##ACO 0009   CONTINUING STUDIES                 Career Development                                                                                                                                                                                           

This course is designed to instruct students in career decision-making and employability skills. The student will assess his/her interests, values, skills, personality and academic strengths and relate these qualities to occupations and college majors.  Use of computer technology, communication skills, job-search strategies, resume writing and interviewing skills will also be covered.                                                                                                                       

                                                                                                   $                                                                                                                                                         

##AKO 0100   CONTINUING STUDIES                 Bookkeeping Essentials 1                                                                                                                                                                                     

If you are a bookkeeper who is new to this field through placement, promotion or perhaps part of a start up organization and need to quickly come up to speed on the essentials of bookkeeping, this course has been designed with you in mind.  You will be able to perform all the necessary bookkeeping transactions and produce a set of books that meets generally accepted accounting principles.                                                                                                                   

                                                                                                   $                                                                                                                                                         

##AKO 0101   CONTINUING STUDIES                 Bookkeeping Essentials 2                                                                                                                                                                                     

If you have some bookkeeping experience and responsibilities and would like to advance your knowledge and learn how to prepare journals and other general ledger statements, this course has been designed with you in mind.  Topics include: preparation of internal control and special journals, bank reconciliation, internal control of fixed assets, preparation of payroll and payroll taxes.                                                                                                                      

                                                                                                   $                                                                                                                                                         

##AKO 0102   CONTINUING STUDIES                 How to Plan and Manage Your Company Budget                                                                                                                                                                   

In cooperation with the American Management Association, this course shows you how to develop, implement, and maintain departmental budgets that support and contribute to the goals of the company as a whole.  Learn how to report the company's goals and performance objectives in financial terms and how to interpret the comparison of actual results with budgeted results.                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##ASO 0140   CONTINUING STUDIES                 TSA Flight School Security Awareness                                                                                                                                                                         

Transportation Security Administration (TSA) Flight School Security Awareness (FSSA) training . The purpose of FSSA training is to raise general awareness levels of employees working in the flight training industry.  Employees in this industry must be able to question and respond appropriately to any behaviors or actions that may present a threat to aviation security.  TSA requires flight schools and flight training centers to provide security awareness training to to their employees under mandate 49 CFR 1552. This course meets the established mandates outlined in 49 CFR 1552 and a certificate verifying successful completion of required training will be issued.                                                                                          

                                                                                                   $                                                                                                                                                         

##BCO 0041   CONTINUING STUDIES                 Re-Certification Backflow                                                                                                                                                                                    

Students will learn re-certification backflow for Florida plumbers.                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BCO 0049   CONTINUING STUDIES                 Repair Backflow                                                                                                                                                                                              

Students will learn repair backflow for Florida plumbing.                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BCO 0141   CONTINUING STUDIES                 Certification Backflow                                                                                                                                                                                       

This course teaches certification backflow for Florida plumbing.                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0087   CONTINUING STUDIES                 Command Spanish                                                                                                                                                                                              

Command Spanish is a customized Spanish language and cross-cultural program for non-Spanish speakers who interact with Spanish-speakers in the  workplace.  The course objective is to eliminate  cultural misunderstandings in the workplace between Spanish-speakers and non-Spanish speakers.                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0088   CONTINUING STUDIES                 Pronunciation for Non-Native Speakers of English                                                                                                                                                             

This course is designed to improve the pronunciation skills of non-native speakers of English, enabling them to be better understood and  to communicate better in the workplace and in everyday situations.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0089   CONTINUING STUDIES                 Conversation for Non-Native Speakers of English                                                                                                                                                              

This course is for non-native speakers of English who want to improve their oral communication and overall fluency in English in order to communicate better at work and in everyday situations.  This course will focus on discussions  of  current events and everyday topics as well as  on situational English and idiomatic expressions.                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0091   CONTINUING STUDIES                 Command Spanish for Nursing                                                                                                                                                                                  

This program prepares non-Spanish-speaking nurses to provide medical care and attention to Spanish-speaking patients in medical office settings and in hospitals.  Emphasis is placed on enhancing quality of patient care.                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0092   CONTINUING STUDIES                 Effective Presentation Skills                                                                                                                                                                                

This course is designed to prepare the individual for professional communication.  Included in the course are oral presentations and the use of visual aids.                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0093   CONTINUING STUDIES                 Effective Business Writing Skills                                                                                                                                                                            

This course is designed to provide a practical approach to writing business correspondence, memos, letters, and e-mail messages for maximum clarity and impact.                                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0094   CONTINUING STUDIES                 Dealing with Difficult People                                                                                                                                                                                

This course is designed to prepare the employee to handle customer complaints and service failures  and diffuse irate customers.                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0095   CONTINUING STUDIES                 Business Math                                                                                                                                                                                                

This course is designed to review basic arithmetic and math as it relates to business. Included in this course is addition and subtraction in business, fractions and percentages, and business expenses.                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0096   CONTINUING STUDIES                 Advanced Conversation for Non-Native Speakers of English                                                                                                                                                     

This course is for non-native speakers of English who are at an advanced level and who want to improve their oral communication and overall fluency in English in order to communicate better at work.  This course will focus on discussions of  current and everyday topics as well as on situational English and idiomatic expressions.                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0097   CONTINUING STUDIES                 Conversation I                                                                                                                                                                                               

This course is designed for high-beginning/low intermediate non-native speakers of English who want to improve their oral communication and fluency in order to communicate better at work. This course will focus on general conversation, situational English, and idiomatic expressions.                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0098   CONTINUING STUDIES                 Advanced Grammar for Non-Native Speakers of English                                                                                                                                                          

This course is designed for advanced non-native speakers of English who want to improve their overall grammar in speaking and writing in the workplace.                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0099   CONTINUING STUDIES                 Command Spanish for Physicians                                                                                                                                                                               

This course is designed to train non-Spanish speaking physician's office staff in functional Spanish Language Skills to communicate with Spanish-speaking patients.  Training includes patient registration, payment issues, taking patient history, determining chief complaint, diagnosis, laboratory procedures, explaining and performing treatments and follow-up procedures.                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0101   CONTINUING STUDIES                 Intermediate Grammar for Non-Native Speakers of English                                                                                                                                                      

This course is designed for non-native speakers of English who are at an intermediate level and who want to improve their overall grammar in speaking and writing, enabling them to function more effectively in the workplace and in everyday situations.                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0102   CONTINUING STUDIES                 EOC Spanish (19 Hr)                                                                                                                                                                                          

The EOC Spanish course is specifically written for  employees of the Emergency Management Operation of West Palm Beach, Florida.  This course will teach employees basic terms and phrases, pronunciation, and scripts for assisting Spanish- speaking individuals for the Public Safety Department staff of EOC.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0104   CONTINUING STUDIES                 Business Writing Workshop                                                                                                                                                                                    

This course is designed to provide a practical approach to writing business correspondence, memos, letters, and email messages for maximum clarity and impact.                                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0107   CONTINUING STUDIES                 Strategic Planning Workshop                                                                                                                                                                                  

This course is a supervisory and middle management leadership program developed by Emily A. Sterret, Ph.D., in collaboration with Gerald Burch.  The course is designed to help core people learn how to address: low morale, high absenteeism, poor quality, low productivity, poor employee retention , and communication problems.  Topics include: Increasing self-awareness, Follower-Centered Leadership (based on Situational Leadership by Hersey and Blanchard).  Communication skills - listening and speaking, Developing employees and enhancing performance, Using participation and increasing trust, Building high-performance teams, Using metrics in goal setting and decision making, Project management skills, Settling conflicts: positive  confrontations, and Leading change and decreasing resistance, Creating a positive culture.                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0108   CONTINUING STUDIES                 Command Spanish for Hotel Staff                                                                                                                                                                              

This program targets the actual language used by hotel personnel in their daily contact with customers and Spanish-speaking employees.  For those who have no prior knowledge of Spanish, the program includes a complete and easy-to-use phonetic system of sound approximations to aid in the pronunciation of Spanish items.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0109   CONTINUING STUDIES                 Workplace Skills Development                                                                                                                                                                                 

This course will vary in subject matter depending on the audience or make up of combined topics. The course is based on the CrispLearning 50-minute  Series books.  Topics covered relate to workplace skills such as management training, personal improvement, human resources and wellness, communications and creativity, customer service, sales training, small business and financial planning, adult literacy, and career and  retirement life planning.                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0110   CONTINUING STUDIES                 Community Spanish                                                                                                                                                                                            

This course will teach participants how to say practical common phrases and questions in Spanish that most commonly occur in a community setting. Small amounts of general and basic Spanish found in most routine interchanges in daily life will be +

covered.                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0113   CONTINUING STUDIES                 CS Community Spanish: A Survival Guide for English Speakers                                                                                                                                                  

Community Spanish prepares English-speaking people to speak and understand small amounts of general and basic Spanish found in most routine interchanges in daily life.  In addition, Community Spanish provides basic cultural information about Spanish-speaking groups in the hope of informing and educating the English-speakers about unique aspects of Latino culture.  This course is a non-academic and non-grammar based text designed for persons who want an easy and quick way to learn limited amounts of everyday Spanish.  No prior knowledge of Spanish is required.                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0114   CONTINUING STUDIES                 Command Spanish for Nurses                                                                                                                                                                                   

This program prepares non-Spanish-speaking healthcare staff to provide medical care and attention to Spanish-speaking patients in medical office settings and in hospitals.  In addition to workplace Spanish language, this program provides cross cultural training for those who work in the healthcare field.  Emphasis is placed on enhancing  quality of patient care.  No prior knowledge of Spanish is necessary.                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0115   CONTINUING STUDIES                 Basic Accounting for the Workplace                                                                                                                                                                           

This course covers recordkeeping systems, review of vocabulary of accounting, explains making adjusting and closing entries, and covers accounting decision making.                                                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0116   CONTINUING STUDIES                 Command Spanish for Teachers                                                                                                                                                                                 

Command Spanish is designed to teach job-specific phrases that give information and direction to people in specific workplace settings.  This course focuses on phrases teachers and administrators would use when dealing with Spanish-speaking students and parents.                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0117   CONTINUING STUDIES                 ESOL for the Workplace                                                                                                                                                                                       

Non-English speaking employees will be taught conversational English applicable to the workplace.  Skills will include greetings, social niceties, numbers, holidays, and workplace vocabulary.                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0118   CONTINUING STUDIES                 Command Spanish for Personal Data and Information- 5 Hours                                                                                                                                                   

This course teaches non-Spanish persons how to gather information and personal data on the job from Spanish speaking customers or clients. Topics covered are:  Greetings and Goodbyes, Communication Strategies, Documentation and Paperwork, Gathering Personal Information, Employment History, Vehicle Information and Description, Proof of Insurance, Financial and Housing Information, and Medical Information.                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0120   CONTINUING STUDIES                 Internet Strategies for FPL Research                                                                                                                                                                         

This course is for supervision and management level employees of Florida Power & Light, Fleet Division.  It is written specifically to meet their needs regarding use of the Internet for company research regarding internal matters and affairs.  Supervisors and managers will be taught their communication style and relate results towards approaching the Internet for research purposes.  Course content also includes utilizing the intranet of FPL as well as how to find information specific to legislation or specific company related matters on the world wide web. Converting research into word processing, copying tables from the web, utilizing the Internet for PowerPoint and Excel are also integrated into the course.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0121   CONTINUING STUDIES                 Myers Briggs (5 Hours)                                                                                                                                                                                       

This course was designed to prepare the student to  understand information on the basic concepts of Jung's theory of psychological types, to provide information on the participants' own scores and type characteristics, to provide individual and group exercises enabling participants to develop skills in observing their own and others' behavior and in analyzing situations and to motivate individuals to use their new skills and understandings for gaining more active direction in their own lives.  The delivery of this specific course will identify transfer of learning towards recognizing the differences in supervision, management, and leadership styles.                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0122   CONTINUING STUDIES                 Myers Briggs (4 Hours)                                                                                                                                                                                       

This course was designed to prepare the student to  understand information on the basic concepts of Jung's theory of psychological types, to provide information on the participant's own scores and type characteristics, to provide individual and group exercises enabling participants to develop skills in observing their own and others' behavior and in analyzing situations and to motivate individuals to use their new skills and understandings for gaining more active direction in their own lives.                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0123   CONTINUING STUDIES                 Team Building (4 hr)                                                                                                                                                                                         

This course was designed to develop the student into an effective and efficient leader in business.  Course includes strategic planning, leadership skills, motivating, delegating, coaching, disciplining and team building.                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0124   CONTINUING STUDIES                 The Fish Philosophy                                                                                                                                                                                          

This course is based on the best selling book, "Fish", by Lundin, and Christensen.  The course teaches how to have fun in the workplace that will impact results, it also teaches people how to  have fun in the workplace to increase customer satisfaction.  The program is used to help increase productivity and retention rates for companies.                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0127   CONTINUING STUDIES                 Who Moved My Cheese (4 Hour)                                                                                                                                                                                 

This course is based on Dr. Johnson's book, "Who Moved My Cheese."  The course helps people to understand how to anticipate and monitor change, how to adapt quickly to change and how to appreciate the value of change to the organization.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0128   CONTINUING STUDIES                 Motivational Cheese                                                                                                                                                                                          

This mini-course is based on Dr. Johnson's book, "Who Moved My Cheese".  This mini-course helps motivate people to understand how to anticipate and monitor change.  It also provides motivation to understand how to adapt quickly to change and how to appreciate the value of change to the organization.                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0129   CONTINUING STUDIES                 Introduction to Turfgrass Culture                                                                                                                                                                            

This course is structured to give students a working knowledge of the cultural requirements of cool and warm season turfgrass used in the United States, with emphasis on the warm season grasses used in Florida.  Morphology, primary and secondary cultural practices, pest management, and propagation will be covered.                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0130   CONTINUING STUDIES                 Team Building (3 Hr)                                                                                                                                                                                         

This course was designed to develop the student into an effective and efficient leader in business.  Course includes strategic planning, leadership skills, motivating, delegating, coaching, disciplining and team building.                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0132   CONTINUING STUDIES                 Examining Excel Worksheets                                                                                                                                                                                   

The student leadership workshops will provide student with knowledge related to developing skills in leadership, dealing with change, building positive relationships, time management, dealing with difficult people, and presentation skills. The workshop will be offered in 2 hour sessions once monthly to cover all of the topics.                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0135   CONTINUING STUDIES                 Motivational Fish                                                                                                                                                                                            

Fish is a tool to help create a work environment that brings energy, passion and a positive attitude to people who are truly connected to their work.  The 1-Hour session will demonstrate how these factors contribute to increased productivity and retention rates.                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0136   CONTINUING STUDIES                 SMART Project Management                                                                                                                                                                                     

This course is designed to improve communication between team members and encourages goal setting. SMART is an acronym for Specific, Measurable, Attainable, Relevant, and Time bound.  SMART is a particular way to approach projects that require the individual contribution of staff members to complete projects in a collaborative and efficient  manner.  Through group activities, the direction of the organization as well as the trends and implications for individual and team projects can be decided.                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0137   CONTINUING STUDIES                 Client Relations                                                                                                                                                                                             

This course is designed to teach business effects of good client relations and teaches how to improve relationships between clients and work staff.  Everyone who comes into contact with a client, no matter what level, is susceptible to retaining the client.  Interpersonal employee relations are also explored to improve interaction  among interoffice members.  Each personal contact we have within an organization will affect  the financial goals of the organization.  A pro-active client focus is discussed to teach participants how their interactions affect business.                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0138   CONTINUING STUDIES                 Hiring the Right Employee                                                                                                                                                                                    

This course provides participants with tools to source, screen, and select quality, qualified applicants who will contribute to the quality, productivity and growth of the organization.                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0140   CONTINUING STUDIES                 Effective Presentation Skills 1                                                                                                                                                                              

This course is designed to prepare the individual for professional business communication.  Included  in the course are oral presentations and the use of visual aids.                                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0141   CONTINUING STUDIES                 Art Appreciation for Art Lovers                                                                                                                                                                              

This course is a basic study of art concepts seen through the artist's eye.  Reviewing slides of Oriental art, Middle Eastern art, Russian architecture, and Turkish rugs covers the meaning of texture, line, contours, contraction, expansion, perspective, abstract, and realism. Original works by Kandinsky, Klee, Chagall, Matisse, Picasso, Dali, and Khan are shown to cover how revolutionary changes in artwork occur, as well as the 'why' behind how colors reflect time period and moods, and how and why certain styles reflected the societal changes.                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0142   CONTINUING STUDIES                 Excel for SYSCO                                                                                                                                                                                              

