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International School Of Health, Beauty & Technology 

Current Tuition  

Effective 06/14/2010 
 
Dental Assisting                    $13,480 
     DA Text and workbook, Uniforms, Supplies       $450 
     Registration Fees      $65  
       Total $13,995 
 
Massage Therapy        $8,945 
     Text books, Kit, Supplies, Uniforms      $346 
     Registration Fees      $65    
       Total $9,356 
 
Medical Assisting      $13,480 
     MA Text and workbook, Uniforms, Supplies     $450 
     Registration Fees      $65    
       Total $13995 
 
Medical Coding and Billing Specialist    $13,480 
Text, workbook, Uniforms, supplies                               $450 
 Registration Fees                   $65 
       Total $13,995 
 
Phlebotomy Technician      $590 
     Books & Materials      $95 
     Insurance, Kit, Supplies & Uniform    $110 
     Registration Fees      $65 
       Total $860 
 
Home Health Aide         $460 
     Books & Materials, Uniforms, & Supplies      $120 
     Registration Fees      $65 
       Total  $645 
 
Cosmetology       $13,490 
     Text and Workbook, Kit & Supplies, Uniform       $440 
      Registration Fees      $65 
            Total $13,995 
 
Barber Styling       $12,290 
     Text and Workbook, Kit & Supplies, Uniform      $ 640 
     Registration Fees      $65 
       Total $12,995 
 
Skin Care Specialist                                 $1095 
     Text & Workbook, Kit & Supplies, Uniform                            $225  
     Aids 101 Certificate                $20 
     Registration Fees      $65    
       Total $1,405 
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International School Of Health, Beauty & Technology 

Current Tuition  

Effective 06/14/2010 
 
 
 
Manicures, Pedicures, and Nail Extensions                     $895  
     Text & Workbook, Kit & Supplies                        $180 
     Aids 101 Certificate              $20  
     Registration Fees      $65 
       Total   $1160  
 
Full Specialist                    $6,500 
     Text, Workbook, Kit & Supplies                     $385 
      Registration Fees      $65 
       Total $6,950 
 
Permanent Cosmetic Make-up                  $1,750 
     Text, Kit & Supplies      $445 
     Registration Fees      $65 
       Total $2,260 
 
Advanced Product Program                   $345 
     Registration Fees      $65 
       Total $410 
 
Sculptured Tip Specialist                                              $300 
   Registration Fees      $65 
       Total $365 
 
ESL        $5700 
  Registration Fees      $65 
       Total    $5765 
 
Medical Administrative Assistant                               $13,020 
    Text, Kit & Supplies                  $910 
    Registration Fees                  $65 
         Total $13,995 
 
Medical Insurance Coding & HIPPA Compliance                               $13,020 
    Text, Kit & Supplies                 $910 
     Registration Fees                 $65 
           Total $13,995 
 
Network Engineering      $13,020 
    Text, Kit & Supplies       $910 
    Registration Fees      $65 
           Total $13,995 
 
Secure Wireless & Networking Technology                             $13,020 
    Text, Kit & Supplies      $910 
    Registration Fees      $65 
         Total $13,995 
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International School Of Health, Beauty & Technology 

Current Tuition  

Effective 06/14/2010 
 
 
Business Office Technology                           $13,020 
    Text, Kit & Supplies      $910 
    Registration Fees      $65 
         Total $13,995 
 
 
Entrepreneurship                               $13,020 
    Text, Kit & Supplies                  $910 
    Registration Fees                   $65 
         Total $13,995 
 
Fitness and Personal   Training               $13,020 
    Text, Kit & Supplies                  $910 
    Registration Fees                   $65 
         Total $13,995 
 

Licensure fees (estimated at $85 and subject to change) are not included unless specified. 
Registration Fee A $65.00 registration fee is included to the above and must accompany the completed enrollment 
paperwork before being considered for acceptance. This fee is nonrefundable except as noted under ñCancellation and 
Refund Policyò. Additional hours-- any student requiring additional hours to complete the program beyond the scheduled time 
will be assessed a $15/hr fee in addition to the regular fees. 
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Purpose                                                                         

The purpose of this catalog and Student Handbook is to provide the student with the necessary 
information to make a rational choice in obtaining training for a new career through International School 
of Health, Beauty & Technology. 
 

Philosophy and Objectives 
 International School of Health, Beauty & Technology is dedicated to providing individuals 
with a viable alternative to the traditional college learning environment. Our approach is to not only 
provide theory in the classroom, but to also provide the students with the opportunity to obtain the 
necessary hands-on training to assist them in meeting the current job market entry level requirements 
and experience. The schoolôs curriculum, having been designed with this philosophy and objective in 
mind, has been written allowing a student to start most programs on any Monday the school is open. The 
completion date will vary depending on which course of study he or she chooses scheduled vacations, 
and Leave of Absences. Please see individual programs for length of training. 
 

Mission Statement 
ü To provide quality education in health, beauty & technology 
ü To provide competence in the practical skills application of each area. 
ü To build strong self-confidence and esteem with each student. 
ü To provide the necessary assistance for successful employment in the field. 
ü To provide all of the above with focus on each studentôs individual needs. 

 

Description of Facilities 
 International School of Health, Beauty & Technology is conveniently located in Lauderdale 
Lakes, Fl on the southeast corner of West Oakland Park Blvd and St. Rt. 7/441. Our campus is easily 
accessible from the southeast Florida area via the Florida Turnpike or I-95. Public bus transportation is 
also readily available with stops within one block of the school location. 
Our Campus is equipped with several classrooms, a medical/ nursing lab, as well as complete 
cosmetology facilities. There is ample parking and several restaurants that are located within walking 
distance of the school. The facility is handicap accessible, fully air-conditioned, and utilizes modern 
equipment to provide an excellent environment to pursue academia and career training. Class sizes are 
kept small and limited to 30 students in each classroom in order to provide a more direct 
instructor/student relationship conducive to learning and individualized attention. 
  

License 
 International School of Health, Beauty & Technology is licensed by the Commission for 
Independent Education, Florida Department of Education. Additional information regarding this institution 
may be obtained by contacting the Commission at 325 W. Gaines Street, Suite 1414 Tallahassee, Florida 
32399, (888) 224-6684. 
 

Ownership and Governing Body 
 International School of Health, Beauty & Technology is owned by Superior Career 
Institute, Inc. which is incorporated under Florida Business Corporation Law. The school was established 
in 1979 as the Institute of Nail Technology, Inc., and was doing business as The Academy of Health & 
Beauty Care. In 2002 the name was changed from Academy of Health & Beauty Care to Hope Career 
Institute and in 2006 changed to International School of Health, Beauty & Technology (ISHBT). 
Mr. Sam Hiranandaney is the President and Chief Executive Officer of the corporation. 
 



 

Vol. XV- Rev 06/14/2010             www.ISHB.edu 

 
8 

Accreditation 
The school is accredited by:  Council on Occupational Education, 41 Perimeter Center East, NE, 

Suite 640, Atlanta, GA 30346  Phone: (770) 396-3898 
 

Campus Safety 
 International School of Health, Beauty & Technology maintains a well lit facility with off 
street parking area. While every effort is taken to provide a secure learning environment the 
administration should immediately be informed of any unauthorized people on the premises. 
International School of Health, Beauty & Technology is a private facility and permits no use of 
drugs or alcohol anywhere on the property (inside or out), and smoking is not permitted within the 
building. Fire arms are forbidden. In the case of an emergency the local fire or police should be 
summoned immediately. 
 

Fire Precautions  

         During orientation students should familiarize themselves with all emergency exits and evacuation 
procedures in the event of an emergency.  
To reduce the risk of fire no smoking is permitted anywhere inside the building. 
 

Handicapped Access 
     The building is readily accessible for handicapped individuals with an entry/ exit ramp and 
handicapped restroom facilities. While the facility is handicap accessible, and the institute adheres to the 
American with Disabilities Act, some of the programs offered require manual dexterity and may not be 
suitable for all individuals. International School of Health, Beauty & Technology will not exclude 
any handicapped person from enrolling in a course of instruction.  
       

Drug Policy 
     International School of Health, Beauty & Technology is in compliance with Federal Government 
Regulations for a drug free workplace for both students and employees. No alcoholic beverages are 
permitted on school property either in the building or parking area. 
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Student Handbook 

 

Admissions Policy, Requirements, and Procedures 

Admissions Policy 
     It is the policy of International School of Health, Beauty & Technology to recruit and admit only 
those students who can demonstrate a sincere desire to succeed in a new career and have a positive 
attitude toward learning. We share a goal with our students to provide them with quality training in the 
shortest possible time and to get hands- on experience positioning the student to immediately accept 
employment upon graduation. 
 

     Interested candidates are encouraged to set an appointment with an Admissions Representative for 
an interview that will last approximately 45 minutes, with an additional 15 minutes for a complete tour of 
the facility. 
 

     Realizing the importance of family support all prospective students are encouraged to invite a spouse, 
parent, relative and/ or friend to accompany them to the interview and tour of the facility. We also 
encourage family and friends to enroll at the same time as this practice makes it easier to establish study 
groups or to assist when one partner has to be absent or needs an encouraging word. 
 

Admissions Procedure and Requirements 
All applicants must meet the following requirements: 

1) Be at least 16 years of age. 
2) For programs of 600 hours or more requesting financial aid submit a High School Diploma or 

GED, or a passing score on the Wonderlic Basic Skills Test (Ability to Benefit test) with minimum 
score of 200 Verbal and 210 Quantitative. 

3) Have a personal interview and tour of the facility. During this time the Admissions Representative 
will discuss the studentôs desires and goals, previous training or work experience, and the 
suitability of the program the student wishes to enroll in to meet their needs or desires. With the 
Admission Representativeôs recommendation the student may then apply for entry. 

4) Complete the standard admissions application and submit official transcripts, GED, resumes, or 
other related materials to be reviewed by an Admissions Representative and or the Director for 
final determination on entry. 

5) Have a personal interview with the Financial Aid officer to discuss the payment plan or financial 
aid assistance. 

6) Vaccination for communicable diseases and health status if requested. 
7) Pay a non-refundable $65 registration fee (refunded only if not accepted) or request hardship 

deferment. 
8) Complete and sign the enrollment agreement (under age 18 requires signature of parent or 

guardian). 
 

         Once the completed application package (including all of the above) is received it will be reviewed 
by the Director of Admissions or the Institutesô Director for final approval. Notifications are sent on an 
ongoing basis and the student will be notified as soon as possible. International School of Health, Beauty 
& Technology enrolls applicants without regard to race, color, sex, physical handicap or national origin. 
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Academic Affairs 

 

Attendance 
     Attendance is an essential part of success in any training program, and is of utmost importance in 
setting good work skills. Potential employers may inquire about a studentôs attendance and absences 
become a permanent part of the student file. All students are expected to attend all classes as 
attendance is taken on a daily, class by class basis.  A student must notify the school when an absence 
occurs. Unexcused absences must be made up.  Students having in excess of 3 days of unexcused 
absences within a 30 day period may be given a warning. Five days of unexcused absences within a 30 
day period may be placed on probation. Six or more days within a 30 day period, or more than 10% of 
total program length of unexcused absences may result in dismissal from the program and the student 
may not receive their financial aid.   This will result in the student being responsible for payment. 
For an absence to be excused a student must present one of the following (within two days of returning to 
school): 
 1) A note from a physician, dentist, hospital, etc.  
 2) A note from your employer. 
 3) A note from court. 

4) A note from a Dr. or childôs school showing your childôs absence. 
5) An obituary showing the death of an immediate relative (spouse, mother,    father, brother, 

sister, or your child) 
6) A written request which may be accepted at the discretion of the director. 

It is the studentôs responsibility to make up any missed class/ lab work on their own time (during lunch, 
after school, etc.). All missed class work must be completed before serving an externship and in order to 
be eligible for graduation.  
 

Tardiness 
     All students are required to arrive prior to class time so as to not disrupt the class and to develop a 
professional work attitude. Any student arriving late or departing early will have this time recorded as time 
out of class and counted towards absence time. Repeated tardiness may be grounds for dismissal. 
  

     Students arriving more than 15 minutes late will not be permitted to enter class until the next class 
break (with time reported as absent). 
 

Clinical and Service Performance 
 To be eligible to graduate students will be required to complete a certain minimum number of 
clinical or service (cosmetology) procedures. While these are only the absolute minimum number of 
procedures students are required to complete, the student may be assigned extra procedures at the 
discretion of the instructor or director.  Any student refusing to do extra procedures or abusing clinic rules 
will be dismissed for the day and recorded as time absent. Please remember you are paying for your 
education, and we want you to get the most experience you possibly can. 
 

