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Introduction

As the world grows more dependent upon new and innovative technoldgycommerce education
entertainment, national defense, security, personal and global communicatitehnological skills
become increasingly vitéor personal and national economic survival. In order to have a degree of
security in your chosen career, and to reach your ecacaoals, a strong background in technology is
needed. We, at the American College of Technology (ACOT) are committed to providing our students
with the skills needed to meet changing workplace demands. The ACOT Mission Statement is a
testimony to our cormitment to our students and society.

Mission Statement

American College of Technology is dedicated to deliver high quality, innovative, affordable, and
accessible educational opportunities and services that focus on skills and career building fomssude
to become valued and productive members of society.

Our Commitment
The Pesident, faculty, administration and staif American College of Technology are committed to
help students:
U Develop new technical skills and competencies

U Develop intdifelong learners in order to stay current with their career competencies

U Develop potential career and earning advancement as their skills and knowledge are enhanced

College Obijectives
U Enhance Teaching and Learning
U Giving Proper and Timely Studesipport
U Resourcd’reservation and Improvement
U Institutional Advancement

U Compliance and Maintenance of Accreditation



This page left blank intentionally.

(0p))
Q)¢

Q¢

o



Online education frees adult learners from the limitations and obstacles imposed by traditional
institutions. Education is no longer confined by walls. Everyone should possess an equal opportunity to
educatiort especially busy adults who are working hardrnake a living. At American College of
Technology, we provide education 24 hours a day, 365 days a year. The old ways are being pushed
aside and things that once prohibited attaining more education and training sucthasing to put

careers on hold, waihg until the children have grown, having to save enough money, or finding the

time to go to college are no longer barriers to your opportunities for advancement.

Now, technical education comes to yoMou no longer have to accept the traditional institutiGhs
schedules and limitation¥.ou may learn at your own pace and convenie#tdast, you are the focus

of the educational process! You are the priority. The emphasis is on you, not on the iostifiiere

can be no doubt thainformation Technology ismong the most exciting and rewarding fields found in
industrialized countries today. The demand for information technology specialists is increasing at an
astonishing rate.

I/ h delveery system tilizes the best of both worlds; Synchronous and Asynchronous
communication systemsireaming technology, live interactive awdand video lectures to provide

rich learning experience. Along with the latest techniques, you will be equipped withréigeapnming
languages and skilieeeded to enter the information technology market with confidence. An Associate
Degree ilNetwork Administration and Information Securitgomputer Programmindgusiness
Administration, kalth Information Technology, or Criminkustice would be a definite investment for

the present and the future. The fact that it is coming to your home or workplace, at your convenience,
on your schedule, makes it, without a doubt, an irresistible opportunity. | invite everyone to be part of
this exciting and rewarding experience. | personally assure you that your career goals and concerns
have the highest priority on my agenda. Figek to contact me at any time.

Sam Atieh, Preside& CEO
American College of Technology
Email: President@ACOT.edu
www.ACOT.edu

Tel: 816.279.7000

Toll free:800.908.9329

Fax: 888.890.8190

2300 Frederick Ave. Suite 208
Saint Joseph, Missouri 64506 USA


mailto:President@ACOT.edu
http://www.acot.edu/
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Qollege Profile

American College of Technology (ACOT) is a private, onlaiaital college located in theafe of
Missouri. Tle ACOT curriculunvas designed inollaboration wth professionals and educatots
promote technical, careeoriented educatiorin the businessinformation technology, healtare, and
criminal justice fields.

Foundedin2006 & aNX¥ { Y ! GASKZ !/ h¢ A& (GKS NBadzZ G 27
technological experience. Beifigt dzZ2KSR i o0& O02fftSFk3dzSa Ay (GKS S|
education presented otine did not deter Mr. Agh from pursuing his visionMr. Atieh researched

and authored one of the first books about-tine educatiorHow to Get a College Deg Via the

Internet. Later, his visionary quest became a reality with ACOT gotigeoand presenting education

and training for those who may otherwise have been denied.

Board of Directors

L' YSNROIY [/ 2ttS3S 2F ¢S OK oaldindderperi@nce o dvédJ00 pedrs i A NB C
the business and technology field. Edcdard memberbrings a unique and particular expertise to this
institution.

Sam Atieh, President & CEO
B.S. in Computer Science, Texas A&M Universitymmerce, TX, 1980
Dual Degree (MBA/DBA)California Intercontinental Universi{gandidate)

Mr. Atieh brings to thisnistitution over 5 years of progressive experience in the

computer and information technology fields. He has served with various companies

and educational institutions in the United States and abroad. Mr. Atieh has

developed computer systems and applications for schools, airports, hospitals,

military, retailers, and manufacturers in various languages. He has also authored two

books Online Higher Educatigself published)andHow to Geta College [Bgree

Via the Internet by Prima Publishing. These two books have been widely welcomed

among adult learners. Mr. Atieh has served on the Missouri Coordinating Board for

Higher Education Proprietary School Adviséommittee;he brings pactical

experienceand o YLJdzA G SFOKAyYy3 aiAtta G2 '/ heQa 2y Ay




Kevin Maring, Vice President & Director of Finance

B.S. in Business Finance from Southwest Missouri State University

Mr. Maring attended the University dflissouri Law School in Columbia, Missouri.
Over the pasR0years, he has served as an account executive for Ceridian
Corporation, where he functions as a trusted advisor and provides creative
leadership through ongoing communication with customers. Mariklg also

served for eight years as an account manager for a software development company
and brings to ACOT over 15 years of experience in finance, management, and
customer satisfactin.

Dr. Alison McCormick, Director of Research

B.S. Psychology, lowa State University, Ames, IA, 1983

Ph.D. Pharmacology, University of California, CA, 1990

PostDoctoral Fellow, Developmental Biology at Stanford University, Stanford, CA,
1995,

Dr.McCormick brings ovetOyears of experience iresearch to ACOT. She is a key
contributor in researching new markets and strategies for the college.

Phil CrouseCurriculum Advisor
. B.S. Mechanical Engineering, University of Missouri, Rolla, MO, 1987

\  MBA, Northwest Missouri State University, Maryville, MO, 1995

' As a Registered Professional Engineer, Mr. Crouse brings to ACOT over 20 years of
experience in engineering and glity control. Mr. Crouse oversees the
developmentandquality of programs offered at ACOT.

Joy RockEmployment Research
add w201 KlI&a my &SINAQ SELSNASYOS Ay GK
assisting clients in the Job Training Parsigp Act (JTPA) in Missouri. Positions held
include assessment coordinator, job counselor/developer, and project manager for
worker re-entry programs. During the last six years she has assisted area
students/clients with resume writing, cover letters, im@ew techniques, and job
searches. She has also instructed professional seminars with college graduates and
clients. Ms. Rock has been an active member of her local Chamber of Commerce,
Women®@ Career Network, and Human Resource Man@gkssociation and has

served on the City Personnel Board for five years, acting as Chairperson for two
years. She has also been chosenlifvernational Wh@&® Who of Professionals.




ACQOT Learning Model

ACOTdeveloped a sophikated, yetuserfriendly, online deliverysystemthat enabkslive interaction
between the instructor and the students./ h ¢n@dal consists of live audio and video lectulesby
an instructor and offered at specified times. The instructor conducts the lechueh likea traditional
classroom setupall students in thevirtual classare able toparticipate ando ask questionsnline,
hear the instructor, AND get immediate answers. Studare able to watch a visuptesenation
while they listenl 2 G KS Ay adNHzOG2NNRa f SO0 dzNB

/ | yh@ake theonlinelecture?5 2 y Qi g2 NNEB H file¥S G2 Ofl aa |ye

TheACOTmodel provides the best of both worlds: synchronous and asynchronous caatiors.
Classesnaybe replayed as often as desired. ThR€ OTmodel further provides an opportunity for

students who cannot attend the live lectures at the specified timddeélures are recorded and are

I 0O0SaaArotsS FTNRY GKS O02fftS3SQa ¢ with théuseSofa laptop bry & i A
an iPlone. Lecturescan be downloadeds wellto an MP3 player folearning onthe-go.
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Accreditation and Affiliations

Nationally Accredited by
Distance Education and Training Council

\‘,l
ll.\\\\ ‘-\

v-v .@‘.}

American College of Technolo@gCOT) isationallyaccredited by the Accrediting Commission of the
Distance Education and Training Cou(i@ETC) located in Washington, B@&w.DETC.orddETC ia
U.S. Department of Educatidtecognized ationd Accrediting ency.

American College of Technologgylisted onThe Council for Higher Education AccreditaiGHEA)
websiteas an institution accreditelly a recogized United States accreditingganizaton. For
additional accreditation information, vismww.CHEA.org

American College of TechnologgCOTis certifiedto operate by theMissouri Coordinating Board for
Higher Education

American College of TechnologfCOTis approved byVorkforce Investment A¢WIA)as a qualified
governmenttraining provider inMissouri, Kansas, Nebraskaplorado, PensylvaniaOklahoma,
Maine, MichiganNew York, New Jersey, Indiaiassachusetts, Arkansas, and Califarnia

Faculy Memberships:

ACOT facut members belong tthe following educational associations and organizations:
T American Association of Adult and Continuing Education
1 Computer Society of the Institute of Electrical and Electronic Engineers, Inc. (IEEE)
T Association of Informatiofiechnology Professionals

Professional Affiliations:

ACOT is a member of the following community organizations:

1 Chamber of Commerce
1 Better Business Bureau

Military Affiliations:

1 VA Eligible, Militarfriendly School
1 DANTES

T Vocational Rehabilitation Aproved

11
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Articulation Agreements:

ACOT continues to build articulation agreements with comparable colleges and universities to allow
credit transfer and to enable our graduates an opportunity to continue their education at other
accredited schools. Such articulation agreemestige thatACOT degree graduates are eligible to
enroll atthe below listed institutiond & 2dzy A2 NJ adl Gdza o6 G KANR &SI N
the same field of study.

It should be noted that all credits transferred to these institutions will go thratinghappropriate
transfer credit process according to that institution. If a student wishes to contimiber studies in a
field other than the onéne/she receivedthe 3 82 OA 1SQa 5S3aANBS AyZ | ff
the receiving institutio@ policy and may not be accepted towards the new program.

American College of Technologgsarticulation agreemerd with following universities:

1 California Intercatinental University

1 Colorado Technical University

12
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Academic Calendar and Hours of Operatio
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instructors are available at any time by email.

¢ S @Q&Khowrd alayp7Q@ldys sOnfedk AFacBiy and NB

Office Hours: Mon. ¢ Fri. 8:00 AM; 9:00 PM(Central Standard Time)

Sat. 9:00 AMc 3:00PM.
Academic Calendar
Term START DATE END DATE 2010 COLLEGIOLIDAYS
2010 DATE HOLIDAY OBSERVED
T6-2010 11/15/2010 12/29/2010 November 11, 2010 | VETERANS DAY
T82010 12/6/2010 12/16/2010
2011 NOVEMBER 25 & 26,
2010 THANKSGIVING DAY
DECEMBER 24 & 25,
T1-2011 1/3/2011 2/13/2011 2010 CHRISTMAS EVIDAY
T2-2011 2/14/2011 3/27/2011 December 31, 2010 | NEW YEARS DAY
ONE WEEK BRE 2011 COLLEGE HOLIDAYS
T3-2011 4/4/2011 5/15/2011 January 1, 2011 NEW YEARS DAY
MARTIN LUTHER KING, JR.
T4-2011 5/16/2011 6/26/2011 January 17, 2011 BIRTHDAY
ONEWEEK BREA MAY 30,2011 MEMORIAL DAY
T5-2011 7/5/2011 8/14/2011 July 4, 2011 INDEPENDENCE DAY
T6-2011 8/15/2011 9/25/2011 September 5, 2011 LABOR DAY
ONE WEEK BRE November 11, 2011 | VETERANS DAY
NOVEMBER 25 & 26,
T7-2011 10/3/2011 11/13/2011 2011 THANKSGIVING DAY
DECEMBER 24 & 25,
T8-2011 11/14/2011 12/25/2011 2010 CHRISTMAS EVE & DAY
ONE WEEK BRE 2012 COLLEGE HOLIDAYS
2012 Januaryl, 2012 NEW YEARS DAY
MARTIN LUTHER KING,JR.
T1-2012 1/2/2012 2/12/2012 January 16, 2012 BIRTHDAY
T2-2012 2/13/2012 3/25/2012 May 28, 2012 MEMORIAL DAY
ONE WEEK BRE/ July 4, 2012 INDEPENDENCE DAY
T3-2012 4/2/2012 5/13/2012 September 3, 2012 LABOR DAY
T4-2012 5/14/2012 6/24/2012 November 12, 2012 | VETERANS DAY
NOVEMBER 22 & 23,
ONE WEEK BRE/ 2012 THANKSGIVING DAY
DECEMER 24 & 25,
T5-2012 7/2/2012 8/12/2012 2012 CHRISTMAS EVE & DAY
T6-2012 8/13/2012 9/23/2012 Class times:
ONE WEEK BRE/ Monday, Wednesday, Friday 6:8®:00 pm CST
T7-2012 10/1/2012 11/11/2012 Or
T8-2012 11/12/2012 12/23/2012 Tuesday, Thursday 6:8®:00 pm CST &

ONE WEEK BRE

* In the event a lecture falls on a holiday, the instructor will make up the lecture within one week.

Saturdayl0:00 amg 12:30 pm CST

13
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Admission, Registration, and Fees

AdmissionsRequirements Policy
The following must be submitted to ACOT as conditions for enrollment:
1 Completed application form, which can be found in the school catalagv.acot.eduor
complete the application online athittp://www.acot.edu/apply.htm
1 An officialhigh school transcript/GED
(in the absence of an official highhsol transcript, the student musubmitl y'Authorization
¢ NI YAONR LI )wSljdzSaid C2NXé
1 Enroliment agreement signed and dated
f Copyofgovernmenth & A dzSR LIK2 (2 A RSy (i APagsbtt, @rAVAitgry IDYO 5 NA @S

Once the applicant is approved, an acceptance letter and an ementlagreement aremailedmailed
to the student. The student must then return the signexpyg of the enrollment agreementvo weeks
prior to the pragram start éte. An official high school GED transcript is required and must be
received withind2 daysof the applicationn order to continue in the program.

ACOT does not specify age requirements as long as the prospective student meets the educational
requirements and is legally able to sign a binding contract. The contract must be signed by a parent or
legal guardian if the student is not of legal age. There are no specific education levels or work
experience required for admission except the required hidtostdiploma or GED.

As stated in the college catalog, ACOT is committed to providing equal opportunities in student
admissions, financial assistance and other policies and procedures without regard to age, sex, race,
color, religious belief, national @in, status as a qualified person with a disability or handicap, marital
status, or sexual orientation.

All documents, forms, and struction are given in English.

For those prospective students for whom English is not their native (first) languagé, r&Q@res the

Test of English as a Foreign Language (TOEFL PBT) with a grade of at least 500. They must receive a 6
on the Internet Based Test (iBT) or a 6.0 on the International English Language Test (IELTS). (This polic
is in accord with the DETCCPolicy on Degree Programs under Standard VII: Admission Practices,
Undergraduate Degree Programs.

Applicants whose native language is not English and who have not earned a degree from an
appropriately accredited institution where English is the priatipnguage of instruction must receive

a minimum score of 500 on the papkased Test of English as a Foreign Language (TOEFL PBT) or 61

on the Internet Based Test (iBT) or a 6.0 on the International English Language Test (IELTS). Transcript:
not in Engkh must be evaluated by an appropriate third party and translated into English or a trained
transcript evaluator fluent in the language on the transcript. In this case, the evaluator must have
expertise in the educational practices of the country of iorignd include an English translation of the

review.

Experiential Learning CredRolicy

ACOT does not give credit for exgetial learningACOT does accept credits from {GEEP tesig

system.If the student successfully passes a CLEP test covering the material for courses that are offered
at ACOT, requests for credit will be evaluated and considered bitieetor of EducationAcceptance

of courses for credit will reduce the total tuition farprogram of study by the cost of the course.

15
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Transfer of Credits Policy
ACOT accepts credits earned by students from appropriately accredited institutions under the
following conditions:

LF '/ he¢ NBOSAGSaA |y 27F7FA Oibusinstititibid y & ONR LIG T NR Y
If the courses are similar to ACOT courses

LF O0KS aGdzRSyiQa 3AINIRSA FINB y20 t26SNI 0KIy H
If the credits have been earned within the past ten (10) years.

If the student has successfully completed the first term with ACOT.

= =4 =4 8 A

l RYAdaAz2ya O22NRAYFG2NE NBljdz2Said 2FFAOALIE GNIYyacd
the admissions coordinator has indicated he will do so as part of the recruiting process. The official
college transcripts are treated in the same manas the request for official high school transcripts.

Once received at ACOT, the official college transcripts are sent to the Director of Education.

A currently enrolled student must complete a transfer of credits request form and have begun at least
one course with ACOT. Students request official transcripts (i.e., bear the appropriate institutional
signatures, seal, date of issuance, etc.) from their previous colleges. The transcripts are to be sent
directly to the ACOT Director of Education.

The Drector of Education will complete a courbg-course evaluation of transfer credits after the
student successfully completes his/her first ACOT course.

The courses will be compared to courses offered by ACOT. If it is determined the courses have simil
descriptions and contents, credit will be given for the courses. The grade in each course must be 2.0 or
higher in order for the course to be accepted by ACOT. The information recorded on the transfer

credit evaluation, including the transfer of cresland the transfer cumulative grade point average

0/ Dt! 00X 06S02YSa LINIL 2F GKS addzZRSydQa LISNXYIySyi
of study will be reduced by the cost of the course for which the credit has been accepted.

ACOT may requt an official copy of the catalog of the college from which the transfer of credits is
requested to complete the transcript review process. This transcript review process can take several
weeks. Requests should be submitted as early as possible dherigst term attended to ensure a
timely response.

If the request for credit is rejected, the Director of Education will explain to the student why the

courses were not accepted for credit. One copy of the evaluation will be sent to the student, and a
sSO2yR 0O2Lk gAft 0SS LIIFOSR Ay (GKS &aiddRSydQa TFAf
The ACOT official transcript merely lists the other colleges the student attended and the total number

of transfer credits awarded. Transfer grades are not included in the AGPA.

ACOT may accept credits from appropriately accredited colleges and schools of the branches of the US
Military. ACOT also accepts CLEP testing credits.

ACOT limits transfer of credits to a maximum of 75 percent of program course requirements, which
means a student, must complete at least 25 percent of program requirements (courses) at ACOT in
order to graduate.

16



Appeal Procedure

If some courses do not transfer and the student questions a decision, the student can consult the
Director of Education (e individual who completed the transfer evaluation). Further appeal can be
directed to the President of ACOT.

ACOT Credit Transfer

At ACOT every effort is made to ensure top quality programs and courses are presented to our
students. ACOT seeks to anle academic excellence and ensure the substantial content of each
ACOT course. When attempting to transfer ACOT credits to another college, the student must
understand the acceptance of credits is dependent on the policy of the petitioned college. dAEOT
not guarantee transfer of ACOT credits to other institutions. ACOT is nationally accredited by the
Accrediting Commission of the Distance Education and Training Council, and ACOT courses and
programs are approved by the Missouri Department of Hidkducation.

TranscripfDocument Policy

All transcripts that contain a signature, seal, certification, or any other image or mark required to

validate the authenticity of the document will be maintained in its original hard dogy G KS & (i dzR S
file or in an imaged media format. ACOT may maintain a record in an imaged media format only if the
format is capable of reproducing an accurate, legible, and complete copy of the original document.
When printed, the copy must be approximately the same sizéasriginal document.

Tuition and Fees

'/ heQad YIyYyF3aASYSyd gAatf a0GNAGS (2 YIFIAYyGlAy GKS C
However, any increase in tuition or fees will apply only to future enrollees, not to those currently

enrolled.

Program Total Costs
Tuition cost per credibour is $249, in addition tol®5 per coursdo cover cost of books and software.

l. AASc Associate of Applied Science Degree in Total Cost  Credits
U Network Administration and InformationeSurity $17,40 60
U Computer Programming and Systems Design $17,40 60
U Web Development and Internet Technology $17,40 60
U Business Administration and Information Technology $17,440 60
i Criminal Justice $17,40 60
U Health Information Technology $17,40 60

Il. Technical Diploma Programs
U Network Administration and InformationeSurity $8,720 30
U Computer Programming and Systems Design $8,720 30
U Web Design and Development $8,720 30
U Business Administration and Information Technology $8,720 30
i Criminal Justice $8,720 30
U Health Information Technology $8,720 30
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Miscellaneous Costs

The student is responsible for maintaining his/her own computer and internet access. Estimated costs:
V Computer cost$3pcp G K NP2 dZBekhndlogyPéckage
V Internet access cost$20- $50 /month
V  Printer/scanner cost $100.

Transcript Fees
The first official transcript is free, and the subsequent copies are $5.00 each.

Refund Policy
'/ he¢eQad NBFdzyR LIt AO& O2hé WMashlyi DepirtthentioKHgher BducAtRt NR &
and Distance Education and Training Council (DETC).

ACOT uses a tirfeased Refund Policy; it applies to all diploma and degree programs offered at ACOT.
ACOT does not charge application or registration fees.

The refund policy applies to individual courses. When a student enrolls in a diploma or a degree
program, ACOT will refund 100% of the total course price for courses the student never started.

Withdrawal, Cancellation and Buyers Right to Cancel

A STUDENT may cancel the enroliment agreement/contract at any time within seven (7) calendar days
of the signing of this contract and receive a full refund of all monies paid (if tuition has been paid).
aGdzRSy i Qa vy 2 ldtidhm@ybé dodvgyedactthe Mstiyiti©rSin any manner, including by
phone, email, chat, fax, US mail, or by completing an online form located within ACOT eLearn.

Students who withdraw from ACOT courses after the first week of class do not need to retur
textbooks or materials provided for the class.

Below is the breakdown for the tuition refund for a six (6) week course for students who withdraw

2y 0S (KS O2dzNBS Kla 060S3dzy® !/ heQa LIR2ftAOCE Aa Tl A
made ati KS t NB & A R S i GaSedof chkellaod Br ivithéraived, all refunded money will go

directly to the funding source (such as government agencies), unless specifically, the funding source
authorizes ACOT in writing to release the funds to the etitdThe student will receivie refund (if

tuition has been paidyithin 30 daysThe refund check will be mailed using the US postal service.