This course is designed to teach employees of SYSCO basic, intermediate, or advanced levels of Excel for use on the job.  The content will include understanding Excel features, how to enter  a variety of data using worksheets, and learning a variety of techniques that will increase proficiency using Excel on the job.                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0143   CONTINUING STUDIES                 Outlook for SYSCO                                                                                                                                                                                            

This course is designed to teach employees of SYSCO basic, intermediate, or advanced levels of Excel for use on the job.  The content will include understanding Excel features, how to enter  a variety of data, using worksheets, and learning a variety of techniques that will increase proficiency using Excel on the job.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0144   CONTINUING STUDIES                 Behavior-Based Interviewing                                                                                                                                                                                  

Learn how to conduct an effective interview and make a successful hiring decision.  Develop the critical skills needed to find the "right person" by creating clear and accurate job descriptions and requirements, and constructing unbiased, objective interview questions.  Learn how to prepare for an objective interview, ask the best questions, interpret behavior, and follow up after an interview, quickly and fairly.  Develop practical, specific, well-defined behavioral criteria to determine if a candidate is the best fit for your company and can deliver the expected results.                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0145   CONTINUING STUDIES                 Mind Your Own Business (MYOB)                                                                                                                                                                                

This course is for persons who are considering different self-employment options such as buying, franchising, partnering, or consulting.  The course will teach you how to assess your situation, begin planning, and provide management tools to help you meet your goals.  It is for the public or private sector individuals who are considering self-employment as a career option.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0146   CONTINUING STUDIES                 CS Community Spanish:  A Survival Guide for English Speakers                                                                                                                                                 

Community Spanish prepares English-speaking people to speak and understand small amounts of general and basic Spanish found in most routine interchanges in daily life.  Learn the following community-specific language: Titles; Greetings; Goodbyes; Status Inquiries; Etiquette and Social Niceties; Introducing Yourself; Introducing Others; Personal Data; Numbers; Compliments, Likes, Dislikes; Holiday Greetings; Communication Strategies; Emergency Spanish; Calming and Reassuring an Individual;Giving Directions; Small Talk; Ordering Food and Drink in a Restaurant; Possible Responses to Basic Questions.  A non-academic and non-grammar based approach designed for persons who want an easy and quick way to learn limited amounts of everyday Spanish. No prior knowledge of Spanish is required.                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0147   CONTINUING STUDIES                 Feng Shui for the Workplace                                                                                                                                                                                  

This course will introduce students to the history  of Feng Shui and how to adapt Feng Shui to our western culture.  Teaching will encompass how to utilize Feng Shui at the workplace including:  how  space affects your life, what adjustments can be made, how to improve a business layout, how to interview a client, how to improve productivity and profitability at the workplace.                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0148   CONTINUING STUDIES                 Effective Presentation Skills II                                                                                                                                                                             

This course covers presentation skills for use at the workplace, classroom setting, meetings, or any  other formal setting.  Students will learn how to  make oral presentations using a microphone, podium, and impromptu presentations.  Students will also utilize multi-media such as use of video clips, PowerPoint, and overhead projector. Topics will vary throughout the course, but will remain relevant to the workplace setting or other immediate concerns governed by the student audience.                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0149   CONTINUING STUDIES                 True Colors Profile                                                                                                                                                                                          

This course is based on the book, "Follow Your True Colors to the Work You Love" by Carolyn Kalil.  The course helps students discover natural  strengths and talents.  It also will cover the True Colors method to apply strengths and talents into finding fulfilling careers.  The course covers topics of discovering talents, developing a  positive self-image, overcoming fears that block success, maximizing unique strengths, and determining an ideal career.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0150   CONTINUING STUDIES                 Stress Management at the Workplace                                                                                                                                                                           

This course will teach how to reduce tension and worry at the workplace.  It will teach how to identify stressors and how to plan ahead to reduce performance stress.  The course will cover how the formula taught in class can be applied to decision making and clear thinking.  It will also teach how to take better care of yourself in general, how to find balance in life, and how to create a plan or a goal for change.                                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0151   CONTINUING STUDIES                 Personal Time Management                                                                                                                                                                                     

This course will teach how to set priorities, the techniques of effective planning, how to control your use of time, and making the best of your personal energy.                                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0152   CONTINUING STUDIES                 Starting Your New Business (Writing the Business Plan)                                                                                                                                                       

Everything you need to know about starting a small business, from writing a business plan to launching your new venture.  Find out if you have what it takes to be a successful entrepreneur. Learn to define and articulate your business objectives to formulate successful business plans and strategies.  Navigate through the maze of business decisions and alternatives to identify, focus and design the best course of action for your business.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0153   CONTINUING STUDIES                 Leadership Foundations: A Dialogue at the Front                                                                                                                                                              

This course is a supervisory and middle management leadership program developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch. The course is designed to help core people learn how to address: low morale, high absenteeism, poor quality, low productivity, poor employee retention, and communication problems. Topics include: increasing self-awareness, Follower-Centered Leadership (based on Situational Leadership by Hersey and Blanchard), communication skills - listening and speaking, developing employees and enhancing performance, using participation and increasing trust, building high-performance teams, using metrics in goal setting and decision making, project management skills, settling conflicts, positive confrontations, leading change and decreasing resistance, and creating a positive culture.                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0156   CONTINUING STUDIES                 The Practical Coach                                                                                                                                                                                          

This course is for entry to mid-level management to gain the necessary knowledge and tools to coach employees.  Participants will learn how to coach team members, articulate a vision, reward the team, encourage growth, how to give constructive feedback, evaluate performance, keep employees on track, and record their own coaching activities.                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0170   CONTINUING STUDIES                 TOEFL Preparation                                                                                                                                                                                            

This course provides intermediate English language learners with an instructional approach to test preparation.  Students will develop academic skills while learning test-taking strategies that will sharpen their language skills and test-taking abilities in preparation for the TOEFL iBT.                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0178   CONTINUING STUDIES                 Customer Service Excellence                                                                                                                                                                                  

This course is designed for business and industry to train employees for understanding the importance of supplying excellent customer service  internally and externally, learning methods and tools to supply excellent service and to handle the irate customer.                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0179   CONTINUING STUDIES                 Table Server Technical Skill Training                                                                                                                                                                        

This course is designed to train employees in new-hire or entry-level positions, skills necessary for table server and busser positions. The skill standards embedded in the curriculum will address competencies to assure employers an individual is equipped with skills needed to do their jobs.  The course promotes consumer safety, consumer confidence, and consumer satisfaction. Standards are customized to meet the needs for individual companies that include seating customers, serving food/alcohol, maintaining supplies, sales, and support staff.                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0180   CONTINUING STUDIES                 Leadership Foundations:  A Dialogue Upfront                                                                                                                                                                  

This course is a supervisory and middle management  leadership program developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The course is designed to help core people  learn how to address:  low morale, high absenteeism, poor quality, low productivity, poor employee retention, and communication problems. Topics include:  increasing self-awareness, Follower-Centered Leadership (based on Situational  Leadership by Hersey and Blanchard), communication skills - listening and speaking, developing employees and enhancing performance, using participation and increasing trust, building high-performance teams, using metrics in goal setting and decision making, project management skills, settling conflicts, positive confrontations, leading change and decreasing resistance, and creating a positive culture.                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0181   CONTINUING STUDIES                 Leadership Module 1 Leadership Issues                                                                                                                                                                        

This module is part of a course for supervisory and middle management developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The module addreses leadership issues. Participants will explore their new role in a changing workforce.  They will do a self-assessment and review a case study of a leader.  Participants will also discover the basics of follower-centered leadership and how to determine follower needs.                                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0182   CONTINUING STUDIES                 Leadership Module 2 Communication Skills                                                                                                                                                                     

This module is part of a course for supervisory and middle management developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The module addresses leadership issues. Participants will learn listening basics and advanced listening skills.  They will also explore  speaking as a leader as well as how to provide coaching and feedback.                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0183   CONTINUING STUDIES                 Leadership Module 3 Team Building                                                                                                                                                                            

This module is part of a course for supervisory and middle management developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The module addresses leadership issues. Participants will learn how to form a team.  They will explore how to improve teamwork by analyzing a teamwork case study.  The course will also teach  how to use participation in leadership as well as using metrics in business decision-making.                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0184   CONTINUING STUDIES                 Leadership Module 4 Enhancing Performance                                                                                                                                                                    

This module is part of a course for supervisory and middle management developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The module addresses leadership issues. Participants will learn about self-management and building relationships.  They will also learn how to increase trust and integrity as a leader. Participants will learn how to conduct performance  appraisals and how to monitor and implement quality and continuous improvement.                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0185   CONTINUING STUDIES                 Leadership Module 5 Leadership Challenges                                                                                                                                                                    

This module is part of a course for supervisory and middle management developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The module addresses leadership issues. Participants will learn the challenges of providing excellent customer service, how to deal with confrontation and take corrective action. They will also learn how to manage conflict in a positive way.                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0186   CONTINUING STUDIES                 Leadership Module 6 Leading in Times of Change                                                                                                                                                               

This module is part of a course for supervisory and middle management developed by Emily A. Sterrett, Ph.D., in collaboration with Gerald Burch.  The module addresses leadership issues. Participants will learn project management skills and how to create a positive culture.  The participant will discover how to lead in times of change.  They will also complete a self-assessment  of their leadership abilities.                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0190   CONTINUING STUDIES                 Emotional Intelligence                                                                                                                                                                                       

Emotions have immense practical value in helping us to be flexible and adaptable, just as our work lives have come to require flexibility and adaptability.  As the pace of workplace change increases, or workplaces make greater demands on our cognitive, emotional, and physical resources, emotional intelligence will continue to emerge, not as something "nice" to have, but an increasingly important set of "must-have" skills. In this course, participants will understand emotional intelligence and why it is important to personal and professional success.  They will recognize 5 competencies you can work on to increase your level of emotional intelligence. They will listen and employ emotions for making better decisions.  They will show how emotions have a role in caring, building trust, and expressing sensitivity and concern for building teams in the workplace.                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0191   CONTINUING STUDIES                 Gung Ho!  Succeeding in a Changing World                                                                                                                                                                     

This course is based on Ken Blanchard's and Sheldon Bowles' book, "Gung Ho!"  The content introduces participants to an invaluable management tool that outlines ways to inspire the way people lead.                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0193   CONTINUING STUDIES                 Give 'em the Pickle!                                                                                                                                                                                         

This course is provided to motivate service professionals.  The course is based on the best-selling book, "Give 'em A Pickle" by Bob Farrell.  The course covers customer service techniques that allow the participant to realize their position is more than just a job.  The course teaches participants to realize how to connect with people, brighten their day, and possibly make a difference with the people who buy  the service or product.                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0194   CONTINUING STUDIES                 Library Command Spanish                                                                                                                                                                                      

This Spanish program provides immediate access to functional language skills for non-Spanish speaking library staff who have a need to communinicate with Spanish-speaking library patrons.  The language component utilizes phonetic encoding to address the most important Spanish commands, questions, and phrases pertinent  to daily interactions.                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0195   CONTINUING STUDIES                 Art Appreciation for Art Lovers                                                                                                                                                                              

This course is a basic study of art concepts seen through the artist's eye.  Reviewing slides of Oriental art, Middle Eastern art, Russian architecture, and Turkish rugs covers the meaning of texture, line, contours, contraction, expansion, perspective, abstract, and realism. Original works by Kandinsky, Klee, Chagall, Matisse, Picasso, Dali, and Khan are shown to cover how revolutionary changes in artwork occur as well as the 'why' behind how colors reflect time period and moods, and how and why certain styles refected the societal changes.                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0196   CONTINUING STUDIES                 Command Spanish for Personal Data and Information                                                                                                                                                            

The purpose of this course is to teach non-Spanish  speaking persons how to gather information and personal data on the job from Spanish speaking customers or clients.  Topics covered include greetings and good-byes, communication strategies,  documentation and paperwork, gathering personal information, employment history, vehicle information and description, proof of insurance, financial and housing information, and medical information.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0197   CONTINUING STUDIES                 Command Spanish for Hotel Staff (20)                                                                                                                                                                         

This is a comprehensive course designed to provide functional Spanish language skills for hotel management and staff who supervise Spanish-speaking employees.  It also provides Spanish language material for hotel staff to better assist Spanish-speaking clientele.  The course utilized phonetic encoding to address the most important Spanish commands, questions, and phrases critical to hotel management and service.                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0198   CONTINUING STUDIES                 Command Spanish for Nurseries, Landscaping, and Groundskeeping                                                                                                                                               

This program is a comprehensive treatment of the "green industry." It has special sections devoted to landscaping, groundskeeping, nurseries, and golf course maintenance. SNLG provides immediate access to functional language skills for non-Spanish-speaking green industry supervisors. The language component utilizes phonetic encoding to address pronunciation of the most important Spanish commands, questions, and phrases pertinent to daily interactions between supervisors and Spanish-speaking employees.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0200   CONTINUING STUDIES                 ACTS Customer Service                                                                                                                                                                                        

This customer service course is written for ACTS Retirement Life Communities and will encompass basic customer service skills as well as concepts and skills unique to their environment.  The customer service course will include diversity issues, how to promote internal customer service between employees, and various skills as they relate to their job functions.                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0215   CONTINUING STUDIES                 How to Market Your Small Business                                                                                                                                                                            

Discover ten great ways to market your business and get it off to a flying start.  Learn how to build your image and reputation, do direct marketing, use direct mail and word-of-mouth, advertise and buy media space, improve your selling skills and provide superior customer service. Develop your back-end marketing where you continue to go back to your customers to sell them additional products and services.  Also, learn how to write a marketing plan to guide your business to success.                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0216   CONTINUING STUDIES                 Accounting and Finance for Small Business                                                                                                                                                                    

Learn about the financial underpinnings of a small business through proven techniques and strategies designed to guide you through the complex maze of critical business accounting and finance issues. Discover how to gain control over operations by building and following a system of budgets.  Learn how to anticipate and counteract future cash flow and common techniques for analyzing the business to spot specific areas in need of improvement. Understand the different types of financial reporting required of a business to governments, creditors, investors and management. Uncover expert situational analysis to obtain an understanding of the financial health of your enterprise.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0217   CONTINUING STUDIES                 Developing Positive Assertiveness                                                                                                                                                                            

Discover the four styles of assertive behavior and find out how to modify your actions to use the right style for any given situation.  Learn to distinguish the difference between aggressive, assertive, and nonassertive speech and body language.  Develop the necessary "power steps" to adapt your thoughts, feelings and attitudes towards successful and assertive communication, confrontation and negotiation.                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0218   CONTINUING STUDIES                 Customers:  The Life of Your Small Business                                                                                                                                                                  

Find out how to implement user-friendly and result-oriented customer service systems in your small business using an effective seven step process. Recognize and respond to the ten most common customer behavior patterns and implement a service recovery program for when things go wrong. Learn how to measure the quality of the service you're providing along with your customer's level of satisfaction.  Develop important customer service skills for your company and staff to dazzle and delight customers by improving listening and communication skills to retain customers for life.                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0219   CONTINUING STUDIES                 Captivating your Audience Effectively                                                                                                                                                                        

Give confident, enthusiatic and persuasive presentations. With an emphasis on the need for preparation and practice, this course provides guidance on how to organize, create and deliver effective presentations. Conquer your fear of public speaking. Prepare and deliver well organized presentations. Capture and maintain audience interest.                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0220   CONTINUING STUDIES                 Creativity in Business                                                                                                                                                                                       

Techniques to uncover your creative potential, learn blocks and blockbusters to creativity, become a confident and innovative problem-solver, and help build a climate for creativity. Everyone has untapped creativity waiting to be released. This course will help you uncover more of your innate creative potential and teach you how to access your creativity at will. Anyone can develop the skills to become a better idea-generator and innovative problem-solver.                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0221   CONTINUING STUDIES                 Dealing with Diversity at Work                                                                                                                                                                               

Today's workplace brings together a variety of people with very diverse backgrounds and behaviors. Discover how culture and politics impact your organization, and learn more to reverse prejudicial thinking and understand how gestures and body language can differ between cultures. This course will guide you through mastering how you think about yourself and others, how to speak and listen effectively to people with different backgrounds, and how to pay attention to the non-verbal language of "where, when, and how" you do things.                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0222   CONTINUING STUDIES                 Developing your Inner Salesperson                                                                                                                                                                            

Not just for salespeople - Discover how principles in sports psychology can help you develop the inner vision of a winner and master the mind-game of selling.  Selling is a part of everyday life whether your're promoting products, services, ideas or yourself in general.  Learn to develop a practical and direct means for putting any idea across and convincing others to act on it.                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0223   CONTINUING STUDIES                 Human Resources for Small Business                                                                                                                                                                           

