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Mission S tatement:
The mission of the Polk Education Foundation is to establish a responsive working relationship
between the community and the public school system and to link community resources to the
educational process.

The Commission of the Council on Occupational Education (COE), 41 Perimeter Center East, NE,
Suite 640, Atlanta, Georgia (www.council.org) accredits Ridge Career Center. COE may be con-
tacted at 770.396.3898. The Commission on International and Trans-Regional Accreditation (CITA)
and the Southern Association of Colleges and Schools Council on Accreditation and School Im-
provement (SACSCASI) (www.sacscasi.org), 1866 Southern Lane, Decatur, Georgia 30033-4097,
also accredits Ridge Career Center. SACSCASI may be contacted at 404.679.4500.

In addition, a number of programs have been approved, certified and/or recognized by the military,
sponsoring agencies and professional organizations.

Ridge Career Center is part of the Polk County Public School System.  All programs offered at the
Center are approved by the Florida Department of Education, those eligible approved by the Bureau
of State Approving for Veterans' Training-Division of Veterans' Benefits and Assistance-Florida
Department of Veterans' Affairs and the U.S. Department of Education.

 

 



A Message From the DirA Message From the DirA Message From the DirA Message From the DirA Message From the Director . . .ector . . .ector . . .ector . . .ector . . .

Thank you for considering enrollment at Ridge Career Center to further your education at a
postsecondary level.  Our faculty and staff are professional individuals who are dedicated to making
your experience at Ridge Career Center a successful one.    Ridge is a postsecondary  education
institution which provides instruction to both adults and high school students in occupational clusters
leading to a Certificate of Completion.

The training opportunities offered will assist you in pursuing a career in the present and future job
markets.  Programs are designed to accommodate your needs by allowing entrance at various times,
working at your own pace, and exiting when training  and specific job skills are completed.

This catalog describes Ridge Career Center's policies and educational programs.  The Center is
dedicated in helping you acquire the skills needed for high/skill, high/wage or high demand careers.
We hope your experience at Ridge Career Center will be very rewarding for you both personally and
professional.

Lisa B. Harden
Director

   Ridge Career Center is an equal opportunity educational institution that is dedicated to the concept of
equal access. Ridge Career Center does not discriminate in admission, registration, or access to its pro-
grams and activities based upon race, color, national origin, sex, language spoken, homelessness, disabil-
ity, marital status, age, religion, or any other basis prohibited by law.



History
In 1972, the need for a new vocational-technical center was conceived by the General Advisory Commit-

tee of Polk Vocational-Technical Center.  As a result, Ridge Career Center was born as: Ridge Vocational-
Technical Center with an address of 7700 State Road 544, Winter Haven, Florida 33881.

A survey was developed, distributed and completed in 1974 establishing student interests, county goals
and job opportunities for the completer.

The site of approximately 52 acres was selected in 1975.  Its location was geographically in the North-
east section of Polk County, eight miles northeast of downtown Winter Haven and two miles south of Haines
City.  Plans were drawn and Mr. Bill Hampton was hired as the Director.

Construction on the facility started in 1977 and staff development began in the summer of 1978 con-
ducted by Dr. William Blank from the University of South Florida.  The area postsecondary vocational-tech-
nical center opened in 1978 in various locations (not at its permanent site) while the present facility was being
completed.

In January of 1979, students and staff moved into the new Center.  On May 20,1979, a formal dedication
was held with distinguished guests such as Governor Bob Graham; Homer Addair, Superintendent of Schools;
and school board members and friends were present.

Vision

Ridge Career Center will be Polk County's premier workforce training institution.

Mission

Ridge Career Center will assess, prepare, and place individuals in successful and rewarding careers
in an increasingly competitive and changing employment market.

Philosophy

Every effort is made at Ridge to assist students in reaching informed decisions about entering career
education training programs best suited to their individual needs, interests and aptitudes.  Students are
encouraged to choose their programs after exploring their potential choices and discovering their own strengths,
weaknesses, aptitudes and interests.  The Student Services Department is available to help students with
program information, career information, career assessment, financial assistance and registration informa-
tion.

It is Ridge's philosophy to accept students at the level of competency they have achieved upon entering
the program and provide skills training for various jobs.  At Ridge, we make it possible for each student to
meet both short- and long-range employment goals.  We can tailor instruction to a wide variety of student
needs through our policy of open-entry/open-exit, self-paced, individualized instruction.  Students enter and
exit Ridge when appropriate training and employment needs have been met.  Students progress through
learning experiences at their own rate and focus on attaining the competencies necessary to meet their
personal career goals.

Ridge's programs resemble the job setting for which training is being offered.  Equipment, tools, supplies
and the environment closely match those in the job setting.  Each program is managed by instructors who
are not only skilled workers in their trade or business, but are well trained in the professional skills of teaching
their business or trade to others.  Our instructors exhibit pride in their profession and are enthusiastic about
in teaching it to others.

History, Vision, Mission, and Philosophy
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Programs Of fered

Adult General Education
English Literacy for Career and Technical
     Education
GED Preparation
Vocational Preparatory Instruction

Architecture and Construction
Air Conditioning, Refrigeration & Heating
   Technology
Architectural Drafting
Building Construction Technology
Carpentry
Electricity
Mechanical Drafting
Refrigeration Technology

Business Management and Administration
Accounting Operations
Administrative Assistant
Digital Design
Medical Administrative Specialist

Educational and T raining
Teacher Assisting

Health Science Education
Massage Therapy
Nursing Assistant (Long-Term Care)
Patient Care Technician
Pharmacy Technician
Phlebotomy
Practical Nursing

Hospit ality
Commercial Foods and Culinary Arts

Human Services
Cosmetology
Facials Specialty
Nails Specialty

Information T echnology Education
Network Support Services

Law, Public Safety and Service
Fire Fighter II
Fire Inspector I
Fire Instructor
Fire Investigator I

Manufacturing
Applied Welding Technologies

Marketing Sales and Services
Customer Service Representative

Transport ation, Distribution and Logistics
Automotive Service Technology
Commercial Class "B" Driving
Commercial Vehicle Driving
Heavy Duty Truck and Bus Mechanics
School Bus Driver Training

Apprenticeship
Automobile Mechanic
Diesel Mechanic



Admissions Requirement and Policies

Most of the training programs at Ridge Career Center (RCC)  have minimum admission or state licen-
sure requirements. Applicants must be at least sixteen (16) years of age, be interested in career education
and have basic skills necessary for potential success in the training program chosen.  If applicants do not
meet basic skills requirements, remediation is available.   Assessment is accomplished by completing the
Tests of Adult Basic Education (TABE) which is used as a diagnostic tool to determine completion of a
program.  Ridge complies with the Americans with Disabilities Act (ADA) and Section 504 of the Vocational
Rehabilitation Act Amendments of 1973 in regard to students with disabilities and strictly adheres to the
nondiscrimination policy adopted by the School Board of Polk County.  Reasonable accommodations
can be made for special needs students. Qualified students applying for admission are accepted on a first-
come, first-served basis.

Admission Requirement s and Procedures For Adult S tudent s

1. Take Tests of Adult Basic Education (TABE) assessment.
2. Complete WATERS application in Student Services Department.
3. Interview with the appropriate counselor.
4. Register for program, apply for financial assistance and/or pay fees (counselor will provide you

with admission dates and current costs).
5. Some programs may require additional steps and/or a  formal interview with an additional staff

member for admission.

Admission Requirement s and Procedures for High School S tudent s

Standard Diploma Seeking

Students spend the entire day at Ridge and can earn elective and academic credits each year; however,
due to limited academic offerings at Ridge since it is not a regular high school, counselors, students and
parents/guardians have to carefully develop the first year plan and consecutive years to ensure all credits for
graduation can be attained.  Tuition and books are free; however, some programs require laboratory fees,
kits, consumable supplies, fees, uniform costs and/or state testing fees.  High school students should re-
member that the focus of a career center is to provide job skills for those individuals ready to seek employ-
ment. Students must be willing to accept personal responsibility and function in a "job like" atmosphere.

Entry Requirements:

1. Must be at least 16 years of age.
2. Must be a student at the 9th grade level who only needs limited academic credits to graduate
3. Have a good attendance record.
4. Have a good discipline record.
5. Must take the TABE assessment.
6. A parking permit if driving to campus.
7. Be responsible for consumable costs as specified by individual programs.
8. Complete WATERS application in Student Services Department.
9. Consult with RCC's high school guidance counselor.  All related paperwork necessary for

transferring from the home high school will be explained.
10. Ridge Career Center students must then transfer from their home high school and report to RCC

with all required paperwork.
11. If all admission requirements are met and space is available, a counselor will register the student for

the program.
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Admission Requirement s for Polk District Diploma Seeking S tudent s
In order to prevent many students from dropping out of school at the later middle school and/or early

senior high stages of their educational program, students lagging behind on credits can be designated as
11th or 12th graders for the purpose of allowing them to attend the career centers under the Polk District
Diploma option.  This grade designation should take place before a student sits for the Florida Comprehen-
sive Assessment Test (FCAT).  Grade designation is not based on number of high school credits.  If a student
returns to a regular high school, grade in school will be based on number of credits.  Middle school principals
may refer middle school students directly to the career center for assessment and possible placement in the
Polk District High School Diploma Program if students are sixteen (16) years of age. The administration of
the GED test shall occur no sooner than March of the year of the co-hort graduation.  A standard district high
school diploma may be awarded in addition to the State of Florida High School Diploma for those who
successfully pass the GED and the FCAT.

Entry requirements:

1. Students are required to take the TABE assessment and an interest and aptitude assessment
prior to enrolling.

2. Students must transfer from their last high school and be 16 years of age or older.
3. Students must meet at least one of the alternative education criteria established by Florida Statutes:

a.  Retained or administrative promotion, one or more times  prior to referral
b.  Failure to achieve minimum (or master 80% of basic skills) on state assessment testing
c.  Disinterest in school documented by two or more sources
d.  Excessive absences

Parents and students who choose this option agree in writing to the following:

1. A regular standard diploma will not be attainable.
2. A Polk District High School Diploma may be attainable.
3. The primary function of such grade designation is to provide the student with technical job skills.

Students who meet the appropriate career and academic criteria, as well as successfully pass the Gen-
eral Educational Development (GED) assessment, FCAT tests and complete the career education program
in which they are enrolled, will be awarded a Polk District High School Diploma.

Students enrolling from out-of-county or out-of-state may enroll directly into the Polk District High School
Diploma Program.  They do not have to enter through a high school or middle school.  They must meet all
entrance criteria like any other student new to Polk County.  Direct enrollment into the Career  Center applies
only to the Polk District High School Diploma Program and not to students completing their high school
credits toward graduation.

Orient ation
Orientation is conducted on established intake days as followed throughout the year and is approximately

one day in length. During orientation, students learn about services available on campus. As students enter
programs on intake days, orientation is provided by an instructional staff member. The Student Handbook,
2009-2009 Student Code of Conduct  and other instructional materials are utilized to describe the operation
of the center and outline students' responsibilities.

Length of Programs/Class Schedules
The regular academic calendar begins  August 18, 2008 and ends June 4, 2009.  Most programs meet

from 8:00 am to 2:00 pm, Monday through Friday with a twenty-five minute lunch break.  A specific time for
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lunch is scheduled for each program and students are advised of this time by a published schedule.  Ridge
Career Center is a closed campus; therefore, everyone remains on campus for lunch.  Exceptions to time
schedules are:

Cosmetology - 8:00 a.m. to 3:00 p.m.
Commercial Vehicle Driving - 7:00 a.m. to 2:00 p.m.
School Bus Driver Training - 7:30 a.m. to 3:30 p.m.
Patient Care Technician - 7:45 a.m. - 2:45 p.m.
Practical Nursing - 7:30 a.m. - 2:30 p.m.

The length of all programs is based on the Polk County School Board (PCSB) 180 day school year.  The
school year is divided into four 9-week  grading periods.  A school calendar is published annually and is
located in the back of this catalog.

OTHER INFORMATION

Identification Badge Procedures
The wearing of an identification badge is required for each student attending Ridge Career Center.

Students must show proof of payment to receive an identification badge. The initial identification badge is
provided to each student for $5; a replacement badge costs  $5.

Parking Decals
Student parking decals are required for all students driving to Ridge.  The parking decal will be given to

each student, as needed, at the time identification badges are given.  The cost for the parking decal is $5.

Visitors Procedures
All visitors (people who do not work or attend Ridge) must obtain and wear a "visitor's pass" and sign the

guest log located at the receptionist operator's desk in Building "1".  This serves two purposes:

1. help visitors to feel welcome
2. lets staff recognize visitors

After a visitor has obtained a "visitor's pass" and signed in, he/she is permitted to enter Ridge Career
Center as long as his/her visit does not disturb, interfere or disrupt instruction or school business in any
manner. If the visitor desires to go on a tour of the campus, an administrative staff member or designated
staff member will accompany them.

Dismissal
A student may be withdrawn from Ridge Career Center for unsatisfactory conduct, excessive absences,

tardies or lack of progress.

Re-entry
A student may re-enter Ridge in a different term upon administrative approval, if the problem of unsatis-

factory conduct, progress, excessive absences or tardies has been solved.

