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Welcome to Brookline College.  I want to congratulate you on your commitment 
to a new career field.  Whether you are attending one of our campuses or taking 
classes online, you are part of a college that cares about your success.

At Brookline College, we pledge to provide world-class service to our students.  
We want to do everything we can to empower you to graduate and see your 
dream become a reality. 

As you go through your chosen program, I encourage you to take advantage of all 
that Brookline College has to offer.   From our knowledgeable faculty and helpful 
student services advisors to supportive career placement advisors, we are here to 
help you achieve your goals.  

Becoming a college student is a big step.  You and your family should be proud 
– knowing you are on a path toward personal and professional growth.   You can 
do this!

We are dedicated to working with you every step of the way.  Please do not 
hesitate to let us know if you have questions or need assistance.  

We truly believe that your success starts here.

Sincerely,
Christa Jones
Chief Executive Officer 
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Introduction
Mission
Brookline College is an independent, accredited institution dedicated to meeting the educational needs of a developing mul-
ticultural society.  The institution is committed to preparing students academically and professionally to meet the constantly 
changing employment requirements of business, industry, public service organizations, and medical support agencies func-
tioning in a highly advanced and expanding technological community.

Objectives
1.	 To provide comprehensive, concentrated, qualitative educational programs, which will guide the student through the 
	 development of the competencies needed to meet the employment requirements in a highly technological environment.
2.	 To provide services that will support a diverse student body in their pursuit of postsecondary education on a variety of 	
	 levels and eliminate the barriers to the completion of their educational objectives.
3.	 To provide innovative approaches and methodologies in a non-traditional educational environment emphasizing a 
	 multiplicity of skills.
4.	 To recognize and integrate lifelong learning and academic experiences as they would apply to each student’s program 
	 of study.
5.	 To provide students with access to faculty members whose academic qualifications and practical experience will provide 	
	 the valuable leadership necessary to prepare students for successful integration into the workplace.
6.	 To provide learners with the academic, cognitive, and professional skills necessary for career advancement.
7.	 To provide all students with a hands on working knowledge of information technology procedures and applications.

History
Brookline College was originally incorporated and licensed in Arizona on October 18, 1979 as Arizona Institute of Business 
and Technology (AIBT), a non-profit business and technical school.  The institution was accredited in 1982 by the Association 
of Independent Colleges and Schools (now the Accrediting Council for Independent Colleges and Schools, ACICS).  In 1999, 
ACICS awarded AIBT Junior College status and granted approval for the institution to offer the Associate degrees at all cam-
pus locations.

In 2001, AIBT was awarded Senior College status by ACICS and received approval to offer degrees at the Baccalaureate level 
via online education.  In 2002, Arizona Institute of Business and Technology became International Institute of Americas (IIA) 
and opened a campus in New Mexico. 

In July 2007, the Hamilton White Group IIA, LLC (now Brookline College, LLC) purchased the assets of IIA, and changed 
the school's name to IIA College in March 2008.  In June 2009, the institution was renamed Brookline College.   

Institutional Control
Brookline College is owned by Brookline College, LLC, a Delaware LLC.  Brookline College, LLC is a wholly-owned sub-
sidiary of The Hamilton White Group, LLC, also a Delaware LLC.  The governance and control of the institution are invested 
in the Brookline College, LLC Board of Directors, which consists of leading educators and experienced public servants.  The 
Board of Directors is the ultimate policy making body of the institution. 

A Chief Executive Officer (CEO), appointed and employed by the Board of Directors, has the overall responsibility for the admin-
istration of all aspects of the institution. The CEO reports directly to the Board of Directors.  In addition, there is a Chief Operating 
Officer (COO), Chief Financial Officer (CFO), Chief Academic Officer (CAO), and Corporate Director of Financial Aid who report 
to the CEO and are jointly, in addition to representative support staff, responsible for the overall operations of the institution’s four 
campuses.  A Campus Director at each campus provides day-to-day management.

A list of the members of the Board of Directors, the CEO, COO, CFO, CAO, and Corporate Director of Financial Aid can be 
found in the Board of Directors/Administration section of the catalog. Campus Directors and additional campus administration, 
staff and faculty can be found in the Brookline College Catalog Supplement.
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Administration
Accreditation and Affiliations
Brookline College is a Senior College accredited by the Accrediting Council for Independent Colleges and Schools (ACICS) 
with authorization to award certificates, diplomas, Associate degrees, and Bachelor degrees.  ACICS is located at:
	
	    750 First Street, NE, Suite 980
	    Washington, DC 20002-4241
	    202-336-6780

Brookline College is licensed in Arizona by the Arizona State Board for Private Postsecondary Education and in New Mexico 
by the New Mexico Higher Education Department.   

The following Brookline College programs are approved for Department of Veterans Affairs (VA) benefits*:
				       
	 •   Bachelor of Arts - Management			   •   Diploma - Business Technology Specialist
	 •   Bachelor of Arts - Public Administration		  •   Diploma - Legal Secretary
	 •   Associate of Arts - Accounting			   •   Diploma - Massage Therapy
	 •   Associate of Arts - Business			   •   Diploma - Medical Assistant	
	 •   Associate of Arts - Justice Administration		  •   Diploma - Medical Insurance Billing & Coding
	 •   Associate of Arts - Paralegal Studies		  •   Diploma - Patient Care Technician
	 •   Associate of Science - Health Care Administration	 •   Diploma - Pharmacy Technician
						          	 •   Diploma - Phlebotomy Technician   		   				          
  *Applicants should check with Admissions and/or Financial Aid for program approval at specific campuses.	

Weekly Schedule
Brookline College offers day and evening educational services Monday through Saturday. Externship/practicum experiences may 
be scheduled to meet any day, Monday through Sunday based upon site assignment. Arrangements for externships/practicum may 
also be made such that the student will be required to commute in excess of three (3) hours each way. Extern and clinical sites 
are assigned by the College.  These assignments are non-negotiable and students will be expected to participate in the externship 
assignments as outlined by College policy.  Refusal of any clinical or externship site may lead to termination from the program.  
Online classes are offered Monday through Sunday.

Instructional Delivery Modes
Residential
Residential courses meet on campus in a traditional classroom and/or laboratory setting.  

Online
Online courses are offered through an online learning management system.  Students have access to their online courses 24 
hours a day, 7 days a week (see Online Education for program offerings). 

Policy Disclaimer Statement
Listed within the Brookline College catalog are general institutional policies and procedures that apply to all programs.  Certain 
programs may require policies that go beyond those of the college and are more stringent than the policies contained in the 
College Catalog. Those policies will be described in detail in program-specific documents and made available to prospective 
and current students. 
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Admission 
Policies
Brookline College does not discriminate on the basis of sex, ethnicity, religion, age, disability, or national origin in admission, 
access, treatment, or employment in any of its activities or programs. 

Admittance Requirements
Eligibility
It is our policy in order to make application to Brookline College, a student must be a citizen of the United States or an eligible non 
citizen as classified by the Department of Homeland Security.

Arizona applicants must be at least 18 years of age or 17 years 6 months of age with parental or legal guardian signature of approv-
al or otherwise covered under state emancipation statutes. 

New Mexico applicants must either:
    •   Have a high school diploma and be at least 18 years of age or 17 years 6 months of age with parental or legal guardian 	        	
       	 signature of approval or otherwise covered under state emancipation statutes.
    •   Or be at least 18 years of age or 17 years 6 months of age and have been excused by the local school board with parental
      	 or legal guardian signature.

Interview
All applicants must have a personal interview with Brookline College admissions representative. During this interview, a potential 
student's eligibility is confirmed, and career goals are discussed, identified, and matched with potential educational objectives.

Bachelor Degree Programs
Bachelor degree programs are accelerated into 2½ years at Brookline College.  All applicants enrolling into a Bachelor degree pro-
gram must have a high school diploma, evidence of completion of a home schooling program, or a General Education Development 
(GED) certificate. A statement signed by the applicant which attests to graduation and includes the date of graduation and the name, 
address, and telephone number of the high school last attended may be accepted in lieu of proof of high school graduation or home 
schooling or possession of a GED. 

Associate Degree Programs
Associate degree programs are accelerated into 15-18 months at Brookline College.  All applicants enrolling into an Associate 
degree program must have a high school diploma, evidence of completion of a home schooling program, or a General Education 
Development (GED) certificate. A statement signed by the applicant which attests to graduation and includes the date of gradua-
tion and the name, address, and telephone number of the high school last attended may be accepted in lieu of proof of high school 
graduation or home schooling or possession of a GED.

Diploma Programs
Applicants enrolling in diploma programs are not required to have a high school diploma or GED at the time of entrance.  A stu-
dent requesting admission into a diploma program without a high school diploma or GED may request admission under Brookline 
College's “Ability-to-Benefit” (ATB) program by achieving an acceptable minimum score (200 verbal and 210 quantitative) on 
the Department of Education approved Wonderlic Basic Skills Test, which is proctored at each campus. Scores meeting Wonderlic 
requirements may be accepted from other schools.  ATB applicants are not permitted to enroll in online programs. 

Pharmacy Technician:  All applicants must have a high diploma or GED.

Online Programs
Online students must meet the specific computer requirements (see Online Program Special Requirements) and complete the online 
New Student Orientation Tutorial course in the learning management system, before beginning any courses.

Program Special Requirements
Some programs may require licensure and/or certification for employment.  Registration or certification requirements for taking 
and passing exams are not controlled by the College and are subject to change by the controlling agency without notice to the 
College.  As a consequence, the College cannot and does not guarantee that graduates will be eligible to take certification exams, 
regardless of their eligibility status upon enrollment.

Justice Administration Program
Employment opportunities for students younger than 21 years of age are limited in the areas of law enforcement and the juve-
nile justice system.  However, private sector security agencies may hire applicants at 18 years of age. 

(continued on the next page)
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Justice Administration Program (continued)
In some cases, applicants may not be able to secure potential employment opportunities unless they have the following:

    1.   A valid driver’s license 
    2.   A birth certificate		
    3.   A willingness to relocate or do shift work

Some employers may have additional requirements for employment. The following medical conditions may disqualify a student 
from employment with the public and private sector:

	 1.   Vision abnormalities 		  
   	2.   Hearing impairments  	     
	 3.   Diabetes
	 4.   Epilepsy
	 5.   Back injuries
	 6.   Asthma
			 

Background Check Process
All Allied Health students will be required to complete the background check process in order to participate in practicum/externship.  

The Program Directors will give the background check forms to students during the second week of their program. The back-
ground check forms will be collected by the Program Directors, who will then submit them to Corporate Human Resources by 
the close of business second week. Results of the background check/fingerprint clearance will be sent to the Program Director.

Certain practicum/externship sites may require a more comprehensive background check to include fingerprint clearance.  In 
these cases, the Program Directors will work with the student to complete required paperwork for submission.  The students will 
also be required to attend a fingerprinting session as scheduled by the school.  Students will need to provide proper identification 
in order to be fingerprinted (School ID is NOT acceptable).   In order to avoid delayed placement at a practicum/externship site, 
Allied Health students that require fingerprinting must submit their fingerprint cards before the end of the second Module.

Paralegal Studies students may be required to complete a background check should their assigned site require it.  Program 
Directors will give the students required forms when necessary, and will submit them to Corporate Human Resources as soon 
as possible for processing.  Certain practicum/externship sites require a more comprehensive background check.  In these cases, 
the students will be required to attend a fingerprinting session as scheduled by the school.  Students will need to provide proper 
identification in order to be fingerprinted (School ID is NOT acceptable).  The Program Directors will work with the student to 
complete required paperwork for submission.  

All students must acknowledge that any negative activity that may appear on any background check completed on a student 
may prevent them from being placed at an externship site, thus preventing them from completing their program of study. They 
must further acknowledge that they understand that any information of this type that appears on any background check may also 
prevent them from working in their field of study or sitting for any certification examinations that may be available or a require-
ment of their field of study.  Applicants who have questions regarding how these issues may effect their clinical placement should 
discuss this matter with the College prior to starting their program. 
 
Immunizations
All Allied Health students will be required to complete immunization requirements. 

Brookline College will pay for immunizations listed below:

	 •   Two MMR immunizations in a lifetime.
	 •   Two Varicella (chicken pox) immunizations (or a positive blood titer).
	 •   Tetanus vaccine less than 10 years old.  
	 •   At least the first two injections of the Hepatitis B Series
	 •   Negative PPD (TB) or a negative chest X-ray done within the past YEAR.

If a student has had a positive TB skin test and requires an annual chest X-ray, this will be at the student's expense not 
Brookline College's.  If a student has met the requirements listed above prior to enrollment, they will be required to bring the 
immunization records for verification.  

(continued on the next page)
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Immunizations (continued)

Brookline College will provide each student with the needed forms to complete the immunization process. If a student desires 
to go to a private clinic or other facility, it will be at the expense of the student. (No exceptions).  The Program Directors will 
give the immunization forms to the students on orientation day. The immunization forms will be completed in the first week of 
Module A. If a student enters the program in another Module, it will be completed in the first week of their scheduled Module. 
Evidence of required immunizations must be submitted by the end of the third module.

Other requirements
If a student is or becomes pregnant, she must get a written release from a qualified physician to participate in all activities at the 
training site.  This policy applies to classroom as well as clinical participation and the practicum portions of the training.

Residency Requirements
At a minimum, no fewer than 40% of the credits required in the program of study must be earned in residence at the Brookline 
College campus that is conferring the degree.

Credit for Previous Education
Any applicant requesting a transfer to Brookline College from another school must meet all of Brookline College's admission 
requirements.  

Students may earn transfer credit in the following ways:

	 1.	 Evaluation of previously earned credit from another postsecondary educational institution accredited by an agency
		  recognized by the United States Department of Education
	 2.	 Successful completion of College Level Examination Program (CLEP) or DSST (formerly DANTES) Assessments.
	 3.	 Review of ACE College Credit Recommendation Service Transcript

Requirements for Evaluation:

	 1.	 Academic Credit – For credit to be awarded for previously earned academic credit from another postsecondary 
		  institution, an official academic transcript(s), course descriptions, and/or syllabi must be provided to the Registrar.  		
		  Coursework completed at an academic institution other than Brookline College must have a grade of “C” or better on a 
		  standard 4.0 scale in order to be considered for transfer.  In addition, remedial coursework is not eligible for transfer.
	 2.	 CLEP – Official CLEP transcripts (not greater than 5 years old) obtained from the CollegeBoard.
	 3.	 DSST – Official transcripts (not greater than 5 years old) from DSST.
	 4.	 ACE Recommendation - An ACE transcript
	 5.	 Non-general education/technical courses completed greater than 5 years prior will generally not be accepted.  
	 6.	 General education coursework completed greater than 10 years prior will generally not be accepted.

Approved CLEP / DSST Coursework:

CLEP Examination
Credit-granting 

score
Credit 

granted
Equivalent Course

GENERAL EDUCATION
Western Civilization II: 1648 to Present 50 3 credits GE 131 World Cultures
Introductory Psychology 50 3 credits GE 135 Intro to Psychology
American Government 50 3 credits GE 136 Intro to Political Science
College Algebra 50 3 credits GE 140 College Math
Freshman College Composition 50 3 credits GE 144 English Composition

LOWER LEVEL (100-200) BUSINESS CONCENTRATION
Financial Accounting 50 3 credits AC 100 Accounting 1
Principles of Management 50 3 credits BU 177 Management
Principles of Marketing 50 3 credits BU 279 Marketing
Introductory Business Law 50 3 credits BU 299 Business Law

(continued on the next page)
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Approved CLEP / DSST Coursework (continued)

DSST Examination
Credit-granting 

score
Credit 

granted
Equivalent Course

GENERAL EDUCATION
Fundamentals of College Algebra 400 3 credits GE 140 College Math
Lifespan Developmental Psychology 46 3 credits GE 135 Intro to Psychology

LOWER LEVEL (100-200) CONCENTRATION
Principles of Financial Accounting 47 3 credits AC 100 Accounting I
Business Mathematics 48 3 credits AC 120 Business Math
Principles of Finance 46 3 credits AC 240 Business Finance
Introduction to Business 46 3 credits BU 176 Business Principles
Principles of Supervision 46 3 credits BU 177 Management
Human Resource Management 46 3 credits BU 210 Human Resources Mgt
Business Law 44 3 credits BU 299 Business Law

Timeline
All awards of transfer of credit must be finalized within 30 days from the scheduled start of the student's first course.  If a student 
is unable to obtain transcripts prior to the start of class and they are scheduled into a course for which they believe transfer credit 
may be granted, they must attend and participate in the course until a determination of transfer credit is made.  If it is deemed they 
are to receive transfer credit, the student will not be charged tuition for this course (all books must be returned; and if all books are 
returned, there will be no charges for books). 

Documentation
In all instances, it is the student’s responsibility to obtain all official transcripts and documentation (e.g., course descriptions and/or
syllabi) supporting their transfer of credit request.  All transcripts should be sent to the attention of the Registrar at the campus the 
student wishes to attend.  Transcripts stamped “issued to student” or “student copy” are not acceptable for consideration.  In addi-
tion, photocopies of official transcripts or official transcripts opened prior to receipt by Brookline College will not be considered.  
Depending on the institution, there may be a charge to obtain official transcripts. 

Appeal Process
Student appeals of credit transfer decisions should follow the Brookline College appeals procedure outlined in this catalog under 
Academic Policies.

Transferred credits will be reflected on the applicant's Brookline College transcript but will not be calculated into the applicant's 
GPA.  Transferred credits may affect the applicant's program length, maximum time frame for satisfactory academic progress, 
and completion percentage.  (See Academic Policies and Bachelor Degree Programs for additional information.)

Credit Transfer to Another School
Regardless of the institution involved, the acceptance of credits is at the discretion of the accepting institution and cannot be 
guaranteed.  Upon request, Brookline College will provide information that may aid the student in receiving credits for work 
completed at Brookline College.  Brookline College does not, in any way, imply or guarantee credits may transfer. It should not 
be assumed that credits will transfer to any other institution.

Reentry / Reenrollment
A reentry is defined as a student who withdraws or is terminated by the institution and wishes to resume their studies in the same 
program within 12 months of their last date of attendance.  A reenroll is defined as a student who withdraws or is terminated by 
the institution and wishes to resume their studies when 12 months or more have elapsed since their last date of attendance or a 
student who is coming back in a different program at any time.

Students who withdraw or are terminated by the institution may apply for reentry/reenrollment only once. There is a 30-day 
minimum waiting period from the date of withdrawal or termination before a student can reapply, and the student must submit 
a formal written application to the academic department.  The student may also be required to meet with representatives of the 
institution prior to being granted readmission.
  

