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MISSION STATEMENT
At Centura College, we help adult students gain the skills and 
attitudes necessary for a meaningful entry-level career position.  
We strive to be responsive to the needs of not only our students, 
but also area businesses, industries, and government.  We are com-
mitted to high academic standards in all of our curricular offer-
ings.  We are dedicated to providing the services that support our 
students’ efforts to succeed. 

PHILOSOPHY AND  OBJECTIVES
School  Philosophy

Centura College is a distinguished co-educational institution com-
mitted to the education and personal enrichment of each student.  
Students can succeed when properly motivated, taught to set 
goals, and encouraged to take responsibility for their own success 
in furthering their education.  Each program offered is specifically 
designed to qualify graduates for a career in government, busi-
ness, or industry.

Educational  Objectives

In accordance with the school’s philosophy, the school is devoted 
to the following objectives: 

To motivate, educate, and develop students to their maximum 
potential while enrolled in their chosen field of study.

To maintain all instruction in a job-related environment to 
ensure graduates the greatest potential for employment in the 
occupational fields for which they are trained.

To offer dedicated and qualified instructors who provide the  
tools of learning which will enhance each student’s future 
success.

To create an atmosphere for learning that is personal, practi-
cal, friendly and informative. 

To establish high standards of education and training in order 
to maintain corporate satisfaction among the business com-
munity for the school’s graduates.

To enable students to establish self-independence through 
successful employment in their chosen career.

HISTORY OF CENTURA COLLEGE
The tradition of excellence in education and career services 
for Centura College began in 1969 in Norfolk, Virginia with 
Employment Services Inc., the parent corporation.  Shortly 
thereafter, the offices were moved from the downtown financial 
district out to the suburbs where they remained until 1977.  That 
year, a new building was purchased in Virginia Beach to house the 
expanding group of companies.

Expansion continued at a rapid pace through the 1980s with the 
opening of new facilities throughout the country stretching from 

•

•

•

•

•

•

Connecticut to California and Washington to Florida, always 
relating to the training and career services of technical and profes-
sional personnel.  In 1982, the school began independent opera-
tions on Euclid Road in Virginia Beach under its former name, 
The Electronic Institute of Technology.  During this time, it was 
providing high tech training in the field of electronics. In the mid 
1980s, the corporation was selected by INC. magazine as 178th of 
the 500 fastest growing, privately held companies in America.

The main campus in Virginia Beach was relocated into larger 
facilities at Lynnhaven Parkway in 1986. During the next two 
years, it grew by more than five hundred percent with the addition 
of new programs.  A branch location was opened in the spring of 
1987 in Norfolk on East Little Creek Road.  This school immedi-
ately experienced a very rapid growth as it attracted large numbers 
of  students.  In the fall of 1987, still another branch location was 
added on the Peninsula.  The parent corporation moved in 1988 
into a new six story corporate office building.  This mirrored 
glass building is located next to the YMCA along the Virginia 
Beach Expressway.  It is now the home of the corporate staff of 
Centura College corporate and Centura College Online.  Many of 
the other divisions of the corporation are centrally located within 
this architectural masterpiece. In 1989, because of the diversifica-
tion into other fields of education, the name of the school was 
changed to Tidewater Tech. In 1991, both the Virginia Beach main 
campus and the Peninsula location again moved into more mod-
ern and expanded facilities, and a branch was opened in 1991 in 
Chesapeake.  In the fall of 1998, the Norfolk location moved into 
its new, expanded facility in Norfolk on Military Highway. 

The Centura College Online branch began its testing phase in 
early 2002.  The first group of students who began in late 2002 
met with the success that was necessary for a complete opening of 
the branch in 2003. 
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 ADMISSIONS
Procedures

To apply for admission to the school Online, the student must  
call directly: 1-866-858-2121 to speak with an Admissions 
Representative to walk through the admissions process. To e-mail 
an  Admissions Representative, send to: admdirtto@centura.edu.  
Allow up to 12 hours, depending on time zone differences for a 
response.  If under the age of 18, a parent or guardian will need 
to sign a letter of consent before an application can be accepted.  
Our normal office hours are Monday through Friday, 8:30 a.m. to 
5:00 p.m. Eastern Time.

 Requirements
 
Graduation from high school or a  GED Certificate is required 
for admission into the associate, certificate or diploma.  Students 
must be beyond the age of compulsory high school attendance.  
Students will be required to present evidence of graduation or of 
receiving a  GED Certificate.  Students under the age of eighteen 
years old must have an approved cosigner for enrollment. 

An earned associate or higher level degree from an accredited 
institution is required for admissions into the Bachelor of Science 
Completion Degree program. The earned associate degree pro-
gram must consist of at least 60 semester credits or 90 quarter 
credits, and it must be related to a program in business.

 In the past, it was determined that because there was no clear 
approval process for home schooling within most states, that each 
school would be asked to make a rational decision on the validity 
of presented diplomas claiming to be valid Home School High 
School Diplomas.  As of January 1st, 2009 the policy at our insti-
tutions will be changed to the following; “Home schooled students 
must provide a state issued secondary school completion creden-
tial”. “If the State does not issue a secondary school completion 
credential, the student must provide a home schooling completion 
credential accompanied by documentation of State approval of 
the  Home Schooling program before it would be accepted by one 
of our schools”. Schools that are not approved by the state and 
are using the “home Schooling” definition towards their claim 
of being a valid school are not exceptions. Their diplomas would 
need to be accompanied by documentation of State approval to be 
accepted as valid High School Diplomas for the school to accept. 

In addition to the requirement of being a high school graduate or 
having a  GED Certificate, all online students complete the orienta-
tion process at the beginning of their programs.

 Acceptance Notification

A student will be e-mailed an acceptance notice from the school, 
after they have been officially accepted to the school.  Applicants 
will be considered accepted students when  given a user ID and 
password, and subsequently when logged in for a class.  A prospec-
tive student’s signed  Student Enrollment Agreement does not consti-
tute a contract until it has been approved by the School Director.

Orientation

To help all incoming students adjust to the newness of our school, a 
special time is set aside for student orientation.  This is held before 
the beginning of all program starts and is integrated with the first 
courses. During orientation all students will login and familiarize 
themselves with the course  software.  New students are informed of 
policies and procedures of the school.  The emphasis of  orientation 
is one way the student may achieve personal and academic success 
in school.  New students will be notified by the new student advisor 
of the procedures to follow for logging into orientation.

 Advanced Academic Standing and Transfer of Credit

Policy and Procedure
A potential student who has earned credit at another college before 
enrolling in school may request a transcript evaluation to deter-
mine if credit previously earned is applicable to current program 
requirements. The potential student must obtain an  Application for 
 Transfer Credit from an Admissions Representative.  The form must 
be completed and returned to the Admissions Representative for 
submission to the school’s Registrar.  A request for transfer of credit 
must occur by the first week of attendance.  This will allow time 
for any requested  transcripts to arrive to the school. The student 
must also provide a copy of the catalog description from the school 
where credit was earned for each course considered for transfer. All 
 transcripts and catalog course descriptions must be received within 
the first five weeks of attendance.

Transfer credit may be granted if the course:

Was completed with a grade of C or better at an accredited 
college provided that the course requirements are equal or 
superior to the requirements of a similar course offered by 
Centura College Online
Meets the required semester credit hours for the course 
offered by Centura College Online
Was not used to satisfy high school diploma requirements*
Did not appear on the student’s high school transcript*
Is not a remedial course
Was not taken to satisfy a freshman admissions requirement

The school reserves the right to accept or reject credits earned at 
other institutions of higher learning.

Transfer of Credits within Centura College Programs
A student transferring from one program of study into another  
program of study within the school may request that earned cred-
its be considered for transfer by completing an  Application for 
 Transfer Credit.  Credits will only be considered for transfer if the 
course in the program the student is exiting has a clock hour value 
equal to or greater than a similar course in the program the stu-
dent is entering.  A student is allowed to transfer within the school 
between programs one time.

Transfer of  International Credits
Transcripts from schools outside the United States and its ter-
ritories must be evaluated by an independent evaluation service 

•

•

•
•
•
•

*This does not include courses taken in high school for college credit.
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endorsed by the  National Association of Credential Services, Inc. 
(NACES).  The student is responsible for any fees associated with 
an NACES transcript evaluation.

Transfer of Credits to Other Institutions
The determination of transferability of credits from Centura 
College Online to another educational institution is made at the 
discretion of the receiving institution.

 Credit Hour Conversion
Colleges and universities typically operate on a semester system, 
thus awarding semester credit.  The school awards either quarter 
or semester credits.  To convert quarter credits to semester cred-
its, multiply quarter credits by two-thirds.  Conversely, to convert 
semester credits to quarter credits, multiply the semester credits by 
1.5.  For example, a student who has earned twenty (20) semester 
credits would earn thirty (30) quarter credits at Centura College.  No 
more than 75% of a program may be satisfied by transfer credits.

Student Notification
Once a decision has been made regarding the transfer of credits, 
the student must be notified in writing via a completed Results 
of  Transcript Evaluation form and must receive academic advis-
ing that addresses the results of the transcript evaluation and the 
implications.  The student must sign the appropriate section of the 
Result of  Transcript Evaluation form acknowledging that academ-
ic advising was received.  All documentation must be included in 
the student’s file.

Fees
Transfer of credits does not necessarily reduce tuition costs.  A 
$100.00 transfer credit fee is charged at the time of the transfer.  The 
institution may award a military scholarship to all active duty and 
veteran students to cover the cost of the transfer of credit fee.  

   Application for Re-Admission

Any student desiring to return to the school after an extended term 
of non-attendance must apply through the Office of the School 
Director. The School Director will review the student’s academic, 
attendance, and financial aid records, and based on the findings, 
will make a determination.  The School Director at his/her discre-
tion may permit a student to re-enroll.  The student will be noti-
fied of the decision by the School Director which will be final.  
Normally only one re-entry will be permitted.

 Course Substitutions

Many changes occur daily both in business and education; there-
fore, it is impossible to guarantee long-standing provisions.  The 
school reserves the right to modify courses in the best interest of 
the overall program upon sufficient notice to students and proper 
regulatory agencies.

The school reserves the right to make changes in course content, 
materials, organizational policy, tuition, teachers, administrative 
staff, and curriculum as circumstances dictate, subsequent to the 
latest publication of this catalog or its attachments.  Employment 
opportunities in certain career fields change in the community and 

in the national job market.  In keeping with the stated mission and 
educational objectives, the school reserves the right to determine the 
programs offered at each school. 

 Approvals and  Memberships

  Accrediting Commission of Career Schools and Colleges of 
Technology (ACCSCT)  

  State Council of Higher Education for Virginia ( SCHEV)

 Virginia Committee on  Veterans Education

 Virginia Department of  Rehabilitative Services

An eligible institution for  Federal Family Education Loan 
Programs and Pell  Grants through the  U.S. Department of 
Education

 Workforce Investment Act ( WIA)

For Additional information regarding the school and its 
programs, contact the following school officials:

Job Placement School Director
 Career Services Coordinator

 Repayment Schedules on  Loans  Financial Aid Advisor
Student Retention Data School Director

Student Services
Certifi cate of Accreditation School Director
ACCSCT Certifi cate of Ap-
proval to Operate

SCHEV

 FINANCIAL AID
 Financial Aid is financial assistance to students whose resources 
may not fully cover the costs of acquiring an education.  It consists 
of a combination of grants, low cost loans, reimbursement and 
other arrangements.   Grants are considered gift aid and do not have 
to be repaid.   Loans are just that - funds lent to a student in order 
to help defray education expenses and must be repaid.  There are 
many sources of assistance beyond the  Federal  Title IV programs.  
All those in which we participate are discussed below; however, the 
student is encouraged to investigate any source that might arise.  For 
instance,  scholarships are varied and ever-changing.

Students are not eligible for financial aid if they are currently in 
default on a previous student loan or owe a repayment for a federal 
grant.  However, a student’s eligibility may be restored.  If the stu-
dent is in default on a loan, in order to regain eligibility, the student 
must either repay the loan in full or make satisfactory repayment 
arrangements with the loan holder and meet all other necessary 
eligibility requirements.  If the student owes a repayment for a fed-
eral grant, in order to regain eligibility, the student must repay the 
entire amount or make arrangements to repay the overpayment and 
meet all other necessary eligibility requirements.  All students are 
required to attest that proceeds of their financial aid will be solely 
used to pay the cost of attendance at Centura College Online.

•

•

•

•

•

•
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tion, Pell eligibility and availability of federal funds. Applicants 
may not have previous earned a four-year degree.  This grant is 
awarded to those students who demonstrate exceptional need, as 
defined by the Department of Education, through needs analysis.  
Funding for this grant is very limited, so it may not be possible 
to meet the needs of all students throughout a given award year.  
Your  Financial Aid Advisor will be able to tell you whether or not 
you qualify and if so, whether FSEOG is available.

 Federal Family Education Loan Programs

The  William D. Ford Direct Subsidized Loan Program and the 
 Federal Subsidized Stafford Loan Program provide low-inter-
est, long-term loans. The interest rate varies annually, up to a 
maximum of 8.25%. Eligible students should check with their 
 Financial Aid Advisors for annual loan limits.  This is a loan, not 
a grant, and must be repaid.  The goal of the loan programs is to 
provide students the broadest possible access to loan capital.

Many students qualify for federal interest subsidy whereby the 
federal government pays interest on the loan to the lending institu-
tions while the student is in school, as well as during the six month 
grace period following their last date of attendance.  Repayment 
generally begins six months after the student leaves the school.  
Current interest rates and additional information are available 
from a  Financial Aid Advisor.

The  William D. Ford Unsubsidized Direct Loan Program and the 
 Federal Unsubsidized Stafford Loan Program provide additional 
borrowing potential for independent students.  Students who are 
determined to be eligible to participate in this program, should 
check with their  Financial Aid Advisors for annual loan limits. 
The interest rate on this loan varies annually up to a maximum of 
8.25%.  If the student borrower is a full-time student, repayment 
of principal and/or interest may be deferred until after graduation. 
Students may apply for these loans throughout the year since there 
is no filing deadline. Repayment generally begins six months after 
the student leaves school.

For those students determined to be dependent for financial aid 
purposes, parents may apply for a  Parent Loan for Undergraduate 
Students ( PLUS Loan), for their student attending the school.  
The maximum varies depending upon the student’s cost of 
attendance and the amount of any other aid the student may 
receive.   Repayment begins on the date the last disbursement of 
the loan is made.  There are deferments available to the parent; 
see your  Financial Aid Advisor regarding terms and eligibility.  
The interest rate varies annually up to a maximum of 9%. PLUS 
loans are available through both the Federal Family Education 
Loan Program and the William D. Ford Direct Loan Program.  
Applications are available in the Financial Aid Office.

  Military  Tuition Assistance

Programs of study at Centura College are approved for active duty 
military personnel.  The level of tuition assistance varies depend-
ing upon the branch of the service and any additional financial aid 
the student receives.  Students must maintain at least a C average 

How You Can Afford to Attend Centura College Online

Non-repayable   Federal Pell  Grants are available based upon 
financing for those who qualify.
  Subsidized and Unsubsidized Federal Family Education Loan  
Programs with reduced interest rates are often available for 
those who qualify.
Some applicants qualify for vocational rehabilitation.
Workers and economically disadvantaged students can quali-
fy for some programs.   
 Veterans of military service and dependents qualify for some 
programs.
Active duty military can participate in a tuition assistance 
program.
Monthly payments from you or your family can help pay for 
your education.     
Children or spouses of deceased or disabled veterans can 
qualify for some programs.
Some parents qualify for railroad retirement benefits.
Some students qualify for competitive  scholarships.
Some companies have tuition reimbursement  plans.

