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MISSION STATEMENT 

We are dedicated to providing premier educational choices and advanced 

employment preparation for youth, adults, and organizations of the Miami Valley. 

APPROVAL AND ACCREDITATION 

Miami Valley Career Technology Center functions within the jurisdiction of the Ohio Department of 
Higher Education, University System of Ohio and accreditation approval is provided by the Council on 

Occupational Education (COE). 

ADMISSION POLICY AND REQUIRE!'JENTS 

Students must have earned a high school diploma or GED to enroll in a program that is eligible for federal 

financial aid or as required by the respective program. Prior to registering, every prospective student must 
complete a three-part entrance assessment. To qualify for admission, a student must achieve the required 
score levels for the desired program. Different programs require different Work Keys® score levels for 

admission. If program specific information is applicable you will find it attached as an addendum. 

Regi. tration 

Applicants who meet entrance requirements and follow the registration process are considered to be 

officially enrolled when one of the following conditions is met: 

I. First payment period fees are paid by cash, check, or credit card, or

2. A contract with a funding agency is confirmed, or

3. Arrangements for a Pell Grant and/or Stafford Loan are confirmed

Confirmation of Acceptance - Students will receive a letter with scheduled report time and location 

stating the student is admitted to the program. 

Class Cancellation 

The school reserves the right to cancel a class due to insufficient enrollment. If class is canceled for any 

reason, students are notified by mail, electronically, or telephone, and a full refund is issued. Please allow 

four weeks for a refund check to be processed. Credit card accounts can be refunded immediately. 

Tuition and Fee Payments 

• Payments are made based on payment periods which vary by program.
• Payment must be determined for each succeeding payment period prior to the start of said payment

period.
• Requests for special payment arrangements are discouraged; however, such requests will be

considered by the Adult Education Supervisor on a case-by-case basis. The decision of the Adult
Education Supervisor is final.

• Failure to pay course fees in accordance with the appropriate written schedule can result in the
offending party's termination from the program.
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STANDARDS FOR SUCCESSFUL PROGRAM COMPLETION 

I. Attend a minimum of 90% for each class
2. Maintain satisfactory grades for assignments, projects, and tests
3. Satisfy all class fee requirements

ATTENDANCE POLICY 

Students are expected to be present at all class sessions. Instructors are required to record individual 
student attendance accurately. Federal financial aid regulations, as well as certain sponsoring agencies, 
require a specified rate of attendance in order to maintain funding eligibility. 

Any non-attendance is regarded as an absence. In order to qualify for a MVCTC certificate of completion, 
a student must attend a minimum of90% of the course hours. If program specific information is applicable 
you will find it attached as an addendum. Some programs may have higher attendance requirements due to 
specific accreditation standards. Programs require participation in clinical, internships or off campus 
projects. These experiences may require attendance outside the regularly scheduled class times. 

I. Attendance records are reviewed weekly. The maximum permissible rate of absence for a program
is ten percent (10%) of the clock hours. Students will be issued a warning letter when the rate of
absence exceeds five percent (5%) of the clock hours per term.

2. Students who have or exceed an absence rate of ten percent (10%) of the clock hours per term are
subject to dismissal from the program. A termination letter will be issued by the Adult Education
Supervisor to a student which may result in dismissal.

3. The process for issuing letters will begin with the instructor notifying the Adult Education
Coordinator about student absences. The coordinator will verify hours of absence and send an 
email with the information to the Adult Education Supervisor. The Adult Education Supervisor
will issue letters by mail and/or through the Adult Education Coordinator. The Adult Education
Supervisor will send email to the appropriate staff.

Students who present proper documentation will be excused to serve Jury Duty, however other court 
appearances which result in absence are subject to the attendance policy provisions noted below. Special 
arrangements are made for students called to military duty. 

Tardiness Policy 

Late students will be admitted to class; however, time missed will be recorded, compiled, and applied to 
the attendance record. If program specific information is applicable you wi II find it attached as an 
addendum. 

Make Up Cr,edit 

Each student is responsible to complete assignments, projects, or work that is missed within one week of 

absence. 

To earn a certificate of completion, course work must be satisfactorily completed within an appropriate 
period of time, which is set by the instructor or supervisor. 
Course work required for certificate completion due to extended absence will be specified in a written 
document signed by the student and appropriate MVCTC official. 

Options for Make-Up Credit (for class hours); to be completed within one week of class end date. 
Hours may be made up by the following methods: 

I. Additional hours at a job site
2. Additional class assignment
3. For trades classes, completion of Manufacturing Skills Standards Council (MSSC) module in

computer skills lab (Room 410)
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G radi.ng PoHcy 

The nature of skill training sometimes makes it difficult to utilize an academic rating scale. However, 

when grades are given, the following grading scale will be used. Program specific information for health 
occupations will be included as an attached addendum. 

MVCTC: 
100-90

89-80
79-70

69- 0

= 

= 

A 
B 
C 
F 

FAA and NCCER Certification Test 
I 00 - 70 Passing 
69 - O Failing 

A student may receive a grade of "Incomplete" in the event that a specific course assignment, project, or 

requirement has not been finished. All course requirements must be resolved within a reasonable time 

frame before a certificate of completion and other records can be issued and/or released. A grade of "F" 

or an unresolved grade of "Incomplete" indicates that a student was not successful. 

VA :Qep_m:_ti11g 

The school has the responsibility to report to the VA within 30 days when any of the following changes of 
status occur: 

• Failure to continue attendance
• Failure to maintain good conduct

• Withdraw from school/classes

Satisfactory Academic Progress 
Students must maintain a grade average which indicates satisfactory progress toward a certificate (see 

Probation Policy). Progress is reviewed at the end of each term. Program minimum grade requirement 

must be met to achieve satisfactory academic progress. 

POLICIES AND PROCEDURES 
Probation Polict 

Any student considered to be making unsatisfactory progress may be placed on probation for a 30-day 

period. At the end of that period, the student's progress would be evaluated. Progress must be deemed 
satisfactory to allow continuation in the program. 

Termination Policy 
Those failing to meet these minimum standards will be considered for termination upon review of their 
records by the Adult Education Supervisor, Adult Education Coordinator, or Adult Education Counselor -
individually or as a panel. The Adult Education Supervisor's decision will be final. 

Certificates 
A Career Passport is presented to all students who successfully complete a career training program. The 

Career Passport includes a certificate of completion and a statement of the hours completed and 

competencies achieved. Certificates will be available within 2 weeks of the course ending. 

Transfer of Credit Policy 
The school will forward a record of the student to another school or employer only upon written request, 

and in accordance with Section 438 of Public Law 93-380, known as the "Family Education Rights and 

Privacy Act of 1974". In addition, students who successfully complete specified technical programs are 
eligible to have technical credit transfer to public colleges and universities. This transfer of credit is 

described in Career Technical Assurance Guides (CTAG). CT A Gs are advising tools that assist students 
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moving from Ohio secondary and adult career-technical institutions to Ohio public institutions of higher 
education. There is no cost to the student. 

Transcript Policy 

Each student completing a program of courses will be provided a final transcript as part of the Career 
Passport. Additional transcript(s) will be provided on request when available with a processing fee of 
$5.00 per transcript. 

WITHDRAW AL/REFUND POLICY 

Withdrawal from a Course 

A student who finds it necessary to withdraw from a course must do so in person at the Adult Education 
Office. Notification given to an instructor does not constitute an official withdrawal. Failing to officially 

withdraw can lead to additional fees or loss of eligibility for a possible refund (see Refund Policy). 

Withdrawal without notification will result in a grade of "F" and forfeiture of all fees paid. 

Refund Pol!£I 

A refund applies only to tuition. There is no refund for books, tools, uniforms, or other objects or supplies 
which become the property of the student. Refunds may be determined based on weekly tuition if it is in 

the student's best interest. 

If a student withdraws 
on or before day one of the payment period 

(School retains a $25 nonrefundable processing fee) 

Between day two and including I 0% of the payment period 

(School retains a $25 nonrefundable processing fee) 

Between 11 % and including 25% of the payment period 

(School retains a $25 nonrefundable processing fee) 

Between 26% and including 50% of the payment period 

(School retains a $25 nonrefundable processing fee) 

Between 51 % and end of payment period 

Return to Title IV Funds Policy 

I 00% of tuition 

90% of tuition 

50% of tuition 

25% of tuition 

No refund 

Refunds to the financial aid programs (Pell Grant, Stafford Loan, and Parent Loan) will be made according 

to the federal Return to Title IV Funds Policy. These are generally prorated based on attendance if the 

withdrawal date occurs within the first 60% of the payment period. Depending on individual case 
circumstances, both the student and MVCTC may be required to return money to the funding sources. In 

addition, the student may incur a balance due to MVCTC. 

*In order to qualify for federal funding, students must maintain 90% or greater attendance.


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Student Code of Conduct 

Adult students are to act in a mature, responsible manner. In the event that an adult student's conduct is 

disruptive to the educational process or destructive to property, in either the classroom, lab, or clinical area, 
it will be necessary to take corrective action. 

Students are expected to demonstrate the following: 
1. A desire to learn and develop their professional skills
2. Preparation for each class
3. Good attendance and punctuality
4. Positive classroom participation

5. A courteous, respectful and non-judgmental attitude towards staff and other students

6. A willingness to receive constructive feedback

7. The desire to take responsibility for their own values, attitudes, inter-personal relationships and

academic performance 

Students are expected to abstain from the following: 

1. Insubordination - a student shall not disregard or refuse to obey directions or instructions given

by school personnel during any period of time when the student is properly under the authority

of school personnel.
2. Disruption - a student shall not by use of violence, fighting, force, coercion, threat,

harassment, unnecessary noise or talking, or other behavior deemed undesirable, cause
disruption or obstruction to the educational process.

3. Use of tobacco and illegal drugs. MVCTC is a smoke-free, tobacco-free, and drug free

campus. E cigarettes are not permitted.

4. Theft

5. Possession of dangerous weapons
6. Possession or consumption of alcohol, illegal drugs, or counterfeit controlled substances.