(continued on the next page)
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Reentry / Reenrollment (continued)
Students requesting reentry/reenrollment must meet Satisfactory Academic Progress Standards. A student who returns to the 
College after being a withdrawn student, will have their Satisfactory Academic Progress evaluated prior to their return. If a student 
returns during the same period of enrollment in which they left, the student returns to the same evaluation cycle and is evaluated at 
the end of that term. If a student returns in a new term, the end of the student’s new term is now the evaluation period. From that 
point forward, the student will be evaluated at the intervals outlined in the Satisfactory Academic Progress (SAP) policy.

In addition, the student is responsible for resolving any outstanding balance owed to the college prior to readmission.  A student 
who has previously withdrawn or whose enrollment was terminated by the institution must reenter/reenroll under current pro-
gram curriculum, policies, pricing structure, and meet any other enrollment criteria when requesting readmission. 
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Online Education
Online Program Offerings
Business
    •   Bachelor of Arts - Management
    •   Bachelor of Arts - Public Administration
    •   Associate of Arts - Accounting
    •   Associate of Arts - Business
    •   Diploma - Business Technology Specialist
    •   Diploma - Legal Secretary

Health Care
    •   Associate of Science - Health Care Administration
    •   Diploma - Medical Insurance Billing and Coding

Legal Studies
    •   Associate of Arts - Justice Administration
    •   Associate of Arts - Paralegal Studies

General Information
All online students are welcome to use campus services and resources.  Services, resources and policies specific to online educa-
tion are listed below.

Admission Criteria
Online program applicants must meet all applicable criteria listed in the Admissions section of this catalog.   In addition, all 
online program applicants must meet the online computer requirements listed below and complete the online New Student 
Orientation Tutorial course in the learning management system, before beginning any credit earning courses.

Technical Assistance
Technical assistance for online students is available 7 days a week, 24 hours a day through the learning management system at 
www.brookline-online-support.com. 

Library/Learning Resource Center
The Library/Learning Resource Center’s electronic resources, including EBSCO Host’s MasterFile Select & Business Source 
Elite, and Encyclopedia Britannica, may be accessed online.  Instructions and passwords for access to these resources are 
changed regularly, with students being updated accordingly.  These resources are available and required for completing research 
assignments online.

Online Attendance Policy 
Online students are encouraged to participate often in each course they are enrolled.  Minimally, a student must submit a grad-
able item each week in order to be marked present for that week.  A gradable item is defined as a threaded discussion, assign-
ment, test or quiz. 

Online Computer Requirements
Students must have regular daily access to a computer that meets the following minimum requirements:

For PC Users:
      •   	Windows 2000, XP, or Vista
      •   	1.2 GHz Pentium processor or better
      •   	1 GB of RAM (2 GB recommended)
      •   	Ready access to an Internet connection either via modem (56K recommended) or via an Internet Service Provider (ISP)
	 using a network interface card (NIC) 100 MHZ or better.
      •   	Sound card and speakers  
      •   	Internet Explorer (version 7.0 or above) or Mozilla Firefox (version 5.0)
      •   	Macromedia Flash Player/Real Player 8 Basic Player/Macromedia Shockwave Player (free download from online sites)
      •   	Microsoft Office Professional 2003 or 2007
      •   	A functioning e-mail account
      •   	Ready access to a functioning Internet connection (ISP)

(continued on the next page)
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Online Computer Requirements (continued)

For Mac Users:
      •   	Mac OS X 10 (OS X Leopard recommended) 
      •   1.2 GHz Intel processor or better
      •   	1 GB of RAM (2 GB recommended)
      •   	Ready access to an Internet connection either via modem (56K recommended) or via an Internet Service Provider (ISP)
	 using a network interface card (NIC) 100 MHZ or better
      •   	Sound card and speakers
      •   	Internet Explorer (version 7.0 or above) or Mozilla Firefox (version 5.0)
      •   	Macromedia Flash Player/Real Player 8 Basic Player/Macromedia Shockwave Player (free download from online sites)
      •   	Microsoft Office Professional 2003 or 2007
      •   A functioning e-mail account 
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Career Services
Brookline College wants all of its graduates to obtain the very best career opportunity available and its Career Advisors are commit-
ted to assisting graduates with their job search.  In addition, they may be able to assist with full-time or part-time employment for 
current students.  However, Brookline College cannot and does not, guarantee employment or wages at any time.  

To assist its students in their job search, Brookline College provides training in the following areas:

	 •   Resume preparation
	 •   Interviewing skills
	 •   Job search techniques
	 •   Dressing for success
	 •   Networking
	
In addition, there are "job boards" for each employment specialty that students can check on a regular basis for current oppor-
tunities.  Campuses also regularly hold career fairs in which companies from around the community participate to acquaint stu-
dents with their respective businesses.  This gives students first hand information about potential jobs and careers.  It also allows 
employers the opportunity to interview and observe the quality of our students.

It should be understood that obtaining employment requires a combined effort by the student and Brookline College.  The stu-
dent must work closely with the Career Advisors in conducting the job search; this includes providing a resume, attending inter-
views, completing required assignments, and maintaining regular contact with the Career Advisor.  In addition, many employers 
require a physical, psychological and /or drug testing or screening, and criminal background check as a condition of employ-
ment.  While Brookline College may assist in coordinating these tests, the college assumes no responsibility for the student's 
ability to pass any of these tests.  

Students should be aware that while Brookline College will do everything possible to assist with their job search, seeking 
employment requires a significant commitment of time and effort on the student's part.  Students should be aware that an unwill-
ingness to relocate may limit their job opportunities.  They should also understand that due to demand levels, economic changes, 
personal issues, or other factors, some graduates may be unable to obtain employment in their chosen field within a time frame 
that is acceptable to them; therefore, they may elect to pursue other career options.   

Student Services
The ultimate goal of faculty and staff at Brookline College is to help students successfully complete their academic program and 
support the students in whatever way possible to achieve that goal.  Here are some of the services Brookline College provides as 
well as other student information.

Advisement
Advisement is available at Brookline College to all students through the Student Services office, instructors, Program Directors, 
the Director of Education, and the Campus Director at each location. Advisement is available to online students through the 
online program staff as well as the residential campuses.

Other Services
There are many things that can impact a student's success while in school.  At Brookline College, we strive to offer whatever sup-
port we can to assist students.  This may include tutoring, referring students to community agencies, and bus passes at discounted 
prices, depending on the campus location.  Students are strongly encouraged to meet with the Student Services Coordinator, 
Director of Education, Program Chair, Program Director, and/or Extern Coordinator if they are encountering difficulties.

Student Lounge
Each campus has a student lounge, which is conveniently located to provide a comfortable environment for students wishing to 
relax during breaks from academic activities.  Each lounge provides vending machines for student convenience.

Smoking Areas
All Brookline College campuses are non-smoking.  Students wishing to smoke may do so in the designated outdoor areas.

Parking
Ample free parking is available at each campus within walking distance of all classrooms.
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Financial Aid
Many students need assistance in covering the cost of their education. Brookline College has a full-time, trained financial aid staff 
that is available to help students with matters dealing with financial aid. It is the responsibility of the financial aid office to assist 
eligible students in obtaining Federal Financial Assistance. 

Financial Aid Programs
Brookline College participates in Federal Financial Aid (Title IV) program, many of which are based on financial need. The 
Federal Financial Aid (Title IV) program includes the Federal Pell Grant, Federal Supplemental Educational Opportunity Grant 
(FSEOG), Academic Competitiveness Grant (ACG), the Federal Work Study (FWS), and the Direct Loan Program. The Direct 
Loan Program includes Federal Subsidized, Unsubsidized, and Federal Parent Loan for Undergraduate Students (PLUS) loans.

Brookline College’s definition of an academic year is at least 24 semester credits and at least 30 weeks of instruction.

Eligibility
Students accepted for admission may apply for financial assistance. To be eligible for Financial Aid, a student must meet the fol-
lowing requirements:

1. 	 Be a U.S. citizen or an eligible non-citizen. 
2. 	 Have a valid Social Security Number. 
3. 	 Be registered for the Selective Services if male between the ages of 18 and 25. 
4. 	 Have financial need (except for some loan programs).
5. 	 Not be in default or owe an overpayment or have borrowed in excess of the annual or aggregate loan limits for the Title IV 	
	 financial aid programs.
6. 	 Be enrolled as a regular student in an eligible program on at least a half-time basis.
7. 	 Have a high school diploma, evidence of a home schooling program, a GED, or pass an approved Ability to Benefit test. 
8. 	 Maintain Satisfactory Academic Progress.

Application Procedures
After students have successfully completed the admission process if desired, an appointment to meet with a Financial Aid  
Administrator will be arranged. During the financial aid appointment, appropriate documents are completed to determine eligi-
bility. Once eligibility has been determined students will receive an Estimated Award Letter and at this time will be given the 
opportunity to either accept or decline the award letter. It is the responsibility of the student to keep Brookline College informed 
of any name, or address, or other  changes that may affect their financial aid. Title IV Federal Financial Aid Funds can only be 
used for educational purposes.
 
Note: Financial aid awards are subject to change due to verification,  or changes in student financial, and/or academic status.

Verification
A student may be selected for verification by either the Department of Education or Brookline College. The verification process 
compares information from your Student Aid Report (SAR) with financial information and other application documents submit-
ted by you or your family (student and spouse or dependent student and parent).  If there are differences between the information 
on your SAR and your supporting documents, you or Brookline College may need to make corrections electronically or by using 
your Student Aid Report (SAR) before Brookline College can process your request for federal student aid.  Verification must 
be completed within 14 days of the initial request. Failure to complete verification within this time frame may result in funding 
delays or loss of eligibility.
  

Types of Student Aid
The following student assistance programs are available to eligible students:

Federal Pell Grants 
A Federal Pell Grant, unlike a loan, usually does not have to be repaid as long as the student remains in school and continues to 
make satisfactory progress. Pell Grants are awarded to eligible undergraduate students with an established need who have not 
earned a bachelor’s or professional degree.

(continued on the next page)
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Types of Student Aid (continued)
Academic Competitiveness Grant (ACG)
The Academic Competitiveness Grant (ACG) is available to students who are U.S. citizens or eligible non-citizens, receiving the 
Federal Pell Grant, and that are enrolled at least half time in their 1st or 2nd year of undergraduate education, and who graduated from 
a rigorous secondary school program of study after January 1, 2006 (for 1st year) or January 1, 2005 (for 2nd year). A student may 
receive only two ACG awards, $750 for the first year and $1,300 for the second year.

Federal Supplemental Educational Opportunity Grant (FSEOG)
Available on a limited basis, FSEOG is awarded to students with an exceptional financial need. Awards amounts are determined 
not to exceed the program maximum and students must meet other criteria as determined by the institution.

Federal Work Study (FWS)
The FWS program provides jobs for undergraduate students with a financial need, allowing them to earn money to help pay edu-
cational expenses. FWS students are required to participate in community service and in the America Reads program.

Subsidized Stafford Loan
A student may borrow money for educational expenses from the Federal Government with the Direct Loan Program. Subsidized 
loans are awarded on the basis of financial need. The interest is paid by the Federal Government until repayment begins and 
during approved deferment periods. Repayment of principal plus interest begins six months after graduation or withdrawal 
from school, or dropping below half-time status, whichever comes first. Funds are transmitted electronically and credited to the 
student’s tuition account.

Unsubsidized Stafford Loan
Federal Direct Unsubsidized Stafford Loans are available to all qualified undergraduate students as a supplement to the 
Subsidized Stafford Student Loan programs. Repayment of principal plus interest begins six months after graduation or with-
drawal from school, or dropping below half-time status, whichever comes first. Funds are transmitted electronically and credited 
to the student’s tuition account.

Federal Parent Loan for Undergraduate Students (PLUS)
Federal PLUS Loans are available to qualified parents with good credit histories of dependent students to help pay for their 
children’s education. PLUS Loans can be obtained through the Direct Loan Program.  Borrowers must begin repayment of the 
principal and interest 60 days after the loan is fully disbursed.

Private Lenders
For those students who demonstrate additional financial needs private educational loans are available to those who qualify. These 
programs require students to complete a loan application. Approval and/or interest rate are dependent upon an applicant’s and/or 
co-applicant’s credit worthiness. For further details on the private loan program including interest rates, students should see the 
Campus Financial Aid Office or contact the lender directly.

Brookline College Installment Loans
For those students who demonstrate a financial need and have been unable to obtain alternative funding, an installment loan 
may be available through Brookline College or a third party lender to assist with part or all of any remaining unfunded balance. 
These loans may be subject to credit approval and require obtaining a consumer credit report. Loans made through Brookline 
College may be subject to sale and/or servicing by a third party. 

Institutional Matching Grant
Brookline College participates with various federal, state, local and non-profit agencies as well as private industry to offer assis-
tance to those students approved for funding through a variety of external sources. For those students accepted for sponsorship 
by certain agency programs, Brookline College makes available an institutional matching grant. Institutional matching grants 
are available to those students who meet Brookline College’s admissions and academic requirements and who are sponsored by 
governmental and non-profit organizations dedicated to the promotion of education and training. Students receiving institutional 
matching grants will be notified of the award prior to the start of classes. The institutional matching grant is paid to a student’s 
account each payment period. The grant is applied to a student’s account at the time tuition is billed. If a student does not com-
plete a period of enrollment for which the grant was awarded, the College will prorate the amount of the institutional match 
based on the institution’s refund policy. The assistance offered may vary by the agency requirements. Grant amounts may vary 
among the Brookline College campus locations, depending on outside agency sponsorship and the availability of agency bud-
geted funds. Information regarding available funding should be obtained directly from the agency from which you are seeking 
assistance or the Financial Aid Office at the Brookline College campus.

(continued on the next page)
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Types of Student Aid (continued)
Scholarships
Scholarships may be available to qualified students throughout the year from outside organizations. It is the responsibility of the 
student to seek and complete any required information for obtaining a scholarship. The Financial Aid Office at your campus will 
assist students in gathering required information or completing forms necessary to submit an application. It is also the student’s 
responsibility to notify the financial aid office if a scholarship is awarded. See your Financial Aid Administrator for more details.

State Aid Programs
Types of State Aid programs vary and are contingent on available funding. Please see your Financial Aid Administrator at your 
respective campus for further details.

Department of Veterans Affairs (VA) Education Benefits
Brookline College is approved for Department of Veterans Affairs (VA) education benefits. Please see your Financial Aid 
Administrator as eligibility varies by campus and program.
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Payment and Refund Policies
Payment
Tuition will be paid at the time of registration unless the student is eligible for financial aid and clearance has been given by the 
Financial Aid Office or other financial arrangements have been made with the Business Office. Students are responsible for any 
financial obligation incurred while attending Brookline College regardless of any anticipated financial aid.

Federal Return of Title IV Funds Refund Policy
The Federal Return of Title IV Funds Refund Policy specifies the differences between earned and unearned portion of Title IV 
aid, in relation to the length of the term and the length of time the student was enrolled for that term.

Students who are enrolled beyond 60% of the term are considered to have earned 100% of the Title IV aid awarded for that term.

A student who withdraws prior to completing more than 60% of the term will earn a percentage of the Title IV aid awarded based 
on the number of calendar days from the start of the term to the last date of attendance in the term.  

The student’s withdrawal date is the date the institution determined the student was no longer attending.  Please see the Institu-
tional Refund Policy.

The formula for calculating the percentage of Title IV earned is as follows:
The number of days from the start date to the last date of attendance in the term divided by the total days in the term equals the 
percentage of aid earned.  The percentage of aid earned is then multiplied by the total Title IV Aid disbursed or could have been 
disbursed to equal the amount of aid the student actually earned.  All unearned portions of federal aid are returned to the appropri-
ate programs in the following order:

	 1.	 Federal Unsubsidized Stafford Loans
	 2.	 Federal Subsidized Stafford Loans
	 3.	 Federal Parent Loan for Undergraduate Students (PLUS Loan)
	 4.	 Federal Pell Grant
	 5.	 Academic Competitiveness Grant
	 6.	 Federal Supplemental Educational Opportunity Grant
  
Copies of the federal form entitled "Treatment of Title IV Funds When a Student Withdraws from a Credit-Hour Program" are 
available for review in the Financial Aid Office.  

Although the staff cannot advise students on when to withdraw from their program the students are encouraged to become famil-
iar with the refund policies, make their own decisions and take the appropriate actions. 

If applicable, refunds to Title IV programs will be made within 45 days of the date the student is determined to have withdrawn.  
Notification will be sent to the students of all refunds made.

Upon request, the institution will make readily available to enrolled and prospective students copies of this Federal Return of Title 
IV Refund Policy.

Institutional Refund Policy
If an application for enrollment is rejected by Brookline College, all monies paid to Brookline College will be refunded.  

A student may cancel an enrollment agreement if written notice of the cancellation is submitted to Brookline College within three 
days (excluding Saturdays, Sundays, state and/or federal holidays) of signing the agreement. In such cases, 100% of all monies 
paid to Brookline College will be refunded within 30 days.
 
Students shall have the option to withdraw from the school at any time by giving notice of their intent to terminate enrollment 
preferably in writing. In the absence of the student giving written notification, the student is dismissed after 14 consecutive 
calendar days from the last date of attendance, or upon the failure to return from an approved Leave of Absence. 

The Technology Fee is non refundable. The institutional refund policy generally allows the institution to earn 100% of the institu-
tional charges from students who complete 50% or more of the term. The student’s withdrawal date is the date the institution 

(continued on the next page)
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Institutional Refund Policy (continued)
determined the student was no longer attending. The institution may take up to 14 days from the last date of attendance to make 
the determination that the student was no longer attending. 

If applicable, refunds to agencies, private loans, scholarships, and to the student will be made within 45 days of the date the stu-
dent is determined to have withdrawn. Notification will be sent to the students of all refunds made.

Last date of attendance as % of the payment period for 
which the student was obligated

Portion of tuition and fees obligated and paid that 
are eligible to be retained by the institution

1st three days of class (if submitted in writing)   0%
After 1st day but still within 10% 10%

After 10% but still within 25% 50%
After 25% but still within 50% 75%

50% or thereafter 100%

                     
Although the staff cannot advise students on when to withdraw from their program the students are encouraged to become famil-
iar with the refund policies, make their own decisions and take the appropriate actions. 

If applicable, refunds to agencies, private loans, scholarships, and to the student will be made within 45 days of the date the stu-
dent is determined to have withdrawn.  Notification will be sent to the students of all refunds made.

