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[bookmark: _Mission_Statement]Mission Statement
[bookmark: _Toc60055972]Village Career Center’s mission is to provide an avenue to quality, affordable post-secondary education by striving to be accessible to students of all economic backgrounds.
The mission of Village Career Center is designed to make a meaningful difference in the lives of individuals within the community. By offering training programs in healthcare fields identified as areas of need, the institution seeks to empower students and contribute to the overall well-being and vitality of the local population. 
Village Career Center’s staff and board members have established a clear set of core values: Integrity & Ethics, Innovation & Growth, Teamwork & Collaboration, Accountability & Respect, and Excellence.
History
In 2018, Village Career Center was established with a clear mission: to provide educational opportunities to students who traditionally lacked access. This vision was set forth by the President, who, during the COVID-19 epidemic, reflected deeply on how she could make a meaningful contribution to her community.
The President began her professional journey immediately after high school in the field of Early Childhood Development. However, after a brief period working in that sector, she questioned her career choice and decided that education might not be the right fit for her at that time. This led to a series of transitions through various fields including Accounting, Surgical Technology, Practical Nursing, an Associate’s Degree in Nursing, and ultimately a Bachelor’s Degree in Nursing. Despite these diverse experiences, she eventually returned to the field of education, completing a full circle in her professional life.
Through the establishment and growth of Village Career Center, countless students many of whom may never have imagined the possibility have been given the opportunity to pursue careers in healthcare and serve their communities. The Center has become a vital resource for those seeking a chance to make a difference in the lives of others.
[bookmark: _Directory][bookmark: _Toc207372236][bookmark: _Toc211783636]Directory
 
Melanie Turman: M.S.N., Western Governors University, 2020: President/Owner/Instructor I

[bookmark: _Description_of_Facilities][bookmark: _Toc60055973][bookmark: _Toc207372237][bookmark: _Toc211783637]Description of Facilities 
[bookmark: _Facility_Overview][bookmark: _Toc207372238][bookmark: _Toc211783638][bookmark: _Toc60055974]Facility Overview
[bookmark: _Toc207372239][bookmark: _Toc211783639]Village Career Center leases one primary campuses to support its educational programs at 110 Whitehall St in Abbeville. There are to Axillary classroom in Anderson and Newberry South Carolina.
[bookmark: _Abbeville_Campus_Overview][bookmark: _Toc207372240][bookmark: _Toc211783640]Abbeville Campus Overview
[bookmark: _Toc207372241][bookmark: _Toc211783641]The Abbeville campus occupies 1,862 square feet and includes an open classroom and laboratory area alongside two private restrooms. The facility is designed with simulated workspaces to support educational programs in Medical Assisting, Pharmacy Technician, Nursing Assisting, Phlebotomy, and Dental Assisting. For accessibility and convenience, the campus provides 15 free, handicapped-accessible parking spaces for use by students and staff.
[bookmark: _Anderson_Classroom_Overview][bookmark: _Toc207372242][bookmark: _Toc211783642]Anderson Classroom Overview
[bookmark: _Toc207372243][bookmark: _Toc211783643][bookmark: _Hlk210136809]The Anderson classroom at 2705 N. Main St. Suite C, Anderson, SC encompasses 1,600 square feet, providing an open classroom and laboratory space alongside one private restroom. This campus is equipped with simulated work environments tailored for Clinical Medical Assistant, Pharmacy Technician, Nursing Assistant, Phlebotomy, and Chai-side Dental Assistant programs.
[bookmark: _Newberry_Classroom_Overview][bookmark: _Toc211783644]Newberry Classroom Overview
[bookmark: _Toc211783645][bookmark: _Toc207372244][bookmark: _Toc211783646]Newberry classroom at 709 Kendall Rd. Newberry, Sc is square 638 sq ft all equipped with an open classroom space and lab space. Facilities offer private restrooms, a lab area and separate computer room. This classroom is equipped with simulated work environments tailored for Clinical Medical Assistant, Nursing Assistant, and Phlebotomy Technician programs.

[bookmark: _Parking_and_Accessibility]Parking and Accessibility
[bookmark: _Toc207372245][bookmark: _Toc211783647]Students and staff have access to 30 free, handicapped-accessible parking spaces, ensuring convenience and compliance with accessibility standards.
Ownership
Village Career Center operates as an S-Corporation and is solely owned by Melanie Turman. The organization is governed by Ms. Turman in her capacity as President. Decision-making and strategic direction benefit from the input of the Advisory Board, as well as contributions from faculty, staff, and clinical participants. This collaborative governance structure supports the effective operation and continuous improvement of the institution.
[bookmark: _CHE_Licensure_Disclaimer][bookmark: _Toc207372246][bookmark: _Toc211783648]CHE Licensure Disclaimer
Licensed by the South Carolina Commission on Higher Education, 1122 Lady Street, Suite 400, Columbia, SC 29201, Telephone 803-737-2260, www.che.sc.gov.  Licensure indicates only that minimum standards have been met; it is not an endorsement or guarantee of quality. Licensure is not equivalent to or synonymous with accreditation by an accrediting agency recognized by the US Department of Education.
[bookmark: _Toc60055975][bookmark: _Toc207372247][bookmark: _Toc211783649]Job Placement Assistance
This institution does not provide formal job placement assistance.  Completion of course will gain student access to sit for industry certification exam. Completion of any course or certificate program, including passing of industry exams and obtaining industry certification, is not a guarantee of employment. A criminal record may prevent students from obtaining employment. Citizenship status may also prevent students from obtaining employment.

[bookmark: _Toc60055976][bookmark: _Toc207372248][bookmark: _Toc211783650]Transfer Credit
Village Career Center evaluates prior education, training, certifications, apprenticeships, and related coursework for potential transfer credit or advanced standing. Students seeking transfer credit consideration must meet with the President or designated institutional representative prior to enrollment and submit supporting documentation, including official transcripts, certificates, licenses, course descriptions, syllabi, proof of training hours, or other documentation demonstrating successful completion of prior education or training.
Transfer credit evaluations are completed by the President or qualified designee within five (5) business days of receiving all required documentation. Evaluations are based on the relevance of previous education or training to the student's selected program, comparable course content and learning outcomes, documented clock hours, and evidence of successful completion.
Transfer credit may be awarded in the form of advanced placement or a reduction in required training hours. The amount of credit awarded is determined solely by Village Career Center and may be limited to specific courses, competencies, or program components.
Students who withdraw from a program may apply previously earned clock hours toward a new cohort of the same program within one (1) year of withdrawal, provided the student remains in good standing and the previously completed training remains applicable to the current curriculum.
Students who disagree with a transfer credit decision may submit a written appeal to the Director within ten (10) business days of notification. The appeal must include supporting documentation and a written explanation of the basis for the appeal. A final written decision will be provided within ten (10) business days of receipt of the appeal.
Students awarded transfer credit may receive a prorated reduction in tuition based on the amount of approved training accepted toward program completion. Tuition adjustments will be documented in the student's enrollment agreement. Certain institutional fees, including registration, technology, and administrative fees, may not be reduced.
Students should be aware that transfer credit may impact eligibility for financial aid, workforce funding, veterans' benefits, scholarships, or other educational assistance programs. Students are encouraged to consult with the appropriate funding source regarding any potential effect on eligibility or award amounts.
Village Career Center does not currently charge a fee for transfer credit evaluations. Should evaluation or processing fees be implemented in the future, they will be disclosed in the institution's catalog and fee schedule.
Village Career Center makes no claim or guarantee regarding the transferability of credits earned at the institution. Acceptance of credits by another institution is determined solely by the receiving institution.
Student Support Services
Accountability and respect form the foundation of student services at Village Career Center. Student support is tailored to recognize individual differences, fostering retention, graduation, and employability through effective and considerate services. Services include mentoring, resume building, interviewing skills and community engagement.