The table below sets out the percentage of tuition that will be refunded to students who complete only
part of a course, normally defined as an academic term with three semester credit hours. If the student
contracts for a program of study, defined as a learning unit that includes two or more courses, each
course must be treated separately for the purposes ofudating any refund to the student. For

example, a student who contracts with an institution for three distinct theeedit courses, but

completes only part of one course, is entitled to a full refund on the remaining two uncompleted
courses.
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If a student cancels or withdraws during the course, the following refund amount will apply according

to the following table:

Example

The tuition cost for a 3 credit hour course is $747, while the cost for books and software for the course

is $125. The totalcourse price is: $8.00

Course Duration| Week of Cancellation or | Refund | Money Returned to Studen
in weeks Withdrawal Ratio
1¢6 During 1. Week 100% $87200

During 2% week 70% $610.40

During &. week 40% $348.80

During X week 20% $17440

During &' week 0% $0.00

In case of cancellation or withdrawal, all refunded money will go directly to the funding source (such as

government agencies), unless specifically, the funding source authorizes ACOT in writing to release the

funds to the student

Title IV Refund Policy

C2NJ AYTF2NXIGA2Yy NBIAFNRAY3

Section of the catalog.

Special Considerations
Special consideration is given, for the benefit of the studen a case by case basis regarding
verifiable mitigating circumstances and military deployment and is at the discretion of the President.
Such cases may include but are not limited to student death, severe iliness, natural disasters,

unpreventable los2 F
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Financial Aid

How and When to Apply

In order to determine if a student might benefit from applying for federal financial assistance, the Free
Application for Federal StudeAid or FAFSA must be submittddhe financial aid office strongly
recommends that the financial aid process beginkeast 5 weeks prioto the first day of classes.
Continuing studnts need to complete the FAFSAMay 15",

In order to submit the FAFSA application, a pdied student must have a PINhis is a personal
identification number that is designatespecifically to the person whose infoation is entered on the
FAFSAThe PIN is treated somewhat like a social security number in that it is never to be shared with
anyone and it is a unique idefier of the applicantlt is designed to allow only the pjicant access to

the personal information that has been entered onto the FAFSA or loan apmticevhatever the case
may be.To apply for a PIN, go teww.pin.ed.gouvt can take up to 72 hars to receive your new

number. Until you have received confirmation of your information from the Social Security
Administration, yowvill be unable to use your PIN.you have applied for financial aid previously, you
should already have apih. ¥ & 2dz R2y Qi 1 Y 2a®INAXHEN g ® the daheNdBhsiRe K| ¢
FYR &St SO0 L T2 NH:2answd the/chaliende yjuksiion¥udshollth bg able yoR
complete the whole process if you find you already have a number.

After you have the PIN, you must complete the FAFSA on@@eww.fafsa.ed.gov The FAFSA must
be completed annually and our school code must be added in order for the financial aid office at
American College of Technolgdo receive your informationOur federal school code 1941187 It
can take up to 5 days for us to receive it.

If the student finds thatdditional funding is needed, the student may apply for Federal Direct
Subsidized and Unsubsidized loans, and the parentapaly for a Direct PLUS lodfithe parent
chooses to borrow from the loan program,eir will need to acquire a PINlhis can be done from the
PIN website mentioned previously on the student loan websitél.o apply for Direct Loans, go to
www.studentloans.govThe site requires the RInumber to create an accourih order to receive
federal loan funds, entramccounseling is also requiredfter logging in, a menu appears on théle
side of the screerChoose tacomplete entrance counselg. After counseling is completed and
confirmed, choose to complete MPNhe MPN is the Master Promisy Note, or loan application.
When this is completed please contact the financial aid office and let them kmaivhey have been
completed.
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Financial Aid Eligibility Policy

To be eligible for Federal Student Aid, students must:

T
T
T
T
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T
T
T

Be an admitted student, enrolled in an degrgenting eligible program of study

Not be currently enrolled in a secondary school

Provide proof of a high schodiploma or the recognized equivalent (such as a GED)

Be a U.S. citizen or national, or an eligible-sgizen (verification of eligible neaitizen status may

be required)

Have a valid Social Security Number

Be enrolled at least hatfme if applying to eceive a Federal Direct Student Loan

Not be in default on a Federal Student loan or owe an overpayment on a Federal Student Aid Grant
or Loan and may not have borrowed in excess of the annual or aggregate loan limits for the Federal
Student Loan ProgranmCheckvww.nslds.ed.goif uncertain

If the student is male, he must be registered with Selective Service as required. vi@hgdss.gov

if uncertain

Maintain satisfactory academic progress (SAP) once approved for funding

Certify that federal student aid will only be used for educational purposes

Demonstrate financial need

Financial Aid Verification Policy

Sometimes a studens selected for verificationThis is a process of random selection which requires
certain studens to provide documentation of income, householdesidependency status, etthe student
and his/her parent(s) if dependent, must provide a signed copy of their federal tax return as well as a
verification worksheethat is provided by the schodf.a sudent is selected for verification, the student
will be notified by a phone call and an email providing the worksheet and requesting it be retuitheithe
proper tax return(s)The worksheet is also available to download friottp://faid.acot.edu

In order for us to get the financial file processed timely, please return the required information to the
financial aid office within 7 business days.

We adhere to the following policies:

T
1

T

E

All selected applicants will beerified

Selected applicants must submit required verification documents within fourteen (14) days of
notification.

If the student does not meet the deadline and is not capable of making cash payment at the end of
the deadline he/she will not be grantedeess to their classes

The Financial Aid Office reserves the right to make exceptions to the above stated policies due to
mitigating circumstances, on a cag-case basis. Students will be given a clear explanation of the
documentation needed to satisthe verification requirements and the process for document
submission.

ACOT will inform students in a timely manner of the consequences of failing to complete
verification requirements. This may include the notification that their courses were dropped for
non-payment.

Students will be informed of their responsibilities regarding the verification of application
information, including the colleg® deadline for completion of any actions required.

Students will be notified if the results of verification charlge studen@ scheduled award.

Any suspected case of fraud will be reported to the Regional Office of the Inspector General, or, if
more appropriate, to a State or local law enforcement agency having jurisdiction to investigate the
matter. Referrals tdocal or state agencies will be reported on an annual basis to the Inspector
General.
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Financial Aid Transfer Policy

Students may not be eligible for partial or full amounts of Federal Student Aid (Direct Loans and Pell
Grants) if they have received or digal for Federal Student Aid at other postsecondary Colleges. In
order to receive financial aid funds at ACOT, a student must first withdraw from the other College and
then reapply for funding at ACOT.

Transfer students may also have an issue with jganods that overlap between the two Colleges

which may result in their financial aid package not covering the tuition bill. To resolve such issues, the
student may need to provide information from the other College or may need to wait to enroll until

the overlapping loan issue is resolved.

Title IV Refund Policy

Title IV Federal Financial Aid is awarded assuming a student will attend school for the entire payment
periodfor which the funds were meanif a student withdraws prior to the end of the payment period,
portions of the aid may need to be returnedhis could leave the student owing a balance to the

school.

ACOT is required to determine the earned and unearned portions of Title IV aidresdidte the

student ceased attendance, based on the amount of timegtudent spent in aendance.Upthrough

the 60% pointin each payment period or period of enrollment, a pro rata schedule is used to
determine the amount of Title IV funds the studdrds earned at the time of withdrawahfter the

60% pointin the payment period or period of enroliment, a student has earned 100% of the Title IV
funds he or she was schedulemreceive during the period-or a student who withdraws after the

60% pointin-time, there are no unearned funds.

Occasionally a student will withdraw, not owe the school, and have at@edheir accountlf this
200dzNA X (GKS ONBRAG oAttt 0SS NBUGIdNYSR G2 (GKS 5ANE
otherwise speciid by the studentin the event that a student requests the funds be returned to him

or her, it will be mailed in the form of a paper check no later than 14 days after the date of notification.

Title IV Federal Aid Funds that are credited to outstandiag balances when a return of funds is
required must be returned in the following order:

1 Unsubsidized Direct Stafford Loan

1 Subsidized Direct Stafford Loan

91 Direct PLUS Loan

1 Federal Pell Grant

If the loan amounts are covered, the remaining Federal Fundisnedited in the following order:
91 Federal Pell Grant for current payment period
1 Academic Competitiveness Grant
1 Other Title IV assistance that requires a return of funds

Students will be notified of any refunds sent to a lender on their behatfubh the mailed exit
material. Any Title IV refunds due will be returned within 30 days of the date of determination.
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Treatment of Financiahid When a Student Withdraws

The requirements for Title IV program funds when a student withdraws or stid@sding are separate
FNRY ! YSNAOIY [/ 2ftfS3S 2F ¢SOKyz2ft238Qa wSTdzyR t 2
American College of Technology to cover unpaid institutional charges. The student will also be
responsible for any Title IV program fisithat American College of Technology was required to return

on his or her behalf to the federal government.

Federal regulations specify how American College of Technology must determine the amount of Title

IV program assistance that a student has earifiéd or she officially withdraws or stops attending.

The Title IV programs that are governed by this law are the Federal Pell Grants, Academic
Competitiveness Grants, National SMART Grants, TEACH Grants, Stafford Loans, PLUS Loans, Federal
SupplementaEducational Grants (FSEOGSs), and Federal Perkins Loans.

When a student withdraws or stops attending, the amount of assistance that the student has earned is
determined on a prorated basis. For example, if the student has completed 30% of the payment
period, he or she has earned 30% of the assistance that was scheduled for that payment period. Once
a student has successfully completed more than 60% of the payment period, he or she has earned all
the scheduled assistance for that payment period. If theleht did not receive all of the assistance

that was earned, a post withdrawal disbursement may be due.

' YSNRAOlIY [/ 2ttS5S3S 2F ¢SOKy2ft23& YlI& | dzi-2YlFGAOKf €
withdrawal disbursement of grant funds for tuition and bocharges, however, will require permission
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interest to allow American College of Technology to keep the funds to reduce debt with the institution.

Theremay be Title 1V funds that cannot be disbursed once a student withdraws because of other
eligibility requirements. For example, if the student is a firste, first year undergraduate and has

not completed the first 30 days of the payment period befaiehdrawing, he or she will not be

eligible to receive loan funds that would have been received had the student remained enrolled past
the 30th day.

If a student has received unearned Title IV program funds, the student must return the remaining
amount. Any loan funds that the student must return may be repaid in accordance with the terms of
the promissory note. That is, the student may make scheduled payments to the holder of the loan
over a period of time.

Any amount of unearned grant funds that a d&nt must return is called an overpayment. The

maximum amount of a grant overpayment that the student must repay is half of the grant funds he or
she received or was scheduled to receive. The student must make arrangements with the Accounting
Office to eturn unearned grant funds.
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Student Services

Campus Security

We are committed to a safe and secure campus facility for all students, employees, faculty, staff and
visitors both within our online education system and the physical buildings. Our caangus

classrooms are located on the wonldde web. We have a main campus at 2300 Frederick Avenue,

Suite 208, St. Joseph, Missouri, 64506. In accordance with the Crime Awareness and Campus Security
Act of 1990, and as amended, please read below for thgssical information on campus crime.

Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act

In accordance with the Crime Awareness and Campus Security Act of 1990, and as amended, ACOT
provides the following statistical inforation to make current and future students, faculty, and

employees aware of any campus crime. These statistics are meant to inform students, employees, and
applicants about the existence of campus crime.

ACOT Crime statistics

REPORT OF CRIMINDREENSES 2010 2009 2008
1. Criminal Homicide 0 0 0
a. Murder and NofiNegligent Manslaughter 0 0 0
b. Negligent Manslaughter 0 0 0
2. Sex Offenses 0 0 0
a. Forcible Sex Offenses (includes Rape) 0 0 0
b. NonForcible Sex Offenses 0 0 0
3. Robbery 0 0 0
4. Aggravated Assault 0 0 0
5. Burglary 0 0 0
6. Motor Vehicle Theft 0 0 0
7. Arson 0 0 0
8. Any of the above crimes and other crimes that involved the following:

a. Bodily Injury 0 0 0
b. Evidence of Prejudice on the basis of rgemder, religion,

sexual orientation, ethnicity, or disability 0 0 0
9. Arrests for Violations of the following: 0 0 0
a. Violations of Drug Laws 0 0 0
b. Violations of Liquor Laws (excluding DUI) 0 0 0
c. Violations of Weapons Laws 0 0 0
10. Referrals for Campus Disciplinary Action for:

a. Liquor Violations 0 0 0
b. Drug Violations 0 0 0
c. Weapons Violations 0 0 0
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Solicitations

The following activities are prohibited at all times:

U Solicitation from students towards ACOT staff or faculty

U Solicitation by students in the classroom, on the web, or by contacting other students, faculty, or
staff via any means of communication.

ACO® policy prohibits any and all types of solicitatinrworking areas during working time. Violation
of this policy may result in immediate disciplinary action.

The only exceptions to this policy aiféyerst for activities or charitable causes sponsored by ACOT,
which may be distributed without prior appval.

Alcohol and Drug Abuse Prevention

ACOT is committed to achieving an alcohol and direg workplace. Alcohol and other drug abuse is a
significant public health problem and has a detrimental effect on the community in terms of increased
medical andvorkers compensation claims, medical disability costs, decreased productivity, injuries,
theft and absenteeism. Accordingly, ACOT has the right and obligation to maintain a safe, healthy and
productive working and learning environment and to protect AC@pgrty, operations, and

reputation.

Students, faculty and staff must comply with the federal, state, and local laws concerning alcohol and
illegal drug usage, whether d@ollege property or otherwis&/iolations will be reported to the

appropriate law eforcement officialsIndividual(s) will be subject to College disciplinary action, up to
and including expulsion or separation, pursuant to the Cofegelicies and procedure®ur

Administration reserves the right to impose one or more disciplinaryastiincluding successful
completion of a substance abuse program as a condition to continue enrollment or employment, at the
cost of the individual.

Disability Accommodations
This institution complies with the Americans with Disabilities Act, Sectiorblw Rehabilitation Act,
and state and local requirements regarding students with disabilities. In compliance with federal and
state regulations, reasonable accommodations are provided to qualified students with disabilities.
A request for accommodatiois deemed reasonable if the request:

1 is based on documentation that meets ACOT published guidelines.

1 does not compromise essential requirements of a course or program.

1 does not impose a financial or administrative burden upon ACOT beyond that whetned

reasonable and customary.

Students whose accommodation requests are denied will not be discriminated or retaliated against if
they appeal the decision.
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Accommodation Policy
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any required documentation, prior to engaging in any activity for whiclraosodation is being
requested.For example, a request to retake a test or course due to a disability will not be considered
for a test or course that a student has already taken. Since the documentation and review process may
take some time, currently diagnosed students should submit any requests for a disability
accommodation as soon as they are admitted to a program and aricggistering for courses.
1 No accommodations may be made prior to the notification of disability and the submission of
documentation.
1 Students must identify themselves to the Registrar and provide the required documentation as
outlined in the Documentatin Requirements below at least 30 days in advance of the start of
the accommodation being requested.
T LG Aa (GKS aiddRSyidiQa NBalLRyairoAtAlne (2 SyadzNE
requirements is submitted 30 days prior to the start of accommaueti

How to Request Special Accommodations

1. Student submits a written statement to the Registrar outlining his or her disability.
Statements can be emailed to registrar@ACOT.edu.

2. Student submits documentation on the disability and accommodation request that meets
the Documentation Guidelines below.

3. The Registrar will review the documentation with the President and Director of Operations

and Technology

4, The Registrar will notify® a4 G dzZRSy 0 Ay gNAGAYy3 G2 GKS aidz
the decision within 15 days of receipt all required documentationf further
documentation is required, the Registrar will notify the student by email of what further
information is needd.

5. It is the studen® responsibility to request an accommodation from an instructor and to
supply the instructor with a copy of his/her official award letter at least 10 days prior to the
accommodation being needed. (If the request for accommodatioaria tourse extension,
the accommodation request letter should be submitted at the time the extension request
form is submitted.)

6. Only information regarding the approved accommodation will be shared with the faculty
member; no medical history will be relsed.

Appeal Process

Students whose disability accommodation requests are denied or adjusted may submit an appeal in
writing to the Registrar. The appeal must be within 15 days of the accommodation being denied and
should be emailed toeqgistrar@ACOT.edu
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Documentation Requirements

Documentation to request accommodations based on a disability must be provided by the student and

Fd GKS atdRSydQa SELISyaSed 520dzwélgiF GA2Y Ydzad

1 For Learning Disability Accommodations, should be no older than 3 years if student is under 21

years of age. Older documentation may be considered for students who are over 21 as long as
the clinical testing was completed since the student reachedage of 18.

1 For Mental Disability Accommodations, should be clinical documentation from within the last 6
months.

1 For Physical Disability Accommodations, if the physical disability is a permanent condition,
documentation of any age may be considereok. & physical disability that is based on a
temporary condition, such as weakness caused by chemotherapy or othertehort
treatments, clinical documentation should be less than one year old.

1 Should include the professional credentials of the evaluatmtuding what training and

experience the evaluator has with the diagnosis and treatment of adults. The evaluator should

be a licensed professional in the appropriate field and qualified to diagnose adults.

Should include a specific medical diagnosithefphysical, mental or learning disability.

For learning disabilities, should include the names of the diagnostic tests used, evaluation

dates, test scores and interpretation of test results.

Should describe how the student is limited in functionality imajor life activity.

Should include specific accommodation recommendations that are tied to the diagnosis and

how the accommodations will impact the specific functional limitations of the student.

= =4
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Students should contact the Registrar atgistrar@ACOT.edfor any information regarding disability
accommodations.

Course Materials

As a part of your total cost, ACOT will provide all of the books, software and resources needed to
successfully complete your programith ACOT. In an effort to be environmentally friendly you may
receive an electronic book, a used book or a new book for your courses. Some books may be eligible
for buy back at the discretion of ACOT. Students have the option to purchase their own books
provided they notify ACOT at least 3 weeks prior totdren start date.

In the event a student purchases their own book, tdoeirse materials fewill be reduced according to

the breakdown below.

Course Materials$125.00
ebook / used book or nevbook : $75.00
Other Fees: $50.00

Other Fees include but are not limited to:

Shipping, Proctoring Services, Software, webcam, & other technologies and fees.

The other fees costs are averaged out over the duration of your degree program. These chihrges w
occur each term regardless if they are applicable for that term or not. ACOT cannot guarantee that a
student will receive any particular type of book. (ebook, used book, new book, pdf)

Some software will be academic versions or trials used for thpqagr of education and may not be

full releases.
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Academic Policies and Regulations

Academic Advisement Policy

Students should feel free to contact the Director of Educatiutven there are questions about the
direction of their course study, resources available at the college, policies and procedures, or
clarification on the degree requirements. For students who have attempted fewer than 24 credit
hours and whose GPA is lékan 2.0, academic advisement is mandatory. When a student is notified
that he/she is not making satisfactory academic progress, he/she must contact the Director of
Education to discuss the academic work and future progress.

Students can request Acadac Advisement through our ACGiLearn delivery platform by clicking
on dAcademic Advisingon the left Navigator, by calling-800-908-9329, or by email at
educationdirector@acot.edu

Academic Integrity Paty

I O2ftfS3SQa AyiaSttSOldzf NBLIzilFGA2Yy RSLISYRa dzLJ2
academic honesty. Commitment to those standards is the responsibility of all memibétee school
community. ACOTrequires all students, faculty, and staff¢onduct him/her self 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 talerated

Academic dishonesty grving as party to any of the following: collaborating with someone else
gAOK2dz0 GKS AyadNUzOG2NDa LISMNeMyAfcind ok Redill asyalmooWm G (0 A y =
(in whole or in part), having someone else sit for an exam, and failing to progerksocirces or failing

to use quotation marks for direct quotes. These examples do not exhaust the breadth of academic
dishonesty, but do give students a general idea of its nature. If a student has questions about an issue,
they should contact ACOT and thquestions will be answered. ACOT wants to assist students and

prevent any problems before they occur.

The penalties for these offenses are as follows:
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Students, faculty, and staff must also be cognizant of and avoid copyright infringement. Copyright
AYFNRAYIASYSYyG Aa dzaay3a az2vyS2yS St as Qdeo, & R&ik dip, 2 NJ Y
a piece of visual art, a photograph, or 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 s and/or imprisonment.

ACOT will also prosecute to the maximum extent of the law any student or individual who uses the
LYGSNYySG 2NJ !/ h¢ O2YYdzyAOlIGA2y OKIyySta (42 RIYI
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Academic Probation and Dismissal

Probation

Academic probation and dismissal policies apply to all programs offered by ACOT. A student is required
to maintain a cumulative gradeoint average (CGPA) of 2.0 upon completion of all coursework. If a
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maximum of two terms.

Dismissal

A student who fails to earn a cumulative GPA of 2.0 or receivestnsecutive failing grades at the
completion of the probation period will be dismissed for academic deficiency. An appeal can be
submitted in accordance with the Appeal Policy.

If a new student has not progressed academically by the midterm of hisfisecburse (end of the
third week of class), ACOT has the right to dismiss the student or cancel the enroliment.

Financial Aid

If a student is receiving Financial Aid and earns a D or F if'ttmutse, the student is automatically

put on a Financial Aid warning term. The Financial Aid warning term is eligible for payment with
federal funds and allows the student time to increase the CGPA to the required 2.0 and 70 percent
completion ratelf the student fails to reach a CGPA of 2.0 or 70 percent completion rate after the
Financial Aid warning, he/she will receive no further funding for that payment period. A Return of Title
IV funds may also be necessary which could make the student respdiwsibl@ds returned to the
CSRSNIf 320SNYYSyid 2y (GKS adGddzRSyiQa oSKIFfFo

Federal funding will be reinstated when the student reaches a CGPA of 2.0 and 70 percent completion
rate.

Attendance Policy

Attendance

In order to achieve expected course outconaesl to maintain sound academic practices, all students
are encouraged to attend all lectures and discussions, and to submit any assignments that may be
scheduled for a course. In order to maintain continuing enrollment in the class, students must log in
and participate every week.

Students who do not log in during any given week of instruction are considered absent for that week of
class and are reported as such to ACOT administration. An online course week begins at 12:01 a.m. on
Monday and ends at 11%p.m. the following Sunday.

{0dzRSydaQ 3INIRSa INBE [ FFSOGSR o0& |GUSYRIFIYyOS Ay
better understand concepts, terms, and application of material. Secondly, ten percent (10%) of the
& G dzR Sy U & Q-updd\jlver $r a¥fdndasce. Students are required to attend at least one lecture

per week, but students must attend all lectures during the given week to receive all attendance points.