Upon request, the institution will make readily available to enrolled and prospective students copies of this Institutional Refund 
Policy.
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Academic Policies
Academic policies apply to residential and online delivery modes except as indicated.  Brookline College reserves the right to 
change these policies as needed in the course of business.

Academic Integrity
Brookline College requires all students, faculty, and staff to conduct themselves and produce academic work in an ethical manner.  
Students are expected to conduct themselves at all times with the highest academic standards.  Cheating, falsifying documents or 
plagiarism will not be tolerated.  The penalties for these offenses are as follows:  
	 •   First offense:  Student receives a "0" on the assignment or test 
	 •   Second offense:  Student receives an "F" for the course.
	 •   Third offense:  Student receives an "F" for the course and may be expelled from the college. 

Plagiarism - Use of another person's or a group's words or ideas without clearly acknowledging the source of that information, 
resulting in their false representation as one's own individual work.  More specifically, to avoid plagiarizing, a student or other 
writer must give credit when he/she uses:
  	 •   Another person's idea, opinion, or theory
 	 •   Any facts, statistics, graphs, drawing - any piece of information that are not common knowledge
  	 •   Quotations of another person's actual spoken or written words
  	 •   Paraphrases of another person's spoken or written words
  	 •   Another person's data, solutions, or calculations without permission and/or recognition of the source, including the   
         act of accessing another person's computerized files without authorization.

Plagiarism may be either deliberate or unwitting; that is, it is the responsibility of a college student to know what constitutes pla-
giarism.  Ignorance is not a legitimate defense against a charge of plagiarism.  Students, faculty, and staff must also be cognizant 
of and avoid copyright infringement.  Copyright infringement is using someone else’s ideas or material, which may include a 
song, a video, a movie clip, a piece of visual art, a photograph, and other creative works, without authorization or compensation, 
if compensation is appropriate. The use of copyright material without permission is against federal law, and penalties may include 
fines and/or imprisonment.

Academic Advising
Advising will be initiated by the Program Directors, Director of Education, and/or the Campus Director if satisfactory progress is 
not being made. Advising may also be initiated by individual instructors or requested by the student. Students are urged to seek 
advising when academic concerns arise. 

Policy Statements    
    1.	 Brookline College reserves the right to modify policies, course schedules, curricula or courses within reason due to 
	 program upgrades or content changes.	
    2.    	Student interruptions in program schedules may result in a delay of graduation.
    3.    	Brookline College credits are not automatically transferable to other schools (see Credit Transfers to Another School).  
    4.    	All programs may not be available at all locations (see Brookline College Catalog Supplement - Tuition and Fees).
    5.    	Brookline College reserves the right to cancel programs of study, modes of delivery, or individual courses as it deems necessary.

Definitions
Grading periods are defined within each program.  Brookline College defines an Academic Year as a minimum of 30 weeks and 24 
semester credits.
Semester credit definitions are as follows:		  Clock hours are defined as follows:
15 hours lecture = 1 semester credit hour		  1 clock hour = 50 minutes of instruction with a 10-minute break
30 hours lab = 1 semester credit hour		
45 hours clinical = 1 semester credit hour
Student Status
12 credits or more per term = Full time student		 Fewer than 12 credits per term = Less than full time student

Course Numbering System and Sequence
      •    Non-Allied Health Diploma courses are 100 level courses.
      •    Allied Health programs are comprised of Modules.
      •    Associate degrees include 100 level and 200 level courses.
      •    Academic years three and four of the Bachelor degree are comprised of 300 and 400 level courses.

(continued on the next page)
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Course Numbering System and Sequence (continued)
      •    Courses and modules may be taken in any order; exceptions are noted as prerequisites/co-requisites in the individual 	
		  course description.  A student may petition the Director of Education to permit an exception to a pre-requisite/co-
		  requisite rule.  The prerequisite system, as listed in the course description section of this catalog, identifies the proper 	
		  qualification of students for any given course. Course sequencing is based on prerequisites and scheduling options.

Add / Drop Period
For any term the add/drop period is defined as the first three days of the term. During this period, students may add or drop class-
es, but may not withdraw from school without penalty.  New students may be admitted during this period provided they attend at 
least one scheduled class during the add/drop period.  No student will be admitted after the add/drop period.
		

Residential Attendance Policy
Students are expected to attend all scheduled class sessions.  At the start of each course the student will receive a course sylla-
bus with the attendance requirements outlined.  Absences do not relieve the student of the responsibility for missed assignments 
and exams.  Students shall notify the instructor in advance, if possible, of any anticipated absences.  Prior arrangements must be 
made with each instructor for makeup work.  Missed work may be made up at the instructor’s discretion and in accordance with 
Brookline College policies. 

Online Attendance Policy 
Online students are encouraged to participate often in each course they are enrolled.  Minimally, a student must submit a gradable item 
each week in order to be marked present for that week.  A gradable item is defined as a threaded discussion, assignment, test or quiz. 

Externships
Depending on the site, students may be required to complete their externships at times other than regular school/business hours, 
including weekends and holidays. Arrangements for externships/clinical practicum may also be made such that the student will 
be required to commute in excess of three (3) hours each way. Brookline College is not responsible for transportation costs, such 
as gas, mileage, meals, and/or other fees that might be associated with the student completing the required externship/clinical 
practicum.  Any questions should be directed to the Program Director or Director of Education.

Excessive Absence
After 14 consecutive calendar days of absence a student will be withdrawn from the College.  Any action taken due to excessive 
absences may affect financial aid and graduation dates. 

Tardiness
Brookline College encourages students to develop habits that are necessary to be successful in an employment setting.  
Punctuality is therefore emphasized.  Excessive tardiness may result in poor grades, which may subsequently lead to probation, 
loss of financial aid and/or termination from the College. 

Attendance Records
Official attendance records are maintained for each class by student.  These records become a permanent part of each student’s 
academic database record.  As required by Federal Regulation (34 CFR 668.24) Brookline College maintains all student records 
for a minimum of five years from the last award year that aid was disbursed after the student is no longer enrolled.  

Grading System
Brookline College is on a block schedule system with students receiving grades for each course attempted. The school uses the 
following grading for all programs:

Grade Percentage Rating Grade Point Value
A 90-100% Excellent 4.0

B 80-89% Very Good 3.0

C 70-79% Average 2.0

  D* 65-69% Below Average 1.0

F 0-64% Fail 0.0

R None Repeated N/A

W None Withdrawal N/A

TC None Transfer Credit N/A

(continued on the next page)
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Grading System (continued)

Grade Percentage Rating Grade Point Value
CR None Test Out N/A

I None Incomplete N/A

*For Health Care programs, a grade of “D” in a medical concentration course is considered unsatisfactory. For Legal programs, a 
grade of “D” in a legal specialty course is considered unsatisfactory.

An “R” is used to denote a repeated class.  If a course must be repeated, the original grade for the course is changed to an “R.”  A 
student is permitted to obtain a letter grade of “W” if they withdraw from a course prior to no greater than 50% of the scheduled 
classroom hours having elapsed and all assignments have been submitted up to the point of a request for a withdrawal being 
made.  Failure to attend or complete any class from which the student has not been officially withdrawn through a written request 
process will result in the grade earned in the course being that which includes all work completed up to that point and any missed 
worked.  Both “R” and “W” grades will be calculated as courses attempted for the purposes of determining Satisfactory Academic 
Progress and will not have any point value. 

A grade of “I” is granted only when, due to extreme extenuating circumstances, a student is unable to complete the work out-
lined in the course.  It is the responsibility of the student to request an incomplete from the instructor for the course in writing.  A 
student is only eligible for an “I” if they have attended 75% of the course and completed all required assignments up to the point 
at which an incomplete is requested.  In addition, a student cannot be on probation status.  If an “I” is granted, a Contract for 
Success must be filled out and signed by both the faculty member and the student.  The student will have an additional seven (7) 
calendar days from the scheduled end of the course to submit all outstanding assignments and satisfy the Contract for Success.  
Failure to submit outstanding assignments by that deadline will result in the “I” being replaced by the grade earned in the course, 
which will include any missed work. 

 “TC” designates transfer credits awarded for previous successful completion of academic coursework.  “CR” denotes credit 
granted based upon CLEP/DSST/ACE or challenge test procedures.

Course Repetitions and Withdrawals
The grade earned by a student retaking a course as a regular student becomes the recorded grade for that course. If a course is 
repeated (due to failure), the original grade for the course is changed to an "R" and will not count in the calculation of the stu-
dent's CGPA. The credits attempted in both courses will be considered calculated credit hours attempted for the purpose of deter-
mining Satisfactory Academic Progress (SAP). Students may only repeat the same course or module one time. Retakes are $100 
for one-week residential courses and $200 externships, clinicals, and all other courses. Students will be charged for all retakes 
that are listed on the student's transcript. Retake fees must be paid in full prior to the first day of class. 

A student is required to submit a written request to officially withdraw from Brookline College. Non-attendance does not constitute 
official withdrawal. Brookline College may withdraw a student who has not filed a written request based on the last date of atten-
dance if the student doesn’t notify Brookline College of their intention to withdraw or fails to attend school based on the attendance 
policy of Brookline College. Financial obligations are based on the last date of attendance per agreement signed by the student and 
Brookline College.

Transfer Credits from Other Institutions
Courses accepted by Brookline College for transfer credit will be reflected on the student's Brookline College transcript. The 
number of weeks in a program and 'official' program length may or may not be shortened due to the transferred courses. The 
transferred courses and grades are not calculated in the GPA (see Credit for Previous Educational Training).

Students transferring in credits should expect schedule interruptions for some portions of their program. Thus, students transfer-
ring in credits will lessen the number of weeks in class, but not necessarily shorten the time to graduation.

Transfer Credits from Brookline College
Courses previously completed at Brookline College will be evaluated as all other course work if a student transfers into a new 
program of study.  Credits deemed eligible for transfer of credit will be reflected on the student’s Brookline College transcript (see 
Credit for Previous Education). The number of weeks in the new program and ‘official’ program length may be influenced due to the 
transferred courses.  Transferred courses and grades are not calculated in the GPA (see Credit for Previous Educational Training). 
Transferred credits will affect the applicant’s maximum time frame for satisfactory academic progress and completion percentage. 
(See Satisfactory Academic Progress (SAP) Statement). 
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Satisfactory Academic Progress (SAP) Statement
Satisfactory academic progress is necessary in order to maintain eligibility for Federal Financial Aid programs and to become a 
Brookline College graduate. The following applies to all students enrolled at Brookline College:
    1.    	Maximum time frame is the maximum amount of time that a student is permitted to work towards a credential. This 	
		  period is equal to 1.5 times the standard program length. The maximum time frame is based on the length of the 
		  program measured in credit hours.
	 2. 	 In no case can a student exceed one and one-half times the standard time frame as defined by the institution either as a 	
		  regular student or in an extended enrollment status and receive the original academic credential for which he or she enrolled.
	 3.    	Satisfactory Academic Progress is measured in increments of 50% of the program measured in credit hours for 
		  Diploma programs, at the end of each payment period for Associate and Bachelor Degree programs.
	 4.	 Students must have successfully completed a minimum of 67% of attempted credits and must have earned at least a 	
		  2.0 GPA at each evaluation point.
	 5.	 Failure to meet these standards may result in the student being placed on Academic Probation. Probation will continue 
		  until the student's next evaluation point.
	 6.	 For the effect of repeated courses and withdrawals on the SAP calculation, see Course Repetitions and Withdrawals.
	 7.	 For being on probation, see Probation section listed below.
	 8.	 Brookline College does not offer non-credit remedial courses.

Cumulative Grade Point Average (CGPA) - Qualitative Standard
One aspect of academic progress is the student’s cumulative grade point average (CGPA). Students must be advancing toward or main-
taining a 2.0 or above CGPA for all Brookline College coursework to meet the requirements for graduation. Students who fall below 
the required minimum at their first designated incremental evaluation point will be placed on academic probation during which time 
the CGPA must be brought to the required minimum of 2.0. Students may continue to receive financial aid during this probationary 
period assuming all other requirements are met.  If a student does not meet the academic requirements or falls below 2.0 CGPA at their 
second or a later evaluation point, the student will be terminated and the student's financial aid discontinued. A student may appeal to 
the college to regain eligibility by following the written appeal for reinstatement of financial aid process.

Maximum Time Frame - Quantitative Standard
To ensure all students are progressing towards graduation an additional measurement is utilized to calculate satisfactory progress. 
The additional measurement, called maximum time frame, calculates a student’s academic progress by the percentage of credit hours 
completed compared to the credit hours attempted in their program of study. All students at Brookline College must complete their 
program without exceeding 150% of the published length of their program measured in credit hours. Students who fall below the 
required minimum 67% completion time frame at their first designated incremental evaluation point will be placed on academic 
probation during which time the maximum time frame must be brought to the required minimum. Students may continue to receive 
financial aid during this probationary period assuming all other requirements are met. If a student does not meet the academic require-
ments or falls below the minimum at their second or a later evaluation point, the student will be terminated and the student's financial 
aid discontinued. A student may be appeal to the college to regain eligibility by following the written appeal for reinstatement of 
financial aid process.  In no case can a student exceed one and one-half times the standard time frame as defined by the institution ei-
ther as a regular student or in an extended enrollment status and receive the original academic credential for which he or she enrolled.

Probation
Academic probation will occur if a student's CGPA falls below 2.0 or completion percentage falls below 67% at the first estab-
lished incremental evaluation point. Probationary status continues until the student's next established evaluation point. Written 
notification will be sent to all students being placed on academic probation. Students must raise their CGPA to at least 2.0 and 
raise their completion percentage to above 67% by the end of the probation period. This probationary period will not interrupt any 
Federal Financial Aid. The student is considered to be maintaining satisfactory progress while on probation and remains eligible 
for Title IV aid. If the student has not successfully satisfied the requirements by the next evaluation point, the student will be 
terminated. At this point Federal Financial Aid will be discontinued.

Reinstatement of Financial Aid Eligibility
Students who have lost eligibility for Title IV financial aid due to failure to meet established standards of academic progress may 
request reinstatement after meeting the requirements to be reinstated as a regular student and going through the SAP appeal process.

Resolution of Student Concerns
A complaint is a claim by a student that there has been a violation, a misinterpretation or an inequitable application of an existing 
policy, rule or regulation of the College.  An appeal and/or a formal grievance are two ways sponsored by the School to request a 
formal change to an official decision of the Institution.  No reprisals of any kind will be undertaken by any member of the School 
for the submission of an appeal or grievance.  

(continued on the next page)
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Resolution of Student Concerns (continued)
The steps involved with resolving a student concern are:  An informal appeal, a formal appeal, and formal grievance.

It is a requirement of the College that a student exhaust the appeal process in its entirety prior to submitting a grievance in order 
to allow for an appropriate resolution to be reached.  Further, if an appeal or grievance is not submitted within ten (10) business 
days the initial decision of the school will stand.

Step 1 and 2:  Informal Appeal Process
For academic or academic-related issues:
	 Step 1:	 It is most advantageous and therefore required that a student initially engage in free and open communication directly 	
			   with an instructor.
	 Step 2:	 In the event that the issue is not resolved to a student’s satisfaction at Step 1, they must discuss their concerns with the 	
		     	 Program Director or Academic Dean of their program.

For Non-academic Issues:
	 Step 1:	 The student is required to discuss freely and openly the issue with the staff member. 
	 Step 2:	 In the event that the issue is not resolved to a student’s satisfaction at Step 1, a student must discuss their concern with 	
			   the immediate supervisor of the individual in Step 1.

Regardless of the area of concern, if, following the informal appeal process, the student’s concern is not addressed completely, 
they are to follow the process for submitting a formal appeal outlined in Step 3.

Step 3: Formal Appeal Process 
The student must complete an appeal form which can be obtained from the Registrar and submit it along with a letter to the 
Director of Education within seven (7) calendar days from when the situation the student wishes to appeal has occurred. The letter 
must describe, in detail, the circumstances which the student feels deserve consideration. An appeal decision will be made by an 
appropriately determined committee. The Director of Education will chair the School’s Appeal Committee.  At a minimum, the 
committee will have representation from the following areas of the School: Financial Aid, Student Services, and the Department/
Program involved. The committee will review the student’s letter and any other documentation provided and take into consider-
ation the student’s mitigating or special circumstances. The student may appear at the appeal meeting. A written response will be 
given to the student within 10 calendar days from date of receipt of their appeal letter. While a student’s appeal is being consid-
ered, there will be no change in the status under the appeal. Students whose appeals are granted must abide by any terms and 
conditions set out in the Committee’s letter granting the appeal.

Where applicable, the student appeal process must be completed before initiating the student grievance procedure.

Step 4:  Formal Grievance Procedure
Students may wish to formally file a complaint with the College. In instances where all other attempts at resolution have failed, a 
student’s concerns can be resolved through the use of the Grievance Procedure: 

1.		 Within five (5) business days of the alleged action(s), the student must present in writing, all facts of the grievance to the   
    	 Chief Academic Officer at: 

					     E-mail address: 	 Professionalethics@brooklinecollege.edu 
					     Mailing address: 	Brookline College 
							       Attn: Chief Academic Officer 
							       2111 East Highland Avenue, Suite # B-400 
							       Phoenix, AZ 85016-4799 

2. 	 The Chief Academic Officer (CAO) is responsible for addressing the grievance within ten (10) business days of the receipt 	
		  of the written complaint. The Chief Operations Officer (COO) will be apprised of all actions and/or decisions concerning any 	
		  grievance at this level. A grievance committee, if formed, will be comprised of the appropriate number of individuals from the 	
		  appropriate areas to ensure a fair and unbiased evaluation. 
3. 	 After a decision has been rendered by the CAO, the student may request that the COO review the process and outcomes of the 	
		  grievance. 
4. 	 After a decision has been rendered by the COO, the student may request that the CEO review the process and outcomes of the 	
		  grievance. 

(continued on the next page)
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Step 4:  Formal Grievance Procedure (continued)
5. 	 If the student is not satisfied after exhausting the above procedures, the student may contact one of the following: 

		  Arizona State Board for 			  New Mexico Higher 		  ACICS 
		  Private Postsecondary Education 		 Education Department 		  750 First Street NE, 
		  1400 W. Washington St., Rm. 260 	 2048 Galisteo St. 			   Ste. 980 
		  Phoenix, AZ 85007 			   Santa Fe, NM 87505 		  Washington, DC 20002 
		  (602) 542-5709 			   (505) 476-6500 			   (202) 336-6780 
		  http://azppse.state.az.us 			  http://hed.state.nm.us 		  http://www.acics.org

Any questions regarding this grievance procedure should be directed to the Brookline College corporate office at 602-644-7000.

