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HISTORY

Thomas Healthcare Institute, Inc. of Raleigh opened its doors in October of 1989.  The original office was located on New Bern Avenue in Raleigh, North Carolina.  The office space was little more that 500 square feet and we operated with a staff or four employees. Thomas Healthcare, Inc. of Raleigh grew rapidly and received calls for services to certify Nurse Aides all over the state of North Carolina.  Within one year, Thomas Healthcare Institute, Inc. of Raleigh moved to a larger location and opened other divisions all over North Carolina to serve the needs of the many people in those areas.  Thomas Healthcare Institute, Inc. of Raleigh continued to grow and has needed more space.    

Currently, Thomas Healthcare Institute, Inc. of Greensboro is located at Moses Cone Hospital in the Education Center at 1200 N Elm Street.  In Greensboro, we have one large classroom to accommodate the students.       

License

	The North Carolina State Board of Community Colleges approves THC INSTITUTE, Inc. of Greensboro.  The North Carolina State Board of Community Colleges is not an accrediting agency.

North Carolina Community College System
200 West Jones Street
Raleigh, NC 27603-1379
Telephone: (919) 807-7148
Affiliations
	
The school or staff members are affiliated with the following associations:
· 	NHA National Health Career Association
· 	ASPT Association of Phlebotomy Technicians
· 	DFS NC Department of Facility Services
· 	Raleigh Chamber of Commerce
· 	Better Business Bureau
· 	Sallie Mae Foundation
· 	North Carolina Employment Security commission
· 	North Carolina Division of Social Services
· 	Vocational Rehabilitation









Affirmative Action

Policy Statement
Affirmative Action legal Opportunity

Thomas Health Care Institute, Inc. offers Equal Employment and Educational Opportunities to all employees, students, and prospective employees and students.

The Board of Trustees views Affirmative Action and Equal Employment and Educational Opportunities and compliance with the Americans with Disabilities Act as an integral part of the mission and purpose of Thomas Health Care Institute, Inc.

Questions concerning this policy should be addressed to our office of 5805 – E Departure Drive, Raleigh, NC 27616

Persons with disabilities who need assistance with access to services should contact the School’s Coordinator for Access Service at 1-877- 790-9088 in advance of the need for such services.



MISSION STATEMENT

The mission of Thomas Healthcare Institute Inc. of Greensboro is to prepare individuals mentally, spiritually, emotionally, and physically for the helping profession of healthcare. Our highly skilled staff will provide quality training and education in an environment that is diverse, distinct, and conducive for learning.




Granting Previous Credit

	Thomas Healthcare Institute, Inc. of Raleigh will not grant credit for previous training.







ORGANIZATION

Board of Directors:
Levette Blount, BA Business 	  	President
Joseph Blount		              	 Vice President
Monica Black,RN, ASN	              	 Secretary
Shenan Robinson, BS, M.Ed, PMP	Parliamentarian
Josette Faison, RN, BSN, MSN	  	Treasurer

ADMINISTRATIVE STAFF AND FACULTY

GREENSBORO CAMPUS

Administration

Levette Blount, BS                          	Director 
Josette Faison, RN, BSN, MSN		Program Co-Ordinator
Joseph Blount				Marketing Representative

Medical

Rose Hall, RN, BSN, CFCN, RD, LDN 	EKG/Medication Technician Instructor
Patricia Ceasar,CPT			Phlebotomy Instructor
Tamara Stephenson, BS, CMA		EKG/Phlebotomy/Medication Tech



















ADMISSIONS INFORMATION

General Admissions Requirements
	The admissions policy of Thomas Healthcare Institute, Inc. of Greensboro is to attract persons who have the capability and desire to develop marketable skills in concentrated training programs.  Thomas Healthcare Institute Inc. of Greensboro does not discriminate on the basis of religion, sex, marital status, national origin, ethnic origin, or handicap.  Thomas Healthcare Institute, Inc. of Greensboro facilities is accessible to the handicapped.

Additional program specific admission requirements

Phlebotomy Technician:   
· 	Completion of NA I is not mandatory, but recommended.
D.L., SS Card, & H.S. Diploma
EKG Technician: 
· 	Proof of completion of Nurse Aide I or Nurse Aide II training is good but not mandatory 
· 	Background in the Health Care field
D.L., SS Card, & H.S. Diploma
Clinical Medical Assistant: 
· 	Nurse aide I
· 	Must have malpractice insurance, if needed for internship
· 	Must have a basic knowledge of mathematics
· 	D.L., SS Card, & H.S. Diploma
Medication Technician
          D.L. and SS Card
          HS Diploma or GED
Billing & Coding
	
       	D.L., SS Card, & H.S. Diploma













Application Procedures

· 	The prospective student must call the office and request an application by mail, or go to our website to register and pay at thcinstitute.com
· 	The applicant must send or bring their completed application to Thomas Healthcare institute, Inc. of Greensboro with a $50 non-refundable registration fee.  
· 	Prior to orientation, the students must bring a copy of their high school diploma, if applicable, a Driver License, and a Social Security Card.  Then, the applicant will receive a letter which will indicate the date and time of orientation. 
· 	When the applicant comes to orientation, the admissions representative will show them the facility, and give them a catalog.  