Discover ways to effectively deal with the human dimension of operating a successful business. Learn how to recruit, interview and hire quality employees; perform successful new employee orientation and training; set policies and procedures, conduct performance appraisals, and counsel on different issues.  Identify your staffing needs during peak and down periods and achieve the right employee mix (part-timers, free-lancers, consultants, and individuals working from home) to lower personnel costs and increase productivity. Establish your authority line and role as a leader to develop a close-knit team that is both empowered and cooperative.                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0224   CONTINUING STUDIES                 Leadership For Women                                                                                                                                                                                         

For women who want to become business leaders, this course helps you to understand and develop the leadership skills required for business success. Topics include communication styles, team building, differences between male and female leadership styles, and much more.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0225   CONTINUING STUDIES                 Leadership Vs. Management                                                                                                                                                                                    

Most managers would prefer to be known as excellent leaders rather than excellent managers. Understand the sources of leadership power, the primary ways to handle resistance to change and the difference between managers and leaders. Learn how to develop and communicate your vision to others in a way that motivates and builds trust.                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0226   CONTINUING STUDIES                 Linking Customer Service and Technology                                                                                                                                                                      

Customer service has changed dramatically over the past few decades. New technology has given customer service personnel more options for reaching customers, even as it has given consumers easier access to data and information. This course teaches how businesses can still provide great customer service with a personal touch-whether it is through e-mail, the telephone or a company web site. The tips will give organizations concrete suggestions for how to use the technological options available today to elevate their customer service to the next level and build relationships that will result in loyal and satisfied customers.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0227   CONTINUING STUDIES                 Chief Cook and Bottlewash:  Running and Operating Your Small Business                                                                                                                                        

Develop a smooth-running operation by learning step-by-step procedures for incorporating proven sales theories into your day-to-day business. Discover proven tools for easy forecasting of demand, optimal pricing of products and services, and managing your inventories for enhanced profitability.  Learn how to plan for and integrate departments, analyze markets, forecast sales, and outsource selected company functions. Discuss relevant concepts and view numerous ready-to-use forms, checklists, sample spreadsheets and calculations showing practical applications based on real-world examples.                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0228   CONTINUING STUDIES                 Occupational Spanish for Bank Personnel                                                                                                                                                                      

A comprehensive Spanish language course that provides immediate access to functional language skills for non-Spanish speaking bank personnel. The language component utilizes phonetic encoding to address the most important Spanish commands, questions, and phrases pertinent to daily interactions. Upon completion, students will be able to use Spanish to: greet customers and clients, express and receive dollar amounts and dates, cash checks, assist with deposits and withdrawals, change currency, sell money orders, certified checks and traveler's checks, verify identification and obtain basic information.                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0229   CONTINUING STUDIES                 Occupational Spanish for Restaurant Staff                                                                                                                                                                    

A comprehensive Spanish language course that provides immediate access to functional language skills for non-Spanish-speaking restaurant staff. The language component utilizes phonetic encoding to address the most important Spanish commands, questions, and phrases pertinent to daily interactions. Upon completion, students will be able to: extend holiday greetings, greet, instruct and compliment employees, explain employment issues; direct employees about food safety, give commands regarding handling food and preparation, busing tables and cleaning, seat, serve and attend to Spanish-speaking customers, give emergency directions.                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0230   CONTINUING STUDIES                 Occupational Spanish for Retail Sales                                                                                                                                                                        

A comprehensive Spanish course that provides immediate access to functional language skills for non-Spanish speaking employees in the retail industry. The language component utilizes phonetic encoding to address the most important Spanish commands, questions, and phrases pertinent to daily interactions. Upon completion, the student will be able to use Spanish to: greet customers and clients; express and receive dollar amounts, cash checks; assist customer with the purchase of groceries, convevience store items, gasoline, alcohol, tobacco, helps the customer on the floor, sell money orders, wire money, and conduct routine security tasks.                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0231   CONTINUING STUDIES                 Time Management                                                                                                                                                                                              

Get a grip on priorities, identify your "time traps" and make every minute count by using these practical planning aids. Control you use of time. Make the best use of your personal energy. Set your priorities.                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0232   CONTINUING STUDIES                 Rate your Skills as a Manager                                                                                                                                                                                

Discover the twelve primary management functions and conduct a self-evaluation inventory for each. Construct your own management skills profile and identify areas for self-improvement.  Learn how to measure your performance and strengthen areas that need improvement by creating a plan to chart and track your progress.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0233   CONTINUING STUDIES                 Successful Negotiation Tactics                                                                                                                                                                               

Strive to approach every negotiation with both parties interest in mind. The six-set process in this course will help you make each negotiation a "win-win", draft agreements that will succeed, and create lasting relationships. Increase your courage and confidence. Apply negotiation techniques and strategies that work. Learn to compromise and make it work for you.                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0234   CONTINUING STUDIES                 Supervising for Success                                                                                                                                                                                      

Managers and supervisors who want to enhance their professional skills will find a valuable resource in this course. Learn what it takes to be a great supervisor to your subordinates and how that will enhance your career. Discover how your attitude can make or break your team's spirit. This course is a must for all new supervisors and a beneficial refresher for even the most experienced supervisor.                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0235   CONTINUING STUDIES                 Surviving Information Overload                                                                                                                                                                               

Newspapers, books, magazines, and the Internet tell us what we want to know when we want to know it. Reports, memos e-mails, and voice mail help us transmit and receive information quickly and easily. With so much information coming at us constantly, it's no wonder many of us are living with information anxiety. This course empowers students to dig out of the avalanche of information they are bombarded with daily and take back control of their time.                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0236   CONTINUING STUDIES                 The Power of Non-Verbal Communication                                                                                                                                                                        

Nine behavioral skills that will develop your communication style, as well as help you to find out how habits are formed and how you can change them, develop the techniques of persuasive communication, and learn to practce and apply these principles every working day. We communicate constantly with others on many different levels. our appearance, mannerisms and body language all send a message non-verbally about who we are and what we want. Our language, humor and grammar send verbal clues about us. Learn to mix common sense and a wealth of proven communication techniques to help you raise your communication skills to the level of an art form-one that is truly yours.                                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0238   CONTINUING STUDIES                 Face to Face Communication                                                                                                                                                                                   

Even as technology has allowed us to connect with an ever-expanding global network, face-to-face communication is still as important as ever. Many workplace situations, often those involving conflict, feelings, or other sensitive issues, still demand human contact.  This course explores why personal contact remains the most powerful type of human interaction.                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##BEO 0240   CONTINUING STUDIES                 Increasing Employee Productivity                                                                                                                                                                             

Increasing Employee Productivity is a wonderful primer that teaches managers how to create excellence within their organizations. Properly done, a value management program not only improves quality, it also slashes costs.                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0241   CONTINUING STUDIES                 Calming Upset Customers                                                                                                                                                                                      

This course will demonstrate communication techniques that build customer loyalty, and how to defuse customer anger with attentive listening and empathy. Learn how to focus on the customer's needs without blaming and respond to personal accusations without becoming defensive. It's critical to learn what steps to take to address situations quickly and tactfully, and what can be done to keep the customer coming back. Find out how listening, nonverbal communication, feedback, and management all help to deal with an unhappy customer, and turn the situation into a positive one.                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0242   CONTINUING STUDIES                 Keys to a Successful Sell                                                                                                                                                                                    

Discover turn-key ideas on streamlining your prospecting to successfully reach decision makers. Learn how to find prospects through referrals, networking, public speaking, trade shows, industry associations, published materials and written communications.  Become an instant expert on managing your time and your contact list which are vital in meeting your goals and increasing your sales success.                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0243   CONTINUING STUDIES                 Building and Closing the Sale                                                                                                                                                                                

Set the stage for an easy and effective closing transaction every time. Learn techniques to build rapport with your prospects and guide them to a successful close. Address questions and objections with confidence. Strike the right balance between listening and speaking. Tailor your sales demonstrations to each client.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0244   CONTINUING STUDIES                 Men and Women: Partners at Work                                                                                                                                                                              

This course invites you to view working together and resolving conflict as challenges that you can meet by developing awareness and skills. It provides you with a set of productive communication tools for everyday use.                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0245   CONTINUING STUDIES                 Thinking On Your Feet                                                                                                                                                                                        

Learn to develop and sharpen your thinking skills in a wide variety of situations. This course allows you to practice and apply thinking skills from casual customer conversations to formal presentations and media interviews.  Learn how to think as you speak.                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0246   CONTINUING STUDIES                 Finding Money for Your Small Business                                                                                                                                                                        

Obtain detailed guidance on a whole spectrum of financing sources, including private investors and venture capital funds, banks and finance companies, leasing companies, SBA loans and other government programs.  Understand the pros and cons of the different kinds of funding, how to apply for funds, what to include in your proposal, what criteria are used to evaluate your request and what to do if you're turned down.  Learn how to calculate the amount of money your business needs to start or to grow, manage your cash flow, negotiate terms and conditions of financing, and much more.                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0247   CONTINUING STUDIES                 Working Smarter from Home                                                                                                                                                                                    

Working productively from home requires a different skill set than working at the structured corporate workplace. This course will assist you in identifying personal strengths and weaknesses and to develop a plan unique to you. The objective is to help you maximize the potential of working from home to enhance your professional success and your personal lifestyle.                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0248   CONTINUING STUDIES                 Avoiding Mistakes in Your Small Business                                                                                                                                                                     

Discover why only one out of five new businesses is successful.  Benefit from the experience of others and learn about the common financial, management, marketing and personnel mistakes that cause many small businesses to close their doors each year. Identify classic mistakes, making a mistake versus mistake behavior and how big and devastating these mistakes can be.                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0249   CONTINUING STUDIES                 Professional Education Seminar in Time Management and Financial Planning                                                                                                                                     

Professional Education Seminar presented by International Association of Administrative Professionals.  Guest Speakers will cover 1 1/2 hours instruction in Time Management and 1 1/2 hours in Financial Planning.                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0250   CONTINUING STUDIES                 Dealing Effectively with the Media                                                                                                                                                                           

Discover everything you need to know about dealing with the different media outlets - TV, Radio and Print - and determine which medium is best for your story.  Learn how to handle your relationship with the media confidently and how to maintain reliable media contacts for future use.  Master the interview process and always put your best face forward by following 36 simple guidelines that prepare you both, mentally and physically, for all types of interviews.                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0251   CONTINUING STUDIES                 Balancing Home and Career                                                                                                                                                                                    

Determine the skills needed to manage your personal commitments and business activities. Learn to strike the balance that's right for you which enables you to put quality time where you want it.  Develop a personalized formula that allows you to meet with the responsibilities of home, career, and leisure time without feeling overwhelmed and stressed.                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0252   CONTINUING STUDIES                 Rousing Creativity                                                                                                                                                                                           

Develop a philosophical foundation for building a more creative you and a more creative environment in your organization.  Master the tools you need to succeed when moving from ideas to concrete plans and actions whether on your own or in a group situation.  Learn the five essential factors for achieving creativity and discover some unexpected techniques to rouse your creative genius.                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0253   CONTINUING STUDIES                 Creative Decision Making                                                                                                                                                                                     

Discover the four paradoxical principles designed to expand the way you think about the decisions you make.  The key is "positive uncertainty" which assumes that change is part of every decision made.  Create a framework for making decisions that allows for both rational and intuitive approaches to expand your prospects and create more future possibilities. Learn to approach every decision with an open mind even while assuming that change is inevitable.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0254   CONTINUING STUDIES                 Risk Taking                                                                                                                                                                                                  

Understand your own comfort levels with risk and how you can approach it with greater confidence. Discover the critical skills necessary to assess and minimize uncertainty, which in turn, can remove some of the possible damage and fear involved in taking risks.  Find working solutions for complicated problems by determining how much risk is acceptable in a situation and learn a process for moving from decision to action.                                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0255   CONTINUING STUDIES                 Influencing Others                                                                                                                                                                                           

Uncover the nine myths of persuasion and understand the difference between skills and strategies for influencing others.  Identify the three key techniques of persuasion and how to identify and overcome resistance. Find out how to use your own speaking and writing skills to their greatest advantage when attempting to influence another individual or group.                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0256   CONTINUING STUDIES                 Managing Disagreement Constructively                                                                                                                                                                         

Learn the four phase process for managing disagreement so that you can handle conflict with more skill and confidence.  Discover how to identify and resolve disagreement before it gets out of control.  Apply nine key approaches to help you diagnose conflict, prepare strategies to resolve it, and implement productive solutions.                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0257   CONTINUING STUDIES                 Fat-Free Writing                                                                                                                                                                                             

Get rid of the "fat" from your writing and make a habit of creating clear, well-organized, lean business messages.  Paring your writing down to a clear, concise message and placing words for maximum impact can ensure your message is read and remembered.  Tailor your communication to different learning styles and use shirtsleeve English to get your point across despite time constraints and/or type of communication (memos, letters, emails, etc.).                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0258   CONTINUING STUDIES                 Twenty Ways to Improve Customer Service                                                                                                                                                                      

Discover the twenty ways you can improve customer service.  Learn to speak your customer's language and take ownership in your customer's problem so that you can provide the right service for the given situation.  Build your customer relationships by providing extra service that goes beyond the minimum.  Extra service adds value to your customer contacts and, in turn, your customers receive more benefits; ultimately, this results in satisfied and loyal customers.                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0259   CONTINUING STUDIES                 Writing that Sells                                                                                                                                                                                           

Learn the five-step model for selling your ideas, products or services on paper by grabbing your reader's attention and motivating them into action.  Recognize the sales potential in everything you write from letters, e-mails and proposals, and the importance of appealing to your reader's sensibilities and analytical styles. Adapt basic sales techniques into your everyday writing to give you an edge in creating a sales pitch that persuades, motivates, and of course, sells, sells,sells.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0260   CONTINUING STUDIES                 Improving Your Company Image                                                                                                                                                                                 

Recognize the importance of image and how it can work for or against your organization.  Whether you're dreaming up a new image or updating an existing one, find new ways to analyze and project an identity that reflects the personality and goals of your organization. Learn to distinguish the difference between image advertising and product-advantage advertising and how each can affect your business.                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0261   CONTINUING STUDIES                 Direct Marketing Techniques                                                                                                                                                                                  

Understand what direct marketing is and how it can build your business, no matter what the size. Learn the four-step process for planning a successful direct marketing campaign.  Design and create direct mail pieces and direct response advertising that puts your marketing plan into practice.                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0262   CONTINUING STUDIES                 Networking for Success                                                                                                                                                                                       

Recognize that there is no one-size-fits-all approach to networking.  Identify your own style and design the approach that is right for you. Learn how to create and cultivate contacts with a purpose.  Go beyond the string of meaningless contacts and establish relationships that are mutually beneficial, open doors and make things happen.                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0263   CONTINUING STUDIES                 Microsoft Project                                                                                                                                                                                            

This course introduces project management concepts and identifies Project 2002 tools. Students will learn how to create a new project file, create and modify task lists, create a Work Breakdown Structure, and work with task relationships. Course activities also cover creating a base calendar, create task calendars, create resource pool, identify resource availability, customize views, and edit task constraints and schedules, and resolve resource conflicts. Students will also use standard filters and AutoFilters to view, group, and sort data lists. This course maps to Microsoft's MOS exam objectives. The manual is designed for quick scanning in the classroom and filled with interactive exercises that help ensure student success.                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0264   CONTINUING STUDIES                 Gemstones and Jewelry Appraising                                                                                                                                                                             

This course is for individuals with little or no knowledge of gemstones and jewelry appraising. Individuals will learn the introduction valuation principles and approaches of appraising gems and jewelry.  Participants learn basic economic principles of the industry, value theory, factors which affect value, methods of estimating value, appraisal terminolgy, and market analysis. Students will be introduced to basic practices such as take-in procedures, how the insurance industry approaches appraising and how to properly write an insurance replacement appraisal report. Basics in metal identification and classification, identifying alloys, manufacturing and trademarks will also be addressed in the course.                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0265   CONTINUING STUDIES                 Gemstones and Jewelry: Advanced Appraisal Procedures                                                                                                                                                         

This course is for individuals with fundamental knowledge of gemstones and jewelry appraising. Individuals will learn the advanced valuation principles and approaches of appraising gems and jewelry.  Participants will apply economic principles of the industry, value theory, factors which affect value, methods of estimating value, appraisal terminology, and detailed market analysis.  Students will practice writing detailed Hypothetical, Fair Market Value, and Liquidation appraisal reports as well as Multi-Market reports. Advanced metal identification and classification, manufacturing, trademarks and copyrights will also be addressed in the course.  There will be extensive appraisal exercises on various gemstones and pieces of jewelry such as what would be used in normal course of appraisal business.                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0266   CONTINUING STUDIES                 What Managers Do                                                                                                                                                                                             