Program and Schedule Changes
Students may request a program and/or schedule change through the registrar’s office.  Program changes may not occur more 
than one time per academic year and each program change requires a new enrollment agreement to be signed.  

Requirements for Graduation
	 1.	 Earned a GPA of 2.0 or higher. 
	 2.	 Passed all courses.
	 3.	 Met all specific program requirements.
	 4.	 Met all requirements as listed in the catalog.
	 4.	 Health Care Students: Passed all program concentration courses with a “C” or better.
	 5. 	 Paralegal Studies Students: Passed all program concentration courses with a "C" or better.

Students that have met all requirements for graduation and have earned a cumulative grade point average of 3.8 or higher will 
graduate with honors.
Note:  Prior to receiving an official transcript, diploma, or degree all institutional indebtedness must be satisfied.

Transcripts and Diplomas
Transcripts:  Students are entitled to receive official transcripts free of charge.  A transcript request will not be processed for a 
student who is financially delinquent to Brookline College.  That is, an official transcript will not be issued until all financial ob-
ligations to the institution have been met.  The financial delinquency provision does not apply in the case of Health Care program 
completers who are taking the State Board exam may have an official transcript sent to the State Board.

Diplomas:  One diploma will be issued at no cost to each student who has met all financial and academic obligations required of 
Brookline College.  A fee of $10 will be assessed for each replacement diploma. A diploma request will not be processed until all 
financial obligations to the institution have been met.

Student Conduct
As a student, you are an active and vital part of the Brookline College educational community; a community dedicated to protect-
ing the freedom of individuals to inquire, study, evaluate, question and gain new levels of knowledge and understanding.  As with 
other communities, Brookline College has put specific policies and expectations in place that define acceptable behavior neces-
sary to both protect individual freedoms and ensure responsible citizenship.  As a member of the Brookline College community, 
it is your responsibility to understand and adhere to the codes and policies that govern and prescribe acceptable student behavior.  
Students who engage in unacceptable conduct are subject to various sanctions up to and including dismissal from school and/or 
prosecution.  Unacceptable conduct includes, but is not limited to:

	 1.	 Dishonesty including knowingly furnishing false information to the institution, forgery, alteration or use of institutional 	
		  documents or identification with intent to defraud.
	 2.	 Intentional disruption or obstruction of classes, administration, public meetings and programs, or other school activities.
	 3.	 Harassment, verbal abuse and/or actual or threatened physical injury to any person (including self) on Brookline College 
		  premises, or at activities sponsored or supervised by the college.
	 4.	 Failure to comply with the directions of college officials acting in the performance of their duties.
	 5.	 Attempted or actual theft or damage to the property of an Brookline College employee or student.  
	 6.	 Any graffiti or other misuse, vandalism, malicious or unwarranted damage or destruction, defacing, disfiguring or 		
		  unauthorized use of property belonging to Brookline College including, but not limited to, fire alarms, fire equipment, 
		  elevators, telephones, institution keys, library material, computers, walls, floors, doors and/or ceilings.

(continued on the next page)
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Student Conduct (continued)
	 7.	 Violation of the campus premises in a way that affects the college community's pursuit of its educational objectives.  	
		  This includes, but is not limited to, use of alcoholic beverages and/or controlled or dangerous substances on school 		
		  premises, and possession of weapons on school premises.
	 8. 	 Any unprofessional conduct or behavior that would not be considered generally acceptable by an employer of one of 	
		  their employees, or behavior that is deemed to otherwise be disruptive on school property or at any school sponsored event 	
		  (e.g., externship/practicum, clinical, field trip).
	 9. 	 Failure of a required drug screen or health screen.

Harassment
The purpose of this policy is not to regulate the personal lives or morality of students (or employees) or to infringe on the prin-
ciples of academic freedom or constitutionally-protected free speech rights.  The policy was formulated to protect our students 
and employees, both male and female, against unsolicited and unwelcome sexual overtures or conduct, either physical or verbal.  
Conduct which has the purpose of unreasonably interfering with an individual's course of study or creates a hostile, intimidating, 
or offensive environment may also constitute harassment.  

It is Brookline College's policy that all employees and students have a right to work and study in an environment free of discrimina-
tion, which includes freedom from harassment, whether that harassment is based on color, race, national origin, disability, sexual 
orientation, religion, age, sex, marital status, gender, or any other classification protected by applicable discrimination laws.

Brookline College prohibits harassment of its students or employees in any form by instructors, students, staff, supervisors, co-work-
ers, suppliers, or visitors.  Violation of this policy may result in disciplinary action, up to and including suspension or expulsion for 
students.  With respect to guests and non-employees, offending individuals may be asked to leave and not return.  With respect to 
employees, violation may result in disciplinary action up to and including termination of the employee who harasses others. 

Reporting
Any person can raise concerns and make reports without fear of retaliation or reprisal.  Employees or students who have com-
plaints of harassment should report such conduct to their Campus Director, the Chief Academic Officer, or the Human Resources 
Manager, who acts as the Equal Opportunity Officer (EOO).  Employees or students who observe harassment should also report 
such conduct to their supervisor or the EOO.  Brookline College will investigate the matter in a timely fashion.  If an investiga-
tion confirms the allegations, appropriate corrective action will be taken.  All employees and students are expected to cooperate 
with the investigation.  Failure to do so may lead to disciplinary action as mentioned above.  

Information provided by the individuals in the course of an investigation will be treated as confidentially as possible and only be 
provided to those who have a need for the information or when it is required in the course of investigating the complaint.  

Providing false information in the course of an investigation is grounds for disciplinary action as mentioned above.  Reporting 
contacts are:

	 1.    Campus Director				  
	 2.    Chief Academic Officer at 602-644-7000
	 3.    Human Resources at 602-644-7000
	 4.    Professionalethics@brooklinecollege.edu

Disciplinary Action
A student may be withdrawn from school or placed on a disciplinary probation period through administrative action for the following:

	 1.	 Excessive absences.
	 2.	 Conduct detrimental to the faculty, staff, or other members of the student’s class.
	 3.	 Actions that bring discredit upon Brookline College.
	 4.	 Drug or alcohol abuse.
	 5.	 Sexual harassment of faculty, staff, students, visitors, and/or vendors.
	 6.	 Unsatisfactory academic progress.
	 7.	 Any breach of Brookline College’s Ethical Conduct or Honor Code.

Dress Code
Brookline College students need to begin building a wardrobe for the working environment. Tank tops, short shorts, miniskirts, or 
clothing, piercings and body art that may be offensive in any way or disruptive are not acceptable.  A neat and clean appearance 
for all scheduled courses and field trips must be maintained.  

(continued on the next page)
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Dress Code (continued)
Allied Health Dress Code
The following guidelines have been established to meet the dress requirements for Brookline College Allied Health Programs:

•		 Two sets of Brookline College scrub are issued to each student. Students are required to wear the college uniform in all class	
		 room and clinical settings unless the clinical setting   requires other clinical attire. If any part of the uniform needs to be 
		 replaced it will be done so at the cost to the student. Additional uniforms may be purchased through the college. If a student 	
		 is not wearing the entire college, issued/approved uniform they will be asked to leave campus or clinical setting. This will 	
		 result in an absence. If the uniform cannot be worn during pregnancy, the Program Director should be consulted regarding 
		 acceptable dress. Students who wish adaptations to the uniform for cultural and/or religious reasons need to consult with 
		 Program Director and or the Director of Education prior to the first day of class. 
•		 The student uniform must be clean, neat. 
•		 No long sleeve shirts or visible T-shirts may be worn under tunic top when in uniform
•		 Do not wear colored undergarments that are visible through the uniform. White or beige undergarments work best in the scrub 	
		 uniform.
•		 Hair must be clean, worn off the collar and pulled back from face while in uniform, (especially while working in the lab). Hair	
		 color that is distracting or not in good taste is not permitted.
•		 No jewelry is to be worn with the uniform except wedding rings, engagement rings, and a wristwatch with a second hand. No 	
		 neck chains, ornamental pins, or bracelets are to be worn with the uniform.
•		 No hats, caps, headbands, or bandannas of any kind may be worn in the classroom or the clinical areas.
•		 No visible tattoos are permitted in class or clinical setting, they must be covered. 
•		 One pair of small plain post earrings may be worn in pierced ears. NO dangling earrings should be worn. No body piercing 	
		 jewelry is to be visible. Clear spacers may replace body piercing while in class or at clinicals. If the removal is not an option, 	
		 the reason should be discussed with the Program Director prior to the first clinical day. If the reason is justified, the jewelry	
	  will need to be covered. This policy is in effect for the safety of both students and patients to eliminate potential sources of 
		 infection and/or injury as well as to avoid distractions to patients who are in the care of students. Clinical facility may have 
		 additional regulations or guidelines that will be required.
•		 Makeup should be minimal and subtle. Neatly trimmed beards and mustaches are permitted.
•		 Students will maintain personal hygiene. Students will bathe daily and use deodorant. No offensive body odor or cigarette smell.
•		 Cologne, after-shave, or perfumes are not permitted in the classroom or clinical facility. 
•		 Picture ID badge is worn in a visible area at all times both in school and clinical facilities.
•		 Socks or neutral nylons must be worn with uniforms.
•		 Uniform style shoes or white sneakers, non-porous and closed-toed. Laces must be tied, be clean and white. Shoes must have 	
		 closed toes, low heels, and a strap over the heel.
•		 Fingernails must be clean and short. Light pastel or neutral color polish is acceptable,
•		 No artificial nails, wraps, or extenders of any length.
•		 No chewing gum while in uniform. 

Occupational Safety and Health Administration (OSHA) regulations require protective eye wear be worn while conducting or 
observing any procedures in lab sessions. Personal corrective glasses or goggles may be substituted with the permission of the 
instructor. Students improperly dressed for lab will not be allowed to initiate any procedures and may be expelled from the lab 
during procedures at the discretion of the instructor until they are dressed in accordance with regulations.

Rules Governing Classrooms/Labs
Children are not to accompany students to classrooms or labs.  In addition, children may not be left unattended on the campus or 
the campus grounds.  When students are in class or a lab, cellular telephones, pagers, and beepers must be turned off or put on 
silent or vibration mode.  Text messaging is not permitted during class, and electronic entertainment devices are to be turned off 
and headphones removed.

Library/Learning Resource Center
Each Brookline College campus has a Library/Learning Resource Center (LRC), which supports the educational and profes-
sional needs of the students.  Hours of operation are posted at each facility.  The LRC provides a place where students can study, 
research information, and work on projects for their classes.  

LRCs provide a wide range of core reference materials such as online databases and search engines, instructional and resource 
CDs, books, and pertinent trade, professional and academic periodicals.  In addition, LRCs are equipped with computers featur-
ing a variety of software and a high speed Internet connection, giving students access to a multitude of tools and information to 
assist them in all aspects of their education. 

(continued on the next page)
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Library/Learning Resource Center (continued)
Each LRC is staffed with a professionally trained librarian who not only maintains the LRC inventory, but also assists students 
and conducts orientations designed to train them to effectively find, retrieve and integrate the information they need to solidify 
their learning.  

If desired, students may check out books from the LRC (with the exception of reference books), with the understanding that they are 
financially responsible for any books borrowed.  If books are not returned, the cost will be charged to the student's account.
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Federal Policies
Nondiscrimination
Brookline College adheres to the following federal regulations to ensure nondiscrimination: American Disabilities Act of 1990, 
Section 504 of the Rehabilitation Act of 1973, Title IX of the Education Amendments of 1972, and Titles VI and VII of the 
Civil Rights Act of 1964. Brookline College affirms that it will not discriminate on the basis of gender, race, color, national 
origin, ethnicity, religion, age, disability, sexual orientation, veteran status, or marital status in any of its policies, practices or 
procedures in accordance with applicable federal, state and local laws, nor will it condone any acts of illegal discrimination by 
its employees. This provision includes, but is not limited to, employment, admissions, testing, financial aid and educational ser-
vices. Brookline College confirms that the above provisions by its reference to applicable federal, state and local laws prohibits 
and condemns any retaliation of any kind against any employee or student engaging in the exercise of free speech or in activities 
protected by federal, state and local laws. If any student or faculty member has a concern about compliance with these federal 
regulations, please contact your Campus Director (for residential students), the Director of Online Learning (for online students) 
or the Human Resources Manager (for faculty).

Americans with Disabilities Act (ADA) Policy
Brookline College adheres to the requirements on a disability established under the American with Disabilities Act (ADA) of 1990 
and the Rehabilitation Act of 1973. No qualified individual with a disability shall, on the basis of the disability, be excluded from 
participation in, be denied the benefit of, or otherwise be subjected to discrimination related to any of Brookline College's programs 
or activities. 

When a student self discloses their disability, Brookline College will make reasonable accommodations to include all students in the 
college's activities and programs. The self disclosure of the disability, along with documentation from a health care provider, should 
be made to your Campus Director (for residential students) or the Director of Online Programs (for online students). Determination 
of reasonable accommodations will be made by the Human Resources Manager. Based on the accommodation, a Letter of 
Accommodation will be provided to the student for their use at the college.

ADA Accessibility
All Brookline College campuses are ADA accessible.  Campuses with second floor facilities have elevators in close proximity.  
Brookline College does not provide any special facilities, but may provide reasonable accommodations on a case-by-case basis.

Family Educational Rights and Privacy Act of 1974 (FERPA)
Brookline College adheres to the Family Educational Rights and privacy Act (FERPA) of 1974. FERPA provides guidelines 
around a student’s right to access their information as well as the College and faculty responsibilities to protect the confidential-
ity of student information. 

The following information cannot be provided to any third party, including parents, guardians and spouses: Social Security 
Number, class schedule, admission information, academic records, grades and performance information, assignments, commu-
nications (letters and e-mails) with any information about the students, system reports or information with identifiable student 
information.

Student written consent is needed for the release of records covered by the law to outside parties except for those agencies enti-
tled to access under the provisions of the law (i.e., institution officials, federal education and auditing officials, requests related 
to the application for or receipt of financial aid, accrediting organizations, and parents of a dependent student, as defined in 26 
U.S.C. 152). Directory information as it relates to this act includes only name, dates of attendance, major, degrees, as well as 
honors and award. 

Brookline College will allow students to review and inspect their records. And any record which is incorrect will be amended. 
Questions with respect to a student’s prerogatives under the Family Educational Rights and Privacy Act of 1974 should be 
directed to the Registrar. 

Directory Information 
Directory Information is information on a student that the College may release to third parties without the consent of the student.  
Brookline has defined directory information as the student’s name, address(es), telephone number(s), e-mail address, birth date 
and place, program undertaking, dates of attendance, honors and awards, and credential awarded.  If a student does not want 
some or all of his or her directory information to be released to third parties without the students consent, the student must pres-
ent such a request in writing to the Campus Director within 10 days after the date of the student’s initial enrollment or by such 
later as the institution may specify.
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Leave of Absence (LOA)
Leaves of Absence (LOAs) are granted for jury duty, military reasons, medical reasons or other mitigating circumstances as  
approved by Brookline College.  The guidelines for LOAs are as follows:

	 1.  	 A student must be enrolled at least 30 days to be eligible to request an LOA.  The request has to be made in writing 	
		  with appropriate supporting documentation and must be submitted before the student exceeds any attendance 		
		  policy or guideline.
	 2.  	 An initial LOA may not exceed 60 calendar days. Subsequent LOAs may be warranted for the same reasons stated for 	
		  the initial LOA and may not exceed 30 days.  
	 3.  	 The total number of days taken for all LOAs may not exceed 90 days in any 12-month period. The 12-month period 
		  begins on the first day of the student’s first LOA. 
	 4.  	 A student on LOA must return at the beginning of the next available term. If a student takes an LOA during a course, 	
		  the student must repeat the entire course (at no charge), unless a final grade can be given.
	 5.  	 If a student fails to return from an approved LOA on the date scheduled, the student is considered to have withdrawn 	
		  and their LDA will be their actual last date of recorded attendance. 
	 6.  	 Failure to return from an LOA may affect Title IV recipients’ loan repayment times and exhaustion of some or all of a 
	      	 student’s financial aid grace period. 

Student Records Retention
As required by Federal Regulation (34 CFR 668.24) Brookline College maintains all student records for a minimum of five 
years from the last award year that aid was disbursed after the student is no longer enrolled.  Transcripts and applicable financial 
aid documents are maintained indefinitely as noted in the Federal Regulation (34CFR 668.24).  

Health Insurance Portability and Accountability Act (HIPAA)
Health Care Students
The Health Insurance Portability and Accountability Act of 1996 (HIPAA) Privacy Rule creates national standards to protect 
individuals' medical records and other personal health information. Health plans, health care clearinghouses, and health care pro-
viders who perform certain financial and administrative transactions electronically must follow the Health Insurance Portability 
and Accountability Act of 1996 (HIPAA) Privacy Rule.

All verbal, electronic, and written information relating to patients/clients and contracted agencies is considered confidential and 
is not to be copied or discussed with anyone. Information may be disclosed only as defined in HIPAA guidelines for educational 
purposes. A breach of confidentiality will result in disciplinary action, up to and including possible dismissal from the program 
and/or course.

Campus Security
The administrative staff of Brookline College makes every effort to maintain secure campuses.  Each fall, as required by the 
Higher Education Amendment of 1992, Brookline College publishes the Campus Crime & Security Report. This report is avail-
able upon request. 

Weapons are not permitted on campus.  Students with weapons will not be allowed to attend class or participate in scheduled 
school activities. All students and employees are encouraged to report any violation of the above regulation to the Campus 
Director.  All other criminal activity will also be reported to the Campus Director.  The institution and its campuses strive to 
provide a safe, secure learning environment.  However, Brookline College cannot be held responsible for the loss of books or 
personal property brought onto the campus or in the parking lots.  Please secure your possessions at all times.

Drug-Free Environment
Brookline College is committed to having drug-free campuses.  The Drug-Free Schools and Communities Act Amendments of 
1989 (Public Law 101-226) requires Brookline College to adopt and implement a program to prevent the illicit use of drugs and 
the abuse of alcohol by students and employees. Brookline College’s standards of conduct clearly prohibit the unlawful possession, 
use, or distribution of drugs and alcohol by students on Brookline College’s property or during any Brookline College activity on or 
off campus. If any student is suspected of drug or alcohol abuse, Brookline College reserves the right to request drug/alcohol test-
ing and/or counseling. In addition, actions up to and including termination may ensue.  
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Bachelor Degree Programs
(Courses are not necessarily listed in order taken)

Bachelor of Arts - Management
121 Credits - 1890 Clock Hours - 126 Weeks

The Bachelor of Arts in Management combines studies in management leadership, managerial technology, economics, and 
research; and encompasses internationally accepted theories of contemporary management. The academic and professional skills 
focused on during the program provides graduates with a well-rounded education and prepares them to function successfully in 
entry-level management positions.
 