Prospective students and their parents are encouraged to contact a 
 Financial Aid Advisor of the school.  Centura College is recognized 
by the U.S. Department of Education as a proprietary institution of 
higher education for the purpose of student participation in federal 
grant and loan programs.  In order to be eligible for any of our pro-
grams, you must be a U.S. citizen or permanent resident and maintain 
 Satisfactory Academic Progress.  Since all aid received from any 
Federal Family Education Loan Program must be used only for edu-
cational purposes, students receiving such aid must sign a Statement 
of Education Purposes, promising that the assistance received will be 
used only for expenses related to attending school.

Applications for all financial aid are available from the campus 
 Financial Aid Advisor.  Some of the many types of financial aid 
available for qualified students are as follows.

 Federal Pell Grant

The  Federal Pell Grant is an award from the federal government 
which does not have to be repaid.  Eligibility for this award is 
computed primarily on the basis of parent/student income and 
assets, family size, and number in school.  All students should 
apply if they are at least half-time.  For many students, these 
grants provide a foundation of financial aid, to which aid from 
other federal and non-federal sources may be added.  The amount 
that will actually be received depends upon the expected family 
contribution, whether the student is full-time or part-time, how 
long the student will be enrolled during the academic year, and the 
cost of education at the school.  Applicants must not have previous 
earned a four-year degree.

 Federal Supplemental Education Opportunity Grant  (FSEOG)

FSEOG, like Pell, is a grant which does not have to be repaid. 
Eligibility is determined based upon expected family contribu-

1.

2.

3.
4.

5.

6.

7.

8.

9.
10.
11.
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to remain eligible for tuition assistance benefits.  For additional 
information, students should contact a  Financial Aid Advisor or 
their Base Education Officer.
   
  Veterans Benefi ts

Students may be eligible to receive benefits while in   attendance 
at Centura College Online. Centura College has been approved by 
the  Virginia Committee on  Veterans Education to train veterans 
and disabled veterans.  The  Veterans Administration will provide 
the veteran money to pay for educational expenses.
     
 Rehabilitative Services

Centura College is approved to train qualified clients of the 
 Virginia Department of  Rehabilitative Services.  The amount of 
financial assistance is dependent upon the counselor’s recommen-
dation.  If you have a disability which may limit your normal pur-
suance of any position, you may be eligible under this program. 
Contact your local Vocational Rehabilitation Office.

 Veterans Survivors

Students may be eligible to receive Veteran Survivor benefits while 
in attendance at Centura College Online.  This same policy applies 
to sons, daughters, or spouses of a deceased or disabled veteran.  
For more information, contact the  Veterans Administration or your 
Social Security Office.
     
 Payment Plans

The school has other tuition payment plans available for students 
who may need to use the income from a part-time job or from fam-
ily or personal resources to pay-as-you-go.  There are also private, 
non-federal loan sources available.  A plan tailored to meet your 
needs while attending school can be arranged.  We want to help you 
attend the school.  Check with the  Financial Aid Advisor for full 
details on tuition payment schedules.

 TUITION

 Tuition Charges

A current schedule of tuition and fees is provided as a supple-
ment to this catalog.  The school reserves the right to modify such 
tuition and other charges upon sufficient notice.

The tuition obligation for each program begins on the first day of 
each respective semester.  The student will be charged an addi-
tional pro-rata amount for courses repeated or for courses taken 
that cause the student to attempt more credit hours than the credit 
hours listed in the agreement.  The school may assign this agree-
ment to a bank or other third party.  No such transaction will alter 
the refund policy contained in this agreement.  Any unpaid tuition 
becomes due and payable in full, less any applicable refund, upon 
the student’s last day of class attendance.  A financial aid work-
sheet will be given to each prospective student indicating how the 

student will be able to meet their financial obligation to the school.  
If a promissory note is indicated, the promissory note will become 
a part of the  Student Enrollment Agreement.

Students who do not pay in accordance with the foregoing terms or 
by a payment plan agreed upon between the student and the school 
are subject to  dismissal at the discretion of the School Director.  The 
school reserves the right to withhold graduation services, career 
assistance, and other services for failure to meet financial commit-
ments.  Unless other arrangements have been satisfactorily made, 
all outstanding unpaid tuition is due and payable in full immedi-
ately, no later than the last day of scheduled instruction.

 Tuition costs include access to the school’s online courses.  
 Textbooks and  software are not included in the tuition and are pur-
chased from the school.  Upon enrollment, a listing of the books 
and publishers for each course in the program is available to the 
students.  The cost by program is listed in the catalog supplement 
and in the  Student Enrollment Agreement.  A listing of personal 
disposable supplies and testing fees necessary for each program 
and estimated costs may also be found in the catalog supplement.

 Cancellation Policy

If the student is rejected for admissions, all monies previously paid 
will be refunded.  If the student cancels this agreement by written 
notice to the School Director at the above campus address within 5 
calendar days (8 in the state of Indiana) or 3 business days (six in 
the state of Indiana) from the date of signing the  Student Enrollment 
Agreement, excluding legal holidays, all monies paid will be 
refunded. If the student has not previously visited the school, then 
these days commence from the time of the student’s first visit or the 
student’s regularly scheduled orientation, whichever occurs first.  

 Termination Policy

The student must comply with school rules and regulations during the 
program of study.  The school may cancel this agreement and suspend 
the student in the event the student fails to comply with the rules and 
regulations as stated in the current catalog.  The student may also be 
suspended for failure to maintain  Satisfactory Academic Progress or 
non-payment of tuition and fees. Such suspension/termination for 
valid reasons does not relieve the student of financial obligations to 
pay all tuition due per the school refund policy.  

 Withdrawals and  Refunds

Since the withdrawal of a student does not decrease the expenses of 
the school to any substantial degree, the following policies have been 
established regarding refunds or adjustments of tuition charges. 

 FAILURE TO ENTER - If an accepted student does not enter 
classes, the full amount of prepaid tuition will be refunded. 

WITHDRAWAL - The student's last date of attendance will 
be the last day of documented academic activity or the date of 
formal withdrawal (written notification), whichever occurs first, 
unless otherwise regulated by a third party. In case of  dismissal 
for disciplinary reasons, failure to maintain academic progress, or 
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violation of school rules and policies as outlined in this catalog, 
the student’s last date of attendance will be the date of dismissal. 
If the student is considered a withdrawal, per the policy described, 
the school will send the student an invoice of the amounts owed to 
the school and payment options. All balances are due and payable 
30 days after the last day of attendance. A 1.5% rate of interest 
per month will be incurred for balances not paid when due. In the 
event third party financing is found at a lower rate of interest than 
the established 1.5% per month, the student agrees to apply and 
accept such new terms from the third party lender. 

 POSTPONEMENT - In the event a scheduled new class start 
date is postponed by the school for longer than 45 calendar days, 
applicants may cancel this contract and are entitled to a full refund 
of all monies paid.

 Refund Policy

 Return of  Title IV Funds: The  Financial Aid Office is required by 
federal statute to determine how much financial aid was earned by 
students who withdraw, drop out, are dismissed, or take a leave of 
absence prior to completing 60% of a payment period or semester. 

For a student who withdraws after the 60% point-in-time, there 
are no unearned funds. However, a school must still complete a 
Return calculation in order to determine whether the student is 
eligible for a post-withdrawal disbursement. 
The calculation is based on the percentage of earned aid using the 
following Federal Return of  Title IV funds formula: 

Percentage of payment period or semester completed equals the 
number of days completed up to the withdrawal date divided by 
the total days in the payment period or semester. (Any break of 
five days or more is not counted as part of the days in the semes-
ter.) This percentage is also the percentage of earned aid. 

Funds are returned to the appropriate federal program based on the 
percentage of unearned aid using the following formula:
Aid to be returned equals (100% of the aid that could be disbursed 
minus the percentage of earned aid) multiplied by the total amount 
of aid that could have been disbursed during the payment period 
or semester. 

If a student earned less aid than was disbursed, the school would 
be required to return a portion of the funds and the student would 
be required to return a portion of the funds. Keep in mind that 
when  Title IV funds are returned, the student borrower may owe a 
debit balance to the school. 

If a student earned more aid than was disbursed to him/her, the 
school would owe the student a post-withdrawal disbursement 
which must be paid within 120 days of the student's withdrawal to 
either the student or original lender.

 Refunds are allocated in the following order:

Unsubsidized Federal Stafford  Loans 
Subsidized Federal Stafford  Loans 

•
•

Unsubsidized Direct Stafford  Loans (other than PLUS loans) 
Subsidized Direct Stafford  Loans 
 Federal Perkins  Loans 
Federal Parent (PLUS)  Loans 
Direct PLUS  Loans 
  Federal Pell  Grants for which a Return of funds is required
Federal Academic Competitiveness Grant (ACG Grant) 
Federal Supplemental Opportunity  Grants for which a Return 
of funds is required 
Other assistance under this Title for which a Return of funds 
is required (e.g., LEAP) 

  Institutional/State  Refund Policy

Refunds will be paid within 45 days of the cancellation date or 
within 45 days of the written request for withdrawal or 45 days 
from the date a student has been determined to be a drop (date 
of determination) or within 45 days from the receipt of payment 
in the event that the date of such receipt is after the last date of 
attendance unless federal or state requirements specify otherwise. 
If the school receives a written request for withdrawal from the 
student, that date shall be the last date of attendance. If a student 
does not submit written notification to the school, the last date of 
attendance will be the last date of documented academic activity. 

After the return of Title IV funds calculation has been made, the 
institutional refund policy is applied. Our Institutional refund policy 
will be based on a term, following the state Pro Rata formula, as 
explained below.  In any event the Last Date of Attendance (LDA) 
will be the date used for calculating the amount of refund due and 
the Date of Determination (DOD) will be the date used for calculat-
ing the time frame allowed to actually refund any monies due. 

The policy the school uses is as follows:

If the student withdraws within the first 25% of the term the 
school will retain 50% of the charged Tuition and Fees.
If the student withdraws before the first 50 % of the term and 
after the first 25% of the term, the school will retain 75% of 
the charged Tuition and Fees. 
If the student withdraws after the first 50% of the term, the 
school will retain 100% of the charged Tuition and Fees.

Students should be cautioned that if they fail to complete their pro-
gram, the school may have to refund previously applied grants and 
loans to the originator and then demand payment for this tuition 
from the student.

In special cases of prolonged illness or accident, death in the 
family, or circumstances that make it impractical to complete the 
program, the school will follow its refund policy in making a deci-
sion regarding repayment arrangements that is reasonable and fair 
to both parties.

•
•
•
•
•
•
•
•

•

•

•

•
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 STUDENT SERVICES

The school provides instruction to all students in their chosen 
field of study.  However, for a well-rounded education, this is not 
restricted to what is provided within the confines of the classroom.  
Additional assistance and guidance are offered from the first day 
of class through the date of graduation.

Each  faculty member can also be contacted via their e-mail 
account.  Response time for student request is within two busi-
ness days.  If the student needs help in understanding electronic 
platforms or utilizing the school’s website, service is provided 
by the  Help Desk by calling the toll free number or e-mailing.
Student Services can be provided electronically, telephonically, or 
in person.  Qualified personnel are provided by the school to meet 
your needs.  Specifically, the school offers the following student 
services to all online students.       

Technical Support  Help Desk

A student support help desk technician is a single point of contact 
for all technical problems.  Students can call: 877-281-2121 with 
any technical problems in order to succeed in their courses. 

 Advising

Student advising is a continuing service offered at no additional 
charge by the school.  Academic, vocational, and personal guidance 
is available to all students during their attendance to the school.  
This process begins with the  Admissions Representative advising 
a new student regarding the available programs of study.

Academic, technical, and personal advising continues throughout 
the student’s enrollment at the school.  Finally, career advising and 
job placement assistance is available through the  Career Services 
Department.   Tutoring assistance is continuously available to all 
students requesting such aid.  Regular class attendance is a prereq-
uisite for such tutoring.
  
Career Services

One of the most important services offered by the school is job 
placement assistance, which is available at no additional cost to 
students and graduates.  While no school can guarantee a job after 
graduation, the school assists new graduates in securing posi-
tions to satisfy their dreams and aspirations.  Students are taught, 
through a self-directed career search plan, the proper method of 
marketing their newly learned skills to a potential employer.  This, 
in addition to personal interviews arranged between the student 
and potential employers, is responsible for the excellent results 
attained by our  Career Services Department.

The  Career Services Coordinator is responsible for assisting all 
students in securing permanent career employment upon gradu-
ation. Students are instructed on resume writing, interviewing 
techniques, personal appearance and proper attire, and the impor-
tance of the first contact with a company. The school reserves the 
right to withhold career assistance from students not meeting their 
financial obligations to the school.

 Delivery of  Books

All course books will be sent directly to the students as each 
course begins.  If the books have not arrived before the start of  
new courses, the student should contact Centura College Online 
at: 877-281-2121.
 
 Equipment

The school provides technical services and training through its 
online platform.  Online students must also have at least the fol-
lowing hardware and  software:

Microsoft Windows XP Professional
2 GHz Processor
1 GB  RAM
56 kbps Modem or Broadband Connection
Sound Card
Speakers and Microphone
DVD/CD-RW ROM Drive
Quicktime Player    
Adone Reader 7.0
Microsoft Office 2003
Mozilla Firefox
Anti-virus protection

Students are required to have an  Internet Service Provider (ISP), 
an e-mail account, and a JAVA capable browser, all maintained at 
the student’s cost.               

The Student Success Center

The Student Success Center (SSC) is the virtual home of all stu-
dent services offered at Centura College Online.  The mission of 
the SSC is to create a virtual student centered environment that 
facilitates peer interaction and easy access to resources.  Current 
services offered include around-the-clock access to information and 
resources for tutoring services, student advising, career advising 
and peer mentoring.  Supported and monitored by student advisors, 
the SSC allows students to request assistance and to browse virtual 
presentations and online resources at their convenience.  

In addition to having online access to our support services, the 
SSC gives students the opportunity to interact with their peers 
through student clubs, message boards and chat rooms.  Students 
may also view virtual presentations on co-curricular and extra-
curricular topics to enhance their learning experience.  Students 
should contact their Advisor or Program Coordinator for more 
information about the SSC and its resources.  

  Students  Rights and  Responsibilities

STUDENTS HAVE THE RIGHT TO:

Each student will have a student record that will contain: an 
admissions file, an academic file and a financial file.  Each 
file will contain all documents required by state, federal and 
accreditation regulations.

•
•
•
•
•
•
•
•
•
•
•
•

1.
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Examine their own academic and business office files in the 
presence of a school official. Student records will be main-
tained at the school for a minimum of 5 years. 
The school will maintain an official transcript for all formerly 
enrolled students (i.e. graduates, terminated, withdrawn).  
This transcript will be securely maintained indefinitely and 
protected against damage, loss or school closure.
Request copies of their transcripts. These will be marked 
“Issued to Student” and will not be certified copies.
Request certified copies of transcripts. Certified copies are 
to be mailed from the school to the address indicated by the 
student. Each student will receive one complimentary certi-
fied transcript upon request.  All others will be provided upon 
receipt of a $5.00 fee for each transcript.
Be treated with respect, tact, honesty, maturity, and patience.
Submit grievances for resolution to the appropriate school 
officials.  See grievance procedure section in index for pub-
lished policy.
Receive course and schedule  advising from a faculty member.
Request and receive career  advising from the Career Services 
Office.
Request and receive academic  advising from a member of the 
faculty on matters related to study skills and academic success.
Know their academic grade point average and progress 
toward graduation at any time.
Know the objectives and grading criteria of any class in 
which they are enrolled.
To access the Campus Security Act information available on 
the student portal.
To access the total number of students enrolled in each pro-
gram, the total number and percentage that completed/gradu-
ated in the last academic year for each program at the school 
and the percentage of students that claim a Virginia residence,  
all available on the student portal.