MVCTC reserves the right to perform unannounced random drug testing. Medications that are

prescribed by a physician, including medical marijuana, that may impede performance are

prohibited. Facility agreements may identify additional prohibited substances.
7. Inappropriate dress

8. Frightening, degrading, or disgraceful acts
9. Bullying

10. Use of electronic devices including cell phones that are being used as a disruption to the

educational process. Improper use of social media that is disruptive to the classroom climate

including texts, use of Twitter and Facebook are unacceptable
11. Dishonesty

12. lllegal acts

13. Violation of confidentiality/ Health Insurance Portability and Accountability Act (HIP AA).

14. Falsification of forms, including failure to disclose information.

15. Possession or use of cellular phones/electronic devices is prohibited at all

clinical/externship/intemship sites.

Violation of the Student Code of Conduct can result in emergency (temporary) removal or dismissal 

(permanent) from the program. 

Cheating/Plagiarism 

Cheating and plagiarism, in either the classroom or clinical setting, are grounds for dismissal. A student 

dismissed for either reason will not be permitted to return at a later date. 
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Due Process Rights 
Students are expected to follow all school policies. Students should attempt to resolve all issues at the 

lowest possible level starting with the instructor. However, if the outcome from a school official's decision 

is regarded as unfair, the student has a right to an informal hearing with the Adult Education Supervisor. 
At an informal hearing the student has the right to present his/her side of issues, and to challenge 
allegations from others. A request for an informal hearing should be made directly to the Adult Education 

Supervisor. The supervisor may require the request to be made in writing. 

Requests for readmission begin with the Adult Education Supervisor. An appropriate plan will be 

developed for the student to return to good standing. Additional criteria may be needed to meet individual 

program requirements_. 

If grievances are not resolved at the institutional level, contact the Council on Occupational Education 
(COE), 7840 Roswell Rd., Building 300, Suite 325, Atlanta, GA 30350. 770-396-3898. Anonymous 

letters will not be considered. 

Medication at School 
Ideally all medication should be taken at home. Any student who is required to take prescribed medication 

during regular school hours should be able to produce the following documentation when requested: 
1. Written orders from the physician are to include name of student, name of medication, dosage,

times to be taken, length of time to be taken, length of time the student will be taking

medication at school, diagnosis or reason for medication to be taken, any possible reaction
which should be reported and signature of physician.

2. Medication is to be brought to school in a container appropriately labeled by the pharmacy or

physician.

3. Physician's name, address, and phone number are to be included.

4. Possession or consumption of alcohol, illegal drugs, or counterfeit controlled substances.

Couusding: 

MVCTC reserves the right to unannounced random drug testing. Medications that are
prescribed by a physician, including medical marijuana, that may impede
performance is prohibited. Facility agreements may identify additional prohibited
substances.

The Adult Education Counselor will assist students/applicants with registration; provide applications and 

information about financial assistance, assist in arranging assessment services, and assist in identifying a 

realistic program selection based upon skills, aptitudes, interest, and job availability. There is a student 

advocate made available upon request or recommendation to assist students in accessing community 

resources. 

Refreshment Services 
Vending machines and break areas are located in the West Building, Student Activity Center and in the 

new Adult Education Building vending/food area. These are available for adult use during class breaks. No 

food or drinks are to be consumed in the classrooms or labs, with one exception: bottled water is permitted. 

Building Opening and Closing 
The use of facilities and equipment is limited to the published class start and end times. All adult 

programs are to be completed and students are to leave campus no later than l 0:00 PM. 

School Closing due to Bad We3ther 
The decision whether to cancel adult daytime classes is not related to decisions regarding high school 

classes. 
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Decisions affecting adult daytime classes will be posted on the MVCTC Adult Education website 
http://mvctc.com/ae and recorded on the greeting of the receptionist's telephone 937-854-6297. It is 
recommended that each class establish a student "phone tree" should it be necessary to communicate 
information. 

The decision whether to cancel adult evening classes is not related to decisions regarding daytime classes. 
All classes - day and evening - will be addressed on an individual basis and announcements will be posted 
on the opening page of the MVCTC Adult Education website. 

Decisions affecting evening classes starting after 3:00 PM will be announced no later than I ½ hours prior 
to the class start time. Decisions affecting evening classes with a start time of 5 :30 PM or later will be 
announced no later than 4:00 PM. 

Lost and Found 
Items found may be delivered to the Adult Education Office. Lost items may be claimed at the office. 

afety Pracu- , 
MVCTC has the right to establish clothing regulations in the shop or instructional areas where certain 
forms of clothing may be hazardous, unsafe, or inappropriate. Any equipment lacking safety devices 
should be reported to the instructor. 

Borrowing Equipment 
Unauthorized and unplanned borrowing of equipment is not permitted. All equipment is assigned to a 
designated location and must be readily available to all scheduled classes. Equipment needs should be 
conveyed to the appropriate supervisor with sufficient advance notice. 

Shop Regulations 
Labs and equipment used during a class session are to be left in proper order and condition. Students are 
required to assist in the clean up of the lab at the end of each class session. Students must notify the 
instructor if they are leaving the lab area. No food or drinks (except bottled water) are permitted in the lab 
area. Work in the lab without the presence of the instructor is not permitted. 

'.[ran, p _ortatio 1 

Transportation to school or to clinical or lab sites is the responsibility of the student. 

Eiu·king Regul:d1on 

Students are to park their cars in designated areas. Parking spaces in front of the West Building are for 
visitors only. Handicap parking is available and is designated at convenient locations to enter each 
building on campus. Ample lighted parking is available at the school in the student parking lots. Please 
do not park in fire lanes, other posted areas, or on the grass. 

moking 

This is a nonsmoking, tobacco free campus. Smoking or the use of any form of tobacco is not 

permitted anywhere on school property. E Cigarettes are not permitted. 

Public Information Access 
Information pertaining to crime statistics and other issues of possible concern is available on the district 
website www.mvctc.com. 


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EQUAL OPPORTUNITY 

The Miami Valley Career Technology Center provides equal admission opportunities, equal educational 

opportunities, and equal employment opportunities without regard to race, religion, color, ancestry, age, 

sex, sexual orientation, handicap, martial status, or veteran status. 

NONDISCRIMINATION/HARASSMENT (Reference MVCTC Board Policy 5517) 

Nondiscrimination 

The Board's policy of nondiscrimination extends to students, staff,job applicants, the general public and 
individuals with whom it does business and applies to race, color, national origin, ancestry, citizenship 
status, religion, sex, economic status, age, disability or military status. 

The Board does not discriminate on the basis of legally acquired genetic information. 

The Board does not permit discriminatory practices and views harassment as a form of discrimination. 
Harassment is defined more fully below. 

Employees or students who engage in discrimination and/or harassment (referred to as 
"discrimination/harassment" in this Policy) of another employee or student shall be subject to disciplinary 
action. 

Permission, consent or assumption of risk by an individual subjected to discrimination/harassment does not 

lessen the prohibition contained in this policy. 

No one shall retaliate against an employee or student because he/she files a complaint; assists or 
participates in an investigation, proceeding or hearing regarding the charge of discrimination/harassment of 

an individual; or because he/she has opposed language or conduct that violates this policy. 

Harassment 

The Board is committed to the creation and maintenance of a learning and working environment in which 
all persons who participate in school programs and activities can do so in an atmosphere free from all 
forms of prohibited harassment. Harassment on the basis of race, color, national origin, ancestry, 
citizenship status, religion, disability, age or sex is prohibited on school grounds and at all school 
functions. 

Prohibited harassment includes, by way of example, slurs, unwelcome sexual advances and requests for 
sexual favors, verbal or physical conduct of a sexual nature, solicitation of sexual activity or reference to 
sexual themes in a manner which the offender knows or should know is offensive to the listener or 
observer, or other verbal, nonverbal or physical conduct on one or more of the bases stated above. 
Prohibited harassment will not be tolerated by students or staff towards other students or staff. 

Prohibited Harassment of Students 

Prohibited harassment is conduct arising out of or related to the race, color, national origin, ancestry, 
citizenship, religion, disability, age or sex of the student when: 

A.submission to or rejection of such conduct by a student is used as the basis for educational
judgments or conditions affecting the student; or

Bsuch conduct has the purpose or effect of unreasonably interfering with a student's curricular, co­
curricular or extracurricular performance; creating an intimidating, hostile or offensive educational 
environment; or otherwise adversely and unreasonably impacting upon a student's educational 
opportunities. 

Harassment of Employees 

Prohibited harassment is conduct arising out of or related to the race, color, national origin, ancestry, 
citizenship, religion, disability, age or sex of the employee when: 

A.submission to or rejection of such conduct is made either explicitly or implicitly a term or condition
of an individual's employment;
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B.submission to or rejection of such conduct by an employee is used as the basis for employment
judgments affecting the employee; or

C. such conduct has the purpose or the effect of unreasonably interfering with an employee's work
performance; creating an intimidating, hostile or offensive working environment; or otherwise
adversely and unreasonably impacting upon an employee's employment opportunities. 

Reporting and Investigating Discrimination/Harassment 

It is the responsibility of every supervisor and administrator to recognize acts of discrimination/harassment 
and take necessary action to ensure that such instances are addressed swiftly, fairly and effectively. 
Consequently, all administrative and supervisory staff in schools, offices and other facilities should be 
aware of and are responsible for implementing the discrimination/harassment complaint resolution 
procedures established through this policy. 

Discrimination/harassment complaints for all protected bases of prohibited discrimination/harassment 
(race, color, national origin, ancestry, citizenship, religion, disability, age or sex) go to the district's Title 
IX Coordinator, the Director of Student Services, who handles more than Title IX sex discrimination. The 
Title IX Coordinator may be contacted at 6800 Hoke Road, Englewood, OH 45315 (937) 837-7781. 

Persons who have reason to believe that discrimination/harassment has occurred should promptly report 
the incident as follows: 

A. If the persons so reporting are students or parents, to the principal, director, a school counselor or
the Title IX Coordinator.

B. If the persons so reporting are employees, to their immediate supervisor or the Title IX
Coordinator.

C. If the persons so reporting are third parties (not a student or an employee), to the Title IX
Coordinator, or if the Title IX Coordinator is the alleged harasser, then to the Business
Manager/Personnel Director.

Contact information for the above individuals may be found on the Board's website: 
http:/ /www.mvctc.com. 

Staff members must document all reports of incidents of discrimination/harassment as well as any incidents 
they observe in writing to the person(s) identified above. 

If not reported to the Title IX Coordinator, the person receiving the report will ensure that the Title IX 
coordinator receives prompt notice of the complaint. 