Withdrawals 
     If a student wishes to withdraw from school the student should notify the instructor and the Director in 
person, or in writing. 
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Grading 
     Students are constantly evaluated by many criteria including attendance, participation, completion of 
assignments, and written and/ or performance (practical) exams. Students will receive written grade 
reports upon the completion of each test/ assignment, with a cumulative grade point average determined 
on an ongoing basis as course work is completed. Certificate courses (if available) will receive a written 
grade report upon completion of the course. All class, lab and externships will be graded by the following 
scale: 
 

A     Excellent      90-100 4.0 GPA     
B     Very good     80-89 3.0 GPA     
C     Average      70-79 2.0 GPA      
D     Poor         60-69 1.0 GPA 
F     Failure                            below 60 0.0 GPA 
S    Satisfactory     
U    Unsatisfactory 

       

 

*Satisfactory and Unsatisfactory grades will not be used to figure GPAôs. 
 

Make- Up Policy 
     All assignments, tests, etc. are due as scheduled. If the student contacts the instructor directly the 
instructor may (but is not required to) accept overdue assignments. Missed exams will result in a failing 
grade unless extenuating circumstances caused the studentôs absence. Any missed exams may be 
made-up (within three school days of the original exam) only with the instructors approval and then only 
under valid reasons for absence.  
 

Incomplete 
     Any student not completing all required course work including externships by the end of their 
scheduled term will be given a grade of Incomplete. All incomplete work must be made up within two (2) 
weeks of the end of the course (unless extenuating circumstances are approved in writing) or the 
incomplete will result in a grade of óFô). 
 

Transfer of Credits 
     A student may receive transfer credit(s) for a course only after official transcripts (and course 
description) are received and evaluated by the instructor and school director. A minimum grade of óBô 
must have been achieved within the past year of the first day of classes at International School of Health, 
Beauty & Technology. All transfer credits may require a test-out by the student (as determined by the 
instructor and/ or Director) to be administered prior to the first day of regularly scheduled classes. 
     Due to program variations a maximum of ½ or 50% of previous hours obtained through another school 
or program will be credited to any program at International School of Health, Beauty & 

Technology. 

 

     Our programs are intended to prepare the student for careers in employment fields with much 
emphasis on the practical hands-on training. The credits are not necessarily designed to be transferred to 
other certificate, diploma, or degree programs, and this decision is left up to the total discretion of the 
receiving institution. International School of Health, Beauty & Technology has absolutely no 

control, and does not guarantee the transferability of any credits into or out of this school. 
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Repeating of Courses 
     A student must repeat a course (at the next available offering--on a space available basis) in which he 
or she received a grade of óFô. The new grade will be used for computing the grade point average, 
although the original grade will still remain on the permanent transcript but will not be used in the GPA 
calculation.  
 

Class Hour Definition 
     International School of Health, Beauty & Technology defines one class/ lab hour as the credit 
awarded for a course/ class according 50 minutes of contact time during a 60 minute period. Class hours 
are as follows:  

Cosmetology Related Programs 

Days 8:30ARE- 3:00PM (Mon ï Fri)  Nights 5:00-10:00PM (Mon ï Thurs & Sat) 
Health Related Programs 

Days 8:30 ARE- 3:00PM (Mon ï Fri)  Nights 5:00-10:00PM. (Mon ï Fri) 
Programs with Sat hours 

9:00AM- 3:00PM. 

 

Transfer of Students within Programs 
     If a student decides that they prefer to transfer from one program to another offered by this school he 
or she should consult with the Admissions Director for the program currently enrolled in. Any such 
transfer must be accompanied by a new enrollment agreement for that program. All grades received in all 
prior programs will remain on the studentôs file and only if the program curriculum for the new course 
enrolled is relevant to the course transferred to would the grades be transferred into their cumulative 
GPA. 
 

Satisfactory Academic Progress 
     The performance of each student will be evaluated at regular intervals and upon completion of each 
module or course. All students are required to maintain attendance and a minimum 2.0 cumulative GPA 
for Health related programs, and 75% minimum for all Cosmetology Programs. Any failed courses must 
be repeated at the next available offering and at additional cost. Students not meeting these criteria will 
be placed on academic probation for 60 days. At this time the student will either continue on probation for 
one additional 60 day term, or be removed from probation provided they meet attendance and a 
cumulative 2.0 GPA. A student who fails to attain satisfactory progress by the end of the second 
óprobationaryô term will not be eligible for enrollment. All students must complete all program 
requirements within 150% (one and one half times) of the normal program length.  
 

Student Appeal of Probationary Status 
     A student whose training is interrupted by the school for unsatisfactory progress may file a written 
appeal for reinstatement with the Director. The written appeal process must be initiated by the student 
and be received by a school official within three business days of the termination. All appeals received 
within these guidelines will be acted upon within ten (10) business school days of receipt by the school. 
For these purposes a business school day is considered a weekday when the school is in session. The 
Director may waive interim satisfactory academic progress standards provided the student can 
demonstrate that mitigating circumstances had an adverse impact on the studentôs progress.  
 

*Absolutely no waivers will be provided for graduation requirements. 
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Academic Honors 
     Academic honors are awarded in each program and students are recognized for academic 
achievement above 3.4 GPA and for perfect attendance. To be eligible a student must have completed 
all class and clinical work during that term. These awards can be very helpful when pursuing 
employment. 
 

Leave of Absence (LOA) 
     A leave of absence may be granted in accordance with Federal Title IV Refund Regulations. LOAôs 
may not exceed 180 days, the maximum time allowed over the entire course for an individual student. 
 

 Request for a Leave of Absence Form  

     A request for a Leave of Absence form must be completed and signed by the student. If however, due 
to unforeseen circumstances, a student is prevented from completing the Request Form, the institution 
may grant the student's request for a leave of absence with documentation as for the reason of its 
decision and then later collect the signed form from the student.  A school official must approve all leave 
of absence requests. 
Federal regulations allow an approved leave of absence of no more than 180 days in any 12-month 
period.  A student may be granted more than one leave of absence in the event of catastrophic illness 
affecting the student or the studentôs immediate family, military service requirements, or jury duty, 
provided that the combined leaves of absence do not exceed 180 days within the 12-month period.  . 
A student on a leave of absence will incur no additional charges by the school.  Any student failing to 
return to school after the expiration of a leave of absence will be withdrawn from school on that day and a 
withdrawal date will be based on the schoolôs refund policy and all refunds will be due 30 days from that 
date. 
 

Termination and Dismissal 
     International School of Health, Beauty & Technology reserves the right to terminate a studentôs 
enrollment for any one of the following reasons:  
 1) Nonpayment of tuition  
 2) Unsatisfactory academic progress 
 3) Unsatisfactory attendance-- including tardiness 
 4) Failure to submit course work as scheduled 
 5) Nonconformity with policies, regulations, or Code of Conduct. 
 6) Conduct damaging to any facility 
  7) Disruptive behavior or unprofessional conduct. 
 8) Plagiarism (cheating) 

Changes in Program 
     International School of Health, Beauty & Technology reserves the right to make changes in the 
equipment and curriculum to reflect technology, to consolidate classes, and to substitute or replace 
instructors as needed. International School of Health, Beauty & Technology also reserves the right to 
cancel or postpone any program when enrollment is insufficient or due to circumstance beyond our 
control. 
 

Statement of Non- Discrimination 
International School of Health, Beauty & Technology does not discriminate on the basis of age, 
sex, religion, national origin, or physical handicap. Any grievance pertaining to such should be directed to 
the school Director. 
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Student Services 
 

Orientation 
     Orientation will be held for all new students prior to beginning any program. You will be notified of your 
scheduled orientation which is mandatory prior to attending class. The orientation gives the student the 
opportunity to review the Student Handbook, familiarize themselves with financial aid procedures, career 
search and education activities, and campus facilities. The entire staff is available to answer questions, 
schedule appointments, and to alleviate studentôs concerns. 
 

Counseling Services 
     The entire staff at International School of Health, Beauty & Technology is here for your 
support. If you feel in need of any type of Academic, Administrative, or Financial Aid counseling, please 
ask your instructor or come to the admissions office for assistance, or to set up an appointment. We are 
here to help you make the most of your learning experience and transition into your new career. 
 

Dress Code 
     Since a studentôs appearance reflects on their class performance, their actions, and professionalism 
International School of Health, Beauty & Technology has adopted a specific dress code. We at 
International School of Health, Beauty & Technology feel that the way you dress should be 
appropriate to the type of career for which you are training. Since employers and other professionals will 
be visiting our school on occasion we feel it is very important to portray a professional image. Specific 
attire will be addressed during orientation. All students and faculty are required to dress in a business 
appropriate manner depending on their program. All uniforms will be specified prior to enrollment. All 
attire (including uniforms) shall be neat and clean-pressed at all times. Students appearing for class, 
clinic, salon, or lab time without proper attire will be dismissed resulting in tardiness or absence recorded 
on their record.  
     

      Due to the frequency of hand washing, students are encouraged to keep jewelry to a minimum. Face 
and/or visible body piercing is not allowed. All necklaces should remain covered by clothing, and no 
dangling earrings (longer than one inch) should be worn. You will be working in environments where such 
jewelry will interfere with the client/patient, or your work. Long hair should remain pulled back or worn in a 
style that keeps it out of the studentôs and patientôs/ customerôs face. No hats, bandanas, or head wear 
permitted in class or clinic. 
 

Child Care 
     Children are not permitted on the campus during regular school hours; however there may be 
occasions of after school activities and social functions where children may be welcome. Child Care is 
solely the studentôs responsibility. Each student should make arrangements for child-care (and backup 
services in case of emergency), as absences due to lack of child care will not be excused. 
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Career Development 
 

Career Development Counseling 
     A vital part to any career training is job placement. Job placement preparation will begin prior to your 
graduation with interview and resume techniques. International School of Health, Beauty & 

Technology will keep an updated file of employerôs that contact our office looking for assistants. These 
contacts will be furnished to students as available. We will also transmit any information to prospective 
employers to assist in your job search. 
 

     Even though every effort will be made to assist in career placement, International School of 

Health, Beauty & Technology can not and does not guarantee placement. If any instructor, 
representative, or other employee of International School of Health, Beauty & Technology tells you 
otherwise please inform the Director immediately in writing. Successful placement is based not only on 
educational achievements of each student, but also on his/ her desire to succeed, professionalism, and 
positive attitude. 
 

Externship 
     International School of Health, Beauty & Technology believes that hands-on experience is a 
vital part to any training program and has included an externship in some programs to provide for this. All 
externships shall be arranged by the Institute and the student must complete the externship prior to being 
eligible for graduation. Externships are scheduled for five days/ week and eight hours/ day unless prior 
hours are arranged in writing and approved by the Program Director or Director of Education. Externship 
hours may require the student to arrange evening and Saturday hours on occasion. All fees must be paid 
to the school before being eligible for externship. 
 

Student Activities 
 

Assemblies and extracurricular activities 
     All students are encouraged to attend óextracurricularô activities which may or may not be required as 
part of the regular curriculum. Certain activities or assemblies may occur during regular class hours and 
may require student attendance. Certain activities may incur an extra cost to the student and International 
School of Health, Beauty & Technology will make every effort to inform you of these prior to the activity 
should you desire to attend. Any ñextra costò activities will not have mandatory attendance. 
 

Campus Soliciting 
     Students are prohibited from any type of solicitation or canvassing on campus for sales of any type of 
articles, magazines, or merchandise. Certain charitable events may be permitted on a limited basis and 
must be approved by the Director/ President. 
 

Student Grievance Procedure 
     Any and all student grievances must be handled according to the following procedure in the order 
listed (Skipping steps will not speed up the process). All Steps should include copies of the previous 
steps correspondence and results in writing. 
Step1) Within 24 (twenty four) hours of any such incident or action the student must file a written 

grievance (letter) with the program instructor, who will then attempt to resolve the conflict through 
an informal conference with the parties. 

  Step 2) if the grievance remains unresolved then the Dean or an Admissions Officer should be notified 
and a second conference will be scheduled within 24 hours. 
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Step 3) in the unlikely event the grievance still remains unresolved after the above steps are completed 
the student may petition the Director (in writing) for a formal review. The Director (or his 
designated representative) will take whatever steps are deemed appropriate to resolve the 
matter. This may involve dismissing the grievance due to insufficient cause or evidence, or a 
formal hearing in more severe cases. The Director or designated representative will render a 
decision which is final and binding on all parties. 
In the unlikely event the grievance has not been resolved after all previous steps are followed a 
formal grievance may be filed with the:   

Council on Occupational Education, 
 41 Perimeter Center East, NE, Suite 640, Atlanta, GA 30346       

Phone: (770) 396-3898 

 

Code of Student Conduct 
     Since proper conduct is conducive to the educational objectives of International School Of Health, 

Beauty & Technology the following óCode of Conductô is established. Any violations will result in 
disciplinary action which will vary depending on the severity of the case, and may result in termination of 
enrollment for more severe matters, or repeated offenses. The Code applies to school property as well as 
any function or event pertaining to the school off premises. 
       