In cooperation with the American Management Association, this course delivers techniques for better planning, staffing, organizing and controlling.  This course breaks the job's demands down into its components so managers can start every day with a greater sense or organization and get a firmer grasp of the task at hand.                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0267   CONTINUING STUDIES                 Finance and Accounting for Non-Financial Managers                                                                                                                                                            

This course by the American Management Association provides a comprehensive and practical introduction to finance, accounting and financial analysis.  The course is designed to enable participants to understand and apply key financial concepts as they impact their own workplace. Topics include:  communicate effectively in financial and accounting terminology, read and understand the basic financial statements, and use accounting and financial information to improve business performance.                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0268   CONTINUING STUDIES                 Successful Project Management                                                                                                                                                                                

In cooperation with the American Management Association, this course provides the essentials on how to manage projects using planning, tracking, monitoring and control techniques.  You will learn how to minimize risks and bring projects in on schedule and under budget.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0269   CONTINUING STUDIES                 Managing Change at Work                                                                                                                                                                                      

Step by step advice to help prepare for an organizational change.  Major changes such as mergers, takeovers, layoffs, re-structuring, re-location, etc. can leave individuals feeling confused, fearful, or disheartened. Understanding your own reactions, as well as others, can help you work through the changes and learn to work through this change. Develop the skills and strategies necessary to explore this future workplace to find trouble spots and common errors and deal with the change in culture as the new organization takes shape.  Learn how to deal with the resistance of individuals or groups and how to negotiate to develop the new work arrangements required.  Become an adept change leader by providing positive influence that will inspire and motivate those around you.                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0270   CONTINUING STUDIES                 Customer Service for Jupiter Beach Resort                                                                                                                                                                    

We all know how we would like to be treated when each of us is a customer.  The Jupiter Beach Resort is of the opinion that we owe only the best to those guests expecting great customer service from us.  Not just by meeting their expectations, but by exceeding them to create true delight from the moment they arrive to the time they depart. "The JBR WAVE" is an easy to remember concept that embodies all of the skills needed to excel and how to develop them.  We will discuss all of the individual components and learn how we can put each of these valuable skills into practice.                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0271   CONTINUING STUDIES                 JTJB Chamber of Commerce's Business Institute Program on Marketing                                                                                                                                           

The Jupiter, Tequesta, Juno Beach Chamber of Commerce (JTJBCC) Business Institute Program is designed to help businesses become more knowledgeable about various aspects of business, help improve profits, increase customer base and customer awareness.  The Business Institute on Marketing will focus on developing a marketing plan, image building strategies, direct marketing, direct mail, public relations, media relations, advertising, sales writing, and web design & promotion.                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0272   CONTINUING STUDIES                 CS Spanish for Child Care Facilities                                                                                                                                                                         

This program prepares non-Spanish speaking child care facility personnel to communicate and interact with Spanish-speaking parents and children.  The program utilizes phonetic encoding to address the most important Spanish commands, questions, and phrases critical to child care facilities.  Learn the following work-specific language:  Meeting Parents; Registering New Students; Health Issues; Reporting Child's Behavior; Teacher Talk; In the Baby Room; Snack and Lunch Time; Emergency Commands; and Numbers. In addition, learn terminology for the following: Infant/Toddler Glossaries; Cultural Notes; Months and Days; Nicknames; The Spanish Alphabet; Shapes; Numbers; Parts of the Body; Basic Emotions; and Reproducible Take-home Notices, Take-home Certificates, and Signs.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0273   CONTINUING STUDIES                 CS Survival Spanish for Law Enforcement Officers                                                                                                                                                             

This program prepares non-Spanish speaking police officers to communicate with Spanish-speaking individuals encountered in daily police work. The program utilizes phonetic encoding to address the most important Spanish commands, questions, and phrases critical to police work. Learn the following work-specific language: Greetings and Diffusers; Officer Identification Questions; Stopping a Suspect; Disarming a Suspect; ID Individuals; Making Arrests; Miranda Warning; Conduct Field Sobriety Tests; Issue Warrants; Manage Prisoners and Bystanders; Assist in Emergencies; Render Aid to Victims; and Dirty/Alert Words.  Also learn terminology for the following: Drug Table; Numbers; Dates; Spanish Nicknames; Descriptor Questions; Criminal Justice Terminology; Parts of the Body; and Consent to Search Forms.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0274   CONTINUING STUDIES                 CS Spanish for Nursing                                                                                                                                                                                       

This program prepares non-Spanish speaking nurses to provide medical care and attention to Spanish-speaking patients in medical office settings and in hospitals. Learn the following work-specific language for office nursing: Patient Body Commands; Patient Traffic; Intake; Assisting Physician's Exam; Laboratory Procedures; Patient Treatment and Discharge.  Learn the following work-specific language for hospital nursing: Check-In; Initial Assessment; Routine In-Bed and Out-of Bed Procedures; Patient Transport; Medicines and Injections; Patient Food and Drink; Family Visits; and Patient Discharge. Also learn terminology for the following: Human Body (interior and exterior) Diseases Disorders, and Injuries; Conditions and Symptoms; Operations and Procedures; Medical Personnel; and Pharmacological.                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0275   CONTINUING STUDIES                 CS Survival Spanish for Paramedics and EMTs                                                                                                                                                                  

This program prepares non-Spanish speaking paramedics and EMTs to use Spanish language commands and phrases that will enable them to assist Spanish-speaking persons in emergency situations.  Emphasis is placed on concise Spanish to determine the patient's chief complaint, extent of injury or nature of illness, as well as explain procedures and treatment.  Learn the following work-specific language:  Arrival at scene; Chief Complaint; Assessment; History; Initial Treatment; Body Commands; Accident Scene; Chest Pain; Respirator Problems; Unconscious Patient; Diabetic Emergencies; Seizures; Allergies; Poison Emergencies; Suicide Attempts; Hypothermia; Bites and Stings; Sexual Assault; Trauma, Head and Spine Injuries; and Injured Children.  Also, learn terminology for the following: Parts of the Body; Parts of the Head; and Medical Glossary.                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0276   CONTINUING STUDIES                 CS Spanish for Real Estate Agents                                                                                                                                                                            

This program prepares non-Spanish-speaking real estate agents with specific Spanish language skills so that they will be able to better communicate with Spanish-speaking customers, aid them in property searches and make sales. The language component utilizes encoding to address pronunciation of the most important Spanish commands, questions, and phrases pertinent to daily interactions between agents and Spanish-speaking customers.  Learn the following work-specific language: greet clients; obtain personal & financial information, express numbers, assist with prequalification & pricing issues; probe client needs, describe properties and more. A non-academic and non-grammar based approach designed for persons who want an easy and quick way to learn limited amounts of occupation-specific Spanish.  No prior knowledge of Spanish is required.                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0277   CONTINUING STUDIES                 CS Emergency Spanish for Firefighters                                                                                                                                                                        

This program prepares non-Spanish speaking firefighters, paramedics, and EMTs respond to fire, chemical, and still alarms where only Spanish is spoken.  By learning a variety of commands, firefighters can take charge of the situation and direct victims and other bystanders to safety.  Learn the following work-specific language: Greetings; Emergency Situations; Car Accidents and Vehicle Fires; Commands; Still Alarms; and Medical Questions. Also, learn terminology for the following: "How to Call 9-1-1", Still Alarm Homeowner Information",  "Fire Safety Checklist", "Exit Drill in the Home", and Fire Safety Posters.  Other terminology addresses: Cross-Cultural Issues, Parts of the House; Parts of the Body; and Glossaries.  A non-academic and non-grammar based approach designed for persons who want an easy and quick way to learn limited amounts of occupation-specific Spanish.  No prior knowledge of Spanish is required.                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0278   CONTINUING STUDIES                 CS Construction Sites                                                                                                                                                                                        

This program prepares non-Spanish speaking construction site supervisors and other key personnel to communicate with Spanish-speaking employees at work. They will be able to better manage routine employment, medical, and safety issues, as well as worksite specific commands - thereby promoting positive employer/employee relations, a safer and more efficient workplace, and quality workmanship.  Learn the following work-specific language: Employment Issues, Time and Work Schedules, Medical Emergencies, Safety Issues, Control and Command for Site Supervision, Communication Strategies, Essential Commands for General Construction and many other useful Expressions. A non-academic and non-grammar based approach designed for persons who want an easy and quick way to learn limited amounts of everyday Spanish.  No prior knowledge of Spanish is required.                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0279   CONTINUING STUDIES                 CS Industry, Manufacturing and Warehousing                                                                                                                                                                   

This course provides participants with specific Spanish language skills to better manage their Spanish-speaking employees with routine employment, medical, and safety issues, as well as worksite specific commands - thereby promoting positive employee relations, a safer and more efficient workplace, and quality workmanship. Learn the following work-specific language: Employment and Safety Issues, Medical Emergencies, Work Rules and Regulations, Control and Command for Site Supervision, Maintenance Phrases, Forklift Operations, Loading and Unloading, Quality Control, General Communication Strategies, General Work Site Command and Directives, and other useful expressions.  This is a non-academic and non-grammar based approach designed for persons who want an easy and quick way to learn limited amounts of everyday Spanish.  No prior knowledge of Spanish is required.                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0280   CONTINUING STUDIES                 Delivering Knock Your Socks Off Service                                                                                                                                                                      

Ron Zemke's newest training tool, based on the acclaimed Knock Your Socks Off series, reveals the secrets of customer care in the same down-to-earth style that makes Knock Your Socks Off the consistent choice for customer service training.  In practical, easy to follow steps, learn trusted techniques and positive approaches that will inspire you to believe in the value of customer care and give you the skills and style to deliver it.                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0281   CONTINUING STUDIES                 How To Be A Great Call Center Representative                                                                                                                                                                 

Today's technology-driven call centers are one of the fastest growing business sectors in the world. Call centers are a company's first line of contact with current and future customers.  Training call center staff can have an enormous impact on customers' loyalty and satisfaction.  This course has been designed specifically to help frontline employees in call center customer service or sales to recognize the scope of the job and develop the skills necessary to create customer satisfaction.                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0282   CONTINUING STUDIES                 Keeping Customers For Life                                                                                                                                                                                   

Keeping Customers for Life, based on the best-selling AMACOM book of the same name. Understand strategies for improving overall customer satisfaction and the process for resolving customer complaints and problems.                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0283   CONTINUING STUDIES                 Introduction to Portuguese (Brazilian)                                                                                                                                                                       

This course presents basic Brazilian Portuguese for social settings, business, or travel. Students will learn general conversation topics, vocabulary, and expressions for everyday situations along with Brazilian cultural issues of interest and importance.                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0284   CONTINUING STUDIES                 Startup Business Chinese - An Introductory Course for Professionals                                                                                                                                          

This course is designed for students who have limited to no Chinese proficiency and who intend to work or travel for business in Chinese-speaking communities, or for students who desire to further their Chinese language proficiency (Mandarin). The approach emphasizes common Chinese business vocabulary and conversational practices through its focus on basic conversation in business settings and cultural issues with Chinese which assist students to conduct meaningful communication with Chinese business partners.                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0285   CONTINUING STUDIES                 Success with Chinese for Beginners                                                                                                                                                                           

This introductory course for individuals with limited to no experience will quickly prepare you to communicate using short expressions and simple sentences along with an introduction to key cultural topics and beginning Chinese writing skills.  Students are expected to be able to communicate using short expressions and simple sentences upon the completion of this course. (24 hours)                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0286   CONTINUING STUDIES                 Community Haitian Creole - A Survival Guide for English Speakers                                                                                                                                             

This is a non-academic and non-grammar based course designed for English-speaking people with minimal or no prior knowledge of Haitian Creole who want an easy and quick way to learn limited amounts of Haitian Creole and functional phrases for everday use.                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0290   CONTINUING STUDIES                 Introduction to Gemological Theory and Principals                                                                                                                                                            

This course is for both the novice and professional wanting to learn the theory and principals of Gemology. Participants will learn about precious stones; where they are found; how they are formed; their physical and optical properties; and how they are identified.  The beauty, durability, and tangible value of gemstones will be explored.                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0291   CONTINUING STUDIES                 Colored Gemstones from A to Z                                                                                                                                                                                

This course is for both the novice and professional wanting to learn the theory and principles of Gemology. Participants will learn about precious stones; where they are found; how they are formed; their physical and optical properties; and how they are identified.  The beauty, durability, and tangible value of gemstones will be explored.                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0292   CONTINUING STUDIES                 Colored Gemstones 2:  Digging Deeper                                                                                                                                                                         

This course is for both the novice and professional who has completed Colored Gemstones 1.  Students will expand their knowledge of theory and principles of Gemology. Participants will apply their knowledge of precious stones.  Students will learn aboutgemological testing instruments and the usage of evaluation guides, and familiarize themselves with colored stone and diamond grading light conditions.                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0293   CONTINUING STUDIES                 Bling, Bling! Diamonds:  The 4Cs and More!                                                                                                                                                                   

The 4 Cs of diamond buying are important for every buyer of this precious stone.  Carat, Clarity, Color, and Cut will be specifically defined in this course.  Students will learn what to consider when purchasing this precious stone in order of most important characteristics.  Taking a buyer's budget in mind, students will learn industry secrets, how to make knowledgeable sacrifices and where not to compromise with a diamond purchase. Depending on a buyer's budget, decide on carat size, then clarity, color, and lastly, cut. Students learn to never buy an off make stone.                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0300   CONTINUING STUDIES                 Ethics in Business                                                                                                                                                                                           

Learn the five rules of ethical behavior, explore ethical approaches to employee discipline, examine how personal values influence professional behavior, and follow a ten-step process for solving ethics-related business problems. Ethical management practices are essential to every business's success. Managers must make sure organizational rules and codes of conduct are being followed, as well as handle ethical issues concerning relationships. Discover how to recognize and think through ethical issues when they arise, correct unethical practices that may have been previously unnoticed or ignored, and communicate the need for applying ethical principles at all organizational levels.                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0301   CONTINUING STUDIES                 Fat-Free Writing                                                                                                                                                                                             

Get rid of the "fat" from your writing and make a habit of creating clear, well-organized, lean business messages.  Paring your writing down to a clear, concise message and placing words for maximum impact can ensure your message is read and remembered.  Tailor your communication to different learning styles and use shirtsleeve English to get your point across despite time constraints and/or type of communication (memos, letters, emails, etc.).                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0302   CONTINUING STUDIES                 Writing Business Reports and Proposals                                                                                                                                                                       

Writing winning proposal and successful reports requires more than the fundamentals of writing well.  Learn how to organize, research, develop, and edit complex documents to sharpen your overall business writing skills. Learn that report and proposal writing is a process, not a single event. Review the basics of punctuation, spelling and word usage. Discover strategies to help you tailor your work to the intended audience and be more successful in achieving your objectives for writing outstanding proposals and reports.                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0303   CONTINUING STUDIES                 Writing Effective Email                                                                                                                                                                                      

Learn to compose and format persuasive email messages with subject lines that will get your message read and acted upon.  Discover tips for reducing the clutter and controlling your in-box to help you cope with information overload. Develop awareness about the potential risks associated with poor and careless "netiquette" and avoid making mistakes that can lead to personal and workplace disasters.  Although email is a one of the most powerful and effective communications tools, understanding the potential pitfalls of mismanagement and improper usage can help you prevent productivity and financial losses, customer service and public relations nightmares, and even lawsuits.                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0304   CONTINUING STUDIES                 Better Business Writing                                                                                                                                                                                      

Learn the critical skills to improve your spelling, punctuation, usage and style, while avoiding the pitfalls of business writing, and creating persuasive and more effective memos and letters. Ten key techniques for effective communication will help you grow more confident in your ability to express yourself clearly. Good business writing is as important as ever. Being able to recognize and correct problems, avoid redundancies, and define your communication goals are all critical factors for effective business writing.                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0305   CONTINUING STUDIES                 A Legal Guide for Small Business                                                                                                                                                                             

Discover the difference between sole proprietorships, partnerships, corporations and joint ventures, how they are formed, the tax implications and employees issue for each one. Determine what written contracts are necessary for your business and uncover your legal responsibilities as an employer and that of your employees.  Learn what agency relationships are and why they are created.  Identify how to protect your intellectual property rights and how to resolve all sorts of legal disputes.                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##BEO 0306   CONTINUING STUDIES                 Using Technology to Enhance Your Small Business                                                                                                                                                              