If a staff member has reason to believe s/he is observing prohibited discrimination/harassment by an 
individual over whom the staff member has supervisory authority, the staff member should intervene to 
stop the discrimination/harassment, unless circumstances exist which would make such intervention 
dangerous. 

Communication 

The Superintendent is directed to make every effort to make certain that everyone affected by the policy 
shall be informed of its provisions and also that infractions of it may be in violation of federal or state civil 
and/or criminal laws. It is the intention of the Board to take whatever action may be needed to prevent, 
correct, and, if necessary, discipline behavior which violates this policy. 

Review and Re ortin 

The Superintendent will report annually to the Board on reported harassment incidents. 

Trainin, 

The Superintendent will coordinate comprehensive training for Miami Valley Career Technology Center 
(MVCTC) officials, administrators, staff, and security personnel responsible for implementing and 
enforcing Federal anti-discrimination and anti-harassment laws and related policies and procedures. 

Offioe for i i.l Rights 
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An individual may, at any time, contact the U.S. Department of Education, Office for Civil Rights at: 
Office for Civil Rights at: 

U.S. Department of Education 
1350 Euclid Avenue, Suite 325 

Cleveland, OH 44115 

Telephone: 216-522-4970 

FAX: 216-522-2573; TDD: 877-521-2172 

Email: OCR.Cleveland@ed.gov 

The Title IX Coordinator may be contacted at 6800 Hoke Road, Englewood, OH 45315 (937) 837-7781. 
Contact information for other individuals identified in this Regulation may be found on the Board's website: 

http://www.mvctc.com. 

Steps for Administrators to Follow in Processing Reports about Discrimination and/or Harassment 
(referred to as "nondiscrimination/harassment" in this regulation,) 

Step 1: All reports should be directed to: 

A. If the persons so reporting are students or parents, to the principal, director, a school counselor or
the Title IX Coordinator.

B. If the persons so reporting are employees, to their immediate supervisor or the Title IX
Coordinator.

C. If the persons so reporting are third parties (not a student or an employee), to the Title IX

Coordinator, or if the Title IX Coordinator is the alleged discriminator and/or harasser, then to the

business manager/personnel director.
The Title IX Coordinator may be contacted at 6800 Hoke Road, Englewood, OH 45315, (937) 837-7781. 

Further contact information may be found on the Board's website: http://www.mvctc.com. 

Any administrator or supervisor who receives a report must notify the Title IX Coordinator within three (3) 

business days to let him/her know of the report and to obtain help if needed. The business 
manager/personnel director shall assume responsibilities otherwise assigned to the Title IX Coordinator if 
the Title IX Coordinator is a party at interest in the complaint. 

OPTIONAL Step 2: Within five (5) business days of receipt of a report of discrimination/harassment, the 
administrator or supervisor will offer the complaint an informal resolution process to attempt to resolve the 

complaint through informal discussion and problem solving first. Participation in the informal process is 
voluntary and the formal process is the default process to be used. If the complainant chooses to 

participate in an informal process, it will be with appropriate involvement by the MVCTC (e.g., 
participation by a counselor, trained mediator, or if appropriate, a teacher or administrator). In some cases, 

such as alleged sexual assaults, an informal process such as mediation is not appropriate, even on a 
voluntary basis. The complainant has the right to end the informal process at any time and begin the 
formal process. 

Step 3: If Step 2 does not produce a resolution within (5) business days or the complainant does not agree 

to informal resolution of the complaint, the administrator or supervisor will initiate the fonnal reporting process. 

Step 4: When initiating the formal process, the administrator or supervisor will share the following with the 
complainant: 

"Confidentiality" means that the person's identity will remain unknown to the person(s) he/she is 

accusing. To the extent that the complainant requests confidentiality or asks that the complaint 
not be pursued, the MVCTC will take all reasonable steps to investigate and respond to the 

complaint consistent with the request for confidentiality or the request not to pursue an 

investigation. If the complainant continues to ask that his/her name or other identifiable 

information not be revealed, the MVCTC will explain that it must evaluate that request in the 

context of its responsibility to provide a safe and nondiscriminatory environment for all 
students. The MVCTC will weigh the request for confidentiality against the following factors: 
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the seriousness of the alleged discrimination/harassment, the complainant's age, whether there 

have been other discrimination/harassment complaints about the same individual, and the 
alleged discriminator's/harassers rights to receive information about the allegations if the 

infonnation is maintained by the MVCTC as an "education record" under FERP A. 
B, The Superintendent and Title IX Coordinator will receive a copy of all reports written about 

this matter, unless either is a party at interest. 
MVCTC will use a preponderance of the evidence standard to investigate allegations of 

discrimination/harassment. 

D. Minor students do not need parental permission to file complaints or participate in the

complaint process; however, parents will generally be informed of cases involving their
children.

i=. There is a prohibition of retaliation against persons who report alleged 

discrimination/harassment or participate in the investigation process. 

Step 5: Within seven (7) business days of the discrimination/harassment being reported, the administrator or 
supervisor will have the complainant fill out the Discrimination/Harassment Complaint Form. If after reading 

the complaint, the administrator or supervisor believes a different procedure is more relevant, the 

administrator or supervisor will so advise the complainant. If not, the administrator or supervisor 

will send a copy of the Form to the Title IX Coordinator within three (3) business days and he/she will assign 

the administrator or supervisor or another person to conduct the investigation. 

Step 6: The timeframe for the investigation process is estimated to take ten (10) to twenty (20) business 

days. During the impartial investigation, the investigator should contact the person who initiated the complaint 

on an ongoing basis in order to obtain additional information and update him/her about the status of the 

investigation, and provide the opportunity for the complainant to identify witnesses or parties involved, or 

present other evidence to the investigator if applicable. Whoever conducts the investigation will complete 

the Investigation Report Form and submit a copy to the Title IX Coordinator. To ensure that the 

discrimination/harassment does not recur, the following remedies are examples of actions that could be 

taken: disciplinary action, change in classroom assigrunent or schedule, mediation, etc. Such actions should 

be processed through regular administrative channels. 

Step 7: To the extent permitted by the Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. 

1232g and Ohio Revised Code 3319.321, written notice of the outcome of the complaint will be provided to 

the parties within (3) three business days following the completion of the investigation. If a party is not 

satisfied with the results of the investigation, he/she may appeal to the Superintendent/designee. The decision 

of the Superintendent/designee is final. 

Step 8: If the accusation is substantiated, the MVCTC will take appropriate steps within (10) ten business 

days to remedy harm to the victim as appropriate and to prevent recurrence of the discrimination/harassment. 

The immediate supervisor or building administrator shall be responsible for implementation of appropriate 

remedies such as disciplinary action, change in classroom assignment or schedule, mediation, etc. 

To access the on-line Bullying/Sexual Harassment/Racial Harassment Reporting Form, go to: www.mvctc.com 

PUBLIC RELATIONS & DIRECTORY INFORMATION 

The MVCTC follows the guidelines of the Family Educational Rights and Privacy Act (FERP A) and the 

Protection of Pupil Rights Amendment (PPRA) regarding the release of directory information. The district will 

make directory information available upon receiving a legitimate request from colleges, universities and 
military recruiters. Parents, guardians and emancipated students who do not want directory information 

released should notify the MVCTC guidance department. Under Ohio law, directory information includes the 

following: student name, address, telephone listing, date and place of birth, major field of study, participation 

in officially recognized activities and sports, weight and height of members of athletic teams, dates of 

attendance, date of graduation and awards received. 

While participating in school-sponsored activities, students' images and voices may appear on professional and 

educational videos, printed materials, CTC Tube, and the MVCTC web site. School staff and administration 
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will monitor all media activities. Parents/Guardians who do not want their child's image and/or voice used, 

should notify the MVCTC student services department in writing by October I st of the school year or within 30 

days of enrollment at MVCTC. 

NOTIFICATION OF RIGHTS UNDER FERP A 

The Family Educational Rights and Privacy Act (FERP A) affords parents and students over 18 years of age 

("eligible students") certain rights with respect to the student's educational records. These rights are: 

(1) The right to inspect and review the student's education records within 45 days of the day the school

receives a request for access. Parents or eligible students should submit to the school principal (or
appropriate school official) a written request that identifies the record(s) they wish to inspect. The

school official will make arrangements for access and notify the parent or eligible student of the time

and place where the records may be inspected.

(2) The right to request the amendment of the student's education records that the parent or eligible

student believes are inaccurate, misleading, or otherwise in violation of the student's privacy rights

under FERPA

Parents or eligible students who wish to ask the school to amend a record should write the school

principal ( or appropriate school official), clearly identify the part of the record they want changed, and

specify why it should be changed. If the school decides not to amend the record as requested by the

parent or eligible student, the school will notify the parent or eligible student of the decision and

advise them of their right to a hearing regarding the request for amendment. Additional information

regarding the hearing procedures will be provided to the parent or eligible student when notified of the

right to a hearing.

(3) The right to consent to disclosures of personally identifiable information contained in the student's

educational records, except to the extent that FERP A authorizes disclosure without consent.

One exception, which permits disclosure without consent, is disclosure to school officials with

legitimate educational interests. A school official is a person employed by the school as an

administrator, supervisor, instructor, or support staff member (including health or medical staff and

law enforcement unit personnel); a person serving on the School Board; a person or company with

whom the school has contracted as its agent to provide a service instead ofusing its own employees or

officials (such as attorney, auditor, medical consultant, or therapist); or a parent or student serving on

an official committee, such as a disciplinary or grievance committee, or assisting another school

official in performing his or her tasks.

A school official has a legitimate educational interest if the official needs to review an education

record in order to fulfill his or her professional responsibility.

Upon request, the school discloses educational records without consent to officials of another school

district in which a student seeks or intends to enroll.

( 4) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the

MVCTC district to comply with the requirements ofFERP A. The name and address of the office that

administers FERPA is:

Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue, SW

Washington, DC 20202-5920

NOTIFICATION OF RIGHTS UNDER THE PROTECTION OF PUPIL RIGHTS AMENDMENT 

(PPRA) 

PPRA affords parents certain rights regarding our conduct of surveys, collection and use of information for 

marketing purposes, and certain physical exams. These include the right to: 

• Consent before students are required to submit to a survey that concerns one or more of the following

protected areas ("protected information survey") if the survey is funded in whole or in part by a program of
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the U.S. Department of Education (ED)-
1. Political affiliations or beliefs of the student or the student's parent;
2. Mental or psychological problems of the student or the student's family;
3. Sex behavior or attitudes;
4. Illegal, anti-social, self-incriminating, or demeaning behavior;
5. Critical appraisals of others with whom respondents have close family relationships;
6. Legally recognized privileged relationships, such as with lawyers, doctors, or ministers;
7. Religious practices, affiliations, or beliefs of the student or parents; or
8. Income, other than as required by law to determine program eligibility.