1) Plagiarism or cheating 
2) Giving false information on applications, forms, or other school papers. 
3) Forgery or altering of school documents, records, or identification. 
4) Physical or verbal abuse (including obscene, racial, or sexually harassing language) of any 

person. 
5) Theft or damage to private property on campus, or at school events. 
6) Behavior that threatens the health or safety of other people or property. 
7) Unauthorized use or misuse of school property, including, but not limited to, attempting to 

remove property from the Learning Resource Center or Campus Supply Center which has not 
been properly checked out. 

8) Misuse or unauthorized use of school equipment --including telephone.   
9) Cell phone usage is prohibited within the school and should be turned off prior to entering. 
10) The possession, sale, or use of any drugs (except as permitted by law), alcohol, firearms, or 

fireworks are strictly prohibited.  
11) Drunken, lewd, indecent, obscene, or sexually harassing behavior is forbidden. 
12) Giving false testimony or evidence at a school hearing. 
13) Constant tardiness or disrupting class, or not following directives of staff. 
14) Any behavior that violates any state or local laws or ordinances. 
15) Follow all policies and procedures as printed in the catalog/student handbook. 

 

Anti- Hazing Policy 
     International School Of Health, Beauty & Technology does not permit any type of ñInitiationò or 
ñHazingò of new or currently enrolled students. Any such action will result in disciplinary action and 
possible termination of enrollment.  
 

Disciplinary Actions 
     The resulting disciplinary action will depend on the severity of the violation and may simply involve a 
verbal warning, probation, or suspension. More severe cases can result in termination of enrollment and 
referral to local authorities in case of criminal activities. Repeated offenses may also result in suspension 
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or termination of enrollment. Students attend International School Of Health, Beauty & Technology 
to obtain training for a professional career and are expected to act professionally while attending.  
 
     Upon applying for admission the student agrees to adhere to the professional image and Code of 
Conduct which prospective employers may be looking for. If, in the opinion of International School Of 

Health, Beauty & Technologyôs faculty and staff, a student does not adhere to this conduct then 
International School Of Health, Beauty & Technology may take corrective action which could result 
in temporary suspension of class privileges, or termination from the program. In the case of suspension 
or termination the student will have 24 hours to file a written appeal with the Director. A hearing will then 
be scheduled and the panelôs decision will be final and recorded with the registrarôs office. 

Program Completion and Graduation 
     Students have officially completed their designated program when all requirements listed in the 
program description of the course have been satisfied, all class hours or credits are met, and an overall 
minimum 2.0 GPA has been attained. Additionally, all financial requirements must be satisfied prior to a 
degree or diploma being issued to the student. Once all these requirements are met the student will 
officially be eligible to graduate. 
 

Certificates and Diplomas 
     Students that successfully complete all requirements for a specific program will be awarded a Diploma 
or Certificate depending on the program. 
 

Weather Information 
     Classes will be dismissed early or canceled when the administration deems that the weather 
conditions would threaten the health or safety of the students, faculty, or staff. As a general rule if the 
local school district has an early dismissal or cancellation due to weather, the Director may also dismiss 
or cancel classes. If in doubt, call. 
 

Academic Calendar 
     International School of Health, Beauty & Technology is structured on a module system which 
allows students to enroll in most of our courses throughout the year. Each of these programs is set up 
with a number of modules which correspond to the number of months in each program description. Once 
a student is accepted for admission he/ she will be able to start at the beginning of the next module. 
 

Holidays and Vacation Breaks 
         International School of Health, Beauty & Technology will observe the following Holidays and 
there will not be any classes in session: New Years Day, Memorial Day, Independence Day, Labor Day, 
Thanksgiving Day and day after, and Christmas Eve and Christmas day. 

Student Lounge 
  The student lounge is provided for students, faculty, and staff for enjoyment and relaxation. Please keep 
the area clean and place garbage in the provided receptacle. Food and drink are only permitted in the 
lounge area and may not be taken into classrooms, labs, clinics, study areas, or offices. 

Telephone/ Messages 
     Students are not permitted to use administrative telephones which are intended for official business 
purposes. Classes will not be interrupted to deliver messages except under emergency situations.  

Cell phones/ beepers are to be turned off while in the school. 
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Bulletins/ Student Announcements 
      The student bulletin board is located in/ near the student lounge area. It is the studentôs responsibility 
to check the board on a daily basis for personal notices and announcements.  
 

Learning Resource Center (LRC) 
     International School of Health, Beauty & Technology is equipped with a Learning Resource 
Center (LRC). The LRC may be equipped with books, periodicals, educational video and audio tapes, 
and other informative materials on programs offered by International School of Health, Beauty & 
Technology.  No materials of any type are permitted to be removed from the LRC without properly 
obtaining written permission ahead of time. Any such removal will be considered theft and cause for 
suspension or termination. 
 

On line Programs 
 In addition to our campus programs International School of Health, Beauty & Technology is proud to now 
offer the on line programs. This would enable students to pursue their education that cannot come to the 
campus. Our dedicated team of professionals can help you reach your academic goals, while the unique 
platform & intimate class sizes are designed with an individualôs success in mind.  Please refer to page 

42 in the catalog for more details on the programs offered. 
 

Financial Assistance Services 

 
     Your decision to attend International School of Health, Beauty & Technology should be based 
on your desires and aptitude in our programs, and not on your ability to meet educational costs. Our 
belief is that no student should be denied an opportunity to pursue his/ her career because of a lack of 
financial resources. If you find yourself in need of financial assistance please discuss this with your 
Admissions Officer on your initial campus visit and we will do our best to assist you. International 

School of Health, Beauty & Technology is approved for Title IV with a Financial Aid Director to assist 
you. Currently Pell Grants, Guaranteed Student Loans, and Supplemental Education Opportunity Grants 
(SEOG) and a $1,000.00 scholarship offered by the Institute are available to those that qualify. 
 Please contact the Financial Aid Director   for details 
 

Participation in FFELP student loan programs 
 

Entrance Counseling 
Before the school disburses your Federal Stafford Loan (subsidized or unsubsidized), regulations require 
that you complete an entrance counseling session. The counseling session provides information about 
how to manage your student loans, both during and after school. During your orientation session, you will 
be informed of the time when to attend the entrance counseling session. 
 

Exit Counseling 
Before you graduate (or if you drop below half-time attendance), regulations require that you complete an 
exit counseling session. The counseling session provides information about how to manage your student 
loans after school. You will be informed in your class about the schedule for your exit interview. Please 
ask your Financial Aid Counselor to schedule one for you in case you intend to drop below half time 
attendance. You will not be able to receive any completion certificates or transcripts, till you attend the 
Exit Counseling session. 
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Payment Plans 
     Although most students pay tuition in full upon acceptance and entry, International School of 

Health, Beauty & Technology has tuition payment plans available for students who may need income 
from part-time employment or family members to cover educational costs. Please consult the enrollment 
agreement for your particular program for further information. 
 

 

Academic Status 
     Any student on probation may still be eligible for financial assistance. Students on suspension or 
dismissed are terminated from financial aid eligibility. 

Tuition and Fees 
     Tuition and fees are billed in advance and are due at the time of registration. The tuition for each 
specific program is detailed on the student enrollment agreement, and on the ñCatalog Supplement.ò Any 
financial aid arrangements must be completed prior to attending class. Students not fulfilling their 
financial obligations as agreed to will not be permitted to attend class. International School of Health, 

Beauty & Technology reserves the right to change tuition, fees and costs under our control, but no 
changes will be made with currently enrolled students except under extreme circumstances and only then 
with advance notice. If the student does not complete the program within the stated completion time, the 
student will be charged $15.00 per scheduled hour until the program is completed (which must be paid 
weekly). 

 

Registration fee 
     A $65 registration fee must accompany completed enrollment paperwork before being considered for 
acceptance. This fee is nonrefundable except as noted below under ñCancellation and Refund Policyò. 
 

Transcripts 
     Academic transcripts are issued by the registrarôs office on written request and mailed directly to the 
receiver. One official transcript will be sent free of charge: thereafter a $20 transcript fee must 
accompany each request. Transcripts are issued when all financial obligations to International School 

of Health, Beauty & Technology have been satisfied. 
 

Cancellation and Refund Policy 
     International School of Health, Beauty & Technology realizes that in rare instances certain 
circumstances may arise causing a student to change their career plans. In this event a cancellation and 
refund policy has been established to provide fairness to the student and International School of 

Health, Beauty & Technology. All refund policies are in compliance with the Commission for 
Independent Education Regulations. An applicant signing the enrollment agreement does not constitute a 
binding contract until it is accepted by an authorized representative of International School of Health, 

Beauty & Technology.  

 

1) Should student be terminated or cancel for any reason, all refunds will be made according to the 
following refund schedule: 

 
2) Withdrawal must be made in person or by certified mail. 

 
3) All monies will be refunded if the school does not accept the applicant or if the student cancels 

within three (3) business days after signing the Enrollment Agreement and making initial 
payment. 
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4) Cancellation after the third (3rd) business day, but before the first class, will result in a refund of 

all monies paid, with the exception of the registration fee. 
 

5) Cancellation after attendance has begun, but prior to 60% completion of the program, will result 
in a pro rata refund computed on the number of hours completed to the total program hours. 

 
6) Cancellation after completing 60% of the program will result in no refund. Full tuition will be due. 

 

7) Termination Date: The termination date for refund computation purposes is the last day of actual 
attendance by the student unless earlier written notice is received. 

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

 
9) A student can be dismissed, at the discretion of the Director, for insufficient progress, non-

payment of costs, failure to comply with rules, or for 6 unexcused absences within 30 days 
totaling 10% or more of the program clock hour length. 

 
10) Supplemental fees, such as textbook, uniform, kit or supply fees are nonrefundable once issued 

to student. 
 

If the student does not complete the program by the stated completion time the student will be charged 
$15.00 per clock hour (to be paid weekly) until the program is completed. 
     International School of Health, Beauty & Technology reserves the right to cancel any class that 
does not have sufficient enrollment. If due to lack of enrollment, or program cancellation and the student 
do not agree to reassign to another program or time, the student will receive a refund of tuition based on 
the above refund schedule. 
 

Past Due Accounts 
     Students with overdue accounts may not be permitted to attend class or will be placed on probation, 
suspension (up to 30 days), or terminated until account is made current. Students will not be assigned a 
clinical rotation or externship until accounts are current. Any accounts 60 days overdue will be referred to 
a collection agency at the discretion of International School of Health, Beauty & Technologyôs 
administration. All tuitions, fees or other debt to the school must be paid in full before beginning an 
externship or applying for graduation.                           
 

 

 

 

 

 

 

 

 

 

 



 

Vol. XV- Rev 06/14/2010             www.ISHB.edu 

 
21 

Career Programs 
 

Dental Assisting 
The Dental Assisting Program includes, but is not limited to, interpersonal skills, development, safe and 
efficient work environment, CPR and AIDS awareness, various entry level chair-side and expanded 
function dental assisting skills, and entry level dental office administration training with effective 
communication skills. Upon successful completion a Diploma will be issued. 
 