Whether you've already invested in office technology or are preparing the first steps, discover how to make the most of what you've got, save time and most important save your company money.  Learn how to lay the groundwork for upgrading and expanding your systems as your business grows. Uncover practical advice on a wide variety of technological areas from desktop computer decisions through software, security, networking and mobility, printing, training, Internet, and telecommunications.  In addition, learn first-hand by reviewing case studies how a given system or application can be used successfully and how to deal with virtually any potential problem.                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0307   CONTINUING STUDIES                 Doing Business on the World Wide Web                                                                                                                                                                         

Discover the possibilities and potentials of doing business on the Internet.  Find out what you need to get started and get basic how-to information about getting navigating on the web.  Understand why establishing a home page can be good for business and learn how to sell subscriptions and services online.  Uncover the secrets of thwarting hackers and cyberpunks and how to gauge your website's effectiveness.  Learn how to take advantage of this new medium to improve service to present customers and attract new ones.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0308   CONTINUING STUDIES                 Stress Management                                                                                                                                                                                            

Stress is a normal part of everyday life.  Learn to focus your attention on stress management, specifically how to find a level of stress that is not only manageable, but useful for you, and how to avoid stress beyond that level. Understand the basic ingredients of emotional health and how to improve your self-image and become more self-aware.  Discover how your emotional health ties in to your physical health and develop a plan for your overall wellness.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0309   CONTINUING STUDIES                 Effective Meeting Skills                                                                                                                                                                                     

Whether you are in a leadership role or not, learn the skills necessary to conduct effective meetings. Discover how to prepare and organize meetings that will accomplish your stated goals. Understand the difference between "information" meetings and "decision-making" meetings and how to set up for both through the proper selection and arrangement of facilities and equipment.  Learn how to conduct meetings that are interactive and productive, lead and stimulate discussion, and how to manage conflicts that may arise.  Find out how to evaluate your meeting effectiveness, provide feedback and encourage productive participation.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0310   CONTINUING STUDIES                 Developing Your Inner Salesperson (4 hr)                                                                                                                                                                     

Not just for salespeople - Discover how principles in sports psychology can help you develop the inner vision of a winner and master the mind-game of selling.  Selling is a part of everyday life whether you're promoting products, services, ideas or yourself in general.  Learn to develop a practical and direct means for putting any idea across and convincing others to act on it.                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0320   CONTINUING STUDIES                 English for Spanish Speakers                                                                                                                                                                                 

This is a non-academic and non-grammar based course designed for Spanish-speaking people with minimal or no prior knowledge of English who want an easy and quick way to learn limited amounts of U. S. English and functional phrases for everyday use. Instructors are fluent in both English and Spanish and the course is taught in both languages so that students have the opportunity to seek clarification in their native language.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0321   CONTINUING STUDIES                 Basic Communication Skills in the Workplace for English Language Learners                                                                                                                                    

This course is designed for beginning level English Language learners who need to improve their spoken and written general and employment-related language, communicate in their own words, and understand the culture and behavioral expectations of their new environment and workplace. The course prepares students for self-sufficiency in the three principal areas of their lives: the workplace, the community, and the home.                                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0322   CONTINUING STUDIES                 Intensive English 1:  Combined Skills for Everyday Communication                                                                                                                                             

This course is for English language learners with limited to basic knowledge of the English language and who wish to improve their English in order to enhance their professional as well as personal life. The course integrates basic grammar, vocabulary, speaking, listening, reading, writing, and cultural information into high-interest themes that promote meaningful communication.                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0323   CONTINUING STUDIES                 Intensive English 2:  Combined Skills for Everyday Communication                                                                                                                                             

This course is for English language learners with low intermediate to high intermediate knowledge of the English language and who wish to improve their English in order to enhance their professional as well as personal life. The course integrates basic grammar, vocabulary, speaking, listening, reading, writing, and cultural information into high-interest themes that promote meaningful communication.                                                                                                        

                                                                                                   $                                                                                                                                                         

##BEO 0324   CONTINUING STUDIES                 Intensive English 3:  Combined Skills for Everyday Communication                                                                                                                                             

This course is for English language learners with high intermediate to advanced knowledge of the English language and who wish to improve their English in order to enhance their professional as well as personal life. The course integrates basic grammar, vocabulary, speaking, listening, reading, writing, and cultural information into high-interest themes that promote meaningful communication.                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0325   CONTINUING STUDIES                 Accent Reduction:  Pronouncing American English 1                                                                                                                                                            

This course is designed for English language learners with a high-beginning to intermediate level of English who need to improve their pronunciation so they can be better understood by native speakers in the workplace and in everyday situations and to build their self-confidence when speaking.                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0326   CONTINUING STUDIES                 Accent Reduction:  Pronouncing American English 2                                                                                                                                                            

Pronunciation 2 is a continuation of Pronunciation 1. This course is designed for English language learners with an intermediate to high intermediate level of English who need to improve their pronunciation so they can be better understood by native speakers in the workplace and in everyday situations and to build their self-confidence when speaking.                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##BEO 0327   CONTINUING STUDIES                 Accent Reduction:  Pronouncing American English 3                                                                                                                                                            

This course is designed for English language learners with a high intermediate to advanced level of English who need to improve their pronunciation so they can be better understood by native speakers in the workplace and in everyday situations and to build their self-confidence when speaking.                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0328   CONTINUING STUDIES                 Business Writing for English Language Learners: 14 Steps to a Successful Job Search                                                                                                                          

This course is designed for low intermediate to high intermediate English language learners who need to learn the basic skills and knowledge needed to find a job or change current jobs. In conjunction with the Career Center at PBCC, the course includes a Resume Writing seminar.                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0329   CONTINUING STUDIES                 English for Nurses and Other Health Care Workers                                                                                                                                                             

This course is designed for high-intermediate English language learners who are entering or preparing for allied health and nursing pre-requisite science courses and want to take a course that clearly and fundamentally presents science content and language skills necessary for success in academic science courses such as anatomy and physiology and human biology. The course can also be taken by students who already hold nursing or allied health degrees in their countries and are preparing to take certification examinations in the United States.                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0330   CONTINUING STUDIES                 Peer Today, Boss Tomorrow                                                                                                                                                                                    

Making the leap from peer to boss is never easy. In addition to dramatic change, new managers frequently struggle to balance their old coworker relationships with their new management responsibilities.  Designed to help participants make a successful transition from "coworker" to "manager" or "supervisor", Peer Today, Boss Tomorrow presents four proven strategies that will help new supervisors navigate changing relationships and prepare for the most difficult situations they're likely to encounter as they assume their new role.                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BEO 0331   CONTINUING STUDIES                 The Courage to Coach                                                                                                                                                                                         

An inherent part of being a manager or supervisor is dealing with tough employee situations. Sometimes it just seems easier to ignore the problem, rather than take the time and courage to confront the situation and get the employee back on track.  The Courage to Coach outlines a specific four-step process for coaching that will work in any employee performance situation.  It begins with a critical first step - call it like you see it.  You will also learn how to reach an agreement on the problem, develop an action plan for correcting the problem and follow up with the employee.                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##BEO 0332   CONTINUING STUDIES                 Everybody Wins                                                                                                                                                                                               

Deadlines, change, stress, miscommunication, confusion over responsibilities...there is no shortage of opportunities for conflict in the workplace.  However, there is a loss of productivity when employees spend all their time dealing with conflict.  This program teaches employees to take the initiative in resolving conflict with their coworkers and cooperating to find win/win solutions for most disagreements.                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0333   CONTINUING STUDIES                 Bury My Heart at Conference Room B                                                                                                                                                                           

If your organization seems to have more brick walls than hallways and doors, it's time for a "totally twisted, deadly serious" look at leadership.  That's how Stan Slap, renowned speaker, author and executive coach, describes his cutting-edge take on the urgent need for managers who can meaningfully engage a cynical workforce. Stan's message helps increase management commitment, reduce turnover and build support for critical initiatives.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0334   CONTINUING STUDIES                 E-mail for Success                                                                                                                                                                                           

Send e-mail that will get results and build and keep relationships.  Improve electronic communication with staff, co-workers, customers, and vendors.  Participants will learn about work and personal e-mail, e-mail vs face-to-face communication, appropriate supervising through email, etiquette, writing techniques, salvaging conflicts, and e-mail policies.                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0335   CONTINUING STUDIES                 Home Based Business Opportunities                                                                                                                                                                            

This course is designed to assist entrepeneurs in investigating and developing a home based business.  Learn how you can tap into this exciting venture that offers flexibility and unlimited earning potential.  Identify an appropriate home based business opportunity that is right for you and your lifestyle.  Learn how to finance and market your home based business, zoning issues, insurance and liability as well as the role of the internet in your business venture.                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##BEO 0336   CONTINUING STUDIES                 Franchising:  Investigate Before You Invest                                                                                                                                                                  

This course is designed to assist you in deciding whether or not the purchase or lease of a franchise operation is a viable option for you. It will help you consider and take into account things such as the age of the franchise, whether or not the franchise is individually or company owned, and financial assistance available to you to assist in the purchase of your franchise.  You will uncover all of the hidden fees associated with the purchase of franchise operations.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##BEO 0337   CONTINUING STUDIES                 Bridging The Generations Gap                                                                                                                                                                                 

Do you feel that your coworkers are from a different planet, not just a different generation? Generational gaps can cause a lot of workplace frustration.  With workers from four generations now active in the workforce, the potential for misunderstandings and conflict puts increasing pressure on productivity.  This course teaches the approach of effectively working in and managing a multi-age team.  Employees and managers gain insights, strategies and skills that help minimize generational conflict and strengthen collaboration.                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##BEO 0338   CONTINUING STUDIES                 The Power of One                                                                                                                                                                                             

The Power of One is based on John Maxwell's book, There's No Such Thing as "Business" Ethics!  Truth may seem relative today, but there is one standard of ethics that applies to all cultures and beliefs.  It takes the guesswork out of ethics and provides a foundation for internal and external motivation. The course uses humor, history and sage insight to illustrate this principle at work and how, when used properly, it can change your life and business for good.                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##BEO 0339   CONTINUING STUDIES                 How to Be a Real Success                                                                                                                                                                                     

How to Be a Real Success radically redefines success as the art of helping others.  Ironically, it is through developing others into successful leaders that we maximize our own potential and success.  Through insightful lessons, challenging exercises, and daily applications, you will learn everything you need to attain lasting success while you help those around you accomplish the same feat.                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0340   CONTINUING STUDIES                 Learning the 17 Indisputable Laws of Teamwork                                                                                                                                                                

Strong team players don't grow on trees, just ask any team leader.  Knowing what to look for and learning what is the DNA of a good team member is critical.  Learning the 17 essential qualities of a team player serves two powerful needs.  First, it helps team leaders identify early on, potential all-star team members.  Second, current team members discover what they need to do to help create a better team.  In this course, Dr. John C. Maxwell uncovers the mystery of successful teams and how they appear to execute effortlessly to accomplish great things.  These secrets are available to you and can be learned if not mastered.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##BEO 0341   CONTINUING STUDIES                 Basic Taxation of Individuals                                                                                                                                                                                

This course is designed to instruct those who desire to learn basic tax preparation as a job skill.  Topics include tax law, form preparation, research, and survey of the use of technology. Upon completion, you will be able to prepare a basic individual income tax return and will have knowledge of recent tax law changes, overlooked deductions, and an overview of common mistakes.                                                                                                                             

                                                                                                   $                                                                                                                                                         

##BEO 0342   CONTINUING STUDIES                 Advanced Taxation of Individuals                                                                                                                                                                             

Prerequisite:  Basic Taxation of Individuals or equivalent. Designed to follow Basic Taxation of Individuals, this course further enhances tax preparation skills by teaching students to prepare a tax return with self-employment and/or rental income. Topics will include business income and expenses, rental income and expenses, depreciation, and relevant tax law changes.  Upon successful completion, students should be able to prepare Schedule C and E of the 1040.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##BEO 0343   CONTINUING STUDIES                 Basic Taxation of Corporations and Partnerships                                                                                                                                                              

Prerequisite:  A working knowledge of financial statements.  Refer to course BEO0267 Finance & Accounting for Non-Financial Managers. This course is a survey of tax laws affecting the preparation of corporate and partnership tax returns.  Topics will include corporate income and expenses, partnership income and expenses, and depreciation, and is designed to instruct those who desire to learn entry-level corporate and partnership tax preparation as a new job skill. Students who successfully complete the course should be able to prepare Forms 1120, 1120S, 1065, and Schedule K-1 for small companies.                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BEO 0344   CONTINUING STUDIES                 Coping with Speech Anxiety                                                                                                                                                                                   

This course will focus on lowering speech anxiety in individuals who might be fearful or nervous before and during public presentations.  Topics covered in this course will include causes and effects of speech anxiety, techniques for overcoming speech anxiety, and lowering anxiety through effective speech preparation.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##BEO 0345   CONTINUING STUDIES                 Public Speaking Boot Camp                                                                                                                                                                                    

This course will train individuals in the basic principles of effective public communication and will include topics such as speech organization, audience analysis, informative and persuasive speaking, verbal and nonverbal aspects of speech delivery, and effective use of visual aids.  The emphasis of this course will be on speaker development and improvement in a professional context.                                                                                                                       

                                                                                                   $                                                                                                                                                         

##BEO 0346   CONTINUING STUDIES                 Public Speaking Strategies for Speakers of Other Languages                                                                                                                                                   

This course will address special issues that may arise for public speakers whose first language is not English.  Topics to be covered include vocal aspects of performance, such as accent reduction techniques, rate and volume control, and vocal variety and other nonverbal aspects of public speaking that might be affected by communicating in another culture, such as gestures, eye contact and body movement.  After completing the course, public speakers of other languages should feel more comfortable when engaged in public communication.                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BRO 0048   CONTINUING STUDIES                 50/60 Team Building Ropes Course (8 Hours)                                                                                                                                                                   

This course is for adults to develop and learn team-building skills.  Participants will use the ROPES course/facility on campus and will have a classroom presentation on team-building.                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##BRO 0049   CONTINUING STUDIES                 50/60 Team Building Ropes Course                                                                                                                                                                             

This course is for adults to develop and learn team-building skills.  Participants will use the ROPES course/facility on campus and will also have  a classroom presentation on team-building.                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BRO 0050   CONTINUING STUDIES                 50/60 Team Building Ropes Course (6 Hours)                                                                                                                                                                   

This course is for adults to develop and learn team-building skills.  Participants will use the ROPES course/facility on campus and will also have  a classroom presentation on team-building.                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##BRO 0106   CONTINUING STUDIES                 6 HR ROPES FACIL                                                                                                                                                                                             

BTO0106                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##CIO 0100   CONTINUING STUDIES                 Basic Live Scan Fingerprint Certificatin                                                                                                                                                                     

This basic course will provide the student lecture, demonstration and hands-on practice in the use of live scan biometric equipment.  The student will learn basic fingerprint patterns and interpretations and transmission of digital fingerprint images for security and identification purposes.  Upon conclusion of this course of instruction the student will receive a certificate of completion.                                                                                                                 

                                                                                                   $                                                                                                                                                         

##CIO 0101   CONTINUING STUDIES                 Nursing, EMS and the Crime Scene Seminar                                                                                                                                                                     

This is a one day introductory seminar designed for emergency first responders (EMS) and medical personnel. It will provide a general overview of crime scene awareness at a crime scene or hospital setting.                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##CIO 0102   CONTINUING STUDIES                 Basic Forensic Digital Photography                                                                                                                                                                           

This is a one day introductory digital photography course designed for death investigators, detectives, crime scene investigators and others involved in criminal and medical/legal investigations.  It is intended to familiarize the student with digital photography equipment necessary for proper documentation of a forensic setting.                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##CIO 0103   CONTINUING STUDIES                 Forensic Evidence Seminar for First Responders                                                                                                                                                               

This is a one day introductory seminar designed for law enforcement, emergency first responders and medical personnel.  It will provide a general overview of forensic evidence awareness.  The seminar will also provide evidence collection techniques currently used in the field of crime scene investigation.  The material presented in this semninar is from a law enforcement perspective and will increase the skills of investigators and healthcare providers in attendance at this seminar.  CLE credits are available to healthcare personnel.                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##CIO 0104   CONTINUING STUDIES                 Educating Healthcare and Law Enforcement Professionals on Grief Counseling                                                                                                                                   

One day introductory grief counseling course designed for individuals working in the healthcare and law enforcement professions.  It is based on understanding the process of grieving and its manifestations while utilizing skills in assessment and intervention as it relates to individuals and caregivers.                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##COO 0016   CRIMINAL JUSTICE                   ADV REPORT WRTNG                                                                                                                                                                                             