IT IS THE STUDENTS’ RESPONSIBILITY TO:
Attend classes regularly and enthusiastically.
Complete all assignments made by instructors.
Be familiar with all institutional policies and adhere to them.
Be familiar with the school’s financial aid policy, complete the 
process promptly, and return all forms to the proper place.  
Notify the school of any change in address, phone number, or 
e-mail address.
Notify the School Director and instructors of matters affect-
ing classroom performance or attendance.
Notify the Instructors or the School Director of any unre-
solved grievance.
Approach problems, needs, and difficult situations with matu-
rity, tact, and patience.

Student Computer Usage Policy

The computers that are supplied by the school, whether desktop or 
laptop, are to be used for school-related activities only.  The school 

2.

3.

4.

5.

6.
7.

8.
9.

10.

11.

12.

13.

14.

1.
2.
3.
4.

5.

6.

7.

8.

has the right to monitor e-mail and internet use including incoming 
and sent e-mails, and individual web sites visited.  The student has 
no right to privacy to any document sent or received on a school 
computer.  It is necessary to monitor student’s computer usage for 
many reasons, including monitoring the school’s non-harassment 
policy.  Any student that is found to have misused the school com-
puters is subject to discipline, up to and including expulsion.

Misuse of the school computers includes but is not limited to:

Downloading or printing copyrights materials (including 
articles and software) that would violate copyright laws.
Sending, receiving, printing, or distributing, offensive or 
harassing statements or language including disparagement of 
others based on age, race, religion, national origin, sex, dis-
ability, political beliefs, or marital status.
Operating a business, usurping business opportunities, or 
soliciting money for personal gain.
Sending chain letters, gambling, or engaging in any other 
activity in violation of local, state or federal law.
Sending, receiving, printing, or distributing sexually oriented 
messages or images that could be considered obscene, or 
harassing.
Using the school computer in any way that could do damage 
to future success of our companies, harm any individual in the 
school, or affect any of our companies professional image. 

 Tutoring

 Tutoring is available in each class.  To request tutoring in any 
class, e-mail or call your Academic Coordinator.  He or she will 
arrange the tutoring that will take place. 

 Virtual  Library

The  Library and Information Resources Network (LIRN) provides 
access to approximately 4,300 journals, newspapers, and other ref-
erence resources.  LIRN includes two primary databases.  The first 
is the Electric  Library.  The database covers a broad range of aca-
demic disciplines and general topics.  The database provides full-
text records for all items.  It includes 600 full-text periodicals along 
with a large selection of newspaper article  transcripts, thousands 
of television and radio  transcripts, books, maps and pictures.  The 
other database is the InfoTrac searchbank which provides indexing 
and full text articles for over one thousand journals, magazines, and 
newspapers.  The e-Global  Library includes: online tutorials (e.g. 
Libraries 101, Research 101, and Internet 101); Research guides 
on more than 65 academic and business topics with resources with 
approximately 2,500 Internet sites selected, evaluated, and anno-
tated by librarians with subject expertise; and career development 
resources. Legal students have access to WestLaw Online. 

  Student Portal

The  Student Portal will serve as the primary communications 
device between the school and the student.  Items, traditionally 
mailed (i.e. grades and loan disbursement notifications) will be 
available for viewing on the student portal.  Students may view/
print these items from home.  Access to the student portal will be 
demonstrated at orientation.

1.

2.

3.

4.

5.

6.
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 Student Conduct

The following behaviors will not be tolerated and will result in 
 disciplinary action and/or  dismissal:

Offensive, explicit, or threatening e-mail communications.
Offensive, explicit, or threatening language in a chat area.
Posting of offensive, explicit, or threatening documents or 
files. The school reserves the right to remove any material 
deemed inappropriate. 

Students suspected of cheating in any form on academic work 
are subject to  dismissal from school.  Instances of plagiarism, 
cheating, lying, or stealing should be brought to the attention of a 
member of the  faculty or the School Director.
 
Student Disciplinary Action

Failure to meet standards of conduct acceptable to the school may 
result in disciplinary  suspension.  

The School Director has the right to suspend a student imme-
diately for failure to meet the school’s standards of conduct.

The student shall be informed of the reason for suspension 
either in conference or in writing.  In either case, documenta-
tion of the suspension will be noted in the student’s academic 
file. The school will conduct an investigation into the matter 
to insure fairness and to determine if further action, up to and 
including permanent dismissal might be warranted.

The student has the right to appeal a disciplinary suspension 
to the School Director in writing.  The School Director will 
consider this appeal as part of the investigation and when 
making a final determination of action. 

This decision may be appealed to the School Director or des-
ignee in writing.

If the School Director or designee confirms the decision, the 
student may appeal to the Office of Academic Affairs  in writ-
ing within five days of the confirmation.

If the Office of Academic Affairs confirms the decision, the 
student may appeal to the  Virginia Department of Education.

A student who is dismissed may apply for re-entry, where 
upon his application will be considered by the School 
Director or designee. 

 Grievance/ Complaint Resolution

The grievance/complaint procedure is an essential part of an 
effective educational system.  At the school, every safeguard is 
taken to protect this right of the student.  The School Director will 
ensure that no unfair actions will ever be allowed to occur to any 
student who has a grievance or complaint.  All files pertaining to 
a student’s grievance/complaint will be maintained by the school 
for five years.  All grievances/complaints should be made in a 
timely manner in order to facilitate a fair response. For grievances 
pertaining to academic matters, the student should 1) contact the 

•
•
•

1.

2.

3.

4.

5.

6.

7.

Instructor(s) privately  in writing; 2) if this outcome is not satisfac-
torily resolved within three working days then the student should 
contact the Program Coordinator or Director of Education; 3) if 
this outcome is not satisfactorily resolved within five working 
days then the student should contact the School Director.
Administrative grievance/complaints should be addressed directly 
to the School Director by submitting the grievance/complaint in 
writing.  Every effort will be made to resolve the grievance or 
complaint at this point.  However, if the academic or administra-
tive grievance/complaint has not been satisfactorily resolved within 
fifteen working days of contacting the School Director, then the 
student should contact the Vice President of Centura College.  
Contact of the Vice President should be made by sending the griev-
ance/complaint in writing to: Centura College Corporate, Attention: 
Vice President, 4455 South Boulevard, Suite 110, Virginia Beach, 
VA  23452 or by e-mail to vicepresident@centura.edu

 Unresolved Complaints

Schools accredited by the   Accrediting Commission of Career 
Schools and Colleges of Technology must have a procedure and 
operational plan for handling student complaints.  If a student 
does not feel that the school has adequately addressed a complaint 
or concern, the student may consider contacting the Accrediting 
Commission.  All complaints considered by the Commission must 
be in written form, with permission from the complaintant(s) for the 
Commission to forward a copy of the complaint to the school for a 
response.  The complaintant(s) will be kept informed as to the status 
of the complaint as well as the final resolution by the Commission. 

Please direct all inquiries to:   Accrediting Commission of Career 
Schools and Colleges of Technology, 2101 Wilson Blvd., Suite 
302, Arlington, VA  22201, (703) 247-4212.  A copy of the 
Commission Complaint Form is available at the school and may 
be obtained by contacting the School Director.

A student may also choose to contact the  State Council of Higher 
Education for Virginia, 101 North 14th Street, Richmond, VA  
23219.

 Equal Educational Opportunity Policy

It is the policy of the school that there shall be no discrimination 
in regard to age, race/color, creed, sex, national origin, religion, 
or disability as to the admission or other treatment of its students, 
employees, or prospective students and employees.  Such discrim-
ination is also prohibited by federal law.  Any complaint alleging 
failure of this institution to follow this policy should be brought to 
the immediate attention of the School Director.
 
Indemnification

The student releases and holds harmless the institution, its 
employees, its agents, and its representatives from and against all 
liabilities, damages, and other expenses which may be imposed 
upon, incurred by, or asserted against it or them by reason of 
bodily injury or property damage, which may be suffered by the 
student from any cause while enrolled in the school.
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 ACADEMIC POLICY

  Online Delivery System

Our classes are offered within an Internet-based learning envi-
ronment that hosts both the content of lectures and the resources 
needed to communicate with teachers and classmates.  Our virtual 
classrooms will be limited to a maximum of 25 students per class 
in almost every case.  Assignments, quizzes, and communication 
are conducted through intuitive online tools and lessons are sup-
ported by textbooks and interactive  software.  The environment 
requires a PC running the Microsoft XP Professional operating 
system, Internet Explorer, and an  Internet Service Provider using 
at least a 56K modem for Internet connectivity.

Faculty/Staff Interaction

Given the unique nature of online learning,  faculty/student interac-
tion is critical for success.  Online classes offer several opportuni-
ties for both student/student and student/ faculty interaction.  Some 
methods of interaction include lectures, e-mail, document sharing, 
threaded discussions, and chat rooms.  Faculty log in daily to 
review, respond, and reply to students within two business days.

Satisfactory  Academic Progress (Qualitative & Quantitative) 

In order to demonstrate satisfactory academic progress toward 
completion of a program, a student must maintain a specific over-
all grade point average and must progress through the program at 
a specific minimum pace. Satisfactory progress is evaluated at the 
end of each term, and these standards apply to all students. The 
qualitative and quantitative evaluations measured at the end of 
each term are described below.

Required Grades
The minimum  cumulative grade point average ( CGPA) required 
for graduation is a 2.0 with a passing grade in every class sec-
tion.  For a program that is 3 or less terms, the minimum  CGPA 
is 2.0 for each term. If a program is longer than 3 terms but one 
academic year in length or less (as defined by the U.S. Department 
of Education), the minimum  CGPA at the end of the first term is 
1.5.  The minimum  CGPA at the end of the second term is 1.75. 
The minimum  CGPA for the remainder of the program is 2.0. 
The minimum  CGPA required for all programs greater than one 
academic year is 1.5 at the end of the third term.  The minimum 
 CGPA at the end of the fourth term is 1.75, with a minimum  CGPA 
for the remainder of the program of 2.0. If a student receives a 
failing grade for a class, the class section must be retaken. When 
a student repeats a class, the second grade will be substituted for 
the first, for GPA calculation purposes.

Maximum Time Frame
The student must finish his/her certificate, diploma or degree pro-
gram by attempting no more than 150% of the total credits required 
for completion of that program. Attempted credits include all credits 
attempted; transfer credits, repeat courses, withdrawals (official or 
unofficial), and credits earned without benefit of financial aid. If the 

student completes a program and decides to enroll in a new program, 
Satisfactory Progress measurement will begin with the new program.  
Any courses transferred in will count toward the academic progress 
as credits attempted.  Developmental coursework is excluded from 
the calculation. For programs that are less than one calendar year in 
length, the  rate of progress ( ROP) will be monitored at the end of 
each term with the minimum  ROP for the first term no less than 50% 
and no less than 67% for each subsequent term.  For programs that 
are greater than one calendar year, the  rate of progress ( ROP) will 
be monitored at the end of each term with the minimum  ROP for the 
first three terms no less than 50%, the fourth term at 62.5%, the fifth 
term at 65%, and no less than 67% for each subsequent term.

Attendance in any portion of a term will be counted as a term 
attempted. A student called to immediate active military duty will 
not have the term from which he or she withdrew counted as an 
attempt for the purposes of calculating the  ROP. If at anytime the 
school determines that the student is unable to graduate from his/her 
program without exceeding the maximum time frame, the student 
will be dismissed from the program.

 Attendance Policy

Attendance, as it is defined by the U.S. Department of Education, 
is not required to be taken by our schools. We do however take 
classroom attendance at our schools. The School does not require 
that attendance other than scheduled classroom attendance be 
taken. The school holds a “census” during each grading period 
(module) where it is determined if a student should be withdrawn 
for attendance or other reasons. Since our schools are on a modu-
lar system within a term, a student might have scheduled classes 
within one module while not being scheduled for classes within 
another module. Subsequently, they would normally remain active 
students without being required to attend school during these 
occurrences of non scheduled classes. In order for a student to 
be designated as a “complete” for F/A purposes a student must 
be scheduled for, attend and complete a scheduled class within 
the term. Documentation of the student’s completion would be 
accomplished by the posting of an earned grade (A,B,C,D and 
F) within the term. A grade of W, I or U would not be an earned 
grade for this purpose. If the student is not scheduled to attend 
the first module of a term, but is scheduled to attend a subsequent 
module within that term, documentation of this fact should be 
placed within the student file at the beginning of that term or the 
student could be withdrawn from school, during the first census, 
for reason of non attendance.

Regular attendance is expected and encouraged. Students are expect-
ed to participate during every class session. Students that miss class 
are still responsible for all work completed in class, assignments 
listed on the syllabus, and homework announced during class. It is 
the student’s responsibility to initiate make up work. The student will 
receive a zero for any assignments not made up within the time frame 
specified by the instructor. Please refer to the syllabus supplement 
provided by your instructor for further information regarding the 
attendance policy. In any circumstance, the date of determination to 
withdraw a student will never be later than either the census date that 
determined the student to be withdrawn or seven consecutive missed 
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class days during the student’s last scheduled class within the term 
(quarter/semester), whichever is sooner.
Each semester last fifteen weeks and consists of three grading 
periods called “modules”.  Students may attend their online cours-
es at any time 24-7 during a module.  Class attendance is recorded 
on Sunday of each week for attendance within the preceding seven 
calendar days.

The computer system will record exactly how much time is spent 
on each of the lessons.  Students should log into each class at least 
once a week at the earliest possible time in order to receive weekly 
assignments. Coursework and assignments are posted weekly and 
available for students' use on a 24 hour basis. Although there are 
no mandatory times that a student must log in, it has been found 
that an average of 20 hours per week is required for academic suc-
cess.  In the unfortunate event that a student must withdraw from 
school for any reason, the student must submit a written notifica-
tion of withdrawal to the school.  

If personal time for emergencies is needed, an agreed   Leave of 
Absence can be requested (see   Leave of Absence).  If there are 
problems with the student’s computer or  Internet Service Provider,  
he or she should call our  Help Desk at: 877-281-2121.  The stu-
dent should also notify the School Administration that there are 
difficulties with the connection.

Probation Policy

If the student has failed to achieve the minimum  CGPA requirements 
or the minimum  ROP requirements, the student will be placed on 
academic probation for one semester of instruction.  During this 
probationary period, the student must maintain satisfactory aca-
demic progress by meeting the aforementioned minimum  ROP & 
 CGPA for that semester.  During this time, the student will remain 
eligible for financial aid if these conditions are met, and the proba-
tionary status will be lifted.  Failure to achieve satisfactory progress 
by the end of the probationary period will result in  dismissal from 
the school.  Probation requires the student to be advised of the terms 
and conditions of the probation in writing and in person.

Appeals and  Waivers

A student may appeal a determination that they are not achiev-
ing  Satisfactory Academic Progress. The student must request 
the appeal in writing to the School Director.  The decision of the 
School Director is final. 

The School Director may grant a waiver of the  SAP standards for 
the following mitigating circumstances: death of a family mem-
ber, injury or illness, or other special circumstances.  During the 
waiver period the student would not be eligible for  Title IV funds.  
The student will become a cash paying student during the waiver 
period.  At the end of the semester, if the student has regained 
SAP, they will be placed on probation and become eligible for 
Title IV funds.  If they fail to maintain  SAP while on this proba-
tion they will be dismissed from school. 