Core - 5 Credits - 90 Clock Hours	             Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Program Concentration  - 80 Credits - 1260 Clock Hours
AC	 100		  Accounting I 			   3.0	 45
AC	 157		  Spreadsheets			   2.0	 45
AC	 240		  Business Finance			   3.0	 45
BU	 175		  Business Communications			   3.0	 45
BU	 176		  Business Principles			   3.0	 45
BU	 177		  Management			   3.0	 45
BU	 210		  Human Resource Management                 	                   	 3.0	 45
BU	 211		  Small Group Communications for Business	                   	 3.0	 45
BU	 240		  Critical Thinking and Decision Making			   3.0	 45
BU	 279		  Marketing			   3.0	 45
BU	 280		  Quality Management			   3.0	 45
BU	 299		  Business Law			   3.0	 45
DP	 103		  Publishing and Presentations			   2.0	 45
DP	 104		  Database Design			   2.0	 45  
MG	300		  Management Concepts			   3.0	 45
MG	302		  Management Communications			   3.0	 45
MG	304		  Organizational Behavior			   3.0	 45
MG	306		  Principles of Business Finance for Management 
					     Decision Making			   3.0	 45
MG	308		  Legal Environment of Business			   3.0	 45
MG	310		  Human Resources and Diversity			   3.0	 45
MG	320		  Economics			   3.0	 45
MG	340		  Enterprise Marketing			   3.0	 45
MG	370		  Strategic Planning			   3.0	 45
MG	410		  Social Responsibility in Management			   3.0	 45
MG	432		  Labor and Management Relations			   3.0	 45
MG	460		  Leadership			   3.0	 45
MG	490		  Current Management Issues			   3.0	 45
WP	 106		  Microsoft Word			   2.0	 45

General Education - 36 Credits - 540 Clock Hours		    
CO	 415		  Multi-cultural Communications			   3.0	 45
GE	 131		  World Cultures, Nation Building, and the Governing Processes	 3.0	 45
GE	 135		  Introduction to Psychology			   3.0	 45
GE	 136		  Introduction to Political Science			   3.0	 45
GE	 140		  College Mathematics			   3.0	 45
GE	 144		  English Composition			   3.0	 45
LI	 310		  Contemporary Literature			   3.0	 45

(continued on the next page)
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Bachelor of Arts - Management
General Education (continued)		     Credit Hours   Clock Hours
PH	 330 		 Decision Making			   3.0	 45
PH	 410		  Ethics			   3.0	 45
QN	 320		  Essential Statistical Thinking			   3.0	 45
SO	 360		  The Global Environment			   3.0	 45
SO	 365		  Socialization and Societal Development			   3.0	 45							                ________________	
TOTAL		            	                     121.0            1890
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Bachelor of Arts - Public Administration
121 Credits - 1890 Clock Hours - 126 Weeks

The Bachelor of Arts in Public Administration Program prepares graduates for entry-level positions in public service by providing an 
overview of techniques and experience in applying these techniques to public policy decision making.  It examines in depth the nature 
of public servants, the tools at their disposal, and various roles in public organizations. This program is designed to foster an under-
standing of the background and history of public administration as a discipline; to develop an understanding of organization theory; 
and to examine the design of organizations and the environment of the political subsystems in which administrators function. 

Core - 5 Credits - 90 Clock Hours	             Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Program Concentration  - 80 Credits - 1260 Clock Hours
AC	 100		  Accounting I 			   3.0	 45
AC	 157		  Spreadsheets			   2.0	 45
AC	 240		  Business Finance			   3.0	 45
BU	 175		  Business Communications			   3.0	 45
BU	 176		  Business Principles			   3.0	 45
BU	 177		  Management			   3.0	 45
BU	 210		  Human Resource Management                 	                   	 3.0	 45
BU	 211		  Small Group Communications for Business	                   	 3.0	 45
BU	 240		  Critical Thinking and Decision Making			   3.0	 45
BU	 279		  Marketing			   3.0	 45
BU	 280		  Quality Management			   3.0	 45
BU	 299		  Business Law			   3.0	 45   
DP	 103		  Publishing and Presentations			   2.0	 45
DP	 104		  Database Design			   2.0	 45
PA	 300		  Public Policy			   3.0	 45
PA	 320		  Government Budgeting			   3.0	 45
PA	 340		  Administration of Public Organizations			   3.0	 45
PA	 400		  Philosophy and Ethics of Public Administration			   3.0	 45
PA	 420		  Administrative Law			   3.0	 45
PA	 440		  Human Services Management			   3.0	 45
PA	 460		  Introduction to Grant Writing			   3.0	 45
MG	302		  Management Communications			   3.0	 45
MG	304		  Organizational Behavior			   3.0	 45
MG	310		  Human Resources and Diversity			   3.0	 45
MG	320		  Economics			   3.0	 45
MG	370		  Strategic Planning			   3.0	 45
MG	460		  Leadership			   3.0	 45
WP	 106		  Microsoft Word			   2.0	 45

General Education - 36 Credits - 540 Clock Hours		     
CO	 415		  Multi-cultural Communications			   3.0	 45
GE	 131		  World Cultures, Nation Building, and the Governing Processes	 3.0	 45
GE	 135		  Introduction to Psychology			   3.0	 45
GE	 136		  Introduction to Political Science			   3.0	 45
GE	 140		  College Mathematics			   3.0	 45
GE	 144		  English Composition			   3.0	 45
LI	 310		  Contemporary Literature			   3.0	 45
PH	 330 		 Decision Making			   3.0	 45
PH	 410		  Ethics			   3.0	 45

(continued on the next page)
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Bachelor of Arts - Public Administration
General Education (continued)		     Credit Hours   Clock Hours
QN	 320		  Essential Statistical Thinking			   3.0	 45
SO	 360		  The Global Environment			   3.0	 45
SO	 365		  Socialization and Societal Development			   3.0	 45							                ________________	
TOTAL		            	                     121.0            1890
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Associate Degree Programs
(Courses are not necessarily listed in order taken)

Associate of Arts - Accounting
62 Credits - 1035 Clock Hours - 69 Weeks

The Associate of Arts in Accounting Program ensures a thorough understanding of introductory accounting skills as well as 
general business operations.  It includes in-depth coursework in computer applications used in the accounting field.  Graduates of 
this program will be prepared for entry-level positions in business and/or accounting to include positions such as a bookkeeper or 
accounting clerk.

Core - 5 Credits - 90 Clock Hours		     Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Program Concentration  - 42 Credits - 720 Clock Hours
AC 	100 		 Accounting I			   3.0	 45
AC 	110 		 Computerized Accounting			   2.0	 45
AC 	120 		 Business Math			   2.0	 45
AC 	157 		 Spreadsheets			   2.0	 45
AC 	200	  	 Accounting II			   3.0	 45
AC 	210	  	 Intermediate Accounting I			   3.0	 45
AC 	220 		 Personal Income Tax			   3.0	 45
AC 	230 		 Payroll			   3.0	 45
AC 	240 		 Business Finance			   3.0	 45
BU 	175 		 Communications			   3.0	 45
BU 	176 		 Business Principles			   3.0	 45
BU 	240	  	 Critical Thinking and Decision Making			   3.0	 45
BU 	299 		 Business Law			   3.0	 45
DP 	 103 		 Publishing and Presentation			   2.0	 45
DP 	 104 		 Database Design			   2.0	 45
WP 	106 		 Microsoft Word			   2.0	 45

General Education - 15 Credits - 225 Clock Hours                          
GE 	131 		 World Cultures, Nation Building, and the Governing Processes	 3.0	 45
GE 	135 		 Introduction to Psychology			   3.0	 45
GE 	136	  	 Introduction to Political Science			   3.0	 45
GE 	140	  	 College Mathematics			   3.0	 45
GE 	144 		 English Composition			   3.0	 45							                ________________				  
TOTAL	                                                                                                          62.0               1035
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Associate of Arts - Business
61 Credits - 990 Clock Hours - 66 Weeks

The Associate of Arts in Business Program is designed to enhance the student’s career opportunities and improve opportunities 
for advancement by providing a diverse and well-rounded curriculum of general education, business, and management studies.  
Students will gain a greater understanding of management and supervision techniques, which will help enable them to more 
readily attain entry-level management positions in today’s competitive business environment.

Core - 5 Credits - 90 Clock Hours	             Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Diploma Concentration  - 41 Credits - 675 Clock Hours
AC	 100		  Accounting I			   3.0	 45
AC	 157		  Spreadsheets			   2.0	 45
AC	 240		  Business Finance			   3.0	 45
BU	 175		  Business Communications			   3.0	 45
BU	 176		  Business Principles			   3.0	 45
BU	 177		  Management			   3.0	 45
BU	 210		  Human Resource Management                 	                   	 3.0	 45
BU	 211		  Small Group Communications for Business	                   	 3.0	 45
BU	 240		  Critical Thinking and Decision Making			   3.0	 45
BU	 279		  Marketing			   3.0	 45
BU	 280		  Quality Management			   3.0	 45
BU	 299		  Business Law			   3.0	 45
DP	 103		  Publishing and Presentations			   2.0	 45
DP	 104		  Database Design			   2.0	 45
WP	 106		  Microsoft Word			   2.0	 45

General Education - 15 Credits - 225 Clock Hours		    
GE	 131		  World Cultures, Nation Building, and the Governing Processes 	3.0	 45
GE	 135	 Introduction to Psychology			   3.0	 45
GE	 136		  Introduction to Political Science			   3.0	 45
GE	 140		  College Mathematics			   3.0	 45
GE	 144		  English Composition			   3.0	 45							                ________________	
TOTAL				               61.0                990	
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Associate of Science - Health Care Administration 
60 Credits - 1005 Clock Hours - 60 Weeks

The Associate of Science in Health Care Administration combines real-world business and management skills with specific 
knowledge of today’s expanding field of health care.  Students learn to identify key ethical, legal and practical issues related to the 
day-to-day operations of a healthcare office including privacy, medical records, administration and organization.  The program is 
designed to accommodate a variety of students: those currently working in the health care field, those currently in leadership/man-
agement positions, as well as those without a health care or management background.  Graduates of the program are well-suited 
for entry-level management positions in non-profit, for profit, or voluntary health care organizations.

Program Concentration - 33 Credits – 540 Clock Hours            Credit Hours    Clock Hours				  
AC	 101	 Accounting I			   3.0	 60
BU	 177	 Management			   3.0	 45
BU	 210	 Human Resource Management			   3.0	 45
BU	 280	 Quality Management			   3.0	 45
HA	 100  	 Medical Terminology			   3.0	 45
HA	 110  	 Electronic Medical Records			   3.0	 60
HA	 200	 Anatomy and Physiology			   3.0	 45
HA	 210	 Medical Law and Ethics			   3.0	 45
HA	 220	 Interpersonal Communications in Healthcare			   3.0	 45                      
HA	 230	 Principles of Health Care Administration			   3.0	 45
HA	 240	 Medical Office Administration			   3.0	 60

General Education – 15 Credits – 225 Clock Hours

BI	 165    	 Introduction to Biology			   3.0	 45
EN	 144	 English Composition			   3.0	 45
MH	140	 College Mathematics			   3.0	 45
PS	 135	 Introduction to Psychology			   3.0	 45
SO	 170	 Introduction to Sociology			   3.0	 45

Additional Course Requirements - 12 Credits – 240 Clock Hours	
CP	 100 	 Word Processing and Presentations			   3.0	 60
CP	 101	 Spreadsheets and Databases			   3.0	 60
PD	 299	 Professional Development			   3.0	 60
SS	 100	 Student Success			   3.0	 60							                ________________	
TOTAL			                       60.0              1005
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Associate of Arts - Justice Administration
64 Credits - 990 Clock Hours - 66 Weeks

Today’s modern law enforcement agencies are requiring more in-depth knowledge and greater skill for their positions. Brook-
line College’s Associate of Arts Degree Program is an extensive, program that prepares students for entry-level positions and a 
rewarding career in criminal justice.  Students will develop knowledge and skills in areas such as inmate management, private 
security, criminal investigation, juvenile justice, procedural criminal law, counter-terrorism, community relations and more.  

Core - 5 Credits - 90 Clock Hours	             Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Program Concentration  - 44 Credits - 675 Clock Hours
BU	 240		  Critical Thinking and Decision Making              	                   	 3.0	 45
DS	 100		  Criminal Justice System			   3.0	 45
DS	 105		  Corrections			   3.0	 45
DS	 112		  Criminology			   3.0	 45
DS	 116		  Private Security  			   3.0	 45
DS	 122		  Communications in Criminal Justice			   3.0	 45
DS	 125		  Criminal Investigations			   3.0	 45
DS	 130		  Report Writing 			   3.0	 45
JA	 212		  Juvenile Justice			   3.0	 45
JA	 250		  Contemporary Issues in Criminal Justice			   3.0	 45
JA	 260		  Procedural Criminal Law			   3.0	 45			       	
JA	 270		  Substantive Criminal Law			   3.0	 45
JA	 282		  Ethics in Criminal Justice			   3.0	 45
JA	 290		  Terrorism		         	 3.0	 45
WP	 106		  Microsoft Word			   2.0	 45

General Education - 15 Credits - 225 Clock Hours		     
GE	 131		  World Cultures, Nation Building, and the Governing Processes	 3.0	 45
GE	 135		  Introduction to Psychology			   3.0	 45
GE	 136		  Introduction to Political Science			   3.0	 45
GE	 140		  College Mathematics			   3.0	 45
GE	 144		  English Composition			   3.0	 45							                ________________	
TOTAL				               64.0                990
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Associate of Arts - Paralegal Studies
69 Credits - 1195 Clock Hours - 73 Weeks

Graduates of the Paralegal Studies Associate of Arts Degree Program at Brookline College will be prepared to function in entry-level 
positions in various legal office settings such as courts, law firms, insurance offices, or corporate legal divisions having skills in legal 
research, office skills, professional ethics, legal writing, analysis of case law, and communication.

Core - 5 Credits - 90 Clock Hours                                                       Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Program Concentration  - 49 Credits - 880 Clock Hours
AC	 157		  Spreadsheets			   2.0	 45
BU	 175		  Business Communications			   3.0	 45
BU	 240		  Critical Thinking and Decision Making			   3.0	 45
JA	 260		  Procedural Criminal Law			   3.0	 45
JA	 270		  Substantive Criminal Law			   3.0	 45
LA	 100		  Legal Research and Writing I			   3.0	 45
LA	 101		  Legal Assisting			   3.0	 45
LA	 110		  Torts and Litigation I			   3.0	 45				  
LA	 115		  Family Law			   3.0	 45
LA	 120		  Specialty Practice Forms                                  	                   	 3.0	 45
LA	 125		  Law Office Management			   3.0	 45
LA	 200		  Contracts			   3.0	 45			       	
LA	 210		  Estate Planning and Probate			   3.0	 45
LA	 216		  Torts and Litigation II			   3.0	 45
LA	 220		  Legal Research and Writing II			   3.0	 45
WP	 106		  Microsoft Word			   2.0	 45
					     Residential Program
LA	 290		  Externship			   3.0               160	
					     Online Program
LA	 291		  Portfolio Project			   3.0               160

General Education - 15 Credits - 225 Clock Hours		     
GE	 131		  World Cultures, Nation Building, and the Governing Processes	 3.0	 45
GE	 135		  Introduction to Psychology			   3.0	 45
GE	 136		  Introduction to Political Science			   3.0	 45
GE	 140		  College Mathematics			   3.0	 45
GE	 144		  English Composition			   3.0	 45							                ________________	
TOTAL		    	                     69.0              1195	
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Diploma Programs
(Courses are not necessarily listed in order taken)

Diploma - Business Technology Specialist
25 Credits - 450 Clock Hours - 30 Weeks

This program is designed to provide the student with the skills and competencies needed to prepare them for entry-level positions 
and allow them to effectively perform in a variety of office settings in the business community.  The student will learn and use a 
variety of software packages that will increase his/her marketability in the business world.

Core - 5 Credits - 90 Clock Hours		     Credit Hours   Clock Hours
BU	 101		  Professional Development			   1.0	 15
BU	 104		  Career Development			   1.0	 15
BU	 110		  Master Student - Skill Building			   1.0	 15
BU	 115		  Master Student - Workshops			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP	 102		  Introduction to Computers			   1.0	 15

Program Concentration  - 20 Credits - 360 Clock Hours
AC	 100		  Accounting I			   3.0	 45
AC	 157		  Spreadsheets			   2.0	 45
BU	 175		  Business Communications  			   3.0	 45
BU	 176		  Business Principles			   3.0	 45
BU	 177		  Management			   3.0	 45
DP	 103		  Publishing and Presentation			   2.0	 45
DP	 104		  Database Design 			   2.0	 45
WP	 106		  Microsoft Word			   2.0	 45							                ________________	
TOTAL				               25.0                450
			          

Diploma - Legal Secretary
28 Credits - 495 Clock Hours - 33 Weeks

The Legal Secretary Diploma Program is designed to teach law office skills, basic legal knowledge, writing and research, and 
software applications.  Graduates of the program will be prepared to begin working in entry-level positions as legal secretaries in 
law offices and other legal/judicial settings.

Core - 5 Credits - 90 Clock Hours		     Credit Hours   Clock Hours
BU 	101 		 Professional Development 			   1.0 	 15
BU 	104 		 Career Development 			   1.0	 15
BU 	110 		 Master Student - Skill Building 			   1.0	 15
BU 	115 		 Master Student - Workshops 			   0.5	 15
BU	 125		  Writing for Career Professionals			   0.5	 15
DP 	 102 		 Introduction to Computers 			   1.0	 15

Program Concentration  - 23 Credits - 405 Clock Hours
AC 	157 		 Spreadsheets			   2.0	 45
BU 	175 		 Communications			   3.0	 45
DP 	 103 		 Publishing and Presentation			   2.0	 45
DP 	 104 		 Database Design			   2.0	 45
LA 	101 		 Legal Assisting			   3.0	 45
LA 	100 		 Legal Research and Writing I			   3.0	 45
LA 	120 		 Specialty Practice Forms			   3.0	 45
LA 	125 		 Law Office Management			   3.0	 45
WP 	106 		 Microsoft Word 			   2.0	 45							                ________________	
TOTAL				               28.0                495
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Diploma - Massage Therapy
28 Credits - 720 Clock Hours - 32 Weeks (Day) / 39 Weeks (Evening)
The Massage Therapy Program is designed to provide students with the necessary knowledge and skills required to successfully 
enter the massage profession. Students study topics that include: health and wellness, anatomy and physiology, and massage tech-
niques. Upon completion, graduates will have acquired the skills required for entry-level positions in a variety of settings.