Attendance in the first week of the term

Students are required to logto each of their courses to establish attendance during the first week of

the course (Monday 12:01 a.m@.Sunday 11:59 p.m. CST). A student who fails to log into any course
within the first seven (7) days of the term will be administratively droppéakeife is no clear intent on

0KS aildzRRSYy(iQa LI NI G2 LINRPINBaa GKNRdIdzAK GKS O2 dzN
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American College of Technology is required to take attendance for Title IV purposes.

If a student begins the withdrawal process or yides official notification to the school of his or her
intention to withdraw, the date of the student withdrawal is the date the student began the official
withdrawal process or the date of the student notification, whichever is later.

If the student dos not provide notification, the date of withdrawal is the date the student stopped
attending class or the last day of academic advisement. Attendance includes attending a live lecture, a
recorded lecture, submission of an assignment, or any other acadsetiiaty that includes logging

Ayi2 GKS Oflaa YR LINIAOALIGAY3I Ay |y OGADAGE

The institution is responsible for returning funds for students who receive Title IV funds.

Attendance Warning Duringhite Term

Attendance will be tracked on a weekly basis. Students missing seven (7) consecutive calendar days,
not including breaks, of training will receive an attendance warning via postcard, phone, and/or email
from Student Success Services. A studehtidismissed from a course for failure to attend training

for 14 consecutive calendar days without notifying ACOT of his or her intent to complete the term and
gAtft NBOSAGS | a5{¢ 2y KA& 2NJ KSNJ NIhfgRefuNR LIG © !
Policy.

Canceling or Postponing Courses or Programs

ACOTreserveghe right to cancel or postponany course or program if fewer than five students are

enrolled, or circumstances occur that are beydh@dODad O2y G NRBf & hy OSwith&se O2 dz
required minimum number of students, it will progress through completion. If a course is cancelled or
postponed, enrolled students will be given the option of a full refund for that course or to reenroll in

the next scheduled course.

If for any eason a program must be suspended or cancelled, enrolled students will be entitled to a
refund for all renaining courses in the prograrlternatively, students may opt to transfer to another
program and have the credits earned applied toward the new @ogr

College EMail/Portal Use Policy
American College of Technology has designated the A@@All system and the electronic portal
http://eLearn.acot.eduas theofficial method of communicatiorwith students, faculty, and staff.

Each student, faculty, and staff member will be given an ACOT hostedl @ccount and network
login/password. This-enail account is the primary resource used for ACOT communications between
students, faculty, and aff. Official notices and informatiorregarding the college will be sent through
the ACOT -enail system and/or posted on thetp://eLearn.acot.eduportal.

The college has determined that use of the AC@Taé systemand electronic portal is critical to the
success of students and employees in daily routines or job performance. Students are expected to
check their email accounts and access the ACOT portal delivery daily. Faculty and staff are expected to
check their email accounts daily during active work periods.

Typical email communications sent by ACOT include information regarding enroliment, grades, billing,
payments and financial aid. Typical information provided by the portal includes personal
announcementsmessages for targeted audiences, and access to course mat#rialthe

responsibility of the students, faculty, and staff to stay informe@herefore, it is expected that

students, faculty, and staff access this electronic communication medium tandtagned of the

activities of ACOT and to communicate in a timely manner.
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StudentInquiries
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academics and advising are addressed to the Director of Educ#iquiries related to administrative
services are addressed to the Registrar.
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1 Allinquiries should be answered within-22 hours during working hours.
1 Allinquiriesshould be answered within 48 hours during holidays and weekends.

Clock to Credit Hour Conversid?olicy

ACOT adheres to the Caxgie formula for credit hourd'he Carnegie formula states that one (1) credit
hour per semester equals 15 contact hours plus 30 houatside study and preparatio.his is
comparable to the educational industry standard.

Each of the six (6) Associate of Applied Science prograzamizosed of 20 courses with each course
worth three (3) credit hoursBy using the Carnegie formula, the 20 courses at 3 credit hours is equal to
60 credit hours or 900 contact hours and 1,800 outside hours of study and preparation for the entire
program.

Study time regqguired during the course depends on a
the syllabi

Expected Student Learning Activity Weekly Hours Total Hours Spent Term Creds
Spent Towards | Towards Course Per Six Earned
Course Week Term
Lecture time (Contact Hours) 7.5 45 -
Reading and Study Time (as required) 6 36 -
Assignments/Projects (3 per week) 6 36 -
Preassessment (1 per week) 1 6 -
Weekly Test (1 [per week) 2 12 -
Total Hours 22.5 135 3
Course Assessment
Assessment
P ff '/ he¢ O2dzNAS& Ydzad Ay Of dzZRS | O2NB |aaSaavySyil

and competencies. The purpose of the assessment is to verify that the learning outcomes have been
achieved and to what extent they have been met.

For each course, the core assessment is performed online on a weekly basis for six weeks, and is
JdzZARSR o0& !/ he¢Qa 2dzio2YSa lFaaSaavySyid LI LFyod
Assessment per week of Instructions

1 Three Assignments/Projects 50%

1 Weekly Online Test 40%

1 Weekly Attendance 10%

The comprehensive final examination for each course is worth 20% of the weekly online test portion of
assessment.

Student feedback on their course experience is vital at ACOT, where students have a voice in the
education process. Therefore, it is reed that students complete an online course evaluation survey,
for every course they attend, at midterm and at the end of the course. This data is collected and then
used to measure student success and satisfaction, and to make improvements in the course

32



Equal Opportunity/NorDiscrimination Policy

ACOT is committed to providing equal opportunities in student admissions, financial assistance and
other policies and procedures without regard to age, sex, race, color, religious belief, national origin,
status as a qualified person with a disability anllicap, marital status, or sexual orientation. All
interested individuals are encouraged to apply. Admissions questions should be emailed to
admins@acot.edu

Grading and Transcript Policy

Grading System

A (96100) Exellent 4.0
B (8089) Above Average 3.0
C (7079) Average 2.0
D (6069) Below Average 1.0
F (659) Failure 0.0
6b20GSY 2 A0KRNY gt FFGSNI YARLRAY(OG Ay | O2dz2NES

Grading and Transcript Code

NS = No Start

2 T 2A0KRNI gFf 0b23Ss 2A0KRNI gl f LINA2NI 2 YARLIR
records and transcript.)

DS = Dismissal for one of the following reasons: Failure to maintain SAP, attendance, failure to return
from an LOA onhte designated date, failure to meet financial responsibility or misconduct.

U = No Course Credit, Not included in CGPA Calculation

CR = Credit

LOA = Student has taken a Leave of Absence that may not exceed 180 days.

E = This course and grade is supeeskly the grade earned in a more recent attempt and is no longer
figured into a G.P.A.

| = Incomplete

Release of Transcript

hFFAOALFE GNIFYyaONRLIGA FNRY 20KSNJI AyadAddziazya N
permanent record. Officidtanscripts from other institutions are not available from ACOT. If needed

please contact the previous institution for official transcripts.

Academic Grading Policy
Instructors must exercise fairness, consistency and accuracy when correcting and gsadinghants,
lessans, projects, and examinationis order to maintain fairness, consistency, and accuracy, ACOT
relies on the following:

1 Rubric provided by the Director of Education

1 Quality control to ensure the content is reflected in the material byBtedivery Platform

Coordinator
9 Tests are built on a secure platform and graded automatically
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assignment due date. Graded assignments are then posted to thargagstatform and automatically
returned to the students who are alerted via email through the eLearn system.
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When an instructor discovers thatstudent hasnot completed an assignment andé recorded a zero
(0), he/she contacts the student and encouradke studento submit a tutoring requestDuring the
live lecture, instructors contact the student through a private live chat with a messagedieg the
missing assignmenikotifications are sent automatically to the student through eGradeutthier
address the deficiencysmultaneously during this time t&lent Successevices are calling students
and sending postcards in &ffort to encourage studentslen (10) days following the due date of the
assignment, The Director of Education becomeslirad and prescribes a course of action.

ACOT eLearn (Moodle) online system\de examinations to studenté. proper name and passrd

is given to each studenthis ensures securitgr both the student and ACOBecause the tests are
constructed and awdmatically graded in eLearn, students are allowed to review teste ohe close
date has lapsedStudents have access to their score immediately, but they must wait until all students
have completed the test and it is officially closed before theyssethe questions they missed.
Practical application tests are hawgaded by instructors.

A student can contest the grades earned through the Grdten@e Request found in eGradéis

request ges directly to the instructorThe eGrade system flashes dine to the instructor the next

time he/she log in noting there is a requesthe instrucdr contacts the student with kiher response
and explanation of the grade. If the student does not feel this resolves his/her question or complaint,
the Directorof Education may be contacted@he director will review the complaint, visit with the
instructor and make a final decision.

Instructional Methods

ACOTemploys a comprehensive but uskiendly method of instructional delivery platform; that
includes the ACGd&Learn online delivery platform, which allows Synchronous and Asynchronous
communication, live interactive audio lectures, recorded lectures, asggis, projects, online tests,
and proctored exams.

ACOTeLearn

ACO7eLearn is a distance learning platform on the Internet where students can log onto class, check
and submit their assignments and projects, view instructors feedback on submitted \@kekohline

tests, receive and send messages, and check their weekly grades. Students may also replay past
lectures on this platform.

Class Lecture

Class lectures arev8 interactive audio sessioriBhe instructor broadcasts the lecture to the class, and
then encourages discussion and quess to interact with studentsThere are 7.5 hours per week of
online, interacive audio lectures per coursAttendance is takensing the attendance codes quiz.

Each class lecture/presentation is stored in the AC@&reLsystem under the specific week and day of
the class meeting. Students are provided with hyperlinks to A€l@arn and directed to click dhe
designated class lecturBowerPoint presentations outlining the lecture material can be displayed on
thesdzZRSy 1 Qa LISNE2Y Il f O2YLJziSN) a2aidiSYy ¢gKAfS (KS
to play the recorded lectures at anytime, and as many times as needed

Assignments

Course material is reinforced by weekly assignments. There are typicallyassgmments per week.
Using ACO€&Learn, students can view their assignments and submit them to the instructor for
evaluation and grading.
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Online Tests

Weekly tests are typically available between Friday and Sunday midnight CST and students are
expectedto complete the test during that timeframe. At the discretion of your instructor, tests can be
made available at an earlier time. Tests taken after midnight Sunday may result in a penalty of 10% per
day late. No tests will be accepted after Wednesday auithexpress written consent of an instructor.
Students who have military obligations should make special arrangememigdvance; with their

instructor.

Projects

ACOTemphasizes the practical approach by assigning projects throughout the coursesakeaium

the programs. These projects are derived from life and work experiences that prepare students for the
challenges they are likely to encounter in the workplace.

E-mail and Instant Messaging
Every student is assigned an Instant Messaging accatnnth can be used to communicate with their
instructors and college staff members througimail and instant messaging.

Granting of Extensions Policy

If a student cannot meet the weekly coursework deadlines, an instructor can grant an extension based
ondh NDdzvaidl yoSa 2dziaARS 2F (GKS adGdRSyidiQa O2yiNRf
last day of the term. Extensions that need to extend beyond the last day of the term must be approved
by the Director of Education.

If a student receives aextension from the Director of Education, the student must complete his/her
assignments and tests within a sieek period after the end of the current term. Extensions cannot
exceed six weeks.

Students, who receive extensions for one course and are pieced in the next course the following
term, must complete all assignments and tests for both courses.

Students must request an extension from the instructor in writing/email. Students are required to
submit supporting documentation with their reque&tudents must not assume the extension is
approved without written approval/email from the instructor or Director of Education.

Instructors will use the following guidelines to grant an extension on compassionate grounds:

1 Personal illness

9 llness or deth of a close family member

9 Military training and deployment

T Jury duty

1 Work-related scheduling conflicts

1 Natural disasters

1 Relocation
f hiKSNJ dzyF2NBaSSy OANDdzvraidl yoSa oKAOK | FFSOG G
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or denial of an extension. Any extension deadlines that are not met by the student need to be reported
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Students with approved extensions will not lose points for late submission of courseStadents
who do not request an extension, or whose extension was not granted, and who fail to meet the
Sunday deadline will need to observe the Late Submissi@oofsework Policy.
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Late Submission of Coursework

All course work must be submitted by Sunday midnight of the current study week, as stated in ACOT

eLearn unless the student has requested and has been granted an extension from his/her instructor or

the Director of Education. (See Granting of Extension PolicyGAEPR00).

1 Any assignment/project/test submitted later than Sunday will be reduced by ten percent per day
until submitted or until the grade has been reduced to a zero.

1 Any test submitted later thasunday of the current study week will be reduced by ten percent per
day until Wednesday of the following week. After Wednesday, the test will be inaccessible to
students, and students who have not submitted their tests will receive a zero.

Leave ofAbsence ( OA)

A leave of absence (LOA) is defined as a period of time that a student refrains from attending classes
while maintaining his or her student status. An LOA must be takientp the beginning of a term or
within the add/drop period of a courséirst week of the term).

A leave of absence may be granted for jury or military duty, medical reasons, or other mitigating
circumstances. The request must be submitted in writing, signed and dated with the appropriate
documentation. In order to request LOA, a student must:

1. be enrolled as a student and attending class for at least 30 days

2. Not exceed 180 days leave in a 12 month period

3. Not have exceeded the attendance policy

4. Resume training at the same point in the pragréhat the student begathe LOA

The student will not be assessed any additional institutional charges while on the LOA, and the student
will not receive any additional federal aid. If the student is a Title IV recipient and does not return from
the LOA, their gracperiod will be effected and the leave could possibly exhaust the grace period.

Upon return from the LOA, the student will continue to earn the Federal Student Aid previously
awarded for the period.

Military Deployment Policy
ACOT ensures appropriate trawg and readmission of service members deployed during their period
of study.

Any student whose absence from ACOT is necessitated by reason of service in the uniformed services
shall be entitled to readmission to the College as follows:
1 Student (or an apmpriate officer of the Armed Forces or official of the DOD) gives advance written
or verbal notice of such service to the appropriate official at the institution
1 Cumulative length of the absence and of all previous absences from that institution, by refaso
service in the uniformed services, does not exceed five (5) years
1 Except as otherwise provided in this section, the student submits a notification of intent to reenroll
in the institution within five (5) years.
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Proctored Examination Policy ar@rocedure

Degree Programs

ACOT degree students are required to complete proctored exams; SIX are course exams and are
appropriately spaced throughout the entire degree program of study and ONE is the degree exit exam. Each
proctored exam is comprehensiamad covers the content of the entire course. The last proctored exam is a
degree exit examination which is comprehensive and designed to verify the student is achieving the desired
outcomes and competencies of the entire degree program. The degree axit xther measures general
education skills such as critical thinking, reading, writing and mathematics.

The courses which have been selected to have proctored exams are marked in the course syllabus, the
program layout in the college catalog, and on &k@OT website, so that students are aware of which

courses have proctored exams.

Failure to take a proctored exam within the allotted time (by Sunday at 11:59 p.m. following the end of the
course), will result in a grade of F for the entire course eved2zBoK | &G dzZRSy G Qa 3INF RS |
course is high enough to pass without taking the proctored exam.

Proctored Exam Defined

ACOT defines a proctored exam as one in which an independent, reputablepainiydoroctor verifies the
identity of thetest-taker and monitors the testaker while he or she completes the exam to ensure the
integrity of the testing process. The results of a proctored examination should reflect theakess own
knowledge and competence of the course in which he or skarglled. The testaker must provide the
proctor with valid governmenissued photo identification, to confirm his/her identity.

Exam Location/Proctor Qualifications/Time Frame

1 Location: A preferred place is an approved examination site such as atAoonesting Center. Other
acceptable locations include a college, university or public library.

1 Qualifications: The proctor must be a registered proctor of a testing center, college or university
administrator, or librarian and must be approved by ACOT

1 Time Frame: The student must complete the proctored exam (whether at a specific location or online
through ProctorU) by Sunday at 11:59 p.m. following the last day of the course.

Proctored Exam Procedures

1. If a student chooses not to use the online piaring service provided by ACOT, or is unable to take the
proctored exam at the ACOT campus, he/she must obtain his/her own independent, qualified proctors
and provide appropriate contact and qualification information to ACOT prior to taking an exam to
enable ACOT to approve (or disapprove) the proctor. A proctored exam form should befitledd
adzo YAGGSR G2 GKS NBIAAUGNI NI gK2 gAff O2ydlk oG I yR
agreed upon location and time. The exam will not beasésl without aforementioned approval.

2. The Registrar will provide the completed form to the proctor. Included with the form will be
instructions to the proctor, testing specific and student accommodations.

3. ACOT administration will email a username and pasdwo the proctor. The proctor must save this
password information in a secure location and must not share it with the student.

4. Atthe scheduled time, a student should meet his/her proctor at the designated testing location. The
proctor must validate thé G dzZRSy 1 Q& ARSy (A (e o6& NS@ABdd y3 f SITA(
identification.

5. The student should log onto the eLearn system, access the online exam, and then have the proctor
enter his/her password. Students cannot access the exam until this infamlaas been provided.

6. After the student has completed the exam, the instructor will be notified immediately that the exam is
finished and ready for grading.
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Degree Exit Examination Policy

American College of Technology requires a degree exit exam &tuddints at the completion of
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knowledge and skills that should be obtained throughout the courses of the programs. This exam helps
verify the student is achievintye desired outcomes and competencies of the entire degree program.

The exam measures general education skills such as critical thinking, reading, writing, and

mathematics. The degree exit exam is comprehensive and covers the content of the entirenprogra

which includes 20 courses.
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Proctored Examination Policy and Procedure (included in the college catalog, ACOT Policy and
Procedures, and ACOT website.)

Thedegree exit exam is a pass/fail exam. There are no percentage or letter grades given. If a student
does not pass the exam the first time, he/she may take the exam two more times within a specified
time period. If the student must take the exam a secondhird time, the student must pay the cost of

the proctored exam process. The time frame for passing the exam is included in the completion period
of the program. A student must complete his/her program within 172 weeks.

For further information on Proctored Examinations, please refer to the ACOT Catalog, ACOT website, or
the URL for ACOT policiesratw.acot.edu/policies.htm

The degree exit exam must be completed by one of three methods: online testing with ProctorU,
onsite at American College of Technology, or at acceptable locations such as a Prometric Testing
Center, college, university, or public library. The proctortrbesa registered proctor of a testing
center, college or university administrator, or librarian and must be approved by ACOT.

Pending Graduate Policy

Any student who has successfully completed his/her program and is eligible for graduation will be
categaized as a pending graduate in the event he/she has not met one or more of the following
conditions:

Student account has not been paid.

Required forms for graduation have not been submitted including; Graduate Exit Form,
Graduate Employment Form, and/dré Alumni Career Class and Membership Waver.
Proctored Degree Exit Examination has not been completed.

Title IV Direct Loan Borrowers have not completed their exit counseling.

1
1
1
1
Repeating a Course

Students may attempt a course only twice. The latter grader@place the previous one. Creditsll
be counted only once for the purpose of fulfilling the program requirements.

Students in any program may elect to repeat a course that they have previously completed, regardless
of the grade earned, while within the maximumit of the program durationCertificateg54 weeks,
Technical Diplomz0 weeks, and Associate of Appliedeice Degree progragi72 weeks.
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Satisfactory Academic ProgresSAP

In order to become an ACOT graduate, a student must meet certain academic standards. There are
three standards of measurement used to evaluate satisfactory academic progress (SA8ljowirey
applies to all students enrolled at ACOT:

Cumulative Grade Point Average (CGPAualitative Standard

In order to meet the standards for graduation, a student must maintain a 2.0 or above CGPA for all
ACOT coursework. Students who fall betbe required minimum at their evaluation point will be

placed on academic probation for a maximum of two terms. The evaluation point is defined as a six
week term, and the student will be evaluated after each term. While on probation, the CGPA must be
brought to the required minimum of 2.0. If a student does not meet the academic requirements or falls
below 2.0 CGPA at their second or a later evaluation point they will be officially released from the
college. A student may appeal to the college to regdiigibility by following the appeal process. A
student who loses financial aid eligibility based on CGPA must attend, and successfully complete, a
sufficient number of credit hours to raise his/her CGPA to the required 2.0 or above. The student will
be required to use his/her own financial resources until he/she is again meeting Satisfactory Academic
Progress.

If a new student has not progressed academically by the midterm of his/her first course (end of the
third week of class), ACOT has the right smdss the student or cancel the enrollment.

Maximum Timeframe- Quantitative Standard
A student must complete their program within 150% of its published length or within an additional
year of the published length, whichever is shorter.

Program Weeks Credits Evaluation Pt., Minimum Maximum
GPA Attempted
Certificate 36 18 End of Each 2.0 54 weeks
Term
Diploma 60 30 End of Each 2.0 90 weeks
Term
Associate 120 60 End of each 2.0 172 weeks
Term

Completion Rate (Pace)

Students must successfully complét@ % of all courses attempted to remain eligible for financial
assistance. A student who loses financial aid eligibility based on rate of completion must attend, and
successfully complete, a sufficient number of credit hours to raise his/her completierfpace) to the
required 70%. The student will be required to use his/her own financial resources until he/she is again
meeting Satisfactory Academic Progress.

SAP and Title IV Financial Aid

Federal Regulations require that a student maintain SatisfgAcademic Progress in order to receive
financial aid. If a student has been determined to be progressing below the SAP standard, they will no
longer be eligible for financial aid. A student is eligible for financial aid while they are on probation.
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Appeal Process

Students who wish to appeal a decision made by the College must submit a letter in writing to the
Registrar within seven (7) calendar days of notification of the determination. The letter must describe,
in detail, the circumstances whithe student feels deserve consideration. At a minimum, the

committee will have representation from the following departmerisrector of Education, Director of
Financial Aid, and Director of Operations. This committee will review the student's lettéakedthto
consideration the student's mitigating or special circumstances. A written response will be given to the
student within 14 calendar days from date of receipt of their appeal letter. The decision of the
committee is final. The committee may agkMlJ R2 Odzy Sy il A2y (G2 LINBJS
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Some circumstances may be but are not limited to:

Personal illness

lliness or death of a close faminember

Military training and deployment

Jury duty

Work-related scheduling conflicts

Natural disasters

Relocation
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be placed on financial aid probation at the start of the following term. As part of the financial aid
probation, the student must agree with and sign a written plan of action that is approved by the

college. The student willebable to receive Title IV funding while on probation. Failure to meet the

CGPA and SAP milestones as noted on the plan of action will result in perrdamaisisal.
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which the appeal was denied. The student can then request an additional appeal for reinstatement,

but would have to demonstrate accomplishments or changes that show a degree of college readiness
that reliably predict success. Should thel dZRSYy 1 Q& aSO2y R FLIJISIEf ©6S RSy
permanently dismissed from the institute.