Handicapped
All programs, campus organizations and activities are open to all students.  Efforts are made to assist

handicapped students to function as independently as possible while attending school.  Should special needs
arise, administration and/or guidance counselors will be notified.

3



Policies & Procedures

Student Right s
The Student Right-To-Know Act requires institutions to disclose specific information on the general stu-

dent population.  The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act
requires all postsecondary institutions participating in Federal Student Aid Programs to disclose campus
security policies and certain crime statistics.  The Campus Security brochure is available in the lobby and in
the Student Services Department.

Family Educational Right s and Privacy Act (FERPA)
The procedures of protecting the confidentiality of student records are based on state regulations and the

Federal Family Educational Rights and Privacy Act (FERPA) of 1974.  The School Board of Polk County
policies regarding student records are in accordance with these regulations.

Student Records Disclosure
The School Board of Polk County maintains educational records in accordance with State and federal

laws.  Copies of the School Board of Polk County Records Policy are available for public use at the District
Office.

Student Right s
Ridge Career Center complies with the Americans with Disabilities Act (ADA) which protects United

States citizens who possess physical or mental disabilities.  Ridge Career Center also complies with Section
504 of the Vocational Rehabilitation Act Amendments of 1973 which states that "no otherwise qualified handi-
capped individual in the United States shall, solely by reason of his/her handicap, be excluded from the
participation in, be denied the benefit of, or be subjected to discrimination under any program or activity
receiving federal financial assistance."  Reasonable accommodations will be provided for students with docu-
mented special needs.

Transfer Policy
Students transferring to Ridge Career Center from another institution are encouraged to file their regis-

tration and supporting academic documents in the Student Services Department.  Transcripts are requested
and clock hours of attendance, grades and skills are reviewed for award of credit, time and placement.  All
transfers are considered on an individual basis when space is available and admission requirements are
met.

Within the institution, transfers can be initiated from full-time day programs to corresponding part time
evening programs and from one program to another program both day and evening.  Transfers are limited as
much as possible to the beginning of each nine-week grading period.  These transfers have to be approved
by instructors and guidance counselors and sometimes administration.

Student Fees
Nominal tuition and consumable laboratory fees are assessed to adult students.  Fees are pro-rated

according to specified intake days and are based upon certificate career education resident status.  Certifi-
cate career education student rates are based upon $2.04 per hour of instruction.  Continuing workforce
education student rates are based upon $4.08 per hour of instruction.  Out-of-state tuition rates are $8.13 per
hour.  Fees have to be paid upon enrollment for the first 9-week period and then at the beginning of each of
the remaining 9-weeks. These fees are published in separate brochures and in this catalog.  High school
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students do not pay tuition; however, these student may have to pay laboratory fees, purchase kits and/or
uniforms, pay for consumable supply fees and/or certification testing fees.

Methods of Payment
Cash, Visa, MasterCard, and checks drawn on local banks are accepted for payment of tuition and

consumable laboratory fees.  A local address and telephone number must be on all checks.  Tuition and fees
for some students are deferred when a voucher is submitted to the Center from a funding agency or other
source.  If fees paid by checks are refunded, the student must wait at least 45 days for processing of the
refund.  The Center does not cash personal checks.

Refunds
The following guidelines will govern the refund of student fees:

1) A full refund of tuition and fees paid will be granted if  administration cancels a class.  The refund
shall be made within thirty (30) days of the planned start date of the program/class.

2)   A refund will be granted if a student withdraws on or before the second day prior to entering class.
One hundred dollars ($100) of fees will be retained by Ridge.
3) Any seat deposit of $100 is non-refundable; however, this deposit will be applied to the program's

final quarter's fees.
4) Prorated refunds:

a) After the end of the second day of enrollment, tuition refunds will be pro-rated up to thirty (30)
days; there will be no refund for application, background check, parking permit, ID badge or
consumable lab fees.

b) There will be no refund after thirty (30) days.
5) Short-term classes (Continuing Workforce Education)

a) No fees will be refunded if the student chooses to withdraw.  Class fees will be refunded by check
for any class canceled by Ridge Career Center.

6)   Refunds when due
a) will be made without requiring a request from the student.
b) will be made within forty-five (45) days from the last day of attendance if written notification of

withdrawal has been provided to the school by the student or
c) will be made within forty-five (45)) days from the date the school terminates the student or

determines withdrawal by student
7) Students enrolled who have not visited the Center will have the opportunity to withdraw without

penalty within three (3) days following either attendance at a regularly scheduled orientation or
following a tour of the facilities and inspection of the equipment.

8) Textbook costs and supplies purchased from the schoolstore are non-refundable.
9) A student may choose to apply any refund, as described in this policy, to enroll in other programs

during the same academic year.
10) All refunds will be issued by check from the School Board of Polk County. Students should allow thirty

to forty-five (30-45) days for receipt of a refund check.
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Attendance Policies & Procedures

Attendance
In order to obtain  the most from your program at Ridge, you have to be here and on time!  You are held

accountable for regular, punctual class attendance, as well as for the constructive use  of your class time during
each school day.  Potential employers will inquire not only about your performance in the program, but also
about your attendance.  Excessive absences and tardies will be handled as discipline problems!

Excused Absences:   Ridge observes the 2008-09 Code of Student Conduct in determining which absences
will be excused and which will not.  According to this code, the following absences will be excused by the school
system:
F personal illness
F illness or death in the immediate family
F observance of a religious holiday of specific faith of student
F educational trips
F trips with parents (prearranged)
F placement in the juvenile detention center
F compulsory appearance in court
F school-sponsored activities
F military duty in the National Guard or Reserves and mandatory trips to Veterans' Administration

ATTENDANCE POLICY

Ridge Career Center encourages and expects all students enrolled in programs to attend regularly, to
derive maximum benefit from the instructional program, and to develop habits of punctuality, self-discipline
and responsibility. Students are expected to telephone the instructor when absent according to departmental
policy. Attendance requirements in programs that lead to board licensure may be more strict than Ridge's
overall attendance policy.

A student may be withdrawn from school if:
1. the adult student accumulates ten (10) total absences or the high school student accumulates ten

(10) unexcused absences in an 18-week term.
2. the adult student is absent five (5) consecutive days and has not initiated a Leave of Absence

Request*.

*A Leave of Absence Request may be granted for only an adult student for up to ten (10) days in a year.
Students who exceed the ten-day leave of absence will be withdrawn and may re-enter at the next enrollment
period for that program.

Note:   If you are continually sick and repeatedly absent, you must be under the care of a physician for absences
to be excused.
Note:   All students, high school and adults, must check in if they are tardy and out in the Student Services
Department prior to leaving campus.

Criteria for Determining Excused or Unexcused Checkouts and Tardies
These will be the same as absences per the Code of Student Conduct.  After five (5) absences per

grading period, students will be sent to Assistant Director's office for a conference.  Students missing 1.5 -
2.5 periods = ½ day absence.  Students missing 2.5 - 7.0 periods = 1 day absence.
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Student Grades and Progress Reports
All adult and secondary students are evaluated every nine weeks on skills as well as work habits and

attitudes.  At the end of each nine week period, students are issued a Report Card in most programs.  These
are published through the District Office. Grading guidelines for high school students are established by the
School Board and the State of Florida. Records kept on skills attained are on the Student Performance
Agreement. It shows tasks that are planned, tasks that are attained and the day of attainment for each task
for each nine week period.  Work Habits and Attitudes records are recorded with violations indicated and the
date those violations occurred.

When a student completes an Occupational Completion Point (OCP) of a program or completes the
entire program, a computerized transcript is given to the student listing  all  completed and  non-completed
tasks, overall average  work habits and attitudes  grade,  enrollment and  withdrawal date, total  number  of
required  hours  accomplished,   total  number  of  optional   hours  accomplished, program completion
percentage and final task grade.

For each OCP attained, an Occupational Completion Point Accomplishment Award is awarded.
Certificates of Completion are awarded if a student completes all OCPs (entire program).

Skill Grade
The grading system is based on the philosophy that students are held accountable for the actual hours

attained while enrolled in a program.  Specifically, if a full-time day student is receiving 330 minutes (5 ½
hours) of instructional time per day in a program, five days per week for nine weeks (a grading period), there
would be a total of 247 instructional hours available for instruction.  The student would be held accountable
for 247 hours of task attainment or "standard hours".  The standard hours assigned to each task indicate the
time typically spent mastering the task.

The skill grade is determined by planned tasks with their corresponding standard hours as close as
possible to the 247 hours.  As tasks are attained, the standard hours are added (not the clock hours of time
actually taken to attain each task).  The actual standard hours on completed tasks are converted into a
percentage.  This percentage reflects the proportion of hours attained to those planned for the grading
period.  For example, if the student's planned hours were 247 and he or she attained 205 of those, the
calculation of that skill grade would be 89% or a B by Polk County's Grading Scale.

Pretesting
When students enter a program, they receive a program task listing.  The Orientation Learning Manager

and the instructor will discuss the task listing with the student.

If a student thinks he/she can perform any of the tasks listed on the program task listing, the student and
the instructor will discuss the criteria involved in order to receive credit for the task(s).  A decision is then made
by the instructor and the student as to whether the student will pretest to receive immediate credit.

Work Habits and Attitudes Grade
Students are graded at Ridge not only on their attainment of tasks but also on the work habits and

attitudes listed below.  Instructors and advisory committee members agree that these fourteen (14) items
are an important aspect of a career education student's preparation.  The lack of these skills is often the
reason workers lose their jobs.

1. Reports on time. -2
2. Attends school daily. -2
3. Uses authorized equipment and supplies. -1
4. Avoids wasting materials and time. -2
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5. Returns tools clean and to their proper place. -2
6. Dresses as required by policy. -2
7. Keeps accurate records. -1
8. Works only on assigned tasks. -1
9. Leaves work area clean and orderly. -2
10. Follows safety practices. -3
11. Accepts supervision in a positive manner. -3
12. Works cooperatively with others. -3
13. Avoids interfering with others. -2
14. Stays in authorized areas. -2
15. Follows direction. -3

Each grading period students begin with 100 points. These points are lowered if the student commits
violations of the items on the list.  Instructors document violations and the Work Habits and Attitudes grade
is determined by the number of remaining points.  Ridge has individualized learning materials on work
habits and attitudes available for the student.

The Polk County grading key below is used in determining letter grades.  Both high school and adult
students are graded by this scale.

Polk County Grading Scale:

A (90 - 100%) Outstanding
B (80 -   89%) Above Average
C (70 -   79%) Average
D (60 -   69%) Below Average
F (  0 -   59%) Failing

 Standards of Progress for V eteran Benefit Eligibility
If at the end of a term, a veteran student's cumulative grade point average falls below a 2.0 average, the

student is placed on probation for the next term.  If the cumulative grade point average remains  below 2.0 at
the end  of the  next term, the student will be terminated from veteran benefits for unsatisfactory progress and
the Veteran's Administration will be notified.

Insurance
In-school accident insurance is provided for all students. Additional supplemental school insurance is

available for a nominal fee.

Evening Program Information
Many of Ridge's programs are also offered in the evening but on a different time schedule that only meets

part time criteria.  Most evening programs meet from 5:30 p.m. to 9:00 p.m. with a 15 minute break Monday
through Thursday.

Programs prepare career education students to obtain a job.  Continuing Workforce Education can also
be an option for the student only if he or she has a job and is updating existing skills or learning new skills to
advance in the job.  One program is only offered in the evening -- Medical Administrative Specialist.  It is
described in more detail elsewhere  in this catalog.

Continuing W orkforce Education
Continuing Workforce Education can assist in testing, evaluating, upgrading and training employees for

private industry.  These services are designed to assure that individuals are trained quickly to attain skills
needed for increased efficiency and greater productivity on the job.
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Continuing Workforce Education works with existing, new and future employers in the Central Florida
area to provide them with effective, beneficial and economical training.  Continuing Workforce education
courses are designed to meet industry's training requirements by providing custom-tailored training to focus
on the company's goals and objectives.

Training may be provided in public facilities or in facilities provided by business or industry.  It can be
conducted during or after normal hours and instructors may be selected from Ridge Career Center or indus-
try.  Flexibility is incorporated to assure the best available training.  Fees are reasonable and include registra-
tion, tuition and supplies.

Financial Assistance

Financial assistance is available at Ridge Career Center and is based on individual student need or
merit criteria.  The financial aid coordinator will help determine eligibility.  Financial assistance includes:

Workforce Development Board
This federal program provides assistance to full-time career education students who live in Polk County,

are economically disadvantaged, unemployed, long term laid off workers, or underemployed.  Funding will be
based on two categories: WIA and TANF.  Students have to be enrolled in a high-skill, high-wage program.
Students receive vocational training that prepares them to enter the workforce.  Questions about this financial
assistance should be directed to Ridge's adult guidance counselor and/or career assessment specialist.

Federal Pell Grant Program
This grant from the United States Department of Education is an entitlement which does not require

repayment.  It is designed to provide funds to help eligible students pay for their education after high school.

A Pell Grant is awarded to a student at Ridge Career Center who qualifies according to federal government
Title IV guidelines.  A student must be a certificate-seeking student in a 600 clock hour or more program.  A
student must complete a FAFSA (Free Application for Federal Student Aid) and  provide the necessary
documentation to verify financial need on his/her application.  A student who qualifies for aid must sign the
appropriate documents to complete the application process.  A student will receive an itemized  award letter
for the current school year.  A student’s attendance, skills grades, and work habits and attitudes grade will
be monitored each month.