• Receive notice and an opportunity to opt a student out of -

I. Any other protected information survey, regardless of funding;
2. Any non-emergency, invasive physical exam or screening required as a condition of attendance,

administered by the school or its agent, and not necessary to protect the immediate health and safety of
a student, except for hearing, vision, or scoliosis screenings, or any physical exam or screening
permitted or required under State law; and

, Activities involving collection, disclosure, or use of personal information obtained from students for 
marketing or to sell or otherwise distribute the information to others. 

• Inspect, upon request and before administration or use -

1. Protected information surveys of students;
2. Instruments used to collect personal information from students for any of the above marketing, sales,

or other distribution purposes, and
3. Instructional material used as part of the educational curriculum.

These rights transfer from the parents to a student who is 18 years old or an emancipated minor under State 
law. 
MVCTC will develop and adopt policies, in consultation with parents, regarding these rights, as well as 
arrangements to protect student privacy in the administration of protected information surveys and the 
collection, disclosure, or use of personal information for marketing, sales, or other distribution purposes. 

MVCTC will directly notify parents of these policies at least annuaUy at the start of each school year and after 
any substantive changes. 

MVCTC will also directly notify, such as through U.S. Mail or email,parents of students who are scheduled to 
participate in the specific activities or surveys noted below and will provide an opportunity for the parent to opt 

his or her child out of participation of the specific activity or survey. MVCTC will make this notification to 
parents at the beginning of the school year if the district has identified the specific or approximate dates of the 
activities or surveys at that time. For surveys and activities scheduled after the school year starts, parents will 
be provided reasonable notification of the planned activities and surveys listed below and be provided an 
opportunity to opt their child out of such activities and surveys. Parents wiU also be provided an opportunity to 
review any pertinent surveys. Following is a list of the specific activities and surveys covered under this 
requirement: 
• Collection, disclosure, or use of personal information for marketing, sales, or other distribution.
• Administration of any protected information survey not funded in whole or in part by ED.
• Any non-emergency, invasive physical examination or screening as described above.
Students who believe their rights have been violated may file a complaint with:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-5920
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CARPENTRY 

Course Name Course Description 

Heartsaver First This is a classroom, video-based, instructor-led course that teaches students critical skills needed to respond to and ! 
Aid/CPR/ AED manage a first aid. choking, or sudden cardiac arrest emergency in the first few minutes until emergency medical 

services (EMS) arrives. Students learn skills such as b,ow to treat bleeding, sprains, broken bones, shock and other 
first aid emergencies. This course also teaches adult CPR and AED use. First Aid courses are designed to meet OSHA 
requirements. 

OSHA30 This 30-hour course is a more comprehensive in-depth look Into the construction safety standards. The curriculum 
outline for this course is provided and approved by OSHA. Students that successfully complete this course will be 
issued an OSHA 30 card. 

Core (N CCER) The NCCER Core Curriculum is a prerequisite to all other Level 1 craft curriculum. Its modules cover topics such as
Basic Safety, Communication Skills and Introduction to Construction Drawings. Completing this curriculum gives the 
trainee the basic skills needed to continue education in any NCC ER craft area. 

Carpentry I (NCCER) Level I consists of 180 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key content: Building Materials; Fasteners and Adhesives; Hand and Power Tools; Reading 
Plans and Elevations; Wall, Ceiling and Roof Framing; Basic Stair Layout 

Carpentry II (NCCER) Level ll consists of 216 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key Content: Commercial Drawings; Roofing Applications; Exterior Finishing; Drywall 
Installation and Finishing; Doors and Door Hardware; Suspended Ceilings; Window - Door - Floor and Ceiling Trim. 

Carpentry III (NCCER) Level III consists of 216 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key Content: Rigging Equipment; Rigging Practices; Properties of Concrete; Reinforcing 
Concrete; Handling and Placing Concrete; Foundations and Slab-On-Grade; Vertical Formwork; Horizontal Formwork. 

Carpentry N (NCCER) Level N consists of 216 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key content: Site Layout One - Distance Measurement and Leveling; Site Layout Two · 
Angular Measurement; Advanced Roof Systems; Advanced Wall Systems; Advanced Stair Systems; Introduction to 
Light Equipment; Welding; Commercial Finish Work; Site Preparation. 

For more Information, go to mvctc.com/ae or call 937-854-6297 
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CENTRAL SERVICE/STERILE PROCESSING TECHNICIAN 

Course Name Course Description 

Central Service/Sterile Course preparation includes Human Anatomy, Microbiology, Decontamination, Sterilization, Inventory Control, and 
Processing Technician Instrumentation Processing. 

Central Service/Sterile Includes 530 hours of clinical externship working one-on-one with a hospital preceptor for on-the-job training. Upon 
Processing Technician completion students should be able to demonstrate proper procedures for decontamination, preparation and 
Clinical Experience packaging of instrumentation, sterilization, storage, and distribution. 

For more information, go to mvctc.com/ae or call 937�854-6297 
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DENTAL ASSISTING 

Course Name Course Description 

DA 101 - Introduction to History of dentistry in its earliest stages and the men and women responsible for the profession today as well as the 
Dentistry dental team, and its function. This course will include the profession, the law, dental ethics and occupational health 

and safety and the dental assistant's' responsibility in the practice. 

DA 102 - Sciences in Development of the face, neck and oral structures and developmental disturbances related to these structures, 
Dentistry knowledge of the teeth and associated structures, tooth eruption and understanding the anatomy of these structures. 

DA - 103 Preventive Overview of dental caries, periodontal disease, preventive dentistry, nutrition, oral pathology, microbiology, disease 
Practices in Dentistry transmission, principles of dls!nfectlon, Instrument processing, regulatory agencies, waste management and dental 

unit water lines. Includes CDC and OSHA standards regarding disease transmission, chemical and waste management, 
dental unit waterlines and ergonomics. 

DA 104 - Comprehensive The maintenance and management of the patient record and its components and become acquainted with the 
Dentistry I examination and diagnostic techniques for patient assessment. Gain the knowledge and skills needed to perform all 

entry level activities and knowledge of dental instruments utilized in the clinical setting. 

DA - 204 Comprehensive This course will give the students an opportunity to understand restorative and esthetic dentistry, along with the 
Dentistry II assistant's role in providing care. Students will be expected to fully participate in lab procedures. 

DA 205 - Dental Radiology Importance of dental radiographs and the skills needed to perform all entry level activities related to radiography, 
radiographic equipment and. radiologic safety including processing of radiographs. 

DA 206 - Dental Specialties I Various sp·ectalties in dentistry will be discussed Including oral and maxiofacial surgery, periodontics, endodontlcs, 
orthodontics and pediatric dentistry. Also includes surgical preparation and procedures. 

DA 207 - Clinical Extemship Students complete 150 hours of clinical extemship in a Dentist's office working one-on-one with a preceptor for 
hands on Dental Assisting training. 

I 

DA 301 - Business Introduction to communication in the dental office, including verbal, nonverbal, and written forms of communication. 
Administration This course will also prepare students for employment, including locating opportunities, preparing their resume, and 

marketing their skills. 

I 

DA302 - CODA Prepares students to take all three components of the Ohio Dental Assisting Certification Exam. This course will also 
Comprehensive Review include infection control, radiation health and safety and general chair-side assisting. 

DA 306 - Dental Specialties II Continuation of topics covered In Dental Specialties I. 

DA 307 - Clinical Externship Students complete 150 hours of clinical externship In a Dentist's office working one-on-one with a preceptor for 
hands on Dental Assisting training. 

For more information, go to mvctc.com/ae or call 937-854-6297 
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ELECTRICIAN 

Course Name Course Description 

Heartsaver First This is a classroom, video-based, Instructor-led course that teaches students critical sldlls needed to respond to and 
Aid/ CPR/ AED manage a first aid, choking, or sudden cardiac arrest emergency in the first few minutes until emergency medical 

services (EMS) arrives. Students learn skills such as how to treat bleeding, sprains, broken bones, shock and other 
first aid emergencies. This course also teaches adult CPR and AED use. First Aid courses are designed to meet OSHA 
requirements. 

OSHA30 This 30-hour course ls a more comprehensive in-depth look into the construction safety standards. The curriculum 
outline for this course is provided and approved by OSHA. Students that successfully complete this course will be 
issued an OSHA 30 card. 

Core (NCCER) The NCCER Core Curriculum is a prerequisite to all other Level 1 craft curriculum. Its modules cover topics such as 
Basic Safety, Communication Skills and Introduction to Construction Drawings. Completing this curriculum gives the 

, 
trainee the basic skills needed to continue education in any NCCER craft area. 

I 

Electrical I Level I consists of144 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key Content: Orientation to the Electrical trade; Electrical Safety; Basic Electrical 
Construction Drawings; Test Equipment; Introduction to the National Electrical Code; Grounding and Bonding; 
Introduction to Conduit Bending; Conductors and Cable; Lighting; Circuit Breakers and Fuses. 

Electrical II Level II consists of 144 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key Content: Introduction to Electrical Circuits; Electrical Theory; Alternating Current; 
Devices; Pull and Junction Boxes; Raceways and Fittings; Cable Tray; Residential Electric Services; Motors Theory; 
Application; Control Systems and Fundamental Concepts. 

Electrical Ill Level III consists of 144 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key Content: Load Calculations• Branch and Feeder Circuits; Conductor Selection and 

I
Calculations; Practical Applications of Lighting; Hazardous Locations; Overcurrent Protection; Distribution 
Equipment; Transformers; Commercial Electrical Services; Motor Calculations; Voice, Data, and Video; Motor Contro!s1 

, Industrial Wiring Learn the standards for layout and construction of electrical circuits for industrial buildings. Includes information on 
signaling systems, industrial blueprint reading, and the use of special industrial equipment to address common 
industrial conditions. Additional topics include substation feeder bus systems, trolley busways, motors and air 
conditioning, and lightning protection. 