						            	             Credit Hours   Clock Hours
Module A		  Introduction to Health Care			   3.5	 80
Module B		  Concepts in Health Care			   3.5	 80
MT Module C	 Fundamentals of Massage Therapy			   3.5	 80
MT Module D	 Massage Therapy Concepts			   3.5	 80
MT Module E	 Business and Success Skills			   3.5	 80
MT Module F	 Therapeutic Techniques and Body Systems			   3.5	 80
MT Module G	 Complimentary Therapies			   3.5	 80
MT Module H	 Clinical Massage			   3.5                160							                ________________	
TOTAL 				                       28.0                720

Diploma - Medical Assistant
28 Credits - 720 Clock Hours - 32 Weeks (Day) / 39 Weeks (Evening)
The Medical Assistant Program provides the necessary training for entry-level positions as a medical assistant in a clinic, physi-
cian office or urgent care facility.  Graduates will be able to use their skills and knowledge in such areas as patient interaction, 
basic coding and billing, office procedures, use of technology, medical legal documentation and electronic medical records.
They will also be able to appropriately assess patient/client situations and intervene within their scope of practice. 

					      		     Credit Hours   Clock Hours
Module A		  Introduction to Health Care			   3.5	 80
Module B 		  Concepts in Health Care			   3.5	 80
Module C   	 Medical Office Administration			   3.5	 80
MA Module D  	Clinical Medical Assisting Duties			   3.5	 80
MA Module E   	The Medical Laboratory			   3.5	 80
MA Module F   	Pharmacology			   3.5	 80
MA Module G   Electrocardiography			   3.5                  80
MA Module H  	MA Practicum			   3.5                160							                ________________	
TOTAL				                        28.0                720

Diploma - Medical Insurance Billing and Coding
28 Credits - 720 Clock Hours - 32 Weeks (Day) / 39 Weeks (Evening)

The Medical Insurance Billing and Coding Program provides training for entry level positions in private physician offices, clin-
ics and hospitals. Students are exposed to the International Classification of Disease (ICD-9), Current Procedural Terminology 
(CPT), Healthcare Common Procedure Coding System (HCPCS) CMS 1500 form, Anatomy, Medical Terminology and Insurance 
Processing. Graduates of this program are prepared to deal with patients’ medical information, health records, medical reports and 
treatment outcomes. 

						            	             Credit Hours   Clock Hours
Module A		  Introduction to Health Care			   3.5	 80
Module B		  Concepts in Health Care			   3.5	 80
Module C		  Medical Office Administration			   3.5	 80
MIBC Module D  	 Medical Billing and Financial Management		  3.5	 80
MIBC Module E  	 Insurance Processing			   3.5	 80
MIBC Module F  	 Medical Coding Systems			   3.5	 80
MIBC Module G  	 Health Information and Records Management		  3.5	 80
MIBC Module H  	 MIBC Practicum			   3.5                160							                ________________	
TOTAL 				                       28.0                720
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Diploma - Patient Care Technician
28 Credits - 720 Clock Hours - 32 Weeks (Day) / 39 Weeks (Evening)

The Patient Care Technician Program provides training for entry level positions to effectively function in the role of a patient care 
technician in a clinic, hospital, urgent care facility, rehabilitation facility or other health care environment. 

					      		              Credit Hours   Clock Hours
Module A   		 Introduction to Health Care			   3.5	 80
Module B   	 Concepts in Health Care			   3.5	 80
PCT Module C  	 Role of the Patient Care Technician			   3.5	 80
PCT Module D  	 Physical and Occupation Therapy Skills			   3.5	 80
PCT Module E  	 Phlebotomy, Electrocardiography, and Respiratory
					            	 Therapy Skills			   3.5	 80
PCT Module F  	 Patient Care Skills			   3.5	 80
PCT Module G 	 Personal Care and Charting			   3.5                  80
PCT Module H 	 PCT Practicum			   3.5                160							                ________________	
TOTAL 				                       28.0                720

Diploma - Pharmacy Technician 
28 Credits - 720 Clock Hours - 32 Weeks (Day) / 39 Weeks (Evening)

The Pharmacy Technician Program provides training for entry-level positions to effectively function in the role of a pharmacy 
technician in a hospital, pharmacy, pharmacy call center and other health care environments. 

					       Credit Hours   Clock Hours			 
Module A	 Introduction to Health Care		  3.5	 80
Module B	 Concepts in Health Care		  3.5	 80
PT Module C	 Introduction to Pharmacy/Administrative 
                      	 Aspects of Pharmacy Technology and Basic     
                      	 Pharmacy Applications		  3.5	 80
PT Module D 	 Professional Aspects of Pharmacy 
			   Technology/ Pharmaceutical Calculations       		  3.5	 80
PT Module E   	Pharmacy Operations                                         		  3.5                	 80		                    
PT Module F   	Pharmacodynamics and Pharmacokinetics     		  3.5	 80
PT Module G  	Pharmacology                                                     		  3.5                  80
PT Module H  	Pharmacy Practicum                                           		  3.5                160							                ________________	
TOTAL	                                                                                                28.0                720

Diploma - Phlebotomy Technician Program
28 Credits - 720 Clock Hours - 32 Weeks (Day) / 39 Weeks (Evening)

The Phlebotomy Program is designed to prepare the students to obtain blood specimens from patients for the purpose of testing 
and analyzing. The phlebotomy technician works in a drawing station, clinics or medical laboratory or under the direction of the 
laboratory supervisor. The job requires manual dexterity and additional skills in communication and clerical duties. Upon satis
factory completion of the program, the students are qualified for entry-level positions and to take a national certification examination.

                      			      Credit Hours   Clock Hours
Module A	 Introduction to Health Care		   	 3.5       	 80
Module B	 Concepts in Health Care		   	 3.5	 80
Module C	 Medical Office Administration		   	 3.5	 80
PH Module D	 Introduction to Phlebotomy 	            	 3.5	 80
PH Module E	 Safety and Infection Control			   3.5	 80
PH Module F	 Phlebotomy Procedures			   3.5	 80
PH Module G	 Special Procedures and Point of Care Testing            	 3.5	 80
PH Module H	 Phlebotomy Practicum			   3.5                160							                ________________	
TOTAL				               28.0                720
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Course Descriptions
Courses are listed by course code followed by the title, semester credits, clock hours, course descriptions, and prerequisites, if 
applicable.  

Brookline College course codes are as follows:  AC-Accounting, BI-Biology, BU-Business, CO-Communications, CP-Computer 
Presentation, DP-Data Processing, DS-Detention & Security, EN-English, GE-General Education, HA-Health Care Adminis-
tration, JA-Justice Administration, LA-Legal Assisting, LI-Literature, MA-Medical Assistant, MB-Medical Insurance Billing 
& Coding, MG-Management, MH-Mathematics, MR-Medical Records, MT-Massage Therapy, PA-Public Administration, 
PCT-Patient Care, PD-Professional Development, PH-Phlebotomy, PL-Philosophy, PS-Psychology, PT-Pharmacy Technician, 
QN-Quantitative Thinking, SO-Sociology, SS-Student Success, WP-Word Processing.
________________________________________________________________________________________________________

AC 100 - ACCOUNTING I
3.0 semester credits - 45 clock hours
This course provides students with an understanding of accounting principles and business ethics along with a working knowl-
edge of GAAP and the accounting process.  Students learn to work with financial statements, reconciliation and balance sheets.  

AC 101 - ACCOUNTING I
3.0 semester credits - 60 clock hours
This course provides students with an understanding of accounting principles and business ethics along with a working knowl-
edge of GAAP and the accounting process.  Students learn to work with financial statements, reconciliation and balance sheets.  

AC 110 - COMPUTERIZED ACCOUNTING
2.0 semester credits - 45 clock hours
This course provides students with a working knowledge of the Quickbooks software through numerous practical exercises.  
Students will become familiar with the basic bookkeeping fundamentals for managing both a personal/service-type business and a 
merchandising business.  

AC 120 - BUSINESS MATH
2.0 semester credits - 45 clock hours
This course is designed to provide students with the ability to use mathematical applications in business.  It includes a review of 
basic business math skills with particular emphasis on fractions, percentages, bank reconciliations, equations, discounts, interest, 
taxes, and financial statements.  Prerequisite: GE 140 - College Mathematics.

AC 157 - SPREADSHEETS
2.0 semester credits - 45 clock hours
This course will cover basic computer spreadsheet skills solving business problems, including calculations, forecasting, and pro-
jections.  Spreadsheet templates will be designed, tested, and used for “what if” analysis.  Database transitions will be covered. 

AC 200 - ACCOUNTING II
3.0 semester credits - 45 clock hours
This course focuses on corporate accounting including business structure and characteristics.  Topics covered include stocks, 
bonds, notes, purchase investments, financial statement analysis, cash flow statements, budgets, and budget management.
Prerequisite: AC 100 - Accounting I.

AC 210 - INTERMEDIATE ACCOUNTING I
3.0 semester credits - 45 clock hours
This course reviews basic accounting and takes a more in-depth look at accounting theory and practice to include preparation of 
financial statements, compound interest concepts and their use, and current asset measurement and valuation.  Topics such as li-
abilities and equities, accounting for income taxes and pensions, and asset measurement and valuation are included.
Prerequisite: AC 200 - Accounting II

AC 220 - PERSONAL INCOME TAX
3.0 semester credits - 45 clock hours
This course emphasizes the concepts of individual income taxation and the preparation. Topics such as filing status, exemptions, 
gross income and exclusions, business expenses and retirement plans, employee business expenses, itemized deductions, tax 
credits, and general administration of the tax laws are covered.
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AC 230 - PAYROLL
3.0 semester credits - 45 clock hours
This course introduces students to calculating, journalizing, paying and reporting of employee earnings, employee withholding 
and employer payroll tax.  Topics include an overview of federal and state labor laws, reporting to federal state, and local govern-
ment agencies, and specialized reporting requirements.

AC 240 - BUSINESS FINANCE 
3.0 semester credits - 45 clock hours
This course covers the foundations of finance and financial reporting with emphasis on business corporations.  Topics include 
criteria for making investment decisions, valuation of financial assets and liabilities, relationships between risk and return, market 
efficiency, and the valuation of derivative securities. Prerequisite: AC 120 - Business Math or GE 140 College Mathematics.

BI 165 Introduction to Biology 
3.0 semester credits -- 45 hours                                                                                                           
This course introduces students to basic topics in biology including cell structure and function, bioenergetics, DNA structure 
and function, cell reproduction, taxonomy, evolution, and ecology. Emphasis is placed on understanding the basic concepts and 
terminology.  

BU 101 - PROFESSIONAL DEVELOPMENT
1.0 semester credit - 15 clock hours
This course will prepare the student for the transition from school to work.  Topics will include professional attire and success-
ful attitude, goal setting, self-image and job search success, and an introduction to interpersonal communications and successful 
interviewing.

BU 104 - CAREER DEVELOPMENT
1.0 semester credit - 15 clock hours
This course focuses on obtaining employment in the student’s field of study.  Included in this class will be developing a resume, 
researching companies of interest, and mock interviews.

BU 110 - MASTER STUDENT - SKILL BUILDING
1.0 semester credit - 15 clock hours
This course is designed to increase student’s success at Brookline College by assisting the student to obtain the knowledge and 
skills necessary to reach educational objectives.  Topics in this course include learning and study skills, time planning, test taking, 
and multiculturalisms that impact Brookline College’s students.

BU 115 - MASTER STUDENT - WORKSHOPS
0.5 semester credit - 15 clock hours
This course focuses on obtaining the knowledge and skills necessary to have successful personal and professional relationships.  
Topics in this course include critical thinking techniques, communication skills, multiculturalism, and personal issues that face 
Brookline College students.

BU 125 - WRITING FOR CAREER PROFESSIONALS
0.5 semester credits - 15 clock hours
This course provides the basics for writing effective sentences, paragraphs and short papers as well as basic content in the areas 
of grammar, sentence development, paragraph construction and writing a clear well-organized paper. The student will receive 
information necessary for writing a paper in APA format as well as for ensuring a paper is not plagiarized. 

BU 175 - BUSINESS COMMUNICATIONS
3.0 semester credits - 45 clock hours
This course is designed to help students with both verbal and written communication skills in the business environment.  Grammar, 
effective communication techniques, speaking and presentation skills, and letter writing, will be addressed in this class.

BU 176 - BUSINESS PRINCIPLES
3.0 semester credits - 45 clock hours
This course covers the fundamental characteristics and functions of modern business.  Business principles, marketing, ethics, 
risks, and a historical review of business development, including the viewpoints of various ethnic groups.
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BU 177 - MANAGEMENT
3.0 semester credits - 45 clock hours
This course introduces the student to the basic management methodology and techniques used in organizing and maintaining an ef-
fectively run business or department.  Personnel management, budgeting, staffing, and evaluation of work flow will be discussed.

BU 210 - HUMAN RESOURCE MANAGEMENT
3.0 semester credits - 45 clock hours
This course covers human resource planning, staffing, training, compensating, and appraising employees in labor-management 
relationships.

BU 211 - SMALL GROUP COMMUNICATION FOR BUSINESS
3.0 semester credits - 45 clock hours
This course focuses on the principles and processes of communications within working groups. Students will also learn skills for 
participation and leadership in small group settings including problem-solving, decision-making, and information sharing.

BU 240 - CRITICAL THINKING AND DECISION MAKING
3.0 semester credits - 45 clock hours
This course helps prepare students to deal rationally, creatively, and effectively with the ever-increasing challenges and problems 
in the business world.  Students will learn techniques to develop their practical and analytical abilities.  The students will be 
equipped with concrete skills which allow the student to solve individual, as well as, organizational problems.

BU 279 - MARKETING
3.0 semester credits - 45 clock hours
This course focuses on understanding the market in a dynamic environment, consumer buying behavior, pricing concepts and 
strategies, marketing channels and logistics, marketing research, and integrated marketing communications.

BU 280 - QUALITY MANAGEMENT
3.0 semester credits - 45 clock hours
This course examines the concepts of quality as they relate to service, products, and the employee.  Also included are the history, 
rationale, and basic principles of quality in management.  Prerequisite:  BU 177 - Management.

BU 299 - BUSINESS LAW
3.0 semester credits - 45 clock hours
This course covers law and the judicial system followed by a study of contracts, warrants, and product liability, consumer protec-
tion, real property, landlord and tenant, agency and employment partnerships, and corporations.

CO 415 - MULTI-CULTURAL COMMUNICATIONS
3.0 semester credits - 45 clock hours
This course focuses on transcultural issues and social patterns. Students will examine cultural values and traditions including the 
work ethic, authority, leisure, family life, and religious issues affecting the communication styles of selected cultures.

CP 100 - WORD PROCESSING AND PRESENTATIONS
3.0 semester credits – 60 clock hours   	
This course is designed to introduce the student to the basics of word processing and the manipulation and electronic presenta-
tion of material for the purposes of disseminating information and communicating to individuals or groups. Students will create a 
variety of documents and presentation formats. Keyboarding for speed and accuracy will be practiced.

CP 101 - SPREADSHEETS AND DATABASES
3.0 semester credits – 60 clock hours	     
This course covers basic computer skills associated with spreadsheet creation and use. It will introduce students to the principles 
and techniques required for database design. The skills learned will be applied to the development of tables, forms, reports, tem-
plates, and custom form letters. Emphasis will be placed upon the application of these tools to improve the speed and accuracy of 
calculations, forecasting, and projections. 

DP 102 - INTRODUCTION TO COMPUTERS
1.0 semester credit - 15 clock hours
This course is designed to acquaint the student with basic computer nomenclature.  The student will also become aware of stan-
dard software used in business today.
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DP 103 - PUBLISHING AND PRESENTATIONS
2.0 semester credits - 45 clock hours
This course is designed to introduce students to the basics of presentation applications and integration.  Students will create slide 
shows and will explore integration by interchanging documents within Office.  Prerequisite:  DP 102 - Introduction to Computers 
and WP 106 - Microsoft Word.

DP 104 - DATABASE DESIGN
2.0 semester credits - 45 clock hours
This course is designed to introduce students to the principles, concepts, techniques, and skills required to perform database de-
signs.  These skills will be applied to develop tables, forms, reports, templates, and custom form letters.

DS 100 - CRIMINAL JUSTICE SYSTEM
3.0 semester credits - 45 clock hours
This course of instruction is designed to provide the student with an overview of the American criminal justice system.  It will exam-
ine the organization and jurisdiction of local, state, and federal law enforcement; judicial and corrections systems; their history and 
philosophy; career opportunities and qualifying requirements; terminology and constitutional limitations of the system.

DS 105 - CORRECTIONS
3.0 semester credits - 45 clock hours
This course of instruction provides the basis of historical development and presents philosophies in the handling of those who 
fall outside accepted norms of behavior.  It outlines the development of dealing with unacceptable behavior, from tribalism to the 
emergence of imprisonment as a form of punishment.  

DS 112 - CRIMINOLOGY
3.0 semester credits - 45 clock hours
This course will focus on an overview of criminology issues. Students will learn what criminology is, why we study it, and how it 
relates to their careers as criminal justice professionals.  Specifically, the course will cover the definition of criminology, the com-
peting theories of criminal behavior, the relationship between mental disorder and criminal offending, and crime specific issues 
surrounding murder, assault, rape, the drug and sex trades, organized criminal activity, and white collar crime.

DS 116 - PRIVATE SECURITY
3.0 semester credits - 45 clock hours
This course describes the history and the development of the Private Service industry within the United States and as well as the 
need for private security as an augmentation to the official police.  The student will demonstrate a practical working knowledge of 
the functions and techniques of being a Private Security Officer.  This course also provides an optional off-site firearms training 
class in which the student will learn and demonstrate the fundamentals of firearms safety, handling, and use.

DS 122 - COMMUNICATIONS IN CRIMINAL JUSTICE
3.0 semester credits - 45 clock hours
This course provides students with instruction in the interpersonal communication skills needed in the criminal justice field.  Basic 
communication skills are included as well as interviewing, interrogating, courtroom demeanor and conflict resolution skills.

