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[bookmark: SECTION_I:_General_Information][bookmark: MISSION][bookmark: _Toc232087899]SECTION I: General Information
[bookmark: _Toc232087900]MISSION
The mission of Helping Hearts Training Center is to provide exceptional post-secondary instruction and direction to its students by preparing them for flourishing careers, skilled growth, educational exploration, and community association, while aiding the graduate in achieving employment in his or her chosen area within the healthcare field. We make every effort to spread awareness via valued instruction in our vocational and general education courses, creating a well- rounded education.

[bookmark: PROGRAM_PHILOSOPHY][bookmark: _Toc232087901]PROGRAM PHILOSOPHY
The program philosophy is to empower students with a patient-centered care approach using skilled faculty, technology, critical thinking, and evidence-based knowledge. The school uses a student-approach focus; and the student evolves at the same rhythm with their profession. The school achieves its philosophy through a patient-centered care approach.

The faculty believes that individuals and groups function in complex, constantly changing environments. Patients' responses to their health states are dynamic. The student will provide care for individuals and groups in this multi-cultural community. Caring behaviors will be provided in a variety of healthcare settings, including acute care, extended care, and diverse community facilities. Collaboration with individuals and groups, including other members of the healthcare team and community agencies, will assist in meeting patient needs and reaching positive outcomes of patient care.

Home Health Aide is a practice discipline where the goal is to provide a safe, effective care environment; promote physiologic and psychosocial integrity, and to meet patient needs. Contemporary health care delivery focuses on wellness and the management of chronic conditions. Along with the shift of care into the community, the aging of our population and nation's increasing cultural diversity, the Home Health Aide focus includes data and rationales of care based on informatics and critical thinking. The expansion of scientific knowledge and technology mark a different approach to home health care in the new century.

[bookmark: OBJECTIVES][bookmark: _Toc232087902]OBJECTIVES
In support of its mission, the institute’s objectives are:
· To fulfill the educational expectations of students and faculty and to provide the community with professionals capable of meeting the challenges in their chosen field;
· To provide students with all of the materials, faculty, and administrative support needed
· to successfully complete their program;
· To encourage and foster the value of life-long learning in our students;
· To provide students with the most up-to-date and comprehensive information available in their field of study;
· To utilize Helping Hearts Training Center tools and materials which require the students to effectively demonstrate the integration of the concepts and skills they have learned;
· To maintain an educational environment that respects and welcomes diverse individual backgrounds, abilities, interests, and opinions.

DISCLOSURE STATEMENTS
· The school is nonsectarian and does not discriminate with regard to race, creed, color, national origin, age, sex, disability, or marital status in any of its academic program activities, employment practices, or admissions policies.
· Helping Hearts Training Center is not accredited by any national agency and therefore cannot offer students access to Federal Student Aid programs.
· The acceptance of the transfer of credits or clock hours earned at this Institute is at the discretion of the receiving institution. It is the student's responsibility to confirm whether or not clock hours earned at Helping Hearts Training Center will be accepted by another institution of the student's choice.
· The Institute does not offer advanced placement based on work experience.
· As a prospective student, you must review this catalog prior to signing an enrollment agreement.
· It is the policy of the school to provide a copy of the latest school catalog either in writing or electronically on the school's website to all prospective students.

CLASS SIZE
The average student teacher ratio is 25:1 for any lecture session. The maximum class size is 30 students per session. Labs are approximately 15:1 and externships are approximately 10:1.

[bookmark: STUDENT_RIGHTS_AND_RESPONSIBILITIES][bookmark: _Toc232087903]STUDENT RIGHTS AND RESPONSIBILITIES
While it is not possible to address all eventualities, it is important that the rights of Helping Hearts Training Center students be embraced by the community and observed in the spirit of the Academy's mission. These rights include, but are not limited to:
· The right to be treated equally in academic and social settings
· The right to live and/or attend classes in a physically safe environment
· The right to express diverse opinions in an intellectually safe environment
· The right to privacy
· The expectation of a positive living/learning environment
· The right to learn without disruption
· Access to academic and support services that enhance student learning
· The right to pursue academic interests
· The right to engage in mutual collaboration
· The right to explore personal spiritual growth and development
· The right to know academic requirements and to be evaluated fairly
· The right to engage in service opportunities that enhance learning outcomes, both on and off campus
· The right to associate with student organizations of one's own choosing
· The right to participate in a system of shared governance
· The right to assemble
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While it is not possible to address all eventualities, it is important that the responsibilities of Helping Hearts Training Center students be embraced by the community and observed in the spirit of the institute’s mission. General responsibilities include, but are not limited to:
· Responsible for cultivating personal growth and development through academic, civic, and social engagement
· Responsibility to pursue educational opportunities to the best of one's ability
· Responsible for academic progression and career planning
· Responsibility to explore personal growth and development
· Responsibility to partner and/or cooperate with faculty and staff in the promotion of a positive living and learning environment
· Responsibility to other students
· Responsible for approaching differing and diverse views and opinions with an open mind
· Responsibility to recognize the value of diversity and an exchange of ideas
· Responsibility for showing respect to other students
· Responsibility to the community
· Responsible for engaging in appropriate service-learning experiences that improve the quality of life of those around them
· Responsible for complying with laws, rules, and regulations
· Accountability for one's own actions
· Responsibility to maintain the property and facilities of Helping Hearts Training Center
· Responsibility to maintain a positive image of Helping Hearts Training Center
[bookmark: OWNERSHIP][bookmark: _Toc232087904]OWNERSHIP
Helping Hearts Training Center is a for-profit LLC incorporated in the state of Florida and the company is owned and operated by Teresa Crowder, RN.

[bookmark: ADMINISTRATIVE_STAFF][bookmark: _Toc232087905]ADMINISTRATIVE STAFF

	CAMPUS ADMINISTRATION

	Teresa Crowder, RN
	Campus Director, Director of Education




	CAMPUS FACULTY

	Teresa Crowder, ASN, RN - Jersey College
	HHA, MA, PN, NA, & Phlebotomy
	Registered Nurse

	Tanika Jackson-Richmond, DNP - Walden University
	PN
	Registered Nurse

	Autencia Hampton, BSN, RN - Grand Canyon University
	NA, PN
	Registered Nurse

	Satoria Coster BSN, RN - Chamberlain University
	NA, PN
	Registered Nurse

	Annette Hall BSN, RN - University of Phoenix
	PN
	Registered Nurse



[bookmark: LICENSING_AND_ACCREDITATION][bookmark: _Toc232087906]LICENSING AND ACCREDITATION
Licensed by the Commission for Independent Education, Florida Department of Education. License number #9074.

Helping Hearts Training Center is currently not an accredited institution.

[bookmark: TECHNOLOGY_REQUIREMENTS][bookmark: _Toc232087907]

TECHNOLOGY REQUIREMENTS
Students must have reliable access to technology that supports the LMS and all program‑related digital learning activities. The following minimum specifications are required for enrollment:
Computer / Operating System
· Windows 10 or later, OR macOS 11 or later
· Minimum 8 GB RAM (16 GB recommended for smooth multitasking)
· Minimum 2 GHz processor
Internet Access
· Broadband Internet connection
· Stable Wi‑Fi or wired Ethernet connection strongly recommended
Web Browser
The current and previous major releases of:
· Google Chrome (recommended)
· Mozilla Firefox
· Safari (macOS only)
· Microsoft Edge
Browser must have cookies and JavaScript enabled.
Software
· Microsoft Office 365 or equivalent word‑processing, spreadsheet, and presentation software
· PDF reader (Adobe Acrobat Reader or equivalent)
Audio/Video
· Built‑in or external webcam
· Built‑in or external microphone
· Speakers or headphones

In addition to having these hardware/software elements, you should be knowledgeable about your word processing software. You should also be able to connect to the Internet without assistance. You should know how to surf the Web and how to do simple Web searches. You should know how to send and receive E-mail messages as well as how to send and retrieve attachments to email messages.

[bookmark: ADMISSION_REQUIREMENTS][bookmark: _Toc232087908]ADMISSION REQUIREMENTS
An applicant must fulfill the following requirements to be enrolled as a regular student in any academic program:
· Prospective students must be beyond the age of compulsory education (18 years old) or have proof of emancipation.
· Provide valid photo identification.
· Practical Nursing and Medical Assisting students must provide proof of high school diploma or equivalent (General Equivalency Diploma GED).
· Students that have High School Diplomas from foreign, non-English speaking countries, are required to obtain a certified translation in English of the High School Diploma, and a certified document stating that the translated diploma is equivalent to the High School level in the United States. Applicants are responsible for all evaluation fees.
· Complete all required admissions application documents and pay non-refundable application fee.
· Meet the technical requirements noted in the Technical Requirements section.
Any additional program specific admissions requirements are detailed in the program information section of this catalog.

[bookmark: TRANSFER_OF_CREDIT][bookmark: _Toc232087909]

TRANSFER OF CREDIT
General Transfer of Credit Policy (Applies to All Eligible Programs)
The institution may consider transfer credit for coursework completed at other accredited colleges or universities when such coursework is comparable in content, length, and rigor to the courses offered at the institution. Transfer credit evaluations are conducted prior to enrollment and require submission of official transcripts. Only courses in which the student earned a grade of “C” or higher (or the program‑specific minimum, if higher) will be considered for transfer. The institution reserves the right to deny transfer credit for any course that does not meet academic, regulatory, or programmatic standards.

Transfer credit is not guaranteed and may be limited by programmatic accreditation requirements, state regulatory standards, curriculum sequencing, or institutional policy.

Program‑Specific Restriction: Practical Nursing Program
No Transfer Credits Accepted for Practical Nursing

In alignment with state regulatory requirements and programmatic integrity standards, the Practical Nursing program does not accept transfer credits from other institutions. All students enrolled in the Practical Nursing program must complete the full prescribed curriculum at the institution, including all theory and clinical coursework.

Coursework completed at other colleges, universities, vocational schools, or training programs—regardless of content similarity—is not eligible for transfer into the Practical Nursing program. This includes general education courses, nursing support courses, and nursing core courses.

Please note: Transfer credit is not available for the Practical Nursing program under any circumstances.

[bookmark: _Toc232087910]RE-ENROLLMENT
Students who voluntarily withdraw from a program may request re-enrollment into the next available cohort. All re-enrolling students must complete the full admissions process, meet all current program requirements, and be in good financial standing with the institution. Re-enrollment is not automatic and is granted at the discretion of the Director based on space availability, prior academic performance, and professional conduct.

Students who were dismissed from a program for academic, attendance, conduct, or policy violations must submit a formal written appeal to the Director. Only the Director may approve or deny a dismissal appeal. If the appeal is approved, the Director will determine the conditions under which the student may return, which may include repeating coursework, completing remediation, or meeting additional academic or behavioral expectations.