Veterans' Training
The Bureau of State Approving for Veterans’ Training-Division of Veterans’ Benefits and Assistance-

Florida Department of Veterans’ Affairs has approved most of Ridge’s programs for veterans’ training.  Upon
meeting the entrance requirements of a specific career education program, a student eligible to receive
benefits may enroll, complete the necessary paperwork, and receive allowances.  A list of programs
approved for veterans is available in Ridge’s Student Services Department.

Florida Bright Futures Scholarship Program
This lottery-based program provides merit scholarships for high school graduates who wish to receive

postsecondary training in the state of Florida.  It includes the Florida Academic Scholar Award (FAS), the
Florida Medallion Scholar Award (FMS), and the Florida Gold Seal Scholar Award (FGSS).  A prospective
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student should provide a copy of his/her award letter to the Financial Aid Office for processing.  A qualifying
student must meet a program’s attendance and academic requirements for continuous funding.

Americorp s
Americorps is a federally funded program for adults who participate in the Corporation for National

and Community Service.  Qualified students who meet the entrance requirements for enrollment at Ridge
Career Center can bring an education award to the RCC Financial Aid Office for processing.

Financial Aid Revenue Scholarship (Ridge Scholarship)
Ridge Scholarship is a need-based award for students who have lived in Florida for at least one year

prior to enrolling at Ridge Career Center.  It covers tuition and laboratory fees only and has very specific
requirements which are available in the RCC Financial Aid Office.

Florida Prep aid College Program
The Florida Prepaid College Program is a tuition program for postsecondary education in a Florida

public or private school.  Eligible students can present a FPCP identification card to the RCC Finance
Department for processing.

Vocational Rehabilit ation
Vocational Rehabilitation is a State of Florida agency which provides financial assistance and training to

adults who meet certain criteria for job preparation or retraining.  For further information, contact the office
at 500 East Lake Howard Drive in Winter Haven, 863.291.5292.

Farmworkers Program
The Farmworkers Program is a federally-funded form of assistance for students and/or their families

who are migrant or seasonal agricultural workers.  For further information, please contact their office at
1521 Seventh Street, SW, Winter Haven, 863.291.5713.

Bureau of Indian Affairs
The Bureau of  Indian Affairs is part of the United States Department of the Interior which provides

postsecondary educational opportunities to students of Native American heritage.  Qualified students need
to contact the RCC Financial Aid Office for assistance.

Business/Industry Scholarship s
Many businesses and industries donate money for needy students on a yearly or occasional basis.

These funds are dispersed to deserving students on a first-come, first-served basis.

Other Scholarship s
Many student receive scholarships and awards from sources outside of Ridge Career Center.  These

funds are deposited into a trust fund and are administered by the RCC Financial Aid Office according to the
guidelines of the donating sources.

Ridge Career Center does not participate in any Title IV Loan programs.

Student Services & Organizations

Career Counseling
The counselors and staff in the Student Services Department are available to assist you with program
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information and career counseling.  Registration and student files are handled in these offices.  Counselors
provide services to students in the areas of testing, test interpretation, financial assistance and career
development.  Counselors also work with students who are being sponsored for vocational training by special
agencies.

Cooperative Education
Adult students may encounter personal situations which dictate that they must be employed.  It is possible

for a student to transfer to the cooperative education program, go to work and continue to receive credit for
tasks on their program task listing.  Students interested in this program should consult with their instructor.

Media Center
The media center is located in Building 1 and is open from 7:40 a.m. to 2:40 p.m. Monday through Friday.

Media services are available to all Ridge students and personnel.  Books may be checked out for a  period of
two weeks and renewed if necessary.  Most reference books may be checked out overnight.  The media center
contains reference materials such as encyclopedias, magazines and technical materials (computerized and
printed) that support the various vocational programs.  It has four different newspaper subscriptions, 32
magazine subscriptions, and has other Internet capabilities.

Schoolstore
The Ridge Schoolstore stocks all textbooks and supplies required by the programs, plus a limited

selection of regular school supplies.

Student Service Center
The Student Service Center provides vending machines and the Ridge Café serves snacks and hot meals

at a reasonable cost for the convenience of students and staff.

Clinic
The care of illness or accident at school is first-aid only. Students who become ill or injured during the

school day may be excused to visit the clinic.    Except in extreme emergency, a student must obtain a pass
from his/her instructor before reporting to the Guidance Office for permission to go to the clinic.  If any type of
accident occurs, a Student Accident Report must be completed by the instructor and a copy given to the
Director's secretary within twenty-four (24) hours of the incident. In case of severe injury to a high school
student and the student needs to see a doctor or go to a hospital, the parent(s) or guardian(s) must be notified.
If the high school or adult student has school insurance, the Director's secretary completes the Insurance
Company form, along with a copy of the Accident Report. These need to be sent with the student to the doctor
or hospital.

Career Education Student Organizations

Future Business Leaders of America (FBLA)
Future Business Leaders of America (FBLA) is a non-profit, local, district, regional, state, and

national organization for all middle and high school students participating in business and
business-related programs.  In Florida, FBLA functions as an integral part of the instructional
program of business technology education program in secondary school and career centers.  This
organization provides students with the opportunity to apply their classroom instruction in business practices and
procedures to leadership  development activities and competitive event experiences.

Florida Future Educators of America (FFEA)
     FFEA provides a forum for students to become aware of career opportunities in education and
nurtures their interest in teaching as a career.  Each year, the Department coordinates state
conferences for postsecondary chapters and senior high student members and their advisors.
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National Technical Honor Society (NTHS)
     The National Technical Honor Society (NTHS) is a non-profit honor organization for outstanding students
enrolled in secondary schools, career and technical education centers, technical and community colleges,
private occupational training institutions, and colleges with technical majors.  Qualification for membership is
based upon: 1) a desire to pursue a career in the student's program of study; 2) scholastic achievement; 3)
honesty; 4) dependability; 5) pride in work performed; 6) responsibility; 7) cooperation and ability to work well

with others: 8) interest in learning, initiative, leadership; and 9) citizenship. At least 50% of a student's program must be
completed with a competency/grade point average of not less than 3.5 and an attendance record of at least 85%.

National Association of Practical Nursing Education Service (NAPNES)
     NAPNES is the oldest association that advocates the education and practice of practical and
vocational nurses.  NAPNES was founded in 1941 by Practical Nursing Educators, NAPNES has grown
to become a multi-disciplinary organization that welcomes not only LP/VNs, but also RNs, MDs, Student
Practical Nursing Schools, agencies, organizations, lay community and other individuals that are
interested in promoting the professional practice and education of practical nurses.

SkillsUSA
SkillsUSA is one of the most selected organizations by high school and adult students at RCC.  It promotes high

standards relative to work ethics, craftsmanship, scholarship, and safety while fostering a respect for the dignity of work.
Additionally, SkillsUSA helps students relate their training experiences to the workplace and their search
for meaning, identity, and achievement.  Emphasis is placed upon functions involving labor and
management and their interdependence and importance.

SkillsUSA participants hone their skills in many trades, including Carpentry, Automotive, Welding,
Culinary, and others.  Skill development and recognition is fostered through local, regional, state, national, and
international programs, competitions and awards. Opportunities to develop leadership skills are provided through
workshops and seminars, while competitive activities help develop mastery of trade skills.  Membership in the
organization also helps students learn to work together and prepare for the workforce.

Advisory Committees
The School Advisory Council assists Ridge Career Center in assessing quality of programs and is composed of

business and industry leaders, administrators, instructional and non-instructional staff members and students. The
committee advises, make recommendations to the general operation of RCC, annually revisits RCC's mission and
helps RCC in planning and meeting the goals and objectives of the School Improvement Plan.  This council consists of
no more than twenty-five (25) members and normally meets once a month during lunch time hours.

Individual program advisory committees are composed of a student representative and individuals employed
in the field or industries related to the training program.  These committees are composed of three to ten members
and assists program instructors in keeping the program's curriculum and equipment up-to-date and current with
business and industry standards. The committee provides input on equipment used for training, to warrant con-
sistency between school and industry, annually reviews the program's mission and analyzes the Florida Depart-
ment of Education's Curriculum Frameworks and Student Performance Standards with the instructor.

Other Rules and Regulations
Ridge Career Center is part of the Polk County Public School System.  As such, the Code of Student Conduct is the

basis for all school rules and regulations.  Students should read this booklet and become familiar with all school rules.
Students at Ridge will be held accountable for all rules in the Code of Student Conduct with the following exceptions:

Tobacco Products
Tobacco products are permitted at Ridge, but use is limited to a designated smoking area on the Student

Service Center patio and only by persons 18 years of age or older who are full-time career education students.
THIS IS THE ONLY AREA WHERE THE USE OF TOBACCO PRODUCTS IS PERMITTED!
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Grievance Procedure
A student has the privilege to question a decision by a staff member, including allegations of discrimination in any

phase of education programs and activities, and the application of rules of behavior, sanctions, other treatment.

The purpose of these procedures is to settle a grievance at the lowest level.  The following procedures shall be used
to submit a grievance:

1. If a student wishes to question a decision of an instructor or administrator other than the Director of the Center,
the student shall first talk courteously to the instructor or administrator.

2. If the student is not satisfied after talking with the person concerned, the student may submit an appeal, in
writing, to the Director of the Center to review the matter.  Such an appeal shall be submitted within three days
of the incident.

3. The Director shall investigate the problem and shall render a decision on whether to sustain or overrule the
decision of the instructor or administrator.  The decision shall be given to the student, in writing, within five days
of the written notice of appeal.

4. Any appeals beyond the Director shall be made according to the following order:  Senior Director of Workforce
Education; Superintendent; and the School Board of Polk County.

5. If the grievance is not settled at the local level, the student may contact the accreditation agency:

Council on Occupational Education,
41 Perimeter Center East, NE, Suite 640
Atlanta, Georgia  30346
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Program and Course Descriptions
Adult Education

Ridge Career Center programs are governed by the State Department of Education Career and Technical
Curriculum Frameworks and Student Performance Standards. The Standards are reviewed yearly and
programs are subject to change by length, course content, hours, prices, or entrance requirements.

General Educational Development (GED) Prep

This program prepares Ridge Career Center students for academic and personal success through obtaining the
required skills to pass the official GED Test and be awarded a State of Florida High School Diploma.  This program also
works concurrently with the Polk County Schools Adult Centers where the GED Test is administered periodically.  This
program is non–graded and characterized by an open–entry/open–exit concept, self–paced instruction, and perfor-
mance based evaluation.  It is divided into six Literacy Completion Points (LCPs):

Program Length:   There are recommended hours for the attainment of each literacy point; however, instruction is
completely self–paced and individualized according to a prescribed plan of study. Program length varies depending on
student need.

LCP A – Writing – (250 Hours)
LCP B – Social S tudies – (75 Hours)
LCP C – Science – (75 Hours)
LCP D – Literature – (250 Hours)
LCP E – Mathematics – (250 Hours)
LCP A–E – Comprehensive – (900 Hours)

Placement into this program is based on the results of the Tests of Adult Basic Education (TABE).

Writing covers:
uuuuu rules of capitalization, punctuation, spelling, grammar usage and sentence structure
uuuuu composing writing samples, essay and work–place documents

Social S tudies covers:
uuuuu applying social studies knowledge to a range of situations
uuuuu utilizing maps, graphs, charts and tables

Science covers:
uuuuu applying scientific knowledge to a variety of  situations
uuuuu analyzing scientific information and evaluating scientific data

Literature covers:
uuuuu identifying the main idea and supporting details of a reading  selection
uuuuu applying reading comprehension skills

Mathematics covers:
uuuuu performing operations with whole numbers, common fractions, decimals, percentages, algebra and

geometry
uuuuu interpreting and analyzing tables, charts and graphs

GED Comprehensive covers:
uuuuu all content listed in previous subject areas
uuuuu basic study, test taking, reference and job acquisition/retention skills
uuuuu computer literacy skills including Internet/Intranet literacy
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Vocational Preparatory Instruction (VPI)

The objective of Vocational Preparatory Instruction (VPI) is to enable students (ages 18 and over) to succeed in
vocational education.  This program prepares students for academic, technical and personal success through one or
more hours of instruction  scheduled concurrently with vocational instruction.  The Vocational Preparatory Instruction
(VPI) system is based upon the assessed needs of the individual and academic and employability requirements related
to Florida's vocational education programs.  VPI is a non–graded program characterized by open–entry/open–exit,
self–paced instructional modules, flexible schedules and performance–based evaluation.

VPI provides career assessment to students; individualized basic skills related instruction to educationally disad-
vantaged students; employability behavior instruction; complementary skills; Secretary's Commission on Achieving
Necessary Skills (SCANS) competency training; and basic computer literacy.

Program Length:   There are recommended hours for the attainment of each literacy point; however, instruction is
completely self–paced and individualized according to a prescribed plan of study. Program length varies depending on
student need.