DS 125 - CRIMINAL INVESTIGATIONS
3.0 semester credits - 45 clock hours
This course will provide the student with an introduction to the theory of criminal investigation, to include the examination of 
crime scene procedures, case preparation, interviewing, and basic investigative techniques.  It will also focus on investigating 
specific offenses; methods for identifying, collecting, and preserving evidence; establishing elements of crimes; and connecting 
the suspects to the crime.

DS 130 - REPORT WRITING
3.0 semester credits - 45 clock hours
This course outlines the characteristics of good law enforcement reports and field notes. It provides the student with the ability to write 
clear, concise, and accurate reports with an emphasis on elements of composition, sentence and paragraph construction, grammar, and 
punctuation.  Practice in note taking and writing reports is emphasized and proficiency must be demonstrated.

EN 144 - ENGLISH COMPOSITION 
3.0 semester credits – 45 clock hours	     
This course of instruction is designed to introduce the fundamentals and processes of college writing and reading comprehension. 
Topics include strategies for writing, including prewriting and thesis construction; stylistic writing, such as narratives and descrip-
tive pieces; analytic and argumentative writing; and a brief review of grammatical rules. 
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GE 131 - WORLD CULTURES, NATION BUILDING, AND THE GOVERNING PROCESSES
3.0 semester credits - 45 clock hours
A study of the basic social, economic, and political factors of the governing process will be presented in this course.  Included 
will be a review of governing processes implemented worldwide, concentrating on significant political ideologies, philosophies 
and theories which have affected cultural, social, and economic development.

GE 135 - INTRODUCTION TO PSYCHOLOGY
3.0 semester credits - 45 clock hours
This course surveys human development from conception through adulthood.  Emphasis is placed on understanding the basic 
concepts and terminology.  Students will explore the phases of human development and the influence of the physical, cognitive 
and psychosocial domains on their lifestyles throughout their lifetimes.

GE 136 - INTRODUCTION TO POLITICAL SCIENCE
3.0 semester credits - 45 clock hours
This course is designed to introduce basic political science concepts, terminology, and methods of analysis that will enable the cit-
izen/students to apply such knowledge to enhance their understanding of past, current and future issues and events.  Students will 
use their critical thinking and analytical skills to examine controversial political matters through written, oral, and debate formats.

GE 140 - COLLEGE MATHEMATICS
3.0 semester credits - 45 clock hours
This course of instruction is designed to introduce college mathematical and algebraic concepts to students.  Topics include linear 
equations and inequalities, formulas and applications of algebra, exponents and polynomials, factoring, and rational expressions 
and equations.  

GE 144 - ENGLISH COMPOSITION
3.0 semester credits - 45 clock hours
This course of instruction is designed to introduce the fundamentals and processes of college writing and reading comprehension.  
Topics include strategies for writing, including prewriting and thesis construction; stylistic writing, such as narratives and descrip-
tive pieces; analytic and argumentative writing; and a brief review of grammatical rules.

HA 100 - MEDICAL TERMINOLOGY
3.0 semester credits – 45 clock hours	
This course introduces elements of medical terminology, such as the etymology of words used to describe the human body. 
Students learn to apply proper terminology and spelling for major pathological conditions. This course identifies and explains the 
terms used for the integumentary, respiratory, nervous, reproductive, endocrine, urinary, digestive, lymphatic, hematic, immune, 
and musculoskeletal systems. It compares and contrasts the different body systems. Students define and describe the function of 
each system of the body.

HA 110 - ELECTRONIC MEDICAL RECORDS
3.0 semester credits – 60 clock hours	       
This course introduces students to the design and use of health and medical databases. The course provides hands-on experience 
with the design and use of databases and database management systems and explores uses of medical record systems. An exami-
nation of the application of databases to clinical and managerial transactions is also included.

HA 200 - ANATOMY AND PHYSIOLOGY 
3.0 semester credits – 60 clock hours	    
This course provides a comprehensive look at the human body’s structure and functions. Topics include how the body maintains 
homeostasis, the relationship of chemistry to anatomy and physiology, and cell function and division. The skin, skeletal system, 
muscles, and nervous system are examined. Sensory organs and the endocrine system are also presented. Several diseases and dis-
orders are discussed, and as well as the cause, detection, and treatment of them.

HA 210 - MEDICAL LAW AND ETHICS 
3.0 semester credits – 45 clock hours 	
This course starts by explaining why it is important that health care practitioners understand medical law and ethics. We then 
cover the basics: civil and criminal law, lawsuits and malpractice, negligence, and contracts. Other topics include patient con-
fidentiality, employer/employee issues, and structure of medical practices, the role of the physician in death and dying issues, 
bioethical issues, and the impact of the Health Insurance Portability and Accountability Act (HIPAA) on medical practices. 



44

HA 220 - Interpersonal Communications in Healthcare
3.0 semester credits – 45 clock hours
This course focuses in all dimensions of communication between people including verbal and non-verbal communication and 
communication between and among groups especially healthcare workers. Special emphasis is on the influences of culture on 
communication, development of effective listening skills, conflict management, therapeutic communication, and communicating 
with special needs clients.

HA 230 - Principles of Healthcare Administration
3.0 semester credits – 45 clock hours	
This course will teach the management process of leading, planning and organizing in a variety of healthcare settings from hospi-
tals to nursing homes and clinics. Attention is focused on the U.S. healthcare system, strategic planning and organizational design, 
ethics, cost management, marketing and human resource management. Regulatory aspects, licensing, certifying, and accreditation 
will also be taught.

HA 240 - Medical Office Administration
3.0 semester credits – 60 clock hours	           
This course provides students with a comprehensive overview of the administrative tasks regularly carried out in a medical office. 
This course discusses the effective handling and accessing of medical records, HIPAA Privacy and Security Rules, and how the HIPAA 
Transaction and Code Sets Standards affect insurance claims. A wide range of health plans are identified, and the function of informa-
tion technology and the use of computer programs in medical offices are discussed. Students will demonstrate the correct use of medical 
terminology, proper communication, and interpersonal skills in the office, and the use and timing of numerous medical office reports 
through hands-on exercises provided by the practice management computer software program Medisoft Advanced Version 11. Other 
topics include purchasing and inventory, medical laws, medical ethics, medical coding, and billing patients and insurers.

JA 212 - JUVENILE JUSTICE
3.0 semester credits - 45 clock hours
This course covers the history and development of juvenile justice, theories, procedures, and institutions concerned with juvenile 
justice rehabilitation and incarceration.

JA 250 - CONTEMPORARY ISSUES IN CRIMINAL JUSTICE
3.0 semester credits - 45 clock hours
This course examines the influence and impact of legal, civic, and political issues on the criminal justice system. Student will 
analyze situations to identify key issues and discuss possible outcomes and solutions related to various issues.

JA 260 - PROCEDURAL CRIMINAL LAW
3.0 semester credits - 45 clock hours
This course is concerned with the understanding of procedural criminal law. It examines the rationale underlying major court decisions, 
the procedural requirements that stem from these decisions and their effects on the daily operations of the criminal justice system. 

JA 270 - SUBSTANTIVE CRIMINAL LAW
3.0 semester credits - 45 clock hours
This course covers the philosophy of legal sanctions and historical development from the common law to modern American 
criminal law, classifications of crimes, elements of and parties to crimes, general definitions of crimes, and common defenses 
utilized.  This course also focuses on specific offenses and the essential elements of each offense.  

JA 282 - ETHICS IN CRIMINAL JUSTICE
3.0 semester credits - 45 clock hours
This course examines ethical dilemmas faced by criminal justice professionals.  It includes ethical issues in policing, corrections 
and the courts.  Students will learn to weigh ethical considerations and will learn ethical decision-making. 

JA 290 - TERRORISM
3.0 semester credits - 45 clock hours
This course describes the history and evolution of terrorism with a worldwide perspective. It addresses the impact of terrorism on 
the major geographical areas of the world and terrorism around the world. The student will look at the means of countering terror-
ism, personal protection, and review the projection of terrorist activities well into the 21st century. 

LA 100 - LEGAL RESEARCH AND WRITING I 
3.0 semester credits - 45 clock hours 
This course covers concepts such as the principles and skills of writing case briefs with a focus on basic legal research sources 
and techniques, critical thinking, and computer-assisted legal research. 
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LA 101 - LEGAL ASSISTING
3.0 semester credits - 45 clock hours 
This course introduces concepts such as the role and definition of a legal assistant, ethical responsibilities, professionalism, criti-
cal thinking, communication issues in the field, office procedures and organization, basics of briefing and citations, introduction to 
the law and interpretation of it, and elements of cases and trials, including pretrials. 

LA 110 - TORTS AND LITIGATION I
3.0 semester credits - 45 clock hours
This course covers the concepts in tort law, including negligence, product liability, non-physical injuries and their solution and 
defenses, and introduces causes of action. 

LA 115 - FAMILY LAW 
3.0 semester credits - 45 clock hours
This course covers the concepts and forms used in family law.  Students practice drafting documents and applying proper docu-
ments to given situations.

LA 120 - SPECIALTY PRACTICE FORMS
3.0 semester credits - 45 clock hours
This course covers forms and document drafting for a variety of specialty practice areas including bankruptcy, real estate and 
business organizations.

LA 125 - LAW OFFICE MANAGEMENT
3.0 semester credits - 45 clock hours
This course covers proper procedures, skills and demeanor necessary for managing a law office including filing, correspondence, 
software, ethics and dress.  It also includes practical communication skills for paralegals.

LA 200 - CONTRACTS 
3.0 semester credits - 45 clock hours
This course covers the concepts in contract law, including applicable case law, language and formation of contracts, and enforce-
ability.  In addition, students will learn to understand breach of contract and the legal defenses associated with it.  

LA 210 - ESTATE PLANNING AND PROBATE 
3.0 semester credits - 45 clock hours 
This course covers concepts such as the drafting of wills and trusts, administration of estates, probate proceedings, family law, 
estate tax returns, and ethics of the fund manager.
  
LA 216 - TORTS AND LITIGATION II
3.0 semester credits - 45 clock hours
This course uses a tort law case to cover the civil litigation process from pre- to post-trial, including demand letters, alternative 
dispute resolution, discovery, evidence and motions.  Prerequisite:  LA 110 - Torts and Litigation I.

LA 220 - LEGAL RESEARCH AND WRITING II 
3.0 semester credits - 45 clock hours 
This course covers concepts of advanced legal writing and research, such as persuasive writing, critical thinking, motion practice, 
drafting letters, briefing case law, and document control and organization.  Prerequisite:  LA 100 - Legal Research and Writing I .

LA 290 - EXTERNSHIP 
3.0 semester credits - 160 clock hours 
Students will spend 160 hours in a legal assisting capacity in a legal environment.  Students will utilize the skills learned in the 
program and gain practical experience in a real legal environment.  Prerequisite:  Student must have first successfully completed 
all coursework.

LA 291 - PORTFOLIO PROJECT (Online Students Only)
3.0 semester credits - 160 clock hours
Students will complete an in-depth portfolio project that follows real-world law office experiences.  Students will utilize skills 
learned in the program and gain practical experience in a virtual law office environment.  Prerequisite:  Student must have first 
successfully completed all coursework.
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LI 310 - CONTEMPORARY LITERATURE
3.0 semester credits - 45 clock hours
This course analyzes the concepts and values found in contemporary American literature. Students will read and discuss selected works. 

MA MODULE D –CLINICAL MEDICAL ASSISTANT DUTIES
3.5 semester credits – 80 clock hours
This module is designed to provide concepts and skills involved in clinical medical assisting duties including assisting with vital 
signs, physical examinations, medical specialties, eye and ear care, pediatrics and minor surgery. The course also covers other mi-
nor treatments involving orthopedics and rehabilitation. Professionalism in dress, behavior and attitude are presented throughout 
the program. Prerequisite: Satisfactory completion of Module A. 
 
MA MODULE E – THE MEDICAL LABORATORY 
3.5 semester credits – 80 clock hours
This module will provide students with the necessary skills and concepts involving the basic laboratory and clinical diagnostic 
procedures. It will also cover the practice of accepted procedures of transporting, accessioning and processing specimens. The 
course will also cover collection procedures, supplies and equipment used in the medical laboratory, as well as phlebotomy proce-
dures. Professionalism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory comple-
tion of Module A.    

MA MODULE F –PHARMACOLOGY 
3.5 semester credits – 80 clock hours
This module will provide students with the necessary skills and concepts involving the pharmaceutical principles, as well as, 
administering medications. Professionalism in dress, behavior and attitude are presented throughout the program.  Prerequisite: 
Satisfactory completion of Module A.

MA MODULE G –ELECTROCARDIOGRAPHY 
3.5 semester credits – 80 clock hours
This module presents the theory and procedures of electrocardiogram (EKG) applications, as well as, the legal and ethical 
responsibilities related to EKG.  A brief review of the heart structures, blood vessels and the blood flow through the heart is also 
presented. The module further covers basic radiological concepts as they relate to contrast media and procedures. Professionalism 
in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of Module A.  

MA MODULE H – PRACTICUM 
3.5 semester credits – 160 clock hours
This module is designed to provide the student hands-on experience in the field working as an extern in a health care facility. 
Professionalism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of 
Modules A through G.  

MG 300 - MANAGEMENT CONCEPTS
3.0 semester credits - 45 clock hours
Practical application of principles of management theory in the context of business, society, and contemporary management 
issues will be discussed. Emphasis is placed on developing an understanding of what kinds of management styles and organiza-
tional structures can be used to execute different business strategies. Cases and examples of familiar organizations are used. 

MG 302 - MANAGEMENT COMMUNICATIONS
3.0 semester credits - 45 clock hours
This course provides an opportunity for students to improve their writing skills emphasizing clarity, conciseness, and comprehen-
siveness of communication. Enhancing the student's oral communications and presentation skills is an integral part of this course. 

MG 304 - ORGANIZATIONAL BEHAVIOR
3.0 semester credits - 45 clock hours
This course addresses issues of immediate relevance to organizational managers for improving personal and organizational effec-
tiveness. Classical and contemporary theories will be used to examine issues in organizational behavior.  

MG 306 - PRINCIPLES OF BUSINESS FINANCE FOR MANAGEMENT DECISION MAKING
3.0 semester credits - 45 clock hours
This course covers financial information as used in organizations and emphasizes the qualitative and quantitative measures used 
in financial decision making.  
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MG 308 - LEGAL ENVIRONMENT OF BUSINESS
3.0 semester credits - 45 clock hours
This course reviews business law with an emphasis on the restraints placed upon businesses in their relationships with suppliers, 
customers, and government agencies. Globalization's effect on copyright and other intellectual property regulations is included. 

MG 310 - HUMAN RESOURCES AND DIVERSITY
3.0 semester credits - 45 clock hours
This course concentrates on the relationship between management and a diverse workforce, human resources development roles, 
staffing, ethics in diversifying the workplace, and other contemporary human resource issues.  

MG 320 - ECONOMICS
3.0 semester credits - 45 clock hours
This course centers on economics and its relationship to management.  

MG 340 - ENTERPRISE MARKETING
3.0 semester credits - 45 clock hours
This course is designed to present the role of marketing in business. There is an emphasis on planning, advertising and promotion, 
forecasting, utilization of external information, and the preparation of a marketing  plan. 
 
MG 370 - STRATEGIC PLANNING
3.0 semester credits - 45 clock hours
This course focuses on the various types of planning necessary for maintaining the vitality of today's organization. Students will 
investigate the roles and processes of strategic, operational and tactical planning. Techniques for measuring effectiveness are an 
integral part of this course.  

MG 410 - SOCIAL RESPONSIBILITY IN MANAGEMENT
3.0 semester credits - 45 clock hours
This course examines the organization in relation to its stakeholders and social responsibility.  

MG 432 - LABOR AND MANAGEMENT RELATIONS
3.0 semester credits - 45 clock hours
This course is designed to examine theories and applications of the labor-management relationship. Emphasis is on labor orga-
nization, structure, collective bargaining, grievance, arbitration, contract administration, and sources and areas of potential labor 
management disputes and resolutions.  

MG 460 - LEADERSHIP 
3.0 semester credits - 45 clock hours
This course will analyze traditional and contemporary leadership theories.  

MG 490 - CURRENT MANAGEMENT ISSUES
3.0 semester credits - 45 clock hours
This course uses current information sources to explore issues and possible solutions to issues facing management.  

MH 140 - COLLEGE MATHEMATICS
3.0 semester credits - 45 clock hours
This course of instruction is designed to introduce college mathematical and algebraic concepts to students.  Topics include linear 
equations and inequalities, formulas and applications of algebra, exponents and polynomials, factoring, and rational expressions 
and equations.
  
MIBC MODULE D – MEDICAL BILLING AND FINANCIAL MANAGEMENT
3.5 semester credits – 80 clock hours
The module is designed to provide students concepts and skills in financial management including accounting systems, payroll 
procedures, fees, credit and collection, as well as check writing and banking procedures. Students are also introduced to the 
medical billing procedures and its components such as CMS-1500 and UB-92 forms. Students are presented concepts of clinical 
records and medical documentation and abstracting, billing and coding from medical reports. Professionalism in dress, behavior 
and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of Module A.
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MIBC MODULE E – INSURANCE PROCESSING
3.5 semester credits – 80 clock hours
This module will assist the student to develop proficiency in preparing and processing insurance claims. Types of health care 
plans will be reviewed. Students will also become familiar with essential medical terminologies used in medical insurance pro-
cessing, as well as, with the different claim forms. Electronic claims billing and submission will also be mentioned. Professional-
ism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of Module A.  
 
MIBC MODULE F – MEDICAL CODING SYSTEMS
3.5 semester credits – 80 clock hours
This module will provide students with the necessary skills and concepts required to perform medical billing using the medi-
cal coding systems. It will cover diagnostic coding/ICD-9 codes, CPT and HCPCS and its correct applications as they relate to 
describing diagnoses, procedures, services, supplies, and injection. The course will describe the external regulating agencies and 
their impact on the coding systems. Professionalism in dress, behavior and attitude are presented throughout the program.  
Prerequisite: Satisfactory completion of Module A. 

MIBC MODULE G – HEALTH INFORMATION AND RECORD MANAGEMENT
3.5 semester credits – 80 clock hours
This module is designed to provide the student with an understanding of the concepts and skills involved in working with health 
information and medical records.  Students will demonstrate the proper techniques involved in maintaining patient records, indexing 
and filing, as well as, charting and documentation. The course will also cover clinical records and medical documentation. Profes-
sionalism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of Module A.    

