerns to the coordinator at the school and not complain to the site.  
If a site calls school personnel and asks a student to be removed from the site because of unsatisfactory performance, we will do our best to find another location, for a second chance.  However, as stated previously, depending upon when this happens, it may mean that students will have to take an incomplete and not receive their certificate until a later date.  The school will not provide a student with a third opportunity.  A student needs to display all the qualities of a good employee.  
Hours are to be logged for the time worked; lunch time is not to be included.  The person at the facility who signs the contract needs to sign off on a student’s hours.  Hours are to be turned in on a monthly basis.  The school coordinator will call the site and check occasionally, will meet with students occasionally and will visit the site one time during the experience.  
Externship is pass/fail.  You must pass this portion of the class in order to complete the program. Falsifying hours completed, having anyone sign-off hours other than the designated official, poor attendance, not calling off, misrepresenting the school, performing an illegal or unethical  task, lack of professionalism, or poor reviews from more than one site, may result in dropping you from the site and the program. 
Completion of hours is one component of externship.  Receipt of paperwork with competencies and a logged daily journal of activities are required for completion of this section of the program.  
Citizenship Day - September 17th:  Every September 17th (unless it falls on a weekend or other holiday) Constitution Day, also called Citizenship Day, is celebrated to mark the anniversary of the ratification of the U.S. Constitution.  This is one of the newest federal holidays to be established by Congress, as it was passed in just 2004.  Citizenship Day was the name given to the holiday prior to its official designation.
However the roots of Citizenship Day stretch much farther back beginning in 1940 when I am an American Day was initiated by Congress for the third Sunday in May.  The day of September 17th was reached by citizens themselves.  In 1952 Olga T. Weber of Ohio successfully convinced her municipality to name the date Constitution Day.  The next year she went a step further and petitioned the Ohio government to celebrate the holiday statewide as Constitution Week from September 17-23 and the movement was soon passed.
Today we consider Constitution Day as a birthday for our country and it serves as a means for American citizens to express their pride in their citizenship.  Constitution Day also designates a time to honor the Constitution of America and learn more about the famous piece of legislation.  The Act that passed the holiday also states that federally funded schools are required to provide lessons on the U.S. Constitution during the holiday.
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		Welcome to the Department of Defense Constitution Day and Citizenship Day Website

		Knowing what is in the U.S. Constitution and why the Constitution is relevant to us today is fundamental to our being able to defend it. As federal civil servants supporting the Department of Defense, we have a special obligation to understand and appreciate the U.S. Constitution and the role we each play in providing 'for the common defense'. 
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	September 17 has been designated as Constitution Day and Citizenship Day to commemorate the signing of the Constitution in Philadelphia on September 17, 1787. Specifically, Congressional Appropriations Bill H.R. 4818, P.L. 108-447, requires Federal agencies to provide new employees with educational and training materials on the U.S. Constitution as part of the new employee orientation materials; and provide all Federal agency employees educational and training materials on the Constitution on September 17th.
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	This website and the U.S. Constitution course that follows were developed for DoD to celebrate Constitution Day and Citizenship Day and to assist DoD employees in learning more about this most powerful and enduring document, the U.S. Constitution. 
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	Justice Sandra Day O'Connor, Associate Justice (Ret.) of the U.S. Supreme Court, speaks to all Defense Department personnel on Constitution Day and Citizenship Day. 
1. View - Click Here (approximately 30 minutes)
1. Download - Click Here
1. Read Transcript - Click Here
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	There are several learning objectives for this course. At the conclusion of the course you will be able to: 
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	1. Recognize the major political events that necessitated the writing of the U.S. Constitution. 
1. Identify the basic concepts embodied in the U.S. Constitution. 
1. Recall the direct link that DoD employees have with the U.S. Constitution. 
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	Total estimated time for course completion: 
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	1. 15 - 20 minutes for basic course 
1. 30 - 45 minutes for basic course plus extra material 
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The U.S. Code states, "September 17 is designated as Constitution Day and Citizenship Day." The law continues, "Constitution Day and Citizenship Day commemorate the formation and signing on September 17, 1787, of the Constitution and recognize all who, by coming of age or by naturalization, have become citizens."