It is divided into three Literacy Completion Points (LCPs):

LCP A – Vocational Prep aratory ,  Mathematics (100 Hours per Grade Level)
LCP B – Vocational Prep aratory ,  Reading (100 Hours per Grade Level)
LCP C – Vocational Prep aratory ,  Language (100 Hours per Grade Level)

The purpose of this program is to prepare students in:

Basic Skills: Mathematics includes:
uuuuu changing words to numbers and rounding numbers
uuuuu performing basic operations with whole numbers, common fractions, decimals, percentages and signed

numbers
uuuuu using mathematic symbols and geometric forms
uuuuu interpreting basic charts, graphs and tables
uuuuu conversion procedures in standard and metric systems
uuuuu applying concepts of measurements and basic geometric concepts
uuuuu solving algebraic equations
uuuuu demonstrating problem–solving techniques

Basic Skills: Reading includes:
uuuuu identifying synonyms, antonyms, homonyms, affixes, main idea and cause–and–effect relationships
uuuuu analyzing passage details
uuuuu differentiating between various forms of writing

Basic Skills: Language includes:
uuuuu demonstrating proper usage of punctuation; common and proper nouns; correct use of sentence types; proper

usage of adjectives and adverbs and regular and irregular verbs; proper use of other parts of speech
uuuuu distinguishing a complete sentence from sentence fragments and run–on sentences and between personal

and professional language

A Certificate of Completion is issued upon successful completion of a vocational program and meeting minimum basic
skills grade levels established by the State Department of Education.  This program assists the student in obtaining
those required basic skills grade levels.  Having a certificate will promote better job opportunities.
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Evening Program
This program meets Monday and Tuesday evenings from 5:30 - 9:00 PM. Please call for more information.

Programs at Ridge Career Center

This program operates on an individualized, competency-based approach utilizing an  open-entry, open-exit concept.
Time for completion of the program will vary according to individual needs and abilities.  Accomplishment Awards are
issued for each occupational completion point attained and a Certificate of Completion is issued upon successful
completion of the entire program while meeting minimum basic skills grade levels established by the State Department
of Education.

Most programs meet from 8:00 A.M. - 2:00 P.M. Monday through Friday with a 25 minute lunch break unless
otherwise stated.

Architecture and Construction
Air Conditioning, Refrigeration and Heating Technology (HVAC)

Both high school and adult students can enroll in this program.  For the high school student, the program consists
of seven courses under the title Air Conditioning, Refrigeration and Heating Technology with three occupational completion
points (OCPs) for a total of 1000 hours (approximately 39 weeks in length).   Each of these seven courses is equal to
one elective credit toward high school graduation.

For the adult student, there are four occupational completion points (OCPs) totaling 1350 hours.
An OCP is an exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of

Occupational Titles),  SOC (Standard Occupational Classification), SIC (Standard Industrial Classification), or OES
(Occupational Employment Statistics). The OCPs are as follows:

OCP A - Air Conditioning, Refrigeration and Heating Helper (250 Hours)
OCP B - Air Conditioning, Refrigeration and Heating Mechanic Assist ant (250 Hours)
OCP C - Air Conditioning, Refrigeration and Heating Mechanic (500 Hours)
OCP D - Air Conditioning, Refrigeration and Heating T echnician  (350 Hours)

OCP A – provides knowledge in safe working conditions, history and concepts of air conditioning, refrigeration and
heating, use of hand tools, pressures and matter, related codes,  fabrication of piping, tubing, working knowledge of air
conditioning, refrigeration, and heating systems, communication and computer skills and entrepreneurship and
employability skills.

OCP B –  provides knowledge in basic electricity, electrical components, troubleshooting electrical systems, motors
and controls, system installation and start-up, checkout procedures and ventilation piping and sizing.

OCP C – provides knowledge of solid state electronics, mechanical refrigeration servicing, combustion type heating,
combustion gas valves and regulators, air properties, indoor air quality, enthalpy chart evaluation and installation,
repair and maintenance of air conditioning and refrigeration systems.

OCP D – provides knowledge of electrical generation and distribution systems, maintenance testing, and servicing
electrical motors and components, environmental systems, troubleshooting pneumatic systems, testing and repairing
electrical systems used in air conditioning, refrigeration, and heating systems, compressor selection, adjusting and
servicing evaporative condensers, heating systems, accessories, calculating heating and cooling loads, and maintenance

and repair of thermal storage systems.

Evening Program
This program meets Tuesday and Thursday evenings from 5:30 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is $3,563.00.  (Book and supply fees are subject to change)
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Drafting Computer Aided Drafting (CAD)

Architectural Drafting
This program is for both the adult and high school student and is broken down into thirteen courses for high school

students.  Each of these courses is equal to one elective credit.

Program Length:   Architectural Drafting is approximately sixty–nine (69) weeks in length (1900 hours).

For all students, there are five Occupational Completion Points (OCPs):

OCP A – Blueprint Reader (150 Hours)
OCP B – Drafting Assist ant  (450 Hours)
OCP C – Architectural Det ailer (200 Hours)
OCP D – CAD Draf ter (550 Hours)
OCP E – Drafter, Architectural  (550 Hours)

This program prepares students in applying basic drafting skills; fundamental computer skills and basic dimension-
ing; multi–view  auxiliary drawings; sectional views; preparing pictorial drawings; surface developments and basic
architectural drawings; civil drawings; electrical/electronic literacy; communication skills; preparing basic computer–
aided drawings using Auto CAD – Release 2005; preparing pictorial drawings; architectural drawings and advanced
computer–aided drawings; advanced architectural drawings and basic utility drawings; math skills and basic science as
applied to drafting and Architectural Desktop; and employability skills and entrepreneurship.

Total Cost
The cost of this program is $4,223.00.  (Book and supply are subject to change)

Building Construction Technology

This program is for both the adult and high school student and is broken down into seven courses for high school
students. Each of these courses is equal to one elective credit.

Program Length:  Building Maintenance Technology is approximately thirty–eight (38) weeks in length (1050 hours).

For all students, there are two Occupational Completion Points (OCPs):

OCP A – Building Construction Helper (450 Hours)
OCP B – Building Construction T echnician (600 Hours)

This program provides instruction in safety practices and disaster plans, related science and math skills; basic
hand and power tool use; construction components; repair procedures for exterior building surfaces; communication;
contract documents and specifications;  power tool use; repair and replacement of floors; walls; ceilings; doors; win-
dows; screens; cabinets; roofs; troubleshooting, repairing and replacing plumbing; electrical; heating; and ventilation
and air conditioning (HVAC) systems as well as employability and positive public relations skills.

Total Cost
The cost of this program is $3,250.00.  (Book and supply are subject to change)
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Carpentry

This program is for both the adult and high school student.  For the high school student, the program is broken
down into seven courses and three Occupational Completion Points (OCPs).  Each of these courses is equal to one
elective credit.

Program Length:   Carpentry for the adult student is approximately thirty–six (36) weeks in length (1200 hours).  The
high school program  is approximately 36 weeks in length (1200 hours).

For the adult student, there are four OCPs:

OCP A –Carpenter Helper (300 Hours)
OCP B –Trim and Finish Carpenter (300 Hours)
OCP C –Carpenter Rough (450 Hours)
OCP D –Carpenter (150 Hours)

This program prepares students to become proficient in shop and occupational safety; manual and power tool use;
characteristics  of building materials; fasteners and hardware; reading basic blueprints;   Students will also acquire
knowledge of  math and communication skills; utilization of blueprints and specifications for the trim and finish carpentry
field; install exterior covering and trim; interior doors; interior wall and ceiling covering; cabinets and shelving and
construct an interior stair system; set up and using a transit and builder's level; performing site–preparation and layout
activities; cutting and installing framing members for floors; installing roof trusses; setting up and installing basic rigging
and scaffolding; installing exterior doors and windows; constructing exterior–stair systems; utilization of power tools;
constructing tilt–up and precast walls; erecting shoring; installing structural timber; installing finished roofing compo-
nents and problem–solving skills; and employability and customer–relation skills.

Total Cost
The cost of this program is $3,341.00  .  (Book and supply are subject to change)

Electricity

This program is for both the adult and high school student and is broken down into eight courses for high school
students.  Each of these courses is equal to one elective credit.  For all students, there are three Occupational
Completion Points (OCPs).

OCP A – Electrician Helper (300 Hours)
OCP B – Residential Electrician (450 Hours)
OCP C – Commercial Electrician (450 Hours)

Program Length:    Electricity is approximately forty (110) weeks in length (1200 hours)

This program prepares students to become proficient in electrical and work area safety, basic direct–current (DC),
electrical codes, residential and commercial areas of the electrical field;  electrical math is emphasized while learning
about alternating–current (AC) and the installation of residential wiring; and install commercial wiring as well as special-
ized electrical skills.

Evening Program
This program meets Monday and Wednesday evenings from 5:30 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is $3,359.00.  (Book and supply are subject to change)
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Mechanical Drafting

This program is for both the adult and high school student and is broken down into thirteen courses for high school
students.  Each of these courses is equal to one elective credit.

Program Length:  Mechanical Drafting is approximately sixty–nine (69) weeks in length (1900 hours).

For all students, there are five  Occupational Completion Points (OCPs):

OCP A – Blueprint Reader (150 Hours)
OCP B – Draf ting Assist ant  (450 Hours)
OCP C – Drafting Det ailer  (200 Hours)
OCP D – CAD Technician Draf ting (500 Hours)
OCP E – Mechanical Draf ting (600 Hours)

This program prepares students in applying basic drafting skills; fundamental computer skills and basic dimension-
ing; multi–view  auxiliary drawings; sectional views; preparing pictorial drawings; surface developments and basic
architectural drawings; civil drawings; electrical/electronic literacy; communication skills; preparing basic computer–
aided drawings using Auto CAD – Release 2005; preparing basic pneumatic/hydraulic drawings; computer–aided draw-
ings; advanced mechanical drawings, production drawings and tool drawings; math skills and basic science as applied
to drafting and Architectural Desktop; and employability skills and entrepreneurship.

Total Cost

The cost of this program is $4,223.00.  (Book and supply are subject to change)

Refrigeration Technology

This program is for the adult student and has four occupational completion points (OCPs) for a total of 1350 hours.

Program Length:   Refrigeration  Technology for the adult student is approximately forty–nine (49) weeks in length
(1350 hours). The high school program  is approximately thirty–nine (39) weeks in length (1000 hours).

OCP A – A/C, Refrigeration and Heating Helper (250 Hours)
OCP B – A/C, Refrigeration and Heating Mechanic Assist ant (250 Hours)
OCP C – A/C, Refrigeration and Heating Mechanic (500 Hours)
OCP D – A/C, Refrigeration Mechanic (350 Hours)

This program prepares students to become proficient in using and maintaining hand tools; fabrication; system
components and accessories;  knowledge of electrical components of heating, air conditioning, and refrigeration equip-
ment; troubleshooting heating, air conditioning, and refrigeration electrical control systems and electrical motors and
their components; installing residential heating and air conditioning systems; mechanical heating and air conditioning
systems; and sizing piping; knowledge of solid–state electronics; operating mechanical refrigeration servicing and
testing equipment; troubleshooting gas valves and regulators; using a pressure enthalpy chart to diagram refrigerant
cycles; measurement of indoor–air quality; and installation, maintenance, and repair of heating, air conditioning, and
refrigeration systems; instruction in the installation, maintenance, troubleshooting, and repair of commercial refrigera-
tion systems; refrigerated storage systems; refrigeration–pipe sizing and troubleshooting procedures; and vibration
and insulation. Students will also learn appropriate entrepreneurship, communication, computer and employability skills.

Total Cost

The cost of this program is $3,563.00.  (Book and supply are subject to change)
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Business Management and Administration
Accounting
Program Description and Length

Both high school and adult students can enroll in this program.  For the high school student, the program
consists of six courses under the title Accounting Operations with four occupational completion points (OCPs) for a
total of 900 hours (approximately 33 weeks in length).   Each of these six courses is equal to one elective credit
toward high school graduation.

For the adult student, there are also four occupational completion points (OCPs)  totaling 900 hours.  An OCP
is an exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occupa-
tional Titles),  SOC (Standard Occupational Classification), SIC (Standard Industrial Classification), or OES
(Occupational Employment Statistics). The OCPs are as follows:

OCP A - Information T echnology Assist ant  (150 Hours)
OCP B - Accounting Clerk(300 Hours)
OCP C - Accounting Associate (300 Hours)
OCP D - Accounting Assist ant (150 Hours)

This program  prepares students for employment in entry level positions in the field of accounting.  Instruction
includes the basic elements of the accounting cycle.

Students learn to compute, classify and record numerical data, keep financial records and ledgers, prepare
statements both manually and on the computer.  Activities include use of computer equipment, calculators, FAX, and
basic office support skills.

This program operates on an individualized, competency-based approach utilizing an open-entry, open-exit
concept.  Time for completion of the program will vary according to individual needs and abilities.  Accomplishment
Awards are issued for each occupational completion point attained and a Certificate of Completion is issued upon
successful completion of the entire program after meeting minimum basic skills grade levels established by the
State Department of Education.

To earn a Certificate of Completion, a student must successfully complete all competencies and achieve a basic
skill requirement on the Tests of Adult Basic Education (TABE) based on current Department of Education require-
ments.  Current requirements may be obtained from the Student Services Department.

Evening Program
This program meets Monday and Wednesday evenings from 5:30 - 9:00 PM. Please call for more information.