Motor Control I Learn the fundamentals of machine control wiring. Topics include control transformers, fuses, disconnects, push 
buttons, pilot lights, selector switches, relays, timers, motor starters, reversing motor starters, limit switches, and 
solenoids. Also learn proper wiring, how to read ladder diagrams, and troubleshooting. 

Motor Control U A continuation of Motor Control I with more complicated control diagrams. Topics include multi-speed starters, 
timers, counters, temperature controls, control panel design basics, drawing ladder diagrams from operations 
descriptions. 

I 

Programmable Controls I Explains basic programmable controls (PLC) in a hands-on way using Allen Bradley 100. Includes: wiring; 
programming; writing programs from ladder diagrams; troubleshooting; and program entering. 

Programmable Controls II More complicated control diagrams. Covers: multi-speed starters; timers; counters; temperature controls; control 
panel design basics; drawing ladder diagrams from operations descriptions. 

Programmable Controls lII This course will introduce students to fast responding input modules and devices, Analog Input/ Output Modules, 
Analog Input/Output Devices, Process Control Signals, PID instructions, hands on wiring and troubleshooting of 
Analog modules and devices. 

For more Information, go to mvctc.com/ae or call 937-854-6297 
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HEAVY EQUIPMENT OPERATIONS 

Course Name Course Description 

Heartsaver First This is a classroom, video-based, Instructor-led course that teaches students critical skills needed to respond to and 
Aid/CPR/ AED manage a first aid, choking, or sudden cardiac arrest emergency in the first few minutes until emergency medical 

services (EMS) arrives. Students learn skills such as how to treat bleeding. sprains, broken bones, shock and other 
first aid emergencies. This course also teaches adult CPR and AED use. First Aid courses are designed to meet OSHA 
requirements. 

OSHA30 This 30-hour course is a more comprehensive In-depth look into the construction safety standards. The curriculum 
outline for this course is provided and approved by OSHA. Students that successfully complete thls course will be 
issued an OSHA 30 card. 

Core (NCCER) The NCCER Core Curriculum is a prerequisite to all other Level 1 craft curricu!UJTL Its modules cover topics such as 
Baste Safety, Communication Skills and Introduction to Construction Drawings. Completing this curriculum gives the 
trainee the basic skills needed to continue education in any NCCER craft area. 

NCCER Certified Training- Level I consists of 144 class hours. Designed by the National Center for Construction Education and Research. 
HEO Levell Includes lab and lecture. Key Content: Explain the Basic Terminology; Types and Uses of Equipment; Explain the 

, Responsib1litles and Characteristics of a Good Operator; Explain the Importance of Heavy Equipment Safety.

NCCER Certified Training - Level II consists of 180 class hours. Designed by the National Center for Construction Education and Research. 
HEO Level II Includes lab and lecture. Key Content: Earthmoving Processes; Advanced Grades; Read Civil Blueprints. 

NCCER Certified Training - Level III consists of 216 class hours, Designed by the National Center for Construction Education and Research. 
HEO Level III Includes lab and lecture. Key Content: Finishing and Grading Various Soll Types; Crew Leader Skills. 

NCCER Certlfled Training - Level IV consists of 120 class hours. Designed by the National Center for Construction Education and Research. 
Highway /Heavy Includes lab and lecture. Key Content: Identify and Explain Earthmoving and Action Operations; Describe the 
Construction Level rv Processing of Aggregates; Explain the Operation of a Concrete Plant; Explain the Operation of a Hot Mix Asphalt Plant; 

Describe Hot Mix Asphalt Paving Operations, Including Grade Control, Raking and Compaction. 

For more Information, go to mvctc.com/ae or call 937-854-6297 

33



HEATING VENTILATION, AIR CONDITIONING and REFRIGERATION (HVAC-R) 

Course Name Course Description 

Heartsaver First This is a classroom, video-based, instructor-led course that teaches students critical skills needed to respond to and 
Aid/CPR/ AED manage a first aid, choking, or sudden cardiac arrest emergency In the first few minutes until emergency medical 

services (EMS) arrives. Students learn skills such as how to treat bleeding, sprains, broken bones, shock and other 
first aid emergencies. This course also teaches adult CPR and AED use. First Aid courses are designed to meet OSHA 
requirements. 

OSHA30 This 30-hour course is a more comprehensive in-depth look into the construction safety standards. The curriculum 
outline for this course is provided and approved by OSHA. Students that successfully complete this course will be 
issued an OSHA 30 card. 

Core (NCCER) The NCCER Core Curriculum is a prerequisite to all other Level 1 craft curriculum Its modules cover topics such as 
' Basic Safety, Communication Skills and Introduction to Construction Drawings. Completing this curriculum gives the 

trainee the basic skills needed to continue education in any NCCER craft area. 

HVAC-R Level I Level I consists of 180 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key content: Introduction to HVAC-R; Trade Mathematics; Copper and Plastic Piping 
Practices; Soldering and Brazing; Ferrous Metal Piping Practices; Basic Electricity; Introduction to Cooling; 
Introduction to Heating and Air Distribution Systems. 

HVAC-R Level II Level II consists of 216 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key content Commercial Afrside Systems; Chimneys, Vents, and Flues; Introduction to 
Hydronic Systems; Air Quality Equipment; Leak Detection; Evacuation, Recovery, and Charging; Alternating Current; 
Basic Electronics; Introduction to Control Circuit Troubleshooting; Troubleshooting Gas Heating; Troubleshooting 
Cooling; Heat Pumps; Basic Installation and Maintenance Practices; Sheet Metal Duct Systems; Fiberglass and Flexible 
Duct Systems. 

HVAC-R Level III Level JU consists of 216 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key content: Fasteners; Hardware and Wiring Terminations; Control Circuit and Motor 
Troubleshooting; Troubleshooting Cooling; Troubleshooting Heat Pumps; Troubleshooting Gas Heating; 
Troubleshooting Oil Heating; Troubleshooting Accessories; Zoning, Ductless, and Variable Refrigerant Flow Systems; 
Commercial Hydronlc Systems; Steam Systems; Retail Refrigeration Systems; Customer Relations. 

HVAC-R Level IV Level IV consists of 216 class hours. Designed by the National Center for Construction Education and Research. 
Includes lab and lecture. Key content: Water Treatment; Indoor Air Quality; Energy Conservation Equipment; 
Building Management Systems; System Air Balancing; Construction Drawings and Specifications; Heating and Cooling 
System Design; Commercial and Industrial Refrigeration Systems; Alternative and Specialized Heating and Cooling 
Systems; Fundamentals of Crew Leadership. 

I 

For more information, go to mvctc.com/ae or call 937-854-6297 
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MEDICAL ASSISTING TECHNOLOGY 

Course Name Course Description 

MA 101 Anatomy and Learn to Identify medical terminology, describe the normal structure and function of selected body systems and 
Physiology I explain how the major disease processes deviate from the normal body structure. 

MA 102 Communication The student will receive basic information to enhance communication skills. 

MA 103 Math Obtain basic review of math skills and information that is required to provide safe, effective health care to clients. 

MA 104 Office Procedures I Presents an overview of today's healthcare system and the various careers found in the system. Provides fundamental 
information for duties performed in a medical office and their ethical and legal considerations. 

MA 105 Computers I Provides information pertinent to operating a computer efficiently and to develop correct keyboarding skills 
concentrating on accuracy of input. 

MA 106 Skills I Develop skills commonly performed in the clinical area of a healthcare office. 

MA 107 Pharmacology I Provides fundamental knowledge of basic pharmacology. 

MA 201 Anatomy and Learn to identify medical terminology, describe the normal structure and function of selected body systems and 
Physiology II explain how the major disease processes deviate from the normal body structure. 

MA 202 Ethics Provides basic knowledge with regards to medical terminology used in the healthcare field in relationship to ethics. 

MA 203 Growth and Provides fundamental knowledge of human growth and development utilizing the seven major life stages. 
Development 

MA 204 Office Procedures II This course serves as a continuation of the courses taught in term one with an emphasis on Office Procedures I. 

MA 205 Computers II Understanding the use of electronic medical records and the advancement of technology in the medical office. 

MA 206 Skills II Develop skills commonly performed in the clinical area of a healthcare office. Develop an awareness of the healthcare 
worker's responsibility with regards to providing a safe environment for themselves, co-workers and patients. 

MA 207 Pharmacology II Introduction to administering medications in a legal and ethical manner. 

MA 208 Nutrition Provides fundamental knowledge of nutrition. The information serves as a foundation for the addition of more 
complex materials essential to providing safe care In the healthcare setting. 

MA 209 Observations Observation experiences in five medical facilities for a total of 30 hours. 

MA 301 Capstone Understanding how to become productive healthcare employees focusing on finance and management. 

For more information, go to mvctc.com/aa or call 937-854-6297 
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EYE CARE-OPHTHALMIC ASSISTANT 

Course Name Course Description 

OT 102 - Professional Skills Covers study skills and utilization of course resources to assist the student In successful completion of the program. In
addition, this course will include CPR certification, Communication, Professionalism, Ethics and HIPAA regulation. 

OT 103 - Basic Ocular This course covers anatomy, physiology and terminology related to the eye and general anatomical systems.
Anatomy. Physiology and 
Terminology 

OT 104 - Basic Ophthalmic This course involves study of and practical experience In patient pretesting as well as the specialized testing 
Testing procedures. The history of optometry/ ophthalmology, relationships between optometry, ophthalmology and

opticianry and various paraprofessional careers in vision care. 

OT 105 - Ophthalmic Optics This course covers the properties of light and the function of a lens in vision correction. Included is a review of the 
basic math needed in vision care and the physiologic aspects of vision. Includes spherical, cylindrical and prism lenses
using a Lensometer in the lab portion of the class. 

OT 106 - Advanced Optics This course covers the physiological optics and the uses, structure and function oflenses in the correction of 
refractive error. This course continues the study of the neutralization and verification of spectacle lens powers, to
include spherical, cylindrical and prism lenses using a Lensometer in the lab portion of the class. 

OT 203 a Ocular Bull on Baste Oc\llar .Anatomy and � iysiology as well . covers amtmcm L'.lcul.i,r p:a.tohology wlth emphasis on 
Dlsord!er.s/Pathophysi.ology r.1:borde.rs .and disea.res llfthe ey lids, lacrimal sy�m, orbit and e,::tnmcular muscles, ccnj1unctiva, episl;'le:(a, .i.cJera;
.and Ocula_r Pnann:acology I tear film I yer; cornea, uveal ct. 1111terlor segmen.t. and ayst.allln!! l • Co�rs the different classes of opbthalmh:

I 
medications and their use in diagnostics and treatment of eye disorders. 