Practical Nursing students dismissed due to failing to achieve the minimum required 75% passing score on the ATI Practical Nursing exit exam after two attempts may request re-enrollment within six (6) months of dismissal. Eligibility for re-enrollment requires an interview with the Director and demonstration of readiness to return. If approved, they must repeat the final term (or a designated re-entry course), after which they receive a new set of two exit exam attempts, at the expense of the student.
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[bookmark: _Toc232087911]SECTION II: Academic Policies

GRADING SYSTEM
Grades are based on class work, written examinations and evaluation of skills. If you have difficulty maintaining progress, you will receive individual counseling. The grading scale is as follows:
	Grades
	Percentage
	GPA

	A =
	90-100%
	4.0

	B =
	80-89%
	3.0-3.99

	C =
	70-79%
	2.0-2.99

	D =
	60-69%
	1.0-1.99

	F =
	0-59%
	0.0-0.99

	U =
	Unsatisfactory
	N/A



ADVISEMENT, COUNSELING, AND TUTORIALS
1. The student must meet with their faculty advisor at least once a term to ensure appropriate registration and progression through the curriculum. Failure to meet with the assigned faculty advisor may result in the student's inability to advance to the next term of coursework.
2. The full-time faculty members have posted office hours for counseling and to provide academic assistance to students. Please call ahead and determine the faculty member's availability and schedule an appointment.
3. Helping Hearts Training Center can assist students in study skills and connect students with available student support services.
4. Tutorial assistance is provided for students enrolled and is available through the Student Services Center.
5. Faculty may require that you attend counseling and/or a tutorial session.

[bookmark: _Toc232087912]CHAIN OF COMMAND
Any student having course problems must first approach the appropriate instructor. If the student feels the problem was not resolved appropriately, the student should then make an appointment to see the Program Director.
Any student failing to follow this "chain of command" as stated will be sent back to the initial instructor until the procedure has been followed.

[bookmark: _Toc232087913]CODE OF CONDUCT
Students are expected to demonstrate professional behavior, comply with all institutional policies, and maintain acceptable academic performance at all times.
1. Students must follow all Helping Hearts Training Center policies as outlined in the Catalog and the Student Rights and Responsibilities.
2. Academic misconduct—including cheating, giving or receiving unauthorized assistance, failing to report observed cheating, or plagiarism—will result in disciplinary action up to and including dismissal.
3. Students must treat all individuals on campus with professionalism and respect.
4. Students must be seated before class begins and follow classroom procedures, including raising a hand to speak and returning promptly from breaks.
5. Personal communication devices must remain on silent/vibrate. Texting or device use during class is prohibited. Devices are not permitted during testing.
6. Laptops may be used only for program‑related activities.
7. Students may quietly excuse themselves to use the restroom.
8. The following constitute grounds for disciplinary action up to and including dismissal:
· Academic dishonesty
· Failure to meet health, immunization, or background check requirements
· Failure to meet course objectives or competencies
· Failure to comply with catalog policies
· Unsafe or unprofessional patient care
9. Students must notify Administration of any change in address or phone number.
10. Any injury or exposure occurring during class must be reported immediately to the instructor.
11. Students may park only in designated student parking areas.

CHEMICALLY IMPAIRED STUDENT
1. Helping Hearts Training Center endorses the federal government's effort in implementing the Drug-Free Schools and Community Amendments of 1989 (Public Law 101-226). See Helping Hearts Training Center's Student's Rights & Responsibilities.
2. Students are subject to disciplinary action in accordance with the Helping Hearts Training Center's Student's Rights and Responsibilities from the Catalog.
3. Students are prohibited from reporting to lecture classes under the influence of alcohol or any substance that impairs physical or mental abilities.
4. The student will be responsible for any costs associated with testing for alcohol or controlled substances.
5. When the faculty has reason to suspect that a student is under the influence of alcohol or any controlled substance, the faculty will report the incident to the Department Director or designee. The Director, or designee, will meet with the student and the faculty member. The faculty member will document the incident in writing.
a. Upon verification of the behavior, the Director will:
i. Inform the student that blood and/or urine testing is being requested and that refusal may result in termination from the program.
6. A student who has been dismissed for chemical impairment may appeal for reinstatement by presenting evidence of successfully completing an intervention program to the Director.

STUDENT/STUDENT INTERACTION
1. It is expected that students will consistently display a professional and positive attitude in interactions with fellow students.
2. Students will complete all assignments alone, without the aid of another student.
3. Students will perform cooperatively when working in assigned areas with other students.
4. Students will display respect for fellow students regardless of ethnicity, socioeconomic background, religion, sex, or sexual orientation.

STUDENT/INSTRUCTOR INTERACTION
1. It is expected that students will consistently display a professional and positive attitude when interacting with instructors.
2. Students will work to the best of your ability to complete all assignments.
3. Students will use established procedures in mediating any differences between yourself and the instructor.
4. Students will always demonstrate respect for the instructor regardless of ethnicity, socioeconomic background, religion, sex, or sexual orientation.
5.  Students will always demonstrate appropriate behavior and adapt to instructional input.
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STUDENT AGREEMENT
Students are expected to comply with all policies, procedures, and regulations of Helping Hearts Training Center. It shall be your responsibility to receive, become thoroughly familiar with, and adhere to any expectations and policies as outlined in the most recent printing of:
1. School Catalog
2. Helping Hearts Training Center Lecture Schedule
3. Helping Hearts Training Center Program Objectives and Syllabi
4. Helping Hearts Training Center Student's Rights and Responsibilities
5. Student Confidentiality Statement

It is the student's responsibility to engage in behaviors that will lead to the successful attainment of all course objectives and competencies. This includes adhering to all information outlined in the Student Catalog. It is the responsibility of the Institute and the instructors to direct, assist, and encourage the student in the successful attainment of all course objectives and the fulfillment of program competencies. This includes administering and enforcing all information outlined in the catalog as well as providing appropriate didactic instruction; conducting periodic evaluations (testing) of progress; and informing students of that progress.
[bookmark: MEASUREMENT_OF_ACADEMIC_PROGRAM/PROGRESS][bookmark: _Toc232087914]MEASUREMENT OF ACADEMIC PROGRAM/PROGRESS
The school measures its academic program in terms of clock hours.

A "clock hour" means a period of 60 minutes with a minimum of 50 minutes of instruction in the presence of an instructor. It is recommended that a student plan to dedicate at least two to four hours of independent reading and/or study for every hour of class s/he attends.
Estimated hours spent on out of class activities will be defined in more detail by the course syllabus and are not applicable to the total clock hours of the program.

The CGPA is a weighted average calculated by multiplying the clock hours for each course by the grade point equivalent received for that course, summing the results, and dividing that sum by the total credit hours attempted. Students must achieve a CGPA of 2.0 or above to be eligible for graduation from their program of study.

[bookmark: SATISFACTORY_ACADEMIC_PROGRESS][bookmark: _Toc232087915]SATISFACTORY ACADEMIC PROGRESS
To remain in good academic standing, a student must maintain a cumulative grade point average (CGPA) of 70% (C) or higher. Written numeric grade reports for each subject will be provided to students no later than the second school day following completion of the course or module. Any student whose CGPA falls below 70% at the time of evaluation will be notified of their unsatisfactory academic progress and placed on academic probation.

The institution monitors each student’s Satisfactory Academic Progress (SAP) throughout their program of study. SAP includes both qualitative (grade-based) and quantitative (pace of completion) measures. Students who do not meet the minimum SAP standards at an evaluation point will be subject to academic sanctions, which may include warning, probation, or dismissal. Evaluation periods for each program are defined in the SAP chart that follows.

[bookmark: Standards]

Standards
Helping Hearts Training Center is a non‑degree, diploma‑granting institution. Satisfactory Academic Progress (SAP) is measured in clock hours completed and is evaluated at specific points in each program. SAP includes both a qualitative measure (minimum GPA) and a quantitative measure (minimum pace of completion).

For programs 450 clock hours or less, SAP is evaluated one time, at 75% of the program. At this evaluation point, the student must have a minimum cumulative GPA of 2.0 (70%).

For programs greater than 450 clock hours, SAP is evaluated three times:

1. 25% of the program – minimum cumulative GPA of 2.0
2. 50% of the program – minimum cumulative GPA of 2.0
3. 75% of the program – minimum cumulative GPA of 2.0

At each evaluation point, the student must also have successfully completed at least 67% of the clock hours attempted up to that point.

If a student does not meet the minimum GPA requirement at an evaluation point, the student will be placed on a thirty‑day probationary period. By the end of the probationary period, the student must raise their GPA to the minimum standard. If the student does not meet the minimum GPA requirement by the end of probation, the student will receive a failing grade and may either be dismissed from the program or permitted to repeat the failed course in a future cycle, at the discretion of the Director.

Home Health Aide Program – 75 clock hours
First check: 75% = 56 clock hours - Minimum of 2.0 G.P.A.

Phlebotomy Technician Program – 165 clock hours
First check: 75% = 124 clock hours - Minimum of 2.0 G.P.A.

Nursing Assistant Program – 120 clock hours
First check: 75% = 90 clock hours - Minimum of 2.0 G.P.A

Medical Assistant Program – 915 clock hours
First check: 25% = 229 clock hours - Minimum of 2.0 G.P.A Second check: 50% = 458 clock hours - Minimum of 2.0 G.P.A Third check: 75% = 686 clock hours - Minimum of 2.0G.P.A

Practical Nursing Program – 1350 clock hours
First check: 25% = 338 clock hours - Minimum of 2.0 G.P.A Second check: 50% = 675 clock hours - Minimum of 2.0 G.P.A Third check: 75% = 1,013 clock hours - Minimum of 2.0 G.P.A

[bookmark: SAP_Sanctions]SAP Sanctions
If a student does not meet the minimum Satisfactory Academic Progress (SAP) standards at an evaluation point, the student will be placed on Warning for the following term. During the Warning term, the student remains eligible to continue coursework.

If, at the end of the Warning term, the student meets the minimum SAP standards, the student will be returned to Active status. A student may not receive two consecutive Warning terms.

If the student does not meet the minimum SAP standards by the end of the Warning term, the student may continue in the program for one additional term but will be placed on Probation. During the Probation term, the student must meet all SAP requirements.
If the student does not meet the minimum SAP standards by the end of the Probation term, the student will be dismissed from Helping Hearts Training Center for failure to maintain Satisfactory Academic Progress.

The student will be notified in writing of every change in SAP status, including placement on Warning, Probation, or Dismissal.

[bookmark: ACADEMIC_PROBATION][bookmark: _Toc232087916]ACADEMIC PROBATION
The probation period shall not exceed one evaluation period, which is defined as one month. During the probation period, the student must maintain a minimum academic grade point average of 70% (C) or higher.

Any student who fails to achieve a minimum GPA of 70% (C) or higher by the end of the probation period will be dismissed from the program for failure to maintain Satisfactory Academic Progress. A dismissed student may appeal the decision by following the Student Appeals Procedure outlined in this catalog.

A student whose enrollment is terminated for unsatisfactory progress may request re‑enrollment into a subsequent program after a period of six (6) months from the date of termination, in accordance with the institution’s re‑enrollment policy.

[bookmark: REMEDIAL_WORK_AND_REPEATED_COURSES][bookmark: _Toc232087917]REMEDIAL WORK AND REPEATED COURSES
The school does not offer remedial or make up work. When a subject class is repeated, the higher grade for the repeated subject class will be considered in the determination of the student's grade average for the course of study.