Program Cost
The cost of this program is approximately $2,120.00.  (Books and supply fees are subject to change)

Administrative Assistant
Program Description and Length

Both high school and adult students can enroll in this program.  For the high school student, the program consists
of six courses under the title Administrative Assistant with four occupational completion points (OCPs) for a total of 1050
hours (approximately 35 weeks in length).   Each of these six courses is equal to one elective credit toward high school
graduation.

For the adult student, there are also four occupational completion points (OCPs) totaling 1050 hours. An OCP is an
exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occupational Titles),
SOC (Standard Occupational Classification), SIC (Standard Industrial Classification), or OES (Occupational Employ-
ment Statistics). The OCPs are as follows:

OCP A - Information T echnology Assist ant (150 Hours)
OCP B - Front Desk S pecialist (300 Hours)
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OCP C - Assist ant Digit al Production Designer (150 Hours)
OCP D - Administrative Assist ant (450 Hours)

OCP A – prepares students to apply information systems to enhance workplace performance, apply communica-
tion skills, mathematical operations and processes as well as financial planning strategies, appropriate leadership,
supervision techniques and customer service strategies; and human relations/interpersonal skills appropriate for the
workplace.

OCP B – prepares students to apply communication skills on a personal and professional level; apply appropriate
leadership and supervision techniques, customer service strategies, personal ethics in the workplace; perform ma-
chine dictation transcription, apply use of information management tools; access, process, and transmit information
through all mediums; and increase administrative office support productivity  by way of creating documents using
advanced features in word processing, database, spreadsheet, presentation, and multimedia software.

OCP C –  allows students to apply communication skills using digital publishing concepts, making decisions,
applying information digital processes and using advanced electronic graphic and design techniques.

OCP D – prepares students for workplace communications by communicating with people from various back-
grounds and integrating all forms of communication in the pursuit of a career as an executive secretary;  organizing
and conducting meetings using parliamentary procedures; performing budgeting and accounting procedures; plan-
ning and designing the physical layout of an office to meet ergonomic and federal requirements; performing special-
ized office procedures and also participate in a work-based learning experience.

To earn a Certificate of Completion, a student must successfully complete all competencies and achieve a basic
skill requirement on the Tests of Adult Basic Education (TABE) based on current Department of Education require-
ments.  Current requirements may be obtained from the Student Services Department.

Evening Program
Please call for more information.

Program Cost
The cost of this program is approximately $2,520.00.  (Books and supply fees are subject to change)

Digital Design
Both high school and adult students can enroll in the program.  For the high school student, the program consists

of six courses under the title Digital Design with five occupational completion points (OCPs) for a total of 1200 hours
which is approximately 44 weeks in length.   Each of these eight courses is equal to one elective credit.

For the adult student, there are four occupational completion points (OCPs) for a total of 1200 hours. An OCP is an
exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occupational Titles),
SOC (Standard Occupational Classification), SIC (Standard Industrial Classification), or OES (Occupational Employ-
ment Statistics). The OCPs are as follows:

OCP A - Information T echnology Assist ant (150 Hours)
OCP B - Product Assist ant (150 Hours)
OCP C - Digit al Assist ant Designer (300 Hours)
OCP D - Graphic Designer (300 Hours)
OCP E - Media Designer (300 Hours)

OCP A – provides a basic overview of current business and information systems and trends to introduce students
to the basic skills and foundations required for today’s business environments. Emphasis is placed on demonstrating
proficiency in operating systems, navigating the Internet, Intranet, and the World Wide Web; using HTML commands,
page design applications, specialized web design software; develop an awareness of programming languages,
emerging technologies, application architecture, and demonstrating Digital Design the seven layers of the Open
System Interface
(OSI) model.

OCP B – allows students to demonstrate proficiency in computer skills, digital publishing concepts, digital
publishing software, and digital imaging. Also, students will perform layout, design, and measurement activities.

OCP C – incorporates computer raster and vector graphics software programs used to make "publication ready"
material. Individual assessment and job/career exploration will be used to guide student to design a portfolio for their
individual career plan.
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OCP D – incorporates video and audio editing,modeling and animation software and hardwareto create visual
effects, special effects, modelling and animation for use in products such as computer games, movies, music videos,
and commercials.

OCP E  – prepares the student to meet client’s specific commercial or promotional needs, using multimedia
presentations and web design skills. The student will learn to publish to a variety of mediums, including interactive
kiosks , DVDs, CDs, and the web. The student will gain workplace experience using their skills in a multiple project
environment. Students learn to multitask and work as a team, using their training on different projects at the same time.
They learn to manage their time and work flow through a production pipeline. These management skills will help them
in a company setting or as a consultant. Digital Design students will also complete their IC3 Certification and at least
two Microsoft Office MOS Certification Tests.

To earn a Certificate of Completion, a student must successfully complete all competencies and achieve a basic
skill requirement on the Tests of Adult Basic Education (TABE) based on current Department of Education requirements.
Current requirements may be obtained from the Student Services Department.

Evening Program
This program meets Monday and Wednesday evenings from 5:30 - 9:00 PM. Please call for more information.

Program Cost
The cost of this program is approximately $2,691.00.  (Books and supply fees are subject to change)

Medical Administrative Specialist

This program is for the adult student and only offered in the evening program, there are four occupational comple-
tion points (OCPs) totaling 1050 hours. An OCP is an exit point prior to program completion that is linked to an
occupational/job title DOT (Dictionary of Occupational Titles),  SOC (Standard Occupational Classification),
SIC (Standard Industrial Classification), or OES (Occupational Employment Statistics). The OCPs are as
follows:

OCP A - Information T echnology Assist ant (150 Hours)
OCP B - Front Desk S pecialist (300 Hours)
OCP C - Medical Office T echnologist(150 Hours)
OCP D - Medical Administrative S pecialist (450 Hours)

OCP A – prepares students to apply information systems to accomplish job objectives and enhance workplace
performance in the medical field and apply communication and writing skills with employability skills.  The student is
prepared for the basic skills in the Microsoft Office Suite of products as they relate to the business world and report
production.

OCP B – prepares students to apply knowledge related to mathematical operations and processes as well as
financial planning.  The student acquires knowledge as it relates to customer service strategies and further employment
skills and organizational structures as they relate to today's workplace and employer/employee roles.

OCP C –  students apply technology to increase medical administrative office support productivity as it relates to
specialized medical office procedures including health insurance, billing and collections (CPT and ICD9 coding), sched-
uling services as well as critical thinking skills in the medical atmosphere.  Knowledge is acquired related to law, liability
, ethics and government regulations (HIPAA) as they relate to the medical field.

OCP D – prepares students to perform administrative medical office functions and responsibilities to demonstrate
leadership skills and medical customer service skills to accomplish job objectives and enhance workplace perfor-
mance.  Use of advanced technology to increase medical office support productivity, as well as comprehensive medical
terminology skills and transcribing medical documents.

To earn a Certificate of Completion, a student must successfully complete all competencies and achieve a basic
skill requirement on the Tests of Adult Basic Education (TABE) based on current Department of Education requirements.
Current requirements may be obtained from the Student Services Department.
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Evening Program
This program meets Monday and Wednesday evenings from 5:30 - 9:00 PM. Please call for more information.

Program Cost
The cost of this program is approximately $2,591.00.  (Books and supply fees are subject to change)

Educational and Training
Teacher Assisting

The Teacher Assisting Program is for high school students and adult students.  For the high school student, the
program consists of three courses with two occupational completion points (OCPs) for a total of 450 hours (approxi-
mately 17 weeks in length).  Each of these three courses is equal to one elective credit toward high school gradua-
tion.

For the adult student, there are also two occupational completion points (OCP’s) totaling 450 hours. An OCP is
an exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occupational
Titles), SOC (Standard Occupational Classification System), SIC (Standard Industrial Classification), or OES (Occu-
pational Employment Statistics).  The OCPs are as follows:

OCP A- Substitute T eacher (60 Hours)
OCP B- Teacher Aide  (390 Hours)

Substitute Teacher  (60  Hours):  This part of the program provides reinforcement of the basic skills in English,
mathematics, and science appropriate for the job preparatory programs through career and technical classroom
instruction and applied laboratory procedures or practice.  Focusing on interpersonal and communication skills, this
program provides skills to support the classroom teacher including supervising the health and safety of students,
developing and maintaining appropriate student behavior, identifying and reporting child abuse, administering and
grading tests and operating audiovisual equipment and computer technology.  The structure allows students to seek
employment as substitute teachers at completion of the first Occupational Completion Point or to remain for the
paraeducator Occupational Completion Point.  The structure allows students to seek employment as substitute teachers
at completion of the program or to remain for teacher aide training.

Teacher Aide (390  Hours) :  While building all areas developed in the substitute teacher core, expanding on all
areas developed in the substitute teacher OCP, the paraeducator OCP helps the student apply job-related math and
computer skills.  Students learn to prepare visual aids and support cooperative home-school relationships.  Leader-
ship and employability skills are emphasized along with individualized preparation for the ParaPro Assessment which
is the industry recognized credential for paraeducators. In addition, students will complete a teacher assisting practicum
involving direct student contact for at least 75 hours in a classroom at elementary, middle, high schools and/or career
centers.

Students successfully completing the program will receive a Certificate of Completion.  Students who register for
and pass the ParaPro Assessment can then apply for employment as paraeducators. Those who choose employ-
ment with the School Board of Polk County may then take teacher certification courses with Greenhouse, a tuition-
reimbursement project to eventually become teachers in a school system.  See individual brochure on the Green-
house Program.

Total Cost
The cost of this program is $1,559.00.  (Book and supply are subject to change)
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Health Science Educatio n

*All applicants in the Health Science Education programs must complete a background
check before entering the program.

All Health Science Education programs require the Basic Healthcare Worker Core that prepares students to
communicate and use interpersonal skills effectively; apply wellness and disease concepts; use basic math and science
skills; practice infection control procedures; be knowledgeable of blood borne diseases, respond to emergency
situations; and demonstrate computer literacy.  Postsecondary students who have previously completed the Core do not
have to repeat it.

Electrocardiograph Aid  (2.5 HS Credits)
   Prepares high school students for employment as an EKG aid or health care support worker.  Instruction
includes technical aspects of performing EKGs and interpretation of data. Students may take the EKG
Certification Exam after completing this program.

Home Health Aid  (2.5 HS Credits)
   Prepares high school students for employment as Home Attendants or home health aids.  The content
includes basic skills needed to provide personal care for clients in the home setting.

First Responder  (3 HS Credits)
   Prepares high school students to be a member of an Emergency Medical Services (EMS) Team to provide
pre-hospital emergency care. Includes emergency response skills as CPR, first aid, medical legal aspects,
patient assessment including vital signs, use of emergency equipment in caring for medical emergencies
and measures to assure patient and staff safety.

Massage Therapy

This program is only for adult students. There are two occupational completion points (OCPs) totaling 750 hours.
An OCP is an exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occu-
pational Titles),  SOC (Standard Occupational Classification), SIC (Standard Industrial Classification), or OES (Occu-
pational Employment Statistics). The OCPs are as follows:

OCP A- Health Science Core (90 Hours)
OCP B- Massage Therapy  (660 Hours)
OCP A – is composed of CPR, computer literacy, school orientation, health care delivery system overview, legal

and ethical responsibilities, employability skills, communication skills, math review, overview of anatomy/physiology,
medical terminology, infection control, blood-borne diseases, overview of health and disease, safety and security,
emergency situations, domestic violence and patient confidentiality laws.

OCP B – consists of a thorough knowledge of the following: massage techniques; manipulations and specialized
modalities; the principles of hydrotherapy; acceptable health and hygiene practices for therapist and patient; the Florida
Massage Practice Act; human anatomy, physiology and kinesiology; and basic business practices, ethics and stan-
dards.

Anatomy and Physiology (190 Hours)
Basic Massage Theory and Practice Applications (270 Hours)
Statutes/Rules and History of Massage - (10 Hours)
Theory and Practice of Hydrotherapy - (15 Hours)
Allied Modalities (125 Hours)
Business Practice (20 Hours)
Preparing for S tate Examination (30 Hours)
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Students will develop manual skills in manipulation of soft tissues of the human body through lecture, technique
demonstration and student practicum.  Basic massage therapy instruction includes Swedish massage, hydrotherapy
and spa techniques, oriental therapies, stretching, joint mobilization and other specialized therapies.

This program is approved by the Florida Department of Health, Division of Medical Quality Assurance, Board of
Massage Therapy.  Upon completion of this program, graduates will be eligible to take the National Certification Exam
for Therapeutic Massage and Bodywork.  After successfully passing this examination, graduates may apply for a Florida
Massage Therapy License.

To earn a Certificate of Completion, a student must successfully complete all competencies and achieve a basic
skill requirement on the  Tests of Adult Basic Education (TABE) based on current Department of Education require-
ments.  Current requirements may be obtained from the guidance office.

Upon completion of this program, graduates will be eligible to take the National Certification Exam for Thera-
peutic Massage and Bodywork.  After successfully passing this examination, graduates may apply for a Florida
Massage Therapy License.

Evening Program
This program meets Monday, Tuesday and Wednesday evenings from 4:45 - 9:00 PM. Please call for more

information.

Total Cost
The cost of this program is $2,561.00.  (Book and supply fees are subject to change)

Nursing Assistant (Long Term Care)

This program is for adults only with one Occupational Completion Points (OCP).