Reinstatement of Financial Aid Eligibility

Students who have lost eligibility for Title 1V financial aid due to failure to meet established standards
of acadenic progress may request reinstatement after meeting the requirements to be reinstated as a
regular student and going through the SAP appeal process. When a student meets all the
requirements for SAP they will be notified that they have been reinstaiféte student will need to

take no further action.

Transfer Credits and Financial Aid
ACOT does not accept transfer credits which are based on Transitional/Remedial courses.

All incomplete grades, withdrawals, repetitions and transfer credits are usknx ioalculations for
Satisfactory Academic Progress.
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Transfer credits may affect your award amount and eligibility. Acceptable credits are outlined in the
school catalog under the transfer credit award policy. Please contact the Financial Aid Depadment f
more details. Emaihid@acot.edwor toll free :800-804-1388.

Student Conduct
ACOT online students are expected to conduct themselves in an honest and appropriate manner, to act
responsibly and in accordance withyg® G 4GS G2 20aSNIBS !/ h¢Qa NB3I
state and federal laws. Students are to respect the rights of others. Although ACOT lectures are online,
traditional classroom conduct is expected.
Students are expected to:
U log on to classn time
ask permission before speaking
have no distracting noise in the background
refrain from using foul language
demonstrate respect for the instructor and other students in the class
remain in class unless or until the instructor gives permissidaaee

[ - et e eI e

In addition, students must follow all school rules. ACOT maintains the right to dismiss students for
violation of rules or for conduct which, in the opinion of the school, reflects negatively upon the school
2NJ I ROSNE St & | F7F 500 draperatisrs Acaderricnistofdiict iNcidadzbut isinot
limited to, violating school policies, including the student integrity policy: cheating and plagiarizing or
fabricating, misrepresenting, or providing false information on the admission applicatiother

materials submitted to ACOT. Penalties can range from reprimand to dismissal for academic
misconduct or for conduct unbecoming a student.

Student Grievancend AppealPolicy
If the student has a concern or complaint, that complaint is made ¢oRbgistrar by phone or email.
The Registrar will categorize the complaint according to its nature and directhetagpropriate
ACOT personndkror example:
1 Technical complaints are channeled to the Technical Support Department and the Director of
Opeationsand Technology
1 Academic complaints go to the Director of Education and Director of Operatiahs
Technology.
1 Financial concerns (not related to Financial Aid) go to the Accounting Department and the
Director of Operationand Technology
1 TitlelV Financial Aid concerns are directed to the Director of Financial Aid and the President.

If the issue is not resolved, the student may file a grievance by submittingntivee grievance fornor
by emailing the Registrar ategistrar@acot.edwr by U.S. Mail to:

American College of Technology

Attn: Registrar

2300 Frederick Ave. St. Joseph, MO 64506

If the grievance does not resolve the issue, the student may appeal the decision.
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Appeal Process:

Students who wish to appeal a decision made by the College must submit a letter in writing to the
Registrar within seven (7) calendar daysofification of the determination. The letter must describe,

in detail, the circumstances which the student feels deserve consideration. A committee consisting of
the President, Director of Education, and Director of Operations and Technology, as wsllcibex
appropriate department representative to address the appeal, will issue a decision within ten (10)
business days of the appeal receipt date. The committee decision is final.

LF GKS aGdzRSyid A& y20 aldGAaFTAgdentastA 1K GKS O2YYA
Missoui Department of Higher Education
3515 Amazonas Drive
Jefferson City, MO 65109
And/or
DETC Accrediting Commission
1601 18 Street, N.W., Suite 2
Washington, D.C. 20068529
202-234-5100; fax: 20B32-1386

www.detc.org

Student Identity Verification Procedures
Legal Basis for Identity Verification
Based on the United States Federal Higher Education Opportunity Act (HEOA), Public-Ba%; Ahdl
in compliance with DETC standards, ACOT has procegsdasarthrough which we establish that the
student who registers in a distance education course or program is the same student who participates
in and completes the course or program and receives the academic credit.
ACOT meets this requiremeniVe --
(1) Verify the identity of a student who participates in class or coursework by using at least one of
the following options in all Distance Education courses or programs
0] A secure login and pass code
Everyenrolled student will be given a secure login and password, which will change
annually.
(i) Attendance Codes
Enrolled students have to enter attendance codes which are announced during live
lectures.
(i) Proctored Examinations
Students irthe degree programs at ACOT are required to take six weekly tests
during every course and seven proctored exams during a program of study. Students
in the diploma programs must take three proctored exams online. A qualified
proctor, which must be approvelnly ACOT, has to verify the identity of the student
taking the exam.
(iv) Copy of Driver license and Personal Photo are kept on file at the school, the personal
photo and the drivers license are compared by the registrar to verify the identity of
the student, before issuing the student a Photo Student ID.
(V) Implement new or other technologies and practices that are effective in verifying
student identification in accordance with federal and state regulations; and
(2) Make every possiblattempt to protect student privacy
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ACOT will dismiss any student who has falsified any ACOT documentation. The dismissal will be
immediate, and the incident will be reported to the Office of the Inspector General of the U.S.
Department of Education. HoWing is the ACOT Policy on Fraud.

ACOT will report any student, employee, or other individual who has misreported information or
altered documentation in order to fraudulently obtain federal funds. ACOT will file the report with the
Office of InspectoGeneral of the United States at the following address:

Office of the Inspector General
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 2023a500
Email: orig.hotline@ed.gov

How identity is verified:

Verifying the identity of students in our courses and programs is a significant, multifaceted, and
ongoing processldentity verification begins when a student applies for admission to the college and
continues through his/her graduatn, transfer, or withdrawal from study.

Procedures related to student identity verification include but are not limited to: our registration,
advising and transcript procedures, and our course management system login and security functions
wherein we creag¢ a unique username and password for each individual studehis unique set of

login credentials consists of data which the student is likely to know, and which others are unlikely to
know. The student is forced to use these credentials to accessause management system and

reset their password to one which is entirely confidentiBhata transmission of login information is
secured using appropriate encryption technology.

Privacy of personally identifiable information:

Personally identifiabléenformation collected by the college may be used, at the discretion of the
college, as the basis for identity verificatioRor instance, a student requesting that their learning
system password be reset may be asked to provide two or more pieces ahation for comparison

with data in our records, such as his/her date of birth and the last six digits of his/her Social Security
Number, or other similar information as determined by college staff members in the performance of
their duties. However, withthe exception of established "Directory Information,” no such data will be
disclosed without the consent of the studerPlease see the College Catalog, Privacy Policy, for more
information.

The student is responsible for maintaining current contactnmf@ion such as email address(es) and
phone number(s) in the student account because the email address or phone number along with the
student ID are used as primary means of identification for communication purposes.

The student is responsible for safegdilmg email account login information and student password.
ACOT shall not be responsible for the misuse of password by any person.
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Student Record Policy

The Family Educational Rights and Privacy Act (FERPA)

ACOT complies with the Family Educational Rights and Privacy Act of 1974 (FERPA) which requires

'/ he G2 ftf2 addzRSyida (G2 NBOASS IyR NBIldzSad OK
ACOT, notify students at least annually of this inspectionrighff R Y I Ay G Ay NBO2 NRa
file listing requests for access to and disclosures of personally identifiable information. FERPA also
fAYAGA GKS RA&AOt2adz2NBE 2F | addzRSydQa LISNER2Y ! &
prior written consent.

Ramifications for Noncompliance

If ACOT fails to comply with FERPA, the Department of Education may require corrective actions by
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to participate in Title IV programs. In addition, ACOT is obligated to safeguard customer information
pursuant to applicable provisions of DETC and the U.S. Department of Education.

Student File Requirements

The following items will be maintained electronically, in print, or by other means at all times:

1. A master copy of each course or program;

2.9 OK addzRSy G Q& LISNX¥YIYySyld NBO2NR aK2¢gAy3d | RYAA
other sources (if gplicable), tuition payments, financial aid, termination, or completion;
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EquivalentEnrollment Agreement signed by both student and College officialrdfletcts name,
address, age, date enrolled, and other pertinent information about the student and program; with
documents supporting accomplishment of prerequisites established for each course/program; and
acopy of the academic record/transcript of creslfor each student completing a course or
program from ACOT is filed indefinitely.

Student Retention

Attendance

Student attendance is reported in eGrade for each seuhat students are enrolleach week the
instructors submiattendance reports to eGde.After one full week of non attendance or 3 missed
class periods, contact with the student is attempted as listed below.

Grades

Student grades are entered into eGradetbg instructors for each weelEach cotse is reviewed by
the Students SucceServiceglaily, and checked for attendance and grade percentage to see if any
student is falling below the SAP standard. If any students are identified as not meeting expected
performance levels, a grade report is sent to the students notifying them aftanbdard performance
and the SAP policy at ACOT. Students who are receivingsgod® or F are called and semails to
see if it is possible to help improve their work $cheduling tutoring sessionBhe students are also
asked if there may be othgroblems that could be helped with academic advising.

Verifying Login &tus in eLearn

Students who have not logged into eLearn for at least 5 days are sent a postcard reminder of their
absence, and attempts to contattte student by phone are mad#.the student is reached, they are
asked if there is something that may be causing a problem for them not &itbeding the course
lectures.If a problem is identified, the proper person at ACOT is notified to contact the student and
attempt to resolve the isuation.
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If after 7 days

the student remains absent and no contact has been made with them, they are sent an email inquiring
about any problem they may have encountered and what might be needed to get them baclkckn tra
with their course of studyPhore contact is o attempted with the studentf the student is reached,

they are asked if there is something that may be causing a problem for them notatdmeling the

course lectureslf a problem is identified, the proper person at ACOT is notthetbntact the student

and attempt to resolve the situation.

If after 10 days

the student remains absent and no contact has been made with them, they are semahregarding

the affect nonattendance on their grades, academic status, and of posesdiieequences to any

funding they may be receiving. If the student is reached, they are asked if there is something that may
be causing a problem for them not to la&tending the course lecture# a problem is identified, the

proper person at ACOT is ifged to contact the student and attempt to resolve the situation.

After 14 days

of nonattendance, and if all attempts to contact the student have failed, they are notified and warned
by the official school-enail asgyned to students at ACOT.edthe student is also notified by phone
messages, and regular maflthe ACOT Attendance Politfythe student is reached, they are asked if
there is something that may be causing a problem for them not tatbending the course lecture$ a
problem isidentified, the proper person at ACOT is notified to contact the student and attempt to
resolve the situation.

After 21 days
of non-attendance, the student is dismissed; administrativehdfawal due to nomttendance The
student will be informed of surta decision by email and U.S. mail.

Student Status Termination
'/ he KFAa G0KS NARIKG G2 GSNYAYLFGS 2yt AyS GNFYAYAYS
fails to live up to the terms of the enrollment agreement.

Student Withdrawal Policy
Students may withdraw from a course by following the withdrawal process outlined below:

1 Contact the Registrar by mail, email, phone, or fax:
American College of technology
2300 Frederick Avenue
St. Joseph, MO 64506
Email:admins@ACOT.edu
Tel: 8162797000 Fax: 88890-8190

2 A0KRNF g f LINA2NI G2 YARLERAYOG Ay | O2dzNBS Attt N
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Withdrawn courses may be repeateStudent must reenroll in the course and pay all fees associated
with the course.

The refund amount the student will receive after withdrawal is determined in accordance with the
date of withdrawal and the ACORefund Policy.
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Tutoring and Student Support

If students have difficulty with assignments, projects, tests or other academic concerns, students are
encouraged to seek help from their instructors. They also may request-ameoee tutoring session at

no charge. Theutoring request form is available onleearnhttp://eLearn.acot.edu

ACOT will assist new students by helping them transition to college and online learning while faculty
mentors serve as professionalle models for students in their respective discipline.

OneTerm Grace Period Policy
Any student who has completed one course may be eligible for e&eme grace period. Students may
qualify in the event they met one of the following conditions:

1 Student may need additional time to complete course work and/or final course proctor exam
from previous semester.

1 A course may not be available for the student.

1 A student may need to attend a shedrm training session for the military.

1 Student may haveatresolve a funding issue.

Students will remain as active current students and will be documented in thplaogd list of the
Master Roster each semester. Any students failing to resume classes after therongrace period
will be dismissed accordirtg policy and procedure.

Accelerated Learning for Rapid Learners Policy

ACOT encourages any student who wishes to accelerate their learning and decrease the duration of
their program to participate in the accelerated learning program. Students whodraeeerall B (3.0)
average or higher and believe they are capable of taking an extra course can enroll in a second class
during any siweek term.

The second course is held on either the opposite day of their first course (such as Tuesday, Thursday,
Satuday) or in an altlay Saturday course. The Saturday course consists of three (3) two aichibne

(2.5) hour lectures. Class is held from 10 a.m. to 5 p.m. CST, and thereraireul® breaks every 2

hours. Students are strongly encouraged to attendhakte lectures; however, the U.S. Department of
Education mandates student attendance to one lecture at a minimum.

Each accelerated learning course, as with all ACOT courses, requires 22.5 hours of student participation
per week (7.5 contact hours in leee and 15 hours outside study and preparation time). All school
policies are applicable to the accelerated learning courses.

Policy on Fraud

ACOT will report any student, employee, or other individual who has misreported information or
altered document#on in order to fraudulently obtain federal funds. ACOT will file the report with the
Office of Inspector General of the United States at the following address:

Office of the Inspector General
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 2023a500
E-mail: orig.hotline@ed.gov
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Programs Offered

ACOT offers a variety of degrelploma and certificatgprograms togive students a choice of
different career paths.

|. Bachelorof Applied Science Degrees
3 Business Management in the Global Economy

Il. Associate of Applied Science Degrees

3 Network Administration and Information Security

3 Computer Programming and Systems Design

3 Web Development and Internet Technology

3 Business Administration and Information Technology
3 Criminal Justice

3 Health Information Technology

lll. Diplomas
3 Network Administration and Information Security
3 Computer Programming and Systems Design
3 Web Design and Development
3 Busines®dministration and Information Technology
3 Criminal Justice
3 Health Information Technology

IV. Certificates
3 Information Technology Certificate
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Programs Offered

Admission Requirements:
All programs have the same admissrequirements:

1. Application for Admission
Can be found atvww.acot.eduor College Catalog

2. Official High Schodlranscript/GED
In the absence of an official high school transcript, the studergtsubmitl y'AuthorizationTranscript
wSljdzSad C2NI)¢

3. Enrollment agreement signed and dated

4. Copy ofPhotolD and Social Security card

In the absence of an Official High school diploma during the admission process, students can be
admitted to the program by signing an attestationdaa transcript release form to obtain his/her

official high school transcript. Failure to provide the college with an official high school transcript or

D95 2NJ SljdzA @£ Syl ¢gAGKAY nH RFe&ea 2F Ofl aa adl NI

Eachdegreeprogram consists of twenty (20) courses; each course is six weeks long and is equal to
three semester credit hours, for a total of 60 semester credit hours of which fifteen credits are General
Education courses. Course semester credit hours allmtadibased on the department of education
definition of credit hour and in compliance with DESt@dards where one credit is equal to one hour

of contact,and 2 hours of outside preparation.

ACOT programs consist of structured courses; studentexgected to take courses in sequence.
Students have to complete a course before they proceed to the next course (except for general
education courses).

All degree seeking students have to take and pass the first co0tS&00 Information Technology
and Distance karningbefore they can continue to the next course in the program.

Students who fail a course are required to repeat and pass the course before they continue to the next
course. The average duration of a program is 120 weeks, studenywhd y G F Aya | a/ ¢ | @
minimum, can take more than one course in aweek term to reduce the time needed for

graduation.

ACOT appliesaBsfactory AcademiProgress (SAP) of 2.0 for all programs. A student might pass a

course with a grade of D (1.8) minimum, but have to maintain an overall average of 2.0 on a 4.0
scale, in all courses in order to graduate.
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|. Bachelor of Applied Science DegreBAS

DBusiness Management in the Global Economy
CIP Code: 11021

Program Title: Business Management in the Global Economy

Completion Award: Bachelor of Applied Science Degree (2+2 Completion Program)
Contact Hours: 900 Outside Study Hourst,800

Prerequisite: Student must possess an AAS Degree in a similar field of study.

Semester Credits: 60 hours (including 15 semester credits of General Studies)

Program Duration: 120 weeks
Cost Per Credit Houf299 Tuition: $17,940  Books & Software$2,500**
Total Cost: $20,440 (including books, software@nd shipping

Program Description

The Bachelor of Applied Science Degree in Business Management in the Global Economy prepares
individuals to face the management and administrative challenges encountered in the current high
tech global environment. The core courses in the program are neditp provide the student with

the statistical analysis, economics, business law, accounting and finance knowledge and skills to
identify and analyze business issues; the marketing abilities to develop functional solutions; and the
management disciplineg® implement and maintain those solutions. The general education
components of the program augment these abilities from the obvious courses in technical writing,
business psychology, and safety and health in the workplace, to the indirect influencegioélpahd
environmental science.

Program Qutcomes
Upon completion of this program, the graduate should be able to:

1 Identify current and potential issues and concerns in an organization.

1 Determine the sources of impending and future strengths, weakrgsggportunities, and
threats to the organization.
Use statistical, economic, accounting, and finance tools to analyze and quantify those concerns.
Present quantitative and technical issues with clear and concise methods.
Apply best practices and marketisgills to formulate solutions and develop successful plans.
Implement plans and solutions using proven management techniques.
Evaluate the potential external, political, social, legal, and environmental business concerns.
Utilize current and developingchnologies to facilitate and grow a business.
Identify national and global markets and implement programs to develop them.
Provide a safe and healthy work environment.

= =4 4 -4 -8 -9 -2 -9

Potential Employment

Upon successfully completing this program the graduate mayfgualmanage or direct a small to
medium size business or a moderate to large department in a corpordiaduatesvill possess the
knowledge and skills to integrate the latest and developing technologies, such as social media
marketing, and a global ank presence; as well as incorporating these techniques into a safe,
environmentally friendly, global workplace.
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Required Courses Credits

STS300

STS310

BOB300

BIS400

HRM300

BSM400

ESB300

Business Statistics | 3
Prerequisites: None
Text:  Title: Modern Business Statistiwith Microsoft® Excel®, 4e
Authors: David R. Anderson, Dennis J. Sweeney, Thomas A. Williams
ISBN10: 0538479752SBNL13: 9780538479752
Copyright: ©2012 Published
Course Materials $125.00
Business Statistics Il 3*
Prerequisites: STEL0
Text:  Title: Modern Business Statistics with Microsoft® Excel®, 4e
Authors: David R. Anderson, Dennis J. Sweeney, Thomas A. Williams
ISBN10: 0538479752SBN13: 9780538479752
Copyright: ©2012 Published
Course Materials $125.00
Busines®Organizational Behavior 3
Prerequisites: None
Text:  Title: Modern Organizational Behavior: Tools for Succés&dition
Authors: Jean M. Phillips, Stanley M. Gully
ISBN10: 0538745762SBN13: 9780538745765
Copyright: ©2012 Published
Course Materiat $125.00
Business Information Systems 3
Prerequisites: BOB00O, HRM300, ESB00
Text:  Title: Principles of Information Systems, 10th Edition
Authors: Ralph M. Stair and George Reynolds
ISBN10: 0538478292SBN13: 9780538478298
Copyright ©2012 Published
Course Materials $125.00

Human Resource Management 3
Prerequisites: None
Text: Title:Modern Human Relations at Work, 11th Edition
Author: Kathryn W. Hegar
ISBN10: 0538481064 ISBNB: 9780538481069
Copyright©2012 Pubished
Course Materials $125.00

Strategic Management 3*

Prerequisites: None

Text:  Title: Strategic Management: Concepts: Competitiveness and Globalization, 9th Edition
Authors:Michael A. Hitt R. Duane IrelancandRobert E. Hoskisson
ISBNSBN10: 0538753099SBNL13: 9780538753098
Copyright©2011 Published

Course Materiats $125.00

Entrepreneurship and Small Business 3
Prerequisites: None
Text: Title: Small Business Management: Entrepreneurship and Beyond, 5th Edition
Author: Timothy S. Hatten
ISBN10: 0538453141SBN13: 9780538453141
Copyright©2012 Published
Course Materiats $125.00
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ECN400

ECN410

ISM400

BGM400

BCB300

FIN400

BLE40O

Macroeconomics 3*
Prerequisites: None
Text: Title: Principles of Macroeconomics, 6th Edition
Authors: Gregoriankiw
ISBN10: 0538453060 SBN13: 9780538453066
Copyright: ©2012 Published
Course Materials: $125.00
Microeconomics 3
Prerequisites: ECKO0
Text:  Title: Microeconomics: A Contemporary Introduction, 9th Edition
Authors:William A.McEachern University of Connecticut
ISBN10: 0538453710SBN13: 9780538453714
Copyright©2012 Published
Course Materials: $125.00

Internet and Social Media Marketing 3
Prerequisites: BGB0OO
Text:  Title: Principles of Internet, 1sdifion
Authors: Jason Miletsky
ISBN10: 1423903196 ISBNB: 9781423903192
Copyright: ©2010 Published
Course Materials: $125.00
Global Marketing 3
Prerequisites: None
Text:  Title: Global Marketing, 3rd Edition
Authors:Kate Gillespie, H.dYid Hennessey
ISBN10: 1439039437SBN13: 9781439039434
Copyright©2011 Published
Course Materials: $125.00
Consumer Behavior 3*
Prerequisites: None
Text: Title:Consumer Behavior, 5th Edition
Authors:Wayne D. Hoyer anBeborah JMaclinnis
ISBN10: 0547079923SBN13: 9780547079929
Copyright©2010 Published
Course Materials: $125.00
Contemporary Financial Management 3
Prerequisites: STHELO
Text:  Title: Contemporary Financial Management, 12th Edition

Authors: R. Charles Moyer, James R. McGuigan, Ramesh P. Rao, and William J. Kretlow

ISBN10: 0538479175 ISBNB: 9780538479172
Copyright: ©2012 Published
Course Materials: $125.00
Business Law and Ethics 3*
Prerequisites: None
Text:  Title: The Legal Environment of Business" Edition
Authors: Roger E. Meiners, Al H. Ringleb, and Frances L. Edwards
ISBN10: 0538473991 ISBINB: 9780538473996
Copyright: ©2012 Published
Course Materials: $125.00
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BMA400 Managerial Accounting 3
Prerequisites: None
Text: Title: Cornerstones of Managerial Accounting, 4th Edition
Authors:Maryanne M. Mowen, Don R. Hansen, and Dan L. Heitger
ISBN10: 0538473460SBN13: 9780538473460
Copyright©2012 Published

Course Materials: $125.00
Generd Education Courses Credits
GSH300 Safety and Health in the Workplace 3

Prerequisites: None
Text:  Title: Health: The Basics, Green Edition, 9/E
Author(s): Rebecca J. Donatelle
ISBN10:0321626400 ISBHI3: 9780321626400
Copyright©2011 Published
Course Materiats $125.00
GBPR300 Business Psychology 3
Prerequisites: None
Text:  Title Cognitive Psychology, 6th Edition
Author: Robert J. Sternberg
ISBN10: 1111344760SBN13: 9781111344764
Copyright: ©2012 Published
CourseMaterials $125.00
GPS300 Political Science 3
Prerequisites: None
Text:  Title: The Challenge of Democracy Essentials: American Government in Global Politics, 8th E
Authors:Kenneth Janda, Jeffrey M. Berry, Jerry Goldman, and Kevin W. Hula
ISBN10: 1111341919SBN13: 9781111341916
Copyright©2012 Published
Course Materials $125.00

GES300 Environmental Science 3*
Prerequisites: None
Text: Title: Environmental Science, 13th Edition
Authors: G. Tyler Miller Jr. and Scott Spoolman
ISBN10: 0495560162SBN13: 9780495560166
Copyright: ©2011Published
Course Materiats $125.00
GTW400 Technical Writing 3
Prerequisites: None
Text:  Title: Technical Writing for Success, 3rd Edition
Authors:Darlene SmithVorthingtonand Sue Jeffeson
ISBN10: 05384504871SBN13: 9780538450485
Copyright©2011 Published
Course Materiats $125.00
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Graduation Requirements

In order for students to successfully complete their program, all required materials must be completed,
submitted, andwithin the maximum program duration. Students who fail to complete the program at
this level may appeal to the Director of Education for an extenStudents must also complete the
proctored Degree Exit Examination for this program to graduate.
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4.0) for all courses and be able to complete all work required withi®d.60the program duration or

an additional year of the published length whichever is less.
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Admissions Requirements:

Associate degree of Business Administration and Information Technology from American College of
Technology or an Associate degree in sinfield from any other appropriately accredited college or
university. Students who have an Associate degree inretated field will have to take additional
courses in Business.