[bookmark: _Toc232087918]GRADUATION REQUIREMENTS
A student is eligible to graduate from a diploma program when all of the following requirements have been met:
1. Successful Completion of Coursework The student must successfully complete all required courses listed in the program of study with a minimum cumulative grade point average (CGPA) of 2.0 (70%) or higher.
2. Satisfactory Academic Progress (SAP) The student must meet or exceed all published institutional SAP standards at the time of program completion.
3. Completion of Program-Specific Requirements The student must satisfy all program-specific requirements, which may include clinical hours, laboratory competencies, skills demonstrations, simulations, capstone activities, or other mandated components.
4. Successful Completion of the Programs Comprehensive Predictor
a. Practical Nursing: Minimum 90% Probability of Passing
b. Home Health Aide: Minimum score of 70%
c. Phlebotomy Technician: Minimum score of 70%
d. Medical Assistant: Minimum score of 70%
e. Nursing Assistant: Minimum score of 70%
5. Financial Clearance The student must satisfy all outstanding financial obligations to the institution.
Upon completion of all graduation requirements, the student will be issued a diploma.
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[bookmark: Practical_Nursing_Exit_Exam_Requirements]Practical Nursing Exit Exam Requirements
Students must achieve a 90% predicted probability of passing the NCLEX-PN in order to graduate from the program. The exit examination is designed to evaluate readiness for safe entry‑level practice and to ensure adequate preparation for the NCLEX‑PN licensure examination. The exit examination must be taken within 2 weeks after completion of all required courses.

Students will have two attempts to achieve the required minimum score:

1. [bookmark: _Toc232079346][bookmark: _Toc232087919]First Attempt
If a student does not achieve a 90% Probability of Passing on the first attempt, the student will be required to complete mandatory ATI Focus Review.
2. [bookmark: _Toc232079347][bookmark: _Toc232087920]Second Attempt
After completing the required Focus Review, the student may take the predictor exam a second time.

Students who achieve at least a 90% probability of passing on the second attempt will meet the requirement for graduation.

Students who do not achieve a 90% probability of passing on the second attempt will be withdrawn from the Practical Nursing program for failure to meet graduation requirements.

[bookmark: Re-Entry_After_Exit_Exam_Failure]Re-Entry After Exit Exam Failure
Practical Nursing students who are withdrawn from the program due to failing to achieve the required 90% probability of passing on the ATI Predictor exam after two attempts may request re-entry into the program.
To be eligible for re-entry:
1. The student must re-enter within six (6) months from the date of withdrawal.
2. The student must complete the institution’s re-enrollment process, including an interview with the Director.
3. Re-entry is not guaranteed and is granted at the discretion of the Director based on space availability, prior academic performance, professionalism, and evidence of readiness to return.
4. If approved for re-entry, upon readmission, they must repeat the final term (or a designated re-entry course), after which they receive a new set of two exit exam attempts, at the expense of the student.
5. Upon re-entry, the student must meet all current program requirements, policies, and financial obligations.

[bookmark: ATTENDANCE_POLICY][bookmark: _Toc232087921]ATTENDANCE POLICY
Regular attendance is essential to student success and is required to meet the academic, skills‑based, and clinical competencies of all Helping Hearts Training Center programs. Attendance is monitored daily and recorded separately for theory, skills laboratory, and clinical/externship components.

MINIMUM ATTENDANCE REQUIREMENTS
To remain in good standing, students must meet the following attendance standards:
1. Theory (Didactic Instruction) – Minimum 90% Attendance – Students must attend at least 90% of all scheduled theory hours. Excessive absences may result in the student being unable to meet course objectives and may lead to academic probation or dismissal.
2. Skills Laboratory – Minimum 90% Attendance – Skills laboratory sessions are competency‑based and require hands‑on participation. Students must attend at least 90% of scheduled lab hours and must complete all required skills check‑offs to progress.
3. Clinical/Externship – 100% of Required Hours – Due to regulatory, safety, and clinical partner requirements, students must complete 100% of all assigned clinical or externship hours.
Clinical hours cannot be reduced, waived, or substituted. Any missed clinical hours must be made up as scheduled by the institution.
Failure to meet the minimum attendance requirement in any instructional component (theory, lab, or clinical) will result in course failure, regardless of overall program attendance.

MAKE‑UP HOURS
Helping Hearts Training Center provides structured opportunities for students to make up missed instructional hours.
1. Eligibility for Make‑Up Hours
Students may make up missed hours only when:
· The absence is documented and approved by the Program Director, and
· Make‑up sessions are available within the current term or instructional period.
Make‑up hours do not erase the absence; they restore the student’s ability to meet required clock hours and competencies.
2. Make‑Up Hours for Theory
· Make‑up theory hours may be completed through scheduled sessions, assigned modules, or instructional activities.
· All make‑up work must be completed within seven (7) calendar days of the absence unless otherwise approved by the Program Director.
3. Make‑Up Hours for Skills Laboratory
· Missed lab hours must be completed during designated lab make‑up sessions.
· Students must demonstrate all required skills competencies during the make‑up session.
· Failure to complete required skills check‑offs will result in course failure.
4. Make‑Up Hours for Clinical/Externship
· Clinical make‑up hours are scheduled only at the discretion of the Program Director and clinical site availability.
· Students must complete all missed clinical hours to graduate.
· Students who accumulate excessive clinical absences may be required to repeat the clinical course or be dismissed from the program.
5. Student Responsibility
It is the student’s responsibility to:
· Monitor their attendance and report any and all absences as early as possible
· Attend all scheduled make‑up sessions
· Complete all required competencies
Failure to attend a scheduled make‑up session may jeopardize program progression.

ABSENCES
Excused absences may be granted for any of the following reasons:
· Death in the immediate family (parent, spouse, child, sibling, in-law)
· Student's illness documented by a physician
· Illness or injury of an immediate family member (parent, spouse, child, sibling, in-law) documented by a physician.
· Military duty with documentation.

TARDINESS
Students must come to class on time. Late arrivals may be excused at the discretion of the instructor. Tardiness is defined as arriving more than five (5) minutes after the start of a regularly scheduled class. Once a student has three (3) unexcused late arrivals, the student must be formally counseled. A counseling session will determine what actions should be taken by the student to reduce tardiness. Three (3) or more unexcused late arrivals will be marked as an absent.

LEAVE OF ABSENCE
A leave of absence shall not exceed 60 days. A student requesting a Leave of Absence must do so in writing. The letter must state both the reason for the Leave of Absence and the time required. The decision shall be at the sole discretion of the Program Director.

A student who does not return at the end of their Leave of Absence, will be withdrawn from the program. Tuition charges for the time of attendance will be calculated according to the regular refund policy as published on the student's enrollment contract. If a student is on leave for medical purposes, the student must present a statement from his or her physician permitting return to school. The school will permit a student to take one (1) Leave of Absence (LOA) during any program.

ATTENDANCE PROBATION
Students must maintain a minimum of 90% attendance in class. If a student's overall attendance drops below 90%, the student is advised by the Director and will be placed on probation for one evaluation period. At the end of one evaluation period the student will be re- evaluated. If the following conditions are met, the probationary status will be lifted.

· Students are required to have an overall attendance rate of 90%.
· Students must achieve a grade of "C" or higher.
· Students must have a satisfactory progress report from the instructor.

Failure to achieve satisfactory progress after the probationary period will result in dismissal from the school unless a special condition is made and documented by the Director.

[bookmark: DISMISSAL][bookmark: _Toc232087922]DISMISSAL
A dismissed student has a right to appeal through the grievance procedure. Helping Hearts Training Center reserves the right to dismiss any student from the program for any of the following reasons:
· Failure to make satisfactory progress
· Missing more than 10% of instruction time
· Not maintaining the minimum grade point average

· Not meeting financial responsibilities to the school
· Violation of probationary status
· Non-compliance of the rules and regulations of the school
· Engagement in any illegal or criminal act such as: possession of firearms and/or other weapons, theft, vandalism of school property, possession or use of drugs on school premises or any other violation of state laws.
· Any conduct that brings discredit or embarrassment to the school
· Practical Nursing students must pass the ATI Practical Nursing exit exam with a minimum score of 75% by the second attempt or will be dismissed from the program.

The Director will notify the student in writing should it become necessary to dismiss the student. The dismissal letter will contain the date and the reason for dismissal. Prepaid tuition will be refunded according to the school's refund policy.

[bookmark: STUDENT_COMPLAINT/GRIEVANCE_POLICY][bookmark: _Toc232087923]STUDENT COMPLAINT/GRIEVANCE POLICY
All grade disputes must be made within two (2) weeks of the grade posting date. The student disputing the grade shall initially discuss the issue with the instructor. If the dispute is not resolved through dialogue between the instructor and the student, the student may contact the Director for assistance.

A student who has a complaint that is not grade-related shall submit the grievance, in writing, to the Administration. The Director shall review the case and determine the appropriate decision to be taken. This decision shall be made within seven (7) days, upon receipt by the Administration of the student's written complaint.

When such differences arise, usually a miscommunication or misunderstanding is a major contributing factor. For this reason, we urge both students and staff to communicate any problems that arise directly to the individual(s) involved. If the problem cannot be resolved in this manner, the Director should be contacted. Normally, the informal procedure of "discussing" the difference(s) will resolve the problem. In addition to complaints previously stated and appeals of an academic nature, a student has a right to complain to the institution.

If a student wishes to file a written complaint, he/she may do so. All written complaints will be resolved within ten (10) days and will be sent to the student in writing.

If the complaint cannot be resolved after exhausting the Institution's grievance procedure, the student may file a complaint with the Commission for Independent Education, Florida Department of Education at 325 West Gaines Street, Suite 1414, Tallahassee, FL 32399-0400, toll-free telephone number (888) 224-6684.

The Institution forbids any type of sexual harassment by its employees or students towards other employees, job applicants, students, or prospective students. Any student who feels they have been discriminated against must file a complaint with the Director or Program Director.

[bookmark: SECTION_III:_Student_Services][bookmark: _Toc232087924]SECTION III: Student Services
Faculty and staff at the school work along with the individual students to aid in making the duration of the program comfortable. All resources that are available to us are utilized to the fullest to assist the student in attaining his/her career goal. Student Services offers personal assistance and financial advising.

[bookmark: ORIENTATION][bookmark: _Toc232087925]ORIENTATION
A new student is oriented to the school's facilities, policies, and procedures prior to the start of the program. A new student will receive a written course outline and list of competencies required for successful completion of each course, no later than first class meeting.