[bookmark: _Program_Offered][bookmark: _Toc60055977][bookmark: _Toc207372249][bookmark: _Toc211783651]Program Offered

Clinical Medical Assistant 
Overview: The Clinical Medical Assistant Program prepares the graduate to assume the duties and responsibilities of a Clinical Medical Assistant at an entry level position and to qualify to sit for the National Certification Examination via the National Healthcareer Association in 13 weeks. Students are required to complete 40 hours of an externship at a site approved by Village Career Center in order to earn a Certificate of Completion.
Objectives: To provide a basic level of both knowledge and demonstrable skills for individuals who provide nursing or nursing-related services to patients in a healthcare facility. Key objectives include mastering medical terminology, assisting with patient examinations, administering medications (under supervision), and handling administrative tasks like scheduling and billing. The program also focuses on developing crucial skills like communication, time management, and patient education. 
[bookmark: _Hlk132293331]Hours Required: Hybrid (13 weeks)
155 clock hours (55 online hours, 100 lab/simulation/externship hours)
Certificate: Upon completion of the program, student will be awarded a certificate of completion in Clinical Medical Assisting from Village Career Center. Student will be eligible to sit for certification through National Healthcareers Association with satisfactory completion of program at (Cost is $165.00, not included in tuition).
Textbook: Hartman’s Medical Assistant Basics, Hartman’s Medical Assistant Basics Workbook
Tuition: $ 2000.00
Materials: $350.00         (Due at enrollment)          Cost subject to change without notice.
Textbook (Hartman’s Book/Workbook): 					$120.00
Lab Fee (Pocket Nurse Supplies, Liability Insurance):			 $100.00
NHA Certification Prep (Online Study Guide/Practice Tests): 		$130.00
Application Fee: $50
Total Cost: $2400.00
[bookmark: _Hlk103779286]Pre-Requisites: Student must have earned a high school diploma or GED; and criminal background check. Must have an electronic device to access course materials.
[bookmark: _Hlk158900598][bookmark: _Hlk133319959]Curriculum:
Section 1: Week 1-12 hours
Demonstrate Knowledge of: 
· Foundational Knowledge and Basic Science (First Section)
· The Role of the Medical Assistant
· Administrative Assisting
· Patient Scheduling, Reception and Related Communication
· Medical Record Management Health Records
· Office Equipment and Supplies
Demonstrate clinical skills:
· Patient Intake and Screening.
 Section 2: Week 2-12 hours
Demonstrate Knowledge of:
· Anatomy and Physiology
· Introduction to Medical Terminology and Body Systems
· Psychology and Human Needs and Development
· Infection Control and Safety
Demonstrate clinical skills:
· Hand Hygiene
· Clean Gloving
· Donning and Doffing PPE 
· Instrumentation Sterilization
Section 3: Week 3-12 hours
Demonstrate Knowledge of:
·  Patient Intake and Vitals
· Communication and Customer service
· The Endocrine System and Related Care
Demonstrate clinical skills:
· Vital Signs Adult/Peds
· Growth Charts
· Measuring Head Circumference
· Positioning
· Coaching
Section 4: Week 4- 12 hours
Demonstrate Knowledge of:
· Foundational Knowledge and Basic Science (second Section)
· General Patient Care Part 1
· Pharmacology and Medication Administration
· The Immune and Lymphatic Systems and Related Care
Demonstrate clinical skills:
· Medication Administration: Oral/Topical Meds, Injectable Meds
· Immunization Recording
· Nutrition
Section 5: Week 5-12 hours
Demonstrate Knowledge of:
· General Patient Care Part 2
· Safety, Emergency Care, and Disaster Preparation
· Medical Law & Ethics
· Legal and Ethical Issues 
· Reproductive System and Related Care
Demonstrate clinical skills:
· Medical Emergencies
· Breast Exam
· Testicular Exam
· Pelvic Exam.
Section 6: Week 6- 12 hours
Demonstrate Knowledge of:
· Point of Care Testing
· Patient Care Coordination and Education
· The Musculoskeletal System and Related Care
· The Integumentary System and Related Care
· The Nervous System and Sense Organs and Related Care
Demonstrate clinical skills:
· Assistive Devices
· Wound Care: Staples, Sutures, Dressing Change
· Sterile Field, Hand Scrub and Gloving
· Visual Acuity 
· Ishihara Test
· Eye and Ear irrigation
Section 7: Week 7- 12 hours
Demonstrate Knowledge of:
· Phlebotomy
· Common Blood Tests
· The Urinary System and Related Care
· The Gastrointestinal System and Related Care
Demonstrate clinical skills:
· Specimen Collection: Blood, Urine, Sputum, Capillary and Fecal specimens.
Section 8: Week 8- 12 hours
Demonstrate Knowledge of:
· EKG and Cardiovascular Testing
· The Circulatory System and Related Care
· The Respiratory System and Related Care
Demonstrate clinical skills:
· EKG, 
· Holter Monitor
· Stress Test
· Peak Flow Monitoring
· Nebulizer Treatment
Section 9: (Week 9-13)- 59 hours
Clinical Preceptorship/Simulation 40 hours
	[bookmark: _Hlk119323826]Class Dates
(Abbeville Campus Day and Newberry Night Section Monday Class)
	Orientation/Add Date
	3 Day Cancellation Date/Drop Date
	Mid Term
Evaluation
	Graduation

	January 19th-April 17th (A)
	January 7th
	January 7th
	February 16th
	March 23rd-April 17th

	February 23-May 22 (N)
	February 18th
	February 18th
	March 23rd
	April 27- May 22

	April 20- July 24th (A)
	April 15th
	April 15th
	June 1st
	June 29th-July 24th

	June 1st- August 28 (N)
	May 27th
	May 27th
	July 6th
	August 3-August 28th

	August 3- November 6th (A)
	July 29th
	July 29th
	September 14th
	October 12th- November 6th

	Anderson Campus 
Wednesday Class
	
	
	
	

	January 19th-April 17th (D)
	January 7th
	January 7th
	February 16th
	March 23rd-April 17th

	February 23-May 22 (N)
	February 18th
	February 18th
	March 23rd
	April 27- May 22

	April 20- July 24th (D)
	April 15th
	April 15th
	June 1st
	June 29th-July 24th

	June 1st- August 28 (N)
	May 27th
	May 27th
	July 6th
	August 3-August 28th

	August 3- November 6th (D)
	July 29th
	July 29th
	September 14th
	October 12th- November 6th



[bookmark: _Medical_Administrative_Assistant]Medical Administrative Assistant 
Overview: The Medical Administrative Assistant Program prepares the graduate to assume the duties and responsibilities of a Medical Administrative Assistant at an entry level position and to qualify to sit for the National Certification Examination via the National Healthcareer Association in 13 weeks. Students are required to complete 40 hours of an externship at a site approved by Village Career Center in order to earn a Certificate of Completion.

Objectives: To provide a basic level of both knowledge and demonstrable skills for individuals who provide nursing or nursing-related services to patients in a healthcare facility. Key objectives include mastering medical terminology and handling administrative tasks like scheduling and billing. The program also focuses on developing crucial skills like communication, time management, and patient education. 
Hours Required: Hybrid (13 Weeks)
155 clock hours (75 online hours, 80 lab/simulation/preceptorship hours)
Textbook: NHA Medical Administrative Assisting Skills Builder Plus Online Materials
Certificate: Upon completion of the program, student will be awarded a certificate of completion in Medical Administrative Assisting from Village Career Center. Student will be eligible to sit for certification through National Healthcareers Association with satisfactory completion of program. (Cost is $165.00, not included in tuition)
Tuition: $ 1500.00
Materials: $350.00         (Due at enrollment)          Cost subject to change without notice.
(NHA Medical Administrative Assistant PLUS Online/Practice Test, Lability Insurance): $275.00
NHA Certification Prep Manual $ 75.00 
Application Fee: $50
Total Cost: $1900.00
Pre-Requisites: Student must have earned a high school diploma or GED; and criminal background check. Must have an electronic device to access course materials.
Curriculum:
Section 1: Week 1: 12 hours
Demonstrate Knowledge of:
· Position of the MA in Healthcare (Week 1)
Section 2 Week 2: 12 hours
Demonstrate Knowledge of:
· Legal Fundamentals and Medical Ethics (Week 2)
Section 3 Week 3: 12 hours
Demonstrate Knowledge of:
· Administrative Medical Assisting Knowledge (Week 3)
Section 4 Week 4: 12 hours
Demonstrate Knowledge of: 
· Communication Skills
· Telecommunication Skills
Section 5 Week 5: 12 hours
Demonstrate Knowledge of:
· Overview of Administrative Responsibilities (Week 5)
Section 6 Week 6: 12 hours
Demonstrate Knowledge of:
· Patient Registration 
· Scheduling 
Section 7 Week 7: 12 hours
Demonstrate Knowledge of:
· Beginning the Visit
· Ending the Visit 
Section 8 Week 8: 12 hours
Demonstrate Knowledge of:
· Coding the Visit 
· Highlights of Financial Tasks 
Section 9 Week 9: 12 hours
Demonstrate Knowledge of:
· Billing the Visit 
· Administrative Office Functions 
Clinical Preceptorship/Simulation (Week 8-13)- 47 hours
Calendar: 
	Class Dates
	Orientation
	3 Day Cancellation Date
	Mid Term
Evaluation
	Clinical
	Graduation