* This course has a proctored final exam. Please refer to the Proctoredriiixation Policy and Procedure in
the College Catalog or on the website aiww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Matenlsr
the Student Services section of the catalog.
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Il. Associate of Applied Science Degreé.A.S.

8 Network Administration and Information Security
CIP Code: 11.00, 11.1003

Program Title: Network Administration and Information Security
Completion Award: Associate of Applied Science Degree
Contact Hours: 900 Outside Study Hourst,800

Semester Credits: 60 hours (including 15 semester credits of General Studies)
Program Duration: 120 weeks

Tuition: $14,940 Course Materials$2,500*

Total Cost: $17,440(including books, software, and shipping)

Program Description

The Associate of Applied Science degree program in Network Administration and Inéori@aturity

will prepare graduates to meet the challenges of the next decade in this high demand field. Successful
graduates of this duaémphasis program will be able to perform tasks associated with installing,
upgrading and maintaining computer netwasistems in typical LAN/WAN environments. They will be
capable of effectively assessing the security needs of computer and network systems, recommending
safeguard solutions and managing the implementation and maintenance of security devices, systems,
and piocedures. The academic and professional skills focused on during the program provide as well a
basic knowledge of project management using MS Project. The program prepares graduates to
function successfully in entry level network administration and infdromasecurity positions.

Program Outcomes

Upon successful completion of the program, the graduate should be able to:

Demonstrate proficiency in the use of current Microsoft Office Suite products.
1 Identify and evaluate computer systems issues and implera#fattive remediation policies.

Communicate effectively utilizing accepted business practices and applications.

Setup a small to medium size LAN and a WAN Network

Oversee and regulate the computer system and performance requirements of the network

Describe and implement performance balancing, redundancy, network management and

system migration and upgrades.

1 Perform problem diagnosis, troubleshooting, and system maintenance on multiple types of
network scenarios.

1 Design, develop and manage informatitechnology projects in a variety of companies and
organizations.

1 Assess the security needs of computer and network systems, recommend safeguard solutions
and perform the implementation and maintenance of security devices, systems, and
procedures.

1
1
il
1

Potential Employment

Upon successfully completing of this program, graduates should be able to perform tasks of an entry
level Network Administrator in a small to a medium size Network setup, or any related positions in the
information technology and network admnistration fields.

*ACOM & LINE 3 NarerdesiyfedmNsBigSedtial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology and Distance Learning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dga
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation

Course Materials $125.00

CIS110 Integrated Business Applications 3
Text:  Title: MicrosoftOffice 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright: ©2010 Published
Course Materiats $125.00
CIs120 Microsoft Excel 3*
Text:  Title: Microsoft Excel 201@omplete, 1st Edition
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 0538750057 ISBNL3: 9780-538-750059
Copyright: ©2010 Published
Course Materiats $125.00
CIS130 Relational Database Management 3
Text:  Title: Microsoft Access 201Complete, 1st Edition
Author(s): Gary B. Shelly, Philip J. Pratt, Mary Z. Last
ISBN10: 0538748621SBN13: 9780538748629
Copyright: ©2011 Published
Course Materials: $125.00

CIS140 Programming Logic and Design 3
Text:  Title: Programming Logand Design: Comprehensive, 6th Edition
Author(s): Joyce Farrell
ISBN10: 1111823936 ISBN3: 9781111823931
Copyright: ©2011 Published
Course Materials $125.00
CIN150 Computer Networking for LANs to WANSs 3*
Text:  Title: Computer Networking fdrANs to WANs: Hardware, Software and Security, 1st Edition
Author(s): Kenneth C. Mansfield, Jr., James L. Antonakos
ISBN10: 1423903161SBNL13: 9781423903161
Copyright: ©2010 Published
Course Materials $125.00
CIN160 Windows 2008 Server | 3
Text: Title: MCTS Guide to Microsoft Windows Server 2008 Active Directory
Configuration, 1st Edition
Author(s) Greg Tomsho
ISBN10: 1423902351 ISBN13: 9781-423-902355
Copyright: ©2010 Published
* Software Included
CourseMaterials $125.00
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CIN200

CIN170

CIN210

CS71200

CS1240

CS1250

PMM-190

PMM-200

Windows 2008 Server Il 3
Text: Title: MCTS Guide to Microsoft Windows Server 2008 Active Directory
Configuration, 1st Edition
Author(s) Greg Tomsho
ISBN10: 1423902351 ISBN13: 9781-423-902355
Copyright: ©2010 Published
* Software Included
Course Materials $125.00

Windows 2008 Server Networking | 3*
Text: Title: MCTS Guide to Microsoft Windows Server 2008 Network Infrastructure
Configuration, 1st Edition
Author(s) Michael Bender
ISBN10: 1-42390236X ISBN13: 9781-423-902362
Copyright: ©2010 Published
* Software Included
Course Materiats $125.00

Windows 2008 Server Networking Il 3
Text: Title: MCTS Guide to Microsoft Windows Server 2008 Network Infrastructure
Configuration, 1st Edition
Author(s) Michael Bender
ISBN10: 1:423-90236X ISBN13: 9781-423-902362
Copyright: ©2010 Published
* Software Included
CourseMaterials $125.00

Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition
Author(s): Michael E. Whitman, Herbert J. Mattord
ISBN10: 1111138214SBN13: 9781111138219
Copyright: ©2012 Publived
Course Materials: $125.00
Network Security Fundamentals 3
Text: Title: Security+ Guide to Network Security Fundamentals, 3rd Edition
Author(s): Mark Ciampa
ISBN10: 1428340661SBN13: 9781428340664
Copyright: ©2009 Published
CourseMaterials $125.00

Introduction to Computer Forensics 3*
Text:  Title: Guide to Computer Forensics and Investigations, 4th Edition
Author(s): Bill NelsorAmelia PhillipsChristopher Steuart
ISBN10: 1435498836SBN13: 9781435498839
Copyright©2010 Published
Course Materials $125.00
Information Technology Project Management 3
Text:  Title: Information Technology Project Management, 6th Edition
Author(s) Kathy Schwalbe
ISBN10: 0324786921  ISBN13: 9780324788627
Copyright: ©2010 Published
Course Materials $125.00
Microsoft Project 3*
Text: Title: New Perspectives on Microsoft® Project 2010: Introductory, 1st Edition
Author(s): Rachel Biheller Bunin
ISBN10: 0538746769 ISBN3: 9780538746762
Copyright: ©2012 Published
Course Materiats $125.00
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General Education Courses Credits

GEEG100 Basic English and Communications 3
Text: Title: English and Business Communication
Author(s): Pat Cuchens
E-Bookprovided by American College of Technology
Course Materials $125.00
GBC110 Busines€Communication 3
Text: Title: Business Communicatiorl! Bdition
L dzi K2NBRY ! @ / & &. dZRR&¢ YNRT FyS tFGiNAROALF aSNNR
ISBN10: 1439080151SBNL13: 9781439080153
Copyright; ©2011 Published
Course Materials $125.00
GBM200 Business Math 3
Text: Title: Contemporary Mathematics for Business and Consumers, 5th Edition
Author(s): Robert Brechner
ISBN10: 0324568499 SBNL13: 9780324568493
Copyright©2009 Published
Course Materials $125.00

GCA200 College Algebra 3
Text: Title: College Algebra Concepts & Contexts
Author(s): James Steward, Lothar Redlin, Saleem Watson, Phyllis Panman
ISBN10: 049539789 SBN13: 9780495387893
Copyright©2011 Published
Course Materiats $125.00

GG&00 Global Sociology 3*
Text:  Title: Sociology in Our Times: The Essentials, 8th Edition
Author(s): Diana Kendall
ISBN10: 1111305501SBNL13: 9781111305505
Copyright: ©2012 Published
Course Materials $125.00

Total Credits: 60

Graduation Reguirements

In order for students teuccessfully complete their program, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education for an extens@iudents must also complete the proctored Degree

Exit Examination for this program to graduate.

{GdzRSyGa Oly O2YLX SGS | O2dzNAS 6A0GK | 3INIRS 2F a5¢
able to graduate, the student has to have an overallavecdgé &§ 2 NJ 6 Hdn 2dzi 2F nodnov F2
to complete all work required within 150% of the program duratisran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Proceduarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, pleasfer to Course Materials under the Student
Services section of the catalog.
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Il. Associate of Applied Science Degre®AS
DZomputer Programming and Systems Design
CIP Code: 11.0201, 11.0501

Program Title: Computer Programming and Systems Design
Completion Award: Associate of Applied Science Degree
Contact Hours: 900 Outside Study Hourst,800

Semester Credits: 60 hours (including 15 semester credits of General Studies)
Program Duration: 120 weeks

Tuition: $14,940 Course Materials$2,500*

Total Cost: $17,440(including books, software, and shipping)

Program Description
The Associate of Applied Science degree in Computer Programming and Systems Design combines studies

in information technology, programming, database design and implementation and encompasses accepted
theories regarding information systems management antuséy. The academic and professional skills
focused on during the program provide a basic knowledge ofleigtl languages such as Java and Visual
Basic, SQL scripting using MySQL, ASP.NET, project management utilizing Microsoft Project, and the
Microsot Office Suite, preparing them to function successfully in programming and systems design
positions.

Program Outcomes
Upon completion of this program, the student should be able to:

1 Create and implement generic and customized programs to drive operating systems.

1 Apply the methods and procedures of software design and programming to software installation
and maintenance.
Design software and write computer programs in Java and \ViBasc.
Utilize program customization and linking; prototype testing; troubleshooting; and related aspects
of operating systems and applications.
Demonstrate proficiency in the use of current Microsoft Office Suite products.
Create functional programs Uitiing basic and advanced techniques of MS Visual Basic, JAVA, and
ASP.NET programming.
1 Identify and evaluate application software issues and implement effective remediation policies and
procedures.
Communicate effectively utilizing accepted businesstixas and applications
Apply the knowledge and skills of general computer programming to the solution of specific
operational problems and customization requirements presented by individual and organizational
users.
Create database objects, includindpkas constrain, indexes, sequences, and users.
Use data query techniques such as row filtering, joins, sirylefunctions, aggregate functions,
sub-queries, and views.

T
T

E E

E

Potential Employment

Upon successful completion of the program, graduates shoutdgxs the knowledge and skills to fill
positions as an entry level computer programmer, database technician, database administrator, I.T.
customer support specialist, applications developer, or as a professional in other information technology
and computeffields.

*ACOM A LINE 3 Narerdesiyfedis#igSeatial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology anBistance Learning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10:05387448201SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation

Course Materials: $125.00

CIS110 Integrated Business Applications 3
Text:  Title: Microsoft Office 201Antroductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright: ©2010 Published
Course Materiats $125.00

ClIS120 Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, Estition
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 0538-750057 ISBNL3: 9780-538-750059
Copyright: ©2010 Published
Course Materials $125.00

CIS130 Relational Database Management 3
Text:  Title: Microsoft Access 2010: Completst Edition
Author(s): Gary B. Shelly, Philip J. Pratt, Mary Z. Last
ISBN10: 0538748621SBN13: 9780538748629
Copyright: ©2011 Published
Course Materials: $125.00

CIS140 Programming Logic and Design 3
Text: Title: Programming Logic amksign: Comprehensive, 6th Edition
Author(s): Joyce Farrell
ISBN10: 1111823936 ISBN3: 9781111823931
Copyright: ©2011 Published
Course Materials $125.00

CIS150 Programmmg in MS Visual Basic 2008 | 3
Text: Title: Microsoft® Visual Basic 20@mprehensive Concepts and Techniques, 1st Edition
Authors: Gary B. Shelly, Corinne Hoisington
ISBN10: 1423927168SBNL13: 9781423927167
Copyright: ©2009 Published
* Software Included
Course Materials: $125.00
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CIS160

CIS200

CIS210

CIS220

CP&50

CP&60

CS71200

PMM-190

Programming in M§isual Basic 2008 II 3*
Text: Title: Microsoft® Visual Basic 2008: Comprehensive Concepts and Techniques, 1st Edition
Authors: Gary B. Shelly, Corinne Hoisington
ISBN10: 1423927168SBNL13: 9781423927167
Copyright©2009 Published
* Software Inalded
Course Materials $125.00

Java Programming | 3

Text: Title: Java Programming: Comprehensive Concepts and Techniques, 3rd Edition
Authors: Gary B. Shelly, Thomas J. Cashman, Joy L, BiaHael L. Mick
ISBN10: 1418859850SBN13: 9781418859855
Copyright: ©2006 Published

Course Materials: $125.00

Java Programming Il 3*

Text: Title: Java Programming: Comprehensive Concepts and Techniques, 3rd Edition
Authors: Gary B. Shelly, Thomas J. Cashman, Joy L, BiaHael L. Mick
ISBN10: 1418859850SBN13: 9781418859855
Copyright: ©2006 Published

Course Materials: $125.00

Introduction to ASP.NET 3
Text: Title: Introduction to ASP.NET 2.0, 3rd Edition

Author: Kate Kalata

ISBN10: 1418837652BN-13: 9781418837655

Copyright©2008 Published
Course Materials: $125.00

Introduction to Database Systems 3*

Text: Title: Database Systems: Design, Implementation, and Management, 9th Edition
Authors: Carlos Coronel, Steven Morris, P&eb
ISBN10: 0538469684SBN13: 9780538469685
Copyright©2010 Published

Course Materials: $125.00

Database Systems and Design Il 3

Text: Title: Database Systems: Design, Implementation, and Management, 9th Edition
Authors: Carlo€oronel, Steven Morris, Peter Rob
ISBN10: 0538469684 SBNL13: 9780538469685
Copyright©2010 Published

Course Materials: $125.00

Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition

Author(s): Michael E. Whitman, Herbert J. Mattord

ISBN10: 1111138214SBN13: 9781111138219

Copyright: ©2012 Published
Course Materials: $125.00

Information Technology Project Management 3
Text: Title: Information Technology Projetanagement, 6th Edition
Author(s) Kathy Schwalbe
ISBN10: 0324786921  ISBN13: 9780324786927
Copyright: ©2010 Published
Course Materials: $125.00
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PMM-200 Microsoft Project 3*
Text: Title: New Perspectives on Microsoft® Project 20doductory, 1st Edition
Author(s): Rachel Biheller Bunin
ISBN10: 0538746769 ISBNB: 9780538746762
Copyright: ©2012 Published

Course Materials: $125.00
General Education Courses Credits
GEEG100 Basic English and Communications 3

Text: Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology

Course Materials: $125.00

GBC110 Busines€Communication 3

Text: Title: Business Communicatiorl! Bdition
L dzi K2NBRY ! @ / & &. dZRR&¢ YNRT FyS tFGiNAROALF aSNNR
ISBN10: 1439080151SBNL13: 9781439080153
Copyright: ©2011 Published

Course Materials: $125.00

GBM200 Business Math 3
Text:  Title: Contemporaryvathematics for Business and Consumers, 5th Edition
Author(s): Robert Brechner
ISBN10: 03245684959SBN13: 9780324568493
Copyright©2009 Published
Course Materials: $125.00

GCA200 College Algebra 3
Text: Title: College Algebra Concept&ntexts
Author(s): James Steward, Lothar Redlin, Saleem Watson, Phyllis Panman
ISBN10: 049539789 SBN13: 9780495387893
Copyright©2011 Published
Course Materials: $125.00

GG&200 Global Sociology 3*
Text: Title: Sociology in Our TimeEhe Essentials, 8th Edition
Author(s): Diana Kendall
ISBN10: 1111305501SBN13: 9781111305505
Copyright: ©2012 Published
Course Materials: $125.00

Total Credits: 60

Graduation Requirements

In order for students to successfully complete their program, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level
mayappeal to the Director of Education for an extensiStudents must also complete the proctored Degree

Exit Examination for this program to graduate.

{ddzRSyGa Oly O2YLX SGS | O2dzNAS 6A0GK | 3INI RS »eF a5¢
able to graduate, the student has to have an overall avegagé €& 2 NJ 0 H ®n 2dzi 2F nonov T2
to complete all work required within 150% of the program duratisran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and desiption of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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Il. Associate of Applied Science Degre®AS

D¥eb Development and Internet Technology
CIP Code: 11.0801, 11.1004

Program Title: Web Development and Internet Technology
Completion Award: Associate of Applied Science Degree
Contact Hours: 900 Outside Study Hourst,800

Semester Credits: 60 hours (including 15 semesteredits of General Studies)
Program Duration: 120 weeks

Tuition: $14,940 Course Materials$2,500*

Total Cost: $17,440(including books, software, and shipping)

Program Description

The Associate of Applied Science in Web Development and Internet Technology program prepares
individuals to apply HTML, XHTML, ASP.NET forms processing, style sheets and emerging technologies
to plan, develop and publish web sites on the World Wide Wabtrdction includes Internet theory,

web page standards and policies, Adobe Flash to create animations, special effects and video,
principles of information security, and accessibility and site validation techniquesdemic and

professional skills foces on during the program provide a basic knowledge of project management

using MS Projecpreparing graduates to function successfully as an entry level Web Master and other
Internet Technology positions.

Program Outcomes

Upon completion of this programhe student should be able to:

Develop and maintain web servers and the hosted web pages at one or a group of web sites.
Perform and function as an entry level webmasters.

Implement and configure Internet Information Systems servers and networks.
Applyacquired knowledge and skills to accomplish web page design and editing.
Manage and implement web policies and procedures.

Create functional programs utilizing basic techniques of ASP.NET programming.
Identify and evaluate web application software issuad anplement effective remediation
policies and procedures.