OT 204 • Intermediate Provides experience and knowledge in areas of special vision care and procedures. Includes hands-on lab experience
Ophthalmic Testing of procedures learned in lecture. 

OT 205 • Basic Contact Lens Covers the basics of soft and hard contact lenses and the various parameters which make up a contact lens
Dispensing prescription. Includes problems associated with contact lens wear. 

OT 206 - Optical Dispensing Covers introduction/basic ocular dispensing of spectacles. Continues use of the Lensometer in lab. 

OT 208 - Clinical Rotation Students will go out and observe and gradually begin practice of optometric and ophthalmic procedures in order for 
1 them to see how what they are learning is put to use in the workplace. 

' 

OT 301- Office Management This course ts based on performing business office procedures and will include managing t elephones, managing
Procedures appointments, maintaining patient records, performing financial transactions, completion of third-party 

reimbursement fonns, maintaining office and clinic inventory, managing a recall system, and operating business
equipment. 

I Continues the specialized testing from intermediate ophthalmic testing. There will be a continuation of refractometry 

1 

OT 304 • Advanced 
Ophthalmic Testing practical and theory with emphasis on the "unhappy glasses patient" Also Includes more advanced testing. 

OT 305 - Advanced Contact Covers the advanced parameters of soft and hard contact lenses and the contact lens prescription. Includes problems
Lens Dispensing associated with contact lens wear. 

OT 306 - Advanced Optical Covers advanced Ocular Dispensing of Spectacles, including methods of measurement and adjustment of eyewear as
Dispensing well as problem solving. Also covers insertion and removal of lenses as well as frame repairs. 

OT 307 • Ocular Covers common ocular pathology with emphasis on disorders and diseases of the anterior chamber angle, vitreous,
Disorder /Pathophysiology retina, optic nerve and visual pathway. Includes systemic disorders and diseases affecting the eye. Covers surgical 
and Ocular Pharmacology II procedures and the different classes of ophthalmic medications and their use in diagnostics and treatment of eye 

disorders. 

OT 308 - Clinical Rotation Further allows students to go out and observe and continue practice of optometric and ophthalmic practices in order
for them to put to use what they are learning. 

OT 401- Senior Seminar Students meet for a total of 26 hours in the classroom setting to discuss what they are learning in the clinical setting. 
' 

For more Information, go to mvctc.com/ae or call 937-854-6297 
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Instructors will also complete content review in preparation for the CPOT exam. 

OT 408 - Clinical Rotation Students participate in 32 hours per week for ten weeks of assigned clinical experience in an ophthalmic clinic setting 

, 
The student is expected to achieve specific educational objectives determined for this experience. 

For more information, go to mvctc.com/ae or call 937-854-6297 
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PRACTICAL NURSING 

Course Name Course Description 

NUR 100 - Introduction to Discusses the history of nursing, the nursing profession, nursing organizations, career opportunities, stress & coping, 
Nursing safety, professionalism, communication, accountability, and responsibility. 

ESS 101- Program Essentials Prepares the studentfor the challenges of the nursing program including orientation, study skills, test taking 
for Success strategies, team building, mini Power Path, CPR, Computer skills training. 

NAT 10 2 - Nurse Aide See Nurse Aide Training Program Description on page P69. 
' Training Program 1. 

·!CT 103 - Healthcare Prmrtdes an overvle:w af t;Qmilno ogy; natomy, ph-y3lalogy. and dis� JH"0resses focuslvg on b .· 11= word structure, 
1'mn' nolo,gy/rntrocluction to pr-etlx and sttffixeS'. Also, descr

t

b,e:s tlie organhatimial structure of the human body lm:h1d . g cells, s es, gl nds, 
Body Structure & Function membranes and organs and the introductory study of the nervous, cardiovascular, respiratory, digestive, urinary, and 

endocrine systems. 

MAT 104 - Healthcare Identifies the metric, apothecary and household units of measurement utilized in drug dosage calculation including 
Math/Dosage Calculation equivalenctes to convert between units of measurement Students will calculate IV drip in ml/hr and gtt/min, convert 

traditional and 24 hour time, and convert Centigrade (Celsius) and Fahrenheit temperature readings. 

N UR 201 - Body Structure & Includes the organization and function of the human body including anatomy, physiology, chemistry, biology, 
Function microbiology, and related terminology. 

NUR 202 - Fundamentals of Combines concurrent theory, lab simulation, and clinical care delivery to provide basic knowledge and skills needed i 
Practical Nursing to meet client health needs. Emphasis is placed on basic human needs, safety factors, and caring for clients. 

NUR 203 - Drug Therapy Prepares the student to safely and accurately administer medications including calculation of dosages, 
pharmacokinetics, pharmacodynamics, and administration routes and techniques. Includes lab simulation of 
medication administration. I 

'' 
NUR 2 04 - IV Therapy Provides nursing considerations in IV Therapy to safely meet the needs of their clients in regard to IV Therapy. 

Consistent with Ohio law (Chapter 4723 Ohio Revised Code) and derived Board of Nursing rules (Chapter 4 723-17 
Ohio Administrative Code, Role of Licensed Practical Nurses in Intravenous Therapy). 

NUR 300 -Adult Nursing I Covers diagnostic testing, pharmacological therapy, nutrition, and diet therapy for disorders related to Diabetes, and 
the Integumentary, Cardiac, Renal, Respiratory, and Endocrine systems. Includes lab simulation, and related clinical 
experiences. The interdependent nature of the nursing process is emphasized throughout the course. 

NUR 301 • Adult Nursing II Covers diagnostic testing, pharmacological therapy, nutrition, and diet therapy related to Pain, Surgery, Cancer, Death 
and Dying, Immune system, Nervous System, and Eye and Ear disorders. Includes lab simulation, and related clinical 
experiences. The Interdependent nature of the nursing process is emphasized throughout the course. 

NUR 302 • Adult Nursing II 1 Covers diagnostic testing, pharmacological therapy, nutrition, and diet therapy related to the GI tract, orthopedic, and
(Cont.) psychological disorders. Includes lab simulation, and related clinical experiences. The interdependent nature of the 

I nursing process is emphasized throughout the course. 
l 

NUR 303 - Maternal Provides concurrent theory and clinical experiences related to the adaptationaI needs of the mother, the neonate and 
Newborn the family unit. Includes 7 hours in a clinical setting. 

INUR 304 - Growth and This course is a study of the individual's and the family's adaptation throughout all stages of the life continuum 
Development focusing on each level of development, with progression from birth to death including biopsychosocial, spiritual, and 

cultural needs. 

NUR 305 - Child & This course provides concurrent theory and clirucal experiences related to the adaptational needs of the Infant, child, 
Adolescent and their family unit. The primary focus is the application of scientific principles and the nursing process to promote, 

maintain or restore health during childhood. The role of the practical nurse Is also emphasized. Includes 14 hours in 
a clinical setting. 

NUR 306 - Ethics Explores the role of the licensed practical nurse and the opportunities for continuous personal and professional 
growth within the profession, Current trends in nursing education and practice are discussed to define the essential 

For more Information, go to mvctc.com/ae or call 937-854-6297 
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attributes of nursing practice. 
-

NUR 307 - Capstone Content; A Comprehensive Content review to prepare students to take their comprehensive predictor exam and post graduate 
Review licensure NCLEX exam. The course uses an online classroom lead by an ATI Capstone Nurse Educator and facilitated 

by an MVCTC faculty member. As determined by weekly assessments, the course provides each student with an 
individualized remediation plan based on identified needs. 

For more infonnation, go to mvctc.com/ae or call 937-854-6297 
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PRECISION MACHINING 

Course Name 

Blueprint Reading & Math I 

Course Description 

Learn to read basic blueprints. Topics include: interpreting drawing; sketching; inclined surfaces; circular features; 
scale; symbols; sections; views; chamfers; and one and two-view drawings. Math work includes calculating fractions; 
decimals; whole numbers; and how to apply these to practical problems. 

Blueprint Reading & Math II Improve blueprint reading skills by learning to compute and apply tolerances, allowances, and Inch and metric fits. 

I 
Blueprint Reading & Math III

Topics include: thread fasteners; revolved and removed sections; development drawings; auxiliary views; view 
arrangement; piping; bearings; castings; steel specifications; and aligning parts and holes. Math calculations include 

1 powers; square roots and working with shop formulas. Students also study and solve problems relating to geometric 
shapes. 

Solve difficult blueprints and learn about pin fasteners, broken out and practical sections, chain dimensions, assembly 
drawings, structural steel shapes, cams, gears, and ratchet wheels. Students also study modern engineering tolerances 
which involve solving ratio, direct, and inverse problems. Students also calculate 90 degree triangles as well as 
oblique triangles. Calculator interpolations are also taught. 

Introduction to CNC 'J'his cour.s@ rs d gned to provide 1:he basic knnwledge andskms req\Ji[led l'!u c;reate CNC pro,gram tbatwl11 Gonvert 
Macl1inlng nd. Ptug.ramming I stock material 1.nto a .finished product:. Th!! student will be l;lipable of ddin ng tho list of re qufred. processes, their 

'' logical/optimum sequence, create the complete CNC part program, install the appropriate tools correctly, establish 
the program zero point, and perform corresponding tool offsets. The course emphasis is structured to include 
classroom instructional theory and hands-on operations. 

CNC! 

CNC II 

Machine Shop 1 

Machine Shop 11 

' Machine Shop III 

Robotics and Advanced 
Manufacturing 

Class combines lecture with individual project work. Software used is the latest version of Feature Mill that calculates 
speeds and feeds, generates an NC program for a CNC machine, provides 2D & 3D animated color toolpath 
verification, and creates and prints detailed manufacturing process plans with detailed tool lists and NC codes. 

For the student who is familiar with computer programming and machine operation, who has CNC experience, is 
comfortable In the Windows environment, and is familiar with the latest release of Feature Mill. 

Course includes 18 hours of Blueprint Reading and Math I. Learn to safely operate engine lathes, vertical mills, surface 
grinders, saws, and drill presses. 