Graduation  Requirements

In order to qualify for graduation from a degree program, a student 
must have achieved a minimum  cumulative grade point average 
of 2.0 and have made up all academic deficiencies (incomplete, 
failures, withdrawals, etc.). In addition, any degree program spe-
cific requirement must be met, and all financial obligations to the 
school must have been satisfied.  Upon successful completion of 
these requirements, each graduate will receive a degree, which 
will be mailed to their home address. 

Explanation of a Credit Unit

Within degree programs on the quarter credit system, 1 quarter 
credit hour is comprised of 10 lecture hours of instruction, 20 labo-
ratory hours, or 30 externship hours.  Within degree programs on 
the semester credit system, 1 semester credit hour is comprised of 
15 lecture hours of instruction, 30 laboratory hours, or 45 extern-
ship hours.  For quarter credit diploma programs that do not lead 
to a degree, 1 quarter credit is comprised of 20 hours of lecture or 
laboratory instruction, or 30 externship hours. For semester credit 
diploma programs that do not lead to a degree, 1 quarter credit is 
comprised of 30 hours of lecture or laboratory instruction, or 45 
externship hours. Most classes also require homework and addi-
tional study outside normal classroom hours.

A class hour is one class period of a minimum of 50 minutes in 
length in which lectures, demonstration, laboratory, or similar 
activities take place.

The school does not guarantee transferability of credits to any other 
college, university, or institution, and it should, therefore, not be 
assumed that any courses or programs described in this catalog can 
be transferred to another institution. Any decision on the compara-
bility, appropriateness and applicability of credits and whether they 
should be accepted is the decision of the receiving institution.

Independent Study Policy

Independent study requires a high level of self-directed learning 
on the part of the student.  It may be used as an option to meet 
the needs of a student who must complete a course that would not 
otherwise be offered during the semester or quarter.  Additionally, 
may be used when no other course offerings are available and 
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graduation would be delayed.  Each syllabus for the independent 
study courses includes comprehensive education objectives and 
a written outline of the competencies to be achieved through the 
course.  Students should meet with the instructor on a weekly 
basis.  No more than 10% of a program’s credit hours may be 
taken via independent study. 

Grading System

Students are graded based upon classroom participation, laboratory 
and project work, and written and/or skills examinations.  The final 
grade for a course reflects a measurement of performance in achiev-
ing the necessary objectives of that course.  Students are expected to 
complete all assignments and take each of the examinations. Program 
Coordinators will determine the policy regarding assigned work, tak-
ing into consideration the nature and objectives of the course.

Scale Grade Grade Points Description
100-90 A 4 Excellent
89-80 B 3 Good
79-70 C 2 Average
69-60 D 1 Poor
59-Below F 0 Failure
I I 0 Incomplete
T T 0 Transfer
W W 0  Withdrawal
U U 0 Unauthorized 

Incomplete 
(Unoffi cial 
Withdrawal)

Final grades are issued at the conclusion of each module (a five 
week grading period) based upon the following system.
Any student receiving a grade of incomplete for not completing 
course work must make arrangements to make up the required 
work within one week of the last scheduled day of class.  Failure 
to do so by such date will result in a failing grade for the course 
work for which an incomplete grade was received.

A student should realize that final grades for each module, as well 
as final grades for graduation, represent a weighted average of the 
student’s overall lab and theory grades.  All grades reported by the 
instructor are included in a student’s permanent records and are  
available to them at any time upon request.

Honors and Awards

To graduate with honors, a student must attain a  CGPA of 3.5 
or above and be recommended by the School Director.  Those 
graduating with a 3.5-3.699 would graduate  cum laude; those 
graduating 3.7-3.849 would graduate  magna cum laude; and those 
who graduate with a 3.85-4.0 will graduate  summa cum laude.  
Such scholastic achievement is so indicated upon the certificate 
distributed during graduation.  

The Richard E. McLeod Memorial Award plaque is presented 
during the graduation ceremony to the honor student in each 
career program with both a high overall grade average and an 
excellent attitude toward work and school.  The award recipients 
are chosen by a panel of instructors at each campus.  The Award 
of Excellence is given at each graduation ceremony to the most 
outstanding student at each campus.  Many factors are considered, 
including grade point average, overall attitude, and successful 
personal growth.

Students are instructed in the necessity of being punctual when 
reporting to work and not missing any work days when they begin 
their new career.  Perfect attendance certificates are awarded to 
those students who have not been tardy and have not missed any 
instruction since the first day of class in their respective programs.

Students who are honored at these graduation ceremonies are 
encouraged to note those honors and awards on their resumes.  
Employers look for positive behavioral patterns when they make 
hiring decisions.  These behavioral patterns include a positive 
attitude, a high level of school attendance, and a comprehensive 
knowledge of technical skills.

 Makeup Policy

All work in classes is due by Sunday evening at 11:59 p.m. Eastern 
time of the week in which it is assigned except for week 5 which 
is due by Thursday of that week.  Any work not submitted by the 
due date is considered late work, and  its grade will be lowered 
depending upon the lateness of the work.  Late work receives one 
letter grade deduction after Sunday night of the week in which it is 
assigned.  Any late work received after the following Wednesday 
night at 11:59 p.m. will be deducted two letter grades.  Any late 
work received after Saturday night at 11:59 p.m. following the due 
date will be deducted by three letter grades.  No late work will be 
accepted beyond Sunday, one week after it is due.  If the student 
experiences any problems with assignments, either technical or 
academic in nature;  he/she should contact the instructor and coor-
dinator before the work is late.
 Repeat Policy (Recycle)

Students failing to achieve a passing grade in a class must repeat 
the class in order to graduate.  The failing grade will be averaged 
into their cumulative GPA at the end of the semester until the class 
is repeated.  The new grade earned will replace the original grade 
and will be used to calculate the cumulative GPA.  Repeated class-
es are charged to the student at the standard published cost-per-
credit rate as documented on a Student Enrollment Agreement.

Satisfactory progress must be maintained during the time the class 
is repeated in order for the student to remain enrolled.  Hours 
offered continue to accumulate for possible refund purposes dur-
ing any recycle period.
 
Withdrawal

If a student finds it necessary to withdraw from school before com-
pleting their courses, the student is requested to submit written notice 
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of withdrawal to the School Director.  The effective date of the with-
drawal will be the date of the written notification.  If the student does 
not submit written notification to the school, the last date of atten-
dance will be the last day of documented academic activity.

Any possible tuition refund and final grade determination are 
based upon this last date of class attendance or withdrawal noti-
fication.  It will be necessary to have an exit interview with the 
School Director or Financial Aid Advisor to resolve all academic 
and financial matters.

 Leave of Absence

In the rare occasion that a student needs to take a temporary break 
in their education, a  Leave of Absence ( LOA) may be issued under 
certain circumstances. There must be a reasonable expectation that 
the student will return from the  LOA in order to qualify for a  Leave 
of Absence ( LOA). Per U.S. Department of Education regulations, a 
 Leave of Absence ( LOA) may be granted only for one of these four 
reasons, and the reason must be documented by the school:

1) Medical necessity 
2) Active military duty
3) Jury duty
4) Employment reasons

The following additional policies must be followed for any stu-
dent placed on  LOA:

The effective date of an  LOA can only be the first day of a 
student's semester, never a date within the semester.

Students should always be encouraged to complete all course-
work within the semester before going on  LOA, as all cred-
its within the semester will be considered "attempted" and 
will be assigned letter grades as described in the " Grading 
Procedures" section below.

A student must request an  LOA formally in writing, and it must 
accompany documentation of one of the reasons listed above.  

Prior to granting the  LOA, the school must explain to the 
student the start and end dates of the  LOA, the effects of the 
 LOA on the students' academic progress (GPA,  ROP, etc.), the 
effects of not returning from  LOA, and all academic implica-
tions of the leave.

A return date must be agreed upon by the student and the school, 
stipulating when the student will return to the program.  

The return date for the  LOA will always be on the first day of 
the students' new semester.

If the student returns on the designated return date, the         
student enters a new term code and is given a new semester 
of scheduled classes.

In the case that a student fails to return from  LOA on the date 
scheduled to return, they will be dropped, using the date the stu-
dent began the  LOA as the last date of attendance (LDA) and the 
scheduled return date as the  date of determination ( DOD).

Prior to granting the  LOA, the school must explain to the 

•

•

•

•

•

•

•

•

•

student the effects that the student's failure to return from an 
 LOA may have on the student's loan repayment terms, includ-
ing the expiration of the student's grace period.  The student 
must also be informed that they will be using the "grace 
period" for return to Title IV during the  LOA, and that, when 
they return from  LOA, the grace period will start over.

When the student returns on the scheduled return date and is 
scheduled for a new semester of classes, a new financial aid 
schedule for the new term may be necessary.

A leave of absence may not be longer than 180 days. A stu-
dent may be granted more than one leave of absence in the 
event unforeseen circumstances arise.  A student may not 
exceed 180 cumulative days in a 12 month period.  The 12 
month period begins on the first day of the student’s initial 
leave of absence.  

 
Dismissal

The school reserves the right to terminate a student’s enrollment 
for failure to maintain required academic progress or the failure to 
follow school rules and policies.  Furthermore, a student may be 
terminated for inability to meet required financial obligations or 
behavior inconsistent with professional business standards which 
may prove to be disruptive to academic progress.  In the case of 
dismissal for disciplinary reasons, the refund policy will be the 
same as for withdrawals.  Such a termination for valid reasons 
does not relieve the student of the financial obligations to repay 
all tuition due per the school refund policy.

 Administrative Decisions

The school reserves the right to make any necessary changes in the 
regulations, tuition, or fees upon proper notification of the appropriate 
regulatory agencies, if required.  Any course is subject to cancellation 
if registrations do not justify continuation of the class.  Normally, a 
minimum of eight students is required for a class to be scheduled.  
The school reserves the right to make changes in the equipment, 
textbooks, and curriculum to reflect new technology, to reset class 
schedules and hours, to consolidate classes, and to change locations.
 
Hours of Operation

The administrative offices for Centura College Online operate 
from Monday through Friday.  Faculty members may schedule 
their chat room office hours outside of this range.  The school is 
in session throughout the year except for holidays listed in the 
official calendar, which is contained in the catalog supplement.  

The  web resources are hosted on a server that is active 24 hours 
a day, 7 days a week, year-round. A student may begin training at 
almost any time of the year on a designated start date.  Since the 
school is in continuous operation throughout the year, it is possible 
to get started, trained, and on the job sooner.  The school reserves 
the right to revise the time or order of courses offered.

 

•

•
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PROGRAMS OF STUDY
Bachelor of Science in Business Management

Individuals who are interested in management and career advance-
ment in business will gain a distinct competitive advantage 
by obtaining a Bachelor of Science in Business Management. 
Students who have attained an associate degree in most busi-
ness or professional degree programs will benefit from the 
Baccalaureate Completion Degree, as they will be able to excel in 
their individual field as a manager or supervisor in the contempo-
rary workplace within their field.
 
Organizations today are increasingly requesting a bachelor degree 
as part of their minimum educational requirements for their busi-
ness professionals. This program balances technical, occupation-
ally related, and general education courses in order to provide a 
well-rounded education for our students.

The technical section of the program is designed to develop the 
student’s core competencies for a successful career in their field. 
The student receives instruction in project management, and lead-
ing office software to create spreadsheets, slide shows, and other 
visual aids. The occupationally related section of the program is 
designed to teach the student the language of business and provide 
them with the knowledge they will need to solve business prob-
lems. The student will take courses in ethics, finance, marketing, 
project management, economics, report writing, decision making, 
eBusiness, international business, Six Sigma, group dynamics, 
entrepreneurship, quantitative analysis, cultural diversity, orga-
nizational development, and strategic management. The general 
education section of the program is designed to offer a depth of 
educational instruction in critical thinking, analytical skills and 
research abilities. Students will receive instruction in sociology, 
speech preparation, environmental science, statistics, government, 
history, geography and art and music appreciation. 

Upon successful completion of the program, graduates can pursue 
supervisory and management positions such as Marketing Manager, 
Logistics Manager, Management Trainee, Team Manager, Inside 
Wholesaler, Sales Professional, Public Relations Manager, Office 
Manager, Administrator, Sales Representative, Regional Sales 
Manager, Database Specialist, Business Development Manager, 
Outside Sales Person, or Operations Manager. The student 
who combines relevant work experience with their bachelor 
degree will have professional career advancement opportuni-
ties available to them such as Manager of Creative Services and 
Advertising, Property Manager, Executive Sales Manager, Senior 
Technical Recruiter, Community Relations Coordinator, District 
Manager, Marketing Director, Director of Marketing and Product 
Management, or Federal Government Business Development 
Representative. Obtaining a baccalaureate degree will provide the 
student with a wealth of opportunities in a wide range of careers.

 

 Bachelor of Science in Business Management 
Completion Program

18 Months

Business Courses                 Credit Hours
BU3320   Organizational Development for Managers      3.0
BU3330   Principles of Macroeconomics        3.0
BU3340   International Business       3.0
BU3342   Marketing Approaches in 21st Century         3.0
BU3350   Professional Ethics         3.0
BU3360   E-Business           3.0
BU4320   Strategic Management          3.0
BU4330   Principles of Microeconomics          3.0
BU4350   Project Management         3.0
BU4360   Financial Management       3.0
BU4370   Quantitative Analysis        3.0
BU4390   Interdisciplinary Capstone Course         3.0
      
Information Technology Courses    
IT3375  Advanced Computer Applications       3.0

Students will take 21 additional credit hours from the following 
General Education courses, assuring at least one course is taken in 
each of these areas: quantitative analysis, written communication, 
social sciences, and fine arts.  Not all electives are available at all 
campuses.

General Education Courses  
GE3300   Modern Sociological Studies       3.0
GE3310   Speech and Communication Strategies      3.0
GE3320   Statistics          3.0
GE3330   Environmental Science           3.0
GE3340   Historical Movements in Art        3.0
GE3341   Historical Movements in Classical Music       3.0
GE4300   Politics, Popular Culture & Public Policy      3.0
GE4301   Modern Global History         3.0
GE4310   Advanced Expository Writing        3.0
GE4330   Regional Geography of the World        3.0
 Total                60.0
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Associate of Applied Science Degree in Business

The Associate of Applied Science Degree in Business offers 
three different concentrations: a concentration in Computer 
Administration, Computer Support, and Management. These 
concentrations are designed to provide the student with all of the 
skills and knowledge they will need to compete in today’s busi-
ness marketplace.  This program also prepares students to become 
entry-level professionals in the specific field, and prepares the 
student with significant business skills, management techniques, 
and administrative practices associated with the contemporary 
business and technical environment. 

The student may have the opportunity to work in a busy computer-
ized office setting, or in an organization dependent on a comput-
erized work place, or in retailing.  The student will also have the 
opportunity to work with a diverse group of people.  As a member 
of a management team, they may be responsible for ensuring that 
other employees of the organization and its customers receive 
satisfactory service and quality; answer customers’ questions and 
handle complaints; oversee the work of associates; provide day-
to-day oversight of a department; and establish and implement 
policies, goals, objectives, and procedures.  The student will be 
taking courses that will prepare them for all of these responsibili-
ties and more.  A career in today’s business environment can be a 
rich and rewarding one.  
 
Business students will be trained in basic computer literacy while 
learning some of the most popular  software packages in word pro-
cessing, spreadsheets, database management, and presentations. 
The education will be rounded out with general education courses 
in written and oral communication, literature, mathematics, and 
psychology.  
 
Upon graduation, students will be qualified for an exciting job 
in today’s business arena. They will be qualified for an entry-
level position such as  Help Desk Manager, Support Services 
Manager, Computer Support Manager, Office Manager, Assistant 
Store Manager, Department Manager, Retail Supervisor, Desktop 
Publisher, Customer Service Manager, or Retail Store Manager.  
Because of the strong background in management skills in this 
program, the possibilities are not limited to any one business 
field.  The students may also qualify for an entry level managerial 
position in many different industries.  The opportunities are every-
where for a prosperous future in the business marketplace.