FINANICIAL INFORMATION
Tuition and Fees 
Phlebotomy Technician
 (Saturday 8am-1pm) 
	Course Length
	Cost
	Admission Requirements
	Required Text
	Certification Agency

	8 weeks + Clinical
	$1000.00 
(no personal checks)

$50 
Registration Fee
	HS Diploma

Social Security Card


	Phlebotomy Essentials by Ruth McCall 5th Edition
ISBN:9781605476377
Price $69
 
	NHA
(optional)
(http://www.nhanow.com)
Exam Fee: $125.00

Study Guide
$12

	
Additional Information
Uniform: Navy Blue Top, white pants, white shoes-during class and clinical. From Shirley K uniforms on Brentwood Rd., Holly Park Uniforms on Wake Forest Rd., or Walmart. Approximately $40 per set
Day Clinical Only:  Must be willing to travel up to 1 hour to attend clinical. Clinical will be from 8am-4pm Monday through Friday. You may need an immunization record, hepatitis vaccination, background check, and drug test for clinical site.  Clinical is not Guaranteed 
Book:  Barnes & Nobles – Triangle Towne Center Mall 792-2140



Payment Plan (Phlebotomy)

I. Deposit $550.00 Due on orientation day (includes $50 application fee)
II. Plus Balance of $575.00 due in 4 weeks (includes $75 service charge for payment plan)
Summary of charges for Phlebotomy:
$1050.00 tuition and application fee
$40 uniform
$75 service charge (payment plan)
$65 book
$141 NHA Exam
$80 Criminal Background Check/Drug test
$80 CPR













EKG
Saturdays – 2pm – 5pm
	Course Length
	Cost
	Admission 
   Requirements
	Required Text
	Certification Agency

	

6 Weeks

	$800.00
(no personal checks)

$50
Registration Fee



	HS Diploma

Social Security    Card
	Medical Assisting
Essential of Administrative and Clinical Competencies
$125
ISBN:9781401812522 
Rapid Interpretation of EKG’s Sixth Edition by Dubin
ISBN:  9780912912066
$50
	NHA
(optional)
(http://www.nhanow.com)
Exam Fee: $125.00

Study Guide
$12

	
Additional Information
Uniform: Navy Blue Top, white pants, white shoes-during class and clinical. From Shirley K uniforms on Brentwood Rd., Holly Park Uniforms on Wake Forest Rd., or Walmart. Approximately $40
Book:  Barnes & Nobles – Triangle Towne Center Mall 792-2140


Payment Plan for EKG Technician
I. Deposit of $450.00 due on orientation day (includes $50 application fee)
II. Balance of $475.00 due on the second week of class (includes $75 service charge)















Medication Technician
Saturdays only 2pm – 5pm
	Course Length
	Cost
	Admission Requirements
	Required Text
	Certification Agency

	6 weeks
	$600.00
(no personal checks)

$50.00
Registration Fee
	HS Diploma

Social Security Card


	Medical Assisting: Essential of Administrative and Clinical Competencies
$125
ISBN:9781401812522 

	Medication Aide Exam


	
Additional Information
Uniform: Navy Blue Top, white pants, white shoes-during class and clinical. From Shirley K uniforms on Brentwood Rd., Holly Park Uniforms on Wake Forest Rd., or Walmart. Approximately $40 per set
Book:  Barnes & Nobles – Triangle Towne Center Mall 792-2140


Payment Plan for Medication Technician
I. Deposit of $350.00 due on orientation day (includes $50 application fee)
II. Balance of $375.00 due on the second week of class (includes $75 service charge)



















Medical Assistant
(Course consists of 4 modules: Phlebotomy, EKG, Medication Technician )
You may also take Billinig and Coding for $1000.00 with this program only.
If you choose to take any module of the Medical Asst and drop out, you will not get a refund on the modules that you did not take. You will have 3 months to re-enroll
Saturdays from 8am – 5pm
	Course Length
	Cost
	Admission Requirements
	Required Text
	Certification Agency

	5-9 months
	$2950.00
(no personal checks)

$50.00
Registration Fee
	HS Diploma

Social Security Card

TB Test
	Medical Assisting: Essentials of Administrative and Clinical Competencies
IBN: 9781401812522
Price: $125
Mosby Essentials for Nursing Assistant 4th Edition by Sheila A. Sorrentino  ISBN: 9780323066211
$55
Phlebotomy Essentials by Ruth McCall 5th Edition
ISBN:9781605476377
Price $69

Rapid Interpretation of EKG’s Sixth Edition by Dubin
ISBN:  9780912912066
Price:  $45
	NHA
(optional)
(http://www.nhanow.com)
Exam Fee: $169.00

Study Guide:  $12

	
Additional Information
Uniform: Navy blue top, white pants, white shoes-during class and clinical. From Shirley K Uniforms on Brentwood Road, Holly Park Uniforms on Wake Forest Road or Wal-Mart (around $40 per set)

Day Clinical Only:  Must be willing to travel up to 1 hour to attend clinical. Clinical will be from 8am-4pm Monday through Friday. You may need an immunization record, hepatitis vaccination, background check, and drug test for clinical site.  Clinical is not Guaranteed 
Book:  Barnes & Nobles – Triangle Towne Center Mall – 792-2140 or Amazon .com  CALL AT LEAST 4 DAYS IN ADVANCE TO ORDER YOUR BOOK. 


Payment Plan (Medical Assistant)
I. Deposit $650 down on orientation (includes $50 registration fee)
II. Plus 5 payments of $485 (includes $75 service charge)

*NOTE:  May register and  start the CMA class on any module.     






Shot Records Needed for Phlebotomy and Medical Assistant
 ( Hospital Only)
The following documents are needed before you can attend clinical at any hospital:
We have other sites that don’t require this documentation
Immunization Record which includes:
1. German Measles ( rubella)
2. Red Measles (Rubeola)  if born after 1957, need 2nd vaccine
3. Annual TB Test.  If positive, you will need an x-ray
4. Chicken Pox, positive titer, or vaccine
5. Tetanus/Diphtheria (vaccination plus booster every 10 years)
6. HBV immunization or sign the mandatory declination for and have been counseled on Universal Precautions
7. CPR certification
8. 12 panel drug screen
9. Criminal Background check
10. Current flu shot within the past 12 months
11. Hep B or sign a waiver
		MMR, Hep B, Flu Vaccination if offered (Waiver if declined)

     *Note:  We have other clinical sites other than the hospital that does not require the immunizations above.

