Program Length:  Nursing Assistant (Long Term Care)  is an evening program only and is approximately twenty–
seven (27) weeks in length (120 hours) from 4:45 pm - 9:00 pm, Monday, Tuesday and Thursday.

OCP A–  Nursing Assist ant (Long-T erm Care) (120 Hours)

This program is designed to prepare students for employment as nursing assistants, nursing aides, and orderlies,
nurse aides in nursing homes  or SOC Code 31-1012 nurse aides, orderlies & attendants.  Successful completion of
this program prepares the student for certification for employment as a Nursing Assistant in a nursing home. Those
students who satisfactorily complete an approved course are eligible to take the national nursing assistant examination
being utilized in Florida.

Students will perform nursing skills in the clinical and/or simulated laboratory settings under the supervision of a
qualified registered nurse instructor.  For nursing assistant certification a minimum of 40 hours clinical must be ob-
tained.  Twenty hours of this clinical experience must be in a licensed nursing home.

The content includes, but is not limited to, interpersonal skills, medical terminology, legal and ethical responsibili-
ties, safe and efficient work, gerontology, nutrition, pet-facilitated therapy, health and safety including Cardio-pulmonary
Resuscitation (CPR) – heart saver level, and employability skills.

This program focuses on broad, transferable skills and stresses understanding and demonstration of the following
elements of the health care industry; planning, management, finance, technical and production skills, underlying prin-
ciples of technology, labor issues, community issues and health, safety, and environmental issues.

Evening Program
This program meets Monday, Tuesday and Thursday evenings from 4:45 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is approximately $1,139.00.  (Book and supply are subject to change)
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Patient Care Technician

This program is only for adult students. There are seven occupational completion points (OCPs) totaling
600 hours.  An OCP is an exit point prior to program completion that is linked to an occupational/job title DOT
(Dictionary of Occupational Titles),  SOC (Standard Occupational Classification), SIC (Standard Industrial
Classification), or OES (Occupational Employment Statistics). The OCPs are as follows:

OCP A - Basic Health Care W orker (90 Hours)
OCP B - Articulated Nursing Assist ant (75 Hours)
OCP C - Advanced Home Health Aide (50 Hours)
OCP D - Patient Care Assist ant  (75 Hours)
OCP E - Allied Health Assist ant (150 Hours)
OCP F - Advanced Allied Health Assist ant (100 Hours)
OCP G - Patient Care T echnician (60 Hours)

OCP A – is composed of CPR, computer literacy, school orientation, health care delivery system over-
view, legal and ethical responsibilities, employability skills, communication skills, math review, overview of
anatomy/physiology, medical terminology, infection control, blood-borne diseases, overview of health and
disease, safety and security, emergency situations, domestic violence and patient confidentiality laws.

OCP B – prepares students to demonstrate legal and ethical responsibilities specific to the occupation of
nursing assistant; provides personal patient care (especially for geriatric patients) and biological, psychological and
social support; perform patient care procedures and supervised management functions, following the patient plan of
care; and assist with restorative (rehabilitative) activities.

OCP C – provides instruction in verbal and written communications; principles of nutrition; physical comfort and
safety functions; and performing home health-care services specific to home health aide.

OCP D – provides students with skills to also work in a health care facility other than a nursing home and to
perform nursing assistant skills related to the hospital setting; and provide nursing assistant care for the adult patient.

OCP E – provides instruction about the cardiovascular system; in applying and using EKG instrumentation and
monitor modalities; and performing patient care techniques in the health care facility, including Phlebotomy.

OCP F – builds and advances upon curriculum content listed previously in OCP D.
OCP G – trains the students to perform skills representative of one to three major allied health areas for

unlicensed assistive personnel and to complete a clinical rotation in the selected major allied health areas and also
provides skills in being an effective team member, especially in a clinical setting.

Upon completing this seven month program of both theory and clinical laboratory experience in area
health care facilities, graduates may apply to take the National Health Careers Certification Exam for PCT
certification. Accomplishment Awards are issued for each occupational completion point attained and a
Certificate of Completion is issued upon successful completion of the entire program after meeting mini-
mum basic skills grade levels established by the State Department of Education.

Total Cost
The cost of this program is $2,630.00.  (Book and supply are subject to change)

Cost of the program includes the application fee, tuition, lab fee, supplies, medical screening and
immunizations, criminal background screen, 10-panel drug screen and fees for certification including Florida
Certification Exam for Nursing Assistants and the National Certification Examination for Patient Care
Technician.  Other optional exams are EKG Aid National Certification and National Phlebotomy Certification.

Students are required to pay tuition and laboratory fees at the beginning of the program and each nine-
week period.  Books and supplies are purchased as needed.  Uniforms are purchased as directed by the
instructor on the first day of class.  Financial assistance, based upon need or achievement, may be available
from federal or local agencies for the purchase of tuition, fees, books and medical screening.  Students
applying for assistance are responsible to pay in advance pending approval of financial aid.  Students may
then be reimbursed as appropriate.
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Pharmacy Technician

This program is only for adult students. There are three occupational completion points (OCPs) totaling
1050 hours. An OCP is an exit point prior to program completion that is linked to an occupational/job title DOT
(Dictionary of Occupational Titles),  SOC (Standard Occupational Classification), SIC (Standard Industrial
Classification), or OES (Occupational Employment Statistics). The OCPs are as follows:

OCP A - Health Science Core  (90 Hours)
OCP B - Community Pharmacy T echnician  (360 Hours)
OCP C - Pharmacy T echnician  (600 Hours)

Health Science Core is composed of CPR, computer literacy, school orientation, health delivery system
overview, legal and ethical responsibilities, employability skills, communication skills, math review, anatomy/
physiology, medical terminology, infection control, blood-borne diseases, overview of health and disease,
safety and security, emergency situations, domestic violence and patient confidentiality laws.

The training includes medical terminology, medicinal drugs, pharmaceutical compounding, sterile tech-
niques, maintenance of inventory, I.V. admixture preparation, parenteral nutritional support, preparation of
chemotherapy agents, delivering medications, prepackaging unit dose packages, patient record systems,
control records, preparation of purchase orders, receiving and checking supplies purchased, printing labels,
processing prescriptions, pricing prescription drug orders and supplies, computer applications, employability
skills, leadership and human relation skills, health and safety and CPR.

Total Cost
The approximate cost of this program is $3,077.00.  (Books and supply fees are subject to change)

Phlebotomy

This adult program is broken down into the state of Florida Health Careers Core and seven Occupational Completion
Points (OCPs).

Program Length:   Phlebotomy is approximately four  (4) weeks in length (165 hours).

OCP A–  Health Science Core (90 Hours)
OCP B – Phlebotomist (Healthcare Support W orker (75 Hours)

This program prepares students to learn laboratory techniques including drawing a client’s blood specimens and
maintaining integrity of specimens. An overview of health care and employment skills are taught including CPR certifi-
cation. Students are assigned to a clinical practice work site for the last several weeks of the program. Graduates are
eligible to take the National Certification Examination to become certified phlebotomy technicians. Medical screening is
required. The TABE is not required. A high school diploma or GED is required for employment.

Evening Program
TBA

Total Cost

The cost of this program is $1,151.00.  (Book and supply are subject to change)
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Practical Nursing

This program prepares student for a high demand profession that is an integral part of the healthcare
industry providing direct patient care in hospitals, nursing homes, home health agencies, clinics and physician
offices.

For the adult student, there are three occupational completion points (OCPs) totaling 1350 hours. An
OCP is an exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of
Occupational Titles), SOC (Standard Occupational Classification System), SIC (Standard Industrial Classifi-
cation), or OES (Occupational Employment Statistics). The OCPs are as follows:

OCP A - Health Science Core (90 Hours)
OCP B - Articulated Nursing Assistant (75 Hours)
OCP C - Practical Nurse (1350 Hours)

Health Science Core (90 hours): This program is a standardized program taken by all entering health
students. It is composed of CPR, computer literacy, school orientation, health delivery system overview, legal
and ethical responsibilities, employability skills, communication skills, math review, overview of anatomy/
physiology, medical terminology, infection control, blood-born diseases, overview of health and disease,
safety and security, emergency situations, domestic violence and patient confidentiality laws.

Articulated Nursing Assistant (75 Hours): This program prepares the student to take the Certification
Examination to be licensed as a Nursing Assistant in Florida. Courses include, Structure and Function, Basic
Nursing Care, Nursing Arts, Nutrition, Life Span/Geriatrics, and Clinical Experience in a nursing home and
hospital.

Practical Nursing (1085 hours): This program prepares the student to take the National Council Licen-
sure Examination (NCLEX) to become a Licensed Practical Nurse. Studies include: Medical Surgical Nurs-
ing, Pharmacy, Maternal Child Nursing, Pediatric Nursing, Mental Health Nursing, Employability Skills and
Leadership. The students practice skills 2-3 days per week in area affiliating hospitals, nursing homes, and
clinics.

Upon completing the eleven (11) month program of both theory and clinical laboratory experience in area
health care facilities, graduates may apply to take the Florida State Board of Nursing examination to become
a Licensed Practical Nurse (LPN) in the state of Florida.

Admission Requirements and Enrollment Procedures
Applicants must obtain a score of 11.0 on the Tests of Adult Basic Education (TABE) Assessment, and

have a high school diploma or the equivalent (GED). Persons having a college degree are exempted from the
TABE  with submission of an official college transcript. Applicants meeting these requirements complete an
application for admission to the program, with photograph identification, and are scheduled to meet with the
adult guidance counselor. Following this interview, applicants schedule with the nursing secretary to take the
National League for Nursing (NLN) Pre-entrance Exam which is offered 4-5 times a year. The NLN test is
designed to predict success in the program. Students making below a composite score of 50 are assisted to
remediate the test or a component of the test. A study guide is available in the RCC bookstore which is useful
in preparing for the test. Upon receipt of the test results of the NLN, applicants are scheduled for an interview
with the program coordinator who provides further information about medical screening, cost, books, the
financial assistance process, etc. The student must submit 3 references and a letter stating “Why I want to be
a nurse”. Following the interview, the student may receive a letter of acceptance useful in obtaining financial
assistance. Students must also complete medical screening, 10-panel drug screen, and document
immunizations and other health requirements within three months of entering the program. Students not
completing these requirements three months prior to the first day of class are not admitted to the program.
Persons with a felony conviction may not be permitted to take the Florida Board of Nursing Licensing
Examination upon graduation and are encouraged to enter non health related occupations. No prior health
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experience is required; however, Certified Nursing Assistants and others who are employed in the health
care industry or other health programs are encouraged to apply.

Total Cost
The cost of this program is $5,639.00.  (Book and supply are subject to change)

 Total costs for the adult student includes the application fee, tuition, lab fees, books, supplies, uniforms,
parking fee, ID badge, out-of-pocket costs such as medical screening/immunizations, a criminal background
check and state certification for Nursing Assistants and licensing for Practical Nursing.  An outlined cost
sheet of the program can be obtained from the Student Services Department.

Tuition payments are due each nine (9) weeks. Lab fees are paid semi-annually. Students purchase
textbooks in advance of each course throughout the year. Fees are requested upon acceptance into the
program. Other fees are payable as stipulated. Students may be eligible for financial assistance for tuition,
books and supplies through federal or local agencies. Assistance is based on determination of need or
achievement. CNA certification testing is given after completing 200 hours and the NCLEX exam are given at
the end of the program.

Hospitality
Commercial Foods and Culinary Arts

This program is for both the adult and high school student.  The program is divided into four courses for high school
students which equals one elective credit per course.  For all students, there are four occupational completion points
(OCPs).

Program Length:  Commercial Foods and Culinary Arts is 1500 hours in length and approximately fifty-five (55)
weeks in length.

OCP A - Bus Person/W aiter (75 Hours)
OCP B - Steward   (75 Hours)
OCP C - Salad Person (150 Hours)
OCP D - Utility Cook (150 Hours)
OCP E - Breakfast Cook (300 Hours)
OCP F - Line Cook (450 Hours)
OCP G - Pastry Cook ( 300 Hours)

This program prepares students in dining room operations skills; employability skills; math skills; general
housekeeping operations skills; communication skills; and basic science; prepare fruits and vegetables; salads;
buffet foods; beverages; students learn to operate various types of equipment used in the culinary field; preparing
dairy, egg, and starchy products; prepare stock, soup, and sauce; meat, poultry, fish, and seafood; preparing bakery
goods and desserts; and learn elements of entrepreneurship.

Total Cost

The cost of this program is $3,376.00.  (Book and supply are subject to change)

Human Services
Cosmetology

This program is for both the adult and high school student and is broken down into nine courses for high school
students.  Each of these courses is equal to one elective credit.

Program Length: The Cosmetology program is approximately thirty–seven (37) weeks in length (1200 hours).
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For all students, the program is broken down into the core and one Occupational Completion Point (OCP):

Grooming and Salon Services Core 1 (75 Hours)
OCP A – Manicurist and Pedicurist ( Hours)
OCP B – Facials/Skin Care S pecialist (  Hours)
OCP C – Hairdresser and Cosmetologist (  Hours)
(Student s in this program are not expected to exit at OCP  A or B)

The core covers career opportunities; safe, sanitary, and efficient work practices; basic science related to grooming
and salon services; employability skills; Florida law and state board requirements and entrepreneurship.