1 Design and develop databadeven websites while integrating@ommerce

= =4 4 -4 -8 -9 -9

Potential Employment

Upon successful completion of the program, graduates should possess the knowledge and skills
needed o fill positions as an entry level webmaster, Internet applications developer, or as a
professional in similar information technology and computer fields

*ACOM A LINE 3 NarerdesiyfediNs#igSehitial orderTherefore the student must complete thgiven
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100

CIS110

CIS120

CIS130

CIS140

CIF150

Information Technology and Distance Learning 3
Text: Title: Introduction to Wekbased Learning
Author(s): Christopher Balthrop, Lute Atieh
Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published
Text:  Title: Windows 7 Produdbuide
Author(s): Microsoft Corporation
Course Materials: $125.00

Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition

Authors: Gary B. Shelly, Misty E. Vermaat

ISBN10: 1439078386SBN13: 9781439078389

Copyright; ©2010 Published
Course Materials: $125.00

Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, 1st Edition

Authors: Gary B. Shelly, Jeffrey J. Quasney

ISBN10: 0538750057 ISBNL3: 9780-538-75006-9

Copyright: ©2010 Published
Course Materials: $125.00

Relational Database Management 3
Text:  Title: Microsoft Access 2010: Complete, 1st Edition

Author(s): Gary B. Shelly, Philip J. Pratt, Mary Z. Last

ISBN10: 0538748621SBN13: 9780538748629

Copyright: ©2011 Published
Course Materials: $125.00

Programming Logic and Design 3
Text:  Title: Programming Logic and Design: Comprehensive, 6th Edition
Author(s): Joyce Farrell
ISBN10: 1111823936 ISBN3: 9781111823931
Copyright: ©2011 Published
Course Materials: $125.00

Website Design and Development 3*
Text:  Title: Microsoft® Expression Web 3: Comprehensive, 1st Edition
Author(s): Gary B. Shelly, Jennifer Campbell
ISBN10: 0538474440SBNL13: 9780538474443
Copyright: ©2011 Published
* Software Included
Course Materials: $125.00
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CIF220

CIM-180

CIM-200

CIM190

CIM210

CIS220

CS1200

PMM-190

DatabaseDriven Websites and-Eommerce 3
Text: Title: Databasériven Web Sites

Authors: Mike Morrison, Joline Morrison

ISBN10:0-619-06448x ISBN13: 9780619064488

Copyright: ©2007 Published

Course Materials: $125.00

Graphics Design | 3

Text: Title: The Design Collection Revealed: Adobe InDesign CS5, Photoshop CS5 and lllustrator CS5, 1st
Edition

Author(s): Chri8otello,Elizabeth Eisner Reding
ISBN10: 1111130612SBN13: 9781111130619
Copyright©2011 Published

* Software Included

Course Materials: $125.00

Graphics Design Il 3*

Text: Title:The Design Collection Revealed: Adobe InDe&S&ff, Photoshop CS5 and lllustrator CS5, 1st
Edition

Author(s): Chris Botelldglizabeth Eisner Reding
ISBN10: 1111130612SBN13: 9781111130619
Copyright©2011 Published
* Software Included

Course Materials: $125.00

Multimedia Programming | 3*
Text: Title: Adobe Dreamweaver CS5 Revealed, 1st Edition

Author(s): Sherry Bishop

ISBN10: 1111130663SBN13: 9781111130664

Copyright: ©2011 Published

* Software Included
Course Materials: $125.00

Multimedia Programming Il 3
Text: Title: Adobe Flash CS4 Revealed, 1st Edition

Author(s): Jim Shuman

ISBN10: 143544194X4SBN13: 9781435441941

Copyright: ©2010 Published

* Software Included
Course Materials: $125.00

Introduction to ASP.NET 3
Text: Title: Introduction to ASP.NET 2.0, 3rd Edition

Author: Kate Kalata

ISBN10: 1418837652SBN13: 9781418837655

Copyright©2008 Published
Course Materials: $125.00

Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition
Author(s): Michael E. Whitman, Herbert J. Mattord
ISBN10: 1111138214SBN13: 9781111138219
Copyright: ©2012 Published
Course Materials: $125.00
Information Technology Project Management 3
Text:  Title: Information Technology Project Management, 6th Edition
Author(s): Kathy Schwalbe
ISBN10: 0324786921  ISBN13: 9780324786927
Copyright: ©2010 Published
Course Materials: $125.00
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PMM-200 Microsoft Project 3*
Text: Title:New Perspectives on Microsoft® Project 2010: Introductory, 1st Edition
Author(s): Rachel Biheller Bunin
ISBN10: 0538746769 ISBNB: 9780538746762
Copyright: ©2012 Published

Course Materials: $125.00
General Education Courses Credits
GEEG100 Basic English and Communications 3

Text: Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00
GBC110 Busines€Communication 3
Text:  Title:Business Communication” &dition
L dzi K2NBRY ! @ / & &. dZRR&¢ YNRT FyS tFGiNAROALF aSNNR
ISBN10: 1439080151SBNL13: 9781439080153
Copyright: ©2011 Published
Course Materials: $125.00
GBM200 Business Math 3
Text:  Title: Contemporary Mathematics for Business and Consumers, 5th Edition
Author(s): Robert Brechner
ISBN10: 0324568499 SBNL13: 9780324568493
Copyright©2009 Published
Course Materials: $125.00

GCA200 College Algebra 3
Text: Title:College Algebra Concepts & Contexts
Author(s): James Steward, Lothar Redlin, Saleem Watson, Phyllis Panman
ISBN10: 049539789 SBN13: 9780495387893
Copyright©2011 Published
Course Materials: $125.00

GG&200 Global Sociology 3*
Text: Title: Sociology in Our Times: The Essentials, 8th Edition
Author(s): Diana Kendall
ISBN10: 1111305501SBN13: 9781111305505
Copyright: ©2012 Published
Course Materials: $125.00

Total Credits: 60

Graduation Requirements

In order for students to successfully complete their program, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complet@tbgram at this level

may appeal to the Director of Education for an extens@tudents must also complete the proctored Degree

Exit Examination for this program to graduate.

{ddzRSyGa Oly O2YLX SGS | O2dzNAS 6A0GK | 3INI RS 2F a5¢
able to graduate, the student has to have an overall avegagé €& 2 NJ 0 H ®n 2dzi 2F nonov T2
to complete all work required ithin 150% of the program duratioor an additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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Il. Associate of Applied Science Degre®AS

DBusiness Administration and Information Technology
CIP Code: 52.0201, 52.1201

Program Title: Business Administration and Information Technology
Completion Award: Associate of Applied Scien®egree
Contact Hours: 900 Outside Study Hourst,800

Semester Credits: 60 hours (including 15 semester credits of General Studies)
Program Duration: 120 weeks

Tuition: $14,940 Course Materials$2,500*

Total Cost: $17,440(including books, software, and shipping)

Program Description

The Associate of Applied Science Degree in Business Administration and Information Technology
expands on the knowledge gained in the diploma courses by including instruction in the principles of
databasedriven websites, ommerce, marketing, customer séce, information security, and project
management including practical applications utilizing Microsoft Project. Completion of the course will
prepare the graduate to function in a technology driven business environment.

Program Outcomes
Upon completim of this program, the graduate should be able to:
1 Explain and appraise the concepts of budgeting, scheduling and coordination, office systems
operation and maintenance, office records management, organization, and security.
1 Maintain documentation, and project data utilizing Microsoft Project.
1 Perform accounting functions in the position of a QuickBooks bookkeeper accounting assistant
or accounting clerk.
1 Creatively function in an organization as a composer, editor and pradér of business or
businessrelated communications.
1 Organize and maintain the operations of a small business.

Potential Employment

Upon successfully completing this program the graduate may qualify for employment as an assistant
office manager, Quidooks bookkeeper, customer service representative, account representative,
administrative assistant, assistant to a project manager and other positions in the business, and

computer fields.

*ACOM & LINE 3 NarerdesiyfedmNsBgSeatial orderTherefore, the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100

CIS110

CIS120

CIS130

CIF150

CITF220

CIB100

Information Technology and Distance Learning 3
Text: Title: Introduction to WekbasedLearning
Author(s): Christopher B. Balthrop, Lute Atieh
Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Publidhed
Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation
Course Materials: $125.00

Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition

Authors: Gary B. Shelly, Misty\Fermaat

ISBN10: 1439078386SBN13: 9781439078389

Copyright;: ©2010 Published
Course Materials: $125.00

Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, 1st Edition

Authors: Gary B. Shelly, Jeffrey J. Quasney

ISBN10: 0538750057 ISBNL3: 9780-538-750059

Copyright: ©2010 Published
Course Materials: $125.00

Relational Database Management 3
Text:  Title: Microsoft Access 2010: Complete, 1st Edition

Author(s): Gary B. Shelly, Philip J. PrMgry Z. Last

ISBN10: 0538748621SBN13: 9780538748629

Copyright: ©2011 Published
Course Materials: $125.00

Website Design and Development 3*
Text:  Title: Microsoft® Expression Web 3: Comprehensive, 1st Edition
Author(s): Gary B. ShgllJennifer Campbell
ISBN10: 0538474440SBN13: 9780538474443
Copyright: ©2011 Published
* Software Included
Course Materials: $125.00

DatabaseDriven Websites and-Eommerce 3
Text: Title: Databasériven Web Sites

Authors: Mike Morrison, Joline Morrison

ISBN10: 0619-06448x ISBN13: 9780619064488

Copyright: ©2007 Published
Course Materials: $125.00

Business Office Procedures 3*
Text: Title: The Office: Procedures and Technology, 5th Edition
Authors: Mary Ellen Oliverio, William R. Pasewark, Bonnie R. White
ISBN10: 05384435459SBN13: 9780538443548
Copyright: ©2007 Published
Course Materials: $125.00
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CIB110

CIB200

CIB210

CIB220

CIB230

CS71200

PMM-190

PMM-200

Introduction to Business 3
Text:  Title: Foundations of Business, 2ndtioa
Authors: William M. Pride, Robert J. Hughes, Jack R. Kapoor
ISBN10: 0538744510SBN13: 9780538744515
Copyright: ©2011 Published
Course Materials: $125.00

Accounting Fundamentals 3
Text: Title: Corporate Financial Accountird@)th Edition

Authors: Carl Warren, James Reeve, Jonathan Duchac

ISBN13: 9780-324-663839 ISBN10: 0-324-663838

Copyright: ©2009 Published
Course Materials: $125.00

Accounting Information SystenagsPractical Emphasis 3
Text:  Title: IntuitQuickBooks Learning Guide 2010

Authors: A.L. Craig

ISBN 974-57338000-3

Copyright: ©2009 Published
Course Materials: $125.00

Marketing Essentials 3*
Text: Title: MKTG 4,"4Edition

Author: Charles W. Lamb, Joseph F. Hair, and\V@&raniel

ISBN10: 0538468246SBN13: 9780538468244

Copyright: ©2011 Published
Course Materials: $125.00

Principles of Customer Service 3
Text:  Title: The World of Customer Servicé&? Bdition

Author: Pattie GibsoiOdgers

ISBN10:0538730463ISBN13: 9780538730464

Copyright: ©2008 Published
Course Materials: $125.00

Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition

Author(s): Michael E. Whitman, Herbert J. Mattord

ISBN10: 1111138214SBN13: 9781111138219

Copyright: ©2012 Published
Course Materials: $125.00

Information Technology Project Management 3
Text:  Title: Information Technology Project Management, 6th Edition
Author(s) KathySchwalbe
ISBN10: 0324786921  ISBN13: 9780324786927
Copyright: ©2010 Published
Course Materials: $125.00

Microsoft Project 3*

Text: Title: New Perspectives on Microsoft® Project 2010: Introductory, 1st Edition
Author(s): RachaBiheller Bunin
ISBN10: 0538746769 ISBNB: 9780538746762
Copyright: ©2012 Published

Course Materials: $125.00
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General Education Courses Credits
GEEG100 Basic English and Communications 3
Text: Title: English and BusineSemmunication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00

GBGC110 Busines€ommunication 3
Text:  Title: Business Communicatior Bdition
ldzi K2 NRY | & [Patricia MdefieR doyce FY. Ndydn [Kglren Schneiter Williams
ISBN10: 1439080151SBN13: 9781439080153
Copyright; ©2011 Published
Course Materials: $125.00

GBM200 Business Math 3
Text: Title: Contemporary Mathematics for Business &wahsumers, 5th Edition
Author(s): Robert Brechner
ISBN10: 0324568499SBN13: 9780324568493
Copyright©2009 Published
Course Materials: $125.00

GCA200 College Algebra 3
Text: Title: College Algebra Concepts & Contexts
Author(s): James Steward, Lothar Redlin, Saleem Watson, Phyllis Panman
ISBN10: 049539789SBN13: 9780495387893
Copyright©2011 Published
Course Materials: $125.00

GG&00 Global Sociology 3*
Text: Title: Sociology in Our Times: The Efiaés) 8th Edition
Author(s): Diana Kendall
ISBN10: 1111305501SBNL13: 9781111305505
Copyright: ©2012 Published
Course Materials: $125.00

Total Credits: 60

Graduation Requirements

In order for students to successfully complete their program, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Dector of Education for an extensioBtudents must also complete the proctored Degree

Exit Examination for this program to graduate.

{GdzRSy(ia OFry O2YLX SGS + O2dz2NES 6AGK F INFRS 2F a5¢
able to gradiate, the student has to have an overall aver@g® ¢a 2 NJ 0 H®dn 2dzi 2F nonov T2
to complete all work required within 150% of the program duratisran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and desiption of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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Il. Associate of Applied Science Degre®AS
DZriminal Justice
CIP Codet3.0103, 43.0113

Program Title: Criminal Justice
Completion Award: Associate of Applied Science Degree
Contact Hours: 900 Outside: Study Hours1,800

Semester Credits: 60 hours (including 15 semester credits of General Studies)
Program Duration: 120 weeks

Tuition: $14,940 Course Materials$2,500*

Total Cost: $17,440(including books, software, and shipping)

Program Description

The program prepares the student to apply theories and practices of organizational management and
criminal justice to the administratioaf public law enforcement agencies and operations. Material
covered will include law enforcement history and theory, operational command leadership,
administration of public police organizations, labor relations, incident response strategies, legal and
regulatory responsibilities, budgeting, public relations, and organizational leadership.

*Please be advised individuals with prior felony convictiaisbe precluded from obtaining

employment in any criminal justice field.

Program Qutcomes
Upon completiorof this program, the student should be able to:

1 Identify current trends in the areas of corrections, policing, criminal justice, and criminology

1 Explain the fundamental concepts underlying the U.S. criminal justice system

1 Demonstrate knowledge of the court system and legal process

1 Apply the principles of clinical and criminal laboratory science, investigative techniques, and
criminology to the reconstruction of crimes and the analysis of physical evidence.

9 Utilize acceptd practices of laboratory science, laboratory procedures, criminology and police
science.

1 Perform and evaluate evidentiary testing and analysis, reconstruction techniques, evidence
handling and storage practices, and identify the appropriate applicatippBcable to specific
types of evidence and crimes.

91 Descript and interpret principles, procedures, techniques, legal concerns, and problems
associated with a criminal investigation.

1 Explain and quantify administrative law and procedures, courtroom evalammagement and
preparation, case presentation and court testimony.

1 Define the principles regarding suspect description and identification, state and federal criminal
law and procedures, informant and suspect rights, officer liability, informant and sgtne
management, and victim awareness.

Potential Employment

The Associate of Applied Science Degree in Criminal Justice will assist in preparing students for entry
level careers in federal law enforcement, state and local police work, probation/parolegprand/
corrections, if other criteria established by the employer/agency are met.

*ACOM & LINE 3 NarerdesiyfedmNsBgSeatial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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RequiredCourses Credits

CIS100 Information Technology and Distance Learning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introduci8ti Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation

Course Materials: $125.00

CIs110 IntegratedBusiness Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright; ©2010 Published
Course Materials: $125.00

CIS120 Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, 1st Edition
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 0538750057 ISBNL3: 9780-538-750059
Copyright: ©2010 Published
Course Materials: $125.00

CJ100 Introduction toCriminal Justice and Administration 3
Text:  Title: Criminal Justice Organizations: Administration and Managemémgdition
Author: Stan Stojkovic, David Kalinich, John Klofas
ISBN10: 0534645879SBNL13: 9780534645878
Copyright: 2008
CourseMaterials: $125.00

CJ110 Criminal Law 3
Text: Title: Criminal Law, 10th Edition
Author(s): Joel Samaha
ISBN10: 0495807494 SBN13: 9780495807490
Copyright©2011 Published
Course Materials: $125.00

CJ120 Introduction to Law and th€ourt System 3*
Textt ¢AGESY ! YSNAOFQa / 2dzNJia "EdtiBn 6 KS / NAYAY Lt Wdza (.
Author: David W. Neubauer
ISBN10: 04950954000 ISBNB: 9780495095408
Published: 2008
Course Materials: $125.00

PSY100 Essentials of Psychology 3
Text:  Title: Essentials of Psychology, 5th Edition
Author(s): Douglas A. Bernstein
ISBN10: 049590693XSBN13: 9780495906933
Copyright: ©2011 Published
Course Materials: $125.00
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CJ130

CJ140

CJ200

CJ210

CJ3220

CJd230

CJ240

CS71200

Corrections and the Prison System 3*
Text:  Title: American Corrections,"BEdition

Author(s): Clear, T., Cole, G., & Reisig, M.

ISBN10: 0495553239 ISBN3: 9780495553236

Copyright: 2009
Course Materials: $125.00

Introduction to Policing 3
Text:  Title: An Introduction to Policing, 4thdEon

Author(s): John S. Dempsey, Linda S. Forst

ISBN10: 0495095451 ISBNB: 9780495095453

Copyright©2008 Published
Course Materials: $125.00

Criminology 3
Text:  Title: Criminology, 10th Edition

Author(s): Larry J. Siegel

ISBN10:04953910261SBN13: 9780495391029

Copyright: ©2009 Published
Course Materials: $125.00

Criminal Procedure 3*
Text: Title: Criminal Procedure, 7th Edition

Author(s): Joel Samaha

ISBN10: 049509546 X4SBN13: 9780495095460

Copyrigh: ©2008 Published
Course Materials: $125.00

Criminal Investigation 3
Text: Title: Crime Scenes 2.0: Interactive Criminal JustiecRGM, 2nd Edition
Author(s): Wadsworth Publishing
ISBN10: 0534568319SBN13: 9780534568313
Copyight: ©2005 Published
Course Materials: $125.00

Juvenile Delinquency 3
Text:  Title: Juvenile Delinquency: The Core, 3rd Edition

Author(s): Larry J. Siegel, Brandon C. Welsh

ISBN10: 04950954271SBN13: 9780495095422

Copyright©2008 Published
Course Materials: $125.00

Introduction to Security 3*
Text:  Title: Introduction to Private Security, 2nd Edition

Author(s): John Dempsey

ISBN10: 0495809853SBN13: 9780495809852

Copyright: ©2011 Published
Coure Materials: $125.00

Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition

Author(s): Michael E. Whitman, Herbert J. Mattord

ISBN10: 1111138214SBN13: 9781111138219

Copyright: ©2012 PuHbished
Course Materials: $125.00
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General Education Gees Credits
GEEG100 Basic English and Communications 3
Text: Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American Collegelathnology
Course Materials: $125.00

GBGC110 Busines€ommunication 3
Text:  Title: Business Communicatior Bdition
ldzi K2NRY ! @ / & a.dzZRR&@¢é YNARTIYS tIGNROALF aSNNRI
ISBN10: 1439080151SBN13: 9781439080153
Copyright; ©2011 Published
Course Materials: $125.00

GBM200 Business Math 3
Text: Title: Contemporary Mathematics for Business and Consumers, 5th Edition
Author(s): Robert Brechner
ISBN10: 0324568499SBN13: 9780324568493
Copyright©2009 Published
Course Materials: $125.00

GCA200 College Algebra 3
Text: Title: College Algebra Concepts & Contexts
Author(s): James Steward, Lothar Redlin, Saleem Watson, Phyllis Panman
ISBN10: 049539789SBN13: 9780495387893
Copyright©2011 Published
Course Materials: $125.00

GG&00 Global Sociology 3*
Text: Title: Sociology in Our Times: The Essentials, 8th Edition
Author(s): Diana Kendall
ISBN10: 1111305501SBNL13: 9781111305505
Copyight: ©2012 Published
Course Materials: $125.00

Total Credits: 60

Graduation Requirements

In order for students to successfully complete their progranregjlired materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education for an extens@tadents must also complete the proctored Degree

Ext Examination for this program to graduate.

{GdzRSy(ia OFly O2YLX SGS + O2dz2NES ¢AGK | 3INIRS 2F a5¢
able to graduate, the student has to have an overall avegagé €d¢ 2 NJ 0 H ®n 2 dzii aBdbeablen v T2
to complete all work required within 150% of the program duratisran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section dhe catalog.
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Il. Associate of Applied Science Degre®AS
DHealth Information Technology
CIP Code: 51.0707, 51.0710

Program Title: Health Information Technology
Completion Award: Associate of Applied Science Degree
Contact Hours: 900 Outside Study Hourst,800

Semester Credits: 60 hours (including 15 semester credits of General Studies)
Program Duration: 120 weeks

Tuition: $14,940 Course Materials$2,500*

Total Cost: $17,440(including books, software, and shipping)

Program Description
The Associate of Applied Science in Health Information Technology program prepares individuals to

perform functions and processes in healthcare facilities related to managing, analyzing, and organizing
patient medical records both el#onic health records and papdrased health records. The primary

program focus is ensuring the quality of medical records by verifying completeness, accuracy, and proper
entry into computer systems. The graduate will demonstrate the basic understandihg efectronic

healthcare record, medical law and HIPAA standards, insurance billing and coding practices, abstraction of
data, general office duties, and customer service.

Program Outcomes
Upon completion of this program, the graduate should be able to:

1 Understand medical terms related to common diseases and pathology by utilizing the learned
foundations of medical word structure and abbreviations.

1 Transcribe, proofread, and edit various forms of health related information including, but not
limited to, correspondence, ambulatory reports, history and physical exams, operative reports, and
discharge summaries utilizing standard formatting.

1 Understand all types of insurance plans, filing guidelines, precertification and authorization
procedures, and perforrbasic procedure and diagnostic coding for reimbursement.

1 Perform general office duties relating to communication, supply and equipment maintenance,
financial management, mail handling, and employment laws.

1 Comply with HIPAA standards in relationship tenadstrative, physical, and technical safeguards,
ensure adherence to medical, legal, and ethical standards, and understand penalties associated
with HIPAA.

1 Manipulate and manage medical records and databases for the purpose of patient demographic
information, scheduling, documentation, and financial obligations as well as all general practice
record keeping utilizing software applications.

1 Identify the core functions/capabilities of an electronic health record, understand how accuracy,
completeness, and etency of summary lists is best maintained in the electronic health record, and
how to utilize an electronic health record to facilitate secure and confidential communications.

Potential Employment

Upon successful completion of the program, graduates khpassess the knowledge and skills required
for employment as a Medical Office Assigtatiealthcare Access Associate, Health Information ©lerk
focus on specialized entitgvel positions such as Medical Transcriptionist, Medical Biller and Coder, or
other similar positions within the healthcare field.