Billing and Coding
Medical Terminology – Tues. 6pm – 9pm for 4 weeks  B&C Mon & Tues. for 10 weeks
	Course Length
	Cost
	Admission Requirements
	Required Text
	Certification Agency

	

14 weeks



	$2000.00
(No personal checks)

$50 Registration Fee
	Drivers License

Social Security Card

HS diploma or GED
	Medical Insurance:  An Integrated Claims Process Approach ISBN: 9780073402031

ICD9-CM Expert for Hospitals by Ingenix 
ISBN – 9781601511294 $124.00

Laptop:  $600.00
	NHA
(optional)
(http://www.nhanow.com)
Exam Fee: $125.00

Study Guide
$12

	
Additional Information
Uniform: Navy Blue Top, white pants, white shoes-during class and clinical. From Shirley K uniforms on Brentwood Rd., Holly Park Uniforms on Wake Forest Rd., or Walmart. Approximately $40
Book:  Barnes & Nobles – Triangle Towne Center Mall 792-2140. Order in ADVANCE
Laptop:  Medisoft Server Requirements:  Pentium 4 2.6 GHz Processor or higher
2GB Hard Drive
1GB Ram, 16 + color Display, Window 2000 Server or Windows 2003 Server

Workstation requirements:  Pentium III-500+ MHz Processor, 500MB HD, 256 MB RAM, 256 Color display, Windows 2000 Professional or Windows XP Professional, Vista Business.



Payment Plan for Billing & Coding
I. Deposit of $650.00 due on orientation day (includes $50 registration fee)
II. Plus four payments of  $370.00 (includes $75 Service Charge)















TB Test
You can go to CVS Pharmacy or your doctor
Prices: $35.00 
All students are required to have a TB test done prior to class.  If you have a positive TB result, call Wake County Human Services to schedule a chest x-ray.  You will get the results of the chest x-ray in 7-14 days.


*For All Classes:  There is a $50.00 Registration for all classes. This application fee is non-refundable and is good for 1 year.  We accept money orders, cashiers checks, and credit cards only.  No cash or personal checks accepted.   The tuition, for some classes, can be made in two payments.  There will be a small finance charge of $75 for the payment plan.  All fees must be paid in order to take the final exam. Uniforms and supplies for all classes are extra.  You must take the TB test and receive a negative result before you can go to any clinical site. You must take the Hepatitis B vaccine or sign a declaration form. If you are pregnant you must have a doctor’s note to attend clinical. Classes are subject to change.


Refund Policy


The institutions refund policy is as follows:
10 A 100% refund shall be made if the student officially withdraws prior to the first day of class(es) as noted in the school calendar.  Also, a student is eligible for a 100% refund if the class(es) in which the student is officially registered is cancelled due to insufficient enrollment.
1. 	For a student who officially withdraws from class(es) prior to completing 25% of the period of enrollment for which he or she has been charged, the school shall refund at least 75% of the tuition charged for that period of enrollment.
1. 	To comply with applicable federal regulations regarding refunds; federal regulations regarding refunds will supersede state refund regulations in this Rule.

(b) Proprietary schools are not required to deposit funds collected for tuition with the State Treasurer’s Office.

Refund Policy cont…
In order to receive a refund, if one is due, a student should inform the college of his/her withdrawal.  Refunds will be made within 30 days of official withdrawal or 30 days of the date the institution determines the student has withdrawn in cases of unofficial withdrawal.



Guaranty Bond
	A copy of the guaranty bond is available for review by students and prospective students in the Financial Planning office.



Financial Standing
	Unless a student’s financial obligations to the college are satisfied, he/she will not be issued a certificate, a letter of recommendation, a transcript of credits, nor provided job placement assistance.

FINANCIAL AID INFORMATION

Financial Planning
	Thomas Healthcare Institute, Inc. of Greensboro coordinates a variety of programs of financial aid for students who, without this assistance, may not be able to attend this institution.  Thomas Healthcare Institute, Inc. of Greensboro makes every effort to assist applicants in finding appropriate means for financing their education.  

Types of Financial Aid Available

For more detailed information about the following programs, contact THC Institute.
1. 	Employment Security Commission
2. 	Urban League
3. 	Vocational Rehabilitation
4. 	Step-Up Ministries
5.     Community Partnerships, Inc. (you must be 21 or younger)


Academic Information

Academic Transcripts
	Transcripts are maintained for all students and contain a listing of classes attempted, grades earned, quality points or credits earned, term and/or cumulative grade point averages, and the students current status.


Grading System
	A complete record of academic accomplishments is maintained for each student.  A copy of the student academic progress is given to each student at the end of each term (module).  This report contains the current term and cumulative grade point averages. (See full grading scale section of this catalog)



Standard Of Progress	
Qualitative Standard
The student must have a 1.0 GPA at the end of 25% of a program, a 1.5 GPA at the program midpoint, and a 2.0 GPA upon completion of the classroom portion of a course and upon graduation.  
Classroom Phase 42 Hours of Lecture
10 A student shall be placed on academic probation and will receive a written warning if at any time he/she fails to maintain the proper grade.  A student who is placed on probation shall have the next module or class during which to raise the cumulative grade point average. If the required grade level has not been reached during this probation period, that student shall be terminated from training for reasons of unsatisfactory progress.  This will be considered academic suspension and will result in an F.   
In any event, a student must have earned at least an C average at the completion of the classroom phase of training before entering the clinical phase of training

B.	With a passing grade, a student must complete all of the modules required.  If not, the student will be required to repeat and complete previously failed modules within that course of study.  One chance will be given to bring the grade up. A student may not repeat more than two (2) previously failed, incomplete, or withdrawn courses.


Clinical Phase  40 Hours
10 Any clinical student who is unable to demonstrate competence in the clinical phase of training shall be required to repeat any portion of the classroom phase needed to reinforce those areas of weakness.   Otherwise, the student must pay an instructor $20.00 per hour of private tutoring whenever the instructor is available.  A grade of pass is required to complete the clinical phase of training.  If the student fails the clinical, then she/he fails the entire course.