MIBC MODULE H – PRACTICUM
3.5 semester credits – 160 clock hours
This module is designed to provide the student hands-on experience in the field working as an extern in a health care facility. 
Professionalism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of 
Modules A through G. 

Module A – Introduction to Healthcare
3.5 semester credits – 80 clock hours
This module will discuss the concepts of medical terminology, including prefixes, suffixes and word roots, as well as, abbrevia-
tions and symbols. In this course, students learn the anatomy and physiology of the body systems, including vocabulary, pathol-
ogy, diagnostic and therapeutic procedures. Professionalism in dress, behavior, and attitude are presented and monitored through-
out the program. 

Module B – Concepts in Healthcare
3.5 semester credits – 80 clock hours
This module contains lessons that will provide the students with the knowledge involving the core concepts of the health care 
delivery system and health occupations. It will discuss various aspects of communication, interpersonal skills, legal and ethical 
responsibilities, as well as safety and security procedures. The module will describe wellness and diseases, quality assurance, 
aseptic techniques, Basic First Aid and CPR.  Skills in computer literacy and employability are also discussed. Professionalism 
in dress, behavior, and attitude are presented and monitored throughout the program.  Prerequisite: Satisfactory completion of 
Module A  

Module C – Medical Office Administration
3.5 semester credits – 80 clock hours
This module will discuss the concepts related to the medical office management, including interpersonal relationships, and com-
munication. The lesson also covers descriptions of the patient reception, office facility, equipment and supplies. The course also 
illustrates appointment scheduling, medical records management and its components, and medical office management. Concepts 
of professionalism in healthcare will also be discussed.  Professionalism in dress, behavior, and attitude are presented and moni-
tored throughout the program.  Prerequisite: Satisfactory completion of Module A

MT Module C – FUNDAMENTALS OF MASSAGE THERAPY
3.5 semester credits – 80 clock hours
This module covers the overall foundation, ethics and scientific art of therapeutic touch, as well as the history of massage. It also 
covers the guidelines and preparation for massage, which includes massage fundamentals, settings, equipment, supplies, and set-
up procedures. It will also emphasize on client’s draping and positioning. The course will also present the basic Swedish manipu-
lations to be incorporated into a full body sequence. The proper usage of body mechanics to efficiently deliver massage tech-
niques will be reviewed. Professionalism in dress, behavior, and attitude are presented and monitored throughout the program.  
Prerequisite: Satisfactory completion of Module A and Module B.
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MT Module D – Massage Therapy Concepts
3.5 semester credits – 80 clock hours
This module reviews the basic principles of biomechanics and dysfunctional patterns in relations to kinesiology. Student will 
learn the assessment of the biomechanical function incorporating the knowledge of skeletal and muscular systems and apply them 
to their massage techniques. This module also covers the theory of physiologic mechanisms of seated, deep tissue and sports mas-
sage. It will present the different manipulation techniques used in these types of deliveries using different tools for better delivery 
which includes myofascial release, trigger point evaluation, and neuromuscular therapy. Prerequisite: Satisfactory completion of 
Module A, B, and C.
  
MT Module E – Business and Success Skills
3.5 semester credits – 80 clock hours
This module explores essential skills that help establish personal and business success. This module covers the different aspects of 
massage therapy practice, whether as an employee or self-employed. This class will further help the student understand what different 
considerations involved in the practice from goal setting, business and financial planning, marketing and business management. Student 
will also learn how to create their business cards, flyers, and other marketing tools. In this module, students will also be presented how 
write a business plan. The emphasis of the module is to prepare the student in the business and marketing aspects of the profession.    
Concepts of professionalism in healthcare will also be discussed.  Professionalism in dress, behavior, and attitude are presented and 
monitored throughout the program.  Prerequisite: Satisfactory completion of Module A, B, and C.    

MT Module F – Therapeutic Techniques and Body Systems
3.5 semester credits – 80 clock hours
This module will cover the massage delivery involving individuals that may need special attention, which includes geriatric, 
infant and children, individuals with disabilities, as well as women who are pregnant. It will emphasize the communication skills 
and approach that are important when working with these clients. Pregnancy and infant massage, as well as manual lymphatic 
drainage techniques will be presented in this course. This course also covers the history and practice of incorporating hot and cold 
applications with massage and spa environment. It will discuss the physiological effects, indications and contraindications. The 
different aspect of health and wellness such as nutrition and exercise, as well as emphasizing the promotion of stress management 
utilizing the body, mind and spirit will be mentioned. Prerequisite: Satisfactory completion of Module A, B, and C.

MT Module G – Complimentary Therapies
3.5 semester credits – 80 clock hours
This module is designed to cover the conceptual foundation and basic foundations of Traditional Chinese Medicine Theory other 
areas addressed include acupressure, shiatsu and reflexology. Basic theory, components and practical study of Polarity (energy) 
and Aromatherapy are discussed in relation to the practical application and integration into regular massage session. Prerequisite: 
Satisfactory completion of Module A, B, and C.

MT Module H – Clinical Massage
3.5 semester credits – 160 clock hours
This course will give the student the opportunity to apply learned massage techniques (from general Swedish, complementary 
therapies and muscle specifics). During this course, students will be performing massages using various techniques applicable 
to their client’s complaints and objective assessment. This course will give the student practice of proper body mechanics, and 
alterations of techniques for more effective massage delivery and achieving client’s goals. This course is concentrated on the 
preparation for student’s “real-life” practice of the profession.  Prerequisite: Satisfactory completion of Modules A through G. 

PA 300 - PUBLIC POLICY
3.0 semester credits - 45 clock hours
This course will consist of an in-depth analysis of policy issues and the decision process leading to the formulation of government 
policy; an examination of the effects of public policy on society, as well as social factors that influence the creation and imple-
mentation of policy.  This course will also include concepts, techniques of analysis, and evaluation methods for the design and 
assessment of public policy programs.

PA 320 - GOVERNMENTAL BUDGETING
3.0 semester credits - 45 clock hours
This course provides a general overview of budgeting procedures in the public sector. Fundamental concepts and practices of 
budgeting, financial management and public finance are introduced for all levels of government with special emphasis on state 
and local government budgeting and financial management in the United States. Further analysis on the prominence of budget 
development, authorization, execution, and assessment of government budgets.
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PA 340 - ADMINISTRATION OF PUBLIC ORGANIZATIONS
3.0 semester credits - 45 clock hours
This course analyzes organizational behavior and change; policy process, public management; financial administration, personnel 
management from the perspective of public and social aspects.  It further develops a conceptual, critical and practical understand-
ing of the Administration of Public Organizations.
  
PA 400 - PHILOSOPHY AND ETHICS OF PUBLIC ADMINISTRATION
3.0 semester credits - 45 clock hours
The purpose of this course is to provide students with an understanding of the ethical dimensions of public service, with particular 
attention focused on the role, duties, and responsibilities of the public administrator.  It will also examine the moral implication of 
decision making within public organizations and the impact upon staff, morale, personal integrity and citizens

PA 420 - ADMINISTRATIVE LAW
3.0 semester credits - 45 clock hours
This course is a study by way of cases and controversies, of the constitutional, legal and administrative principles, which regulate 
the actions of public servants.  The course examines rules and rule making from both the federal and state administrative experience; 
providing an over view of the administrative legal process, focusing on the formation and execution of public policy. 

PA 440 - HUMAN SERVICES MANAGEMENT
3.0 semester credits - 45 clock hours
This course examines the process personnel administration and relates them to the human resource needs of organizations. Essen-
tial features of public personnel systems, including recruitment, selection, classification, testing, training, and development, and 
role and functions of public managers working within those systems.
 
PA 460 - INTRODUCTION TO GRANT WRITING
3.0 semester credits - 45 clock hours
This course serves as an intensive introduction to the process, structure, and skill of grant proposal writing.  Students learn to complete 
an entire grant proposal from planning through submission.  The course emphasizes understanding of the essential factors of proposals.

PCT MODULE C – THE ROLE OF THE PATIENT CARE TECHNICIAN
3.5 semester credits – 80 clock hours
This module will provide the student with an overview of the emerging career of patient care technician.  Responsibilities of the 
patient care technician, as well as the role within the healthcare delivery team will be discussed.  Working with different types 
of patients and communication skills will be covered.  Professionalism and courtesy will be stressed at all times.  Prerequisite: 
Satisfactory completion of Module A.    

PCT MODULE D – PHYSICAL AND OCCUPATION THERAPY SKILLS
3.5 semester credits – 80 clock hours
This module will provide students with an overall understanding of the theory and hands-on skills involved in providing physical 
therapy and occupational therapy assistance.  An overview of medical terminology is covered as well.  Prerequisite: Satisfactory 
completion of Module A.  

PCT MODULE E – PHLEBOTOMY, ELECTROCARDIOGRAPHY, AND RESPIRATORY THERAPY SKILLS
3.5 semester credits – 80 clock hours
This module is designed to provide the student with an overall understanding of didactic theory and hands-on skills involved in 
the practice of phlebotomy, electrocardiography, and respiratory therapy.  Also covered in this module is medical terminology and 
common disorders associated with relevant body systems.  Prerequisite: Satisfactory completion of Module A.    

PCT MODULE F – PATIENT CARE SKILLS
3.5 semester credits – 80 clock hours
This module will provide the student with an overall understanding of the theory and hands on skills involved in providing patient 
care as would be required by a patient care technician.  An overview of medical terminology and common disorders is covered as 
well.   Prerequisite: Satisfactory completion of Module A.

PCT MODULE G – PERSONAL CARE AND CHARTING
3.0 semester credits – 80 clock hours
This module will provide students with an overall understanding of the theory and hands-on skills involved in providing advanced 
patient care skills and providing home health care.  Students will also receive an overview of medical terminology and common 
disorders.  Prerequisite: Satisfactory completion of Module A.  
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PCT MODULE H – PRACTICUM 
3.5 semester credits – 160 clock hours
This module is designed to provide the student hands-on experience in the field working as an extern in a health care facility. 
Professionalism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of 
Modules A through G.

PD 299 - Professional Development
3.0 semester credits – 60 clock hours   
This course will prepare the student for the transition from school to work. Students will learn how to obtain employment in their 
field of study. Interviewing techniques, resume writing, professionalism, communication skills and job searching will be emphasized. 

PH 330 - DECISION MAKING
3.0 semester credits - 45 clock hours
This course is designed to improve students’ ability to listen and observe, to think critically and creatively, to reason soundly, and 
to write persuasive arguments.

PH 410 - ETHICS
3.0 semester credits - 45 clock hours
This course involves a theoretical discussion and analysis of ethics within the professional environment.  Students will examine 
concepts of duty and responsibility, professional obligations, and values.

PH MODULE D –  INTRODUCTION TO PHLEBOTOMY 
3.5 semester credits – 80 clock hours
This module will discuss the concepts related to the phlebotomy practice which includes ethical, legal and regulatory issues, as well 
as quality essentials. The module presents a review of the organ systems, with concentration in the cardiovascular system, It will also 
cover the basic diagnostic and laboratory tests associated with phlebotomy for each organ systems. Professionalism in dress, behav-
ior, and attitude are presented and monitored throughout the program.  Prerequisite: Satisfactory completion of Module A.  

PH MODULE E – SAFETY AND INFECTION CONTROL
3.5 semester credits – 80 clock hours
This module will discuss the concepts related to infection control, as well as safety and first aid. The module also covers the 
components and guidelines of documentation and how to ensure confidentiality. Proper specimen handling and transportation will 
also be presented. Blood collection equipment is also discussed in this module. Professionalism in dress, behavior, and attitude 
are presented and monitored throughout the program.    Prerequisite: Satisfactory completion of Module A.    

PH MODULE F – PHLEBOTOMY PROCEDURES
3.5 semester credits – 80 clock hours
This module presents the concepts and skills related to venipuncture procedures, which includes the discussion of the process 
and steps, equipment, venipuncture sites, collection tubes and routine blood test and cultures. This course will also cover the 
procedures for collecting capillary blood specimens, as well as concept of pre-analytical complications related to phlebotomy 
procedures. Professionalism in dress, behavior, and attitude are presented and monitored throughout the program. Prerequisite: 
Satisfactory completion of Module A.

PH MODULE G – SPECIAL PROCEDURES AND POINT OF CARE TESTING
3.5 semester credits – 80 clock hours
This module presents the concepts and skills related to special collection procedures which include pediatric and elderly collection 
procedures, as well as arterial and intravenous collections. The course will also cover urinalysis, body fluids and other specimen 
collections. It will further discuss forensic toxicology, workplace and sports medicine testing. Professionalism in dress, behavior, and 
attitude are presented and monitored throughout the program.  Prerequisite: Satisfactory completion of Module A.  

PH MODULE H – PRACTICUM 
3.5 semester credits – 160 clock hours
This module is designed to provide the student hands-on experience in the field working as an extern in a health care facility. Professional-
ism in dress, behavior and attitude are presented throughout the program.  Prerequisite: Satisfactory completion of Modules A through G.

PS 135 Introduction to Psychology
3.0 semester credits – 45 clock hours	     
This class surveys human development from conception through adulthood. Emphasis is placed on understanding the basic con-
cepts and terminology. Students will explore the phases of human development and the influence of the physical, cognitive, and 
psychosocial domains on their lifestyles throughout their lifetimes.   
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PT Module C – Introduction to Pharmacy / Administrative Aspects of Pharmacy 
Technology and Basic Pharmacy Applications
3.5 semester credits – 80 clock hours
This module introduces the student to the roles and responsibilities of the pharmacy technician. The function of pharmacy as part 
of the healthcare system, as well as regulatory standards in pharmaceutical practice will be discussed. Law and ethics of pharma-
cology will be covered, along with processing of orders and inventory control in pharmacy. An overview of compensation and 
insurance billing will be included. The concept of compounding will be introduced, along with preparation of sterile products. 
Prerequisite: Successful completion of Module A.    

PT Module D – Professional Aspects of Pharmacy Technology/Pharmaceutical 
Calculations
3.5 semester credits – 80 clock hours
This module introduces the student medical terminology and abbreviations related to pharmacy along with apothecary symbols. 
Basic math, systems of measurements, and conversions between different systems of measurements will be covered as well as 
pharmaceutical calculations of drug dosages. Concepts of concentration and dilution along with dosage calculation of parenteral 
and IV medications will be introduced. Prerequisite: Successful completion of Module A.  

PT Module E – Pharmacy Operations
3.5 semester credits – 80 clock hours
This module will provide the basic concepts and skills in pharmacy operations relating to community/retail and institutional phar-
macy. It will discuss the fundamentals of communication and customer service along with reading and processing prescriptions 
and the requirements for filling the prescriptions. Accounting formulas, calculations, insurance billing, and workplace safety will 
also be covered in this course. Professionalism in dress, behavior, and attitude are presented throughout the program. 
Prerequisite: Successful completion of Module A.    

PT Module F – Pharmacodynamics and Pharmacokinetics
3.5 semester credits – 80 clock hours
This module introduces anatomy, physiology, and the basic chemical components of the human body. Specific disorders and 
abnormalities affecting the body will be introduced, and actions and uses of drugs on each body system will be covered. The 
relationship of pharmacology to anatomy and physiology will be discussed, along with clinical applications of drug categories. 
Prerequisite: Successful completion of Module A.

PT Module G – Pharmacology
3.5 semester credits – 80 clock hours
This module provides the concepts involved in pharmacology. Classifications of drugs and drug administration will be covered, 
as well as clinical applications of drug categories. Sources of drugs and drug nomenclature will be included, along with addiction 
and drug dependency.  Special situations involving drug administration, including pediatric, neonatal, and geriatric patients, will 
be discussed. An introduction to biopharmaceutics is included. Prerequisite: Successful completion of Module A.  

PT Module H – Pharmacy Practicum 
3.5 semester credits – 160 clock hours
This module is designed to provide the student hands-on experience in the field working as an extern in a health care facility. 
Professionalism in dress, behavior, and attitude are presented throughout the program. Prerequisite: Satisfactory completion of 
Modules A through G. 
 
QN 320 - ESSENTIAL STATISTICAL THINKING
3.0 semester credits - 45 clock hours
This course equips students with algebraic and statistical techniques necessary for computation of parameters including basic 
probabilities, confidence intervals, random variables, probability distribution, mean, median, standard deviations, sampling, 
hypothesis testing, goodness of fit for application to statistical inference, and managerial decision-making.  Prerequisite:  GE 140 
- College Mathematics.

SO 170 - Introduction to Sociology
3.0 semester credits – 45 clock hours	 	
This class provides an overview of sociology and its application to everyday life. Emphasis is placed on understanding the major 
theories, concepts, and terminology. Students will explore topics such as culture, inequality, social structure, deviance, and social 
institutions.  
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SO 360 - THE GLOBAL ENVIRONMENT
3.0 semester credits - 45 clock hours
This course explores cultural, ethnic and political environments worldwide.  Geographic concepts, location, and spatial patterns 
are analyzed. 

SO 365 - SOCIALIZATION AND SOCIETAL DEVELOPMENT
3.0 semester credits - 45 clock hours
This course includes a study of the interpersonal skills required and utilized during the interaction between people.  Topics 
discussed will answer questions such as:  How do we improve our relationships with our fellow man and woman?  What are the 
motivation factors needed to promote understanding, acceptance, and empathy for human differences and attributes?

SS 100 - Student Success
3.0 semester credits – 60 clock hours	 	
This course is designed to increase a student’s college success by teaching study skills and practical educational strategies. Time 
management, test taking, communication, and critical thinking are emphasized.  

WP 106 - MICROSOFT WORD
2.0 semester credits - 45 clock hours
The students will be introduced to Microsoft Word to develop letters, tabulations, forms, etc. pertaining to modern office commu-
nication needs.  Keyboarding for speed and accuracy will be practiced in this class. Time will also be allotted for 10-key profi-
ciency.  Prerequisite: DP 102 - Introduction to Computers.
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PHOENIX CAMPUS
2445 W. Dunlap Ave., Suite 100
(N. 25th Ave. & W. Dunlap Ave.)

Phoenix, AZ 85021
602-242-6265 / Toll free: 1-800-793-2428

TEMPE CAMPUS
1140-1150 S. Priest Dr.

(S. Priest Dr. & W. University Dr.)
Tempe, AZ 85281

480-545-8755 / Toll free: 1-888-886-2428

TUCSON CAMPUS
5441 E. 22nd St., Suite 125

(E. 22nd St. & S. Craycroft Rd.)
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505-880-2877 / Toll free: 1-888-660-2428
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