*ACOM & LINE 3 NarerdesiyfedmNsBgSeatial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100

CIS110

HIT-100

HIT-110

HIT-120

HIT-130

HIT-140

HIT-150

Information Technology and Distance Learning 3
Text:  Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh
Text:  Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright; ©2011 Published
Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation
Course Materials: $125.00
Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright;: ©2010 Published
Course Materials: $125.00
Introduction to Healthcare 3*
Test:  Title: Introduction to Health Care, 2nd Edition
Author(s): Joyce Mitchell, Lee Haroun
ISBN10: 1401891551SBN13: 9781401891558
Copyright: ©2007 Published
Course Materials: $125.00
Medical Terminology | 3
Text: Title: MedicalTerminology for Health Professions, 6th Edition
Author(s): Ann Ehrlich, Carol L. Schroeder
ISBN10: 1418072524SBN13: 9781418072520
Copyright: ©2009 Published
Course Materials: $125.00
Medical Terminology Il 3*
Text: Title: Medi@l Terminology for Health Professions, 6th Edition
Author(s): Ann Ehrlich, Carol L. Schroeder
ISBN10: 1418072524SBN13: 9781418072520
Copyright: ©2009 Published
Course Materials: $125.00
Medical Transcription/Editing | 3
Text:  Title: Hillcrest Medical Center: Beginning Medical Transcription, 7th Edition
Author(s): Patricia Ireland, Carolyn K. Stein
ISBN10: 143544115X4SBN13: 9781435441156
Copyright: ©2011 Published
Course Materials: $125.00
Medical Transcription/Eding Il 3
Text:  Title: Hillcrest Medical Center: Beginning Medical Transcription, 7th Edition
Author(s): Patricia Ireland, Carolyn K. Stein
ISBN10: 1435441154SBN13: 9781435441156
Copyright: ©2011 Published
Course Materials: $125.00
Understanding Health Insurance 3
Text:  Title: A Guide to Health Insurance Billing, 3rd Edition
Author(s):Marie A. Moisio
ISBN10: 1435492986SBN13: 9781435492981
Copyright: ©2011Published
Course Materials: $125.00
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HIT-160

HIT-200

HIT-210

HIT-220

HIT-230

HIT-240

Insurance Bling and Coding 3*
Text: Title: A Guide to Health Insurance Billing, 3rd Edition
Author(s):Marie A. Moisio
ISBN10: 1435492986SBN13: 9781435492981
Copyright: ©2011Published
Text: Title: CPT Plus! 2011 Coder's Choice
Author(s): PMIC
ISBN: 9781570666384
Copyright: 2011
Text: Title: ICE9-CM for Physicians, Volumes 1 & 2, 2011 Professional Edition
Author(s): Carol Buck
ISBN: 9781437702101
Copyright: 2011
Course Materials: $125.00
Administrative Healthcare | 3
Text:  Title: Administrative Medical Assisting, 6th Edition
Author(s): Marilyn T. Fordney, Linda L. French, Joan J. Follis
ISBN10: 1418064114SBN13: 9781418064112
Copyright: ©2008 Published
Course Materials: $125.00
Administrative Helthcare |l 3*
Text:  Title: Administrative Medical Assisting, 6th Edition
Author(s): Marilyn T. Fordney, Linda L. French, Joan J. Follis
ISBN10: 1418064114SBN13: 9781418064112
Copyright: ©2008 Published
Course Materials: $125.00

Medical Law and HIPAA Compliance 3
Text:  Title: HIPAA for Health Care Professionals, 1st Edition
Author(s): Carole Krager, Dan Krager
ISBN10: 14180805359SBN13: 9781418080532
Copyright: ©2008 Published
Text:  Title:Law, Liability, and Ethiésr Medical Office Professionals, 5th Edition
Author(s): Myrtle R. Flight, Michael R. Meacham
ISBN10: 1428359419 ISBMN3: 9781428359413
Copyright: ©2011Published
Course Materials: $125.00
Health Information Management | 3
Text:  Title: Essentials of Health Information Management: Principles and Practices, 2nd Edition
Author(s):Michelle A. Gree, Mary Jo Bowie
ISBN10: 14390601859SBN13: 9781439060186
Copyright©2011 Published
Course Materials: $125.00
Health Informatbn Management I 3
Text:  Title: Essentials of Health Information Management: Principles and Practices, 2nd Edition
Author(s):Michelle A. Gree, Mary Jo Bowie
ISBN10: 1439060189SBNL13: 9781439060186
Copyright©2011 Published
Text:  Title: Infroduction to Health Care, 2nd Edition
Author(s): Joyce Mitchell, Lee Haroun
ISBN10: 1401891551SBN13: 9781401891558
Copyright: ©2007 Published
Course Materials: $125.00
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HIT-250 Electronic Health Records 3*
Text: Title: Using theélectronic Health Record in the Healthcare Provider Practice, 1st Edition
Author(s): Shirley Eichenwald Maki, Bonnie Petterson
ISBN10: 1418049883SBN13: 9781418049881
Copyright: ©2008 Published

Course Materials: $125.00
General Education Cougs Credits
GEEG100 Basic English and Communications 3

Text: Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00
GBC110 Busines€Communication 3
Text: Title: Business Communicatiorl! Bdition
L dzi K2NBRY ! & / & &. dzZRR&¢ YNRT FysS tFGiNAROALF aSNNRA
ISBN10: 1439080151SBN13: 9781439080153
Copyright;: ©2011 Published
Course Materials: $125.00
GBM200 Business Math 3
Text:  Title: Contemporary Mathematics for Business and Consumers, 5th Edition
Author(s): Robert Brechner
ISBN10: 0324568499 SBNL13: 9780324568493
Copyright©2009 Published
Course Materials: $125.00

GCA200 College Algebra 3
Text:  Title: College Algebra Concepts & Contexts
Author(s): James Steward, Lothar Redlin, Saleem Watson, Phyllis Panman
ISBN10: 049539789 SBN13: 9780495387893
Copyright©2011 Published
Course Materials: $125.00

GG&00 Global Sociology 3*
Text: Title: Sociology in Our Times: The Essentials, 8th Edition
Author(s): Diana Kendall
ISBN10: 1111305501SBN13: 9781111305505
Copyright: ©2012 Published
Course Materials: $125.00

Total Credits: 60

Graduation Reguirements

In order for students to successfully complete their program, all requitatkrials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education for an extens@tudents must also complete the proctored Degree

Exit Examintion for this program to graduate.

{GdzRSy(ia OFry O2YLX SGS + O2dz2NES 6AGK  INFRS 2F a5¢
able to graduate, the student has to have an overall avegagé €& 2 NJ 0 H ®n 2dzi 2F bledbnov T2
to complete all work required within 150% of the program duratisran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of the catalog
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lll. Technical Diploma

8 Network Administration and Information Security
CIP Code: 11.1001, 11.1003

Program Title: Network Administration and Information Security
Completion Award: Technical Diploma
Contact Hours: 450 Outside StudyHours:900

Semester Credits: 30 hours (including 3 semester credits of General Studies)

Program Duration: 60 weeks
Tuition: $7,470 Course Materials$1,250*
Total Cost: $8,720(including books, software, and shipping)

Program Description

This Network Administration and Information Security Diploma program will teach students the
concepts and techniques of MS Office Suite with emphasis on Excel and Access, and fundamentals of
programming logic. Students will develop the skills needed toaga a Windows Server 2008 system,

and will be able to setup a small LAN/WAN networks. The program introduces the students as well to
basic information security concepts and principles. The program prepares graduates to function
successfully in entry leV network administration and information security positions.

Program Qutcomes
Upon successful completion of the program, the graduate should be able to:
1 Demonstrate proficiency in the use of current Microsoft Office Suite products.
T Communicateeffectively utilizing accepted business practices and applications.
T Setup a small to medium size LAN and a WAN Network
1 Describe and implement performance balancing, redundancy, network management and
system migration and upgrades.
Perform problem diagnosis, troubleshooting, and system maintenance on LAN/WAN networks.
T Apply the knowledge and skills of general computer programming to the solution of specific
operational problems and requirements presented by individual and orgaoimdtusers.

]

Potential Employment
Upon successfully completing of this program, graduates should be able to perform tasks of an entry

level Network Administrator in a small Network setup, or aghated positions in the information
technology and networkd@ministration fields.

*ACOM & LINE 3 NarerdesiyfedmNsBgSedtial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology and Distance Learning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrid¢tarsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation

Course Materials: $125.00

CIS110 Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright: ©2010 Published
Course Materials: $125.00

ClIS120 Microsoft Excel 3*
Text:  Title: Microsof Excel 2010: Complete, 1st Edition
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 0538-750057 ISBNL3: 9780-538-750059
Copyright: ©2010 Published
Course Materials: $125.00

CIS130 Relational Database Management 3
Text:  Title:Microsoft Access 2010: Complete, 1st Edition
Author(s): Gary B. Shelly, Philip J. Pratt, Mary Z. Last
ISBN10: 0538748621SBN13: 9780538748629
Copyright: ©2011 Published
Course Materials: $125.00

CIS140 Programming Logic and Design 3
Text: Title: Programming Logic and Design: Comprehensive, 6th Edition
Author(s): Joyce Farrell
ISBN10: 1111823936 ISBN3: 9781111823931
Copyright: ©2011 Published
Course Materials: $125.00

CIN150 Computer Networking for LANs to WANs 3*
Text:  Title: Computer Networking for LANs to WANs: Hardware, Software and Security, 1st Edition
Author(s): Kenneth C. Mansfield, Jr., James L. Antonakos
ISBN10: 1423903161SBN13: 9781423903161
Copyright: ©2010 Published
Course Materials: $125.00
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CIN160 Windows 2008 Server | 3

Text: Title: MCTS Guide to Microsoft Windows Server 2008 Active Directory
Configuration, 1st Edition

Author(s) Greg Tomsho

ISBN10: 1423902351 ISBN13: 9781-423-902355

Copyright: ©2010 Published

* Software Included
Course Materials: $125.00

CIN170 Windows 2008 Server Networking | 3*
Text: Title: MCTS Guide to Microsoft Windows Server 2008 Network Infrastructure
Configuration, 1st Edition
Author(s) Michael Bender
ISBN10: 1-42390236X ISBN13: 9781-423-902362
Copyright;: ©2010 Published
* Software Included
Course Materials: $125.00

CS71200 Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition
Author(s): Michael E. Whitman, Herbert J. Mattord
ISBN10: 1111138214SBN13: 9781111138219
Copyright: ©2012 Published

Course Materials: $125.00
General Education Courses Credits
GEEG100 Basic English and Communications 3

Text:  Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00

Total Credits: 60

Graduation Reguirements

In order for students to successfully complete their program, all required materials must be completed,
submitted, and within the maximum program duration. Students who fail to complete the program at this level
may appeal to the Director of Education for an extension.

{GdzRSy(ia OFry O2YLX SGS + O2dz2NES 6AGK  INFRS 2F a5¢
able to graduate, the student has to have an overall avegage £¢a 2 NJ 0 H dfor allZalni$es andl beralden O

to complete all work required within 150% of the program duratizran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy aabcedurein the College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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lll. Technical Diploma
DZomputer Programming and Systems Design
CIP Code: 11.0201, 11.0501

Program Title: Computer Programming and Systems Design
Completion Award: Technical Diploma
Contact Hours: 450 Outside Study Hours900

Semester Credits: 30 hours (including 3 semester credits of General Studies)
Program Duration: 60 weeks

Tuition: $7,470 Course Materials$1,250*

Total Cost: $8,720(including books, software, and shipping)

Program Description

The Technical Diploma degree in Computer Programming and Systems Design combines studies in
information technology, programmingnd encompasses accepted theories regarding information
systems management. The academic and professional skills focused on during the program provide a
basic knowledge of higlevel languages such as Java and Visual Basic and the Microsoft Office Suite,
preparing them to function successfully in programming and systems design positions.

Program Outcomes
Upon completion of this program, the student should be able to:

1 Create and implement generic and customized programs to drive operating systems.

1 Apply the methods and procedures of software design and programming to software
installation and maintenance.
Design software and write computer programs in Java and Visual Basic.
Utilize program customization and linking; prototype testing; troubleshmaptand related
aspects of operating systems and applications.
Demonstrate proficiency in the use of current Microsoft Office Suite products.
Create functional programs utilizing basic and advanced techniques of MS Visual Basic and
JAVA.
1 Identify and evluate application software issues and implement effective remediation policies
and procedures.
Communicate effectively utilizing accepted business practices and applications
Apply the knowledge and skills of general computer programming to the solutispeaific
operational problems and customization requirements presented by individual and
organizational users.

1
1

= =

= =

Potential Employment

Upon successful completion of the program, graduates should possess the knowledge and skills to fill
positions as an emny level computer programmer, I.T. customer support specialist, applications
developer, or as a professional in other information technology and computer fields.

*ACOM A LINE 3 NarerdesiyfediNs#igBential orderTherefore the student must comple the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology and Distance Learning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Produdbuide
Author(s): Microsoft Corporation

Course Materials: $125.00

CIS110 Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13:9781439078389
Copyright;: ©2010 Published
Course Materials: $125.00

CIS120 Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, 1st Edition
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 0538750057 ISBNL3: 9780-538-75006-9
Copyright: ©2010 Published
Course Materials: $125.00

CIS130 Relational Database Management 3
Text:  Title: Microsoft Access 2010: Complete, 1st Edition
Author(s): Gary B. Shelly, Philip J. Pratt, Mary Z. Last
ISBN10: 0538748621SBN13: 9780538748629
Copyright: ©2011 Published
Course Materials: $125.00

CIS140 Programming Logic and Design 3
Text:  Title: Programming Logic and Design: Comprehensive, 6th Edition
Author(s): Joyce Farrell
ISBN10: 1111823936 ISBN3: 9781111823931
Copyright: ©2011 Published
Course Materials: $125.00

CIS150 Programmig in MS Visual Basic 2008 | 3
Text:  Title: Microsoft® Visual Basic 2008: Comprehensive Concepts and Techniques, 1st Edition
Authors: Gary B. Shelly, Corinne Hoisington
ISBN10: 1423927168SBNL13: 9781423927167
Copyright: ©2009 Published
* Software Included
Course Materials: $125.00
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CIS160 Programming in MS Visual Basic 2008 II 3*
Text: Title: Microsoft® Visual Basic 2008: Comprehensive Concepieahdiques, 1st Edition
Authors: Gary B. Shelly, Corinne Hoisington
ISBN10: 1423927168SBNL13: 9781423927167
Copyright©2009 Published
* Software Included
Course Materials: $125.00

CIS200 Java Programming | 3
Text: Title: JavdProgramming: Comprehensive Concepts and Techniques, 3rd Edition
Authors: Gary B. Shelly, Thomas J. Cashman, Joy L, BiaHael L. Mick
ISBN10: 1418859850SBN13: 9781418859855
Copyright: ©2006 Published
Course Materials: $125.00

CIs210 JavaProgramming Il 3*
Text: Title: Java Programming: Comprehensive Concepts and Techniques, 3rd Edition
Authors: Gary B. Shelly, Thomas J. Cashman, Joy L, BiaHael L. Mick
ISBN10: 1418859850SBN13: 9781418859855
Copyright: ©2006 Published

Course Materials: $125.00
General Education Courses Credits
GEG100 Basic English and Communications 3

Text:  Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00

Total Credits: 30

Graduation Reguirements

In order for students to successfully complete their program, all required materials mesinygleted,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education for an extension.
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able to graduate, the student has to have an overall avegagé ¢d¢ 2 NJ 0 H dn 2dzi 2F nonov T2
to complete all work required within 150% of the program duratisran additional year of the published lehg
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Proceduarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For adetailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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lll. Technical Diploma

D¥Veb Design and Development
CIP Code: 11.0801, 11.1004

Program Title: Web Design and Development
Completion Award: Technical Diploma
Contact Hours: 450 Outside Study Hours900

Semester Credits: 30 hours (including 3 semester credits of General Studies)
Program Duration: 60 weeks

Tuition: $7,470 Course Materials$1,250*

Total Cost: $8,720(including books, software, and shipping)

Program Description

The Technical Diploma in Web Development and Internet Technology program prepares individuals to
apply HTML, XHTML, ASP.NET form processing and other emerging technologies to the design,
publishing and maintenance of web sites on theAlf&Vide Web. Instruction includes Internet

theory, web page standards and policies, and search engine optimization. Included in this program as
well is instruction in MS Office Suite with special emphasis on Excel and Access. Graduates of this
programwill be able to function successfully in entry level web site development and other Internet
technology positions.

Program Outcomes
Upon completion of this program, the student should be able to:
1 Develop and maintain web servers and the hosted web pagjeseaor a group of web sites.
1 Implement and configure Internet Information Systems servers and networks.
1 Apply acquired knowledge and skills to accomplish web page design and editing.
1
1

Demonstrate proficiency in the use of MS Office Suite.
Createfunctional programs using HTML, XHTML and other web programming languages.

Potential Employment

Upon successful completion of the program, graduates should possess the knowledge and skills
needed to fill positions as an entry level webmaster, JapM@rammer/programmer analyst, database
technician, database administrator, Internet applications developer, or in similar information

technology and computer fields.

*ACOM A& LINE 3 NarerdesiyBedrNsiigSedtial orderTherefore the student must omplete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100

CIS110

CIS120

CIS130

CIS140

CIF150

Information Technology and Distance Learning 3
Text: Title: Introduction to Wekbased Learning
Author(s):Christopher B. Balthrop, Lute Atieh
Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published
Text:  Title: Wirdows 7 Product Guide
Author(s): Microsoft Corporation
Course Materials: $125.00

Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition

Authors: Gary B. Shelly, Misty E. Vermaat

ISBN10: 1439078386SBN13: 9781439078389

Copyright; ©2010 Published
Course Materials: $125.00

Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, 1st Edition

Authors: Gary B. Shelly, Jeffrey J. Quasney

ISBN10: 0538750057 ISBNL3: 9780-538-750059

Copyright: ©2010 Published
Course Materials: $125.00

Relational Database Management 3
Text:  Title: Microsoft Access 2010: Complete, 1st Edition

Author(s): Gary B. Shelly, Philip J. Pr&tary Z. Last

ISBN10: 0538748621SBN13: 9780538748629

Copyright: ©2011 Published
Course Materials: $125.00

Programming Logic and Design 3
Text:  Title: Programming Logic and Design: Comprehensive, 6th Edition
Author(s): Joyce Farrell
ISBN10: 1111823936 ISBN3: 9781111823931
Copyright: ©2011 Published
Course Materials: $125.00

Website Design and Development 3*
Text:  Title: Microsoft® Expression Web 3: Comprehensive, 1st Edition
Author(s): Gary B. Shelly, Jennifer Campbell
ISBN10: 0538474440SBNL13: 9780538474443
Copyright: ©2011 Published
* Software Included
Course Materials: $125.00
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CIM180 Graphics Design | 3

Text: Title: The Design Collection Revealed: Adobe InDesign CS5, Photoshop CS5 and lllustrator CS5, 1st
Edition
Author(s): Chris Botellglizabeth Eisner Reding
ISBN10: 1111130612SBN13: 9781111130619
Copyright©2011 Published
* Software Included

Course M¢erials: $125.00

CIM-190 Multimedia Programming | 3*
Text: Title: Adobe Dreamweaver CS5 Revealed, 1st Edition
Author(s): Sherry Bishop
ISBN10: 1111130663SBN13: 9781111130664
Copyright: ©2011 Published
* Software Included
CourseMaterials: $125.00

CST200 Principles of Information Security 3
Text:  Title: Principles of Information Security, 4th Edition
Author(s): Michael E. Whitman, Herbert J. Mattord
ISBN10: 1111138214SBN13: 9781111138219
Copyright: ©2012 Publshed

Course Materials: $125.00
General Education Courses Credits
GEG100 Basic English and Communications 3

Text:  Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00

Total Credits: 30

Graduation Reguirements

In order for students to successfully complete their program, all required materials mesintgleted,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education for an extension.
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able to graduate, the student has to have an overall avetade €& 2 NJ 6 Hdn 2dzi 2F nodnov F2
to complete all work required within 150% of the program duratisran additional year of the published lehgt
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Proceduarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For adetailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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lll. Technical Diploma

DBusiness Administration and Information Technology
CIP Code: 52.0201, 52.1201

Program Title: Business Administration and Information Technology
Completion Award: Technical Diploma
Contact Hours: 450 Outside Study Hours900

Semester Credits: 30 hours (including 3 semester credits of General Studies)
Program Duration: 60 weeks

Tuition: $7,470 Course Materials$1,250*

Total Cost: $8,720(including books, software, and shipping)

Program Description
The Technical Diploma in Business Administration and Information Technology introduces individuals

to the functions and processes of a firm or organization and the use of technological information
systems, including computing systems, as solutions to basiand communications support needs.

The program includes basic instruction in the principles of information technology, business office
procedures, databases, Microsoft Office application programs, with specific emphases in Excel and
Access. Also inded is instruction in website design and development, and accounting. The academic
and professional skills taught during the program prepare the graduate to function in the business
office environment utilizing Office applications and computer technology.

Program Outcomes
Upon completion of this program, the graduate should be able to:
1 Understand the basic concepts, principles and terminology required to function in an
information technology driven business environment.
1 Demonstrate practical use of Mmsoft Office applications..
1 Perform basic bookkeeping functions using QuickBooks
1 Creatively function in an organization as a composer, editor and proofreader of business or
businessrelated communications.
1 Create and utilize Excel spreadsheets to analyze and support basic business functions.
1 Generate basic Access databases.

Potential Employment

Upon successfully completing this program the graduate may qualify to fill entry level positions in
business admmistration, office operations, administrative assistant, basic website design, bookkeeping
and other positions in the businesses utilizing computer systems and office technology.

*ACOM & LINE 3 NarérdesiyBedeNs#igSedtial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology and Distance Learning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation

Course Materials: $125.00

CIS110 Integrated Business Applications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright; ©2010 Published
Course Materials: $125.00

CIS120 Microsoft Excel 3*
Text: Title: Microsoft Excel 2010: Complete, 1st Edition
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 053875005-7 ISBNL3: 9780-538-750059
Copyright: ©2010 Published
Course Materials: $125.00

CIS130 Relational Database Management 3
Text:  Title: Microsoft Access 2010: Complete, 1st Edition
Author(s): Gary B. Shelly, Philip J. Pratt, Mary Z. Last
ISBN10: 0538748621SBN13: 9780538748629
Copyright: ©2011 Published
Course Materials: $125.00

CIF150 Website Design and Development 3*
Text:  Title: Microsoft® Expression Web 3: Comprehensive, 1st Edition
Author(s): Gary B. Shelly, Jenniferrpaell
ISBN10: 0538474440SBNL13: 9780538474443
Copyright: ©2011 Published
* Software Included
Course Materials: $125.00

CIB100 Business Office Procedures 3*
Text:  Title: The Office: Procedures and Technology, 5th Edition
Authors: Mary Ellen Oliverio, William R. Pasewark, Bonnie R. White
ISBN10: 0538443545SBN13: 9780538443548
Copyright: ©2007 Published
Course Materials: $125.00

CIB110 Introduction to Business 3
Text: Title: Foundations of Business, 2Bdition
Authors: William M. Pride, Robert J. Hughes, Jack R. Kapoor
ISBN10: 0538744510SBN13: 9780538744515
Copyright: ©2011 Published
Course Materials: $125.00



CIB200 Accounting Fundamentals 3
Text: Title: Corporate Financial Accountiri@)th Edition
Authors: Carl Warren, James Reeve, Jonathan Duchac
ISBN13: 9780-324-663839 ISBN10: 0-:324-663838
Copyright: ©2009 Published
Course Materials: $125.00

CIB210 Accounting Information SystenagsPractical Emphasis 3
Text:  Title: IntuitQuickBooks Learning Guide 2010
Authors: A.L. Craig
ISBN 978-57338000-3
Copyright: ©2009 Published

Course Materials: $125.00
General Education Courses Credits
GEEG100 Basic English and Communications 3

Text:  Title: English anBusiness Communication

Author(s): Pat Cuchens

E-Book provided by American College of Technology
Course Materials: $125.00

Total Credits: 30

Graduation Requirements

In order for students to successfully complete their program, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Rector of Education for an extension.
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to complete all work required within 150% of the program duratisran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of theatalog.
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lll. Technical Diploma

DZriminal Justice
CIP Code43.0103, 43.0113

Program Title: Criminal Justice
Completion Award: Technical Diploma
Contact Hours: 450 Outside: Study Hours900

Semester Credits: 30 hours (including 3 semester credits of General Studies)
Program Duration: 60 weeks

Tuition: $7,470 Course Materials$1,250*

Total Cost $8,720(including books, software, and shipping)

Program Description

The program prepares the student to apply theories and practices of criminal justice to the operation

of public law enforcement agencies. Material covered will include law enforcehistary and theory
laborrelations, incident response strategies, legal and regulatory responsibilities, budgeting, and public
relations.