When a student enters academic probation during the classroom or clinical phase of training, they shall not be allowed to earn more than one incomplete.  Any student earning more than one incomplete during the probationary period will be terminated for reasons of unsatisfactory progress.

B. 	A student who misses any clinical day will be required to make them up.  The make-up schedule will be arranged at the convenience of the instructor.  The student must pay $20.00 per hour to the instructor for tutoring.   Excused absences will be given for documented emergencies, such as death of immediate family member, or critical illness.  In this case, appropriate documentation should be provided to the instructor.




Appeals Process 
A formal request in writing is required which briefly describes the appeal. The request should be directed to the Educational Director (Josette Faison). 

Appeal/Litigating Circumstances 
If a student is suspended due to extraordinary or litigating circumstances that result in excessive absences, an appeal may be submitted in writing to the Educational Director. The appeals committee in making a determination of satisfactory progress will consider these circumstances. The student’s appeal must state the circumstance and reason (s) the appeal should be considered. 

Considerations in the Appeals Process: 
1. Previous test scores.
2. Previous enrollment in any program. 
3. Reasons for requesting retesting/readmission, etc. 
2. Other concerns.

Release Of Information 
Without the written consent of the student, Thomas Healthcare Institute, Inc. of Greensboro does not permit access to or release of confidential information. Thomas Healthcare Institute, Inc. of Greensboro will release confidential information under the following circumstances: 1) when records are required by Thomas Healthcare Institute, Inc. of Greensboro officials in the proper performance of their duties 2) organization conducting studies for educational and governmental agencies 3) parents of dependent children 4) appropriate persons in connection with an emergency 5) other educational institutions upon request of transcripts for students seeking enrollment in that institution 6) in connection with financial aid, and 7) in repose to legal court orders. 


Academic hours 
1. 	Sixty minutes of classroom/clinical instruction constitutes a clock hour. 
10 The cost of Student Learning Activity Packets, textbooks and all other cost of materials belong to the student upon issuance.
Certificate/Completion Requirements
The prescribed curriculum for each program as outlined in this catalog and the list below must be completed before the student is eligible to receive a THC Institute certificate. 
1. 	Grade point average that is satisfactory for your particular program (see grading scale)
2. 	All required classes successfully completed.
3. 	All financial obligations to the school satisfied.

Incomplete
If approved, the Director and Instructor will only give a grade of an I (Incomplete) in the case of a student who has a medical or family emergency.  At that time there will be a deadline given in which all other class work must be completed.  If the student does not return to school within 3 months, the grade of I (incomplete) will turn into an F (failure).

Student/Teacher Ratio
	The student-teacher ratio is approximately twenty to one (20/1).  Classes may be larger or smaller depending on the subject matter taught.

Advising
Students are encouraged to see academic and/or personal advising from faculty and staff when questions, problems, or situations arise.  

Job Placement
	THC does not maintain a graduate placement service.  Even though placement is not guaranteed, it is the goal to assist graduates in obtaining desirable positions with opportunities for advancement in the career field for which they were trained.

Attire
	The College promotes the development of a student professional image by requiring business attire while on campus.  The College reserves the right to deny entrance to class if a student fails to dress appropriately.  

Attendance
	Regular class attendance is considered to be of prime importance.  Recommendations to employers include attendance statements.  Students are required to call the school on the day of an absence just as they would in any business situation.  Failure to notify the school of absences could result in dismissal from school. For every class, attendance probation shall occur if a student has more than one (1) day of absence.  For all classes, termination from training for reasons of unsatisfactory attendance shall occur if the student has an additional two (2) days of absences. Once a student enters attendance probation, he/she shall remain in this probationary status for the duration of the training program. In the event that the instructor does not come to class or clinical site, the students are to sign a roll and leave after waiting 30 minutes. This class will be made up at no charge to the students. On the other hand, leaving the floor at the clinical site when an instructor is present constitutes cause for dismissal. 

Make Up Work
A student who has missed assignments due to absences will make up these assignments at the discretion of the individual instructor. However, if the student does not request assignments from the instructor within two (2) days after returning to the school, he/she forfeits the right to make up the missed work. A failure for that missed work will result in a grade F for the module that was missed. 
Tardiness
Any excessive tardiness will result in a conference with the instructor. Three (3) times late will equal one absent. After six tar dies, the student will be dismissed from the program and the school. A student is considered tardy if he/she arrives to class more than 10 minuets past the scheduled class time. To determine whether the student will be permitted to re-enter, the student must follow the “appeals” process. Re-entry to the school will be determined on an individual basis by the Appeals Committee. The Appeals Committee will include the Educational Director, the Instructor and someone chosen by the student. 


STUDENT CODE OF CONDUCT
(Part I)
Thomas Health Care has four main purposes with regards to student conduct.  They are as follows:
· 	To maintain the safety of the premises, staff and students.
· 	To maintain an appropriate learning environment.
· 	To promote the mission and purposes of the college
· 	To encourage students to enter the helping profession.
In support of these principles, the college prohibits any actions, which jeopardize the safety of students, staff or the facility.  It prohibits actions or attire that are disruptive to the learning environment.

Thomas Health Care is an adult and therefore, making a long list of unacceptable behaviors or attire is unnecessary.  Below are a few examples of conduct that would be deemed inappropriate, disruptive, and unacceptable:

· 	Cheating in any form on academic work is a violation of our policy.
· 	The use of indecent or profane language and the use, manufacture, or distributions of alcoholic beverages or drugs are prohibited at all times on college property.
· 	Smoking, eating, drinking is not permitted in classrooms at any time.
Loitering will not be permitted in hallways, offices, and restaurants or on any school property,
and all noise must be kept to a minimum at all time

STUDENT CODE OF CONDUCT
(Part II)

Thomas Health Care Institute, Inc. reserves the right, in the interest of all students to expel, to decline admission, to place on probation, to reprimand, or to require the withdrawal of a student for just cause when it is deemed to be in the best interest of the school.  Procedural due process will be adhered to in all classes.  Students are expected to conduct themselves in accordance with generally accepted standards of their particular roles within the school community.