This program emphasizes specialized classroom and practical experience concerned with the care and beautifica-
tion of hair, nails and complexion.  Practical skills taught include shampoo/hair conditioners and scalp treatments;
facials; trimming/shaping hair; hair styling; hair pieces; wigs and hair attachments; permanent waving/reconstruction
curl/chemical relaxing; temporary/semi–permanent and permanent color/bleach and specialty color techniques; hot
combing; curling; air blowing; manicuring and nail extensions.  Instruction is also offered in safe and proper laboratory
practices. Upon completion of the program, applicants will be eligible to take the Florida State Board Licensing Exami-
nation.

Evening Program
This program meets Monday through Thursday evenings from 3:00 - 9:00 PM and Monday through Thursday

evenings from 5:00 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is $3,376.00.  (Book and supply are subject to change)

Facials Specialty

This program is for both the adult and high school student and is broken down into two courses for high school
students.

Program Length:  Facials Specialty is approximately ten (10) weeks in length (260 hours).

For all students, the program is broken down into the core and one Occupational Completion Point (OCP):

Grooming and Salon Services Core 1 (75 Hours)
OCP A – Facials /Skin Care S pecialist (185 Hours)

The core covers career opportunities; safe, sanitary and efficient work practices; basic science related to grooming
and salon services; employability skills; Florida law and state board requirements and entrepreneurship.

This program emphasizes performing facial manipulation; make–up application, hair removal, and artificial lash
application as well as the following topics of: Florida cosmetology laws and rules;  Anatomy and Physiology; S a n i ta -
tion;Ethics; and Facial treatments.  Also included are actual performance of the following areas:  Hair Removal; Facial
Massage; Facials Without Machines; Facials Using Machines; and Makeup Applications.

30



After successfully completing OCP A, performing the required services, and passing a  comprehensive written final
examination (administered by the school) with 85% or higher, applicants will be eligible for certification by Ridge Career
Center and the Department of Business and Professional Regulation (BPR).

Evening Program
This program meets Monday, Tuesday and Thursday evenings from 4:15 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is $1,272.00.  (Book and supply are subject to change)

Nails Specialty

This program is for both the adult and high school student and is broken down into two courses for high school
students.

Program Length:  Nails Specialty is approximately ten (10) weeks in length (240 hours).

For all students, the program is broken down into the core and one Occupational Completion Point (OCP):

Grooming and Salon Services Core 1 (75 Hours)
OCP A – Manicurist  (165 Hours)

The core covers career opportunities; safe, sanitary and efficient work practices; basic science as related to groom-
ing and salon services; employability skills; Florida law and state board requirements and entrepreneurship.

This program emphasizes performing manicures, pedicures, and nail extensions. Also included are:  Florida cos-
metology laws and rules; Anatomy and Physiology; Sanitation; Ethics; Nail theory, practice and related subjects includ-
ing nail  disorders and diseases. Also included are actual performance of the following areas:  Manicures; Pedicures;
Tips with Overlay; Sculpting Using a Form; Nail Wraps and/or Mending; Nail Fill–ins; Artificial Nail Removal; Polishing
and Nail Art; and Tips.

After successfully completing OCP A, performing the required services, and passing a  comprehensive final exami-
nation (administered by the school) with 85% or higher, applicants will be eligible for certification by Ridge Career
Center and the Department of Business and Professional Regulation (BPR).

Total Cost
The cost of this program is $1,229.00.  (Book and supply are subject to change)

Information Technology
Network Support Services

Both high school and adult students can enroll in the program.  For the high school student, the program consists
of seven courses under the title Network Support Services with seven occupational completion points (OCPs)totaling
1050 hours (approximately 35 weeks in length).   Each of these seven courses is equal to one elective credit.

For the adult student, there are seven occupational completion points (OCPs) totaling 1050 hours. An OCP is an
exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occupational Titles),
SOC (Standard Occupational Classification System), SIC (Standard Industrial Classification), or OES (Occupational
Employment Statistics). The OCPs are as follows:

OCP A - Information T echnology Assist ant (150 Hours)
OCP B - Computer Support Assist ant(150 Hours)
OCP C - Network Support Help Desk Assist ant (150 Hours)
OCP D - Network Support Administrator (150 Hours)
OCP E - Senior Network Administrator (150 Hours)
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OCP F - Wireless Network Administrator (150 Hours)
OCP G - Data Communications Analyst (150 Hours)

OCP A –  prepares students to apply information systems to accomplish job objectives and enhance
workplace performance, apply communication skills and mathematical operations and processes as well as
financial planning strategies, appropriate leadership and supervision techniques and customer service strate-
gies, and human relations/interpersonal skills appropriate for the workplace.

OCP B –  provides an opportunity for students to have a work–based learning experience.  Instruction is
also provided in end user support by troubleshooting and diagnosing through e–mail, remote access, direct
contact, and telephone; hardware components and their interrelationships; installation and configuration
activities; using computer networks; developing electronic communication skills; and using system and applica-
tion software.

OCP C –  prepares students to apply communication skills on a personal and professional level; apply
use of information management tools; builds and advances the curriculum in OCP B.

OCP D –  provides instruction in the installation and configuration of inter–networks and intra–networks;
apply the OSI reference model and network troubleshooting techniques.

OCP E –  prepares students for employment with the appropriate leadership and supervisory techniques;
apply entrepreneurial skills in a network environment; perform advanced records management and mainte-
nance activities.

To earn a Certificate of Completion, a student must successfully complete all competencies and achieve a basic
skill requirement on the  Tests of Adult Basic Education (TABE) based on current Department of Education require-
ments.  Current requirements may be obtained from the guidance office.

Program Cost
The cost of this program is approximately $2,286.00.  (Books and supply fees are subject to change)

Law, Public Safety and Service

Firefighting II

Occupational Completion Point and Continuing Workforce
Education Classes

Ridge Career Center's Firefighting classes serve a population in a tri–county region of Polk, Highland and Hardee
counties.  Ridge's training facility is certified by the Florida Bureau of Fire Standards and Training and was named
"Ridge Fire and Emergency Services Academy" (RFESA)  by their advisory committee, whose membership includes all
of Polk County's Fire Chiefs.

Most classes offered are continuing workforce education classes that upgrade existing skills or provide new skills
to the working firefighter.  Classes are also offered as career education to provide occupational skills for particular
occupational areas of public service.

Program Length: The length of RFESA courses vary depending on the specific course and certification require-
ments.

Students who take Ridge classes have an opportunity to apply them toward  various fire  certifications.  Students
can also apply  certain courses toward an Associate of Science Degree at Polk Community College, since there is an
established Articulation Agreement between Ridge Career Center and Polk Community College.  Courses are offered
in the areas of:

Apparatus
Arson Investigator
Fire Inspection
Fire Investigation
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Fire Instructor Certification
Hazardous Materials
Industrial Fire Brigade
Leadership
Special Operations

and consist of classroom instruction and live training scenarios.

Fire Academy Overview

The Ridge Fire and Emergency Services Academy (RFESA) offers a series of courses for those who wish to become
either a Career or Volunteer Firefighter in their community.   Those who are already Firefighters can advance their
firefighting skills through RFESA advanced courses to enhance their promotional opportunities or  acquire  new skills.
RFESA is also one of  thirty (30) designated satellite  training centers for the State of Florida  Bureau of Fire Standards
and Training (BFST).  RFESA in partnership with Polk Community College (PCC) offers the fire specific courses that
comprise the PCC Associate of Fire Science Degree.

Courses of S tudy:

Minimum S tandards Program (MSC) FFI & FFII
This RFESA Minimum Standards Course (MSC) is 450 hours in length.  The class schedule is 0700 hours to 1700 hours,

Monday through Thursday.  This schedule is subject to change based on holidays, rescheduling due to weather or other
needs that may arise.  Attendance is mandatory.  Students will be taught those skills which are required by the State to become
certified firefighters.  These skills include, but are not limited to, knot tying, ladder use, fire streams, fire control, forcible entry,
ventilation, victim removal, salvage operations, extrication, and overhaul operations.  Students will be taught the skills
required to be successful both on the fire ground and within the fire service itself.  Students will be exposed to several live
fire scenarios as part of their training as well.   This state certification course is required for those students seeking  to become
a career  firefighter  in the State of Florida. Upon successfully completing this course,  graduates are eligible to apply to  the
BFST to sit for the state certification test to become a certified Firefighter.

Admission Criteria:
• Must be a least 18 years of age.
• Cannot have been convicted of any felony or any misdemeanor directly related to the position of employment sought

nor have pled nolo contendere to any charge of a felony.
• Be a High School graduate or its equivalent (GED).
• Have passed a prescribed medical physical exam within the last six months.
• Possess a valid Driver's license.
• Pass a Level A, Full Battery TABE (Test of Adult Basic Education) Exam with 10.0 in all categories.
• Pass a physical agility test.

Enrollment Date:  This course is generally offered by RFESA in January and August of each year.  Contact RFESA at
least seven (7) months prior to the start date of the class.  Applications will be accepted after this, but the student will be
placed on a standby list.  MSC classes are scheduled in January and August each year.  Contact RFESA for exact
dates.

BFST Certification Courses
The Florida Bureau of Fire Standards and Training  provides Programs of  Study leading to a variety of Fire Service

Certifications.  They include Fire Safety Inspector, Fire Investigator, Fire Officer, Fire Instructor, Pump Operator,
Hazardous Materials, and others.  Each certification is comprised of several courses, many of which are offered by Ridge
Fire & Emergency Services Academy.  Certification tests are required. See the RFESA course schedule for specific
course listings including dates and times.

Industrial Fire Brigade T raining
Enrollment Requirement s: To enroll in these courses, one must call the Ridge Fire Academy at the main campus
863–419–3060 Ext. 4501, 4502, 4503, to inquire about availability of courses and to pre–register.  Some classes
require specific prerequisites or qualifications.

Enrollment Dates: RFESA generally offers courses during the Fall,  Winter, and Spring terms.  Course schedules are
produced in advance of each term and can be obtained by calling the RFESA office, or by visiting our website at
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www.schools.polk.net/RCC.  MSC classes are scheduled to accommodate the local job market requirements and may
vary in the number of offerings per year.

Career Counseling: Students are encouraged to contact the RFESA staff to discuss your specific Fire Service Career
goals and course requirements.

Evening Program
This program meets Tuesday and Thursday evenings from 6:00 PM - 10:00 PM and Saturday from 8:00 AM - 5:00

PM. Please call for more information.

Total Cost
The cost of this program is $1,613.00.  (Book and supply are subject to change)

Fire Inspector I (200 Hrs.)
   Prepares adult students in understanding fire inspection practices, fire protection systems, fire codes and
standards, building construction and plans review. This program is approved by the Division of State Fire Mar-
shal, Bureau of Fire Standards and Training.

Total Cost
The cost of this program is $969.00.  (Book and supply are subject to change)

Fire Instructor (80 Hrs.)
   Prepares adult students in an understanding of leadership, evaluating an active training group; giving presenta-
tions and leading discussions; facilitating structured activities and promoting team learning; developing active
training objectives; preparing effective lectures; finding alternative methods to lecturing; and designing and plan-
ning active training programs. This program is approved by the Division of State Fire Marshal, Bureau of Fire
Standards and Training.

Total Cost
The cost of this program is $290.00.  (Book and supply are subject to change)

Fire Investigator I (160 Hrs.)
   Prepares adult students in fire chemistry and behavior, the point of origin and causes of fires, the conduct of
crime and fire scene processing and investigation, significant court cases and precedents, and courtroom proce-
dures. This program is approved by the Division of State Fire Marshal, Bureau of Fire Standards and Training.

Total Cost
The cost of this program is $356.00.  (Book and supply are subject to change)

Manufacturing

Applied Welding Technologies
This program is for both the adult and high school student and is broken down into eight courses for high school

students.  Each of these courses is equal to one elective credit.
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Program Length:   Applied Welding Technologies is approximately forty–three (43) weeks in length (1170 hours).

For all students, there are six Occupational Completion Points (OCPs):

OCP A –Welder Helper/SMA W Basic (250 Hours)
OCP B –Welder Shielded Met al Arc (250 Hours)
OCP C –Welder Gas–Met al Arc (125 Hours)
OCP D –Welder Flux Cored Arc (100 Hours)
OCP E –Welder Gas–T ungsten Arc (175 Hours)
OCP F –Welder , Pipe (270 Hours)

This program prepares students to become proficient in basic shop skills; oxyfuel gas cutting principles and prac-
tices; basic shielded metal arc welding (SMAW); employability, communication,  math and science skills; SMAW skills;
drawing and welding symbol interpretation skill and plasma arc cutting; applying basic and intermediate gas–metal arc
welding (GMAW) skills; application of flux cored arc welding (FCAW) skills; application of basic and intermediate gas–
tungsten arc welding (GTAW) skills; and fabrication and welding carbon steel pipe joints.

Evening Program
This program meets Tuesday and Thursday evenings from 5:30 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is $2,940.00.  (Book and supply are subject to change)

AWS Certification Testing

In Testing program is offered as a short term program for proficient welders that wish to obtain the
American Welding Society XRay Certification.  Test plates are welded and then sent to an independent
laboratory for xray.

Also, additional training hours can be obtained for welders that want to upgrade their skills to the level of
proficiency to pass this American Welding Society XRay Certification Test.