Not all programs are taught at this campus.

 Associate of Applied Science Degree in Business 
with a Concentration in Computer Administration

18 Months 
    
Computer Administration Courses           Credit Hours
BU1320   Business Foundations        3.0
BU1330   Principles of Management         3.0
BU1340   Accounting I          3.0
BU2350   Human Resource Management            3.0
BU2360   Customer Service         3.0
BU2390   Business Plan Development           3.0
  
Information Technology Courses   
IT1310   Electronic Keyboarding        3.0
IT1320   Computer Concepts         3.0
IT1330   Word Processing      3.0
IT2310   Spreadsheets I           3.0   
IT2311   Spreadsheets II              3.0   
IT2320   Database Management                        3.0
IT2350   Digital Media                                                     3.0
IT2340   Web Page Development          3.0
  
Career Development Courses     
CD1300   Success in Career Development       3.0

Students will take 15 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas:  quantitative analysis, written communication, and 
social sciences.  Not all electives are available at this campus.

General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0
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 Associate of Applied Science Degree in Business 
with a Concentration in Computer Support

        18 Months 
                                       
Computer Support Courses               Credit Hours
BU1320   Business Foundations       3.0 
BU1330   Principles of Management                   3.0
BU1340   Accounting I                   3.0
BU2350   Human Resource Management       3.0
BU2390   Business Plan Development        3.0
  
Information Technology Courses
IT1310   Electronic Keyboarding         3.0
IT1320   Computer Concepts         3.0
IT1330   Word Processing      3.0
IT2330   Computer User Support        3.0
IT2350   Digital Media          3.0
IT2360   Visual Basic          3.0
IT2370   Programming in C         3.0
IT2371   Programming in C Lab         1.5
IT2380   Computer Networking        3.0
IT2381   Computer Networking Lab       1.5           

Career Development Courses     
CD1300   Success in Career Development    3.0

Students will take 15 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas:  quantitative analysis, written communication, and 
social sciences. Not all electives are available at this campus.

General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0

 Associate of Applied Science Degree in Business 
with a Concentration in Management 

18 Months 

Business Courses               Credit Hours
BU1320   Business Foundations             3.0
BU1330   Principles of Management                                     3.0
BU1340   Accounting I            3.0
BU2320   Accounting II                            3.0
BU2330   Sales & Retail Management         3.0
BU2340   Principles of Marketing               3.0
BU2350   Human Resource Management            3.0
BU2360   Customer Service          3.0
BU2370   Introduction to Economics         3.0
BU2380   Introduction to International Business            3.0
BU2390   Business Plan Development       3.0
  
Information Technology Courses
IT1310   Electronic Keyboarding         3.0
IT1320   Computer Concepts          3.0
IT1330   Word Processing      3.0

Career Development Courses 
CD1300   Success in Career Development      3.0

Students will take 15 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas:  quantitative analysis, written communication, and 
social sciences. Not all electives are available at this campus.

General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0
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  Associate of Applied Science Degree in 
Paralegal Law

The Associate of Applied Science Degree in Paralegal Law pro-
vides a graduate with the education and practical skills needed 
for an important position in today’s busy legal profession. This 
program also prepares students to become entry-level profession-
als in the specific field, and prepares the student with significant 
business skills, management techniques, and administrative prac-
tices associated with the contemporary business and technical 
environment. 

Paralegals work in a variety of positions including an attorney office, 
local, state or federal court or in the business world.  They also are 
involved in a wide variety of law specialties including real estate, 
family, estate planning, injury, civil and criminal law to name just a 
few. 

The computer has become a critical asset in today’s legal environ-
ment, and is used as both a document preparation and research 
tool. Legal  software programs are increasingly used to search 
legal literature, identify pertinent references for legal documents, 
and provide document formats.  The students will conduct legal 
research using both a computer and the more traditional law 
library, and prepare a variety of legal documents.  Students will 
have access to the most up-to-date computer  software and legal 
references for these demanding studies. 

Paralegal students will learn the day-to-day operating procedures 
of a busy legal office and practice in a controlled atmosphere, 
the many functions of this dynamic profession.  The educational 
experience will be rounded out with general education and com-
puter courses that will prepare them for the challenges of the 
future. Studies in critical reading, communications, psychology, 
mathematics, and a variety of computer related courses will give 
students a head start in this exciting field. 

During the final module of study, students will participate in an 
externship program that will provide them with real world job 
experience in the legal environment. This experience will be 
invaluable to students as they will be able to start a new job in the 
legal profession with a solid background and documented work 
experience.

Upon graduation, students will be qualified for entry-level posi-
tions as a paralegal or legal secretary in the legal profession.  
Legal clinics, banks, human resource departments, insurance com-
panies, health care facilities, and government agencies all actively 
seek qualified paralegals.

  Associate of Applied Science Degree in 
Paralegal Law                                                       

18 Months

Legal Courses                            Credit Hours
PL1300   Intro to Legal Studies       3.0
PL1301   Legal Research & Writing        3.0
PL1302   Personal Injury Litigation & ADR                                3.0
PL2300   Real Estate Law          3.0
PL2301   Trial Prep & Evidence           3.0
PL2302   Business Law           3.0
PL2303   Bankruptcy Law         3.0
PL2304   Criminal Law           3.0
PL2305   Wills and Trusts           3.0
PL2306   Family Law         3.0
PL2307   Paralegal Case Study         3.0
  or   
PL2308   Paralegal Externship          3.0

Information Technology Courses
IT1310   Electronic Keyboarding         3.0
IT1320   Computer Concepts         3.0
IT1330   Word Processing           3.0

Career Development Courses     
CD1300   Success in Career Development    3.0

Students will take 15 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas:  quantitative analysis, written communication, and 
social sciences.  Not all electives are available at this campus.

General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0
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 Associate of Occupational Science Degree in 
Criminal Justice

The Associate of Occupational Science Degree in Criminal Justice 
will provide highly motivated individuals seeking a career in 
criminal justice, the advantage needed to find a job in this excit-
ing field.  This program also prepares students to become entry-
level professionals in the specific field, and prepares the student 
with significant business skills, management techniques, and 
administrative practices associated with the contemporary busi-
ness and technical environment.  This program provides students 
with a solid foundation and breadth of understanding in the areas 
of law, courts, corrections, security, and law enforcement. This 
understanding, together with the technical skills required in vari-
ous specialized employment areas, will serve to build a successful 
career in any of a number of criminal justice fields.

This degree program will include study in basic computer literacy, 
and will be introduced to computerized systems used in police 
operations, sheriffs departments and corrections.  The education 
will be rounded out with general education courses in written and 
oral communication and mathematics.  Course study in composi-
tion will provide the skills needed to write effective field notes, 
investigative and interviewing reports for presentation as evidence 
in a court of law.

The program will provide students with a broad spectrum of course-
work in corrections, law enforcement, terrorism, private security, 
and investigations.  The program is designed to prepare students for 
a variety of careers in the criminal justice field in both the public 
and private sector.  Upon successful completion of the program, 
graduates can pursue entry level employment as police officers, 
sheriff's deputies, jailers, private security officers, homeland secu-
rity officers, or other positions involved in public safety.

 Associate of Occupational Science Degree in 
Criminal Justice

                                        18 Months

Criminal Justice Courses           Credit Hours
CJ1390   Introduction to Criminal Justice       3.0
CJ1391   Introduction to Private Security     3.0
CJ1392   Introduction to Corrections/Juvenile Delinquency     3.0
CJ1393   Constitutional Law           3.0
CJ1394   Courts and the Criminal Justice System        3.0
CJ2390   Criminal Evidence and Investigations       3.0
CJ2391   Criminal Law and Procedures         3.0
CJ2392   White Collar & Organized Crime/Gang Violence     3.0
CJ2393   Police Ops & Adm. & Community Policing          3.0
CJ2394   Terrorism and Homeland Security        3.0
CJ2395   Criminal Psychology and Criminology        3.0
CJ2396   Victimization          3.0
CJ2397   Criminal Justice Case Study        3.0

Information Technology Courses    
IT1310   Electronic Keyboarding                 3.0
IT1320   Computer Concepts        3.0
IT1330   Word Processing         3.0

Career Development Courses     
CD1300   Success in Career Development    3.0

Students will take 9 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas:  quantitative analysis, written communication, and 
social sciences.  Not all electives are available at this campus.

General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0
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 Associate of Occupational Science Degree in 
Medical Assisting with a Concentration in Management

The Associate of Occupational Science Degree in Medical 
Assisting with a concentration in Management is designed to pro-
vide the student with all of the relevant management, administra-
tion, and technological skills to meet the demands of the current 
and emerging health care system.  This program also prepares 
students to become entry-level professionals in the specific field, 
and prepares the student with significant business skills, manage-
ment techniques, and administrative practices associated with the 
contemporary business and technical environment. The student 
will be prepared for employment in medical offices, health clinics, 
hospitals, and other health care environments.

The courses taken in this program prepare them for a rewarding 
career in the health services field.  Our highly skilled  faculty 
bring real world experience to the classroom, providing them the 
training needed for insurance coding for professional services, 
computerized billing, records maintenance, monitoring accounts 
payable and accounts receivable, computerized applications, 
medical transcription, and medical office management.  Through 
hands-on training and online simulation in modern, well-equipped 
office technology labs, the student will learn to develop effective 
relationships with patients; perform office activities such as sched-
uling appointments, billing patients, and preparing patient medical 
charts and reports; produce documents using word processing and 
spreadsheet  software; transcribe medical dictation; and prepare 
and process health insurance forms.  The student will also receive 
advanced training in billing and insurance that will prepare them 
to become certified in billing and insurance coding.  The student 
will learn advanced computer skills in scheduling and e-mail 
management.  The program also includes management skills in 
supervision and team management.  They will also be trained to 
provide basic first aid.  

Upon graduation, students will be qualified for an exciting and 
rewarding job in the health care field.  They will be qualified for 
an entry level position such as Medical Office Manager, Medical 
Insurance Manager, Medical Records Manager, Head Medical 
Insurance Coder and Biller, Medical Collections Manager, 
Medical Insurance Benefits Manager, or Medical Insurance Claims 
Manager.  Doctor's office, medical clinic, hospital, and other 
health care facilities are all seeking trained Medical Assistants.  
The future is bright in the ever growing health care industry.

Students must obtain a grade of 2.0 or above in each medical 
class beginning with an MA course code, or the class must be 
retaken prior to graduating from the medical assistant. 

 Associate of Occupational Science Degree in 
Medical Assisting with a Concentration in Management

18 Months

Medical Administration Courses                           Credit Hours
MA1300   Anatomy & Physiology I        3.0
MA1301   Anatomy & Physiology II       3.0
MA1302   Medical Assisting Role I         3.0
MA1303   Medical Assisting Role II        3.0
MA1304   Math for the Health Care Professionals     3.0
MA1305   Principles of Pharmacology      3.0
MA1306   Billing & Insurance        3.0
MA1307   Medical Coding       3.0
MA1308   Advanced Coding       3.0
MA2300   Medical Office Procedures          3.0
MA2306   Medical Office Software        3.0
MA2307   Medical Records Management      3.0
MA2308   Medical Assistant Case Study          3.0
MA2309   Medical Assistant Capstone       3.0
      
Business Courses
BU1330   Principles of Management      3.0

Information Technology Courses  
IT1330   Word Processing      3.0

Career Development Courses 
CD1300   Success in Career Development                          3 .0
   
Students will take 9 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas: quantitative analysis, written communication, and 
social sciences. Not all electives are available at this campus.
   
General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0
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 Associate of Occupational Science Degree in 
Computer Network Management

The Computer Network Management Degree is designed to pro-
vide students with skills and knowledge that will increase their 
workplace competence and advantage in administering computer 
networks.  This program also prepares students to become entry-
level professionals in the specific field, and prepares the student 
with significant business skills, management techniques, and 
administrative practices associated with the contemporary busi-
ness and technical environment. 

Through a balanced training program covering preparation for 
some of the most sought after certifications in computer tech-
nologies, they will receive training in systems administration, as 
well as  LAN/WAN terminology and administration.  The student 
will be ready to manage and maintain the complex computing 
environment of medium to large sized organizations.  Early in 
the program, they will even work on components of a personal 
computer which will provide them with the perfect learning tool 
for the remainder of the program.  They will also learn how to use 
one of the most popular application  software suites.  

The education will be rounded out with general education courses 
in communication, mathematics, and psychology.  This balanced 
learning approach provides an appropriate skill set for computer 
networking and enhances administration potential.

Having the associate degree and being prepared for industry cer-
tification training, graduates of this comprehensive educational 
program possess the knowledge and skills necessary to obtain 
employment as an entry level Systems Administrator, LAN/
WAN Administrator, Network Administrator, Network Operations 
Analyst, Systems Technician, Technical Support Specialist, 
Information Systems Administrator, or Computer Technician.  
They will have the skills to successfully manage and troubleshoot 
system environments running on the Windows operating system.  
As a program graduate, the student will be qualified to test for 
various industry certifications including the Microsoft Certified 
Systems Administrator (MCSA), and the CompTIA  A+, Security 
+  and Network+ certification.

 Associate of Occupational Science Degree in 
Computer Network Management

                                        18 Months

Computer Technology Courses                         Credit Hours
CN1210   Computer Applications for Networkers I    3.0
CN1215   Computer Applications for Networkers II      1.5
CN1320   PC Essentials      3.0
CN1330   PC Technician      3.0
CN1340   TCP/IP           3.0
CN1341   TCP/IP Lab          1.5
CN1350   Network Administration and Technical Support      3.0
CN1351   Network Administration and Technical Support Lab 1.5
CN2310   Network Routing        3.0
CN2311   Network Routing Lab           1.5
CN2320   Network Security        3.0
CN2321   Network Security Lab        1.5
CN2330   Implementing a Windows Operating System           3.0
CN2340   Implementing a Windows Server – Level I       3.0
CN2341   Implementing a Windows Server – Level I Lab        1.5
CN2350   Implementing a Windows Server – Level II              3.0
CN2351   Implementing a Windows Server – Level II Lab        1.5
CN2360   Managing a Windows Network               3.0
CN2361   Managing a Windows Network Lab          1.5
CN2370   Unix Operating Systems               3.0

Career Development Courses     
CD1300 Success in Career Development    3.0

Students will take 9 credit hours from the following General 
Education courses, assuring at least one course is taken in each 
of these areas:  quantitative analysis, written communication, and 
social sciences.  Not all electives are available at this campus.
 
General Education Courses     
GE1300   Critical Cognition         3.0
GE1310   English Composition        3.0
GE1311   Communication Studies        3.0
GE1320   Mathematics      3.0
GE2300   Psychology      3.0
GE2301   Sociology      3.0
GE2302   Human Factors             3.0
GE2310   Comparative Literature          3.0
GE2320   Algebra          3.0
 Total           60.0
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COURSE DESCRIPTIONS

BU1320 Business Foundations
In this course the students will receive an introduction to the vari-
ous outlets that make up the business environment and its practic-
es.  The objectives of this course are to expose the student to busi-
ness terms and application throughout business organizations and 
the economy.  Topics will include: economics, forms of business, 
leadership/management, entrepreneurship, ethics, global markets, 
production/marketing/distribution/advertising products, financing 
and investing, and legal issues associated with business.  