Program Objective 
This program is intended to prepare students for employment as entry level dental assistants in dental 
offices and clinics. It is also beneficial to provide supplemental training for individuals previously or 
currently employed who would like to expand their duties or advance in their career.  
Program Breakdown by Subject                 Lecture      Lab  

Course                                                                      Hours                 

DA-101 Intro to the Dental Profession      7  0 
Introduction to and history of dentistry, 
Educational requirements and intro to the dental team. 
DA-102 Oral Health and Nutrition      14  0 
The significance of nutrition and the effects 
On dental health will be learned. Also preventive 
Dentistry and fluoride will be explained. 
DA-103 General Anatomy and Physiology     21  7 
General anatomy and physiology of the human 
Body will be covered as it pertains to dentistry. 
DA-104 Head and Neck Anatomy      21  7 
Anatomy of the head and neck receives special 
Emphasis here in dentistry. Bones, muscles, 
Nerves and circulation will be covered. 
DA-105 Embryology and Histology      21   
Course covers embryology, tooth development 
Structures and supporting tissues. 
DA-106 Tooth Morphology                    21  7 
Types of teeth, parts of the tooth, anatomical 
Structures, deciduous and permanent teeth and 
associated structures. 
DA-107 Dental Charting       14  7 
Different types of charting and tooth numbering 
Systems used in dentistry including commonly  
Used abbreviations, symbols, and colors. 
DA-108 Microbiology        21   
A brief history of microbiology followed by 
The exploration of bacteria, viruses, and molds. 
The assistant will also learn diseases of major  
Concern and how the body resists diseases. 
Pre-clinical Skills  
DA-109 Infection Control       16  7 
 
Principles of infection control, transmission routes, 
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Dental Assisting Continued 
Program Breakdown by Subject                  Lecture    Lab  

Course                                                                      Hours        Hours          

Regulations, sterilization, and clinical asepsis. 
DA-110 HIV/ AIDS 101          5  
Causes of disease, precautions & Aids 101 
DA-111 Mgmt of Hazardous Materials      14  7 
Proper techniques to handle sharps and 
Hazardous chemicals and materials. 
DA-112 Preparation for Patient Care      14  14 
How to properly prepare a patient for treatment, 
Completing the patient history, clinical evaluation,  
And obtaining vital signs. 
DA-113 Pharmacology        28  7 
This course will cover commonly used drugs 
In dentistry, drug laws, Prescriptions, 
administration routes and types of drugs. 
DA-114 Emergency Mgmt         21  7 
Types of emergencies in a dental office, 
 how to manage each and basic CPR. 
Clinical Dental Procedures  
DA-115 Intro to chair-side Assisting      21  7 
Office layout and care, patient preparation, 
Operator and assistant positioning, patient 
 Dismissal, operating field, and instrument transfer. 
DA-116 Chair-side Inst. and Tray Systems     14  7 
Different instruments used for basic chair-side 
Procedures, different typeôs rotary instruments, 
Hand pieces, and tray setups. 
DA-117 Management of Pain and Anxiety     14  7 
Most commonly used anesthetics and sedation 
used in dentistry. Nitrous analgesia. 
DA-118 Dental Radiography       28  14 
Radiation and exposure techniques, quality 
Assurance and dental x- ray procedures. 
Dental Specialties (includes following courses) 
DA-119 Endo, oral surge. Oral path., Ortho     28  7 
Dental Specialties of Endodontics, Oral Surgery, 
Oral Pathology and Orthodontics will be discussed. 
DA-120 Pediatric, Perio, Prosthodontics     28  7 
Pediatric Dentistry, Periodontics, Fixed & 
Removable Prosthodontics will be discussed. 
Restorative and Lab Materials and Techniques 
DA-121 Chair-side Restorative Materials     21  10 
Materials used to treat patients, types of filling 
Materials, cements, and bonding agents. 
DA-122 Lab Materials and Techniques      21  14 
Types of impression materials, dental stone, 
Waxes, impression trays, and temporary restorations. 
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Dental Assisting Continued 
Program Breakdown by Subject              Lecture      Lab  

Course                                                                     Hours              Hours         

DA-123 Dental Expanded Functions- Intro     14  14 
The duties performed by expanded duties 

Dental assistant will be covered. 
Dental Practice Management   
DA-124 Dental Office Management      21  14 
óFront officeô duties including scheduling, 
Telephone techniques, records management, 
Accounts receivable and accounts payable. 
DA-125 Ethics and Jurisprudence      14   
Laws as they pertain to dentistry, patient 
Confidentiality and standard of care. 
DA-126 Employability Skills       14  14  
Resume preparation, job searching techniques, 
Job Interview techniques.          
 
TOTAL          476            185 
 
DA-EXT- Dental Assist. Extern.    40 hours/ week X 6 weeks      240 hours total 
Total Class Hours  476 
Total Lab Hours   185 
Total Externship   240 
Total Program   901 clock hours 
 
Approximate Program Length          Days- 27 weeks       Nights- 37 weeks 
 

Career Opportunities 

*Dental Administrative Assisting 
*Dental Receptionist 

*Dental chair-side Assisting 
*Dental Insurance Billing 

*Dental Assistant Lab Technology 
*Oral Surgery Dental Assistant 
*Orthodontic Dental Assistant 

Expanded Functions Dental Assistant with further training 
 

DA-EXT   Externship      

The student will serve an externship at an actual working environment performing the duties assigned by 
the staff to enable the student to get actual hands-on experience. The externship must be completed to 
be eligible for graduation.   Prerequisite: All required courses. 
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Massage Therapy     
The Massage Therapy program includes but is not limited to interpersonal skills development, safe and 
efficient work practices, health and safety, anatomy & physiology, and related modalities pertaining to the 
massage profession. Upon completion of the program a Diploma will be issued. 
 

Program Objective 

To educate and train students enabling them to successfully achieve licensure by the State of Florida as 
a licensed Massage Therapist. 
 

Program Breakdown by Subject                Lecture         Lab 
Course                         Hours           Hours 
MST-101 Anatomy & Physiology                                     200   
Anatomy and Physiology courses are divided 
Into a series of ñmini-coursesò each covering a 
Different subject of the human body.  
MST-102 Basic Massage Therapy/ Practicum            300                78 
Techniques & methods of beginning massage 
Therapy. Includes hands- on practice of massage. 
MST-103 Florida Statutes and History of Massage    10 
Florida Statutes and laws as they pertain to  
The Massage Profession is discussed. 
MST-104 Theory & Practice of Hydrotherapy                15 
Principles of Hydrotherapy and  
Hands-on practice is presented. 
MST-105 Allied Modalities                                             93 
Different modalities and techniques of 
Professions related to massage therapy. 
MST-106 HIV/AIDS                                                         4 
 
TOTAL                   622  78 
 
Total class hours  622 
Total Lab Hours     78 
Total Hours       700 clock hrs    
Approximate program length 23 weeks / 6 months 
 

Career Opportunities 

*Salons 
*Day Spas 

*Hotel Massage parlors 
*Cruise ship Massage 
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Medical Assisting 
The Medical Assisting program includes, but is not limited to, interpersonal skills development, safe and 
efficient work practices, health and safety, medical terminology, career and job preparation, and medical 
office procedures.  
 
Program Objective 
This program is designed to prepare students with the necessary skills for employment as a medical 
assistant in both administrative and clinical capacity. 
Program Breakdown by Subject                       Lecture         Lab 
Course                             Hours           Hours 
 
MA-101 Introduction to health care providers     28          
A brief history of Medicine, the Health Care 
Team and the different types of Medical 
Practice Specialties. An overview of the Duties, 
Characteristics and Professional Conduct.      
MA-102 Medical Ethics and Liability      14          
Ethical and legal responsibilities and professional 
Liability concerning the Medical Team. 
MA-103 the Office Environment       28       14 
Efficient office design, ergonomics, commonly 
Used office equipment, safety, security, emergency 
and preparing for daily activities. 
MA-104 Interpersonal Communications     14          
The conduct and interaction between the 
Assistant and the patient and other team members 
will be discussed. Includes Body Language, Mental 
And Emotional Status, Influencing Behaviors, Right 
To Privacy, Choice of Treatment, Terminal Illness, 
Intra-office Communications, Career Entry, Employee 
Evaluation and Medical- Legal Ethical Highlights. 
The Administrative Assistant 
MA-105 Oral and Written Communications       28      14 
Instruction on Telephone Usage and Etiquette, 
Scheduling Appointments, Written Communications, 
Sending and Receiving Office Communications. 
MA-106 Records Management          21        7 
Covers the Patientôs Medical Record and methods 
Used for dating, correcting, maintaining, filing,  
And Medical-Legal Ethical requirements and 
Confidentiality of patient information.     
MA-107 Collecting Fees          21      14 
Bookkeeping Procedures, Medical Care 
Expenses, Credit Arrangements, Computer Billing, 
And Collecting Overdue Payments. 
MA-108 Health Care Coverage (Insurance)        21       14  
The Fundamentals of Managed Care and 
Insurance Terminology. Different types of insurance 
Completing, filing, and following up with claims. 
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Medical Assisting Continued 
Program Breakdown by Subject                       Lecture         Lab 
Course                             Hours           Hours 
 
MA-109 Medical Office Management          28       14 
Banking Terminology, writing checks, processing 
Patient payments, making deposits, reconciling 
Bank statements and petty cash.  
MA-110 Anatomy & Physiology I            28         7 
Anatomy and Physiology courses are divided 
Into a series of ñmini-coursesò each covering a 
Different subject of the human body. These include 
Intro to Anatomy, Nervous System, the Senses, 
Integument, Skeletal, and Muscular System. 
MA-111 Anatomy & Physiology II           28        7 
Continuation of study of human body including: 
Respiratory System, Circulatory System, Immune 
System, Digestive System, Urinary System, Endo-crime 
System and Reproductive System. Students 
Must successfully complete all 13 mini-courses 
In order to get credit for Anatomy and Physiology. 
 
The Clinical Medical Assistant 
MA-112 HIV/ AIDS 101           5 
MA-113 Preparing for Clinical Duties       14       7 
Guidelines for the Personal safety and well-Being  
of the staff and patients. Infection control 
Guidelines, disease prevention & transmission, 
Care of instruments and sterilization. 
MA-114 Patient Database & Prep for Exam      28     14  
Collection of information and a properly completed 
Patient chart.  The Medical history, height, weight, 
Vital signs and methods for triage will be discussed. 
Preparing the patient for the doctorôs examination, 
Including positioning and draping, preparation for eye 
And ear exams, Preparing the Exam room and patient.  
MA-115 Specimen Collection & Lab Procedures        28       7 
This course explains types of specimens & lab 
Tests performed for patients in a medical office 
MA-116 Diagnostic Tests, X-rays, and Procedures     21     14 
This prepares the student for assisting with 
Diagnostic tests, cardiology procedures, 
Diagnostic procedures and radiological examinations. 
MA-117 Minor Surgical Procedures        21      7 
Preparing the patient for minor surgical in office 
Procedures. Skin preparation, use of sterile environment 
& gloves & assisting procedures will be discussed. 
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Medical Assisting Contôd 
 
Program Breakdown by Subject                   Lecture         Lab 
Course                       Hours           Hours 
MA-118 Pharmacology for Medical Assistants        28     7 
Prescription and non- prescription drugs including 
Commonly prescribed medication, writing prescription, 
Recording medication, methods of administration, 
And injections and immunizations. 
MA-119 Emergencies, Acute Illness, Accidents & CPR       35    21 
Managing Emergencies in the medical office, 
Emergency services, acute illnesses, first aid 
In accidents, injuries and CPR. 
MA-120 Behaviors Influencing Health         21       7 
Behaviors influencing health including Nutrition, 
Exercise, Weight control, Mobility assistance, 
Habit- forming substances, and Stress management. 
MA-121 Employability Skills          14              14 
Resume preparation, job searching techniques, 
Job Interview techniques.    
TOTAL                                   474  189 
Medical Assisting Externship    
40 hours/ week X 6 weeks      240 hours total       
             
Total class hours  474 
Total Lab Hours   189 
Total Externship   240 
Total Program   903 clock hours  
 
Approximate Program Length Days- 27 weeks          Nights- 37 weeks 
 

Career Opportunities 

*Medical Assistant Administrator 
*Medical Receptionist 

*Medical Assistant Clinical 
*Medical Insurance Billing 

*Laboratory Assistant 
*Blood Bank Assistant 
*Physical Therapy Aide 

*plus more.... 
  
MA-EXT   Externship      
The student will serve an externship at an actual working environment performing the duties assigned by 
the staff to enable the student to get actual hands-on experience. The externship must be completed to 
be eligible for graduation.       Prerequisite: All required courses. 



 

Vol. XV- Rev 06/14/2010             www.ISHB.edu 

 
28 

 
 

Medical Coding & Billing Specialist 
This program provides the necessary training for a student to become familiar with medical procedures 
and insurance as well as the coding & billing for medical procedures. Upon completion a diploma will be 
issued.  
 
Program Objective 
To teach the entry level student the skills required to obtain employment as a medical records coder and 
insurance biller in a medical facility. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours  
MC-101 Anatomy & Physiology         30             14 
Anatomy and Physiology courses are divided 
Into a series of ñmini-coursesò each covering a 
Different subject of the human body.  
MC-102 Medical Terminology         30             7 
Common words and phrases and study of 
Medical roots will be covered. 
MC-103 Medical Law and Ethics        24             6 
Ethical and legal responsibilities, and 
Professional liability concerning the Medical Team. 
MC-104 Pharmacology for Medical Assistants        32             7 
Prescription and non- prescription drugs including 
Writing prescription, recording medication, methods 
Of administration, and injections and immunizations. 
MC-105 Records Management             36              14 
The Patientôs Medical Record-- correcting,  
Maintaining, filing, and Medical-Legal Ethical 
Requirements and confidentiality of patient information. 
MC-106 Intro to Medical Insurance           36              14 
Fundamentals of Managed Care and 
Insurance Terminology, Different types 
of insurance. Completing, filing, and 
Following up with insurance claim forms. 
MC-107 Diagnostic Coding           36              14 
Coding for diagnostic tests, cardiology 
Procedures and radiological examinations. 
MC- 108 CPT Coding               36              14 
Insurance coding using Current Procedural 
Terminology (CPT) 
MC-109 Managed Care                26              7 
Principles of managed care-- HMO and PPO. 
MC-110 Anesthesia and Surgery Coding         30              7 
Special coding used for surgical procedures. 
MC-111 Integument Coding           30              7 
Coding for procedures involving the skin. 
MC-112 Orthopedics               24              7 
Coding for procedures involving feet. 
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Medical Coding & Billing Specialist contôd 
 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
MC-113 Cardiology Coding          24              7 
Coding for procedures involving the heart 
MC-114 Female Reproductive System            24             7 
Coding for procedures involving the female 
Reproductive system. 
MC-115 Radiology and Laboratory       24              7 
Coding for x-rays or lab work.  
MC-116 Billing and Collections              36              7 
Bookkeeping Procedures, Medical Care 
Expenses, Credit Arrangements, Computer 
Billing, and Collecting Overdue Payments. 
MC-117 Claim Filing               40               7 
Procedure and protocol for filing insurance claims. 
MC-118 Insurance Audit and Appeals Process       30               7 
The audit process and proper filing procedures. 
MC-119 Intro to Computers         36              14 
Basic computer course introducing the student 
To computers used for billing and coding. 
MC-120 Keyboarding                 48              30 
Beginning keyboarding or typing. 
MC-121 Writing Essentials          24              12 
Basic grammar and usage for medical offices. 
MC-122 Employability Skills                14  14 
Resume and Cover letter preparation, 
Job searching techniques, Job Interview techniques.    
 