ADV REPORT WRTNG                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##COO 0023   CRIMINAL JUSTICE                   FIELD TRAIN OFFC                                                                                                                                                                                             

FIELD TRAIN OFFC                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##COO 0029   CRIMINAL JUSTICE                   NARCOTICS IDENTIFICATION                                                                                                                                                                                     

NARCOTICS ID/INV                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##COO 0110   CRIMINAL JUSTICE                   SPECL TACTL PROB (SWAT I)                                                                                                                                                                                    

SPECL TACTL PROB                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##CPO 0131   CONTINUING STUDIES                 INTRODUCTION TO DATABASES                                                                                                                                                                                    

CPO0131                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##CPO 0162   CONTINUING STUDIES                 COMPUTER BASICS I                                                                                                                                                                                            

This course introduces the novice to computer technology.  Students learn computer terminology and concepts by doing hands-on exercises utilizing the keyboard and mouse.  This course will also introduce the student to the Inernet and the windows operating system.                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##CPO 0163   CONTINUING STUDIES                 COMPUTER BASICS II                                                                                                                                                                                           

This course is for students who can use a mouse and a keyboard and those familiar with Windows concepts.  This course covers copy and paste, tranferring files from one media to another and file management.  This course will also cover common Internet activities and basic e-mail including attachments.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##CPO 0240   CONTINUING STUDIES                 Architectural Desktop Introduction                                                                                                                                                                           

Learn to use the range of graphic tools available in AutoDesk Architectural Desktop software to convey architectural ideas.  This course covers creating floor plans using the walls, doors, windows, slabs and roof commands, and producing elevations and sections.  Additional features covered include how to set up drawing sheets and how to use the project navigator to set up projects and plotting.  Note - students should already be proficient in use of paper space, model space, 2D AutoCAD drafting and use of x-refernces before enrolling in this course.                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##CPO 0241   CONTINUING STUDIES                 Architectural Desktop Intermediate                                                                                                                                                                           

Prerequisite:  Architectural Desktop Introduction class. Expand your AutoDesk Architectural Desktop software skills.   Become skilled at commands to draw stairs, railings, curtain walls & live sections.  Learn new skills utilizing the roof commands to create dormers, roof edge styles and roof slabs.  Additional skills include learning how to cover the design of custom wall types, doors and window assemblies.  Wall clean up and how to generate annotation and schedules will also be taught.                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##CPO 0325   CONTINUING STUDIES                 AutoCAD Introduction                                                                                                                                                                                         

Learn to use AutoDesk AutoCAD softare, the industry standard for computerized drafting.  Upon completion of this course, the student will be able to create a basic 2D drawing using drawing and editing tools, organize drawing objects on layers, add text and basic dimensions, and prepare to plot.                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##CPO 0326   CONTINUING STUDIES                 AutoCAD Intermediate                                                                                                                                                                                         

Prerequisite:  AutoCAD Introduction or equivalent knowledge. Increase your AutoCAD skills by learning to use efficiency tools including grips and advanced object selection; drawing with complex objects including polylines, regions and multilines; defining blocks and attributes; using external reference files and image files; using layouts and advanced plotting features.  This course is designed for students comfortable with the basics of creating an AutoCAD drawing as taught in AutoCAD Introduction.                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##CPO 0400   CONTINUING STUDIES                 COMPUTER MAINTENANCE AND REPAIR                                                                                                                                                                              

THIS COURSE IS INTENDED TO PREPARE STUDENTS FOR ENTRY-LEVEL COMPUTER REPAIR.  IT IS A HARDWARE- ORIENTED COURSE WHICH CONSISTS OF APPROXIMATELY 60% LAB, AND 40% LECTURE.  TOPICS COVERED ARE SAFETY AND PC ASSEMBLY, PC HARDWARE, TROUBLESHOOTING, SYSTEM SOFTWARE, SYSTEM BOARDS, MICROPROCESSORS, I/O DEVICES, VIDEO DISPLAYS, MAGNETIC STORAGE, MULTIMEDIA COMPONENTS, PRINTERS, DATA COMMUNICATIONS, APPLE/MACINTOSH, PREVENTIVE MAINTENANCE, AND A+ PREPARATION.                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##CSO 0100   CONTINUING STUDIES                 Human Relations 1                                                                                                                                                                                            

This introductory course explores the characteristics and concepts necessary to being an effective and emphatic listener.  The course will explore how to transmit positive attitude to customers, as well as understanding how to manage objections and extending courtesy in the customer service environment.                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##CSO 0105   CONTINUING STUDIES                 Communications 1                                                                                                                                                                                             

This course will explore the barriers to effective communication, examine verbal and nonverbal communication, as well as differentiate between various styles of communication. Emphasis will be placed on active listening skills, verbal articulation, diction and enunciation for effective communication.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##CSO 0110   CONTINUING STUDIES                 Conflict Resolution 1                                                                                                                                                                                        

This course is designed to give the student an insight into the difference between conflict and confrontation to understanding the two primary reasons for conflict, to specifying the steps necessary to cooperative resolution, and defining what can be done to better manage conflict in the workplace.                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##CWO 0105   CONTINUING STUDIES                 MS OUTLOOK                                                                                                                                                                                                   

Getting to know the basics of MS Outlook. Includes maintaining e-mail, attachments and links.  Participants will also learn how to use the calendar to set appointments, and plan events and meetings.  Tasks, Journal and Contacts will also be explored.  Course includes hands on computer usage.                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##CWO 0107   CONTINUING STUDIES                 Photoshop "Elements"                                                                                                                                                                                         

Learn the basic elements of photo fundamentals including removing red eye, resizing and color correction.  Students will also learn how to manage photos for sending and receiving with email.                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##CWO 0109   CONTINUING STUDIES                 PhotoShop for the Web                                                                                                                                                                                        

This course will concentrate on using PhotoShop for web productions.  It is designed for those that desire graphically enhanced websites.                                                                                                                    

                                                                                                   $                                                                                                                                                         

##CWO 0111   CONTINUING STUDIES                 Access Introduction                                                                                                                                                                                          

Learn how to create and navigate a database; utilize single and multiple tables; enter and update data, perform queries and print customized reports.                                                                                                        

                                                                                                   $                                                                                                                                                         

##CWO 0115   CONTINUING STUDIES                 Excel Basics                                                                                                                                                                                                 

This course teaches students how to create, modify and format worksheets;work with toolbars, formulas ranges and functions; and format and print work- sheets.                                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##CWO 0116   CONTINUING STUDIES                 Excel Intermediate                                                                                                                                                                                           

This course teaches students how to create, modify and format charts;use advanced formulas and format  and work with multiple worksheets and workbooks. Students will also learn how to freeze panes and split worksheets.                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##CWO 0117   CONTINUING STUDIES                 Excel Advanced                                                                                                                                                                                               

Course teaches student how to create and sort databases; use database functions; filters & queries; create & modify pivot tables; audit worksheets; and create scenarios & custom reports.                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##CWO 0118   CONTINUING STUDIES                 MS Office                                                                                                                                                                                                    

An overview of the common applications of word processing, spreadsheets, presentation software and email.  Applications include Microsoft Word, Excel, Power Point and Outlook.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##CWO 0119   CONTINUING STUDIES                 Create a Web Page                                                                                                                                                                                            

This course introduces students to the fundamentals of planning and creating a web site, connecting web pages, and publishing and maintaining your website.  Focus is on tools, basic HTML and use of Front Page software for web page design.                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##CWO 0120   CONTINUING STUDIES                 Word Basics                                                                                                                                                                                                  

This course teaches students how to create and save documents, edit documents, manipulate text, formate text and paragraphs, find and replace text and use proofing tools.                                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##CWO 0121   CONTINUING STUDIES                 Word Intermediate                                                                                                                                                                                            

This course teaches students how to use templates; create letters, envelopes, and labels;use styles; use outlines;use headers and footers; create and use tables;work with columns;and use graphic elements in documents.                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##CWO 0122   CONTINUING STUDIES                 Word Advanced                                                                                                                                                                                                

One day course aimed at the business professional. Course explores more advanced features of Word 2000 including templates, online forms, long documents, master documents, and creating HTML documents.                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##CWO 0123   CONTINUING STUDIES                 MS PROJECT                                                                                                                                                                                                   

Course teaches students how to create project schedules, work with various project views, create and outline tasks, assign task relationships, and apply constraints.  Topics also include calendar and deadline dates, creating and assigning resources, and assigning and tracking project costs.                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##CWO 0124   CONTINUING STUDIES                 MS PUBLISHER                                                                                                                                                                                                 

USING MS PUBLISHER TO CREATE GREETING CARDS AND FLYERS.  INCLUDES TEXT FRAMES, IMPORTS, MODIFYING PUBLICATIONS.  CREATING A TABLE FRAME, AUTOFORMAT, BORDERS, SIGN GALLERY.  INSERTING CLIP ART. CREATING WORD ART AND DRAWING OBJECTS.  CONVERTING A PUBLICATION FOR THE WEB AND INSERTING HYPERLINKS.  HANDS ON COMPUTER USAGE.                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##CWO 0125   CONTINUING STUDIES                 Power Point                                                                                                                                                                                                  

This course teaches students how to create, modify format, build and run PowerPoint slide shows, as well as use WordArt, ClipArt, and more.                                                                                                                  

                                                                                                   $                                                                                                                                                         

##CWO 0127   CONTINUING STUDIES                 EBAY - Buying & Selling                                                                                                                                                                                      

Learn how to register and navigate on eBay, gauge pricing, proper etiquette, preparing digital images, auctions, bidding, payment methods, communication techniques, reviewing & posting feedback and various tips.                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##CWO 0128   CONTINUING STUDIES                 QuickBooks Basics                                                                                                                                                                                            

This course is aimed at the business professional and introduces QuickBooks basic features including managing revenue, expenses, payroll processing, and how to book inventory.  Additional topics are covered in Quickbooks Intermediate.                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##CWO 0130   CONTINUING STUDIES                 FRONTPAGE                                                                                                                                                                                                    

ONE DAY COURSE AIMED AT THE BUSINESS PROFESSIONAL. EXPLORES THE BASICS OF HTML, CREATING AND MAINTAINING A WEB SITE USING FRONTPAGE, MODIFYING WEB PAGES, AND WEB PLANNING AND STYLE.                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##CWO 0132   CONTINUING STUDIES                 DREAMWEAVER BASICS                                                                                                                                                                                           

Dreamweaver lets you create websites and applica- tions by hand-coding, visual design, or a combination of the two.  Topics in this course include basic HTML;Cascading Style Sheets (CSS); site control;optimizing images;hyperlinks and anchors;tables, layouts, frames and more.                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##CWO 0133   CONTINUING STUDIES                 DREAMWEAVER INTERMEDIATE                                                                                                                                                                                     

Dreamweaver lets you create websites and applicati ons by hand-coding, visual design, or a combination of the two.  Topics in this course include more on HTML and CSS;browser behaviors, libraries, plugins, viewers and players; and more on FTP and integration features.                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##CWO 0136   CONTINUING STUDIES                 Web E-Commerce                                                                                                                                                                                               

The last of five modules, this course with the advanced HTML code, including more complex tables and frames, style sheets and forms.  Students will also be introduced to XHTML, XML and Java Script. Legal, copyright and contract issues will be explored.                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##CWO 0137   CONTINUING STUDIES                 HTML INTRODUCTION                                                                                                                                                                                            

This course introduces the budding web designer to the basics of web page design.  The goal of this course is to familiarize the students with HTML and some of the tools and techniques needed to put  eye-catching information online.  Throughout the sessions students will follow step-by-step lessons  that will assist in designing web pages efficiently and effectively.                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##CWO 0138   CONTINUING STUDIES                 Fireworks Web Graphics                                                                                                                                                                                       

Students will learn to design and optimize web graphics for easy integration into their web site.   They will create, edit and animate web graphics using a complete set of bitmap and vector tools. Use export controls to optimize images, give them advanced interactivity, and export them into Macromedia Dreamweaver and other HTML editors. Launch and edit Fireworks graphics from inside Dreamweaver or Macromedia Flash.                                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##CWO 0145   CONTINUING STUDIES                 Flash Web Animations Introduction                                                                                                                                                                            

Course teaches students to design and deliver low-bandwidth animations, presentations, and web sites using Macromedia Flash.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##CWO 0146   CONTINUING STUDIES                 Flash Web Animations Intermediate                                                                                                                                                                            

Intermediate Flash will build upon the Introduction to Flash class by adding to your knowledge of scripting, publishing and creation of buttons, instances and scenes.                                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##CWO 0166   CONTINUING STUDIES                 Adobe Photoshop Basics                                                                                                                                                                                       

This course helps students how to manipulate or create graphic ojbects.  Students will learn different graphic formats, how to manipulate scanned images, and saving and editing different graphic formats.                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##CWO 0167   CONTINUING STUDIES                 Keyboarding Skills for Speed and Accuracy                                                                                                                                                                    

This course provides instruction in keyboarding for skill and accuracy.  Teaches basic skills for keyboarding and word processing.  Students will develop touch control for the keyboard.                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##CWO 0168   CONTINUING STUDIES                 Photoshop Intermediate                                                                                                                                                                                       

Adobe Photoshop is a graphics processing software  which allows users to manipulate or create graphic objects.  Students will work with the more  advanced Photoshop tools.  This course will focus  on creating graphics and manipulating images and text.  The emphasis will be on web-based distribution.                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##CWO 0169   CONTINUING STUDIES                 QuickBooks Intermediate                                                                                                                                                                                      

This course is aimed at the business professional. It builds upon the QuickBooks Basic course and covers additional features such as:  multi-user mode; online banking; inventory; reports and graphs; work orders; estimates and invoicing; and exporting and importing within QuickBooks. Knowledge of QuickBooks Basic topics is suggested.                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##CWO 0170   CONTINUING STUDIES                 QuickBooks Payroll                                                                                                                                                                                           

This course will give an overview of payroll in QuickBooks including: employee information setup, writing and printing checks, tracking and paying payroll tax, liabilities and complying with taxing authorities, creating and printing payroll reports.                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##CWO 0171   CONTINUING STUDIES                 Internet Business Foundations                                                                                                                                                                                

This course introduces students to the Internet and how to use Web browsers, e-mail, newsgroups, FTP, telnet and search engines.  Students gain experience with multimedia including RealPlayer, Shockwave and Flash and will learn the basics of electronic commerce and security issues.                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##CWO 0172   CONTINUING STUDIES                 Site Development Foundations                                                                                                                                                                                 

This course teaches students how to build web pages using HTML using both text editors and Graphical User Interfaces (GUI).  Students will also learn how to use Cascading Style Sheets (CSS), JavaScript, Extensible Hypertext Markup Language (XHTML), Dynamic HTML (DHTML) and the Document Object Model (DOM).                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##CWO 0173   CONTINUING STUDIES                 Networking Technology Foundations                                                                                                                                                                            

This course teaches students fundamental networking concepts and practices.  Students will work with and understand network architecture and standards, networking protocols, Internet servers,  server-side scripting, database connectivity, and  security.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##CWO 0174   CONTINUING STUDIES                 Design Methodology and Technology                                                                                                                                                                            

This course teaches students how to create and manage a website using tools such as Dreamweaver, Flash, Photoshop, FrontPage and DHTML.  Students will use the latest strategies to develop third- generation Web sites, evaluate design tools, discuss future technology standards, and explore compatibility issues.                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##CWO 0182   CONTINUING STUDIES                 Specialized Office Training                                                                                                                                                                                  

Course designed for those with computer experience.  Students work independently in a computer classroom on specific Microsoft Office topics that they choose.  Experienced instructor present to guide and answer questions as you go. An example might include learning how to do Mail Merge or how to take data and make a chart in Excel. Once registered, students must email instructor before class starts with their topics.                                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##CWO 0183   CONTINUING STUDIES                 Computer Skills                                                                                                                                                                                              

Course will cover various computer topics.                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##CWO 0184   CONTINUING STUDIES                 Computer Basics                                                                                                                                                                                              

Course is designed for those with little or no computer experience.  Students learn how to use a computer by doing hands-on exercises.  Topics include toolbars, menus, files, folders, desktop icons, Windows, computer settings, adding and removing programs and file management.                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##CWO 0185   CONTINUING STUDIES                 Webmaster Certification Exam                                                                                                                                                                                 

This course provides students the opportunity to take the Certified Internet Webmaster exams. The voucher is included in the tuition and will be provided in class                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##CWO 0186   CONTINUING STUDIES                 Forms in Word                                                                                                                                                                                                