Causes for disciplinary action, probation, suspensions are as follows:
· 	Dishonesty or untruthfulness.
· 	Theft or deliberate destruction of classroom training equipment.  In addition, the student will be required to pay for damages.
· 	Insubordination to instructors or any other staff member in authority
· 	Fighting or instigating arguments with fellow students or staff.
· 	Possession of any weapon while in class or the critical area.
· 	Possession or distribution of alcohol or drugs
· 	Discourtesy to the Thomas Health Care staff or patients.
· 	Excessive absences or tardiness in either class or clinical training.
· 	Refusal or inability to follow instructions given by the instructor in either the classroom or clinical area.
· 	Poor academic performance (below “C” in any of the classes after counseling and individual help by the instructor or the director)
· 	Any other actions that reflect the lack of respect for oneself.  Such actions would include but are not limited to cheating, falsifying records, gambling, improper dress, foul language, and conduct that includes any unlawful practice.  This conduct may occur in the private sector.





Student Grievance Procedure

	If a student has complaint regarding a specific course, grade, instructor, policy, or decision, the student should first talk to the instructor or staff member involved. 

	Academic Issues:  If the problem is not resolved after speaking with the instructor involved, the student should request a meeting with the Educational Director.  If, after discussing the situation with the Educational Director the problem is still not resolved, the student should request a meeting with the On-site Director.

	Non-Academic Issues: If the problem is not resolved after speaking to the staff member involved, the student should request a meeting with the On-site Director.

	Appeals of decisions made by the Campus Director can be made, in writing, to the Board of Directors of THC Institute Inc:
Board of Directors
Thomas Health Care Institute Inc.
5805 Departure Drive, Suite E
Raleigh, NC 27616

Decisions by the Board of Directors are final.    Additional correspondence can be sent to the:
North Carolina Community College System
200 West Jones Street
Raleigh, NC 27603-1379

Telephone: (919)807-7148


Certificate Programs of Study
· Medical Assistant
Phlebotomy
EKG Technician
Medication Technician
Billing & Coding





Medical Assistant			
This program will include 208 clock hours (4 months) of supervised classroom and clinical instruction. There are 3 modules that the CMA student must complete in order to get a certificate of completion.  The three modules include:  Medication Technician, EKG, and Phlebotomy.  The program will enable the Clinical Medical Assistants to perform more complex skills under supervision in a hospital, laboratory, nursing home or doctor’s office. This course teaches the student for an entry-level position in the different facilities listed above.  The Clinical Medical Assistant and the licensed or certified supervisor will both be accountable for safe and competent patient care. 
First Quarter
Course ID#                          Course Title                                     Clock Hours
MET 101                            Medication Technician                                  24 –6 weeks
EKG 101                            EKG                                                              24 – 6 weeks
PHL 202                             Phlebotomy                                                  160 – 10weeks
Check the school bulletin for dates and times of each module.  You may take more than one class at a time
1.  MET 101	Medication Technician
A little math is involved in this course. Medication Technicians administers prescribed medications to patients and maintains related medical records under supervision of a NURSE. The Medication Technician also:
1) Verifies identity of patient receiving medication and records name of drug, dosage, and time of administration on specified forms or records,
2) Presents medication to patient and observes ingestion or other application, or administers medication, using specified procedures,
3) Takes vital signs or observes patient to detect response to specified types of medications and prepares a report or notifies designated personnel of unexpected reactions, 
4) Documents reasons prescribed drugs are not administered,
5) Gives direct patient care, such as bathing, dressing, and feeding patients, and assisting in examinations and treatments and,
6) May receive a supply of ordered medications and  mix or assemble drugs for administration to patient.




Clinical Medical Assistant cont…

	2.  EKG 101	EKG
The students learn how to read the EKG monitor.  The EKG student must learn how to have constant EKG monitor surveillance for cardiac patients.  Upon completion, the student will be able to work mainly in the hospital setting.
Graduation Requirements:
Completion of each module students must maintain a “C” average in all classes. The clinical will be graded on a pass/fail basis. Critical skills will be used to critique the student’s clinical performance.
3.  PHL 202	Phlebotomy
In Phlebotomy, the students learn how to draw blood for laboratory analysis.  The instructor teaches the different additives in each tube.  The students will practice on each other in the lab.  This course introduces students to the Health Care environment.  And, this course educates and trains them how to properly collect high quality blood samples for laboratory analysis.  Topics include Anatomy and Physiology, Infection Control, OSHA, QC, Collection Equipment, Interpersonal Theory, Communications, CPC, Legal Aspects of Phlebotomy, Computers in Laboratory and Blood Banking Techniques.









Phlebotomy
This course introduces students to the Health Care environment. And this course educates and trains them how to properly collect high quality blood samples for laboratory analysis.  Topics include Anatomy and Physiology, Infection Control, OSHA, QC, Collection Equipment, Interpersonal Theory, Communications, CPC, Legal Aspects of Phlebotomy, Computers in Laboratory and Blood Banking Techniques.  This course also provides performance of venipuncture and micro-collection techniques in a clinical facility. Communication techniques, death and dying concepts and emergency care techniques in taking care of the patient who has fainted or had a cardiac arrest are included in the program. 
Upon completion, the student will demonstrate entry-level skills in the following: 
1.Venipuncture Technique – The student will learn how to properly use the needles to stick an individual and the location of the proper veins in order to take blood, 
2. Micro-Collection Technique – Each student will learn how to collect blood in each tube,
3. Patient identification  - The student will learn how to properly identify the patient by checking the name badge and asking the patient for his/her name,
4. Patient, instructor, peer interaction and communication – The student will learn how to communicate properly            with the patients as well as other staff members, and
5. Basic blood banking techniques  - He/She will learn the proper way to collect blood at a blood banking facility.
First Quarter
Course ID                          Course Title                                     Clock Hours
PHL – 202           Phlebotomy Technician              160 Clock Hours     10 Weeks
Graduation Requirements:  Each student is to complete 80 clock hours (10 weeks) of classroom lectures and 80 hours  of clinical rotation. Students must maintain a “C” average in all classes. The clinical will be graded on a pass/fail basis. Critical skills will be used to critique the student’s clinical performance. 