TOTAL                     670            230 
 
Total class hours  670 
Total Lab Hours   230 
Total Program   900 clock hours  
 
Approximate Program Length     Days- 30 weeks            Nights- 35 weeks 
 

Career Opportunities 

*Hospital Billing 
*Doctorôs Office 

*Medical Insurance Company 
*Medical office coding and billing 

*Medical Claims Office 
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Phlebotomy Technician 
The program is divided into two parts. The first is a 110hour theory/lab course and hands-on practice. The second 
part is a 90 hour externship in a clinical setting such as a medical office or hospital under the direct supervision of a 
registered lab technician, RN or Physician. Pre-requisite health care background 
Program Objective 
To prepare the student to perform skin veni-puncture & to obtain employment as a Phlebotomy 
Technician. Completion of this course prepares the student to take the NHA Exam, the passing of which 
entitles them to Certification by the National HealthCare Association. 
Program Breakdown by Subject      Lecture          Lab 
Course                                                        Hours            Hours 
PH-101 Intro & Terminology             6 
Introduction to phlebotomy and the terminology. 
PH-102 Anatomy & Physiology              12 
Study of Anatomy & Physiology as it Pertains to phlebotomy. 
PH-103 Heart & Circulatory System             8 
Special emphasis on the heart & Circulatory 
Systems pertaining to phlebotomy. 
PH-104 Blood Composition              4 
Study of blood types and composition. 
PH-105 Pediatric & Neonatal Care                6 
Needs of special care for pediatric & infants. 
PH-106 Lab Procedures               10             5 
Sterile Culture, blood gas, bleeding time, slides. 
PH-107 Quality Control- Isolation                 6 
The importance of quality control in samples. 
PH-108 HIV/ AIDS 101- Health Safety & Infection control            6 
Principles of Health, Safety, and Infection Control. 
PH-109 Technique- Skin & Venipunctures             10            10 
The student will learn the required skills to Use for skin  
and venipuncture techniques. 
PH-110 Legal Issues & Professionalism                6 
Legal aspects, confidentiality and professional 
Attitudes will be discussed. 
PH-111 Emergencies & CPR               12              5 
Possible emergencies & CPR care. 
PH-112 Employability Skills                      4 
Resume/Cover Letter preparation, job 
Screening, techniques, interview techniques.     
 
TOTAL              90           20 
PH-EXT    Externship-  
Student must perform 100 venipunctures & 25 skin punctures for completion of the course. 90 hrs. 
Total Class Hrs.   110 
Externship               90 
Total Program      200 hourôs          
 Approximate Program length- 6 weeks 
 
*The student will be issued a diploma upon successful completion of the program. 



 

Vol. XV- Rev 06/14/2010             www.ISHB.edu 

 
31 

 

Home Health Aide 
The program is designed to train students to provide assistance to a patient in the home. 

Program Objective 

To train a student the necessary skills required to obtain an entry level position as a Home Health Aide. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
HH-101 Home Health & Responsibilities of the Aide       4 
Legal & Ethics-Job description and duties. 
HH-102 Communication Skills               3 
Communication skills for the elderly or disabled. 
HH-103 Safety- Common Hazards, Body Mechanics           4 
Common hazards in the home as well as Techniques in  
body mechanics are taught to avoid patient or operator injury. 
HH-104 Homemaking Services                 4   
Skills of the homemaker and household care. 
HH-105 Stages of Development              8 
Care of birth through Geriatrics will be discussed. 
HH-106 Infection Control- HIV/AIDS 101                5 
Principles of infection control and HIV/AIDS. 
HH-107 Mental Health--bio-psycho-social support                        3 
Patient mental health and how it effects Overall care  
and well being. 
HH-108 Digestion & Nutrition                  3 
Principles of diet and nutrition and Patient feeding will  
be discussed. 
HH-109 Elimination                  4  
Principles of elimination and monitoring patient  
intake/ output for health. 
HH-110 Anatomy & Physiology                   14 
General anatomy and physiology as it pertains to the  
home bound patient care. 
HH-111 Anatomy & Physiology Disorders                7 
Common disorders encountered in home bound  
patient care and proper care of such. 
HH-112 Caring for the Client with special needs-           8 
Cancer, Alzheimerôs, AIDS, Terminally Ill techniques  
used to care for the patient with special handicaps or needs. 
HH-113 Maternal Care              3 
Care of mother (after birth) in homecare setting. 
HH-114 Infant Care               3 
Techniques in homebound infant care. 
HH-115 Employability Skills            2 

Resume/Cover Letter preparation, job  
screening, techniques, interview techniques.     
Total             75 
Approximate program length- 3 weeks. 
*The student will be issued a diploma upon successful completion of the program. 
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Cosmetology and Beauty Programs 
 

Cosmetology 
The Cosmetology program encompasses several occupations, including hairstylist, hairdresser, shampooer, skin 
care specialist and nail technician.  

Program Objective 

     The student should be prepared to work as a professional hair stylist, colorist, knows treatments for 
any disorders or diseases of the scalp, and knows how to give facial and nail care procedures. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
COS-101 Florida Laws & Rules          20 
Laws, rules, & regulations in relation to customer 
Protection. Also to educate on the transmission, 
Control and prevention of HIV & Aids and AIDS 101. 
COS-102 Chemical Waving & Relaxing      100            65 
Chemicals and implements in waving and relaxing 
Hair to make it more manageable for the client. 
COS-103 Hair Shaping        200                   75 
Implements and supplies used in cutting hair in 
A requested style in specific times (15-30 min.) 
COS-104 Hair & Scalp Treatment         60            45 
To provide a beneficial service of stimulation to contribute to 
A healthy scalp and to select specific treatment that will 
Improve the appearance of the clientôs hair. Following proper 
Safety precautions in the application procedure. 
COS-105 Hair Coloring        150            45 
To change the clientôs hair through the use of semi- 
Permanent, permanent and lightening products; proper 
Steps to safeguard the client in giving the desired service. 
COS-106 Shampoos and Rinses            70            50 
Use of shampoo and chemicals in cleansing the scalp 
And hair in preparation for additional salon services. 
COS-107 Hair Arranging         300          300 
Arranging hair into a style of the clientôs choice through 
The development of dexterity coordination and strength 
In creating designs and patterns in the hair. 
COS-108 Facials/ Make-up/ Hair Removal     120            10 
To gain information an knowledge to give a facial 
Massage treatment. Using chemicals properly in 
Protecting the client from damage. To describe7 
Chemicals, implements and techniques used to correct 
Specific problems according to the clientôs desire. 
COS-109 Sanitation-HIV/AIDS 101           40 
Use of chemical agents and Ultraviolet rays to 
Sanitize implements and equipment in the salon 
And promote good health in the community. 
COS-110 Manicuring & Pedi curing       120           45 
Professional manicuring/ Pedi curing implements, 
Supplies, procedures in shaping and polishing nails. 
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Cosmetology Continued 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
COS-111 Salon Management/ Career Placement        20 
Describe the basic principles needed to plan 
And operate a salon as a successful business. 
To apply for and fill out employment applications.              .                                                                    
Total clock hours        1200        635 
 
Total program length 1200 Hours approximately 40 weeks (days)/ 50 Wks (night class) 
*The student will be awarded a diploma & is eligible for the Cosmetology Board Exam. 
 

Full Specialist 
This 605 hour program is designed to teach the student a complete nail and skin care program. 

Program Objective 
 The student should be able to give a professional manicure, pedicure, apply acrylic nails and to give a facial with 
and without the aid of machines.  
Program Breakdown by Subject      Lecture         Lab 
Course                                                         Hours            Hours 
FS-100 Nail Theory, Practice           85 
Nail structure, nail growth, and nail facts. Study of the anatomy 
Of the hand & foot: study of nail disorders, diseases & causes. 
FS-101   Manicures & Pedicures           30           30 
The enhancement of the fingernail & toenail by 
Soaking, filing, messaging, clipping, & polishing. 
FS-102   Tips with Overlays         27.5           15 
Gluing plastic tip to the fingernail & covering the tip & 
Natural nail with acrylic product made from monomer & polymer. 
FS-103   Sculpturing Using a Form        27.5           15 
Art of placing a form at the fingertip & covering the natural   
Nail by shaping & building a nail over the form with an 
Acrylic product made from monomer & polymer. 
FS-104 Nail Wraps / Mending            15           10 
Protecting the nail from breaking by gluing a type of 
Material to the natural nail, or mending a break in the 
Nail by gluing a material over the split nail. 
FS-105 Nail Capping             10           10 
Covering the natural nail with an acrylic product or 
Gel to protect the nail & to grow the natural nail. 
FS-106 Artificial Nail Removal             5             5 
Several methods of carefully removing the acrylic  
or gel from the natural nail. 
FS-107 Polishing & Nail Art              5             10 
How to beautify the fingernail or toenail 
With designs & colored nail polish. 
FS-108 Airbrushing                                   10            20 
The art of beautifying the nail with designs. 
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Full Specialist contôd 
 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
FS-109 Florida Laws and Rules             6 
Significance of rules and regulations of Florida  
Law 21F-22.004 (1) & (2) covers units 1-2-3 
FS-110 HIV/ Aids 101              4 
Causes, precautions, & presentation of Aids 101 
FS-111 Sanitation & Disinfecting          20 
Protective aids against bacteria, the universal law 
Of health, welfare & safety of the public & not 
Spreading any communicable disease. 
FS-112 Ethics            10 
Professionalism, appearance & attitude. 
FS-113 History of Skin & Skin Functions            5 
The study of the dermis & epidermis & effects 
The skin has on the body. 
FS-114 Disorders of Skin- Special Procedures     10 
Procedures to correct or control skin-disorders. 
FS-115 Analyzation of Skin & Motor Points            5 
Correct use of esthetic machines & their 
Components with electric currents. 
FS-116 Chemistry and product content            5 
The study of product content where, why, & use of same.  
FS-117 Facial Motor Points & Message                    20         20 
Procedures and techniques of facial message. 
FS-118 Treatments & Facial Packs          40         50 
Mask therapy, all facets of applications for the 
Treatment of individual types of skin, with & 
Without the aid of machines and apparatus. 
FS-119Removal of Superfluous Hair                           10         20 
Hair removal with the use of wax and tweezers. 
FS-120 Professional Make-up techniques           10         20 
Correct application of makeup to different 
Types of skin & shapes of face. 
FS-121 Muscle Toning with Machine             10           10 
Using the facial machine to tone & 
Strengthen the facial muscles.                                                                                                                         
. 
 Total Clock Hours                           370               235 
 
Total Program lengthð605 Hours approximately 20 weeks. 
 