Course includes 18 hours of Blueprint Reading and Math II. Students manufacture projects requiring close tolerances, 
make precision layouts, perform lab tasks such as set up sine bars and plate, Indicate in four jaw chucks, weld band 
saw blades, and grind drills. An essential part of this course Is introduction to CNC machining and programming and 
CNC I. The CNC class combines lecture with individual project work. Software used is the latest version of Feature Mill 
which calculates speeds and feeds, generates an NC program for a CNC machine, providing 2D animated color tool 
path verification and detailed manufacturing process plans with tool lists and NC codes. 

Course includes 18 hours ofBlueprint Reading and Math III. Students are required to manufacture projects of very 
close tolerance ( + /-.0002). Calculate and set up an index head, calculate and turn a taper using taper attachment and 
tail stock offset mode, study CNC mill operations, and write a program utillzlng Fanuc computer software. Also 
included in this course Is CNC II. Students must be familiar with computer programming and machine operation, have 
CNC experience, be familiar with the Windows environment and the latest release of Feature Mill. 

Course includes This ls a hybrid course that includes both onllne and lab curriculum, 30 hours curriculum must be 
completed before starting hands-on training. The hands-on training will include utilizing the "Teach Pendant" to 
operate the FANUC robots. The training is done in the new state-of-the-art Robotics & Advanced Manufacturing 
Technology Collaborative (RAMTEC) lab. FANUC America Corporation provides industry-leading robotics, CNC 
systems, and factory automation. FANUC's innovative technologies and proven expertise help manufacturers in the 
Americas maximize efficiency, reliability and profitability. Through a unique partnership with FANUC, RAMTEC offers 
both CNC certification and robotics certification. Students will also learn basic operations and programming as well as 
troubleshooting and maintenance. 

For more Information, go to mvctc.com/ae or call 937-854-6297 

40



VETERINARY ASSISTANT 

Course Name Course Description 
I 

Animal Anatomy and This course includes a survey of major body systems, structures, and functions; species comparisons; common 
Physiology pathologies of small animals. Students also learn medical terminology. 

Animal Behavior and Learn to safely restrain and handle dogs and cats. Understand their normal behavior and behavior problems. 
Handling 

Clinical Pathology , Learn to perform routine veterinary office tests such as basic blood counts, urinalysis, fecal parasite identification, 
and ELISA test and the safe handling of samples. Prerequisite: Laboratory Skills for the Veterinary Assistant 

Infection Control Learn the basic principles of disease transmission and control, sanitation, types of pathogens, selection of 
disinfectants, common infectious diseases of cats and dogs, vaccination and immunity, and zoonosis and prevention. 

Laboratory Skills for Students will learn the role of the Veterinary Assistant In supporting the Veterinarian regarding the many aspects of 
Veterinary Assistant laboratory diagnosis and testing. Topics include: preparing samples for shipment to referral labs, receiving telephone 

reports, and lab terminology, 

Nutrition of Cats and Dogs i This course includes learning about the basic nutrition of cats and dogs, types of nutrients needed for good health,
, interpreting labels, computing nutritional needs, evaluating diets, feeding the sick animal, and special dietary needs. 

Pocket Pets and Exotics Students will learn the proper care and feeding of small mammals. Gender determination, medical problems, 
Husbandry behavior, restraint and handling, and breeding of rodents and rabbits will be emphasized. 

Veterinary Nursing Topics include: convalescent pet care, administering medication, monitoring IV drips, assist in applying and caring for 
splints and bandages, aseptic techniques, using autoclaves, monitoring anesthesia and recovery, determining vital 
signs, feeding sick pets, and using and caring for instruments and equipment. 

Veterinary Receptionist and Learn cat and dog breeds, record keeping, the legal aspects of veterinary practice, client education, OSHA regulations, 
Office Procedures making appointments, and pharmacy procedures. 

For more information, go to mvctc.com/ae or call 937-854-6297 
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Program Title: 

Carpentry 

Program Curriculum Design 

TOTAL HOURS 

900 

TOPI( .... ·· THEORY LAB 

CPR/First Aid/ AED 2 2.5 

OSHA 31.5 

NCCERCORE 40 14 

Orientation to the Trade 3.5 

**Building Materials, Fasteners, and Adhesives 4 4.5 

Hand and Power Tools 5 s 

Reading Plans and Elevations 15 . 0 

** Floor Systems 12 15 

**Wall and Ceiling Framing 5 15 

**Roof Framing 15 25 

**Introduction to Concrete, Reinforcing Materials, and 
Forms 3 3 

**Windows and Exterior Doors 4, 

Basic Stair Layout 4 9 

Commercial Drawings 9 16 

**Roofing Applications 12 17 

**Thermal and Moisture Protection 5 5 

**Exterior Finishing 10 20 

i Cold-Formed Steel Framing 5 10 

**Drywall Installation 5 10 

Drywall Finishing 5 

Doors and Door Hardware 9 tl 

For more Information, go to mvctc.com/ae or call 937-854-6297 

·CLINICAL OTHER

I 
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Suspended Ceilings s 10 

. Window, Door, Floor, and Ceiling Trim 15 15 

, Cabinet Installation 4 10 

Cabinet Fabrication 5 6, 

Rigging Equipment s 5 
I 

Rigging Practices 8 a 

Properties of Concrete 4 ·6

"'*Reinforcing Concrete s 10 

Handling and Placing Concrete 10 12 

Trenching and Excavating 4 6 

Foundations and Slab-On-Grade 8 12 

Vertical Formwork 14 15 

1 
Horizontal Formwork 10 10 

Tilt-Up Wall Panels 0 10 

Site Layout One - Distance Measurement and Leveling 10 12 

Layout Two - Angular Measurement 12. 18 

"'*Advanced Roof Systems 10 15 

**Advanced Wall Systems 10 15 

Advanced Stair Systems 0 15 

Introduction to Light Equipment 5 5 

, Welding 10 10 

Commercial F inish Work 2 3, 

**Site Preparation 3 4 

' 

Introductory Skills for the Crew Leader 16 

**Lab Related Special Projects 60 

TQi'Al .· 3,9 501 · .. 0 0 

** Includes Green Technology 

For more information, go to mvctc.com/ae or call 937-854-6297 
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CURRICULUM OUTLINE 

MVCTC CENTRAL SERVICE/STERILE PROCESSING 

Central Service/Sterile 

Processing 65 530 

For more information, go to mvctc.com/ae or call 937-854-6297 
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DENTAL ASSISTING 
CURRICULUM OUTLINE 

itoui�e; �;; !ill Term 1 Theory 

DA102A Dental Health Sciences 55 

DA103A Preventive Practices in Dentistry 20 

D 104A Comprehensive Dentistry 
51 

SUBTOTAL 

'furm2 Theory 

DA201A Business Administration 4 

DA202A Comprehensive Review (CODA) I • 

DA205A DentaJ Radiology 20 

DA207A Clinical Externship 

SUBTOTAL 

G 
··• ··•· 

Effective August 2019 

Lab Clinical 

LO 

16 

51 

Lab Clinical 

8 

57 

40 

n 

.. 

For more information, go to mvctc.com/ae or call 937-854-6297 

Total 
Hours 

65 

36 

103 

204 

Total 

!2

72 

60 

272 

416 

620 
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Program Curriculum Design 

Program Title: 

Electrical 

CPR/First Aid/ AED 2 2.5 

OSHA 31.S

NCCER CORE 40 14 

Orientation to the Electrical Trade 4,.5 

Electrical Safety 10 15 

Introduction to Electrical Circuits 5 10 

Electrical Theory 5 10 

Introduction to the National Electrical Code® 4.5 4.5 

Device Boxes 4 6 

Hand Bending 4.5 12 

Raceways and Fittings 10 10 

Conductors and Cables 5 5 

Basic Electrical Construction Drawings 4 6 

Residential Electrical Services 6 9 

Electrical Test Equipment 5 10 

Alternating Current 9 9 

Motors: Theory and Application 10 10 

Electric Lighting 6 9 

Conduit Bending 8 10 

Pull and Junction Boxes 6 7 

Conductor Installations 5 5 

Cable Tray 3 5 

Conductor Terminations and Splices 3 5 

Grounding and Bonding 7 8 

For more information, go to mvctc.com/ae or call 937-854-6297 
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TOTAL 480420
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Program Curriculum Design 

Program Title: 

Heavy Equipment Operations 

TOPIC· 'ftlEORY 
,_ ' 

Basic Safety 5 

Introduction to Construction Math 1'□ 

Introduction to Hand Tools 5 

Introduction to Power Tools 5 

Introduction to Construction Drawings 5 

Basic Rigging 5 

Orientation to the Trade 5 

Heavy Equipment Safety 10 

Identification of Heavy Equipment s 

1 Basic Operations and Techniques 15 

Tractors 5 

Grades, Part One 15 

Introduction to Earthmoving 15 

Dump Trucks 5, 

' Rollers 5 

Scrapers 5 

Loaders 5 

Forklifts 5 

Excavation Math 9 

Grades, Part Two 15 

Civil Blueprint Reading 10 

Dozers 10 

. LAB. 

- -

5 

3 

3 

8 

20 

10 

20 

s 

30 

30 

10 

20 

12 

30 

5 

15 

35 

15 

35 

-,CU�lt.Al, 

For more information, go to mvctc.com/ae or call 937-854-6297 

OTHER 
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Backhoes 10 35 

Excavators 10 35 

Motor Graders 10 20 

' Advanced Operational Techniques 9 25 I 

Finishing and Grading 12 40 

Soils 4 4 

CPR/First Aid/AED 2.5 2 

OSHA 31.5 

COL 40 120 

''i:OTAL· 303 <.$97 C 0 
I 

For more information, go to mvctc.com/ae or call 937-854-6297 
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HVAC-R Program Curriculum Design 
TOPIC THEORY LAB CLINICAL OfJ-IER .. 