Public Law 108-477 states that "each educational institution that receives Federal funds for a fiscal year shall hold an educational program on the United States Constitution on September 17 of such year for the students served by the educational institution."

If September 17th falls on a Saturday or Sunday, then the program is to be held during the preceding or following week.

Ideas for celebrating and learning more about Citizenship Day:

  Step 1
Visit the National Archives in Washington, D.C., to see the original Constitution that was signed on September 17, 1787. Enjoy the Archives celebration events during Constitution week each year such as author meet and greets, role playing, movies, and signing your own Constitution.
  Step 2
Learn more about the Constitution. Research the writers and signers, who created the first government of our nation. Our Constitution is the oldest working one in the entire world.
  Step 3
Consider your rights and responsibilities as American citizens. The rights you may take for granted are denied in other countries and are secured for you by our Constitution, our founding fathers, our current and past governments, and the men and women sacrificing their lives to ensure our freedoms.
  Step 4
Thank a United States Military serviceman or woman for their contribution to upholding our nation's Constitution.
  Step 5
Teach others the values of being an American citizen on this special day in our country's history. If you have children, use the day to answer questions and teach lessons that may otherwise be overlooked by their teachers at school. The more you teach others, the more you'll find yourself learning in the process. If you don't have children, volunteer at a youth home or teach co-workers or neighbors about this day's significance.
  Step 6
Find games and activities online to play with your students, children or friends. Take an online course to refresh your constitution memory (see Resources).
  Step 7
Wear red, white and blue to show your American pride. Display your flags on flag poles, in your yard, on your vehicle and anywhere you can.












Financial Aid and Program Specific Handbook
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Statement of Understanding






I have received, read and understand the contents of the 
2011-12 Financial Aid Handbook.  


It is MY responsibility to clarify what I do not understand regarding this information with the financial aid administrator.  



Printed Name





			Signature                                     Date
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Estimated Cost of Attendance


Medical Assistant


2011-2012

Fees due Tolles:  $6585; other supplies:  $1897.      PROGRAM COSTS:  $8482 ** 




Total  $8482 does not include transportation and food costs as required for Title IV financial aid.  **See below.  


$    90

Non-refundable application fee (paid by required Workkeys testing / Orientation session)  


  6495

Tuition


Other required supplies and costs incurred:



Pre-entrance: 


   350

Physical, Hepatitis B immunization series and two-step mantoux 


       5

High School Diploma or GED transcript




Uniforms:


     60   
2 sets of scrubs, any color or print—Check Penney’s Outlet, Tafford.com, 




allheart.com, or lydiasuniforms.com.


     60

2 lab coats, full-length


   125

1 pr. shoes, closed-toed, closed back, no canvass, no nylon, worn with 




socks /hosiery


     70

Watch with second hand; Stethoscope




Certification Exams:


      90

Phlebotomy-NCCT

      90

Medical Billing and Coding-NCCT

      90

Admin. Med. Office Asst.-NCCT

      95

Medical Assistant-AMT/RMA

     100

Review Books




Supplies:  


     100

Index cards, paper, notebooks, clipboard


       28

Pocket MA notebook, name tag


       55

Ink pens, pencils, markers; dictation-style headset, flash drive


     500

Laptop/computer, not required, but highly recommended.  Many students find it 



necessary to complete assignments.  A computer lab is open late afternoons for 


student convenience, but this is generally not enough time to complete all work.




For Employment:

         79
Drug Screening & BCI Check  

**Students need to carefully budget for transportation costs to and from school and food costs. Based on previous student estimated averages, these two items total:  $6,681  (Pell program cost:  $15,023)  Updated 4/19/11


image4.gif




image5.png




image6.jpeg




image7.gif
TAKE THE COURSI




image1.jpeg




image2.emf