EKG
The ECG/EKG course teaches students the basics of an EKG.  Students learn the heart’s electrical conduction system as well as it’s structure and function.  They are instructed on waves and complexes, timing, paper speed, varieties of machines and troubleshooting techniques.  Students will know the correct placement of the leads of the EKG and how to prepare the patient for the exam.  They also learn to analyze the ECG tracings for normal rhythms or cardiac arrhythmias.  The instructor will also review Holter Monitors and Stress tests.  Upon completion, the student shall gain an entry-level position as an EKG technician in the hospital or nursing home.
This program will prepare the student to:

1. 	List the procedures for electrocardiography -  The student will list all of the procedures involved in setting up the EKG machine and reading the results

2. 	Define electrodes, electrocardiograph, electrocardiography, electrolyte gel – The student shall define all medical terms associated with the EKG machine.


3. 	Properly place the electrodes – The student will properly place the electrodes in the correct position on the mannequin. 


4. 	Perform a 12 lead EKG-  The students will perform a 12 lead EKG on each other in the lab.


5. 	Perform stress tests




First Quarter  
Course ID # Course Title                                     Clock Hours
EKG – 101                     Basic EKG Class                         24 Clock Hours      6 Weeks
Graduation Requirements:  
Each student is to complete 24 clock hours of classroom.  Students must maintain a “C” average. The clinical will be graded on a pass/fail basis. Critical skills will be used to critique the student’s clinical performance. 








Medication Technician:
A little math is involved in this course. Medication Technicians administers prescribed medications to patients and maintains related medical records under supervision of a NURSE.  Medication Technicians administers prescribed medications to patients and maintains related medical records under supervision of a NURSE. The Medication Technician also:

	1) Verifies identity of patient receiving medication and records name of drug, dosage, and time of administration on specified forms or records,
2) Presents medication to patient and observes ingestion or other application, or administers medication, using specified procedures,
3) Takes vital signs or observes the patient to detect response to specified types of medications and prepares a report or notifies designated personnel of unexpected reactions, 
4) Documents reasons prescribed drugs are not administered,
5) Gives direct patient care, such as bathing, dressing, and feeding patients, and assisting in examinations and treatments,
6) May receive supply of ordered medications and mix or assemble drugs for administration to patient, and
7) May record and restock medication inventories.



First Quarter
Course ID#                          Course Title                                     Clock Hours
MET 101                            Medication Technician                                  24 –6 weeks



Certified Billing & Coding Specialist
Healthcare has become one of the fastest growing industries in the United States! This growth can be attributed to the recent legislation and changes in medical insurance. With the creation of HMO’s, PPO’s, and managed care, physicians need employees who understand the complexities of insurance billing. Because of this demand, medical billing has become one of the most popular careers in the nation. 
Responsibilities involve accurately completing claim forms, promptly billing insurance companies, and adhering to each insurance carrier’s policies and procedures. Hospitals, private practices and clinics could not survive without someone who efficiently handles their day-to-day medical billing procedures.
Medical Billing courses focus on medical administrative tasks with an emphasis on medical billing. This course does not cover clinical duties more closely associated with Clinical Medical Assistants.

Welcome to the Billing & Coding Specialist course.  At the completion of this course, each student will be eligible to challenge the National certification exam as a Certified Billing & Coding Specialist.  In order to become nationally certified as a Billing & Coding Specialist, you will have to achieve a passing score of 70% or better on the certification exam.  

Upon completion of the course, the student should be able to:
· Discuss an insurance company claim process.
· Discuss the process for obtaining authorization for additional treatment by a healthcare specialist.
· Discuss the authorization process for a patient requesting an initial appointment with a health care specialist.
· Discuss the difference between the terms “primary diagnosis” and “principal diagnosis”.
· Identify and properly use special terms, marks, abbreviations, and symbols used in ICD-9-CM coding system.
· Explain the format of the CPT system.
· Discuss the qualifications for a “preventative medicine visit”.
· Define the following terms, phrase and abbreviations:
· Medical necessity		
· Subjective, Objective Assessments
· Plan
· Operative report
· OP notes
· Code diagnoses and procedures from source documents to complete insurance information on the CMS-1500 claim form. (Formerly HCFA-1500)
· State the four processing steps that must occur before a completed form can be mailed to the insurance company.
· Explain function of National Blue Cross and Blue Shield Association.
· List six categories of persons eligible for Medicare coverage.
· List and define seven types of insurance programs that are primary to Medicare.
· State the deadline for filing Medicare claims.
· List Medicaid federal guidelines.