DRUG-FREE POLICY
For the protection and welfare of all students and staff, the school has established the following drug-free policy. All students are hereby notified:

1. That the unlawful manufacture, distribution, possession, or use of a controlled substance in the school is prohibited;
2. That violations of this prohibition will result in discharge or other appropriate actions;
3. That as a condition of enrollment, each student agrees that he/she will abide by the terms of the above statement, and will notify the Director of any criminal drug statute conviction for a violation occurring in school no later than five days after such conviction;
4. All employees and students must certify that, as a condition of enrollment, employment, he/she will not engage in the unlawful manufacture, distribution, dispensation, or the use of a controlled substance during the period covered by employment or the period where federal financial assistance is used for education;
5. This policy follows the U.S. Department of Education and the Drug-free Schools and Communities Act Amendment of 1989.
[bookmark: FINANCIAL_ADVISING][bookmark: _Toc232087926]FINANCIAL ADVISING
Payment plans may be customized as needed to help students meet their financial obligations to the school. Plans of payment will be designed so that the last payment is due on or before the issuing of diplomas. A non-refundable registration fee is required to be paid at the time of registration.

At times, loan services may be available for those who qualify. Students are responsible for understanding the terms and conditions of their loan. They must manage their loan directly with the lender. Helping Hearts Training Center or its members will not be liable for any loan default or any fraud with respect to this financial transaction. Helping Hearts Training Center will facilitate this process by collecting the necessary documents and application forms from the student to the lender through the Student Services' office.

[bookmark: PLACEMENT_ASSISTANCE_SERVICES][bookmark: _Toc232087927]PLACEMENT ASSISTANCE SERVICES
The Director serves as a liaison between the graduates and the business/medical community. Information on job search techniques is provided to students and graduates based on the current needs of local businesses and industry. However, no employment information or placement assistance provided by the school should be considered either expressly or implied as a guarantee or promise of employment, a likelihood of employment, an indication of the level of employment or compensation expected, or an indication of the types or job titles of positions for
 which students or graduates may qualify.	
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This assistance consists primarily of educating students in developing the ability to successfully perform these tasks as they begin to seek employment. These tasks are taught during and towards the end of each program.
· Preparing resumes
· Developing job interviewing skills
· Identifying job position openings
· Maintaining employment once hired
· Developing and utilizing a network of professional contacts who can aid the job search effort

A successful job search is dependent upon the confidence, willingness, and preparedness of the applicant. Students and graduates are encouraged not to place restrictions on their job search endeavors regarding location, starting salary, and specific benefits. Any employment students or graduates may obtain through the school's assistance may, in all probability and likelihood, be an entry-level position.

The school shall not deny admission or discriminate against students enrolled on the basis of race, creed, color, sex, age, disability, sexual orientation, or national origin. The school will reasonably accommodate applicants and students with disabilities to the extent required by applicable law.

[bookmark: ACADEMIC_COUNSELING][bookmark: _Toc232087928]ACADEMIC COUNSELING
Faculty office hours will be noted in the appropriate course syllabus. Faculty members will be available a minimum of one hour each week to provide student counseling. Staff members will be available in the administration office during business hours. A student may contact either an Instructor or the Program Director if one is in need of academic counseling services during business hours.
[bookmark: STUDENT_CONDUCT][bookmark: _Toc232087929]STUDENT CONDUCT
Expected behavioral conduct for training at Helping Hearts Training Center is the enhancement of professionalism. Prospective employers seek employees of integrity, commitment, advocacy, reverence, and stewardship of individuals who will be a positive addition to their organization. Learning to communicate, listening, coping with stress, problem solving, participates in teamwork, self-discipline, and appropriate dress code are expected standard of conduct required of all students on campus.

Students must behave off school premises in a manner that reflects favorably upon their association with the school. Therefore, all students must obey all federal, state, and local laws. If any student fails to comply with these requirements, to the school's satisfaction, the school may, in its sole discretion, suspend or terminate the student. Students must treat the school's equipment and facilities with proper care and concern. Any student who intentionally or carelessly defaces or damages any school property (as determined by the school) will be subject to disciplinary action and may be held liable for repair or replacement of such property.

Any student who is terminated for violating this conduct section may petition the Director, in writing, for reentry into the next available class of the student's program. Final determination related to reentry will be at the sole discretion of the school.
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SMOKING, FOOD AND BEVERAGE
To protect the health and safety of all persons, no smoking is allowed in the school - designated smoking areas will be addressed during orientation. Food and beverages are only allowed in the designated areas. No food or beverages are allowed in the classrooms, skills laboratories, or library at any time.

[bookmark: DRESS_CODE][bookmark: _Toc232087930]DRESS CODE
All students are required to wear Helping Hearts Training Center scrubs embroidered with the school logo, along with the assigned name badge. Uniforms must be purchased prior to the start of class and are available through the school.

Students must wear all‑white, leather (no mesh) athletic or waterproof tennis shoes in new or like‑new condition, along with clean socks at all times. Students are expected to maintain the highest level of personal hygiene.

The following appearance standards apply:
1. No artificial nails; natural nails may not exceed ¼ inch from the nail bed.
2. Nail polish must be clear and free of chips or peeling.
3. Hair must be in natural colors only and styled professionally; no loud or unnatural colors.
4. Tattoos must be fully covered (e.g., with an all‑white undershirt).
5. Jewelry must be minimal: small round stud earrings only, with a maximum of two per ear; no visible body piercings, including tongue or navel piercings.
6. No excessive makeup; fragrances must be avoided.

Students who do not abide by the dress code may be subject to be sent home and receive an absence for the day.

[bookmark: STUDENT_RECORDS][bookmark: _Toc232087931]STUDENT RECORDS
Permanent student educational records are filed and maintained in the administrative office for each individual student for a min of 3 years. Helping Hearts Training Center guarantees each student access to that student's records indefinitely. Helping Hearts Training Center requires written consent from the student for release of records in response to third-party request, unless otherwise required by law. The school provides and permits access to student and school records as required for any process initiated by the school or by the Commission for Independent Education. Students desiring to view their records may request to see their records in the school office during normal business hours or may schedule a time to review records that is convenient to both the student and the school administration.

As current or former Helping Hearts Training Center student, FERPA affords you certain rights regarding your education records. They are:
· The right to inspect and review your records. You may request to review your records by submitting a written request
· The right to seek amendment of your records which you believe are inaccurate, misleading, or otherwise in violation of your privacy rights. Requests for amendment of records must be in writing and must describe the specific portions of specific records that you wish to have amended, text or instructions as to the change desired, and the reasons why the change is justified;
· The right to restrict the disclosure of Directory Information; and
· The right to file a complaint with the Department of Education's Family Policy Compliance Office concerning alleged failures by Helping Hearts Training Center to comply with the requirements of FERPA.

DEFINITION OF EDUCATION RECORDS
Education records are those records related to a student maintained by Helping Hearts Training Center.
RELEASE OF EDUCATION RECORDS
Except as provided in FERPA or other applicable law, Helping Hearts Training Center will not disclose personally identifiable information from your education records unless you provide a written release containing:

1. What information is to be released
2. To whom the information is to be released
3. The purpose for which it is to be released
4. Your signature and the date signed

Faculty and staff are responsible for protecting the identity of students and keeping student grades confidential. Grades or evaluations linked to personal identifiers (names, ID numbers, or social security numbers) may not be publicly disclosed. Grades or evaluations may be posted only by using randomly generated codes or numbers. The return of graded papers or other assignments must also be accomplished in a manner that protects your identity.

[bookmark: _Toc232079359][bookmark: _Toc232087932]REQUESTING WRITTEN OR VERBAL REFERENCES OR RECOMMENDATIONS FROM FACULTY OR STAFF
Students who request written or verbal references or recommendations from Helping Hearts Training Center, faculty or staff members need to do so in writing. Such letters or statements are most effective if they contain specific information about your academic or work performance; this type of information is considered "non-directory" information and cannot be released without the signed written consent of the student, according to the Family Educational Rights and Privacy Act (FERPA) and the Helping Hearts Training Center, Student Records Policy.

Your request should contain the following:
· What information is to be released (be as specific as possible)
· To whom the information is to be released (name, address)
· The purpose of the release of the information (application for a specific job or admission to a graduate program, for example)
· Your signature and date

[bookmark: Requests_that_do_not_contain_these_four_]Requests that do not contain these four elements are not in compliance with FERPA.
Some graduate programs, scholarships, or job applications require the use of their own prepared packets and may include a form which provides a place for your signature authorizing release of non-directory information. If that completed form or a copy of it always accompanies the pages to be completed by UO faculty or staff members, no additional authorization is required.



[bookmark: REQUESTING_WRITTEN_OR_VERBAL_REFERENCES_][bookmark: FACILITY_AND_EQUIPMENT][bookmark: _Toc232087933]FACILITY AND EQUIPMENT

Helping Hearts Training Center is located at 7960 Baymeadows Way, Building 6, Suite 300, Jacksonville, FL 32256. The school occupies approximately 3,604 sq. ft. of instructional and administrative space. The facility includes a reception area, administrative office, breakroom, two classrooms/skills laboratories, and a supply room.

Each classroom/skills lab is designed to support both lecture and hands‑on instruction. The average student teacher ratio is 25:1 for any lecture session. The maximum class size is 30 students per session. Labs are approximately 15:1 and externships are approximately 10:1, allowing adequate space for equipment use, demonstrations, and supervised practice.

The school is fully air‑conditioned to provide a comfortable learning environment. A small library is available and includes computers, dictionaries, a thesaurus, and other learning materials. Equipment is available on‑site to support a hands‑on training approach across all programs.

The facility and equipment fully comply with all federal, state, and local ordinances and regulations, including requirements for fire safety, building safety, handicapped access, and health.

· The training facilities are designed with the total learning and comfort needs of the students as the main focus.
· The training facilities are designed with the total learning and comfort needs of the students as the main focus.
· The educational environment supports lecture, demonstration/practice, and testing.
· The skills laboratories are equipped with medical supplies required for demonstration in the relevant program.
· Administrative offices are located on‑site for student convenience.
· Classrooms are equipped with multimedia technology.
· Adequate parking is available for all students.
· Care of Facilities: Students, staff, and guests are expected to care for the facilities with pride.
· Eating or drinking is not permitted in the classrooms or on the entrance patio.
· Kindly refrain from littering. Trash bins are provided for proper disposal.