	[bookmark: _Hlk175141531]October 27- February 13th
	October 22nd
	October 22nd
	Dec. 8th
	Jan. 19th- Feb. 13th
	February 13th

	January 19th-April 17th
	January 7th
	January 7th
	February 16th
	March 23rd-April 17th
	April 17th

	April 20- July 24th
	April 15th
	April 15th
	June 1st
	June 29th-July 24th
	July 24th

	August 3- November 6th
	July 29th
	July 29th
	September 14th
	October 12th- November 6th
	November 6th



[bookmark: _Chair-side_Dental_Assistant]Chair-side Dental Assistant 
Overview: The Dental Assisting Program prepares students for entry level positions as a chairside assistant in a dental office in 13 weeks. Students are required to complete 40 hours of an externship at a site approved by Village Career Center in order to earn a Certificate of Completion.
Objectives: 
The dental assistant training program is a course designed to teach the students the skills and knowledge necessary to assist dentists and hygienists in all chairside procedures.
Hours Required: Hybrid (13 weeks)
155 clock hours (55 online hours, 100 lab/simulation/externship hours.)
Textbook: Modern Dental Assisting 13th Edition. Elsevier: Modern Dental Assisting Online Resources
Certificate: Upon completion of the program, student will be awarded a certificate of completion in Chair-side Dental Assisting from Village Career Center. Student may be able to find appropriate employment opportunities through acquired knowledge and skills.
Tuition: $ 2000.00
Materials: $350.00      (Due at enrollment)          Cost subject to change without notice.
Modern Dental Assisting Online/ Modern Dental Assisting 13th Edition: $250.00
Lab Kit: (Pocket Nurse Dental Assisting Supplies, Liability Insurance) $100.00
Application Fee: $50.00
Total Cost: $2400.00
Pre-Requisites: Student must have earned a high school diploma or GED, criminal background check. Must have an electronic device to access course materials.
Curriculum: 
Curriculum Outline:
1. [bookmark: _Hlk102401196][bookmark: _Hlk103782486]Demonstrate patient education and management skills. (Week 1) 12 hours
· Provide oral health instruction and counseling. Recommend home-care strategies.
· Recognize patient abilities to properly care for their teeth.
· Translate dental terminology to layman's terms.
· Advise patients on impact of diet on oral health.
· Identify normal and pathological abnormalities of the oral structures.
· Perform extra oral tissue examinations.
2. Demonstrate administrative office skills. (Week 2) 12 hours
· Accurately review health history forms with patients.
· Practice effective interpersonal and communication skills.
· Model professional conduct and appearance and demonstrate professional behaviors consistent to the dental workplace.
· Identify and effectively manage time and resources.
3. Demonstrate occupational safety skills. (Week 3) 12 hours
· Apply current concepts of infection control and occupational safety.
· Engage and assist in the management of medical and dental emergencies and administer basic life support procedures, when indicated.
· Demonstrate proficiency in sterilizing instruments and disinfecting equipment.
4. Demonstrate general chair-side skills. (Week 4) 12 hours
· Assist in diagnostic and operative procedures. Perform clinical supportive functions during pre-treatment, treatment, and post-treatment phases.
· Demonstrate proper tray setups.
· Identify and differentiate between esthetic and restorative treatment procedures.
5. Demonstrate fluency and competency dealing with legal and ethical issues. (Week 5) 12 hours
· Practice exercising sound clinical judgment while performing duties within existing ethical and legal parameters of the clinical dental practice.
· Practice compliancy with OSHA, OR-OSHA, and HIPAA regulations.
6. Demonstrate radiographic proficiencies. (Week 6)12 hours
· Demonstrate proper film placement for intra- and extra-oral films and expose, process, and mount radiographs of diagnostic quality.
· Effectively communicate radiographic safety techniques and concerns to patients and peers and acquire maximum diagnostic yield with minimal exposure to radiation.
7. Demonstrate dental and laboratory sciences skills. (Week 7) 12 hours
· Apply knowledge of basic dental sciences in professional setting, use correct dental terminology, take alginate impressions, and complete laboratory procedures, including pouring and trimming molds and study casts.
8. Clinical Preceptorship/Simulation: (Week 8-13) 66 hours

Calendar:
	Class Dates: 
Abbeville (ABB) Thursdays 5:00pm to 9:00pm
Anderson (AND)Fridays 9:00am to 1:00pm
	Orientation
	3 Day Cancellation Date
	Mid Term
Evaluation
	Clinical
	Graduation

	January 19th-April 17th (AND)
	January 7th
	January 7th
	February 16th
	March 23rd-April 17th
	January 19th-April 17th (D)

	February 23-May 22 (ABB)
	February 18th
	February 18th
	March 23rd
	April 27- May 22
	February 23-May 22 (N)

	April 20- July 24th (AND)
	April 15th
	April 15th
	June 1st
	June 29th-July 24th
	April 20- July 24th (D)

	June 1st- August 28 (ABB)
	May 27th
	May 27th
	July 6th
	August 3-August 28th
	June 1st- August 28 (N)

	August 3- November 6th (AND)
	July 29th
	July 29th
	September 14th
	October 12th- November 6th
	August 3- November 6th (D)



[bookmark: _Pharmacy_Technician]Pharmacy Technician 
Overview: The Pharmacy Technician Program prepares the graduate to assume the duties and responsibilities of a Pharmacy Technician at an entry level position and to qualify to sit for the National Certification Examination via the National Healthcareer Association. Students are required to complete 40 hours of an externship at a site approved by Village Career Center in order to earn a Certificate of Completion in 13 weeks.

Objectives: The primary objective of a pharmacy technician course is to equip individuals with the knowledge and skills necessary to assist pharmacists in providing medication and healthcare services to patients. This includes developing proficiency in medication processing, handling procedures, understanding relevant laws and ethics.
Hours Required: Hybrid (13 Weeks)
155 clock hours (50 online hours, 105 lab/simulation/externship/preceptorship hours)
Certificate: Upon completion of the program, student will be awarded a certificate of completion in Pharmacy Technician Program from Village Career Center. Student will be eligible to sit for certification through National Healthcareers Association with satisfactory completion of program at (cost of $165.00 paid to certification company).
Textbook: NHA Pharm Seer Online Resources, NHA Pharm Seer Study Guide
Tuition: $ 2000.00
Materials: $350.00         (Due at enrollment)          Cost subject to change without notice.
NHA Pharm Seer, NHA Review Book: 			   $325.00
Lab Supplies (Kit, Liability Insurance):			     $25.00
Application Fee: $50
Total Cost: $2400.00
Pre-Requisites: Student must have earned a high school diploma or GED; and criminal background check. Must have an electronic device to access course materials.
Curriculum: 155 hours
Section 1 Week 1-2: 24 hours
Demonstrate Knowledge of:
· Overview and Laws
· Non-Dispensing Duties
· Infection Control and Wellness Promotion 
· Medication Prescription – General
· An Overview of Federal Privacy Requirements
· Drug and Medical Terminology
Demonstrate Clinical Skills:
· Hand Washing
· Donning and Doffing PPE
· Ethics
· Medication Reconciliation 
· Medication Recalls
Section 2 Week 3-4: 24 hours
Demonstrate Knowledge of:
· Drugs and Drug Therapy 
· Drug Classification
· Frequently Prescribed Medication
· Self-Management Skills and Interpersonal Skills
· Patient Interaction 
· Basic Anatomy and Physiology
· The Dispensing Process
· Pharmacy Calculations
· Basic Pharmacology
Demonstrate Clinical Skills:
· Telephone Etiquette
· Client Intake
· Pharmacology Math
Section 3 Week 5-7: 36 hours
Demonstrate Knowledge of:
· Dispensing Process
· Prescription and Medication Order Intake and Entry
· Preparing and Dispensing Prescriptions
· Calculations
· Repackaging
· Commonly Prescribed Interventions
· Over-The-Counter Medications
· Prescription Medications – Controlled Substances
· Managed Care Prescriptions
· Unit Dose Systems and Drug Repackaging
· Emergency Situations
Demonstrate Clinical Skills:
· Filling Prescriptions
· Measuring Liquids
· Nebulizer
· Receiving Schedule II Meds
· Repackaging
· Filling Prescriptions
Section 4 Week 8-9: 24 hours
Demonstrate Knowledge of:
· Medication Safety and Quality Assurance 
· Non-Sterile Product Compounding
· Sterile Product Compounding
Demonstrate Clinical Skills:
· Filling Prescriptions
· Reconstitution
Clinical Preceptorship/Simulation/Lab (Week 9-13) 50 hours
Calendar:

	[bookmark: _Hlk155097471]Class Dates:
Tuesdays: 9-1 Abbeville
	Orientation
	3 Day Cancellation Date
	Mid Term
Evaluation
	Clinical
	Graduation

	February 23-May 22
	February 18th
	February 18th
	March 23rd
	April 27- May 22
	May 22nd

	June 1st- August 28th
	May 27th
	May 27th
	July 6th
	August 3-August 28th
	August 28th



[bookmark: _Nursing_Assistant]Nursing Assistant 
Overview: The course is designed to introduces theory and foundational skills in nursing assisting that includes lectures and discussion on the role of the clinical nursing assistant, nursing terminology, safety, human anatomy and physiology, screening, medical office emergencies, and patient education and communication preparation for entry-level positions in nursing assisting. Students are required to complete 40 hours of clinical at a site approved by Village Career Center in order to earn a Certificate of Completion in 8 weeks.
Objectives: To provide a basic level of both knowledge and demonstrable skills for individuals who provide nursing-related services to patients in a healthcare facility.  Key objectives include understanding patient care principles, safety protocols, communication, and ethical responsibilities. Students also learn practical skills like assisting with personal hygiene, mobility, and vital signs. 
Hours Required: (8 Weeks)
120 clock hours: (60 classroom hours, 60 lab/clinical hours)
Textbook: Hartman’s Nursing Assistant Care, The Basics 5th ed.
Certificate: After completion of the program, students will receive a certificate of completion in nursing assisting from Village Career Center. Students will be eligible to sit for certification through South Carolina Department of Health and Human Services upon completion of program requirements. (Cost $120 included in tuition)
Tuition: $ 950.00
Materials: $300.00	(Due at enrollment)          Cost subject to change without notice.
Textbook: (Hartman’s Textbook/workbook)			$100.00
Lab Supplies: (Pocket Nurse Lab Supplies, Liability Insurance) 	$80.00
SCDHHS Certification Exam (First Attempt):			 $ 120.00
Application Fee: $50
Total Cost: $1300.00
Pre-Requisites: Student must have earned a high school diploma or GED; criminal background check. Must have an electronic device to access course materials.
Curriculum:
South Carolina Nurse Aide Curriculum 
I. Introduction (Week 1-2) 24 hours
A. Communication and Interpersonal Skills 
B. Infection Control 
C. Safety/Emergency Procedures
D. Promoting Resident’s Independence 
E. Respecting Resident’s Rights

II. Core Curriculum (Week 3-6)-36 hours
A. Role of the Nurse Aide  
B. Resident’s Rights 
C. Basic Nursing Skills
D. Care of Cognitively Impaired Residents
E. Mental Health and Social Service Needs
F. Personal Care Skills
G. Basic Restorative Services
H. Clinical Rotation/Simulation/Lab (Week 5-8) 60 hours
Calendar:
	Class Dates: 
Abbeville Thursdays 9:00am to 5:00pm
Anderson/Newberry Tuesday/Thursday 5:00pm to 9:00pm
	Orientation
	3 Day Cancellation Date
	Mid Term
Evaluation
	Clinical
	Graduation

	January 19th-March 12th
	January 14th
	January 14th
	February 2nd
	February 23rd- March 12th
	March 12th

	February 23rd- April 17th(ABB)
	February 18th
	February 18th
	March 16th
	March 30- April 17th
	April 17th

	March 23- May 15th` (AND)(N)
	March 18th
	March 18th
	April 13th
	April 20th – May 8th
	May 22nd

	April 27th- June 26th ABB)
	April 22nd
	April 22nd
	June 18th
	June 8th- June 26th
	June 26th

	June 1st- July 24th(AND)(N)
	May 27th
	May 27th
	June 22nd
	July 6th- July 24th
	July 24th

	July 6th-August 28th (ABB)
	July 1st
	July 1st
	July 27th
	August 10th- August 28th
	August 28th

	August 3rd- October 2nd(AND)(N)
	July 29th
	July 29th
	August 24th
	September 14th -October 2nd
	October 2nd



[bookmark: _Phlebotomy_Technician]Phlebotomy Technician 
Overview: This course provides an introduction to theory and foundational skills in nursing assisting for the student. Content includes lectures and discussion on the role of the clinical Phlebotomy Technician, nursing terminology, safety, human anatomy and physiology, screening, medical office emergencies, and patient education and communication. The course is designed to provide preparation for entry-level positions in Phlebotomy Technician. Students are required to complete 30 venipunctures at a site approved by Village Career Center in order to earn a Certificate of Completion in 8 weeks.
Objectives: To provide a basic level of both knowledge and demonstrable skills for individuals who provide nursing-related services to patients in a healthcare facility and effectively collect blood samples. Key objectives include understanding infection control, mastering venipuncture and capillary puncture techniques, and developing strong communication and patient interaction skills. Additionally, students learn about quality assurance, specimen handling, and relevant legal and ethical considerations. 
The Phlebotomy Technician Program prepares the graduate to assume the duties and responsibilities of a Phlebotomy Technician at an entry level position and to qualify to sit for the National Certification Examination via the National Healthcareer Association.
Hours Required: Hybrid (8 Weeks)
80 clock hours: (30 online hours, 50 simulation/lab/clinical hours.)
Textbook: Hartman’s Complete Guide for the Phlebotomy Technician Textbook, Hartman’s Complete Guide for the Phlebotomy Technician Workbook
Certificate: Upon completion of the program, students will be awarded a certificate of completion in Phlebotomy Technician. Student will be eligible to sit for certification through National Healthcareers Association with satisfactory completion of program. (Cost $125.00, not included intuition)
Tuition: $ 900.00
Materials: $300.00	(Due at enrollment)        Cost subject to change without notice.
Textbook: (Hartman’s Textbook, Workbook)				 $50.00
Lab Supplies: (Pocket Nurse Phlebotomy Supplies, Liability Insurance)	 $130.00
NHA Certification Prep Materials: (Online Module, Practice Tests)		 $ 120.00
Application Fee: $50
Total Cost: $1250.00
Pre-Requisites: Student must have earned a high school diploma or GED; and criminal background check. Must have an electronic device to access course materials.
Curriculum:
Professionalism (Week 1) 12 hours
Demonstrate Knowledge of:
· Health Settings and the Role of the Phlebotomy Technician
· Legal and Ethical Issues
· Communication and Patient Diversity 
· Communication protocol
· Interrelation with phlebotomist-patient
· Attitudes and traits expected of clinical laboratory professionals
· Patient confidentiality
Demonstrate Clinical Skills:
· Patient Intake
· Washing hands.
· Donning and Doffing PPE. 
Safety (Week 2) 12 hours
Demonstrate Knowledge of:
· Location and discussion of proper use of clinical laboratory safety equipment, devices and personal protective gear
· Review of blood borne pathogens and universal precautions
· Infection Prevention and Control
· Safety Measures for Care Team Members and Patients
· Overview of the Human Body
Demonstrate Clinical Skills:
· Vital Signs
· EKG
Specimen Collection Non-Blood (Week 3) 12 hours
Demonstrate Knowledge of:
· Equipment and components of collection systems
· Basic skin puncture procedure Unit 7 
· The Circulatory System in Depth  
· Preparing for Specimen Collection 
· Nonblood Specimens
Demonstrate Clinical Skills:
· Collecting a clean-catch (midstream) urine specimen.
· Testing urine with reagent strips.
· Obtaining a throat culture.
Specimen Collection: Venipuncture (Week 4) 12 hours
Demonstrate Knowledge of:
· Anatomy of the arm
· Equipment and components of collection systems
· Basic phlebotomy procedure
· Special handling procedures
· Collecting Blood Specimens by Venipuncture.
· Collection Blood Specimens by Capillary (Dermal) Puncture
Demonstrate Clinical Skills:
· Performing routine venipuncture with multisampling needle and evacuated tube(s). 
· Performing routine venipuncture with winged collection system and evacuated tube(s), 
· Performing routine venipuncture with using a syringe and transfer device. 
· Performing routine capillary puncture by finger stick and by heel stick.
Specimen processing (Week 5) 12 hours
Demonstrate Knowledge of:
· Identification, aliquoting and labeling specimens according to laboratory protocol
Demonstrate Clinical Skills:
· Performing routine venipuncture with multisampling needle and evacuated tube(s). 
· Performing routine venipuncture with winged collection system and evacuated tube(s), 
· Performing routine venipuncture with using a syringe and transfer device. 
· Performing routine capillary puncture by finger stick and by heel stick.
Clinical Preceptorship/Simulation/Lab (Week 6-8) 20 hours
	[bookmark: _Hlk119326796]Class Dates: 
Abbeville Tuesdays 5:00pm to 9:00pm
Anderson Wednesdays 5:00pm to 9:00pm
	Orientation
	3 Day Cancellation Date
	Mid Term
Evaluation
	Clinical
	Graduation