Billing & Coding cont…
· List services covered under the federal portion of Medicaid assistance.
· Explain how to verify a patient’s Medicaid eligibility.
· List Tricare eligibility categories; List six services that are not covered by Tricare.
· Demonstrate understanding of HIPAA Compliance, PHI, and Confidentiality
· List and define the levels of Tricare coverage.
· List the categories of workers covered by the federal compensation program.
· List and describe types of workers compensation available at state level.
· Describe the correct billing procedures for workers compensation cases.
· Describe how to set up a filing system for completed claim forms.
1


Certified Billing & Coding Specialist
(CIP Code: 510713)

	
	Module/Lesson Title
	
	

	CMAA001
	Introduction to Health Insurance
	
	

	CMAA004
	Medical Laws and Ethics
	
	

	CBCS001
	Anatomy, Physiology and Terminology for the Certified Billing & Coding Specialist
	
	

	CMAA012
	Medical Office Skills (General) 
	
	

	CBCS003
	Insurance Claims Process
	
	

	CBCS004
	ICD-9-CM Coding
	
	

	CBCS005
	CPT Coding
	
	

	CMAA013
	Medical Documentation
	
	

	CBCS006
	Filing Commercial Claims
	
	

	CBCS007
	Managed Care
	
	

	CBCS008
	Blue Cross and Blue Shield Plans
	
	

	CBCS009
	Medicare
	
	

	CBCS010
	Medicaid and State Funded Programs
	
	

	CBCS011
	TRICARE
	
	

	CBCS012
	Workers Compensation
	
	

	NHA
	HIPAA Compliance
	
	

	CBCS013
	Tracing Delinquent Claims & Insurance Problem Solving
	
	

	CBCS014
	Collections
	
	

	CBCS015
	Computerized Billing
	
	

	NHA
	Career Development
	
	

	NHA
	Certification Exam Review and Certification Exam
	
	



Course ID#			Course Title			Clock Hours
B&C 101			     Billing & Coding Specialist	         	                    168  		 4 months

Graduation:  Completion of 168 hours with a C average.  Clinical will be based on a pass/fail basis.


Academic Calendar 2012-2013
2012 Winter Session	                                                         2013 Winter Session
Session Begins January 2, 2011                                                 Session Begins – January 2, 2013
Session Ends March 16th 2011                                                     Session Ends – March 11, 2013

2012 Spring/Summer Session                                                    2013 Spring/Summer Session
Session Begins March 19th 2011				           Session Begins- March 12, 2013
Session Ends June 14th 2011                                                         Session Ends – June 10, 2013

2012 Summer Session
Session Begins: June 15, 2011
Session Ends: September 10th 2011 

2012 Fall Session 
Session Begins: September 11th 2011
Session Ends: December 22, 2011

Night Classes  - are held Monday – Friday  

Day Classes  - are held Monday – Friday


**Thomas Health Care Institute, Inc. may cancel classes due to insufficient number of students enrolled for that class.  The registration fee and class fee will be refunded to students who register for classes that are canceled.  Classes may be closed due to full enrollment.  The student applying for a class that might be closed would be advised to register for the next available class


Night Classes  - are held Monday – Friday  

Day Classes  - are held Monday – Friday


**Thomas Health Care Institute, Inc. may cancel classes due to insufficient number of students enrolled for that class.  The registration fee and class fee will be refunded to students who register for classes that are canceled.  Classes may be closed due to full enrollment (teacher/student ratio has been met).  The student applying for a class that might be closed would be advised to register for the next available class.





Schedule of Holidays

	                              	 2012				2013

Martin Luther King, Jr.	    January 17			January 21

Good Friday			        April 22				April 29
		
Memorial Day		        May 28, May 30			May 25, May 27

Independence Day		       July 2, July 4	 		July 4

Labor Day			      September 5			September 2

Thanksgiving		      November 23 – 25		November 27-28

Xmas & New Years      December 23- January 2         	December 24-December 30




















	                            

 
Standards for Grading 
Grade Points Rank Interpretation

A = 90-100 Excellent 				4.0
B = 80-89 Above Average 			3.0	
C = 70-79 Average 				2.0
D  = 60-69 Below Average (unacceptable) 	1.0
F = Below 69 Failure 
WP = Withdrew/Passing 
WF =Withdrew/Failing 
I = Incomplete 
A “W” will be given to a student who withdraws before the end of a particular unit. 
An “I” is defined as “Incomplete” 
A “C” or 70% is acceptable GPA for all classes except NAI. 


Closing Of School Due to Inclement Weather
The school will at all time’s delay or cancel classes due to inclement weather. When these conditions appear or are anticipated, the student should listen for announcements from the radio and television stations. A list of stations will be posted on the school bulletin board. The student may also listen to the messages that will be left on the answering machine at the school 
(1-877-790-9088). The school will notify these stations listed and will begin this process by 6:00 a.m. for day classes and by 3:00 p.m. for the evening classes. 

If classes are delayed, all items scheduled after the delayed opening will be held at the next class session. Classes meet in before this time will be made up at the convenience of the instructor and students.

Confidentiality Statement

All employees and students of THC are subject to the rules and regulations that prohibit any and all personnel, staff or students from removing tests, study guides, answer sheets, any syllabus, curriculum, forms and any additional information under copyright by Thomas Healthcare Institute, Inc. of Greensboro or it’s employees, from this school for the purpose of distribution or personal use. 
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Medical Assistant    
2012
If you choose to take any module of the Medical Asst and drop out, you will not get a refund on the modules that you did not take.  You will have 3 months to re-enroll.

May work as a CMA in a doctor’s office, a nursing home, a hospital.
Saturday 
8am-5pm

Orientation 10am		First Day 8am – 1pm		Payments Due
January 7 (Phlebotomy)		January 14-March 3		January 7, February 4
March 10  (PHL)		March 17-May 12		March 10, April 7
June 9 (PHL)			June 16-August 4			June 9, July 7
August 11 (PHL)			August 18 – October 6		August 11, September 1
October 6 (PHL)		October 13 – December 8		October 13, November 3
				
10 am				2pm – 5pm
March 10 (Med Tech)		March 17-April 28		March 10, April 7
August 11 (Med Tech)		August 18-September 22		August 11, September 8
	
10am				2pm – 5pm
June 9 (EKG)			June 16- July 21			June 9, June 30
October 6 (EKG)		October 13-November 17		October 6, October 27