Prerequisite:  Word Basics or equivalent knowledge.  Microsoft Word provides sample forms you can use "as is" or as a starting point for creating custom forms. Learn how to use several common business forms, including invoices, purchase orders, and weekly time sheets or create your own customized form.                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##CWO 0187   CONTINUING STUDIES                 Charts in Excel                                                                                                                                                                                              

Prerequisite:  Excel Basics or equivalent knowledge.  Charts make it easy to see data comparisons, patterns, and trends.  In this course, students will learn how to create charts, explore the different types of charts, customize charts, and more.                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##CWO 0188   CONTINUING STUDIES                 Pivot Tables in Excel                                                                                                                                                                                        

Prerequisite:  Excel Basics or equivalent knowledge.  Learn about the Excel PivotTable feature which organizes, summarizes, and analyzes your data to reveal its meanings.  PivotTable reports make it all so easy: they compare, they reveal, they analyze, by displaying different views of data, turning data into information that makes sense.                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##CWO 0189   CONTINUING STUDIES                 Mail Merge in Word                                                                                                                                                                                           

Prerequisite:  Word Basics or equivalent knowledge.  Learn how to use mail merge in Microsoft Word to produce envelopes and labels for mass mailings. Then explore how to go beyond the basics to create personalized form letters or e-mail messages, numbered coupons, and more. Using mail merge, all you have to do is create one document that contains the information that is the same in each copy, and add some placeholders for the information that is unique to each copy. Word takes care of the rest.                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##CWO 0190   CONTINUING STUDIES                 Internet & Email Basics                                                                                                                                                                                      

This course offers a step-by-step hands-on approach for learning about the Internet, including such topics as:  browsing, e-mail, searching, communicating on the Web, and Web browser security.                                                                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##CWO 0191   CONTINUING STUDIES                 Computer Basics Spanish                                                                                                                                                                                      

This course is taught in Spanish and designed for those with little or no computer experience. Students learn by doing hands-on exercises. Topics include how to identify parts of a computer; computer terminology; Windows operating system; desktop icons; menus & toolbars; control panel; file management; working with files & folders; basic Internet and more.                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##CWO 0192   CONTINUING STUDIES                 Digital Photography                                                                                                                                                                                          

This course covers the basics of digital photography, equipment, software, printing, and how to place photos on the web and/or send them as attachments.  Students do not need a digital camera to take this course.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##CWO 0193   CONTINUING STUDIES                 Computer Troubleshooting                                                                                                                                                                                     

Learn how to diagnose and fix common computer problems and also how to maintain and optimize a Windows PC.  This course is designed for anyone that works in a computer environment, is responsible for computer maintenance or just wants to learn more about the internal workings of a computer.                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##CWO 0194   CONTINUING STUDIES                 Internet Surf-n-Turf                                                                                                                                                                                         

Learn the important issues of copyright and fair use of images, video, music and other media downloaded from the Internet.  Students also learn what a vast resource the Internet is and step-by-step lessons on finding a variety of media on the Internet.  This course is a must for anyone that does business on the Internet or designs and/or maintains websites.                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##CWO 0195   CONTINUING STUDIES                 Podcasting                                                                                                                                                                                                   

Discover how to create and listen to lectures, music or videos on demand.  A podcast is audio or visual content that is automatically delivered over a network and can be accessed with an iPod, laptop or desktop computer.  This course is designed for educators or anyone that desires to send their audio message worldwide.                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##CWO 0196   CONTINUING STUDIES                 PDA Basics                                                                                                                                                                                                   

From managing contacts and scheduling appointments to sending email and instant messages, a personal digital assistant (PDA) can help you keep organized and stay in touch.  If you're still using a paper planner, maybe it's time to catch up with technology and upgrade to a PDA.  A PDA enables you to keep your entire day-to-day schedule and contact information at hand and in your pocket. And you won't have to enter the same thing twice--you can easily make updates on your computer and synchronize data to the PDA.                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##CWO 0197   CONTINUING STUDIES                 PowerPoint Presentations                                                                                                                                                                                     

This course is designed for those with previous computer and MS Office experience.  Students learn how to create basic classroom presentations using Microsoft PowerPoint software.  Topics will include basic presentations, templates, slideshows, and how to import and use graphics and music.                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##CWO 0198   CONTINUING STUDIES                 Acrobat Tips & Tricks                                                                                                                                                                                        

Adobe Acrobat allows users to create, view, print, protect and search Adobe PDF files as well as: collaborate online and share documents in real time; combine files from multiple applications; use digital signatures; scan paper documents into PDF and recognize text with optical character recognition (OCR); create fillable PDF forms; recognize form fields and convert to interactive fields and much more.                                                                                                     

                                                                                                   $                                                                                                                                                         

##CWO 0199   CONTINUING STUDIES                 Adobe Illustrator                                                                                                                                                                                            

Adobe Illustrator CS2 software gives you powerful new creative options, easier access to tools, and the versatility to quickly produce flexible graphics for print, video, the Web, and mobile devices.  This course is taught on IBM PC's - not MACs.                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##DOO 0100   CONTINUING STUDIES                 Dental Practice Act - Rules and Regulations                                                                                                                                                                  

By combining the following learning objectives, the student will develop knowledge of the expanded functions for Dental Assistants and Dental Hygienists as permitted by the rules and regulations of the Florida State Board of Dentistry, and the level of supervision required for each expanded function.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##DOO 0101   CONTINUING STUDIES                 Bloodborne Pathogens/HIV for Dental Professionals                                                                                                                                                            

The student will gain knowledge of disease transmission and infectious process as basis for understanding and implementation of safe practices for both the patient and dental team.                                                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##DOO 0102   CONTINUING STUDIES                 OSHA/MSDS for Dental Professionals                                                                                                                                                                           

The student will gain knowledge of disease transmission and infectious process as basis for understanding and implementation of safe practices for both the patient and the dental team.                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##DSO 0117   CONTINUING STUDIES                 Certified Orthodontic Assistant                                                                                                                                                                              

This course includes instruction on the history of orthodontics, malocclusion, vocabulary, photographs, bracket slot, wires, tooth movement, and all phases of bonding, wires, headgear, and retainer finishing.  This course includes taking the State Expanded Functions Orthodontic Examination.  LIMITED ACCESS COURSE: PBCC Dental Assisting and Dental Hygiene Students ONLY.                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##DSO 0118   CONTINUING STUDIES                 Monitoring Nitrous Oxide Oxygen Conscious Sedation                                                                                                                                                           

This course is designed to provide the basic knowledge and clinical practice necessary for the dental assisting and dental hygiene student to perform the expanded function permitted by the rules and regulations of the Florida State Board of Dentistry. Lecture, class discussion and laboratory experience included.  LIMITED ACCESS COURSE: PBCC Dental Assisting and Dental Hygiene Students ONLY.                                                                                                                 

                                                                                                   $                                                                                                                                                         

##EDO 0001   SOCIAL SCIENCE                     Alternative Certification Survival Training 1                                                                                                                                                                

A comprehensive survival training curriculum for alternative education certification candidates. Overview of district, code of ethics & professionalism, and cummication.                                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##EDO 0002   SOCIAL SCIENCE                     Alternative Certification Survival Training 2                                                                                                                                                                

A continuation of Survival Training I: Educator accomplished practices, planning, classroom climate, and local school issues.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##EDO 0003   SOCIAL SCIENCE                     Alternative Certification Survival Training 3                                                                                                                                                                

A continuation of Survival Training I: Educator accomplished practices, planning, classroom climate, and local school issues.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##EDO 0015   SOCIAL SCIENCE                     Algebra 1 Seminar                                                                                                                                                                                            

This course will be offered to middle and high school algebra teachers.  Topics covered will include: familiarization with algebra textbook, instructional resources, algebra I curriculum, teaching tools, teaching methodologies, technology, lesson planning, and making presentations.                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##EDO 0016   SOCIAL SCIENCE                     Geometry Academy                                                                                                                                                                                             

This course is for the middle and high school geometry teachers.  It will prepare them to become more effective geometry instructors by enhancing their course content and developing their pedagogical skills through the use of technology and math manipulatives.                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##EDO 0030   SOCIAL SCIENCE                     Behavior Management in the Classroom                                                                                                                                                                         

This course is for current or soon-to-be teachers seeking training in behavior management in the classroom.  It covers structured teaching, applied  behavior analysis, and principles derived from learning laboratory to educational and social problems.  Course includes hands-on activities.                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##EDO 0040   SOCIAL SCIENCE                     Classroom Management Workshop                                                                                                                                                                                

This course teaches participants an overview of the Palm Beach County School District and Educator Accomplished Practices.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##EMO 0018   CONTINUING STUDIES                 EMERGENCY VEHICLE OPERATOR CLASS                                                                                                                                                                             

Topics covered in this class include driver selection, health and legal issues, vehicle inspections, normal driving conditions and emergency vehicle operations, course layout, course operations as well as scene safety issues. Course includes both written and practical testing.                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##EMO 0031   CONTINUING STUDIES                 ACLS Provider                                                                                                                                                                                                

This course addresses cardiovascular monitoring, pharmacology, electrical therapy and advanced airway techniques used in acute/post MI patients. ECG recognition is an essential element of the ACLS course, and participants will be responsible for the identification and interpretation of ECG rhythms. An ECG course is strongly recommended prior to enrollment in ACLS, as you will not be taught ECGs in this class.  Textbook is required. You should prepare for the course by completing the pre-course checklist that comes with your ACLS Provider Manual.  Bring the checklist with you to the course.  The resuscitation scenarios require that your BLS skills and knowledge are current. You will be tested on adult 1-rescuer CPR and AED skills at the beginning of the ACLS Provider course.  You will not be taught how to do CPR or how to use an AED.  You should review, understand, and complete the ECG and Pharmacology pre-course assessment tests on the ACLS student CD.                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##EMO 0032   CONTINUING STUDIES                 ACLS Renewal                                                                                                                                                                                                 

This course is designed to update and renew qualified providers in ACLS.  Participants must bring current ACLS card to class.  Your BLS skills and knowledge must be current, and you will be tested on these skills at the beginning of this course.  Textbook is required.                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0039   CONTINUING STUDIES                 ACLS Renewal                                                                                                                                                                                                 

This course is designed to update and renew qualified providers in ACLS.  Prerequisite: current ACLS card, current licensure in one of the  following categories:  nursing, physician, paramedic.                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##EMO 0042   CONTINUING STUDIES                 BTLS BSC TRAUMA LIFE SUPPORT                                                                                                                                                                                 

This course includes advanced and basic training designed to provide the student with knowledge necessary to efficiently handle trauma patients. Students participate in both written and practical testing.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0072   CONTINUING STUDIES                 HIV/AIDS and Bloodborne Pathogens Update                                                                                                                                                                     

The purpose of this class is to make the EMS provider aware of the current state of epidemiology and treatment of HIV/AIDS and other bloodborne pathogens.  The discussion will include recognition of AIDs-related complex and true AIDS, and the complications of the HIV infection. Hepatitis, meningitis and tuberculosis will be included in the discussion.  Safety for EMS personnel and infection-control procedures will be emphasized.  Current Florida Law and its impact on EMS care will be discussed.                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##EMO 0092   CONTINUING STUDIES                 Disaster Preparedness                                                                                                                                                                                        

This course covers the relationship of disaster preparedness to the disaster continuum and discusses the formulation of policies for guiding disaster preparedness programs.  Specific subjects that are covered include communications, department procedures, and available resources.                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##EMO 0098   CONTINUING STUDIES                 EMS TELECOURSE                                                                                                                                                                                               

EMS TELECOURSE                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0109   CONTINUING STUDIES                 EMT/Medic Written & Practical Skills Testing                                                                                                                                                                 

Practical skills testing for candidates for EMT or paramedic positions with Palm Beach Gardens Fire Rescue.                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##EMO 0111   CONTINUING STUDIES                 Paramedic Assessment                                                                                                                                                                                         

Scenario-based skills evaluation for paramedics.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##EMO 0123   CONTINUING STUDIES                 Basic Life Support Provider                                                                                                                                                                                  

The BLS for Healthcare Provider course is designed to teach the skills of CPR for victims of all ages, use of an AED, and relief of foreign-body airway obstruction. It is intended for participants who provide health care to patients in a wide variety of settings, including in-hospital and out-of-hospital settings. The course is also designed for anyone who is required to take a healthcare provider course for employment. Individuals who successfully complete the class receive an American Heart Association BLS for Healthcare Provider course completion card.  Textbook is required for this course.                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0124   CONTINUING STUDIES                 BLS Renewal                                                                                                                                                                                                  

This course is for health professionals who are renewing only. Participants must possess a current BLS for Healthcare Providers card and bring it with them to class.  Textbook is required for this course.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0125   CONTINUING STUDIES                 CPR BASIC LIFE SUPPORT INSTRUCTOR                                                                                                                                                                            

Prerequisites:  Proof of completion of AHA Core Instructor course; Submission of completed AHA Instructor Candidate form; Current BLS Provider card.  Non-healthcare professionals must also have current first aid status. This course provides instructor candidates with the knowledge and skills necessary to teach Basic Life Support (BLS) courses for healthcare providers and lay rescuers.  Candidate must have a willingness and desire to teach in accordance with the scientific and program guidelines of theAmerican Heart Association.  Participants are expected to have already mastered the psychomotor skills and the didactic material of BLS.                                                                                                                     

                                                                                                   $                                                                                                                                                         

##EMO 0126   CONTINUING STUDIES                 Heartsaver AED                                                                                                                                                                                               

Heartsaver AED is designed to teach CPR, use of an  automated external defibrillator (AED), and relief of foreign-body airway obstruction (FBAO) to all lay rescuers, particularly those who are expected to respond to emergencies in the workplace.                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##EMO 0126 A CONTINUING STUDIES                 Heartsaver AED                                                                                                                                                                                               

Heartsaver AED is designed to teach CPR, use of an automated external defibrillator (AED), and relief of foreign-body airway obstruction (FBAO) to all lay rescuers, particularly those who are expected to respond to emergencies in the workplace.                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##EMO 0129   CONTINUING STUDIES                 Basic Life Support Renewal                                                                                                                                                                                   

This course is for health professionals who are renewing only.  Participants must possess a current BLS for Healthcare Providers card and bring it with them to class.  Textbook is required for this course.                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##EMO 0130   CONTINUING STUDIES                 Family and Friends CPR                                                                                                                                                                                       

This program is designed to prepare the lay rescuer to provide CPR in a safe, timely and effective manner.  This course includes instruction on CPR for all ages including adult, child and infant CPR.                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##EMO 0131   CONTINUING STUDIES                 Heartsaver for Apprentices                                                                                                                                                                                   

This class is designed to teach CPR and relief of foreign-body airway obstruction to all lay rescuers, particularly those who are expected to respond to emergencies in the workplace.  This class will focus on adult/child CPR and FBAO.                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##EMO 0132   CONTINUING STUDIES                 ACLS Renewal                                                                                                                                                                                                 

This course is designed to update and renew qualified providers in ACLS.  Participants must bring current ACLS card to class.  Your BLS skills and knowledge must be current, and you will be tested on these skills at the beginning of this course.  Textbook is required for this course.                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0134   CONTINUING STUDIES                 Advanced Cardiac Life Support Instructor                                                                                                                                                                     

The purpose of an ACLS Instructor course is to develop proficiency in teaching, organizing and conducting a provider course.  ACLS Instructors must have a firm working knowledge of the ACLS material.  They are also expected to demonstrate in-depth factual knowledge of emergency cardiac care.  Participants learn to design a provider course to meet the needs of a particular student population.  Currently accepted principles of adult learning, the use of interactive teaching strategies, and the ability to sequence instruction and evaluate progress are essential parts of the course.  Participants must hold current American Heart Association BLS for Healthcare Provider and ACLS Provider cards, and must have completed the AHA Core Instructor course.                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##EMO 0135   CONTINUING STUDIES                 Advanced Cardiac Life Support Renewal Testing                                                                                                                                                                

This course is designed to update and renew qualified providers in ACLS.  Participants must bring current ACLS card to class.  Your BLS skills and knowledge must be current, and you will be tested on these skills at the beginning of this course.  Textbook is required for this course. Review of ACLS material conducted in a separate class session.                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0138   CONTINUING STUDIES                 Beyond Cultural Awareness                                                                                                                                                                                    

This is a four-hour introduction to the roles and responsibilities of EMS personnel as they are called upon to assist individuals with low English  proficiency.  The course examines the current and  ever-changing demographics of South Florida in relation to EMS provider duties and responsibilities.  During the course, each student  is given opportunities to use various verbal and non-verbal communication tools.  It is assumed that course participants have had some cultural awareness training prior to enrolling in this class.                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##EMO 0141   CONTINUING STUDIES                 ITLS Recertify                                                                                                                                                                                               