*The student will be awarded a diploma  
 
Registered in the state of Florida as a Full Specialist. 
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Barber Styling 
The Barbering Program teaches the student to perform the services of a Barber. 
Program Objective 

The student should be prepared to work as a Barber. The Program offers training in techniques related to 
hair cutting, shaving, massages, facial treatments, and trimming and styling of beard. Students study the 
Florida Laws governing practices of barbering as well as theory related to entry level shop work.     
Students will complete the necessary requirements in order to meet the basic competencies for the 
examination required by Florida State Board of Barbering. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
BS-101 Florida Laws & Rules          20 
Laws, rules, & regulations in relation to customer 
Protection. Also to educate on the transmission, 
Control and prevention of HIV & Aids and AIDS 101. 
BS-102 Chemical Waving & Relaxing        65            65 
Chemicals and implements in waving and relaxing 
Hair to make it more manageable for the client. 
BS-103 Barber Clipping/Cutting        75            75                     
Implements and supplies used in cutting hair in 
A requested style in specific times (15-30 min.) 
BS-104 Hair & Scalp Treatment         45            45 
To provide a beneficial service of stimulation to contribute to 
A healthy scalp and to select specific treatment that will 
Improve the appearance of the clientôs hair.  
BS-105 Hair Coloring          45            45 
To change the clientôs hair through the use of semi- 
Permanent, permanent and lightening products; proper 
Steps to safeguard the client in giving the desired service. 
BS-106 Shampoos and Rinses             50            50 
Use of shampoo and chemicals in cleansing the scalp 
And hair in preparation for additional salon services. 
BS-107 Hair Arranging                      100          300 
Arranging hair into a style of the clientôs choice through 
The development of dexterity coordination and strength 
In creating designs and patterns in the hair. 
BS-108 Facials/ Make-up/ Hair Removal        60            10 
To gain information an knowledge to give a facial 
Massage treatment. Using chemicals properly in 
Protecting the client from damage. To describe7 
Chemicals, implements and techniques used to correct 
Specific problems according to the clientôs desire. 
BS-109 Sanitation-HIV/AIDS 101           40 
Use of chemical agents and Ultraviolet rays to 
Sanitize implements and equipment in the salon 
And promote good health in the community. 
BS-110 Manicuring & Pedicuring       45           45 
Professional manicuring/ Pedi curing implements, 
Supplies, procedures in shaping and polishing nails. 
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Barber Stylist contôd 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
BS-111Barber Shop Management                                            20 
Describe the basic principles needed to plan 
And operate a salon as a successful business. 
To apply for and fill out employment applications.              .                                                                    
Total clock hours        565        635 
Total program length 1200 Hours approximately 40 weeks (days)/ 50 Wks (night class) 
*The student will be awarded a diploma & is eligible for the Barbering Board Exam.  

Manicures, Pedicures, Nail Extensions 
This 240 hour program is designed to teach the students all facets and procedures in caring for the 
fingernail and toe  nail. 
Program Objective 
The student should be able to perform a professional manicure & pedicure, and to properly apply nail 
extensions. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
NT-101 Florida Laws & Rules             5 
Rules & Regulations of Florida Law 
NT-102 HIV / Aids 101           4 
Causes of disease, precautions & presentation of Aids 101 
NT-103 Sanitation & Disinfecting           4 
Protective aids against bacteria, different methods of 
achieving the universal law of health, welfare & safety 
of the public & not spreading any communicable disease. 
NT-104 Ethics                    2   
Professionalism, appearance & attitude, career development. 
NT-105 Nail Theory, Practice & Related Subjects                  85 
Nail structure & growth- study of the anatomy of 
The hand & foot- study of nail disorders, diseases & causes. 
NT-106 Manicures & Pedicures          30           30 
The enhancement of the fingernail & toenail by 
Soaking, filing, messaging, clipping & polishing. 
NT-107 Tips with Overlay         37.5           15 
Gluing a plastic tip to the fingernail & covering the 
tip & natural nail with an acrylic product. 
NT-108 Sculpturing using a Form          37.5           10 
The art of placing a form at the fingertip & covering 
the natural nail by shaping & building a nail over the 
Form with an acrylic product made of a monomer & polymer. 
NT-109 Nail Wraps and/or Mending                15           10 
Protecting the nail from breaking by gluing a type of 
Material to the natural nail, or mending a break in the 
Nail by gluing a material over the split nail. 
NT-110 Nail Capping or Overlay             10           10 
To cover the natural nail with an acrylic product or 
Gel to protect the nail. 
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Manicures, Pedicures and Nail Extension contôd 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
NT-111 Artificial Nail Removal               5               5 
Several methods of carefully removing the acrylic 
Or gel from the natural nail. 
NT-112 Polishing & Nail Art                     5           15 
How to beautify the fingernail or toenail 
With designs & colored nail polish.       
Total Clock Hours                       240          95 
Total Program Lengthð240 hours  approximately 8 weeks. 
*The student will be awarded a diploma & eligible to become registered in the state of Florida as a 
Manicurist, Pedicurist, & Nail Extension Specialist. 
 

Skin Care Specialist 
The 260 hour program will teach the students all facets and procedures in skin care. 
Program Objective 
The student should be able to perform a professional facial and to identify the disorders of the skin and 
the products & procedures used in the care of the skin. 
 
Program Breakdown by Subject     Lecture          Lab 
Course                                                       Hours            Hours 
SC-101 History of Skin and Skin Functions           5 
Study of the dermis and epidermis & the effects the  
skin has on the body. 
SC-102 Disorders of the Skin- Special Procedures       10 
Procedures used to correct and control skin disorders. 
SC-103 Analyzation of Skin & Motor Points          5 
Composition of the skin & anatomy of face and neck. 
SC-104 Electricity & Machine Apparatus         5 
The correct use of esthetic machines & their 
Components with electrical currents. 
SC-105 Chemistry              5 
The study of product contents, where, why & use the same. 
SC-106 Bacteria, Disinfection, Sanitation        20 
Protective aids, different methods of achieving 
Universal law of public health, welfare & safety. 
Preventing communicable disease through sterilization. 
SC-107 Facial Motor Points & Massage       40          40 
Procedures & techniques of facial massage. 
SC-108 Treatments & Facial Packs        90          50 
Mask therapy, applications for the treatment of  
The individual types of skin, with & without the 
Aid of machines & apparatus. 
SC-109 Removal of Superfluous Hair        30          20 
Hair removal with the aid of wax & tweezers. 
SC-110 Professional Make-up techniques      30          20 
The correct application of makeup to the 
Different types of skin & shapes of the face. 
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Skin Care Specialist contôd 
Program Breakdown by Subject     Lecture         Lab 
Course                                                       Hours            Hours 
SC-111   Muscle Toning with Machine              10           10 
Using the facial machine to tone & 
Strengthen the muscles in the face. 
SC-112 HIV/ Aids 101                   4 
Causes of disease, precautions & presentation of Aids 101. 
SC-113 Florida Laws & Rules                                6           
Rules & regulations of Florida Law 21F-22,004 
(1) & (2) units 1-2-3.        
 
Total Clock Hours                 260        140 
Total Program Lengthð260 Hours 9 weeks 
*The student will be awarded a diploma & eligible to become registered 
in the state of Florida as a Skin Care Specialist. 
 

Permanent Cosmetic Makeup 
This program is designed to teach the student methods in the practice and application of inter dermal 
cosmetics or to this profession known as Permanent Make-Up.  
Program Objective 
The student should be able to use the tattoo machine and perform a service on brows, eyeliner and lip-
liner. 
 
Program Breakdown by Subject     Lecture         Lab 
Course                                                       Hours            Hours 
PM-101 Tattooing Law          1 
Significance of rules and regulations 21M-29.002 
PM-102 Introduction to Permanent Makeup      1 
Study of intra-dermal cosmetics (cosmetic tattooing). 
PM-103 Treatment Room & Equipment         2 
Proper way to set up treatment room & use & care of 
Machines. Safety standards, hygienic environment, the 
Usage & disposal of contaminated waste and needles. 
PM-104 Sanitation & Disinfecting-HIV/AIDS 101     3 
Usage of protective aids against bacteria, and safety 
Standards & procedures with the use of hospital grade 
Disinfectants. Presentation of Aids 101. 
PM-105 Pigment Procedure & Mixing        2 
How to blend pigment colors to match skin tones. 
PM-106 Application Techniques      6 
A specially treated printed material is used as a 
Practice sheet specifically designed for practicing 
With the tattoo machine. 
PM-107 Tracing & Filling on fruit skins         3         20 
How to outline the eyebrow and lips 
Before the actual procedure. 
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Permanent Cosmetic Makeup contôd  
PM-108 Color Patch, Pain Preparation, Pre 
& Post Treatment, Client Care           3 
Testing the client for any reaction, applying a topical pain 
Ointment prior to treatment & ice or healing lotion 
after treatment. Current health history of the client 
& appropriate post-treatment care to promote healing. 
PM-109 Application of Treatment on Humans       10           3 
Tattooing the eyebrow, eyeliner and lip liner. This 
Procedure penetrates the skin-- live models 
Are used for each procedure. 
PM-110 Florida Laws & Rules         1 
Significance of rules & regulations of Florida 
Law 21F-22,004 (1) & (2) units 1-2-3.       
Total Clock Hours       32         23 
Total Program Lengthð32 Hours or 1 week           
* Certificate of completion is awarded. 

 

Sculptured Tip Specialist 
This program is designed for licensed cosmetologist, nail technician and non-FL residents to learn the art 

of sculptured nails.                           

Program Objective 
Student will be able to apply acrylic nails with or without a machine. 
Program Breakdown by Subject   Lecture         Lab 
Course                                                     Hours            Hours 
ST-101 Acrylic Nails        25        15 
How to prepare the natural nail, use the brush & how 
To apply the acrylic product (polymer & monomer) 
ST-102 Gel Nails        5          5 
How to prepare the natural nail, use the brush 
& how to apply the gel to the nail.       
Total Clock Hours      30        20 
Total Program Lengthð50 Hours 3 weeks          
*certificate of completion is awarded. 

 

Advanced Product Program 
This program is designed to introduce the licensed specialist or cosmetologist to a new product and to 
educate the technician in proper procedure and technique. 
Program Objective 
The student will be able to identify the proper procedure and technique for the new product being 
introduced. 
Program Breakdown by Subject 
Course       Clock Hours Services  
AP-100 Introducing a new product    8  
 
  
Total Clock Hours    8 (One Day)           

¶ A certificate of Completion is awarded. 
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Network Engineering 
This program prepares students to support and administer network operating environments. 
Program Objective 
To prepare individuals for entry level, middle level and advanced level positions in the field of Computer 
Networking  
 Course         Clock Hours                     Lab Hrs 

NEPC 101-Computer Applications 
This course is designed to teach the practical aspects of the computer 
Application. Students would learn the advanced functionality of 
Microsoft Outlook. Students learn the advanced functionality of Outlook, 
including interactive task and calendaring functions, and practice group 
scheduling. 80   160 

NEPC 102-Computer Fundamentals  80     80 

This course is designed to provide an introduction to the        

hardware components Hard Drive Management, Floppy Drives        

and Diskettes, Monitor Characteristics, familiarize with modems.        

 Computer design requirements, printers, parallel ports and modes. 
Electrical Theory & portable Computers.       

NEPC103- Workgroup Technologies                                                                                                
The course deals with troubleshooting tasks, hardware and software 
installations, configurations, upgrades, and some network and system 
operations tasks. The above courses are designed to provide students 
with introduction to Windows, creating and managing accounts, Network 
access.  120    200 

NEPC104-Wide Area Technologies 
The students learn how to install servers. The above courses are 
designed for students to service and configuration of enterprise-wide 
directory services in a Window Server Environment. 80   80 

NEPC105-Operating System Technologies   
The above courses are designed to provide students with an 
understanding of the wireless technologies an introduction to network 
administration and security. Students will also learn how to configure 
WLAN products, including access points, bridges, client devices and 
accessories. 40    80 

NEPC106-Automation Technologies  
Students will also learn how to configure and install and configure In-
house and external services. The above courses are designed for 
students who focus on overview, codes and regulations pertaining to 
subsystems and components. 40   80 

NEPC107- Project Management 
This course describes the scope, planning definition, verification and 
control, resource identification, cost approximating, cost budgeting and 
cost control. 80     
Total clock hours 520   680 

Total program length 1200 Hours approximately 40 weeks during the day and 50 weeks during the night. 
*The student will be awarded a diploma. 
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ESL (English as a Second Language) 
The ESL program is to enhance the English-language proficiency of foreign students who travel to US to enhance 
their English speaking ability. 
Program Objective 
The course is intended to develop the studentôs ability to use he English language in contemporary   
American Contexts. 
Program Breakdown by Subject     Lecture         Lab 
Course                                                       Hours            Hours 
ESL101- ESL Beginning-I        150 
This course builds on studentsô previous education and 
 language knowledge to introduce basic literacy skills  
and help students adjust to their new cultural  
environment. Normal + Arial Narrow, Justified 
ESL102- ESL Beginning-II       150 
Students will develop the ability to use oral and  
written English for daily needs, acquire basic conversation 
 skills and vocabulary, and use simple sentence patterns.  
ESL103- ESL Intemediate-I      150 
This course expands studentsô essential English communication  
skills and cultural knowledge and introduces the language  
of classroom studies.  
ESL104- ESL Intermediate-II      150 
Students will develop oral classroom skills and reading strategies, 
 expand their vocabulary, and use more complex sentence  
patterns. Students will also learn how to use some school 
 and community resources.  
ESL105- ESL Advanced-I      150 
This course is designed to improve studentsô accuracy in using 
 English In classroom situations, and to help them understand  
the changing world around them. Students will study and  
interpret a range of texts and produce a variety of forms of writing. 
ESL106- ESL Advanced-II      150 
This course prepares students to use English with increasing  
accuracy in most classroom and social situations and to 
 participate in society as informed students. Students will  
develop the reading, writing, and oral presentation skills  
required for success in all subjects. 
Total clock hours       900 
Total program length 900Hours approximately 30 weeks 
*The student will be awarded a diploma 
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ONLINE PROGRAMS 
 