	January 19th-March 12th
	January 14th
	January 14th
	February 2nd
	February 23rd- March 12th
	March 12th

	February 23rd- April 17th(ABB)
	February 18th
	February 18th
	March 16th
	March 30- April 17th
	April 17th

	March 23- May 15th` (AND)(N)
	March 18th
	March 18th
	April 13th
	April 20th – May 8th
	May 22nd

	April 27th- June 26th ABB)
	April 22nd
	April 22nd
	June 18th
	June 8th- June 26th
	June 26th

	June 1st- July 24th(AND)(N)
	May 27th
	May 27th
	June 22nd
	July 6th- July 24th
	July 24th

	July 6th-August 28th (ABB)
	July 1st
	July 1st
	July 27th
	August 10th- August 28th
	August 28th

	August 3rd- October 2nd(AND)(N)
	July 29th
	July 29th
	August 24th
	September 14th -October 2nd
	October 2nd




Admission Policy 
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· Student must be at least 18 years of age to attend Village Career Center.
· Student must have earned a high school diploma or GED.
· Student must pass a criminal background (contact school to discuss).
· Student must complete Admissions Call.
· Student must complete Enrollment Agreement.
· Student must have access to an electronic device to access course materials.
· Must purchase scrubs to wear to lab and clinical.


The minimum number of students in a program/classroom for Clinical Medical Assistant, Pharmacy Technician, Chair-side Dental Assistant. Phlebotomy Technician and Nursing Assistant is three with a maximum of 10; Medical Administrative Assistant is 1 to 1 based on class size. If the course needs to be rescheduled due to low enrollment, students will be notified by phone and email. Students will have the choice of a full refund or attend the next scheduled course offering.

[bookmark: _Application_Procedures]Application Procedures

Application for admission will be processes online at https://vllagecareercenter.classreach.com.Students will be contacted within 7-business days via phone and email to verify information entered into the institution’s student information database. The application fee is $50.00 per application payable online at https://villagecareercenter.classreach.com or in person at institution via cash, check or money order. Approval or denial of application will be determined with 14-business day of submission.
[bookmark: _Important_Calendar_Dates:][bookmark: _Toc60055978][bookmark: _Toc207372250][bookmark: _Toc211783652][bookmark: _Hlk526865122]Important Calendar Dates: 

[bookmark: _Toc60055979][bookmark: _Toc207372251][bookmark: _Toc211783653]Holidays Observed
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· New Year's Day
· Memorial Day
· Independence Day
· Labor Day
· Thanksgiving Day
· Day after Thanksgiving
· Christmas Eve
· Christmas Day
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[bookmark: _Toc60055980][bookmark: _Toc207372252][bookmark: _Toc211783654][bookmark: _Hlk526865956]Attendance Policy & Class Participation
[bookmark: _Toc60055981][bookmark: _Toc207372253][bookmark: _Toc211783655]Students are expected to attend all scheduled classes, laboratory sessions, clinical experiences, externships, and instructional activities. Regular attendance and active participation are essential to achieving learning outcomes and meeting program completion requirements.
If a student will be absent, the primary instructor must be notified at least four (4) hours prior to the start of class whenever possible. Attendance is calculated based on the total number of scheduled program hours. All absences, whether excused or unexcused, are included in the student's overall attendance calculation and may impact satisfactory progress. While certain absences may be classified as excused for documentation purposes, excused absences are not excluded from attendance calculations and do not reduce the total number of hours required for program completion. Excused absences include those supported by appropriate documentation, such as:
· Verification from a healthcare provider;
· Death of an immediate family member;
· Military obligations;
· Jury duty;
· Court appearances.
Unexcused absences include any absence not supported by approved documentation or not meeting the criteria for an excused absence. All missed program hours, whether resulting from an excused or unexcused absence, must be made up within fourteen (14) calendar days of the absence unless otherwise approved by the institution. Make-up hours must be scheduled with the instructor and documented in the student's file.
Students are required to complete 100% of all scheduled instructional, laboratory, clinical, externship, and practicum hours, as applicable, in order to meet graduation requirements. Students who fail to complete required make-up hours within the designated timeframe may be required to repeat the affected portion of the program or the entire program, depending on the circumstances and institutional determination.
If make-up sessions are not completed within fourteen (14) days and alternative arrangements have not been approved, the student may be withdrawn or required to repeat the program. Tuition refunds, if applicable, will be processed according to the institution's refund policy, less any applicable administrative fees.
Attendance records, make-up hours, academic engagement, and the Last Date of Attendance (LDA) are maintained by the institution and are used to determine satisfactory progress, graduation eligibility, enrollment status, and refund calculations.
Tardiness
Students will incur 1 hour of missed class time if tardy more than 15 minutes after class starts. Students will not be permitted to enter class if more than 45 minutes late. Students are required to make-up all missed time. If a student does not make-up missed time within 14 days, they will be required to repeat program and will be refunded tuition based on the institution’s refund policy.
[bookmark: _Early_Departure]Early Departure
Students who leave class more than 15 prior to class beginning will be marked as missing one hour of instructional time due to tardiness. All missed time must be made up in accordance with institutional policy. Failure to make up this time within 14 days will require the student to repeat the program, with tuition refunds handled per the institution’s refund policy.
[bookmark: _Toc60055982][bookmark: _Toc207372254][bookmark: _Toc211783656]Makeup Work
In the event of an absence, it is the students’ responsibility to meet with the instructor and/or Program Director to arrange make-up session. Village Career Center offers many days throughout the program, that simply cannot be missed, and this work must be made-up in the next available make-up session (the student will be allowed to attend only one make-up session during the course). All efforts will be made to accommodate make-up hours for unexcused and excused missed in-class time. Students are subject to a $150.00 make-up lab fee to cover the cost of additional instruction time. 
[bookmark: _Progress_Notification]Progress Notification
Students will receive regular and timely updates regarding their progress in meeting the established attendance standards.
Conduct & Re-Admission Policy
[bookmark: _Hlk526866008][bookmark: _Hlk213080906]Professional behavior is required while on campus. Failure to follow the classroom conduct guidelines could result in expulsion from the program. Student handbooks elaborate on conduct requirements and attestation is required.
The following guidelines must be followed:
· 
Page | 2 
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· Be seated and prepared to begin class by the start time indicated.  
· Disruptive and disrespectful behavior will not be permitted.  Foul, vulgar, or offensive behavior is not permitted at any time.
· Covered drinks only are permitted during classroom time. No drinks allowed in clinical settings.
· Respect the rights, privacy, and property of others.  Vandalism and theft are immediate cause for expulsion and legal action.
· Students will be respectful towards all staff and students. 
· Cell phones must be on vibrate during class/lab and out of sight. Cell phones are not to be used in the classroom for calls, texts, browsing, games, etc.
· Scrub attire is required in clinical settings. 
· Smoking on premises is prohibited.
27




[bookmark: _Hlk526866026]Students may be terminated or suspended from Village Career Center due to misconduct and/or academic failure. Academic failure constitutes a student’s average of below 80% after an academic contract has been established with the student, with specified deadlines for academic improvement to maintain a minimum grade of 80%.  A request for re-entry on any course offering must be made in writing and submitted to the director within 30 days of the course offering start date.  Students may be subject to an interview with the director to re-enroll into the program. The director will make the final decision. Student handbooks elaborate on conduct requirements and attestation is required.