BU1330  Principles of Management
In this course, students will learn the principles of supervision 
and management.  This course focuses on skills needed to be a 
good supervisor/manager such as: communication, leadership, 
organization, and problem-solving skills. Various team projects 
will be completed throughout the course to put into practice the 
skills being covered. Students will study the development of man-
agement during the Industrial Revolution; and the technological 
changes brought on by the twenty-first century.  Finally, the course 
will look at motivating and appraising employees; improving pro-
ductivity; and how to run a safe and healthy work environment.    

BU1340  Accounting I
In this first half of this course, the student will be introduced to 
accounting principles and their application to various businesses. 
This course builds a conceptual understanding of the account-
ing equation through problems and exercises. The student learns 
to open, maintain, and close a simple set of accounting records. 
Additional topics include: accounts receivable, accounts payable, 
cash receipts, cash payments, and banking procedures. In the 
second half of this course, student expands his/her knowledge 
of accounting fundamentals and more complex accounting prin-
ciples, including payroll preparations,  accruals, deferrals, finan-
cial statements, reporting standards, and accounting for accounts 
receivable and uncollectible accounts notes payable, notes receiv-
able, statement analysis, and statement of cash flows. The use of 
computerized accounting software package is emphasized.

BU2320  Accounting II
In this extension of Accounting I the student expands his/
her knowledge of accounting fundamentals and more complex 
accounting principles, including payroll preparations,  accruals, 
deferrals, financial statements, reporting standards, and account-
ing for accounts receivable and uncollectible accounts notes pay-
able, notes receivable, statement analysis, and statement of cash 
flows. The use of computerized accounting software package is 
emphasized and an integral part of the classroom instruction. 

BU2330  Sales and Retail Management
In this course, the student will be presented with the basic infor-
mation necessary to successfully manage in a retail/sales occupa-
tion.  Students will take a closer look at topics including: store 
based retailing; electronic retailing; retail marketing strategy; 
integrated retail logistics; information systems; pricing; the retail 
promotion mix; managing the store; store layout design and visual 
merchandising.  Students will also learn the skills needed to be 

successful in a sales career; and how to build and maintain a staff 
in a sales environment.  

BU2340  Principles of Marketing
In the course, the student will examine the basic marketing fun-
damentals. Marketing strategies and proven practices will be 
discussed and marketing cases will be presented. Emphasis will 
be placed on in-store promotion, visual merchandising, and adver-
tising fundamentals. Selling fundamentals will also be explored as 
a means to marketing initiatives revolving around the impact of 
consumer behavior on marketing elements. The course culminates 
with individual student projects including the development of a 
comprehensive marketing plan.

BU2350  Human Resource Management
In this course, the student will examine the principles of human 
resource management as they apply to the modern work environ-
ment. Specific duties of the human resource manager will be stud-
ied including procedures used in selection, training, promotion, 
wages, and absenteeism situations.

BU2360  Customer Service
The student will learn effective techniques in customer relations 
with oral and written communications. The student will also learn 
effective techniques in answering customer questions via tele-
phone and in person.

BU2370  Introduction to Economics
An exploration, awareness, and understanding of the economic 
forces that affect the business environment are explored in this 
course.  An analysis and application of consumer issue principles 
to the solutions or problems of both individual and society. To 
develop attitudes, knowledge, and practices which will enable 
the student to become more knowledgeable of the role economics 
plays in both personal and business environments. 

BU2380  Introduction to International Business
This course gives you an introduction to the essentials of interna-
tional business and the environmental forces that have an impact 
on it. Topics include the economic, cultural, legal and politi-
cal environment and the international management, marketing, 
finance, exporting and importing functions.

BU2390  Business Plan Development
In this capstone course, the student will demonstrate the ability to 
apply business concepts and software applications learned through-
out the program.  The student will (1) choose a business; (2) develop 
the business plan for the chosen business; (3) present the final plan 
in a WORD document and (4) present an overview of the plan in a 
PowerPoint presentation to the class instructor for review and grad-
ing.  This course stresses the importance of having a business plan 
that guides the business to raise capital for start-up and/or expansion; 
monitors the company’s progress and helps plan for the future.

BU3320 Organizational Development 
  for Managers
In this course students will take a focused look at the critical 
decisions behind work processes such information exchange, 
organizational learning, innovation, collaboration, and their rel-



Centura College Online                                                                                          22

evance to performance. Students will analyze different types of 
organizations, how they function, and how they use organizational 
development to achieve greater performance levels. Topics will 
include a study of individual and organizational decision-making, 
IT systems used to support management control, the influence of 
organizational culture and ethical leadership, anticipating, adapt-
ing to, and implementing successful change, and utilizing power 
and politics to influence collaboration. Students will examine the 
organizational development process from anticipating change, to 
developing individuals and teams, to the final product of develop-
ing a successful organization.

BU3330 Principles of Macroeconomics
In this course students will be introduced to macroeconomic theo-
ries and how they apply to government policy. Topics will include 
macroeconomic variables such as price levels and employment, 
gross domestic product, government fiscal and monetary policy, 
and international finance and trade. 

This course is designed as a further study in the science of econom-
ics.  Students will gain a greater understanding of their own govern-
ment’s policies in addition to achieving a greater understanding of 
world financial institutions, trade and economic growth.

BU3340 International Business
In this course students will be introduced to the nature and scope 
of international business, trade and investment. Students will 
take an in-depth look at sociocultural, economic, political, legal 
and financial forces, international institutions, the international 
monetary system, export and import practices, and international 
competitive strategy.  

This course is designed as an introduction into the field of inter-
national business. Students will be introduced to the prevalence 
of international business operations by U.S. companies as well as 
U.S. investment and development by foreign-owned companies. 
Major world trading partners, the effects of globalization, and the 
International Monetary System will be examined, and students 
will become acquainted with the complexities of and learn to man-
age the operations of an international company.

BU3342 Marketing Approaches in the 
  21st Century
This course is designed as an in-depth study of direct marketing. 
Students will be introduced to the major elements of the discipline 
and will advance their study through directed research on contempo-
rary marketing issues. Students will be guided to apply their knowl-
edge through practical marketing assignments and advanced discus-
sions of legal and ethical issues in direct marketing.  In this course 
students will be introduced to the latest trends and innovations in 
direct marketing. Topics will include eMarketing, web advertising, 
direct mail marketing, database marketing and buzz marketing.

BU3350 Professional Ethics
This course is designed to teach students the pertinent elements 
of business ethics and how they relate to management regulation 
pertaining to harassment, discrimination and workplace diversity 
issues.  The cultural and sociological factors that influence these 

elements will be discussed and students will be introduced to The 
Civil Rights Act, the Age Discrimination in Employment Act, the 
Americans with Disabilities Act, the Fair Labor Standards Act 
and the Rehabilitation Act. Students will further examine the con-
sequences and employer liability of breaking these laws. Finally 
students will be shown how as managers they can prevent these 
problems, manage situations as they arise, and limit liability in 
the event that a situation does occur.  Topics will include diver-
sity-related legislation, the relevance of diversity to business, and 
managing a diverse staff.

BU3360 E-Business
In this course students will examine the practice of conducting 
business on the Internet through buying, selling, meeting customer 
needs, and collaborating with other businesses. Topics will include 
eBusiness infrastructure, strategy, knowledge management, and 
the significance of this form of commerce.  This course is 
designed as an introduction to the massive opportunities available 
for organizations in eCommerce and eBusiness. Students will be 
given an introduction to the subject, and will be given a thorough 
overview of the primary elements.

BU4320   Strategic Management
In this course students will be introduced to the need for and the 
processes of strategic management and how these processes relate 
to the Internet. Topics will include competitive advantage, analyz-
ing the external and internal environments, global considerations, 
innovations, and implementation. Students will examine the prac-
tice of conducting business on the Internet through buying, sell-
ing, meeting customer needs, and collaborating with management; 
and the significance of this form of commerce.

This course is designed to teach students the pertinent elements 
and dynamics of strategic management. Students will be taught the 
basic principles as well as contemporary trends in the discipline. 
Current organizations will be studied based on their successes and 
failures and students will apply what they have learned through 
the use of case studies. Students will be guided through planning 
strategies at all levels of management within an organization.

In this course the student will be introduced to Six Sigma, a 
contemporary system for improving organizational process qual-
ity. The course objectives are to illustrate the main themes and 
processes of Six Sigma and address why it has become so widely 
implemented. The student will also be introduced to Design for 
Six Sigma (DFSS), and Six Sigma Process Management.
 
BU4330 Principles of Microeconomics
In this course students will analyze the economic behavior of con-
sumers and organizations and their affect on the distribution and 
allocation of resources. Topics will include supply and demand, 
equilibrium prices, elasticity, factors of production, opportunity 
cost, price controls, and market structures.  

This course is designed as an introduction to the science of econom-
ics. Students will examine how limited resources are allocated in 
order to satisfy unlimited wants. This course will focus specifically 
on the microeconomic part of economic analysis with emphasis on 
individual decision making and the small parts of the economy.
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BU4350 Project Management
In this course students will study contemporary integrative project 
management. Topics will include defining characteristics of a 
project, the four phases of development, selection and prioritiza-
tion of projects, successful implementation, managing multiple 
projects and successful time management.

This course draws from students’ advanced abilities in project 
management, and provides a mastery of contemporary project 
management software to facilitate administration of projects 
within an office environment. The course provides students with 
the technical skills needed to successfully manage projects, report 
to upper level management, and increase project team produc-
tivity, utilizing the leading project management office software 
suite. Students will develop a project plan, track task and project 
progress, report on project status, troubleshoot resource, budget 
and scheduling problems and reassign resources as needed for 
successful project completion.

BU4360 Financial Management
In this course students will be taught the elements of managerial 
finance. Topics will include cash and capital budgeting, corpora-
tion analysis, budget planning and reporting, working capital 
management, auditing, cost of capital, long-term sources of funds, 
and stock market budgeting.

This course is designed to provide students with the fundamental 
concepts and vocabulary needed to understand and work with finan-
cial issues. Students will gain an understanding of and appreciation 
for financial statements, reports and budgets. Upon completion of 
this course students should be able to apply their understanding to 
the creation of pertinent financial statements, reports and budgets 
and be able to analyze the financial health of an organization.

BU4370 Quantitative Analysis
In this course students will be introduced to the importance of data 
analysis in managerial decision making and forecasting.  Topics 
will include the Quantitative Analysis approach, QA models, 
probability analysis, just-in-time inventory, and statistical quality 
and process control.

This course is designed as an introduction to the use of quantita-
tive analysis in managerial decision making.  The student will 
learn the complexities involved in analyzing and applying quanti-
tative data as well as the methods and models available to do so.  
Emphasis is placed on the concepts and processes so that students 
will be able to apply them in the workplace.

BU4390 Interdisciplinary Capstone Course
This course is designed to provide the student an opportunity to 
apply the competencies they have gained in Business Management 
throughout their Baccalaureate program to practical business situ-
ations.  Students will be presented with business problems and 
cases and they will develop solutions for those scenarios based 
on planning, directing, organizing, and controlling.  Students will 
look at a major company or companies from a number of different 
key foci, offering recommendations for improvement and solu-
tions to real-life issues based on knowledge acquired throughout 

the program. This will involve internet-based research using the 
online library facilities, applying critical thinking skills and utiliz-
ing business report writing skills previously learned. Students will 
also have an opportunity to explore a particular area of interest 
through the completion of a term paper.  Because every busi-
ness need is unique and different, the design of this case study 
is intended to be flexible enough to allow the student to gain 
valuable experience in their filed of interest, yet stay within the 
guidelines of the disciplines being tested.

CD1300  Success in Career Development
The Career Development course is designed to provide the student 
with knowledge, skills, and tools necessary for successful job search, 
upon completion of the program and in the future. The student will 
learn to use the appropriate written and oral communication skills to 
prepare to enter the workplace. Additionally, the student will learn 
to use the correct interpersonal skills for interviewing techniques 
and then demonstrate these skills.  During the course, the student 
will participate in mock interviews, perfect a professional resume, 
practice letters of application, and use job search technology to 
become a successfully-employed professional.

CJ1390  Introduction To Criminal Justice
This course will introduce the student to the criminal justice sys-
tem, law enforcement, the courts, and corrections as they exist in 
the United States today. It examines the history of the law enforce-
ment, defines the roles, styles and functions of law enforcement 
and discusses current issues and ethical consideration in the law 
enforcement field. In addition, the course will explain the admin-
istration of justice, the role of corrections in the criminal justice 
system, and the important field of juvenile justice in America.

CJ1391  Introduction To Private Security
This course will explore the history of private security, its impor-
tance in the modern society, legal authority ad limitations, and the 
recent developments in state and federal regulatory controls. It 
will also examine the various segments of this industry and impor-
tant role of private security in Homeland Security.

CJ1392  Introduction to Corrections/
  Juvenile Delinquency
This course explores juvenile delinquency from both a sociologi-
cal and development viewpoint. It discusses the causes of juvenile 
delinquency, the relationship of drugs and gangs to this problem, 
the juvenile justice system, and juvenile corrections, community 
treatment and institutionalization. In addition, this course will cover 
a diverse range of subjects related to corrections, such as jails and 
prisons, intermediate sanctions, inmate populations and their legal 
rights, security and the management of capital punishment.

CJ1393  Constitutional Law
This course will introduce the student to the important subject 
through an overview of the history of law, the effect of the consti-
tution on the powers of the three branches of the federal govern-
ment, and state governments and the federal constitution. In addi-
tion, civil freedoms and liberties such as equal protection under 
the law, due process of the law and the relationship between con-
stitutional law and the criminal justice system will be discussed.
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CJ1394  Courts and the Criminal Justice System
This course will incorporate the functions of the various court 
systems and how these courts fit into the overall criminal justice 
system of the United States at the state and federal level. In addi-
tion, the course will discuss the procedures for disclosing and 
suppressing evidence, the selection of juries, the functions of 
appellate courts and the basic principles of court organization.

CJ2390  Criminal Evidence and Investigations
This course will introduce the student to the legal responsibilities 
of police officers investigating, violent and nonviolent crimes, 
sex offenses, motor vehicle crimes, arson, bombings, as well as 
computer and hate crimes. In addition, it will teach the student 
the legal impact of effective report writing, and presentation of 
evidence in a court of law.

CJ2391  Criminal Law And Procedures
This course will emphasize the legal authority and limitations 
placed on law enforcement officers when involved in a number 
of day-to-day activities including searches, arrests, gathering evi-
dence, interrogations, and confessions of guilt. Special attention is 
paid to the entrapment and the exclusionary rule as well as legal 
concepts such as: mens rea, actus reus, complicity, accomplice, 
conspiracy, and corpus delicti.

CJ2392  White Collar and Organized Crime/
  Gang Violence
This course will combine a number of views of white collar and 
organized crime along with the theories as to why and how a crime 
of this type exists within a society ruled by laws. It will discuss 
the principal ethical, geographical and activity related organized 
criminal elements as well as business of organized crime. In addi-
tion, this course will show the identification of gangs and gang 
members and criminal activities by gangs with emphasis on illegal 
drugs. Students will learn the different types of graffiti, tattoos, 
hand signs, and general locations of the more prominent and vio-
lent gangs in America.

CJ2393   Police Operations, Procedures, &   
             Administrations & Community Policing
This course explores the goals, missions and tasks of policing 
in America, the importance of communications in the effective 
accomplishment of the daily tasks of police officers, and the pro-
cedural guidelines for responding to the numerous calls a police 
officer receives daily. In addition the course discusses the police 
functions and responsibilities in responding to violations of con-
trolled substances laws, and the legal and ethical issues involved 
in the use of force. It will describe the evolution of community 
policing, the conflicting viewpoints between police and the com-
munity regarding law enforcement with the concept of proactive 
policing with community involvement. Also discussed are the 
policing programs in the community for safe neighborhoods, com-
bating drugs and gangs, and prevention of violence and terrorism

CJ2394  Terrorism and Homeland Security 
This course offers an in-depth definition of terrorism, examines sev-
eral national and international groups that use terrorism to further 
their purpose, and discuses the organization, authority and resources 

of the Department of Homeland Security.  This course will also 
define the balance between the needs of national security and the 
constitutional guaranteed of civil liberties in the United States.