Business Office Technology 
The Business Office Technology Administration program resulting in a Certificate prepares the student for 
entry into the field of office administration and the subsequent information technology associated with 
office administration.  
Program Objective 
The student would be able to Analyze, classify, record and summarize financial transactions, applying 
fundamental accounting principles. Demonstrate knowledge of computer and keyboarding equipment to 
produce and format documents for print and copy. Utilize current software programs for word processing, 
desktop publishing, spreadsheets and databases. 
Demonstrate an understanding of meta-communication and its role in verbal and non-verbal interpersonal 
communication. Develop oral communication skills necessary to conduct personal and telephone 
business transactions in a professional and appropriate manner. Develop written communication skills 
essential for successfully completing critical office writing tasks. Demonstrate effective interview 
techniques and resume formats &transcribe documents. Keyboard at 50 net words per minute    
 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
 IT101-COMPUTER KEYBOARDING         30    30 
 Students will develop or review touch-typing techniques, including alphabetic, 
 numeric, and symbol keyboarding. Speed and accuracy will be developed,  
 and progress will be monitored weekly. 
 IT103-SPREADSHEETS                   30   20 
This hands-on course presents the practical application of the concepts  
and features of a spreadsheet package using spreadsheet functionality.  
 IT104-Graphical Presentation       20          20 
Using a leading presentation application, students will learn the skills and  
principles of effective digital presentations. 
IT105-Word Processing       20 20 
Students will learn basic to intermediate document creation, editing,  
formatting, table creation, graphics insertion, printing and file management, 
 intermediate formatting paragraph techniques, document and table design, 
 graphic features, mail merge, form development, macros, and collaborating  
with Workgroups       . 
IT106-Messaging & Collaboration      20 30 
This course is designed to provide an introduction to personal management  
and collaboration software including email, calendar, contacts, and tasking  
features using Microsoft Outlook 
IT107- Office Equipment & Procedures      30 30 
Students will learn principles of office organization, telephone 
 techniques, equipment and supplies, handling meetings, 
 mail procedures, and travel.  
IT108-COMPUTER FUNDAMENTAL CONCEPTS    10 10 
Fundamentals of computer literacy will be addressed 

including reviewing the main elements of computer hardware and peripherals.  
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Business Office Technology continuedé 
 
AC101-Accounting  I        30 20 
 This course provides the practical application of the 
 concepts and principles of accounting. 
BU101-Business Management & Principles     20 30 
This course introduces American business with an overview of various  
terms and concepts that provide a framework for understanding business. 
BU102 Customer Service Principles      30 20 
This course introduces and reinforces basic service principles and helps 
 students develop professional customer handling and telephone skills. 
BU103- Human Resource Management     30 20 
This course introduces the key principles and methods related to the  
effective use of human resources in organizations. 
BU107-Principles Of Management      30 20 
This course is designed to provide the student with a practical understanding  
of management principles, techniques and concepts. 
BU108- Business Communication      20 30 
This course explores the principles and techniques of effective written  
business communications. 
BU109-Entrepreneurship       20 30 
This course introduces key principles involved in the planning and management  
of business enterprises, especially at the level of small businesses.   
GE 100-Professional and Career Management      20 30 
The student will prepare a resume, a cover letter, and a thank-you letter.  
They will acquire skills necessary to properly prepare typical pre-employment forms.   
             .                                                                    
Total clock hours        360           360 
 
Total program length 720 Hours approximately 11-14 months online. 
 
*The student will be awarded a diploma. 
 
Secure  Wireless & Networking Technology  
The Computer Networking program prepares the student for entry into the field of information technology. 
The student will learn, engage and practice skills in operating systems, applications, networks and 
security systems. 
Program Objective 
The Computer Networking program resulting in a certificate prepares the student for entry into the field of 
information technology. The student will learn, engage and practice skills in operating systems, 
applications, networks and security systems.   
 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
IT-109 Computer and Office Applications     20      30  
This course is designed to provide an introduction to personal  
management and collaboration software including email, calendar,  
contacts, and tasking features using Microsoft Outlook.  
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Secure  Wireless & Networking Technology continuedéé 
 
NT101-PC Hardware Support Skills      20      20 
This course is designed as an entry-level course focused on the essential  
skills of installing and supporting PC hardware.  
NT102-Implementing Windows Operating Systems    20              30  
This course is designed to provide students with the skills and  
knowledge necessary to install and configure current 32 and 64 bit  
operating systems that are part of a work group or domain.   
NT103-Operating System Support Skills 1         10      40  
This course is designed to give students a complete understanding of the 
 skills and techniques required to install and support Windows.  
NT104-Operating System Support Skills, Part 2     20      30   
This course is the second part of a two course sequence designed to give  
students a complete understanding of the skills and techniques required to  
install and support Windows.  
NT105-Network Administration & Support      40               60  
This course is designed to provide students with the knowledge necessary 
 to know the layers of the OSI model, to describe the features and functions  
of network components, and to have skills needed to install, configure, and  
troubleshoot basic networking hardware peripherals and protocols.   
NT106-Implementing a Windows (Secure) Server I    30      30  
This course is designed for students who will focus on performing desktop  
and server installation and configuration tasks, and network and operating  
system management tasks in a Windows environment.  
NT107-Implementing a Windows (secure) Server II    30      70  
This course provides students with skills and knowledge necessary to  
install and configure Windows Server on computers that are part of a  
workgroup or domain.  
NT108-Advanced Network Management     30      70  
This course is designed for students who will focus on installation and  
configuration of enterprise-wide directory services in a Windows Server environment.  
NT113-Wireless Network Installation and Support    10      10  
This course is designed to provide students with an understanding  
of the wireless technologies and infrastructures associated with  
WLAN 802.11 standards, bridge topologies and applications.  
GE100-Professional & Career Development     50      50  
The student will prepare a resume, a cover letter, and thank-you letter.  
They will acquire skills necessary to properly prepare typical  
pre-employment forms. Interviewing techniques are taught and practiced.  
Total clock hours        280          440 
 
Total program length 720 Hours approximately 11-14 months online. 
 
*The student will be awarded a diploma. 
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Medical Administrative Assistant 

The Medical Administrative Assistant Program will prepare students for work in the pre-hospital and 
hospital environments, physiciansô offices, urgent care facilities, and nursing homes.  Graduates will be 
prepared to perform traditional medical administrative responsibilities including greeting patients, 
scheduling appointments, filing records, purchasing supplies and equipment, patient admissions, and 
insurance billing and coding.  Most of this work will be done using computers and special healthcare 
computer programs. 
Program Objective  
The objective of the program, the student will have the ability to develop or review touch-typing 
techniques, including alphabetic, numeric, and symbol keyboarding. Use and understand medical 
terminology as it relates to coding and billing. Organize information relating to patient medical records. 
Know how to use the office applications, track patient payment status. Manage financial information 
relating to insurance carriers, Pursue delinquent bills and claims and use administrative equipment 
skillfully. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
IT101-Computer Keyboarding:                     20      30 
Students will develop or review touch typing techniques, including 
alphabetic, numeric, and symbol keyboarding. Speed and accuracy 
will be developed, and progress will be monitored weekly. 
IT107-Office Equipment & Procedures:       20      30      
Students will learn principles of office organization, telephone 
techniques, equipment and supplies, handling meetings, mail 
procedures, and travel. Familiarity with a variety of office technologies, 
such as fax machines, copiers, and postage machines will be developed. 
IT108-Computer Fundamental Concepts     50              50 
Basic principles of computer terminology, file management, email,  
Internet, basic word processing and spreadsheets will be explored  
in this course. Fundamentals of computer literacy will be addressed,  
including reviewing the main elements of computer hardware and peripherals. 
IT109-Computer and Office Applications     10       20 
This course is designed to provide an introduction to personal  
managementand collaboration software including email, calendar, contacts, 
 and tasking features using Microsoft Outlook. 
MAA100-Introduction to the Healthcare Field:     20               20  
This course is designed for individuals entering the Healthcare Field.  
It will introduce students to the various healthcare environments in  
which they might be working ï from a single physicianôs  
office to larger HMO ï and highlight the similarities they will encounter.  
MAA101-FUNDAMENTALS OF ANATOMY AND PHYSIOLOGY   20               30 
This course provides a basic understanding of the organization 
 of the human body with emphasis on the clinical  
and pathological conditions of all body systems.  
MAA102-MEDICAL TERMINOLOGY      30               40  
This course will provide students with a foundation to recognize  
medical terms using the four word part approach (prefixes, word roots,  
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Medical Administrative Assistant contôd 
 
suffixes, and combining vowels).  
MAA103-Medical Office Procedures & Administration:    30               20  
The course prepares students for the administrative skills medical  
administrative assistants need to know. It covers relevant material  
dealing with medical office & medical records management  
skills, client services skills and responsibilities, client education  
and legal and ethical issues.  
 
MAA104-INSURANCE BILLING AND CODING I     10                10             
This course will prepare students for the necessary procedures  
for medical billing and coding. It will offer guidance for all elements  
of submitting, tracing, compiling, appealing and transmitting  
billing claims for insurance company procedures.  
MAA105-INSURANCE, BILLING AND CODING II                                                   30                  30  
This course will prepare students for the necessary procedures for 
 medical billing and coding. It will offer guidance for all elements of  
submitting, tracing, compiling, appealing and transmitting billing 
 claims for insurance company procedures.  
 
MAA106-Medical Transcription                                                                           20                  30  
This course is designed to introduce the student to machine transcription  
used in medical environments. Students will learn how to operate machine 
 transcription equipment while keyboarding various medical documents  
such as case histories, chart/progress notes, physical examinations,  
and medical correspondence.  
MAA107-Automated Medical Office:                                                               20               20  
Students are introduced to word processing and word processing applications. 
 They will learn the basic formatting of simple tables, reports, and business  
correspondence. Continued emphasis will be placed on building speed and  
accuracy.  
MBC106-HIPAA OVERVIEW: PRIVACY AND SECURITY                                     30                   30  
This course will provide students with the knowledge necessary to  
comply with the topics related to privacy and security within the Medical 
 Office Environment.  
GE100-PROFESSIONAL AND CAREER DEVELOPMENT                                  20                   30  
The student will prepare a resume, a cover letter, and a thank-you letter.  
They will acquire skills necessary to properly prepare typical  
pre-employment forms. Interviewing techniques are taught and practiced.  
Total clock hours        330            390 
 
Total program length 720 Hours approximately 11-14 months online. 
 
*The student will be awarded a diploma. 
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Medical Insurance, Coding & HIPAA Compliance as Licensed in the CIE 

database 

This program provides students with a solid academic foundation and the critical skills needed in 
healthcare billing and coding practices, and the technologies that support them. 

Program Objective 

Successful graduates will be well-prepared to enter the health care field as billing and coding specialist 
as both physician-based and in-patient-coders, with a valuable level of technological competence, 
interpersonal abilities, and a keen understanding of the value and importance of correct billing and 
coding. 
Program Breakdown by Subject      Lecture         Lab 
Course                                                        Hours            Hours 
MAA101-FUNDAMENTALS OF ANATOMY AND PHYSIOLOGY   20                30  
This course provides a basic understanding of the organization of the 
 human body with emphasis on the clinical and pathological conditions 
 of all body systems.  
MAA102-MEDICAL TERMINOLOGY      20       20 
This course will provide students with a foundation to recognize medical  
terms using the four word part approach (prefixes, word roots, suffixes,  
and combining vowels).  
MAA104-INSURANCE BILLING AND CODING I     30               30  
This course will prepare students for the necessary procedures for medical  
billing and coding. It will offer guidance for all elements of submitting, tracing,  
compiling, appealing and transmitting billing claims for insurance company  
procedures.  
MAA105-INSURANCE, BILLING AND CODING II                                       20                 30  
This course will prepare students for the necessary advanced procedures for  
medical billing and coding.  
MBC101-FUNDAMENTALS OF MEDICAL CODING I                           40                  60  
This course provides instruction in the fundamentals of medical coding.  
It details how to operate todayôs common coding systems, including  
Current Procedural Terminology, International Classification of Diseases 
 9th Revision, Clinical Modification (ICS-9-CM), ICD-9-CM Official Coding  
Guidelines and CMS Healthcare Common Procedural Coding system.  
MBC102-FUNDAMENTALS OF MEDICAL CODING II             40                    60 
This course provides instruction in the fundamentals of medical coding.  
MBC103-ADVANCED MEDICAL CODING I             50                   50  
This course will include material covering Evaluation and Management of  
Services, Anatomical Coding and Procedural Coding.  
MBC104-ADVANCED MEDICAL CODING II                                                  50                   50  
This course provides more in-depth coverage of the codes required to  
bill insurance companies for services. It will include material covering  
Evaluation and Management of Services, Anatomical Coding and  
Procedural Coding.  
MBC105-MEDICAL BILLING AND CODING PREPARATION AND PRACTICUM 30              40        
This course provides a review of medical coding processes and procedures,  
including practice test activities and simulated certification examinations.  
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Medical Insurance, Coding & HIPAA Compliance contôd 
 
to apply their knowledge of procedural and anatomical coding in an abstract manner.  
This course will review anatomical terminology and reimbursement issues.  
MBC106-HIPAA OVERVIEW: PRIVACY AND SECURITY   10             20 
This course will provide students with the knowledge necessary  
to comply with the topics related to privacy and security within  
the Medical Office Environment. It will cover aspects of the 
 Health Information Portability and Accountability Act (HIPAA.)  
GE100-PROFESSIONAL AND CAREER DEVELOPMENT                                  10            10  
The student will prepare a resume, a cover letter, and a thank-you letter.  
They will acquire skills necessary to properly prepare typical  
pre-employment forms. Interviewing techniques are taught and practiced.  
Total clock hours        320         400 
Total program length 720 Hours approximately 11-14 months online. 
 