*Please be advised individualstiwprior felony convictions wilbe precluded from obtaining

employment in any crimnal justice field.

Program Outcomes
Upon completion of this program, the student should be able to:
1 Identify current trends in the areas of corrections, policing, criminal justice, and criminology
1 Explain the fundamental concepts underlying the U.S.inafjustice system
1 Demonstrate knowledge of the court system and legal process
1 Apply the principles of clinical and criminal laboratory science, investigative techniques, and
criminology to the reconstruction of crimes and the analysis of physical evidence.
1 Utilize accepted practices of laboratory science, laboratory proceduresinaiogy and police
science.
1 Perform and evaluate evidentiary testing and analysis, reconstruction techniques, evidence
handling and storage practices, and identify the appropriate applications applicable to specific
types of evidence and crimes.

Potential Employment

The Technical Diploma in Criminal Justice will assist in preparing students folesetrgareers in law
enforcement, state and local police work, and/or corrections, if other criteria established by the
employer/agency are met.

* ACOT2 &ogiaim courseare designedn sequential orderTherefore the student must complete the given
course before progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology and Distantearning 3

Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh

Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published

Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation

Course Materials: $125.00

CIS110 Integrated Business Applications 3
Text:  Title: Microsoft Office 201Antroductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright; ©2010 Published
Course Materials: $125.00

CIS120 Microsoft Excel 3*
Text:  Title: Microsoft Excel 2010: Complete, 1sttiod
Authors: Gary B. Shelly, Jeffrey J. Quasney
ISBN10: 0538750057 ISBNL3: 9780-538-750059
Copyright: ©2010 Published
Course Materials: $125.00

CJ100 Introduction to Criminal Justice and Administration 3
Text:  Title: Criminal Justic®rganizations: Administration and Managemettt) Edition
Author: Stan Stojkovic, David Kalinich, John Klofas
ISBN10: 0534645879SBN13: 9780534645878
Copyright: 2008
Course Materials: $125.00

CJ110 Criminal Law 3
Text: Title: Criminal Lawi,0th Edition
Author(s): Joel Samaha
ISBN10: 0495807494 SBN13: 9780495807490
Copyright©2011 Published
Course Materials: $125.00

CJ120 Introduction to Law and the Court System 3*
Text:t ¢AGESY 1 YSNAOI Q& / 2dzethng Editien 6 KS / NAYAY I  Wdza G
Author: David W. Neubauer
ISBN10: 04950954000 ISBN\B: 9780495095408
Published: 2008
Course Materials: $125.00

PSY100 Essentials of Psychology 3
Text:  Title: Essentials of Psychology, 5th Edition
Author(s): Douglas A. Bernstein
ISBN10: 0495906934 SBN13: 9780495906933
Copyright: ©2011 Published
Course Materials: $125.00
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CJ130 Corrections and the Prison System 3*
Text:  Title: American Corrections"8Edition
Author(s): Clear, T., Cole, G., & Reisig, M.
ISBN10: 0495553239 ISBN3: 9780495553236
Copyright: 2009
Course Materials: $125.00

CJ140 Introduction to Policing 3
Text:  Title: An Introduction to Policing, 4th Edition
Author(s): John S. Dempsey, Linda S. Forst
ISBN10: 0495095451 ISBNB3: 9780495095453
Copyright©2008 Published

Course Materials: $125.00
General Education Courses Credits
GEEG100 Basic English and Communications 3

Text:  Title: English and Business Communication
Author(s): Pat Cuchens
E-Bookprovided by American College of Technology
Course Materials: $125.00

Total Credits: 30

Graduation Requirements

In order for students to successfully complete thyiogram, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education for an extension.
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able to graduate, the student has to have an overall avegagé ¢d¢ 2 NJ 0 H dn 2dzi 2F nonov T2
to complete all work required within 150% of the program duratizran additional year of the published length
whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student
Services section of the catalog.
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lll. Technical Diploma
DHealth Information Technology
CIP Code: 51.0707, 51.0710

Program Title: Health Information Technology
Completion Award: Technical Diploma
Contact Hours: 450 Outside StudyHours:900

Semester Credits: 30 hours (including 3 semester credits of General Studies)
Program Duration: 60 weeks

Tuition: $7,470 Course Materials$1,250*

Total Cost: $8,720(including books, software, and shipping)

Program Description

The Technical Diploma in Health Information Technology program prepares individuals to perform
functions and processes in healthcare facilities related to the daily operations. The graduate will
demonstrate the basic understandingmiedical terminologymedical transcription, insurance billing
and coding practices, general office duties, and customer service.

Program Outcomes
Upon completion of this program, the graduate should be able to:

1 Understand medical terms related to common diseases and pathdapayilizing the learned
foundations of medical word structure and abbreviations.

1 Transcribe, proofread, and edit various forms of health related information including, but not
limited to, correspondence, ambulatory reports, history and physical examsatype reports,
and discharge summaries utilizing standard formatting.

1 Understand all types of insurance plans, filing guidelines, precertification and authorization
procedures, and perform basic procedure and diagnostic coding for reimbursement.

1 Perform gneral office duties relating to communication, supply and equipment maintenance,
financial management, mail handling, and employment laws.

Potential Employment

Upon successful completion of the program, graduates should possess the knowledge and skills
required for employment as a Medical Office Assistant or focus on specialized@&retypositions
such as Medical Transcriptionist, Medical Biller and Codether similar positions within the
healthcare field.

*ACOD & LINE 3 NarerdesiyfedrNsdioSeitial orderTherefore the student must complete the given
course before progressing to the next course in the sequence.

99



Required Courses

CIS100

CIS110

HIT-100

HIT-110

HIT-120

HIT-130

HIT-140

Credits
Information Technology and Distance Learning 3
Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lute Atieh
Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published
Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation
Course Materials: $125.00
Integrated Busines&pplications 3
Text:  Title: Microsoft Office 2010: Introductory, 1st Edition
Authors: Gary B. Shelly, Misty E. Vermaat
ISBN10: 1439078386SBN13: 9781439078389
Copyright;: ©2010 Published
Course Materials: $125.00
Introduction to Healhcare 3*
Text: Title: Introduction to Health Care, 2nd Edition
Author(s): Joyce Mitchell, Lee Haroun
ISBN10: 1401891551SBN13: 9781401891558
Copyright: ©2007 Published
Course Materials: $125.00
Medical Terminology | 3
Text:  Title: Medical Terminology for Health Professions, 6th Edition
Author(s): Ann Ehrlich, Carol L. Schroeder
ISBN10: 1418072524SBN13: 9781418072520
Copyright: ©2009 Published
Course Materials: $125.00
Medical Terminology Il 3*
Text:  Title: Medical Terminology for Health Professions, 6th Edition
Author(s): Ann Ehrlich, Carol L. Schroeder
ISBN10: 1418072524SBN13: 9781418072520
Copyright: ©2009 Published
Course Materials: $125.00
Medical Transcription/Editg | 3
Text:  Title: Hillcrest Medical Center: Beginning Medical Transcription, 7th Edition
Author(s): Patricia Ireland, Carolyn K. Stein
ISBN10: 143544115X4SBN13: 9781435441156
Copyright: ©2011 Published
Course Materials: $125.00
Medical Transcription/Editing Il 3
Text:  Title: Hillcrest Medical Center: Beginning Medical Transcription, 7th Edition
Author(s): Patricia Ireland, Carolyn K. Stein
ISBN10: 1435441154SBN13: 9781435441156
Copyright: ©2011 Published
CourseMaterials: $125.00
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HIT-150 Understanding Health Insurance 3
Text: Title: A Guide to Health Insurance Billing, 3rd Edition
Author(s):Marie A. Moisio
ISBN10: 1435492986SBN13: 9781435492981
Copyright: ©2011Published
Course Materials: $125.®
HIT-160 Insurance Billing and Coding 3*
Text: Title: A Guide to Health Insurance Billing, 3rd Edition
Author(s):Marie A. Moisio
ISBN10: 143549298ASBN13: 9781435492981
Copyright: ©2011Published
Text: Title: CPT Plus! 2011 Coder's Choice
Author(s): PMIC
ISBN: 9781570666384
Copyright: 2011
Text: Title: ICE9-CM for Physicians, Volumes 1 & 2, 2011 Professional Edition
Author(s): Carol Buck
ISBN: 9781437702101
Copyright: 2011
Course Materials: $125.00
General Educatioi€ourses Credits
GEG100 Basic English and Communications 3
Text:  Title: English and Business Communication
Author(s): Pat Cuchens
E-Book provided by American College of Technology
Course Materials: $125.00
Total Credits: 30

Graduation Requirements

In order for students to successfully complete their program, all required materials must be completed,
submitted, and witin the maximum program duration. Students who fail to complete the program at this level
may appeal to the Director of Education for an extension.
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to complete all work required ithin 150% of the program duratioor an additional year of the published length

whichever is less

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedarthe College
Catalogor on the website atwww.acot.edu/policies.htm

** For a detailed breakdown and description of the course materials, please refer to Course Materials under the Student

Services section of the catalog.
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IV. Certificates
Dinformation Technology Certificate
CIP Code: 11.0101

Program Title: Information Technology Certificate
Completion Award: Certificate ofinformation Technology
Contact Hours: 225 Outside Study HoursA50

Semester Credits: 15hours

Program Duration: 30weeks

Tuition: $3,735 Course Materials$625**

Total Cost: $4,360(including books, software, and shipping)

Program Description

The Information Technology Certificate program is designed to provide students with the fundamental
computer knowledge and skills required in the current corporate workplace. The student will
demonstrate acquired skills in utilizing computer tools, databasnagement, and business and web
applications in the workplace.

Program Outcomes
Upon successful completion of the program, the student should be able to:
1 Demonstrate proficiency in the use of current Microsoft Office Suite products.
T Identify and evalate computer systems issues and implement effective remediation policies.
T Utilize Microsoft Access to create and manipulate databases.
1 Utilize and define the computer system components and application system operational
characteristics.
1 Perform problem dignosis, troubleshooting, and system maintenance on multiple types of
computer systems.
1 Design basic websites and manipulate webpage components.

Potential Employment

Upon successfully completing this program the graduate should qualify to fill-Eveypositions in
the corporate office structure and other positions requiring utilization of the concepts and skills of
Information Technology
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coursebefore progressing to the next course in the sequence.
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Required Courses Credits

CIS100 Information Technology and Distance Learning 3
Text: Title: Introduction to Wekbased Learning
Author(s): Christopher B. Balthrop, Lutgéeh
Text: Title: New Perspectives on Computer Concepts 2011: Introductory, 13th Edition
Author(s): June Jamrich Parsons, Dan Oja
ISBN10: 0538744820SBN13: 9780538744829
Copyright: ©2011 Published
Text:  Title: Windows 7 Product Guide
Author(s): Microsoft Corporation
Price: $75.00
CIS110 Integrated Business Applications 3
Text:  Title: Microsoft Office 2007: Introductory Concepts and Techniques,
Windows Vista Edition, 1st Edition
Author(s): Gary B. Shelly, ThomaSadshman, Misty E. Vermaat
ISBN10: 1423927133SBN13: 9781423927136
Copyright: ©2009 Published
Price: $75.00
CIS120 Microsoft Excel 2007 3*
Text:  Title: Microsoft Office Excel 2007: Complete Concepts and Techniques, 1st Edition
Author(s): Gary B. Shelly, Thomas J. Cashman, Jeffrey J. Quasney
ISBN10: 1418843431 ISBN13: 9781418843434
Copyright: ©2008 Published

Price: $75.00
CIS130 Relational Database ManagemenAccess 2007 3
Text: Title: Microsoft Office Access ZD0Complete Concepts and Techniques,
1st Edition

Author(s): Gary B. Shelly, Thomas J. Cashman, Philip J. Pratt, Mary Z. Last
ISBN10: 1418843407 ISBN13: 9781418843403
Copyright: ©2008 Published

Price: $75.00

CIF150 Website Design and Delopment 3*

Text:  Title: Microsoft® Expression Web 3: Comprehensive, 1st Edition
Author(s): Gary B. Shelly, Jennifer Campbell
ISBN10: 0538474440SBN13: 9780538474443
Copyright: ©2011 Published

Price: $75.00

Total Credits: 15

Graduation Reguirements

In order for students to successfully complete their program, all required materials must be completed,

submitted, and within the maximum program duration. Students who fail to complete the program at this level

may appeal to the Director of Education fom extension{ 4 dzZRSy i a OFy O2YLX SGS | 024dz
1.0, however, in order to meet SAP requirements and be able to graduate, the student has to have an overall

I SN} 3S 27 G/ ¢ 2NJ oHdn 2dzi 2F wodkmeduired vithin 150% of the2 dzNE& S &
program duration or an additional year of the published length whichever is less.

* This course has a proctored final exarRlease refer to the Proctored Examination Policy and Procedure on page 35 or
on the website at:www.acot.edu/policies.htm
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Courses Offered

ACOT offera variety ofcourses which are part of different degree programs. Each course is three
creditsemester hours and can be completed during arsek term. Students can take an
independent course, or can take the course as part of the program they are enrolled in.
Students maintaining the SARjtSfactoryAcademic Progress (2.0 out of 4.0), canodnin up to two
courses per term, in order to reduce the time needed for graduation.

The course credit hour allocation is based onfii®wing table:

Student Time Commitment Breakdown: * ContactHour = 50 minutes.
Expected Student Learning Activity Weekly Hours Spen| Total Hours Spent Term

Towards Course | Towards Course Per| Credits

SixWeek Term Earned
Lecture time (Contact Hours) 7.5 45 -
Reading and Study Time (As Required) 6 36 -
Assignments/Projects (3 per week) 6 36 -
Preassessment (1 per week) 2 12 -
Weekly Test (1 per week) 1 6 -
Total Hours 22.5 135 3
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Course ID

Information Technology Courses

Course Title

CIS100
CIS110
CIS120
CIS130
CIS140
CIS150
CIS160
CIS200
CIS210
CIS220
CP&50
CP&60
PMM-190
PMM-200
CIN150
CIN160
CIN200
CIN170
CIN210
CS71200
CS71240
CS1250
CITF150
CIF220
CIM-180
CIM200
CIM-190
CIM210

Information Technologgnd Distance Learning
Integrated Business Applications
Microsoft Excel

Relational @tabase Management
Programming Logic and Design
Programming in MS Visual Basic 2008 |
Programming in MS Visual Basic 2008 II
Java Programminig

Java Programminid

Introduction toASP.NET

Introduction to Database Systems
DatabaseSystems and Design I
Information Technology Project Management
Microsoft Project

Computer Networking for LANs to WANs
Windows 2008 Server |

Windows 2008 Server Il

Windows 2008 Server Networking |
Windows 2008 Server Networking Il
Principles of Information Security
Network Securitfrundamentals
Introduction to Computer Forensics
Website Design and Development
DatabaseDriven Websites and-Eommerce
Graphics Design |

Graphics Design Il

Multimedia Programming |

Multimedia Programming Il

Credits

w
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3 CIS100 Information Technology and Distance Learning

Course Description

This course is designed to teach the student how to utilize the ACoT Online Platformelfg2o), to
navigate the eLearn system, submit assignments, projects, tests, and utilize ACoT Student Services.
Students will learn the basics about computer hardeyasoftware, operating systems, and file
management. Also covered are LANs and WLANS, the Internet, the Webnaait| and digital media.

By the close of this course, students should have amalded understanding of the most important
topics in compugr concepts and the IT industry.

Course Outcomes

Upon completion of this course, the student will be able to:

Utilize and navigate the ACOT Online Platform and Microsoft Windows 7.

Explain how computers work with input, output, processing, storage sémed programs.

Know the components of a typical personal computer system.

Explain the differences between proprietary software, commercial software, shareware, open
source software, freeware, and public domain software.

Know what a file specification path is.

Know the different kinds of wired and wireless LANs and list advantages and disadvantages.
Understand how the Internet works.

List some security risks of using the Web.

= =4 -4 A
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3 CIS110 Integrated Business Applications

Course Description

This course is intended to be a first look at Integrated Microsoft Business Applications using MS OFFICE
2010. No experience with a computer is assumed and no mathematics beyond the high school
freshman level is required. Microsoft Office applicationgered are MS Word 2010, MS PowerPoint

2010, MS Excel 2010, MS Outlook 2010 and MS Access 2010.

Course Outcomes

Upon completion of this course the student will be able to:

Create and update meaningful text documents using MS Word.

Design and creatmeaningful and exciting presentations using MS PowerPoint.
Send and receive email as well as schedule tasks and meetings in Qutlook
Utilize the functionality and productivity tools of Microsoft Office.

Explain the basic capabilities and functionalityvbtrosoft Excel.

Explain the basic capabilities and functionality of Microsoft Access.

= =4 =4 4 -8 9
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3 CIS120 Microsoft Excel

Course Description

This course is designed to teamhd acquaint students with the propgrocedures to create Excel
2010workbooks and worksheets suitable for coursework, professional purposes, and personal use.
Course focus will include the utilization of many functions and features that make Excel a valuable
software tool and wilklso focus on the discovery of undenlg functionality of Excel 201€b students
can become more productive in the workplace.

Course Outcomes

Upon completion of this course, the student will be able to:

Demonstrate the use and navigationtbe Excel 201@raphical user interface.

Create and raintain multipleworkbook solutions in Excel 2010

Use Excel Functions and Formulas to calculate financial data.

Create and Integrate chtand graphics into Excel 20d0cuments.

Access and search the Excel Help and Office Online system for spéaifiation as needed.
Demonstrae the use of advanced Excel 2G&0hniques such as Whiit Analysis and Pivot
Tables.

1 Use Microsoft Excel 20H3 a tool to provide business financial solutions.

= =4 =4 4 -8 9

3 CIS130 Relational Btabase Management

Course Description

This course is designed to teaahd acquaint students with the proper procedures to create Access
2010 databases and tables that are suitable for coursework, professional purposes, and personal use.
Course focus will include the utilization of many f@ais that make Access 2007 a valuable software

tool to retrieve, change and store data as needed.

Course Outcomes

Upon completion of this course, the student will be able to:
Demonstrate the use and navigation of the Access 2010 graphical user interface
Describe what a relational database is and why it is important.
Create an Access database.

Create Access tables.

Input data into and work with data in an Access table.

Create a table relationship.

Create a relationship between two Access tables.

Create gorimary key.

Describe referential integrity and how to use it.

Create a query and use it within a database.

Create a form and use it within a database.

Create a report and use it within a database.

Create and modify SQL statements.

=4 =4 8 4 -8 _9_45_4_°_2._-2._-2-2_-2
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3 CIS140 Programming Logic and Design

Course Description

This course is designed to be a languagkependent introduction to programming logic. Course will
focuson fundamentals of programming logic such as introductory concepts, structure, decision
making, looping, array manipulation, calling methods, ob@anted programming, GUI
programming, UML, File Handling. Students will create many different logicdsdigions during the
course.

Course Outcomes
Upon completion of this course, the student will be able to:
1 Understand the Program Development Life Cycle
Use Structured Logic to Design High Quality Programs
Use File Handling in Applications
Use Arraysindexed Files, and Linked Lists
Understand Object Oriented Design
91 Design Evenrbriven GUI Programs
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3 CIS150 Programming in MS Visual Basic 2008 |

Course Description

This course in Microsoft Visual Basic 2008 utilizes an innovativebgtepep pedagogywhich
integrates demonstrations of professionquality programs with irdepth discussions of
programming concepts and techniques and opportunities for hamgractice and
reinforcement. The course will help students to create useful, realistic, anéapyy

applications, building their confidence and skills while guiding them to select appropriate Visual

Basic 2008 programming methods.

Course Outcomes
Upon completion of this course, the student will be able to:
1 Learn the fundamentals of the MS Visual Basic 2008 programming language
1 Understand and apply GWIgraphical user interface design principles
1 Apply the development cycle when creating applications
1 lllustrate wellwritten and readable programs using a disciplined coding style, including
documentation and indentation standards
1 Create Visual Basic applications that deploy on multiple platforms such as handheld
computers, cell phones, web pages, Windgwnd Office environments
1 Modify and Debug Visual Basic programs
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3 CIS160 Programming in MS Visual Basic 2008 II

Course Description

This course provides students the opportunity to improve and enhance their Visual Basic skills by
adding meng, common dialogs, procedures, functions and Arrays. Also covered is debugging the
applications and creating and distributing a Windows based application. Then students will study
Classes and how to access and update records in a database from withumah Basic

application. The course concludes with a discussion of Web Applications and console based
applications.

Course Outcomes
Upon completion of this course, the student will be able to:
1 Modify and Debug Visual Basic .NET applications
1 Adding Menus and dialogs to create a more polished user interface
1 Use of Functions, Arrays and Classes to improve performance of applications
1 Access and update database records from a Visual Basic created application

3 CIS200 Java Programming |

Course Description

This course is designed to teach students how to effectively and efficiently create Java applications.
Students will learn objeebriented programming, how to manipulate data using methods, how to
create menus and buttons and more. Séunds will then apply this knowledge to create Java
applications to solve reatorld business problems.

Course Outcomes
Upon completion of this course, the student will be able to:
9 Create a Java Application and Applet
 Manipulate Data Using Methods
1 UseDecision Making and Repetition with Reusable Objects
1
1

Use Arrays, Loops, and Layout Managers Using External Classes
Create Menus and Button Arrays Using the Abstract Windows Toolkit

3 CIS210 Java Programming Il

Course Description

Thiscourse RSAA Iy SR (G2 SyKFIyOS aiddzRSy i Qaentsmasthaviee (2
completed CI200JAVA PROGRAMMING | before enrolling in this course. Course will focus on
advanced topics such as Swing interfaces, Writing Data, Using Collectib8triags in a reusable

class, Abstract Classes and Interfaces, Using JDBC and Web Servlets.

Course Outcomes

Upon completion of this course, the student will be able to:
Use Swing Interfaces

Explain the use of volatile and nonvolatile data

Write data to dfile

Create a reusable class

Describe a relational database

Access Databases using JDBC

Utilize Servlets when programming Web applications
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