HOURS OF OPERATION

	Schedule
	Hours

	Day Classes
	Monday - Thursday 9:00 am - 2:00 pm 

	Administrative Offices
	Monday - Thursday 9:00 am - 5.00 pm 

	Evening Classes
	Tuesday - Thursday 5:00 pm - 9:00 pm







[bookmark: SCHEDULE_OF_TUITION,_FEES,_AND_OTHER_CHA][bookmark: _Toc232087934]SCHEDULE OF TUITION, FEES, AND OTHER CHARGES
The current tuition costs, including fees and all other charges necessary for each course are:

	Program Title
	Registration Fee (Non-refundable)
	Background Check
	Books, Supplies, and Uniforms
	Tuition
	Total Cost

	Home Health Aide
	$75.00
	N/A
	N/A
	$275.00
	$350.00

	Medical Assisting
	$150.00
	N/A
	N/A
	$2,100.00
	$2250.00

	Practical Nursing
	$150.00
	N/A
	$2,500
	$15,350.00
	$15,500.00

	Phlebotomy
	$150.00
	N/A
	N/A
	$700.00
	$850.00

	Nursing Assistant
	$75.00
	N/A
	N/A
	$800.00
	$875.00



Additional Fees:
Students in certain program will be subject to National Certification Exam Fees as follows: Medical Assisting	$169.00
Phlebotomy	$129.00
Practical Nursing	$310.00 (includes Florida registration and testing fee) Nursing Assistant	$155.00 (includes Florida registration and testing fee)

[bookmark: CANCELLATION_AND_REFUND_POLICY][bookmark: _Toc232087935]CANCELLATION AND REFUND POLICY
Should the student be terminated or cancel for any reason, all refunds will be made per the following refund schedule:
1. Cancellation must be made in person or by certified mail.
2. All monies will be refunded if the school does not accept the applicant or if the student cancels within three (3) business days after signing the Enrollment Agreement and making initial payment.
3. Cancellation after the third business day will result in a refund of all monies paid, with the exception of the registration fee (not to exceed $150.00), background fee, books, learning materials, and supplies.
4. A student canceling after attendance has begun through 40% completion of the program will result in a Pro-Rata refund computed based on the numbers of hours completed to the total program hours. This does not include students who are using one of our loan products. There is no refund of the registration fee and background fee after the third business day.
5. Cancellation after completing more than 40% of the program will result in no refund.
6. The termination date for refund computation purposes is the last date of actual attendance by the student unless earlier written notice is received.
7. Refunds will be made within 30 days of termination or receipt of Cancellation Notice.
8. A student can be dismissed, at the discretion of the Director, for insufficient progress, nonpayment of costs, or failure to comply with the rules.
9. If the school terminates a program for any reason, the student will receive a 100% refund on monies paid to the school.
10. For a student who is on a leave of absence, the termination date is the last date of attendance before the student left on the leave of absence.

[bookmark: METHODS_OF_PAYMENT][bookmark: _Toc232087936]METHODS OF PAYMENT
Students have the following options to satisfy their financial obligation.
· Registration fee at time of signing enrollment agreement with balance paid prior to graduation. The payment schedule will be outlined on the Student Enrollment Agreement.

[bookmark: TERMINATION_DATE][bookmark: _Toc232087937]TERMINATION DATE
The termination date for refund computation purposes is the last date of actual attendance by the student unless earlier written notice is received.

Refunds will be made within 30 days of termination or receipt of Cancellation Notice.

A student can be dismissed, at the discretion of the Director, for insufficient progress, nonpayment of costs, or failure to comply with the rules.

If the school terminates a program for any reason, the student will receive a 100% refund on monies paid to the school.

For a student who is on a Leave of Absence, the termination date is the date the student was scheduled to return from the Leave of Absence and failed to do so.

[bookmark: WITHDRAWALS][bookmark: _Toc232087938]WITHDRAWALS
Any student wishing to officially withdraw from the school must notify the Director tin person or send a letter by certified mail. A student who missed school for five (S) consecutive days and does not notify the Director will be considered unofficially withdrawn.

To determine unofficial withdrawal, the school monitors student attendance daily. The withdrawal date will be the last date the student attends class. In the case of a student not returning from an approved Leave of Absence, the withdrawal date will be the earlier of the dates the student notifies the institution s/he will not be returning or the first date the student was to return from leave but did not. All accounts are subject to the school's refund policy based on the withdrawal date.


[bookmark: SECTION_IV:_Program_Information][bookmark: _Toc232087939]SECTION IV: Program Information

HOME HEALTH AIDE
Program Credits/Hours: 75 Clock Hours Program Length: 2 Weeks
Program Delivery: Residential/Online Credential Awarded: Diploma

[bookmark: _Toc232079367][bookmark: _Toc232087940]Program Description
This program is designed to prepare the student to enter the work force as a home attendant or Home Health Aide. The program content provides instruction in services that assist in maintaining maximum independence and safety in the home environment. The student will learn purposes and functions of long-term care facilities, communication, respecting resident rights, employability skills, legal and ethical responsibilities, infection control, emergencies and accident prevention, fire safety and disaster preparedness, promoting resident's independence, organization, observation and charting, and personal care needs.

Course Numbering System CHC= Core Healthcare Course HHA= Home Health Aide Course Outline

[bookmark: _Toc232079368][bookmark: _Toc232087941]Program Objectives:
The program prepares students to demonstrate comprehensive knowledge of the health care delivery system and related occupations while communicating effectively and using strong interpersonal skills. Students will understand and apply the legal and ethical responsibilities of the Home Health Aide, including HIPAA compliance and recognition of domestic violence indicators. They will apply wellness and disease concepts, practice essential safety and security procedures, and respond appropriately to emergencies, including performing BLS‑CPR. The curriculum ensures proficiency in infection control practices, OSHA standards, and blood‑borne pathogen awareness, including AIDS. Learners will develop basic computer and employability skills, apply foundational math and science principles, and perform personal patient care procedures. They will integrate nutritional principles, provide care for geriatric patients offer bio‑psycho‑social support, assist with rehabilitative activities, perform supervised management functions aligned with the patient’s plan of care, and deliver competent home health services.
[bookmark: _Toc232079369][bookmark: _Toc232087942]Licensure/Certification Requirements
There is no state licensing or certification of Home Health Aides in Florida. The state of Florida does not have a state-administered test of Home Health Aides. There is no state law that requires the licensing or certification of Home Health Aides in Florida. To work for a Medicare or Medicaid home health agency, a Home Health Aide must complete at least 75 hours of training and/or successfully complete a competency evaluation given by the home health agency.


	PROGRAM BREAKDOWN BY COURSE

	Course
Number
	Course Title 
	Theory
Hours
	Lab
Hours
	Clinical Hours
	Total Hours

	HHA101
	Foundations of Home Health Care
	15
	0
	0
	15

	HHA102
	Infection Control & Safety
	9
	3
	0
	12

	HHA103
	Personal Care Skills
	10
	10
	0
	20

	HHA104
	Home Health Client Care
	18
	0
	0
	18

	HHA105
	Medication Assistance & Emergencies
	8
	2
	0
	10

	
	TOTAL:
	60
	15
	0
	75



** All Theory Hours can be completed on ground or online depending on the student’s preference. All Lab Hours must be completed on campus. All exams will be taken on campus at the campus.
COURSES DESCRIPTIONS

[bookmark: CHC_101:_Introduction_to_the_Healthcare_]HHA101 – Foundations of Home Health Care (15 Hours)
Introduces students to the role and responsibilities of the Home Health Aide, including communication, professionalism, ethics, documentation, patient rights, confidentiality, legal responsibilities, and HIV/AIDS awareness.

HHA102 – Infection Control & Safety (12 Hours)
Covers standard precautions, hand hygiene, PPE, infection prevention, body mechanics, vital signs, emergency preparedness, home safety, accident prevention, and reporting unsafe conditions.

HHA103 – Personal Care Skills (20 Hours)
Focuses on activities of daily living including bathing, grooming, oral care, dressing, toileting, transfers, positioning, ambulation, nutrition, hydration, and promoting client dignity and independence.

HHA104 – Home Health Client Care (18 Hours)
Covers home care procedures, meal preparation, housekeeping, environmental safety, documentation, observation and reporting, and caring for clients with common health conditions.

HHA105 – Medication Assistance & Emergencies (10 Hours)
Introduces medication assistance within the HHA scope of practice, medication safety, storage, documentation, CPR awareness, first aid, and responding to emergencies.
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MEDICAL ASSISTING
Program Credits/Hours: 32.5 Credits/915 Clock Hours Program Length: 6 Months
Program Delivery: Online
Credential Awarded: Diploma

[bookmark: _Toc232079392][bookmark: _Toc232087965]Program Description
The Medical Assisting diploma program is designed to prepare students for positions as entry- level medical assistants in a physician’s office, or other medical facilities. This program focuses on providing instruction, through a combination of classroom, laboratory and clinical experiences, in the skills necessary to assist physicians in both the administrative and clinical duties of a medical facility. Upon successful completion of the program a diploma is granted.

[bookmark: _Toc232079393][bookmark: _Toc232087966]Program Objectives:
Medical assistants perform a range of administrative and selected clinical duties under the supervision of a physician. Their administrative responsibilities include scheduling patient appointments, maintaining and updating medical records, and managing billing and insurance coding tasks. Clinically, they may take and record vital signs and medical histories, prepare patients for examinations, draw blood, and administer medications as directed by the physician.

[bookmark: Licensure/Certification_Requirements][bookmark: _Toc232079394][bookmark: _Toc232087967]Licensure/Certification Requirements
In the State of Florida, qualified graduates from this program may be eligible to sit for one or both of the following certifications: Registered Medical Assistant (RMA) or Certified Clinical Medical Assistant (CCMA). The School makes no representation, promise, or guarantee that completion of this program either assures eligibility for or passage of any certification examination, acceptance by any state board, or that this program is intended to prepare graduates for employment in any state other than Florida. Prospective and current students, as well as graduates, are responsible for researching and understanding all examination, registration, or licensure requirements in any state in which they seek to become registered, licensed, or employed.




	PROGRAM BREAKDOWN BY COURSE

	Course
Number
	Course Title 
	Theory
Hours
	Lab
Hours
	Clinical Hours
	Total Hours

	MA101
	Computer Skills and Office Procedures
	90
	0
	0
	90

	MA102
	Anatomy and Physiology
	60
	0
	0
	60

	MA103
	Medical Terminology
	30
	0
	0
	30

	MA104
	Physical Examination. Vital Signs
	60
	0
	0
	60

	MA105
	Microbiology, Sterilization, Infection Control, HIV/AIDS and OSHA
	30
	0
	0
	30

	MA106
	Electrocardiography
	45
	0
	0
	45

	MA107
	Phlebotomy
	120
	0
	0
	120

	MA108
	Minor Office Surgery
	60
	0
	0
	60

	MA109
	Administration of Medication
	60
	0
	0
	60

	MA110
	Urinalysis
	30
	0
	0
	30

	MA111
	Radiology
	30
	0
	0
	30

	MA112
	Patient’s Examination and Procedures in Medical Specialties
	90
	0
	0
	90

	MA113
	Law and Ethics, Pre-Employment Skills / Work Maturity
	30
	0
	0
	30

	MA114
	Externship
	0
	0
	180
	180

	
	TOTAL:
	735
	0
	180
	915



** All Theory Hours can be completed on ground or online depending on the student’s preference. All clinical hours must be completed at a clinical location. All exams will be taken on campus at the campus.
[bookmark: COURSES_DESCRIPTIONS][bookmark: _Toc232079395][bookmark: _Toc232087968]COURSES DESCRIPTIONS

[bookmark: MA101_Computer_Skills_and_Office_Procedu][bookmark: _Toc232079396][bookmark: _Toc232087969]MA101 Computer Skills and Office Procedures
This course prepares students to use computers. They will learn basic Windows concepts and functions. Provides students with a basic understanding of their duties and responsibilities in the administrative front office. The students also will learn the use of medical administrative software, simulates administrative situations commonly found in health care practices, input patient information, schedule appointments and handle billing. The students will also learn how to communicate with patients, families and coworkers, handling the telephone in a medical facility and whatever else is needed to apply communication skills.