CJ2395  Criminal Psychology and Criminology
This course will discuss the concepts of crime, law and criminology 
and the six theories of crime causation as well as crime typologies. 
In addition, this course will discuss the special relationships between 
forensic psychology and the criminal justice system and the roles 
of forensic psychologist in investigating a criminal case, preparing 
material for trial, jury selection and providing expert testimony.

CJ2396  Victimization
This course explores the history of treatment of victims by the 
criminal justice system, how a victim can actually contribute to 
the crime problem in America, factors of cooperation and conflict 
between a victim and the criminal justice system, and special cat-
egories of victims.

CJ2397  Criminal Justice Case Study
This course is designed to provide an overall application experi-
ence in the Criminal Justice field. The student will be assigned a 
case and will take that case from beginning to end. The student 
will work independently on most of the case with suggestions 
made by the instructor.

CN1210 Computer Applications for Networkers I
The student will learn the basic features of the electronic keyboard 
with emphasis on building speed and accuracy.  The student will 
learn the keyboard, and progress is charted each week.

CN1215 Computer Applications for Networkers II
The student will learn to use the leading office software suite. This 
course is an introduction to the use of a word processing applica-
tion, a spreadsheet application, a presentation application, an email 
management application, and a database management application.  
The student will learn the basics of each of these applications.

CN1320 PC Essentials
This course is designed as an entry-level course that validates 
knowledge of basic computer hardware and operating systems, cov-
ering skills such as installation, building, upgrading, repairing, con-
figuring, troubleshooting, optimizing, diagnosing and preventive 
maintenance, with additional elements of security and soft skills.

CN1330 PC Technician
This course continues the trend started in PC Essentials with an 
emphasis on installation and troubleshooting PCs and Operating 
Systems. The student will build their own personal computer as 
part of this course.

CN1340 TCP/IP
This course is designed to provide students with the basic opera-
tional aspects of a TCP/IP based network.  The student will be able 
to take an active role in administering a network infrastructure that 
uses TCP/IP, either as its only protocol, or in concert with other 
protocol suites.
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CN1341 TCP/IP LAB
This course provides the hands-on labs to accompany CN1340. 
In particular learning binary mathematics for Subnet Masking 
and creating subnets. Use of protocol analyzers, how to establish 
security, and troubleshooting and configuring TCP/IP.

CN1350 Network Administration and Technical  
  Support
The course covers a broad range of networking-related topics, 
including protocols, topologies, transmission media, and network 
operating systems. Also covered are the elements of network 
design, maintenance, security, troubleshooting and other topics 
relevant to local and wide area networks. Students will gain a 
basic understanding of how to design, install, maintain, upgrade, 
and troubleshoot peer-to-peer and client-server networks. Lecture 
combined with instructor-led lab work should cause the elements 
to come to life through the many real-world exercises provided 
during the course of instruction. Most important, though, is the 
emphasis on gaining basic skills to start the student who desires a 
career in network administration on the road to success.

CN1351 Network Administration and Technical 
  Support
This course continues CN1350 and provides the necessary hands-
on labs to reinforce what was learned in CN1350. Besides learning 
how to design and install networks the students will learn how to 
build and test network cables and how to set up wireless networks.

CN2310 Network Routing
This course is designed to teach students the fundamentals of 
the hardware devices that form the foundation of the networks, 
Intranets, Extranets and Internet. The use and application of 
bridges, routers and switches are covered, switching techniques 
and communication protocols. This course prepares the student to 
take the CCNA certification exam.

CN2311 Network Routing Lab
This course is designed to supplement CN2310.  Hands-on labs 
will be used to reinforce material covered in CN2310, including 
utilizing Cisco IOS to configure labs and switches.

CN2320 Network Security
The main goal of this course is to provide students with a fundamen-
tal understanding of network security principles and implementa-
tion. Students will learn about the technologies used and principles 
involved in creating a secure computer networking environment. 
Students will learn about the authentication, the types of attacks and 
malicious code that may be used against a network, the threats and 
countermeasures for e-mail, Web applications, remote access, and 
file and print services. A variety of security topologies are discussed 
as well as technologies and concepts used for providing secure 
communications channels, secure internetworking devices, and 
network medium. Further, students will learn about intrusion detec-
tion systems, firewalls, and physical security concepts.  In addition, 
security policies, disaster recovery, and computer forensics are 
covered.  Aside from learning the technologies involved in security, 
students will understand the daily tasks involved with managing and 
troubleshooting those technologies.

CN2321 Network Security Lab
This course is designed to give the students hands-on lab work to 
reinforce the principles learned in CN2320

CN2330 Implementing a Windows Operating  
  System
This course is designed to provide students with the skills and 
knowledge necessary to install and configure Windows XP 
Professional on stand-alone computers that are part of a work-
group or domain. In addition, this course enables the students to 
optimize performance and implement disaster recovery. 

CN2340 Implementing a Windows Server Level I
This course is the first half of a two-part curriculum that has been 
created to prepare a network professional to have the ability to 
manage a network running Windows Server 2003. It offers solu-
tions for configuring, administering, and troubleshooting elements 
ranging from user accounts to server security.  

CN2341 Implementing a Windows Server   
  Level I  Lab
This course is the lab portion to accompany CN2340 Implementing 
a Windows Server Level I.  The student will install and configure 
Server and create and manage accounts. Setup the Network file 
system and manage storage. 

CN2350 Implementing a Windows Server Level II
This course is the second half of a two-part curriculum that has 
been created to prepare a network professional to have the abil-
ity to manage a network running Windows Server 2003. It offers 
solutions for configuring, administering, and troubleshooting ele-
ments ranging from user accounts to server security.  

CN2351 Implementing a Windows Server 
  Level II Lab
This course is the lab portion of the second half of a two-part cur-
riculum that has been created to prepare a network professional 
to have the ability to manage a network running Windows Server 
2003. It offers solutions for configuring, administering, and trouble-
shooting elements ranging from user accounts to server security.  

CN2360 Managing a Windows Network
This course is designed for students who will focus on perform-
ing desktop and server installation and configuration tasks, and 
network and operating system management tasks in a Windows 
environment. The course deals with troubleshooting tasks, hard-
ware and software installations, configurations, upgrades, and 
some network and system operations tasks.

CN2361 Managing a Windows Network Lab
This course is the lab portion of course 2360. It is used to rein-
force the principles learned in the lecture portions of Managing a 
Windows Network.

CN2370 Unix Operating Systems
This course is designed to prepare students to take the Linux + cer-
tification exam. Topics include: introduction to Linux, using Linux 
text editors, configuring network services and troubleshooting. 
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GE1300 Critical Cognition
This course begins with a survey of critical researching methods, 
analytical evaluating tools, and strategic study techniques.  It then 
guides students in mastering critical reading abilities by studying 
context, social impact, internal and external logic, and synthesis of 
culturally significant texts.  Students will examine effective means 
of critical and creative thinking within the humanities and society, 
studying literature, reference material, textbooks, speeches and 
papers, and other texts, addressing logic and persuasion, absolute 
vs. relative values, and intercultural conflict.

GE1310 English Composition
In this course, students learn to identify and employ a mature 
writing process, engaging in writing as a process; peer col-
laboration; exploration of audience, purpose, tone, and genre; and 
Implementation of Internet and bibliographic research sources.  
The course focuses on audience awareness within various types 
of writing projects including essays, technical instructions, formal 
letters, and reports.  The course emphasizes organizing and com-
posing, arguing, editing and proofreading, and page formatting.

GE1311 Communication Studies
This course focuses on both the study and the practice of effective 
communication within academic, professional, social, and per-
sonal situations.  The course begins by investigating strategies for 
working effectively through and with other people; topics include 
relationship skills, communication and miscommunication, group 
team-building, transactional analysis, organizational change, and 
diversity.  The course then challenges students with the preparation 
and delivery of speeches and discussions within a variety of oral 
communication contexts.  Students will develop techniques includ-
ing composition of oral arguments, development of visual and tech-
nological aids, poise, posture, direct eye contact, and articulation.

GE1320 Mathematics
The student will apply finite mathematical operations, analysis, 
and logic to processes and problems, employing real numbers, 
rational numbers & expressions, algebraic formulae & equations, 
statistical data collection, analysis & display, percents, ratios & 
proportions, and problem solutions.

GE2300 Psychology
This course examines the principles and functions of human behav-
ior and psychology.  The course begins with an investigation of 
how humans respond to practical problems and stimuli such as 
sensation, perception, memory, stress, personality, and intelligence.  
Students then investigate psychological concepts such as percep-
tion, learning, motivation, emotion, communication, and attitude.  
Students will engage in research, discussion, examination, and 
written assessment of their understanding of human behavioral and 
psychological responses to the world around them.

GE2301 Sociology
This course investigates principles and complexities of a socially 
evolving culture.  The course begins with research and discussion 
into theories of culture, social structure, group relations, deviance, 
social stratification, and social institutions.  Students will then 
apply those principles to wider discussions of global inequality, 
race and ethnicity, gender, and religion. Students will engage in 

research, discussion, examination, and written assessment of their 
understanding of sociological significance of the world’s diversity 
of worldviews, cultures, traditions, and social assumptions.

GE2302 Human Factors
This course will cover the main topics and issues current in the 
field of human factors in aviation maintenance. After being given 
an introduction and historical background in the HF field, students 
will learn about human performance and limitations, the work 
environment, factors affecting performance and work activities, 
the importance of communication, human error and error models 
and hazards at work. All principles are given their context in the 
aviation maintenance field with emphasis throughout on real-life 
examples. Students will learn via online discussion board and chat 
room activities, quizzes, individual and group projects and learn 
from their peers in an interactive online classroom setting.

GE2310 Comparative Literature
In this course, the student will read and analyze significant works 
of British, American, and world literature, emphasizing the ideas 
and characteristics that embody the literatures of those regions.  
The student will critically read, research, and write about the 
cultural, social, and literary significance of these texts within the 
contexts in which they were written, and they will examine how 
the features of each region and historical time-frame impacted 
the literary works developed there.  Critical essays and examina-
tions will require the students to compare literature from America, 
Great Britain, and other regions of the world in order to assess the 
key relationships between these bodies of literary work.

GE2320 Algebra
This course develops students’ advanced mathematical skills and 
problem-solving abilities in the area of algebra. The students will 
be introduced to set theory, real number properties, integers, order 
of operations, exponents, linear equations and inequalities in one 
unknown with applications, Cartesian coordinates of linear equa-
tions, polynomials, factoring, rational expressions, linear equa-
tions in two unknowns, radicals, and quadratic equations with 
applications, functions, and systems of linear equations. Students 
continue to develop their understanding and synthesis of the logic 
and function of mathematical reasoning.

GE3300 Modern Sociological Studies
This course investigates the major contemporary sociological 
perspectives:  Functionalism, Conflict, Symbolic Interactionism 
and Postmodernism.  Students will learn how these perspec-
tives explain and affect global socialization and stratification, 
social structure and interaction and national and global inequal-
ity.  Student will examine not only American culture, but will be 
given a global perspective on issues such as: ethnic diversity and 
racial prejudice, collective behavior and groups and various social 
institutions such as families, politics and the economy.  Students 
will be further guided to assess the impact of sociological forces 
on social policy issues, such as affirmative action, marriage and 
divorce and governmental regulation of the economy. 

In this course students will be given the opportunity to study mod-
ern sociological perspectives and how these perspectives relate to 
societies and groups in the 21st century. 
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Topics covered will include culture and socialization, social structure 
and interaction, and application to modern social issues such as: social 
inequality, social dynamics and change and various social institutions 
such as families, politics and the economy and education.

GE3310 Speech and Communication Strategies
This course draws from students’ mastery of written and oral com-
munications developed in first and second year writing, speaking 
and career development courses. Students focus on effective 
communication strategies in speech writing. They will study con-
temporary theories of communication with examples from several 
famous 20th Century speeches, as well as understand the social 
and psychological processes that influence successful communi-
cation. In addition, students will master the main communication 
techniques necessary for effective public speaking, and will use 
this mastery to compose their own speeches.

GE3320 Statistics
This course draws from students’ mastery of general mathemati-
cal proficiency and their understanding of quantitative research as 
pertinent in decision making and reporting in the contemporary 
workplace. Students will perform statistical mathematical com-
putations and analyze the use of data analysis and comparison 
across a broad range of disciplines. Additionally, they will apply 
their knowledge of quantitative principles in order to make valid 
inferences about population characteristics through the use of 
sampling, evaluate claims about a population through the use of 
hypothesis testing, and gain necessary situational information for 
decision making through the use of simulation.

GE3330 Environmental Science
In this course students will be introduced to how environmen-
tal issues affect the earth and its many ecosystems. Topics will 
include: renewable resources and energy, the affect of government 
policies and human activities on the environment, and long-term 
preservation of the environment. 

GE3340 Historical Movements in Art
In this course students will examine the major historical move-
ments in art from the Middle Ages to the 20th Century. Emphasis 
will be laid on assessing the impact and significance of historical 
events, social movements and ideological values on the range and 
diversity of artistic expression in painting, sculpture and archi-
tecture. Students will be required to produce an in-depth research 
paper on a topic or artist of their choice, which demonstrates the 
student’s synthesis of artistic expression within social, historical 
and ideological contexts.

GE3341 Historical Movements in Classical Music
In this course students will examine how social, historical and 
intellectual movements have shaped the production and expression 
of classical music from the 15th to the 20th Centuries. Emphasis 
will be laid on the geographical, societal and ideological contexts 
in which classical composers worked and how these influenced 
the range and diversity of their music. Students will be required to 
produce a research paper on a topic or composer of their choice, 
which demonstrates the student’s synthesis of musical production 
within geographical, historical and social contexts.

GE4300 Politics, Popular Culture & Public Policy
This course builds on students’ understanding of the American 
governmental and political system and their advanced comprehen-
sion of macroeconomic decision making. It is designed to develop 
students’ abilities to evaluate political structures, processes and 
ideologies and assess the underlying political dimensions of 
topical issues. Students will analyze the effects and influence of 
popular culture, special interest groups, and the political machine 
on current public policy, governmental control and bureaucratic 
regulation in America. Conversely, they will also evaluate the 
impact of government: how individual features of government 
affect its responsiveness to different groups

GE4301 Modern Global History
In this course students will examine key political, economic, social, 
and cultural twentieth-century world events that have helped to 
define the world we know today. Events studied will be appropri-
ately tied to the world region in which they occurred, giving the 
student a more thorough understanding of the historical relevance.

This course is designed to give students a solid foundation in the 
main historical movements of the 20th Century and how they 
connect together in shaping our modern world. Students will learn 
about main historical events and movements both chronologically 
and by major world regions, and learn, via reflective papers and 
discussions to assess the significance of these events and also how 
they connect together in shaping our present

GE4310 Advanced Expository Writing
Writing has been used as an agent of discovery, healing, and inves-
tigation of personal meaning for centuries.  This course focuses on 
reading, writing, and crafting essays, travel narratives, immersion 
projects, and journalistic documentaries, in order to create meaning 
through writing.  Drawing from constructivist theories of language, 
the course engages students in reading key non-fiction authors from 
literary history, and students will model those texts as they craft 
internally- and externally-investigative texts of their own.