*The student will be awarded a diploma. 

Entrepreneurship 
This program is designed to prepare the successful student, displaced worker, or individual who is re-
entering the work force for a career as a small business owner. The program will help the student to have 
the ability to Demonstrate and understand the basics of business and management principles, Perform 
basic record keeping and accounting functions, Be able to analyze financial spreadsheets, P&L reports 
and other finance reports, Manage human resources and understand their importance Develop an idea 
for a small business into a quality, workable business plan. Understand venture capitalization, 
management issues, and marketing topics related   to small business  
Program Objective 
Program Breakdown by Subject    Lecture                              Lab 
Course                                                      Hours                                Hours 
BU101-BUSINESS AND MANAGEMENT PRINCIPLES 
This course introduces American business with an overview of 
various terms and concepts that provide a framework for 
understanding business. Topics include business operational 
environments; organizational structures; management roles and 
functions; and the complexities involved with managing 
marketing, operations, information technology, finance, and 
human resources. 30  20 

EN101-BUSINESS ETHICS AND LAW 
This course provides a study of the American legal system and 
how business organizations operate within that system, as well 
as an overview of the ethical issues and considerations that 
businesses encounter. Students learn about business law and 
ethics, contracts and sales, consumer protection issues and laws, 
agency and employment issues and laws, computer privacy 
issues, real property issues, and other relevant topics. 40   

AC101- ACCOUNTING I 
This course provides the practical application of the concepts and 
principles of accounting. Using problems and exercises, students 
will learning accounting concepts and procedures. 30  20 
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Entrepreneurship contôd 
BU107-PRINCIPLES OF MANAGEMENT 
This course is designed to provide the student with a practical 
understanding of management principles, techniques, and  
concepts. Course topics include an overview of the nature of 
organization and the primary functions of the manager: creating, 
planning, organizing, motivating, communicating, and controlling. 40   

BU108-BUSINESS COMMUNICATION 
Effective written and oral communications skills for business are 
covered in this course.  Instruction and practice in practical letter 
writing using styles appropriate to business.  The mechanics of 
how to research and develop information into a meaningful report 
is included. 10  20 

BU109- ENTREPRENEURSHIP 
This course introduces key principles involved in the planning and 
management of business enterprises, especially at the level of 
small businesses. 30  20 

EN102-INTRODUCTION TO MARKETING 
This course introduces key concepts related to marketing 
functions, the management of these functions, and how each 
function affects other functions within the marketing domain. 40  30 

EN103-INTRODUCTION TO E-COMMERCE 
This course provides an overview of electronic commerce, 
including web site technologies, sales and marketing. Students 
will learn principles and techniques of effective Internet 
marketing, online purchasing, and privacy issues 

 
 
 
30  

 
 
 
20 

EN104-MOTIVATING FOR PERFORMANCE 
This course introduces key concepts related to the kinds of 
behaviors managers need to motivate people to perform. It looks 
at ways to set challenging, motivating goals, how to reward good 
performance and how to determine peopleôs key beliefs and 
individual needs that affect their motivation. 50  20 

EN105-DATABASE MANAGEMENT 
This course covers the principles & features of a database 
management system, using a popular database. 20  20 
IT103-SPREADSHEETS 
This hands-on course presents the practical application of the 
concepts and features of a spreadsheet package using 
spreadsheet functionality. Spreadsheet design, creation, revision, 
formatting, and printing are covered. 20  20 

IT104-GRAPHICAL PRESENTATIONS 
Using a leading presentation application, students will learn the 
skills and principles of effective digital presentations. Topics to be 
covered include planning, creating, editing, viewing, uploading, 
and printing. Students will learn to create slides, add animations, 
and to add a variety of visual effects to slides. 25  15 

IT105-WORD PROCESSING 
This is a hands-on computer course designed to provide 
beginning through intermediate understanding of Microsoft Word 25  40 
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Entrepreneurship contôd 
IT106-MESSAGING AND COLLABORATION 
This course is designed to provide an introduction to personal 
management and collaboration software including email, 
calendar, contacts, and tasking features using Microsoft Outlook. 10  20 

IT108-COMPUTER FUNDAMENTAL CONCEPTS 
Basic principles of computer terminology, file management, 
email, Internet, and basic word processing and spreadsheets will 
be explored. 20  10 

GE100-PROFESSIONAL AND CAREER DEVELOPMENT 
The student will prepare a resume, a cover letter, and thank-you 
letter. They will acquire skills necessary to properly prepare 
typical pre-employment forms. Interviewing techniques are taught 
and practiced. 15  15 

Total clock hours 435  290 

Total program length 725 Hours approximately 11-14 months online. 
*The student will be awarded a diploma. 
 
 

Fitness and Personal Training 
The Fitness and Personal Training program is a targeted program and is designed to provide students 
with the content knowledge needed to achieve certification and the business knowledge needed to begin 
their own businesses or to work in functional business areas in the industry. The Fitness and Personal 
Training program was developed with the assistance of a professional consultant in the field, Dr. Barry 
McGlumphy, a professor in the School of Education and Program Coordinator for the Exercise Science 
and Health Promotion program at California University of Pennsylvania where he teaches courses in 
physical education, fitness, and personal training. Dr. McGlumphy is a recognized expert in the fitness 
and athletic training field and has developed similar Bachelor and Masters level programs in higher 
education via distance education. 
 
Program Objective 
This program provides students with a strong core of courses in fitness and training and is designed to 
prepare the prepare students with the knowledge and skills necessary for certification and for entry level 
positions in the field of fitness and personal training. 
 
        Program Breakdown by Subject                       Lecture                      Lab 
                 Course                                                               Hours                         Hours      
FPT100- ORIENTATION AND BASIC EXERCISE SCIENCE                           
 This course will introduce students to the ubiquitous fitness industry and the 
revolutionary exercise programming strategies of the National Academy of Sports 
Medicineôs (NASM) Optimum Performance TrainingÊ model (OPT).  Students will 
gain an understanding of basic physiologic principles as they relate to exercise.                                

45        15 

 

FPT101- FITNESS ASSESSMENT STRATEGIES 
This course will detail the information necessary to begin the proper structuring of 
an individualized exercise program for any client.  It will discuss various 
assessments that can be performed based on different forms of information 
concerning the clientôs goals, wants and needs.  Information will be gathered from 
assessments such as: Physical Activity Readiness Questionnaire (PAR-Q), blood 
pressure, cardio respiratory performance, movement assessments, and others                                         

45        15 
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Fitness and Personal Training contôd 
FPT102-FLEXIBILITY TRAINING CONCEPTS AND STARTEGIES                    
This course will explore the current concepts of flexibility.  Students will realize 
that flexibility is one of the most important components of the exercise program. 
Flexibility is necessary to allow the kinetic chain to move through the needed 
ranges of motion to perform exercise.  

45           15 

 

FPT103- CARDIO RESPERIRATORY TRAINING CONCEPTS                              
This course will introduce students to the Cardio respiratory System including 
basic anatomy, physiology, and energy systems.   

45          15 
 
 
 

FPT104- CORE AND BALANCE TRAINING CONCEPTS 
This Course will focus on the scientific rationale for core and balance training. The 
student will be introduced to a variety of core and balancing training exercises 
and will learn how to implement these exercises into a comprehensive fitness 

training program. 

45          15 

 

FPT105- SPEED, AGILITY AND QUICKNESS TRAINING CONCEPTS        
This course will focus on the scientific rationale for reactive and SAQ training. The 
student will be introduced to a variety of reactive and SAQ training exercises and 
will learn how to implement these exercises into a comprehensive fitness training 
program. 

45         15 

 

FPT106 -RESISTANCE TRAINING CONCEPTS AND STRATEGIES 
This course will focus on the scientific rationale for resistance training. The 
student will be introduced to a variety of resistance training exercises and will 
learn how to implement these exercises into a comprehensive fitness training 
program. 

45       15 

 

FPT107-FITNESS NUTRITION AND SUPPLEMENTATION 
This course will detail the science of basic nutrition and supplementation.  The 
course will focus on providing the physiologically correct information while 
discrediting the myths that often invade the fitness environment. 

45    15 

 

FPT109 ðHUMAN ANATOMY AND MOVEMENT SCIENCE 
This course will focus on the various aspects of human movement science 
including such topics as biomechanical concepts, basic human anatomy, muscle 
action, and movement terminology. Functional anatomy will also be discussed. 

45   15 

 

FPT110 ðCOLLEGE SUCCESS AND LEADERSHIP                                            
Skills intensive course where students understand and practice goal setting, time 
management, self-assessment of personality/learning styles, financial 
management, and career preparation strategies.  

60  

 

FPT111-ENTREPRENEURSHIP AND BUSINESS PLANNING                 
 Capstone course focusing on the principles of entrepreneurship and requires 
students to conduct a feasibility study and to prepare a business plan.  Designed 
for students who want to start up their own business or those who currently own a 
small business 

60  

 

    

Total clock hours        570              150 
Total program length 720 Hours approximately 10-12 months online. 
 
*The student will be awarded a diploma. 
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International School Of Health, Beauty & Technology 
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I _______________________________________________ acknowledge having received a complete 
copy of International School Of Health, Beauty & Technology Catalog and Student Handbook at least 
seven days prior to my enrollment. 
 
 
Signature ______________________________________       
 
Date ___________________________ 
 

 

 

 

 

 

    

 

 

 

 

Congratulations on taking the first step towards the start of your new career. All of us at International 

School Of Health, Beauty & Technology will do our best to make your training a very memorable and 
rewarding experience. Just donôt give up when there is still ñHOPEò. 
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FOREWORD FROM THE PRESIDENT 
 
 
 We wish to extend a warm welcome to you as you join International School Of 
Health, Beauty & Technology as our Staff, Faculty and or Students. 
 

International School Of Health, Beauty & Technology prides itself in providing a 
safe, secure and wholesome Learning or Work environment. We expect all of you to 
help us carry out our mission by following the simple rules as listed in the forthcoming 
pages of this booklet. 
 

ñThe mission of International School Of Health, Beauty & Technology is 
to create an atmosphere and aura that provides students with the academic 
proficiency necessary to procure rewarding careers and to empower each 
student with a sense of pride and standard of excellence in their profession, to 
encourage the idea of continuing education for career advancement and in the 
end to provide placement assistance to graduates.ò 
 
 

We hope you would have an enjoyable and rewarding experience at 
International School Of Health, Beauty & Technology. 
 
 
 
 
 

Sam Hiranandaney 
President 
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Please note that we take Campus and Student Safety & Security very seriously. You 
would be happy to know that the Broward County Sheriff has an office in the Shopping 
Center where the Campus is located.  The Lauderdale Lakes Shopping Center also 
has private security patrolling the entire premises at all times.  Broward County Law 
Enforcement & Shopping Center Security provides a seven day, 24-hour patrol of the 
campus, including parking lots surrounding campus properties. The School Director 
and staff have close working relationship with those authorities. Given below are the 
emergency contact phone numbers in case you are in need of one. A comprehensive 
School Health & Safety Handbook is available for review in the administration offices. 
All administrators are full-time employees.  

Contacts: Emergency Phone Numbers for Law Enforcement Agencies 

Broward County Fire/Police Departments 
Emergencies Only 

 
911 

Non Emergencies 954-831-8900 
Report cases of Abuse (800) 96-ABUSE 

Contacts:  For the staff and faculty members to seek help should you need it. 

Ms. Elena Pezzuto School Director (954) 741-0088 

Mr. Chris De Vera Financial Aid Director (954) 741-0088 

Ms. Sheetal Bhan Director Of Admissions (954) 741-0088 

Ms. Saida Vernon Student Affairs  (954) 741-0088 

Ms. Felicia Owens Student Affairs  (954) 741-0088 

 