CPR/First Aid/ AED 2.5 2 
OSHA 31.5 

NCCER CORE 40 14 

HVAC 1 

Introduction to HVAC 4 I
I 

Trade Mathematics 4 4 

Basic Electricity 12 20 

Introduction to Heating 15 30 

Introduction to Cooling 15 30 

Introduction to Air Distribution Systems 10 10 

Basic Copper and Plastic Piping Practices 5 15 

Soldering and Brazing 5 20 

Basic Carbon Steel Piping Practices 7 10 

I HVAC 2

I Commercial Airside Systems 5 
a 

5 

Chimneys, Vents and Flues 5 6 
Introduction to Hydronic Systems 5 5 

IAir Quality Equipment 5 6 
Leak Detection, Evacuation, Recovery, and Charging 12 20 

Alternating Current 9 15 

Heat Pumps 10 18 

Sheet Metal Duct Systems 5 18 

,IFiberglass & Fabric Duct Systems 2 5 

Basic Maintenance 9 12 

!Refrigerants & Oils 5 8 

Compressors 5 
' 

8 

Metering Devices 5 8 

HVAC3 

Fasteners, Hardware, and Wiring Terminations 3 4 I 

Control Circuit and Motor Troubleshooting 10 18 

Troubleshooting Cooling 10 18 

Troubleshooting Heat Pumps 10 18 

Troubleshooting Gas Heating 10 18 
Troubleshooting Oil Heating 10 18 

Troubleshooting Accessories 2 6 

Zoning, Ductless, and Variable Refrigerant Flow Systems 8 10 

Commercial Hydronic Systems 2 2. 

Steam Systems 2 2 I 
Retail Refrigeration System I 2 3 I 
Customer Relations 4 8 

306 414 

For more information, go to mvctc.com/ae or call 937-854-6297 
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MA101 

MA102 

MA103 

MA104 

MAlOS 

MA106 

MA107 

MA201 

MA202 

MA203 

MA204 

MA205 

MA206 

MA207 

MA208 

MVCTC Adult Education 

Medical Assisting Technology 

CURRICULUM OUTI.INE 2018-20J.2 

Anatomy and Physiology I 40 

Communication 16 

Math 18 

Office Procedures I 48 

Computer I 24 

Skills I 30 40 

Pharma co logy I 14 10 

SUBTOTAL 190 50 

Anatomy and Physiology II 40 

Ethics 14 

Growth and Development 9 

Office Procedures II 24 24 

Computer II 24 12 

Skills II 24 48 

Pharmacology II 10 2 

Nutrition '9 

For more Information, go to mvctc.com/ae or call 937-854-6297 

40 

16 

18 

48 

24 

70 

24 

240 

40 

14 

9 

48 

36 

72 

12 

9 
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SUBTOTAL 240 

MA301 Capstone 52 168 220 

SUBTOTAL 52 168 220 

"'The 100 and 200 fevel ccH.1r:SeS, must be completed and th 

the uncompensated practicum placement. 

For more Information, go to mvctc.com/ae or call 937 -854-6297 
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OA103 

OA104 

OA105 

OA106 

OA203 

OA204 

OA205 

OA206 

OA208 

Eye C re L Ogllthal'mic Assis,tant 

CURRICULUM OUTUNE 

Basic Ocular Anatomy, Physiology, and 

Terminology 48 

Basic Ophthalmic Testing 40 

Ophthalmic Optics 19 

Advanced Optics 8 

SUBTOTAL 145 

Ocular Dlsorders/Pathophyslology &

Ocular Pharmacology I 38 

Intermediate Ophthalmic Testing 40 

Basic Contact Lens Dispensing 14 

Optical Dispensing 14 

Clinical Rotation 

SUBTOTAL 106 

48 

36 76 

5 24 

6 24 

47 192 

38 

30 70 

14 28 

14 28 

76 76 

58 76 240 

r�.::•• .'
-
:-::-�-;.,:£�"ft 7i°J :: �, ��r.1.:?t��f�ifJ��!;;•-�=������ �r-)'�lrffr\-:-::!!��- ;,7:-C77 z--•u: •�-," 7 'W�i� L --��• •7.-:,•�·:-:-:1_;�:rff; �.,�\•t f ,', i" • � ,, •

=-
�• _i:•• 

t�-�· ·.· .. :1ftt�;jl�tf&:t}�f iJt:l�Jf.t\�1thit.1tl�-ti:rt},t<�:-;rt b':r/t:1
· ;,�iI��-· 1itttt1t�itttijtdJ_&r?·:��·1��·ti.1:::.

OA301 Office Management Procedures 12 12 

OA304 Advanced Ophthalmic Testing & Imaging 52 32 84 

OA306 Advanced Optical Dispensing 16 8 24 

OA307 Ocular Disorders/Pathophysiology & 

Ocular Pharmacology II 36 36 

OA30B Clinical Rotation 84 84 

SUBTOTAL 108 48 84 240 

For more Information, go to mvctc.com/ae or call 937-854-6297 
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OA408 Clink.ii Rotation 320 320 

SUBTOTAL 26 320 346 

For more Information, go to mvctc.com/a& or call 937-354-6297 
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Clilci$S 
ESS 101A 

NAT 102A 

HCT 103A 

MAT 104A 

NUR 100A 

NUR 201A 

NUR 202A 

NUR 202AC 

NUR 203A 

NUR 204A 

NUR 300B 

NUR 300AC 

NUR 304B 

NUR 301A 

NUR 301AC 

NUR 303A 

NUR 306A 

NUR 302B 

NUR 302AC 

NUR 305A 

NUR 307B 

' 

Program ,of Practical Nurse Education 
CURRICULUM OUTLINE 

Ter.m 1 (4 ·or 6 weeks) Theory Lab 
Program Essentials for Success 20.5 

Nurse Aide Traininq Proqram 30 

Healthcare 
Terminology/Introduction to 
Body Structure & Function 32.5 
Healthcare Math/Dosage 
Calculation 27 

Introduction to Nursinq 10 

SUBTOTAL 120 

Term 2 '10 we11ks} ]hec;,rv Lab 

Body Structure & Function 57 

Fundamentals of Practical 
Nursing 114 
Fundamentals of Practical 
Nursing - Clinical 

Drug Therapy 25 

SUBTOTAL 196 

Term 3 {10 weeks,) Theory· Lab. 
IV Therapy 7 

Adult Nursing I 123 

Adult Nursinq I - Clinical 

Growth and Development 48 

SUBTOTAL 178 

Term 4 fB weeks1 it1eorv J.,.ab 

Adult Nursing II 75 

Adult Nursing II - Clinical 

Maternal Newborn 56 

Nursing Ethics Issues and 
Trends 30 

SUBTOTAL 161 

Term 5 (10 weeks) Theory Lab 

Adult Nursing II 69 

Adult Nursing II - Clinical 

Child & Adolescent 46 
Capstone Content Review and 
Virtual NCLEX Review 73 

SUBTOTAL 188 

30 

30 

58 

17 

75 

7 

8 

15 

3 

7 

10 

12 

12 

GRAND TOTA,L (44 weeks) 843 135 
Effective November 2019 

Clinical 

16 

16 

Cllnu::.al 

56 

56 

Cllnlcal 
7 

112 

119 
-

Clinical 

105 

105 

CHnicai 

112 

7 

119 

422 

For more information, go to mvctc.com/ae or call 937-854-6297 

Total Hour,s 
20.5 

76 

32.5 

27 

10 

166 

TgJal 

57 

172. 

56 

42 
327 

TotaJ 

21 

131 

112 

46 
312 

Total 

78 

105 

63 

30 

276 

Total 
69 

112 

65 

73 

319 

1400 

55



Program Curriculum Design 
Program Title: 
PRECISION MACHINING 720 

Updated 5/8/19 

TCPiC THEOA.V : LAB CllNICA.L OTHER 

Blueprint & Math 1 18 

Machine Shop 1 42 102 

Blueprint & Math 2 18 

Machine Shop 2 40 104 

Blueprint & Math 3 18 

Machine Shop 3 40 122 I 
:intro to CNC Machining & Programming 30 42 

lcNc-1 30 42 

Robotics 24 48 

I 

I 

I 
I 

' 

TOTAL 2ij0 460.0 I 0 a 

For more information, go to mvctc.co/ae or call 937-854-6297 

56

GRAND TOTAL 720



VETERINARY AIDE 

CURRICULUM OUTLINE 

Animal Anatomy & Physiology 

Nutrition for Cats & Dogs 

Pocket Pets & Exotic Husbandry 

SUBTOTAL 

Clinical Pathology 

Laboratory Skills for the Vet Aide 

Infection Control 

SUBTOTAL 

Veterinary Nursing 

Animal Behavior & Handling 

Veterinary Receptionist & Office 

Procedures 

SUBTOTAL 

82 20 

51 

39 12 

172 32 

32 70 

51 

41 10 

124 80 

60 42 

25 26 

51 

136 68 

For more information, go to mvctc.com/ae or call 937-854-6297 

102 

51 

Sl 

204 

102 

51 

51 

204 

102 

51 

51 
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CAREER PROGRAM 
iNFOR 1ATION 

The MVCTC Adult Education division offers a wide range 
of full-time career programs that can start you on the 
path to a new career within a year. 

ENROLLMENT PROCESS 
Enrolling at MVCTC is as easy as 1-2-3! Simply follow the 
steps below and let our advisors help jump-start your 
journey. 

Call the Adult 
Education Office 
to schedule your 
entrance test 
(937-854-6297). 
Assessments can be 
scheduled Monday 
through Friday. 

Complete a three­
part assessment, 
ACT Work Keys. There 
is no charge for the 
entrance assessment. 
Reservations 
are required for 
assessments, as 
seating is limited. 

Meet with our 
advisors about your 
resu Its. I nforrnation 
about Financial 
Aid and program 
requirements will be 
discussed with you 
individually. 

PAYMENT 
Payment can be made by VISA, MasterCard, Discover, 
cash, or check payable to MVCTC Adult Education. When 
a program is canceled, full refunds are issued. Financial 
Aid is available for full-time Career Programs to those who 
qualify. Arrangements can be made for payment plans. 

BOOKS 
The course fee includes the cost of books and other 
supplies. Books are generally distributed during the 
first class. Materials and supplies are made available 

as needed. 

PROGRAM CANCELLATION 
Programs with insufficient enrollment are subject to 
cancellation. Rescheduling or postponing may be 
necessary to establish a minimum number of students. 
In addition, some programs will reach capacity several 
weeks prior to the start date. Registering early and 
finalizing payment of the program will help to ensure the 
program is held as scheduled. 

CERTIFICATES 
Students who successfully complete a career program 
receive an official school certificate noting their 
accomplishment. Certificates will be available two weeks 
after course completion. 

TRANSCRIPTS 
Additional Official Transcripts are available for a fee of $5. 
Students should contact the Adult Education office 
at 937-854-6297 to submit a request. 

SHORT-TERM PROGRAM 

REGISTRATION 
For information on enrollment into short-term courses, 
contact the Adult Education office at 937-854-6297 or 
visit www.mvctc.com/ae/programs. 
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