2


[bookmark: _Academic_Performance_&][bookmark: _Toc60055983][bookmark: _Hlk526865142]Academic Performance & Completion Requirements 
[bookmark: _Satisfactory_Academic_Progress]Satisfactory Academic Progress
Student progress is tracked by measuring clock hours, which are officially documented on transcripts or records. Clear procedures guide how grades are recorded, and designated staff members regularly review student records to verify that each student meets the required academic standards for satisfactory progress. All student progress records are securely stored electronically for six years. Transcripts are kept electronically for fifty years to ensure long-term accessibility.
[bookmark: _Maintenance_of_Student][bookmark: _Toc60055984]Maintenance of Student Records
All records of students’ academic progress will be kept on file electronically for six years. Transcripts will be maintained electronically for 50 years.
[bookmark: _Graduation_Requirements][bookmark: _Toc60055985]Graduation Requirements
To receive a certificate of completion from Village Career Center, each student must: 
· 
· Successfully complete 100% of required hours for program. 
· Pass course content with a minimum grade of 80%. 
· Pay all tuition and associated fees in full based on the enrollment agreement signed. 
[bookmark: _Progress_Reports_&][bookmark: _Toc60055986][bookmark: _Toc64622655]Progress Reports & Academic Probation and Suspension Policy
Students will receive progress reports during the first quarter, midpoint of the program through a brief one -on -one meeting with the instructor. During this meeting, academic performance will be discussed. If a student’s average is below 80%, an academic contract will be established with the student, specifying deadline for academic improvement to maintain a minimum grade of 80%. If the student is unable to meet contractual agreement, then he or she will be dismissed from the program and a refund will be provided in accordance with the institution’s refund policy. If the student wishes to re-enroll, he or she must adhere to the Conduct & Re-Admission policy. The institution provides academic tutoring; however, students are encouraged to seek assistance from instructor for counsel prior to the midpoint of program and/or clinical. Student handbooks elaborate on requirements and attestation is required.
[bookmark: _Leave_of_absence]Leave of absence
The Center does not offer leave of absence, but students may re-enter a course and receive credit for clock hours obtain within a 12-month period based on transfer credit policy. Students are subject to a $150.00 re-entry fee.
Progress Reports, Academic Probation, and Suspension
At the midpoint of the program, each student meets briefly with their instructor to discuss academic performance. If a student’s average is below 80%, an academic contract is initiated, specifying a timeline and expectations for improvement. Students who do not meet the contract’s requirements are dismissed from the program, with refunds processed according to institutional policy. Re-admission requires compliance with the Conduct & Re-Admission policy. Academic tutoring is available to all students, and seeking help from peers or instructors is encouraged before the program’s midpoint or clinical training.
[bookmark: _Grading_Scale][bookmark: _Toc60055987][bookmark: _Toc64622656]Grading Scale
Village Career Center uses a numeric and letter grading scale. Assignments, quizzes and tests are graded according to total points earned for each assignment. Courses with lab and or clinical experiences are graded as Satisfactory for successful completion of objectives or required hours or unsatisfactory for unsatisfactory completion of required clinical objectives.
	A
	93 – 100 

	B
	85 – 92

	C
	80 – 84

	F
S
U
	79 – 0
Satisfactory 
Unsatisfactory
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[bookmark: _Hlk526866074]
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[bookmark: _Tuition][bookmark: _Toc60055988]
Tuition
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· [bookmark: _Hlk526866108]Students are responsible for the costs of NHA certification exam after completion of the course but not required.
· Payment method can be cash, check, money orders, Paypal, Venmo, Square or made online through ClassReachhttps://villiagecareercenter.classreach.com.
· Prices for materials are subject to change without notice.
· All students are given a one week trial period before tuition is assessed.
· Tuition and associated fees must be paid as agreed upon in the enrollment agreement.
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[bookmark: _FINANACIAL_AID:][bookmark: _Hlk526866389]FINANACIAL AID:
The village career center accepts tuition sponsorship opportunities through local and state agencies. This initiative allows prospective students to receive financial support for their educational expenses by working with approved agencies in the community and state.
Prospective students who wish to take advantage of tuition sponsorship must fulfill all requirements established by the sponsoring agency. It is the student's responsibility to understand and comply with these requirements in order to maintain eligibility for sponsorship.
In addition, students must promptly notify the institution of any documentation needed to satisfy agency requirements. Providing accurate and timely documentation ensures that the sponsorship process proceeds smoothly and that students remain eligible for support.
[bookmark: _PAYMENT_OPTIONS:]PAYMENT OPTIONS:
All students who meet the enrollment criteria are eligible for in-house payment plans.  By signing the enrollment agreement, students agree to make payments based on the scheduled outline on the enrollment agreement. A payment plan set-up fee will be added to the bi-weekly payments as outlined in the enrollment agreement. 
Clinical Medical Assistant, Chair-side Dental Assistant, Pharmacy Technician
1. A payment of a $400.00 deposit is due with signing of the enrollment agreement for the cost of materials and application fee. Cost subject to change without notice.

2. Tuition options:
Payment option 1: Full payment of $2000.00 due no later than five (5) business days prior to class, payable by cash, check or credit card or third voucher.
Payment option 2: A payment plan set-up fee of $200.00 is added to the tuition balance, to be paid in bi-weekly installments in the amount of $366.50 payable by cash, check, or credit card. Payments due on Mondays of week 2, 4, 6, 8, 10, and 12. (Tuition to be paid in full by week 12.)

Medical Administrative Assistant
1. A payment of a $400.00 deposit is due with signing of the enrollment agreement for the cost of materials and application fee. Cost subject to change without notice.

2. Tuition options:
Payment option 1: Full payment of $1500.00 due no later than five (5) business days prior to class, payable by cash, check or credit card.
Payment option 2: A payment plan set-up fee of $200.00 is added to the tuition balance, to be paid in bi-weekly installments in the amount of $283.50 payable by cash, check, or credit card. Payments due on Mondays of week 2, 4, 6, 8, 10, and 12. (Tuition to be paid in full by week 12.) Payment plan set-up fee is non-refundable upon cancellation of course.

Nursing Assistant:
1. A payment of a $300.00 deposit is due with the signing of the enrollment agreement for the cost of materials and application fee. Cost subject to change without notice.

2. Tuition options:
Payment option 1: Full payment of $950.00 due no later than five (5) business days prior to class, payable by cash, check or credit card.
Payment option 2: A payment plan set-up fee of $100.00 is added to the tuition balance, to be paid in bi-weekly installments in the amount of $262.50 payable by cash, check, or credit card. Payments due on Mondays of week 2, 4, 6, and 8. (Tuition to be paid in full by week 8.) Payment plan set-up fee is non-refundable upon cancellation of course.

Phlebotomy Technician:
1. A payment of a $300.00 deposit is due with the signing of the enrollment agreement for the cost of materials and application fee. Cost subject to change without notice.