GE4330 Regional Geography of the World
In this course students will examine the physical, economic, cultur-
al, and geopolitical aspects of the world’s major regions. Students 
will be given the geographic profile of each region including the 
area and population, physical geography and human adaptations, 
in addition to expanding their study to understand the geographical 
context of pertinent topics such as trading blocs and terrorism.

This course is designed to teach students about the world that they 
will be working in from a geographical and geopolitical perspec-
tive. Students will gain a better understanding of major countries, 
regions and trading blocs as they analyze the geography, politics, 
resource abundance and scarcity, poverty and prosperity and eth-
nic tensions and terrorism of the areas.

IT1310   Electronic Keyboarding
The student will learn the features of the electronic keyboard with 
emphasis on building speed and accuracy and on employing style 
in products created. Diagnostic tests include timed writings given 
weekly to chart progress.  The instructor will continue to work 
closely with the student to custom design his/her production work.
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IT1320   Computer Concepts
The student will be introduced to the function and operation of 
the hardware components of microcomputer systems, including 
instruction in simple day-to-day operations of typical computer 
peripherals.  The student will then learn the command structure of 
the microcomputer operating system most frequently encountered 
in the working world. Topics include: using the various features 
of the desktop, formatting disks, creating folders, managing files, 
using the calculator, controlling printing features, and copying, 
moving, exchanging, and sharing data.  Lastly, the student will learn 
the basics in internet use, e-mail, file transfer protocol, and the dif-
ferences between browsers and search engines.

IT1330   Word Processing
The student will learn to use five computer software applications 
from the leading office software suite. The main focus of the course 
concentrates on the mastery of word processing, covering topics 
from basic word processing; to working with paragraph formatting, 
margins, and tabs; to advanced editing; to page formatting; to tables 
and columns; and to advanced topics such as templates, wizards & 
mail merge. The remaining portion of the course provides the stu-
dent a working familiarity in the use of spreadsheets, presentations, 
and scheduling applications.

IT2310  Spreadsheets I
The student will learn in detail the use of a spreadsheet application 
from the leading office software suite. This is a complete spread-
sheet course that covers topics from creating a simple spreadsheet; 
to using formulas; to creating charts; to creating templates and 
macros; to linking workbooks.

IT2311   Spreadsheets II
This course is designed to build upon skills learned during IT2310. 
The student will master commands and features, create charts, use 
multiple worksheets, link workbooks, manage lists, and create & 
use macros and templates.  Lastly, the student will understand the 
use of database features in a spreadsheet application.  

IT2320   Database Management I
The student will learn to use a database management application 
from the leading office software suite. This is a complete database 
management course that covers topics from creating a simple 
database; to adding forms and reports; to designing queries; and 
building tables, forms, and reports. The student will also learn 
the concepts and uses of a popular scheduling and email software 
package.  This is a complete scheduling and email management 
component that covers topics from composing, sending, and read-
ing email; to using the Calendar to schedule appointments; and to 
working with distribution lists.

IT2330   Computer User Support
The student will learn effective techniques in customer relations 
with oral and written communications.  The student will also 
learn effective techniques in answering customer questions via 
telephone and in person.  The student will learn the skills and 
knowledge in a wide range of topics that an entry-level computer 
support specialist will be expected to know.  Topics will include 
help desk operations, troubleshooting computer problems, and 
common support problems.

IT2340   Web Page Development
In this course the student will learn how to develop Internet web 
pages utilizing Hypertext Markup Language (HTML).  This is a 
complete HTML course that covers topics from creating a simple 
web page; to linking Web pages; to utilizing both graphics and text 
on the Web page. The student will then learn to use an Internet 
web page design software application suite, covering the topics 
of creating a web site; using templates and themes; using tables, 
creating forms and applying advanced effects to graphics.

IT2350   Digital Media
In this course the student will learn to use a leading computer desk-
top publishing and image editing applications suite for graphics and 
desktop publishing. Students will also learn how to use a digital 
camera and a digital scanner. The desktop publishing portion of the 
course addresses the production of various business publications, 
including the creation of presentations, tables, & graphs and the 
importation of graphics. The digital graphics portion of the course 
covers topics from the basic creation of a digital image; to modifying 
and blending colors; to using various visual effects; to editing and 
enhancing photographic & computer graphics for graphic design.

IT2360   Visual Basic
In this course the student will learn how to program using Visual 
Basic. The student will be introduced to flowcharting, assignment, 
decisions, loops, and other basic programming constructs. The 
student will also learn various debugging techniques. 

IT2370   Programming in C
In this course the student will learn how to program using the C 
++ language.  Students will go through the complete program-
ming cycle from flowcharting, to writing, to coding, to compiling, 
to running, and finally to debugging the program.  Students will 
write several programs during the course.

IT2371   Programming in C II (LAB)
In this lab portion of the course, course the student will learn 
“hands-on” how to program using the C ++ language.  Students 
will go through the complete programming cycle from flowchart-
ing, to writing, to coding, to compiling, to running, and finally 
to debugging the program.  Students will write several programs 
during the lab sessions

IT2380   Computer Networking
In this course, the student will become familiar with the differ-
ent types of network setups employed in the business field today. 
The student will learn the operation of each type and discuss the 
advantages and disadvantages of each. The student will learn the 
theory of data communications software; different types of proto-
col; interfacing; how to install the software; and how to determine 
the hardware requirements necessary. Additionally, the student 
will learn the various types of operating systems, multi-user soft-
ware, and single-user software effect the hardware requirements 
for different systems including multimedia environments. 

IT3375  Advanced Computer Applications
This course is designed to provide the student with a comprehen-
sive and sophisticated understanding of the functions of spread-
sheets software, database management, presentation software 
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and contemporary scheduling and email management software.  
Students will navigate through leading office software system to 
build their proficiency with electronic spreadsheets, database files, 
advanced technological presentations and virtual scheduling and 
email software packages.  The student will be able to successfully 
create charts, create and use templates and macros, create database 
files, master the leading virtual scheduling and email software 
packages and perform functions which will produce presentation 
applicable to the real-world business environment using the slide 
show functions of animation, the use of insertion techniques such 
as graphics, color and shapes, and customization techniques nec-
essary to enhance their presentations.  

MA1300  Anatomy and Physiology I
Anatomy and Physiology I introduces an overview of human 
anatomy and physiology. Emphasis will be placed on the compo-
nents of the foundation of medical terminology, while focusing on 
the primary structures and functions of the body; beginning with 
the smallest unit to the most complex body system. The learning 
process will focus on the integumentary, musculoskeletal and 
respiratory systems as well as medical terminology.

MA1301  Anatomy and Physiology II
Anatomy and Physiology II will continue to focus on the primary 
structures and functions of the human body. Emphasis will be placed 
on the neurological, endocrine, lymphatic, gastrointestinal, urologi-
cal, and reproductive systems along with medical terminology.

MA1302    Medical Assistant Role I
Medical Assistant Role I is designed as an introduction into the 
field of medical assisting with focus placed on the physician’s 
office or clinic. Emphasis will be placed on the basic concepts of 
developing professional behavior, enhanced communication skills, 
the history of the medical assistant, credentialing in the medical 
assisting profession, legal and ethical issues in the medical prac-
tice including the Health Insurance Portability and Accountability 
Act (HIPAA), and the types of medical specialties and specialists 
they will encounter while working in the medical field.

MA1303  Medical Assistant Role II
Medical Assistant Role II is designed as an introduction into the 
field of medical assisting with focus placed on the physician’s 
office or clinic. Emphasis will be placed on the basic concepts of 
obtaining vital signs, nutritional assessment, Electrocardiograph 
(ECG), Pulmonary Function Testing, First Aid and Cardio 
Pulmonary Resuscitation (CPR). 

MA1304  Math for the Health Care Professional
Math for the Health Care Professional focuses on mathematics 
skills for the health care professional with respect to most real 
number operations, measurement and conversion in the English and 
metric systems, proportion and percent utilization, and medically 
related word problem applications. Emphasis will be placed on 
mathematical skills and problem solving abilities within the context 
of algebraic, measurement, graphical, and tabular methods. 

MA1305  Principles of Pharmacology
Principles of Pharmacology will introduce the concepts necessary 
for safe administration of medications to individuals across the 

life span. Emphasis will be placed on drug classifications, mea-
surement and dosage calculation, and various types of medication 
therapies. Additional focus will be placed on the fundamentals of 
medication administration and the drugs that are used to treat the 
most common diseases and disorders.

MA1306  Billing and Insurance
Billing and Insurance will focus on an in-depth understanding of 
insurance claim forms, claims processing and coding for major 
medical carriers. Emphasis will be placed on plan options, payer 
requirements, state and federal regulations, abstracting of source 
documents, accurate completion of claims, and coding of diagnos-
tic procedures and services.

MA1307  Medical Coding
Medical Coding will offer an introduction to Computer Procedural 
Terminology (CPT) codes and insurance forms which enable 
health care providers to effectively communicate with insurance 
companies about the procedures and services provided to patients. 
Emphasis will be placed on medical terminology, the body sys-
tems, classification of diseases and reimbursement. 

MA1308  Advanced Coding
Advanced Coding is designed to focus on advanced topics in cod-
ing for medical billing and insurance. Emphasis will be placed 
on how to determine accurate codes for medical diagnoses, pro-
cedures, and services performed by physicians and recognized 
licensed non-physician providers. The learning process will con-
tinue to focus on the required auditing duties related to physician 
practice management and coding to maintain compliance with 
payer reimbursement policies and governmental regulations as 
well as Medicare/CMS guidelines.

MA2300  Medical Office Procedures
Medical Office Procedures will focus on skills needed for the 
daily operation and management of a typical medical office. 
Emphasis will be placed on how to efficiently utilize the modern 
medical office equipment such as copiers, fax machines, computer 
and postage machines. Additional focus will be placed on how to 
schedule appointments, use appropriate telephone techniques and 
maintain interpersonal client relations.

MA2306  Medical Office Software
Medical Office Software focuses on the use of a popular medical 
administrative software package through simulation. Emphasis 
will be placed on learning to input patient information, schedule 
appointments, and generate several types of reports. 

MA2307  Medical Records Management
Medical Records Management will focus on the systematic con-
trol of patient records beginning with creation and advancing 
to record storage. Emphasis will be placed on filing, retrieval, 
record processing, assembly, analysis and the Health Insurance 
Portability and Accountability Act (HIPAA) regulations as they 
relate to the security and privacy of medical records.

MA2308  Medical Assistant Case Study
The Medical Assistant Case Study focuses on the Medical Office 
environment using computer simulation.  Current medical office 
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software will be used to make the experience relevant and appli-
cable to today’s medical office practices.  The principles learned 
in this course are not limited to any particular software.  Centura 
College does not endorse any specific brand of software.  This 
course emphasizes the important skills necessary for the role of 
a Patient Services Specialist handling computerized scheduling, 
billing and coding for a medical group. 

MA2309  Medical Assistant Capstone
Medical Assistant Capstone will focus on preparing for the 
Certified Medical Assistant (CMA) and Registered Medical 
Assistant (RMA) examinations. Emphasis will be placed on rein-
forcing administrative knowledge and skills necessary to function 
in the role of a medical assistant.

PL1300  Intro to Legal Assisting
Students will learn the practical aspects of being a legal assistant/
paralegal, rather than the theoretical, and how the legal assistant/
paralegal fits into the legal team working in association with attor-
neys.  Students will learn about ethical issues in the legal profession 
and ways on how to proceed and act in particular instances.  The 
student will gain the abilities necessary to become invaluable to 
attorneys in the area of document acquisition, control, and manage-
ment. Students will learn step-by-step procedures in the intricacies 
of document production and organization and will also acquire the 
skills required to manage a law office with emphasizes on the view 
that a law office functions as a team in serving the client’s needs. 

PL1301  Legal Research & Writing 
Students will be introduced to basic legal research utilizing the law 
library and the computer.  The course offers an in-depth knowl-
edge of legal analysis and writing and students will be taught how 
to use correct legal citation forms.  Students will additionally learn 
how to draft case briefs, legal memoranda, legal correspondence, 
legal court briefs and an appellate brief. 

PL1302  Personal Injury Litigation & ADR
In this course the student will learn the elements of diverse torts and 
how the law allows for legal action to be processed for a remedy.  It 
will also include the process of a legal claim from the initial contact 
with the client, the filing of a lawsuit to the disposition of an action.  
The student will become knowledgeable of all torts and how it can 
be intertwined with medical procedures.  In addition, the student 
will learn the five prevalent forms of ADR:  arbitration, mediation, 
summary jury trial, and moderated settle conference as well as the 
techniques for using each ADR method to resolve disputes.

PL2300  Real Estate Law
In this course the student will review aspects of abstracting title 
real estate, recordation of land transactions, liens, grantor-grantee 
indices, warranties, covenants, restrictions, dower and courtesy 
rights, and easements.  In addition, they will study the property to 
include a survey of the more common types of real estate transac-
tion such as deeds, contracts, leases and deed of trust.  Emphasis is 
placed on drafting problems involving these various instruments.

PL2301  Trial Prep & Evidence
Students will be introduced to both civil and criminal evidence, 
with an emphasis on civil evidence rules and procedures. Topics 

include: kinds, degrees and admissibility of evidence and methods 
and techniques of acquisition, trial notebook, pretrial orders, use of 
interrogatories, depositions, and other discovery tools.  Emphasis 
will be placed on the Federal Rules of Evidence and State Rules 
of Evidence for the students’ jurisdiction.

PL2302  Business Law
In this course the student will learn facets of the law as it applies 
to the business world.  The student will develop a basic under-
standing of the uniform commercial code relating to business 
organization, bankruptcy, and personal and real property. Topics 
covered include: contracts, warrants, title, consideration, perfor-
mance, parties, subject matter, remedies for breach, torts, sales, 
negotiable instruments, consumer protection, and statute of limita-
tion.  Students will also study the fundamentals of corporate law.  
Topics include:  capitalization, articles of incorporation, by-laws, 
tax returns, reports, financial statements and minutes, officers, 
employment contracts, and special problems.

PL2303  Bankruptcy Law
This course is designed to give the student an understanding of the 
United States Bankruptcy Code and the related rules and proce-
dures, and the role of the paralegal in assisting attorneys in bank-
ruptcy practice. Students will be presented with an overview of the 
Federal Bankruptcy Code, the procedural rules and substantive laws 
that govern bankruptcy proceedings, and be assigned bankruptcy 
tasks that are customary in an actual bankruptcy law practice.

PL2304  Criminal Law 
In this course the student will learn the criminal section of the U.S. 
legal system.  The student will explore the essential elements that 
constitute a criminal offense as defined by legal statutes.  Topics 
covered include: crimes against the person; crimes against the 
public; inchoate offenses; and defenses for criminal offenses.

PL2305  Wills, Trusts & Estates
The student will learn the legal concepts as associated with Wills, 
Trusts and Estate Law.  The student will also be introduced to Estate 
Planning and Probate Administration. The student will receive practical 
application of what they have learned by preparing a Will and a Trust.

PL2306  Family Law
This course is designed to give the student an understanding in 
divorce, Juvenile & Domestic Relations Court matters, adoption, 
annulments, suits to affirm marriages, and suits for separation and 
maintenance.

PL2307  Paralegal Case Study
The student will be presented with the facts of a major law case 
and will be required to do all of the appropriate research to com-
plete all of those portions of the case that a legal assistant for a law 
firm would do.  This course is only offered to those students who 
have a viable excuse for not taking an externship. (This course is 
not taken if a student takes PL2308) 

PL2308  Paralegal Externship
The student will apply the knowledge and skills acquired during 
the classroom portion of the program in a legal office in the com-
munity.  The student will gain practical experience in all areas of 
paralegal utilization.
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