Marketing Sales and Service

Customer Service Representative

This program is for both the adult and high school student.  The program is divided into four courses for high school
students which equals one elective credit per course.  For all students, there are four occupational completion points
(OCPs).

Program Length:   The program is 600 hours and is approximately twenty–two (22) weeks in length.  There are four
courses for high school students that are  each equal to one elective credit.  For all students, there are four occupational
completion points (OCPs).

OCP A – Call Center Represent ative 1 (150 Hours)
OCP B – Call Center Represent ative 2 (150 Hours)
OCP C – Customer Care Represent ative (150 Hours)
OCP D – Customer Care Coach (150 Hours)

This program prepares students to apply computer technology to accomplish employment objectives and enhance
workplace performance; apply professional communication skills; customer service terminology; techniques and strat-
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egies for face–to–face and telephone communications with an emphasis placed on customer focus and customer
satisfaction; apply knowledge and construction of business documents using the most advanced computer software
available; apply mathematical calculations determining percent, discounts, payroll and interest; relate techniques of
human relations to team work and organizational effectiveness; apply appropriate methods of customer care by under-
standing company policies and the scope of the challenging customer; apply knowledge of business environment,
organizational charts, ownership, ethics, employee benefits, compensation, and evaluation, apply critical thinking tech-
niques to address issues of company policy as it relates to customer interactions and satisfaction; apply in–depth
knowledge of marketing fundamentals as they relate to competition, services, strategies, and impacts to complete
customer awareness; advanced studies in business law, business plan development and strategies as they relate to
serving the customers needs;  recognizing expectations and how to exceed those expectations through the application
of powerful listening, communications, stress management techniques, and confidence.  Students prepare to handle
customer conflicts through applying techniques targeted to resolution, both through oral and written communications.

Total Cost
The cost of this program is $1,336.00.  (Book and supply are subject to change)

Transportation, Distribution and Logistics

Automotive Service Technology

(ASE Certified Automotive Technician Training Program and NATEF Certified)

This program is for both the adult and high school student.  For the high school student, it is broken down into
twelve courses.  Each of these courses is equal to one elective credit.

Program Length:    Automotive Service Technology is approximately sixty–six (66) weeks in length (1800 hours).

For all students, there are ten Occupational Completion Points (OCPs):

OCP A – Automotive Lube T echnician (150 Hours)
OCP B – Automotive Service Assistor (150 Hours)
OCP C – Engine Rep air Technician (150 Hours)
OCP D – Automatic T ransmission and Trans–Axle T echnician  (150 Hours)
OCP E – Manual Drive T rain and Axle Technician  (150 Hours)
OCP F – Automotive Suspension and S teering T echnician (150 Hours)
OCP G –Automotive Brake System T echnician (150 Hours)
OCP H – Automotive Electrical/Electronic System T echnician  (300 Hours)
OCP I  – Automotive Heating and Air Conditioning T echnician  (150 Hours)
OCP J – Automobile Engine Performance T echnician (300 Hours)

This program prepares students to become proficient in equipment skills and safety regulations relating to the
automotive industry; appropriate math skills and basic sciences; employability skills; communication skills; entrepre-
neurship; acceptable workplace behavior; routine maintenance and consumer services AKA Light Line AKA General
Service Technician; electrical/electronic circuits; maintaining and restoring electronic memory functions; removing and
replacing starters and alternators; replacing fuel filters and valve cover gaskets; and inspecting fuel tanks and replacing
fuel filters.

Students can attain national certification through ASE by successfully passing the certification exam (given twice
each year at this Center) and with two years experience, completion of the program will count as one year experience.

Evening Program

This program meets Tuesday and Thursday evenings from 5:30 - 9:00 PM. Please call for more information.

Total Cost
The cost of this program is $5,159.00.  (Book and supply are subject to change)
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Commercial Class "B" Driving

This program is for the adult student and has only one Occupational Completion Point (OCP) for a total of 150
hours.

Program Length:  Commercial Class "B" Driving is approximately twenty–sight (28) days in length (150 hours).

OCP A – Commercial Class "B" Driving (150 Hours)

This adult Commercial Class "B" Driving program prepares students for a Florida Class B License Truck Driver
Light (any industry).  Included in this program is vehicle safety and accident prevention procedures; vehicle operating
regulations; proper cargo handling and documentation procedures; pre–trip preparation, vehicle inspection and basic
vehicle control procedures, road driving skills, communication, math and basic science skills, and employability skills.
Students will obtain a Florida Class B Commercial Vehicle Driver License by passing written and performance tests.

Total Cost
The cost of this program is $1,372.00.  (Book and supply are subject to change)

Commercial Vehicle Driving

This adult program requires two and a half months of training for program completion.  The program has one
Occupational Completion Point (OCP).

Program Length:  Commercial Vehicle Driving is approximately ten (10) weeks in length (320 hours); however an
on–the–job training component (OJT) can be part of this program where the student can go to a company and drive
(after six weeks of training) for the remaining four weeks of instruction.

OCP A – Commercial Vehicle Driving (320 Hours)

This program provides students with the essential techniques of commercial truck driving.  Included in this program
is vehicle safety and accident prevention procedures; vehicle operating regulations; demonstration of proper cargo
handling and documentation procedures; pre–trip preparation procedures; vehicle inspection procedures; basic ve-
hicle control procedures; backing; coupling and uncoupling skills; basic vehicle maneuvers; road driving skills; appro-
priate communication math and basic science skills; employability skills and entrepreneurship.  Additionally, students
will become knowledgeable of Department of Transportation (DOT) regulations and will also obtain a Florida Commer-
cial Driver License (CDL) through completion of the program.

Total Cost

The cost of this program is $3,166.00.  (Book and supply are subject to change)

Heavy Duty Truck and Bus Mechanics

Both high school and adult students can enroll in this program.  For the high school student, the program consists
of eleven courses under the title Diesel Mechanics with nine occupational completion points (OCPs) for a total of 1680
hours (approximately 61 weeks in length).   Each of these eleven courses is equal to one elective credit toward high
school graduation.

For the adult student, there are also nine occupational completion points (OCPs)  totaling 1680 hours.  An OCP
is an exit point prior to program completion that is linked to an occupational/job title DOT (Dictionary of Occupational
Titles),  SOC (Standard Occupational Classification), SIC (Standard Industrial Classification), or OES (Occupational
Employment Statistics). The OCPs are as follows:

OCP A - Diesel Engine Mechanic/T echnician Helper (360 Hours)
OCP B - Diesel Electrical and Electronics T echnician (240 Hours)
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OCP C - Diesel Engine Preventive Maintenance T echnician (120 Hours)
OCP D - Diesel Equipment Preventive Maintenance T echnician  (120 Hours)
OCP E - Diesel Brakes T echnician (240 Hours)
OCP F - Diesel Hydraulics T echnician (120 Hours)
OCP G - Diesel Heating and Air Conditioning T echnician (120 Hours)
OCP H - Diesel S teering and Suspension T echnician (120 Hours)
OCP I - Diesel Drive T rain Technician (240 Hours)

This program operates on an individualized, competency-based approach unitizing and open-entry,
open-exit concept.  Time for completion of the program will vary according to individual needs and abilities.
Accomplishment Awards are issued for each occupational completion point attained and a Certificate of
Completion is issued upon successful completion of the entire program after meeting minimum basic skills
grade levels established by the State Department of Education.

Total Cost
The approximate cost of this program is $4,231.00.  (Books and lab fees are subject to change)

School Bus Driver Training

This program is for the adult student and has only one Occupational Completion Point (OCP) for a total of 40 hours.

Program Length:   School Bus Driver Training is approximately two weeks in length (40 hours classroom and 24
hours driving on the road).

OCP A –School Bus Driver Training (40 Hours)

This adult School Bus Driver Training program provides students with the essential techniques of school bus
driving.  Included in this program are pre–trip inspection of vehicle; recordkeeping; placing vehicle in motion; slowing
and stopping a vehicle; operating a vehicle in passing and turning safely and efficiently; emergency first–aid proce-
dures; communication, math, basic science, and employability skills; awareness of entrepreneurship, and actual driv-
ing on the road.  Testing for a Class "B" commercial license with passenger and air brake endorsement is conducted at:

Transportation Services
1430 Highway 60 East
Bartow, FL  33831
Phone:  863–534–7300

Entrance Requirement s:    An applicant must:

u be a Polk County resident
u have an original Social Security Card
u have a clean, criminal background (background check conducted by FBI)
u have five years of verifiable driving experience and from this driving experience have an acceptable driving

record according to Polk County School Board's standards.
u meet minimum health requirements of  the Florida State Department of Education.
u have a high school diploma or GED

Even though students are allowed to go ahead and enroll in the program, a DOT physical and drug screen is required
during the first week of school.  This physical and drug screen are conducted on–site and are paid for by Polk County
School Board.  If students do not pass the physical and/or drug screen, they will not be allowed to continue in the
program.
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Apprenticeship Training

Apprenticeship is a highly structured program of on–the–job training, supplemented by related technical instruc-
tion to develop, maintain and expand skills.  Ridge Career Center offers three apprenticeship programs that are
registered by the Florida Department of Education, Division of Workforce Development, Registered Apprenticeship
Section.  These programs are Automobile Mechanic, and Diesel Mechanic.   These programs prepare apprentices
who are workers to learn a trade through planned, supervised work on the job while receiving planned related techni-
cal instruction.  Apprentices are taught the proper use, care and safe handling of tools and equipment used in their
work.  Furthermore, while working on the job and acquiring an important skill, an apprentice is a regular part of the
workforce.

Apprentices are required to pursue a course of study in subjects related to the trade to complete their on–the–job
training.

Program Length: The length of on–the–job training in the three Apprenticeship Programs is four years (credit can be
given for previous experience).  Hours include 2,000 hours for on–the–job training and 144 hours of related instruc-
tion for each year of apprenticeship in all of Ridge's programs.

Admission Requirement s:  The actual selection of apprentices is conducted by members of an apprenticeship
committee or a sponsoring employer.  Committee members select applicants in accordance with an approved, unbiased
selection procedure.

Short–term Classes
Entrance Requirement s:   To enroll in these courses, please call the Evening Program Office 863.419.3060  to
inquire about availability of courses, complete a short–term registration form which can be obtained from Ridge's
main campus, and pay tuition forty–eight (48) hours prior to course beginning.

Entrance Date:  Students may enter these courses per the designated schedule.

Introduction to Personal Computers
This course is an introduction to personal computers. Topics are covered using Course Technology New Per-

spectives simulations including hardware and software concepts, using the keyboard and mouse, tutorials of various
software applications including word processing programs, spreadsheet programs and database programs. Tutorials
also include introduction to the file manager and control panel, computer history, defragmentation and disk opera-
tions, buying a computer, E–Mail, Internet World Wide Web and data backup.  This is a hands–on course and all
software introduced is used for practicing basic computer skills. No attempt is made at this level to cover the basics
of any particular software application.  This course is four  (4) hours in length.

Microsof t Windows XP
Introduction to Microsoft Windows XP covers all basic skills necessary to operate in the Windows environment.

The Desktop and all menus are explored in detail to provide the maximum familiarity with Windows XP programs.
Emphasis is placed on navigating through the Desktop. Topics include: starting Windows; moving and sizing a Win-
dow; customizing the taskbar; making and naming folders and sub–folders; moving, copying, renaming, deleting files
and folders; and looking at all icons and desktop appearances.  Also explained is bringing the World Wide Web to the
Desktop.  This is a hands–on course in which every student will have a computer to complete the exercises and use
the software.  This course is twelve (12) hours in length.

Microsof t Office 2007 Professional
All courses in the Microsoft Office Professional are twelve (12) hours in length:

WORD – This course is designed to introduce the student to word processing using Microsoft Word.   No previ-
ous experience with Word or  any other  word processing program is necessary, since the basic concepts of word
processing will be taught.  Topics include creating documents, saving and printing, editing existing documents and
accessing the "help" feature of the program.
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EXCEL – This course is designed to introduce the student to spreadsheet tasks using Microsoft Excel. No previous
experience with Excel or any other spreadsheet program is necessary since the basic concepts of spreadsheet proce-
dures will be taught.

POWERPOINT – This course is designed to introduce the basic concepts of creating and modifying presentations
using the Microsoft PowerPoint program.  Students will learn to manage the program interface, create presentations,
graphs and organizational charts.  Drawings, clip art and colors will also be discussed.  Using masters and templates as
well as preparing and presenting a slide show will be included.

ACCESS – This course is designed to introduce the student to database management using Microsoft Access. No
previous experience with Access or any other database  program is necessary since the basic concepts of database
applications will be taught.  Topics include creating and managing tables; entering and managing data in labels; cus-
tomizing the appearance and design of the table; creating a database both manually and using the Database Wizard;
adding tables using the Table Wizard; creating and managing queries; using expressions with specific criteria to query
records; and using forms to enter and manage data.

QUICKBOOKS  –  QuickBooks course teaches small business owners or individuals key bookkeeping skills
using QuickBooks Pro. Expert instructors walk you through the interface, explaining the many features and capabili-
ties of the application. You will learn how to create a new company, work with accounts and lists, manage inventory,
record sales, and process payroll. You can easily review business status by generating reports and graphs, and
performing period-end procedures. Most important, the skills you learn in this course will enable you to manage your
finances and run your business more efficiently.
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