2. Tuition options:
Payment option 1: Full payment of $900.00 due no later than five (5) business days prior to class, payable by cash, check or credit card.
Payment option 2: A payment plan set-up fee of $100.00 is added to the tuition balance, to be paid in bi-weekly installments in the amount of $250.00 payable by cash, check, or credit card. Payments due on Mondays of week 2, 4, 6, and 8. (Tuition to be paid in full by week 8.) Payment plan set-up fee is non-refundable upon cancellation of course.

Policy:
1. These options are available to all students.
2. [bookmark: _Hlk119335867]Payment may be made on campus, Paypal, Square or at https://villagecareercenter.classreach.com.
3. Cancellation and refunds based on cancellation and refund policy.
4. Delinquent Tuition: A student who fails to make full payment of tuition and fees, including any incidental fees and late fees by the due date on the invoice, may be dis-enrolled and prohibited from registering for classes until full payment is made. Official transcripts may be withheld from a student who fails to make payment prior to the end of the semester. A $25.00 late payment fee is assessed 5 days after invoice date. A $150.00 fee will be required for reinstatement for students who are dis-enrolled due to non-payment. Accounts that become delinquent and remain unpaid for one hundred twenty (120) days may be referred to a third-party collection agency for recovery. Prior to referral, Village Career Center will make reasonable efforts to notify the student of the outstanding balance and provide an opportunity to resolve the account. Once an account is placed with a collection agency, the student may be responsible for any additional collection costs, fees, and expenses permitted by applicable law.
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[bookmark: _Cancellation_&_Refund][bookmark: _Toc60055989][bookmark: _Hlk526866373]Cancellation & Refund Policy 

Rejection: An application rejected by the institution is entitled to a 100% refund of all monies paid. 
Three- Day Cancellation: An applicant may cancel this agreement without penalty by notifying the institution within three business days after signing this agreement, excluding weekends and holidays. After the third day, but before classes begin, the institution may retain up to $100 application/administrative fee.  
Other Cancellations: The minimum number of students in program/class is three. If the course is rescheduled due to low enrollment, students will be notified by phone and email within 5-business days. Students will have the choice of a full refund or attend the next scheduled course offering. If the class start date is changed for a second time, the student will be eligible for a full refund of all monies paid.
Withdrawal: Student(s) who wish to withdraw from this institution after classes begin will be 
subject to the below refund policy. The institution may retain up to $100 application/administrative fee after the three-day cancellation or after classes begin. Refunds are computed in ten-percent increments, rounded downward to the nearest ten percent of that period and based on ACCET requirements.  After sixty percent of attendance, the institution may charge for the entire course.  Refunds are issued within 45 days after the effective date of cancellation or last date attended. 
Material Cost Deposit Fee Disclaimer: All efforts will be made to refund prepaid amounts for books, supplies and other materials unless the student has consumed or used those items and they can no longer be used or sold to new students or returned by the institution to the supplier as new merchandise.
Procedure:
· Students last date of attendance will be established by last date of attendance in LMS.
· Refund Worksheet will be completed by President within 45 days of last attendance.
· Refund Worksheet will be emailed to student within 45 days of last attendance by President.
· Refund will be issued in the amount that is greater based on both calculations within 45 days by President.
· The following tables will be used to calculate refunds due to students for cancellation, course withdrawal and enrollment drops based on requirements from ACCET and South Carolina Commission on Higher Education by President.
	[bookmark: _Hlk526773520]Hours Attended
	Percentage of Attendance
	Tuition Refund

	1 – 15
	10%
	90%          $1800

	16 – 31
	20%
	80%         $1600

	32 – 46
	30%
	70%        $1400

	47 – 62
	40%
	60%        $1200  

	63 – 77
	50%
	50%        $1000

	78 –93 
	60%
	40%        $800

	94 – 155
	61-100%
	0%           $0


[bookmark: _Hlk157434512][bookmark: _Hlk526866424]Refund calculation example (for 155-hour program)
 Clinical Medical Assistant, Chair-side Dental Assistant, Pharmacy Technician

Refund calculation example (for 155-hour program): Medical Administrative Assistant
	Hours Attended
	Percentage of Attendance
	Tuition Refund

	1 – 15
	10%
	90%          $1350

	16 – 31
	20%
	80%         $1200

	32 – 46
	30%
	70%        $1050

	47 – 62
	40%
	60%        $900 

	63 – 77
	50%
	50%        $750

	78 –93 
	60%
	40%        $600

	94 – 155
	61-100%
	0%           $0



	Hours Attended
	Percentage of Attendance
	Tuition Refund

	1 – 12
	10%
	90%       $855

	13– 24
	20%
	80%       $760

	25– 36
	30%
	70%      $665

	37 – 48
	40%
	60%      $570

	49 – 57
	50%
	50%      $475

	58 –72
	60%
	40%       $380

	73– 120
	61-100%
	0%        $0


Refund calculation example (for 120-hour program): Nursing Assistant

	Hours Attended
	Percentage of Attendance
	Tuition Refund

	1 – 8
	10%
	90%       $810

	9– 16
	20%
	80%       $720

	17– 24
	30%
	70%       $630

	25– 32
	40%
	60%       $540

	33 – 40
	50%
	50%      $450

	41 –48
	60%
	40%      $360

	49 – 80
	61-100%
	0%        $0


Refund calculation example (for 80-hour program): Phlebotomy



ACCET REFUND CALCULATION EXAMPLE

Refund calculation example (for 155-hour program)
Clinical Medical Assistant, Chair-side Dental Assistant, Pharmacy Technician
	Weeks Attended
	Total Hours
	Pro rata portion completed
	Earned Tuition 
Rate: $2000
	Refund

	1 
	12
	8%
	$160
	$1840

	2
	24
	15%
	$300
	$1700

	3
	36
	23%
	$460
	$1540

	4
	48
	31%
	$620
	$1380

	5
	60
	39%
	$780
	$1220

	6
	72
	46%
	$920
	$1080

	7
	73-78
	50%
	$1000
	$1000

	8-13
	78-155
	0%
	$2000
	$0




Refund calculation example (for 155-hour program) Medical Administrative Assistant
	Weeks Attended
	Total Hours
	Pro rata portion completed
	Earned Tuition
Rate: $1500
	Refund

	1 
	12
	8%
	$120
	$1380

	2
	24
	15%
	$225
	$1275

	3
	36
	23%
	$345
	$1155

	4
	48
	31%
	$465
	$1035

	5
	60
	39%
	$585
	$945

	6
	72
	46%
	$690
	$810

	7
	73-78
	50%
	$750
	$750

	8-13
	78-155
	0%
	$1500
	$0



Refund calculation example (for 120-hour program): Nursing Assistant
	Weeks Attended
	Total Hours
	Pro rata portion completed
	Earned Tuition
Rate: $950
	Refund

	1 
	 12
	10%
	$95
	$855

	2
	24
	20%
	$190
	$760

	3
	36
	30%
	$285
	$665

	4
	48
	40%
	$380
	$570

	5
	60
	50%
	$475
	$475

	6-8
	60-120
	0%
	$950
	$0




	Weeks Attended
	Total Hours
	Pro rata portion completed
	Earned Tuition
Rate: $900
	Refund

	1 
	 12
	15%
	$135
	$855

	2
	24
	30%
	$270
	$760

	3
	36
	45%
	$405
	$665

	4
	36-40
	50%
	$450
	$450

	5-8
	41-80
	0%
	$900
	$0


Refund calculation example (for 80-hour program): Phlebotomy

Tuition Table

	Name of Program
	Total Hours
	App. Fee
	Materials

	Tuition

	Total Costs
	Program Length
	Circle Session Attending

	Nursing Assistant 
	120 
	$50.0
	$300.00
	$950.00
	$1300.00
	8 Weeks
	In-Seat

	Medical Administrative Assistant
	155
Hybrid
	$50.00
	$350.00
	$1,500.00
	$1900.00
	13   Weeks
	Hybrid

	Clinical Medical Assistant
	155
Hybrid
	$50.00
	$350.00
	$2,000.00
	$2400.00
	13    Weeks
	Hybrid

	Dental Assisting
	155
Hybrid
	$50.00
	$350.00
	$2,000.00
	$2400.00
	13   Weeks
	Hybrid

	Phlebotomy Technician
	80
Hybrid
	$50.00
	$300.00
	$900.00
	$1250.00
	8 Weeks
	Hybrid