[bookmark: MA102_Anatomy_and_Physiology_(2.5_Credit][bookmark: _Toc232079397][bookmark: _Toc232087970]MA102 Anatomy and Physiology 
Introduction to the structure of the body. The skeletal and muscular systems. Control Systems: The Nervous and Endocrine systems. Introduction to the cardiovascular and lymphatic systems. The immunity system, systems related to food processing and elimination of waste: the digestive, respiratory and urinary system. The reproductive system. Fluid and electrolyte balance.

[bookmark: MA103_Medical_Terminology_(1_Credit)][bookmark: _Toc232079398][bookmark: _Toc232087971]MA103 Medical Terminology 
This course introduces the students to the knowledge of medical terminology. Includes basic word structure and the use of medical and technical dictionary.

[bookmark: MA104_Physical_Examination._Vital_Signs_][bookmark: _Toc232079399][bookmark: _Toc232087972]MA104 Physical Examination. Vital Signs 
This course explains the purpose of patient examination. List and describes areas in which the MA is responsible for recording information in the patient’s chart and explains how to prepare patients for the physical examination. This course also reviews law and ethics and vital signs.

MA105 Microbiology, Sterilization, Infection Control, HIV / AIDS and OSHA 
Definition of microbiology, the meaning and control of diseases and infections. The students will also learn of the definition of HIV/ AIDS minimum of 4 hrs. received, and what necessary precautions are taken in the health fields. OSHA Standards. This course is also designed to assist the healthcare worker in understanding domestic violence and the mandates about domestic violence that involve healthcare workers.

[bookmark: MA106_Electrocardiography_(1.5_Credits)][bookmark: _Toc232079400][bookmark: _Toc232087973]MA106 Electrocardiography 
Course details includes blood path through the heart; the conduction system of the heart, components of the EKG cycle, Electrocardiograph standardization, the proper procedures for recording and mounting a standard 12 – lead electrocardiogram.
[bookmark: _Toc232079401][bookmark: _Toc232087974]MA107 Phlebotomy 
Learning the safety regulations used for the circulatory system and major organs of the body, composition of blood, puncture of the skin and blood collection, collecting blood specimens. Demonstrates the proper venipuncture procedures using the syringe and vacuum tube methods. Explain the ABO and RH blood grouping system. Explain the structure and function of each component of blood and perform blood test.

[bookmark: _Toc232079402][bookmark: _Toc232087975]MA108 Minor Office Surgery 
Involves learning of surgical asepsis, instrumentation, insertion and removal of sutures, needles and types of bandages.

[bookmark: MA107_Phlebotomy_(5.0_Credits)][bookmark: MA108_Minor_Office_Surgery_(2.5_Credits)][bookmark: MA109_Administration_of_Medication_(2.5_][bookmark: _Toc232079403][bookmark: _Toc232087976]MA109 Administration of Medication 
Course teaches classification of drugs based on preparation and on action, the prescription, preparation and administration of medication, intra-dermal, subcutaneous, and intra- muscular injections. Application of heat and cold and ultrasound.

[bookmark: MA110_Urinalysis_(1_Credit)][bookmark: _Toc232079404][bookmark: _Toc232087977]MA110 Urinalysis 
This course describes the composition of the urine and terms relating to the urinary system, method of urine collection and physical, chemical and microscopic examination of urine.

[bookmark: MA111_Radiology_(1_Credit)][bookmark: _Toc232079405][bookmark: _Toc232087978]MA111 Radiology 
Introduction to Radiology. X – Ray machine. Fluoroscopy. Patients’ positions at the time of taking X-Rays. Safety precautions at the time of taking radiographs. General procedures for the production of a radiography.

[bookmark: MA112_Patient’s_Examination_and_Procedur][bookmark: _Toc232079406][bookmark: _Toc232087979]MA112 Patient’s Examination and Procedures in Medical Specialties 
This course introduces the student to the knowledge of the gynecologic examination, pediatric examination, proctoscopy and sigmoidoscopy, and nutrition and diet therapy. Structure of the eye and ear. Measuring near and distant visual acuity. Assessing color vision. Procedure for eye and ear instillation and irrigation.

[bookmark: MA113_Law_and_Ethics,_Pre-Employment_Ski][bookmark: _Toc232079407][bookmark: _Toc232087980]MA113 Law and Ethics, Pre-Employment Skills / Work Maturity 
Identify key differences between law and ethics, identify specific rights that patients have in relation to health care. Identify similarities and differences between public law and private law. Ethics and Laws in healthcare, explain the principles of negligence and malpractice. In this course also, the students will be assessed in making career decisions, using labor market information, preparing resumes, filling out job applications, interviewing, being punctual, maintaining regular attendance, demonstrating positive attitudes / behavior, presenting appropriate appearance, exhibiting good interpersonal relations, and completing tasks effectively.

[bookmark: MA114_Externship_(4_Credits)][bookmark: _Toc232079408][bookmark: _Toc232087981]MA114 Externship 
Students are placed in doctor’s offices to gain actual experience as a Medical Assistant. Emphasis will be observed in terms of Medical Asepsis, vital signs, physical examination, sterilization and disinfection, use of medical office equipment, and general office procedures.



PHLEBOTOMY TECHNICIAN
Program Credits/Hours: 5.5 Credits/165 Clock Hours Program Length: 8 Weeks
Program Delivery: Hybrid Credential Awarded: Diploma


[bookmark: _Toc232079409][bookmark: _Toc232087982]Additional Admissions Requirements
In addition to the general admissions requirements, students entering the Phlebotomy Technician program are required to provide proof of current CPR with BLS for Health Care Providers certification issued by a nationally recognized organization (e.g., American Heart Association or equivalent). Certification must remain valid throughout the duration of the program.

Program Description
This is a health-related program to train individuals with technical skills necessary for entry level positions as a Phlebotomist and / or Phlebotomy Technician in medical offices, laboratories, or any place where the competence of a Phlebotomist is required.

[bookmark: _Toc232079410][bookmark: _Toc232087983]Program Objectives:
Graduates of this program will be prepared to work as Phlebotomists or Phlebotomy Technicians in medical offices, laboratories, and any setting where skilled phlebotomy services are required. They will be able to identify and properly use phlebotomy tools, demonstrate knowledge of human anatomy relevant to blood collection, and perform phlebotomy tasks and techniques safely and accurately.


	PROGRAM BREAKDOWN BY COURSE

	Course
Number
	Course Title 
	Theory
Hours
	Lab
Hours
	Clinical Hours
	Total Hours

	PH601
	Introduction to Phlebotomy / Law and Ethics
	15
	0
	0
	15

	PH602
	Anatomy & Physiology
	15
	0
	0
	15

	PH603
	Phlebotomy Equipment
	15
	0
	0
	15

	PH604
	Safety in Phlebotomy/HIV/AIDS
	15
	0
	0
	15

	PH605
	Phlebotomy Techniques
	0
	60
	0
	60

	PH606
	Specimen Considerations & Special Procedures
	0
	45
	0
	45

	
	TOTAL:
	60
	105
	0
	165



** All Theory Hours can be completed on ground or online depending on the student’s preference. All Lab Hours must be completed on campus. All exams will be taken on campus at the campus.
[bookmark: _Toc232079411][bookmark: _Toc232087984]

COURSE DESCRIPTIONS

[bookmark: PH01_Introduction_to_Phlebotomy_/_Law_an][bookmark: _Toc232079412][bookmark: _Toc232087985]PH01 Introduction to Phlebotomy / Law and Ethics
This course teaches the definition of Phlebotomy, outline of phlebotomist’s responsibilities to the patient, identifies departments within the hospital and their functions. The student will be able to explain functions of a phlebotomist in a hospital or a work place. Student will be able to identify each section of the lab. Define ethics, patient rights. Torts, negligence and malpractice.

[bookmark: PH602_Anatomy_and_Physiology][bookmark: _Toc232079413][bookmark: _Toc232087986]PH602 Anatomy and Physiology
[bookmark: PH603_Phlebotomy_Equipment][bookmark: _Toc232079414][bookmark: _Toc232087987]This course describes the characteristics of different types of blood cells, differentiate between serum and plasma, and explain anatomy and physiology of the Cardiovascular System (heart and blood vessels, circulations of the blood flow). Locate the veins in the arm, systolic and diastolic pressure, and explain the purpose of the lymph systems. The course includes general composition of the different organ systems in the human body and their functions. 

PH603 Phlebotomy Equipment
Student will be able to describe the units of the International Metric System, Apothecary System and Household System as well as conversions between units of measure. Also study Roman numerals. Describe the proper use of syringes in specimen collection, differentiate between bore size and the gauge of a needle, explain the principle of the evacuated systems, describe how certain anticoagulants prevents coagulation, will be able to name anticoagulant associated with color coded tubes, know the purpose of additives, describe the three basic types of tourniquets, define hemoconcentration, describe the different type of lancets, and list the different types of micro collection equipment available. The student must be able to interpret the medical order, select the appropriate equipment to make the blood draws and use the tubes in the correct order of extraction and inversion.

[bookmark: PH604_Safety_in_Phlebotomy_/_HIV_/_AIDS][bookmark: _Toc232079415][bookmark: _Toc232087988]PH604 Safety in Phlebotomy / HIV / AIDS
Student will be able to identify rules of safety that promote safety of the patient, explain the principle and procedures for infection control, describe the proper hand-washing technique, explain the infection concept, and explain the differences between disease – specific and category
· specific isolation. Explain the purpose and scope of universal precautions, Describe precautionary measures and actions to be taken with accidental needle punctures, explain the purpose of Material Safety Data Sheets (MSDS). In addition, students will receive training in OSHA regulations to occupational exposure to blood borne pathogens. (HIV / TB / HB). Learning safety regulations. How to follow standards precautions to avoid contaminations.

[bookmark: PH605_Phlebotomy_Techniques][bookmark: _Toc232079416][bookmark: _Toc232087989]PH605 Phlebotomy Techniques
After taking this course, the student will be able to explain three skills used in collecting blood, explain the importance of correct patient identification, list components necessary for proper specimen labeling, list four common venipuncture sites, list techniques that make veins easier to feel, describe step-by-step procedures for drawing blood, list four ways to prevent hemolysis during venous collection, explain hemoconcentration and how to prevent it. Explain the four precautions in blood collection, locate veins in the feet and ankles, and explain how to handle different patient reactions to venipuncture, discuss the three blood collection alternatives when a patient has an IV running in one arm, describe the equipment used and preparation of equipment for arterial puncture, describe the Allen test, locate the four arterial sites, and explain the proper procedure for handling arterial blood. Proper manipulative procedure using the syringe and vacutainer with the right method in order to obtain adequate blood specimen.


[bookmark: PH606_Specimen_Considerations_&_Special_][bookmark: _Toc232079417][bookmark: _Toc232087990]PH606 Specimen Considerations & Special Procedures
After this course a student will be able to explain the importance of a fasting specimen and a timed specimen. Explain the importance of specimen drawing in therapy monitoring, handles tar specimen, use proper procedure for making a blood smear, list the characteristics of a good slide, explain the procedure of a glucose tolerance test, describe the correct procedure for a Duke bleeding time, and for an Ivy bleeding time. Explain the importance of proper skin antisepsis in blood culture collection list at least four factors that will affect laboratory test values, describe proper collection procedure for semen specimens, and throat cultures, and describe precautions necessary in transportation of specimens.