Medical Assistant
Orientation	 (10am)	First Day 	 Last Day      Payments Due
1/7/12				1/14		4/28		1/7,1/28, 2/18,3/10, 3/31
3/10/12                                    3/17	                 9/22                 3/10, 3/31, 6/9,7/7, 8/11
6/9/12				6/16		11/17		6/9, 6/30, 7/7, 8/11, 9/1
8/11/12			8/18		11/17		8/11, 9/1, 9/15, 10/6, 10/27
10/6/12			10/13		2013	            10/6, 10/27, 11/17, 12/8, 1/15









Billing & Coding
2012

B& C  Monday & Tuesday (6pm – 9pm)

4 wks Med Term. (Tuesdays)/

10 wks- B&C (Mondays &Tuesdays)

Orientation 6pm

January 9					January 10 – January 31 (Medical Term.)
						February 7 – May 9 (B&C)
						Payments Due:  1/9, 1/31, 2/22, 3/20, 4/10

June 4						June 5 – June 26 (Medical Term.)
						July 10 – September 12 (B&C)
						Payments Due:  6/4, 6/26, 7/17, 8/7, 8/28

September 17					September 18 – October 9 (Medical Term)
						October 16 – December 19 (B&C)
						Payments Due:  9/17,10/9, 10/30, 11/20, 12/4



























Medical Assistant    
2013
If you choose to take any module of the Medical Asst and drop out, you will not get a refund on the modules that you did not take.  You will have 3 months to re-enroll.

May work as a CMA in a doctor’s office, a nursing home, a hospital.
Saturday 
8am-5pm

Orientation 10am		First Day 8am – 1pm		Payments Due
January 5(Phlebotomy)		January 12-March 2		January 5, February 2
April 6  (PHL)			April 13-June 1			April 6, May 4
June 8 (PHL)			June 15-August 3			June 8, July 6
September 7 (PHL)		September 14 – November 2	September 7, September 28
November 9 (PHL)		November 16 – December 28	November 9, December 7
				
10 am				2pm – 5pm
February 23 (Med Tech)		March 2-April 6			Februay 23, March 16
October 26 (Med Tech)		November 2-December 7		October 26, November 16
	
10am				2pm – 5pm
January 5 (EKG)			June 12- February 16		January 5, January 26
April 6 (EKG)			April 13—May 18		April 6, April 27
June 8 (EKG)			June 15-July 20			June 8, June 29
September 7(EKG)		September 14-October 19		September 7, September 28

Medical Assistant (Saturday)
Orientation	 (10am)	First Day 	 		

January 5			January 12-May 18
April 6				April 13-August 31
June 8				June 15-August 31
September 7			September 7-December 7
November 9			November 16-2014		









Billing & Coding
Register Ahead of Time
2013
B& C  Monday & Tuesday (6pm – 10 pm)

4 wks Med Term. (Tuesdays)/

10 wks- B&C (Mondays &Tuesdays)
Orientation 6pm

January 7					January 8 – January 29 (Medical Term.)
						February 4 – April 9 (B&C)
						Payments Due:  1/7, 1/29, 2/11, 3/4,3/18

June 3						June 4 – June 25 (Medical Term.)
						July 7 – September 9 (B&C)
						Payments Due:  6/3, 6/24, 7/8, 7/29, 8/5

September 3					September 10 – October 1 (Medical Term)
						October 2 – December 17 (B&C)
						Payments Due:  9/3,9/24, 10/15, 11/5, 12/2
















Shot Records Needed for Phlebotomy and MA
Hospitals ONLY
The following documents are needed before you can attend clinical:
1.German Measles (Rubella)
2.Red Measles ( Rubeola) if born after 1957, need 2nd vaccine
3.Annual TB Skin Test ( Mantoux Method)  if positive, chest x-ray should be
negative and individual a symptomatic of TB
 4.Chickenpox-proof of disease, positive titer, or vaccine


 5.Tetanus/Diphtheria (vaccination plus booster every 10 years)

 6. HBV immunization or sign the mandatory declination for and have been                                                                   
                       counseled regarding universal precautions.  

 7.CPR certification

 8. 12 drug panel drug screen (urinalysis)

 9.Criminal Background Check

10.Current flu shot in the past 12 months





NHA Schedule For Greensboro: ( Call NHA to register for exam at 1800-499-9092  At least 2 weeks in advance.

Exam dates:  January 28, April 28, June 16, August 18, November 27
Time:  10am – 12noon



Thomas Healthcare Institute, Inc.
Mailing Address:  5805 Departure Drive, Suite E
Raleigh, N.C.   27616
Toll Free:  1-877-790-9088 
Application For Student Registration

Please send a $50.00 non-refundable registration fee with this application.  Applications are considered for all students without regard to race, religion, sex, national origin, age, or handicap.  No cash accepted. No personal checks accepted.  Pay by Money Order, CashiersCheck , Credit Card, Debit Card.
Please Print
Circle One:       Day Classes          Night Classes

Class Desired: ________________________  Start date of the class ___________________________

Social Security Number: ______________________________Cell #_______________________________

Last Name: ___________________________________First Name: _______________________________

DOB:  _____________________________  Are you a Veteran? _______________________

Driver License #: ___________________________ How did you hear about us?_____________________

Address: _______________________________________________________ Apartment # ____________

City: ___________________________  State: __________________ Zip: ______________________

Home Phone (        ) ___________ - _____________  Work Phone: (          ) _____________- __________

Emergency Contact Person ( Name and Address) ______________________________________________


Emergency Contact Person (Telephone #)  (                ) ___________________- __________________

Do You Have a High School Diploma or GED?: (circle one)               Yes               No

Highest Grade Completed: ________________________________________

Name of High school or College ______________________________________________

City and State: ___________________________________________

Dates attended:  From ___________________ to ___________________________

                  Please provide us with a copy of your high school diploma or GED certificate.
                                                             
                                                             Current Employment:

Name of Company _____________________________________ Supervisor _______________________

Position ____________________________  Telephone ___________________________
 
We need to get a copy of your original social security card and driver’s license.  Bring us a copy of your current TB Test.
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