	Pharmacy Technician
	155
Hybrid
	$50.00
	$350.00
	$2,000.00
	$2400.00
	13    Weeks
	Hybrid     



Student Computer Use

Misuse of information systems is prohibited. Misuse includes the following: 
• Attempting to modify or remove computer equipment, software, or peripherals without proper authorization. 
• Accessing, without proper authorization, computers, software, information or networks, regardless of whether the resource accessed is owned by the school. 
• Taking actions, without authorization, which interfere with the access of others to information systems. 
• Circumventing logon or other security measures. 
• Using information systems for any illegal or unauthorized purpose. 
• Violating any software license or copyright, including copying or redistributing copyrighted software. 
• Using electronic communications to violate the property rights of authors and copyright owners. 
• Using electronic communications to harass or threaten users in such a way as to create an atmosphere, which unreasonably interferes with the education or the employment experience. Similarly, electronic communications shall not be used to harass or threaten other information recipients. 
• Using electronic communications to disclose proprietary information without the explicit permission of the owner. 
• Reading other users' information or files without permission. 
• Using electronic communications to hoard, damage, or otherwise interfere with academic resources available electronically. 
• Launching a computer worm, computer virus, or other rogue program. 
• Downloading or posting illegal, proprietary, or damaging material to a computer or any portion of a network that belongs to the school. 
• Transporting illegal, proprietary, or damaging material. 
• Violating any state or federal law or regulation in connection with use of any information system. 
[bookmark: _Copyright_Infringement]Copyright Infringement
Copyright infringement occurs when someone uses copyrighted work without the copyright owner's permission: Reproducing the work, Distributing the work, Performing the work, Displaying the work in public, and creating a derivative work based on the work.  As such, the institution strictly prohibits the unauthorized distribution of any copyrighted material, including peer-to-peer file sharing and illegal downloading. Penalties for copyright infringement include civil and criminal penalties. In general, anyone found liable for civil copyright infringement may be ordered to pay either actual damages or “statutory” damages affixed at not less than $750 and not more than $30,000 per work infringed. For “willful” infringement, a court may award up to $150,000 per work infringed. A court can, in its discretion, also assess costs and attorneys’ fees. For details, see Title 17, United States Code, Sections 504, 505. Willful copyright infringement can also result in criminal penalties, including imprisonment of up to five years and fines of up to $250,000 per offense. Students who are found to be in violation of copyright infringement may be dropped from enrollment and prosecuted to the extent of the law.
[bookmark: _SPECIAL_NEEDS:]SPECIAL NEEDS:
The institution is committed to providing reasonable accommodation to ensure that students with disabilities have equal access to educational opportunities. To receive accommodation, students must participate in a clearly defined process.
Procedure:
Requesting Accommodations
1. Self-Identification: Prospective students are required to notify the institution of their disability. This can be done by contacting the main campus.
2. Providing Documentation: Students must submit official documentation that clearly identifies the disability and describes its impact. The documentation should also include recommendations for accommodation that would support the students’ educational experience.
3. Meeting with the President: After submitting the necessary documentation, students must schedule and attend a meeting with the President. This meeting is intended to discuss the students’ individual situation and specific needs.
4. Receiving Accommodations: Based on the information provided and the discussion during the meeting, the President will determine eligibility and arrange appropriate and reasonable accommodations for the student.
[bookmark: _NON-DISCRIMINATION:]NON-DISCRIMINATION:
The institution strictly prohibits discrimination on the basis of race, color, religion, sex, national origin, age, disability, or veteran status in all aspects of its admissions, programs, and employment practices. This policy extends to explicitly cover sexual orientation and includes comprehensive measures against harassment, sexual assault, domestic violence, and stalking. These provisions are established with the purpose of creating and maintaining a safe and inclusive campus environment for all students, faculty, and staff.
[bookmark: _FERPA:]FERPA: 
The Family Educational Rights and Privacy Act (FERPA) policy ensures the confidentiality of student educational records. In accordance with this policy, the college will not disclose student records without the student's written consent, except under certain circumstances. Exceptions include situations involving financial aid, transfer to another institution, judicial orders, or emergencies. Students may request access to their records in writing.
[bookmark: _Organization_Chart:]Organization Chart:

	Organizational Chart

	President
Melanie Turman-Administrator, Admissions Coordinator, Enrollment Coordinator, Curriculum Development, Instructor, Course Coordinator

	Campus Coordinator/Student Support Coordinator/Admissions Officer
Shanta Wlaton, CCMA

	Faculty
Marshay Whimbush, RN, BSN- Advisory Board Member, 
Clinical Medical Assistant, Nursing Assistant Instructor
Tonya Blanding, LPN-Phlebotomy Technician, Clinical Medical Assistant Instructor, Clinical Coordinator
Felicia Gallman, LPN- Nursing Assistant Instructor, 
Phlebotomy Technician, Clinical Medical Assistant Instructor
Candice Lee, CRMA- Medical Administrative Assistant Instructor, 
Clinical Medical Assistant Instructor, NHA Prep
Stephanie Brode, CDA-Chair-side Dental Assistant Instructor
Valerie Brown, CDA- Chair-side Dental Assistant
Miyiokia Hill, CPhT- Pharmacy Technician Instructor
Jeralynn Mills-MAA-Medical Administrative Assistant Instructor



[bookmark: _Advisory_Board:]Advisory Board:

	Mary Williams, RN
	Spartanburg Regional Health Care

	Jadaisha Turman, RN
	Anmed Health

	Marshay Martin, MSN, RN
	Village Career Center, Lander University



[bookmark: _Clinical_Site_Contact]Clinical Site Contact List

	Sherri Gordon, RN
Tammy Butler
	Self-Regional Healthcare: Clinical Medical Assistant, Medical Administrative Assistant, Phlebotomy Technician, Nursing Assistant

	Niki Richards, RN
	Carolina Health Centers: Clinical Medical Assistant, Medical Administrative Assistant

	Tenika Maston
	Kid’s First Dental: Chair-side Dental Assistant

	Paige Hallums
	AFC Urgent Care: Clinical Medical Assistant, Medical Administrative Assistant

	Teresa Lund
	CVS Pharmacy: Pharmacy Technician



[bookmark: _Student_Grievance][bookmark: _Toc60055990][bookmark: _Hlk526866436]Student Grievance
If you encounter any problems concerning the education or administration of this program, please contact your instructor immediately and state your grievance in writing to allow us to help you. The issue will not be addressed until a written grievance has been submitted to the following Village Career Center staff:
1st Level: Primary Instructor
2nd Level: President
Once your grievance document has been received, a formal response will be given via email within 5 business days.
If students are not satisfied with Village Career Center’s assistance plan and have exhausted all staff levels of the grievance procedure, students may appeal in writing to the South Carolina Commission on Higher Education:
South Carolina Commission on Higher Education
1122 Lady Street, Suite 400
Columbia, South Carolina 29201
803-737-2260
www.che.sc.govThe complaint form is available at the following link. http://www.che.sc.gov/CHE_Docs/AcademicAffairs/License/Complaint_procedures_and_form.pdf
Students who have utilized the institution’s formal complaint procedure and find that their issue remains unresolved have the right—and are encouraged—to escalate the matter to ACCET (Accrediting Council for Continuing Education & Training). This must be done in writing through the online form available on the ACCET website (https://accet.org/about-us/contact-us).
When submitting a complaint to ACCET, students must provide the following information:
· Name and location of the ACCET institution
· A detailed description of the alleged problem(s)
· The approximate date(s) when the problem(s) occurred
· The names and titles or positions of all individuals involved, including faculty, staff, or other students
· A summary of previous efforts to resolve the complaint, with evidence that the institution’s complaint procedures have been followed
· The complainant’s contact information, including name, email address, telephone number, and mailing address
· If anonymity is specifically requested, ACCET will not disclose the complainant’s name to the institution.
· The complainant’s status with the institution (for example, whether they are a current or former student)
Complainants are also encouraged to include relevant supporting documentation, such as the enrollment agreement, syllabus or course outline, and any correspondence between the student and the institution.
After submitting the complaint, the complainant will receive an acknowledgment of receipt from ACCET within 15 business days.