PRACTICAL NURSING
Program Credits/Hours: 46 Credits/1350 Clock Hours Program Length: 12 months
Program Delivery: Hybrid Credential Awarded: Diploma


[bookmark: Additional_Admissions_Requirements][bookmark: _Toc232079418][bookmark: _Toc232087991]Additional Admissions Requirements
In addition to the general admissions requirements, students entering the Practical Nursing program must successfully complete an approved entrance examination and achieve one of the following minimum scores:

· ATI Test of Essential Academic Skills (TEAS): minimum composite score of 40.7; or
· HESI Admission Assessment (HESI A2): minimum overall score of 70%.

Applicants who do not achieve the minimum required score may retest in accordance with school policy.

[bookmark: _Toc232079419][bookmark: _Toc232087992]Program Description
This program prepares graduates for employment as licensed practical nurses. The program includes but is not limited to theoretical instruction, clinical experience and clinical simulation in medical-surgical nursing, pharmacology and medication administration, geriatric and long-term care nursing, and obstetrical and pediatric nursing.

Students who have successfully met all educational and institutional requirements for a Diploma in Practical Nurse from the institution are eligible to have their names submitted to the Florida Board of Nursing to be considered as a candidate for the NCLEX- PN. The Florida Board of Nursing is the state agency authorized to determine if the applicant qualifies to take the National Council Licensure Examination (NCLEX-PN) for licensure as a Practical Nurse.

[bookmark: _Toc232079420][bookmark: _Toc232087993]Program Objectives:
Graduates of the program will demonstrate behaviors aligned with the rules and statutes of the Florida Nurse Practice Act and apply nursing principles to meet the physical, social, and psychological needs of patients. They will perform nursing measures accurately, safely, and efficiently across diverse health care settings and function as responsible members of the nursing team, providing therapeutic, rehabilitative, and preventive care to individuals of all ages and cultural backgrounds. Program completers will exhibit professional competencies consistent with the practical nursing code of ethics, demonstrate strong employability and work ethic skills, and successfully pass the state board licensure or certification examination. Additionally, they will perform organizational tasks that support the patient’s plan of care, assist in restorative care to help patients achieve optimal independence, and consistently apply effective employability behaviors in professional practice.



	PROGRAM BREAKDOWN BY COURSE

	Course Number
	Course Title
	Total Clock
Hours
	Theory Clock
Hours
	Clinical Simulation
Hours
	Clinical Clock
Hours

	PN101
	Anatomy & Physiology
	100
	100
	0
	0

	PN102
	Fundamentals of Nursing (includes clinical)
	240
	75
	80
	85

	PN103
	Pharmacology
	120
	120
	0
	0

	PN104
	Adult Health Nursing I (includes clinical)
	260
	75
	90
	95

	PN105
	Maternal & Newborn Nursing (includes clinical)
	110
	60
	20
	30

	PN106
	Pediatric Nursing (includes clinical)
	110
	60
	20
	30

	PN107
	Mental Health Nursing (includes clinical)
	110
	60
	20
	30

	PN108
	Adult Health Nursing II (includes clinical)
	260
	75
	90
	95

	PN109
	Transition to Practice
	40
	40
	0
	0

	TOTAL:
	1350
	665
	320
	365



** All Lecture hours can be completed on ground or online depending on the student’s preference. All clinical hours must be completed at a clinical location and no more than 50% of the clinical hours can be held in an on-ground simulation. All exams will be taken on campus at the campus.


[bookmark: _Toc232079421][bookmark: _Toc232087994]COURSE DESCRIPTIONS


[bookmark: PN101:_Medical_Terminology_(2_Credits:_4]PN101 – Anatomy & Physiology
100 Clock Hours | 4 Credits
This foundational course introduces the structure and function of the human body, emphasizing the interrelationship of body systems and the physiological processes essential for life. Students explore cellular biology, tissues, organs, and major body systems including musculoskeletal, cardiovascular, respiratory, neurological, endocrine, gastrointestinal, urinary, reproductive, and integumentary. The course prepares students to apply anatomical and physiological concepts to nursing assessment, clinical decision‑making, and patient education. Successful completion supports progression into all subsequent nursing courses.

PN102 – Fundamentals of Nursing (Includes Clinical)
240 Clock Hours | 8 Credits
This course provides the essential knowledge and hands-on skills required for safe, effective entry-level nursing practice. Students learn foundational nursing concepts including infection control, vital signs, hygiene, mobility, safety, communication, documentation, cultural competence, nutrition and hydration, and the nursing process. Content includes basic nutritional assessment, therapeutic diets, health promotion, disease prevention, and geriatric nursing concepts including normal age-related changes, safety, mobility, skin integrity, activities of daily living, and promotion of independence. Clinical components allow students to practice and demonstrate competency in basic nursing procedures and care of adult and geriatric patients under supervision. Emphasis is placed on professionalism, ethical behavior, patient-centered care, community resources, and development of critical thinking skills. Students must pass both theory and clinical components to progress.

PN103 – Pharmacology
120 Clock Hours | 4 Credits
This course introduces principles of pharmacology and medication administration within the LPN scope of practice. Students learn drug classifications, mechanisms of action, dosage calculations, routes of administration, adverse effects, and safe medication practices. Content includes legal and ethical considerations, documentation requirements, and patient education related to pharmacologic therapy. Emphasis is placed on preventing medication errors, understanding pharmacokinetics and pharmacodynamics, and applying critical thinking to medication administration scenarios.

PN104 – Adult Health Nursing I (Includes Clinical)
260 Clock Hours | 9 Credits
Adult Health Nursing I focuses on the care of adult and geriatric patients with common acute and chronic conditions. Students apply the nursing process to disorders of the integumentary, musculoskeletal, respiratory, cardiovascular, hematologic, and immune systems. Content incorporates geriatric nursing considerations, nutritional assessment, therapeutic diets, hydration, chronic disease management, health promotion, and disease prevention. Theory and clinical experiences emphasize assessment, prioritization, therapeutic interventions, patient education, interdisciplinary collaboration, discharge planning, and continuity of care across acute, long-term care, and community-based settings. Students develop competency in managing stable patients, recognizing changes in condition, and providing safe, evidence-based care in supervised clinical settings.

PN105 – Maternal & Newborn Nursing (Includes Clinical)
110 Clock Hours | 4 Credits
This course introduces nursing care for the childbearing family. Students learn antepartum, intrapartum, postpartum, and newborn care, including normal processes, complications, and emergency situations. Clinical and simulation experiences reinforce assessment skills, fetal monitoring concepts, newborn adaptation, breastfeeding support, and family‑centered care. Emphasis is placed on safety, communication, cultural sensitivity, and supporting families through the reproductive health continuum.

PN106 – Pediatric Nursing (Includes Clinical)
110 Clock Hours | 4 Credits
Pediatric Nursing focuses on growth and development, health promotion, and nursing care of infants, children, and adolescents. Students learn to assess pediatric patients, identify developmental milestones, and manage common pediatric illnesses and conditions. Clinical and simulation experiences emphasize communication with children and families, safety, medication administration, and adaptation of nursing interventions to meet developmental needs. Students develop skills in supporting families and providing holistic, age‑appropriate care.

PN107 – Mental Health Nursing (Includes Clinical)
110 Clock Hours | 4 Credits
This course examines mental health concepts, psychiatric disorders, therapeutic communication, and psychosocial interventions across the lifespan. Students explore anxiety, mood disorders, psychosis, substance use disorders, trauma, crisis intervention, coping strategies, and mental health concerns affecting adult and geriatric populations, including dementia, delirium, depression, social isolation, and caregiver stress. Clinical experiences reinforce therapeutic communication, de-escalation techniques, safety, and collaboration with mental health professionals. Content includes community-based mental health services, support systems, referrals, crisis resources, and continuity of care. Emphasis is placed on stigma reduction, ethical care, and supporting patients in diverse behavioral health and community settings.

PN108 – Adult Health Nursing II (Includes Clinical)
260 Clock Hours | 8 Credits
Adult Health Nursing II builds on PN104 and expands into complex medical‑surgical nursing care. Students manage patients with disorders of the neurological, endocrine, gastrointestinal, renal, reproductive, and oncologic systems. Clinical experiences include caring for patients with multi‑system conditions, higher acuity needs, and complex treatment plans. Students refine prioritization, delegation, critical thinking, and clinical judgment skills while functioning more independently under supervision. This course prepares students for transition into practice and NCLEX‑PN readiness.

PN109 – Transition to Practice
40 Clock Hours | 1 Credit
This capstone course prepares students for entry into professional nursing practice. Content includes leadership, delegation, time management, communication, conflict resolution, employment readiness, and professional responsibilities under the Nurse Practice Act. Students review NCLEX‑PN preparation strategies, participate in precepted experiences, and integrate all prior learning to demonstrate readiness for safe, competent practice as a Licensed Practical Nurse.

NURSING ASSISTANT
Program Clock Hours: 120 Clock Hours Program Length: 6 weeks
Program Delivery: Hybrid Credential Awarded: Diploma


[bookmark: Program_Description][bookmark: _Toc232079435][bookmark: _Toc232088008]Program Description
The Nursing Assistant (Diploma) program is designed to prepare students for safe, competent entry‑level practice in long‑term care facilities, hospitals, and home health settings through a structured blend of classroom instruction, supervised skills laboratory training, and direct clinical experience. Students learn essential principles of infection control, communication, safety, basic nursing skills, restorative care, and resident rights while practicing hands‑on competencies and applying them during 40 hours of supervised clinical training. Upon successful completion of all academic, skills, attendance, and program exit requirements, graduates become eligible to take the Florida Nursing Assistant Certification Examination and enter the workforce as Certified Nursing Assistants capable of delivering quality, person‑centered care in compliance with state and federal standards.

[bookmark: Program_Objectives:][bookmark: _Toc232079436][bookmark: _Toc232088009]Program Objectives:
The objective of the Nursing Assistant (Diploma) program is to prepare students with the knowledge, skills, and professional behaviors required for safe, competent, and compassionate entry‑level practice in a variety of healthcare settings. The program is designed to develop proficiency in basic nursing care, infection control, communication, resident rights, and restorative techniques while fostering the ability to provide person‑centered support to individuals with diverse physical, emotional, and cultural needs.


	PROGRAM BREAKDOWN BY COURSE

	Course
Number
	Course Title 
	Theory
Hours
	Lab
Hours
	Clinical Hours
	Total Hours

	NA 101
	Introduction to Nursing Assistant Fundamentals
	15
	0
	0
	15

	NA 102
	Basic Nursing Skills and Hygiene
	11
	4
	0
	15

	NA 103
	Vital Signs and Patient Observation
	6
	4
	0
	10

	NA 104
	Patient Mobility and Safety
	7
	3
	0
	10

	NA 105
	Specialized Patient Care
	7
	3
	0
	10

	NA 106
	Nutrition and Elimination
	9
	3
	0
	12

	NA 107
	Communication Skills and Documentation
	5
	3
	0
	8

	NA 108
	Clinical Practicum
	0
	0
	40
	40

	
	TOTAL:
	60
	20
	40
	120



** All Theory Hours can be completed on ground or online depending on the student’s preference. All Lab Hours must be completed on campus. All clinical hours must be completed at a clinical location. All exams will be taken on campus at the campus.

[bookmark: COURSE_DESCRIPTIONS][bookmark: _Toc232079437][bookmark: _Toc232088010]COURSE DESCRIPTIONS

[bookmark: NA_101:_Introduction_to_Nursing_Assistan][bookmark: _Toc232079438][bookmark: _Toc232088011]NA 101: Introduction to Nursing Assistant Fundamentals Clock Hours: 15
This course introduces students to the role of a nursing assistant, the healthcare environment, and the fundamental responsibilities of direct patient care.
Topics include communication skills, patient rights, ethical and legal issues, and the nursing assistant’s role in providing basic care.

[bookmark: NA_102:_Basic_Nursing_Skills_and_Hygiene][bookmark: _Toc232079439][bookmark: _Toc232088012]NA 102: Basic Nursing Skills and Hygiene Clock Hours: 15
This course covers infection control procedures and basic nursing skills. Students will learn proper hand hygiene, personal protective equipment (PPE) usage, and methods for preventing the spread of infections.
Prerequisites: NA 101

[bookmark: NA_103:_Vital_Signs_and_Patient_Observat][bookmark: _Toc232079440][bookmark: _Toc232088013]NA 103: Vital Signs and Patient Observation Clock Hours: 10
This course covers the skills necessary to measure and monitor patients' vital signs, including temperature, pulse, blood pressure, and respiration. Students will also learn how to recognize abnormal readings and report changes to the healthcare team.
Prerequisites: NA 101

[bookmark: NA_104:_Patient_Mobility_and_Safety_Cloc][bookmark: _Toc232079441][bookmark: _Toc232088014]NA 104: Patient Mobility and Safety Clock Hours: 10
In this course, students will learn the proper techniques for moving and positioning patients safely to prevent injury. Topics include transferring patients from bed to wheelchair, assisting with walking, and using lifting devices correctly.
Prerequisites: NA 102

[bookmark: NA_105:_Specialized_Patient_Care_Clock_H][bookmark: _Toc232079442][bookmark: _Toc232088015]NA 105: Specialized Patient Care Clock Hours: 10
This course introduces students to the unique care needs of patients with disabilities, chronic illnesses, or conditions like Alzheimer’s disease. It covers specific caregiving techniques, as well as how to handle challenging behaviors.
Prerequisites: NA 101, NA 102

[bookmark: NA_106:_Nutrition_and_Elimination][bookmark: Clock_Hours:_12][bookmark: _Toc232079443][bookmark: _Toc232088016]NA 106: Nutrition and Elimination Clock Hours: 12
This course focuses on the importance of proper nutrition and hydration for patient health. Students will learn how to assist patients with meal planning, feeding, and monitoring food and fluid intake.
Prerequisites: NA 103

[bookmark: NA_107:_Communication_Skills_and_Documen][bookmark: _Toc232079444][bookmark: _Toc232088017]NA 107: Communication Skills and Documentation Clock Hours: 8
This course focuses on preparing students to communicate with patients and the healthcare team including proper documentation techniques.
Prerequisites: NA 101, NA 106

[bookmark: NA_108:_Clinical_Practicum_Clock_Hours:_][bookmark: _Toc232079445][bookmark: _Toc232088018]NA 108: Clinical Practicum Clock Hours: 40
The clinical practicum allows students to apply the knowledge and skills they have learned in real-world healthcare settings under the supervision of a licensed nurse or healthcare provider. The clinical practicum allows students to apply the knowledge and skills they have learned in real-world healthcare settings under the supervision of a licensed nurse or healthcare provider.

COURSE NUMBERING SYSTEM

Helping Hearts Training Center uses a standardized alphanumeric course numbering system to organize all diploma programs. Each course number includes a program‑specific prefix and a three‑digit numerical code that together identify the discipline, sequence, and level of instruction.

Program prefixes designate the subject area: HHA for Home Health Aide, MA for Medical Assisting, PH for Phlebotomy Technician, PN for Practical Nursing, and NA for Nursing Assistant. The numerical code reflects course progression.

Course numbers increase as students advance through theory, skills lab, simulation, and clinical experiences, ensuring a clear instructional pathway and consistent sequencing across all programs.

[bookmark: SECTION_V:_School_Calendar_and_Holidays][bookmark: _Toc232088019]

SECTION V: School Calendar and Holidays

	School Holidays

	Holiday
	2026
	2027

	New Year's Day
	January 1
	January 1

	Martin Luther King Day
	January 19
	January 18

	President's Day
	February 16
	February 15

	Memorial Day
	May 25
	May 31

	Independence Day
	July 4
	July 4

	Labor Day
	September 7
	September 6

	Veterans Day
	November 11
	November 11

	Thanksgiving Day
	November 26
	November 25

	Day after Thanksgiving
	November 27
	November 26

	Christmas Eve
	December 24
	December 24

	Christmas Day
	December 25
	December 25



If a holiday falls on a Saturday, it will be observed on the Friday before. If a holiday falls on a Sunday, it will be observed on Monday.



[bookmark: _Toc232088020]ACADEMIC CALENDAR
All dates reflect program start and end dates for the 2026–2027 academic year.

Home Health Aide (HHA)
Classes start the 1st Monday of every month.

	Month
	Registration Period
	Start Date
	End Date

	January
	July 27, 2026 – August 31, 2026
	September 7, 2026
	September 21, 2026

	February
	August 24, 2026 – September 28, 2026
	October 5, 2026
	October 19, 2026

	March
	September 21, 2026 – October 26, 2026
	November 2, 2026
	November 16, 2026

	April
	October 26, 2026 – November 30, 2026
	December 7, 2026
	December 21, 2026

	May
	November 23, 2026 – December 28, 2026
	January 4, 2027
	January 18, 2027

	June
	December 22, 2026 – January 25, 2027
	February 1, 2027
	February 15, 2027

	July
	January 18, 2027 – February 22, 2027
	March 1, 2027
	March 15, 2027

	August
	February 24, 2027 – March 29, 2027
	April 5, 2027
	April 19, 2027

	September
	March 22, 2027 – April 26, 2027
	May 3, 2027
	May 17, 2027

	October
	April 26, 2027 – June 1, 2027
	June 7, 2027
	June 21, 2027

	November
	May 26, 2027 – June 30, 2027
	July 5, 2027
	July 19, 2027

	December
	June 21, 2027 – July 26, 2027
	August 2, 2027
	August 16, 2027



Phlebotomy Technician Program

	Cohort
	Registration Period
	Start Date
	End Date

	Spring 2026
	February 21, 2026 – March 27, 2026
	April 3, 2026
	June 5, 2026

	Summer 2026
	May 11, 2026 – June 15, 2026
	June 22, 2026
	August 14, 2026

	Fall 2026
	July 20, 2026 – August 24, 2026
	August 31, 2026
	October 23, 2026

	Winter 2026
	September 28, 2026 – November 2, 2026
	November 9, 2026
	December 31, 2026

	Spring 2027
	February 24, 2027 – March 29, 2027
	April 5, 2027
	June 7, 2027

	Summer 2027
	May 10, 2027 – June 14, 2027
	June 21, 2027
	August 13, 2027

	Fall 2027
	July 19, 2027 – August 23, 2027
	August 30, 2027
	October 22, 2027

	Winter 2027
	September 27, 2027 – November 1, 2027
	November 8, 2027
	December 31, 2027



Medical Assistant Program

	Cohort
	Registration Period
	Start Date
	End Date

	Summer 2026
	February 21, 2026 – May 21, 2026
	June 4, 2026
	October 10, 2026

	Fall 2026
	June 1, 2026 – September 1, 2026
	September 15, 2026
	December 31, 2026

	Summer 2027
	February 23, 2027 – May 23, 2027
	June 6, 2027
	October 11, 2027

	Fall 2027
	May 31, 2027 – August 31, 2027
	September 14, 2027
	December 31, 202



Practical Nursing Program

	Cohort
	Registration Period
	Start Date
	End Date

	Winter 2026-2027
	July 6, 2025 – January 6, 2026
	January 20, 2026
	February 19, 2027

	Summer 2026–2027
	November 25, 2025 – May 25, 2026
	June 8, 2026
	July 9, 2027

	Fall 2026–2027
	March 21, 2026 – September 21, 2026
	October 5, 2026
	November 5, 2027




Nursing Assistant Program

	Cohort
	Registration Period
	Start Date
	End Date

	Summer 2026
	March 8, 2026 – June 8, 2026
	June 22, 2026
	August 3, 2026

	Fall 2026
	May 31, 2026 – August 31, 2026
	September 14, 2026
	October 23, 2026

	Winter 2026
	July 26, 2026 – October 26, 2026
	November 9, 2026
	December 18, 2026

	Spring 2027
	December 22, 2026 – March 22, 2027
	April 5, 2027
	May 14, 2027

	Summer 2027
	March 7, 2027 – June 7, 2027
	June 21, 2027
	August 13, 2027

	Fall 2027
	May 16, 2027 – August 16, 2027
	August 30, 2027
	October 22, 2027

	Winter 2027
	July 25, 2027 – October 25, 2027
	November 8, 2027
	December 31, 2027




Instructor Correspondence for Online Course Delivery

During the online portions of Helping Hearts Training Center programs, students maintain regular access to their instructors through the Canvas Learning Management System, weekly scheduled Zoom sessions, and weekly instructor office hours.

Students may communicate directly with their instructors through the Canvas Inbox messaging system for questions regarding course content, assignments, grades, or other academic concerns. Instructors also communicate with students through Canvas course announcements, assignment feedback, and other course-related communications.

Students participate in scheduled Zoom sessions each week, which provide opportunities for real-time interaction with instructors, course instruction, discussion, questions, and clarification of course content.

In addition, each instructor provides one scheduled hour of office hours per week. During this time, students may meet with the instructor for individualized assistance, clarification of course material, academic questions, or other course-related concerns. Students are expected to regularly monitor Canvas for announcements, messages, assignment feedback, and other course communications. Instructors respond to student academic questions and communications within 24–48 hours during the instructional week.

Students requiring additional assistance may contact Helping Hearts Training Center administration by telephone or email during regular business hours.
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CATALOG RECEIPT


I, 	,certify that I have received the most recent copy of the Helping Hearts Training Center catalog.

By signing below, I also certify that I have reviewed the policies contained herein and understand that I am required to follow the policies, school rules, and information in this catalog. I also certify that I have been informed about the program payment policy, academic, lab, and assignment responsibilities.

I understand that failure to comply with my scheduled payments, assignments, weekly assigned hours and academic responsibilities may cause my student status to be withdrawn from this program.




Student Signature	Date



[image: ]School Official	Date
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