This course is designed to recertify qualified providers in ITLS.                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0144   CONTINUING STUDIES                 ITLS Instructor                                                                                                                                                                                              

This course is designed to provide the ITLS instructor candidate with instruction in lecturing and teaching the psychomotor skills of the ITLS course according to the standards of the state and national ITLS program.  Prerequisites:  Current ITLS Certification with Instructor Potential (IP) rating.  LEtter of recommendation from your area medical director or ITLS affiliate faculty member and a letter briefly describing your past teaching experience.                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##EMO 0145   CONTINUING STUDIES                 Heartsaver - Adult                                                                                                                                                                                           

This class is designed to teach CPR and relief of foreign-body airway obstruction to all rescuers, particularly those who are expected to respond to emergencies in the workplace.                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##EMO 0149   CONTINUING STUDIES                 Documentation for the EMS Provider                                                                                                                                                                           

This course focuses on the importance of good documentation.  Elements of good documentation are reviewed including objectivity and accuracy, timeliness, completeness and clarity.  Forms utilized by the fire-rescue agency are reviewed. Narrative exercises are also included.                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##EMO 0154   CONTINUING STUDIES                 Pre-Hospital 12-Lead EKG Refresher (4 Hours)                                                                                                                                                                 

This course is designed to update qualified providers in 12-lead EKG for Pre-hospital care.                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##EMO 0160   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and topics for the licensed paramedic.  All materials presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0161   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and topics for the licensed paramedic.  All materials presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0170   CONTINUING STUDIES                 Paramedic Refresher                                                                                                                                                                                          

This 32-hour course provides a review of critical issues and topics for the paramedic currently certified by the State of Florida.  All materials presented follow the EMT-Paramedic Refresher Training program set forth by the U.S. DOT at the time of the course.                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##EMO 0171   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##EMO 0172   CONTINUING STUDIES                 Paramedic Continuing Education B                                                                                                                                                                             

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0175   CONTINUING STUDIES                 National Registry Exam - EMTs                                                                                                                                                                                

Upon successful completion of the exam, the student will be nationally registered as an EMT. All participants must complete and submit a separate National Registry application with appropriate fee prior to the exam.  This section is for EMT-Basic only.                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0179   CONTINUING STUDIES                 EMT-Basic Continuing Education                                                                                                                                                                               

This course is designed to meet the recertification needs of the currently certified EMT-Basic. The course length is 4 hours. Updates on current trends in pre-hospital care will be covered.                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##EMO 0180   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0181   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and  and topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT  at time of course.                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##EMO 0182   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0183   CONTINUING STUDIES                 Paramedic Continuing Education                                                                                                                                                                               

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0191   CONTINUING STUDIES                 Pediatric Assessment / Jump START Pediatric Triage                                                                                                                                                           

This class is targeted at pediatric victims of mass casualty incidents.  The use of the START system (Sudden Triage And Rapid Treatment) will be  taught with the main focus on infant and children victims.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0192   CONTINUING STUDIES                 MCI and ERG Drill                                                                                                                                                                                            

This training drill covering MCI procedures, START  Triage and the use of the ERG book, is designed to assess the retention of necessary job skills for fire-rescue personnel.                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0198   CONTINUING STUDIES                 EMS TELECOURSE                                                                                                                                                                                               

EMS TELECOURSE                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0199   CONTINUING STUDIES                 Anatomy Refresher at the Bodies Exhibit                                                                                                                                                                      

This coures consists of a walking tour through the Bodies Exhibit.  The student will examine first hand the bodies of humans that have been preserved and dissected to allow for three-dimensional examination.  Information about the body systems is detailed on placards throughout the exhibit. The tour takes the student on a logical and progressive path of anatomical recognition and organ system identification.  Various organs and body systems have been chosen to display the pathophysiology of the human disease process.  The student is given the opportunity to examine anatomical references that will assist the practitioner in performing life saving techniques and making critical diagnosis.                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##EMO 0200   CONTINUING STUDIES                 Medication Update for Paramedics                                                                                                                                                                             

An update containing current information about drugs carried by paramedics in the field.  The target audience is currently working paramedics who are directly involved in patient care.  It is also intended for the supervisors of those paramedics.                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##EMO 0201   CONTINUING STUDIES                 Basic EKG and Arrhythmia Recognition                                                                                                                                                                         

This course (48 contact hours) prepares participants to interpret EKG rhythm strips.  The class is inclusive of arrhythmias involving the SA  node, AV junction and ventricles; additional discussion of AV conduction disorders and basic principles of pacing are addressed.                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0202   CONTINUING STUDIES                 12 Lead EKG                                                                                                                                                                                                  

This course prepares participants to interpret Axis deviation, Hemiblock, Bundle Branch Block and patterns of infarction and injury on the 12 Lead EKG.                                                                                                      

                                                                                                   $                                                                                                                                                         

##EMO 0203   CONTINUING STUDIES                 Paramedic Continuing Education (A)                                                                                                                                                                           

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0204   CONTINUING STUDIES                 Paramedic Continuing Education (B)                                                                                                                                                                           

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0205   CONTINUING STUDIES                 Paramedic Continuing Education (C)                                                                                                                                                                           

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0206   CONTINUING STUDIES                 Paramedic Continuing Education (D)                                                                                                                                                                           

This course covers a review of critical issues and  topics for the licensed paramedic.  All material presented follows the EMT-Paramedic Refresher Training Program set forth by the US DOT at time of course.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMO 0210   CONTINUING STUDIES                 PBCFR Paramedic Candidate School                                                                                                                                                                             

This course covers Palm Beach County Rescue protocols, policies and procedures for new paramedics with this department.  Participants will review protocols and then practice skills and participate in medical and trauma scenarios. Written and protocol skills testing will also be included.                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##EMO 0230   CONTINUING STUDIES                 Radiological Emergencies Awareness                                                                                                                                                                           

This course is a radiological/nuclear overview designed for first responders and other personnel who are likely to be the first to arrive on the scene of a radiological/nuclear incident.  It focuses on the basics of radiation, possible health effects and hazard identification and proper notification procedures.                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##EMO 0250   CONTINUING STUDIES                 Employment Entry Training                                                                                                                                                                                    

This course is designed to assist students and prepare them to successfully deal with the many dimensions of a job search and the skills necessary for an effective interview. Topics include: job application, cover letter and biography, resume writing and presentation, and interviewing preparation and interviewing skills. Students will learn how to mentally prepare for a job search and how to apply and present themselves based on their individual strengths. The class is designed for firefighters, EMT's and paramedics.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##EMO 0251   CONTINUING STUDIES                 Effective Report Writing for EMS Personnel                                                                                                                                                                   

The purpose of this class is to make the EMS provider aware of effective report-writing techniques to protect the patient, the care provider, and the EMS agency. The discussion will include current Florida statutory requirements and other reasons for documentation of patient care. Legal issues that may affect EMS providers are discussed in the context of defensive report writing. Information presented will be general in nature, and not based on any individual department's protocols.                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##EMO 0298   CONTINUING STUDIES                 EMS TELECOURSE                                                                                                                                                                                               

EMS TELECOURSE                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0300   CONTINUING STUDIES                 EKG Interpretation Review for Paramedics                                                                                                                                                                     

This course provides a review of rhythm interpretation with a strong emphasis on clinical correlation.  It is intended for the health care professional who has experience in patient care and basic rhythm interpretation.  The basics of rhythm interpretation will be reviewed, with some intermediate concepts included.  Practice strips will be provided.  Clinical correlation will include discussions of the pathophysiology and hemodynamics of various cardiac rhythms, as well as some of the treatment options.  This will be taught on a level suitable for the student with some experience working with EKG monitors and patient care.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##EMO 0326   CONTINUING STUDIES                 Community Emergency Response Team (CERT) Training (24 Hours)                                                                                                                                                 

If available, emergency services personnel are the  best trained and equipped to handle emergencies and you should use them.  However, following a catastrophic disaster, you and the community may be on your own for a period of time because of the  size of the area affected, lost communications, and impassable roads.  CERT training is designed to prepare you to help yourself, your family, and your neighbors in the event of a catastrophic disaster.  Because emergency services personnel will not be able to help everyone immediately, you  can make a difference by using the training in this course to save lives and protect property. This training covers basic skills that are important to know in a disaster when emergency services are not available.  With training and practice and by working as a team, you will be able to do the greatest good for the greatest number after a disaster, while protecting yourself from becoming a victim.                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##EMO 0381   CONTINUING STUDIES                 EMT-Basic Refresher                                                                                                                                                                                          

This course is designed to meet the recertification needs of the EMT-Basic who is currently certified by the State of Florida.  The course length is 32 hours.  Course content includes BLS/CPR and a minimum of 2 hours in HIV/AIDS education.  Updates on current trends in pre-hospital care will be covered.  As Basic Life Support Renewal is included in the EMT Refresher, participants must bring their current Basic Life Support Provider card with them to class.                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##EMO 0382   CONTINUING STUDIES                 EMT-BASIC REFRESHER 30                                                                                                                                                                                       

THIS COURSE IS DESIGNED TO MEET THE RECERTIFICATION NEEDS OF THE CURRENTLY CERTIFIED EMT-BASIC.  THE COURSE LENGTH IS 30 HOURS. UPDATES ON CURRENT TRENDS IN PREHOSPITAL CARE WILL BE PROVIDED.                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##EMO 0384   CONTINUING STUDIES                 EMT-B REFRESHER (16)                                                                                                                                                                                         

THIS COURSE IS DESIGNED TO MEET A PORTION OF THE RECERTIFICATION NEEDS OF THE CURRENTLY CERTIFIED EMT-BASIC.  THE COURSE LENGTH IS 16 HOURS. UPDATES ON CURRENT TRENDS IN PREHOSPITAL CARE WILL BE COVERED.                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0387   CONTINUING STUDIES                 EMT-B Skills Review                                                                                                                                                                                          

This course is designed to provide a review of key skills for the certified EMT-B.  This training is intended to supplement the online EMS training that has been completed.                                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0388   CONTINUING STUDIES                 EMT-Basic Continuing Education (28)                                                                                                                                                                          

This course is designed to meet a portion of the recertification needs of the currently certified EMT-Basic.  The course length is 28 hours. Updates on current trends in pre-hospital care will be covered.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0389   CONTINUING STUDIES                 EMS SKILLS LAB                                                                                                                                                                                               

Scenario-based EMS skills lab for fire rescue agency personnel.                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##EMO 0398   CONTINUING STUDIES                 EMS TELECOURSE                                                                                                                                                                                               

EMS TELECOURSE                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##EMO 0500   CONTINUING STUDIES                 Water Rescue Refresher                                                                                                                                                                                       

This training session will focus on firefighter safety while working in or around water rescue incidents. Participants will review basic water rescue skills, perform search patterns and participate in a scenario involving a drowning patient.                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##EMO 0501   CONTINUING STUDIES                 Pediatric Advanced Life Support Instructor                                                                                                                                                                   

The Pediatric Advanced Life Support (PALS) Instructor course is designed to prepare Instructor candidates to make the transition from Provider to Instructor and to understand the instructional process. The course will also prepare Instructor candidates to teach others how to perform the basic and advanced life support techniques for children recommended by the American Heart Association.  The course includes planning lessons, understanding characteristics of adult learners, giving effective feedback, planning scenarios, and operating scenario stations.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##EMO 0502   CONTINUING STUDIES                 Pediatric Advanced Life Support Renewal Testing                                                                                                                                                              

This course is designed to update and renew qualified providers in Pediatric Advanced Life Support.  Prerequisites:  Current PALS Provider card and current BLS Provider card.  Review of PALS material conducted in a separate class session.                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##EMS 0336   CONTINUING STUDIES                 EMERGENCY VEHICLE OPERATOR COURSE                                                                                                                                                                            

THIS COURSE TEACHES STUDENTS A BASIC UNDERSTANDING OF, AND TECHNIQUES OF, AMBULANCE DRIVING.  THE COURSE INVOLVES BOTH CLASSROOM AND DRIVING SECTIONS.                                                                                                       

                                                                                                   $                                                                                                                                                         

##ENO 0004   CENTER FOR PERSONALIZED INST.      CLAST Review: Essay Skills                                                                                                                                                                                   

Prerequisite: A score below the state-mandated passing level on the essay subtest of CLAST~                                                                                                                                                                  

This course is designed for students who need an intensive review in college-level essay writing as a preparation for the CLAST.  The CLAST essay objectives will be emphasized.  Graded Satisfactory or Unsatisfactory (S or U).                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##ENO 0131   CENTER FOR PERSONALIZED INST.      CLAST Review: Writing Skills                                                                                                                                                                                 

This course reviews college-level grammar and writing skills for students who need to take the English language skills subtest of the CLAST. Sentence structure, usuage, and word-choice skills will be stressed as explained in the CLAST objectives.  Graded Satisfactory or Unsatisfactory (S or U).                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##FFO 0115   CONTINUING STUDIES                 Saving Our Own - Firefighter Survival                                                                                                                                                                        

The goal of the program is to provide firefighters  with training in street-smart survival tactics and to encourage them to "think outside the box" in order to gain the necessary skills to locate and remove lost or trapped firefighters more effectively from hostile environments.                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##FFO 0120   CONTINUING STUDIES                 PROMOTIONAL EXAM-WRITTEN                                                                                                                                                                                     

WRITTEN PORTION OF FIRE DEPARTMENT PROMOTIONAL ASSESSMENT.                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##FFO 0130   CONTINUING STUDIES                 PROMOTIONAL EXAM-PRACTICAL                                                                                                                                                                                   

PRACTICAL PORTION OF FIRE DEPARTMENT PROMOTIONAL ASSESSMENT.                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##FFO 0143   CONTINUING STUDIES                 SCBA / Engine Operations                                                                                                                                                                                     

The objective of this course is to review with participants the complete operation and testing of the Drager SCBA with integrated PASS device, to review the procedures for packaging of a downed firefighter for removal from the scene, and to review the donning and doffing of their SCBA.  At the end of the course, participants will successfully maneuver through a SCBA confidence course.  Students will also practice deploying the hose line.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##FFO 0145   CONTINUING STUDIES                 Emergency Response Guidebook Training                                                                                                                                                                        

This course has been developed to provide emergency responders with training in the use of the Emergency Response Guidebook.  ERG 2000 is designed for first responders to the scene of a hazardous materials accident.  This class is designed to ensure that all responders are familiar with the ERG 2000 book prior to an a accident.  The course will involve a review of the  entire book, and all students must successfully complete a written test at the end of the training program.                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##FFO 0150   CONTINUING STUDIES                 Fire Service Course Design                                                                                                                                                                                   

This course covers the principles of effective curriculum design.  It stresses the principles of adult learning and student-centered learning. Designing courses that address learning, performance, and behavioral objectives is the goal.                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##FFO 0162   CONTINUING STUDIES                 Flashover Awareness                                                                                                                                                                                          

This is a controlled live fire training class that  allows the student to see fire progress from the incipient stage through and including flashover. The student participates with the hands-on control  and extinguishment of the fire.                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##FFO 0163   CONTINUING STUDIES                 Fire Instructor II Test Prep Class                                                                                                                                                                           

This class is designed to prepare students for the  State of Florida Fire Instructor II Examination.                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FFO 0165   CONTINUING STUDIES                 New Hire Written Test                                                                                                                                                                                        

Written test designed to test subject matter knowledge of candidates for employment at a local fire-rescue agency.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FFO 0166   CONTINUING STUDIES                 Pump Operator Refresher Course                                                                                                                                                                               

This course includes a review of mathematics, hydraulics, laws and formulas applied to the fire service, as well as driving, operating and maintaining fire department apparatus.  Other topics, such as apparatus familiarization, EVOC, tools & equipment use, and practical evolutions with fire department apparatus will also be covered.                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##FFO 0174   CONTINUING STUDIES                 Live Fire Training Instructor                                                                                                                                                                                

This course is designed to prepare the student to function as the Instructor-In-Charge or Safety Officer during live fire training exercises. Students will learn to operate safely and effectively in accordance with applicable laws and standards.  The curriculum covers NFPA 1403 in detail, NFPA 1402, and parts of NFPA 1500.  There is extensive use of case studies and practical exercises to reinforce the lessons learned.                                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##FFO 0175   CONTINUING STUDIES                 Hotel Fire Training                                                                                                                                                                                          

Firefighters will review and perform the various activities that would be expected at a hotel fire. One of the goals of this activity is to evaluate compatibility and communication among multiple departments. Firefighters will break into groups and will rotate through four stations including Search and Rescue, Attack Lines and Backup Lines, Ventilation, and Rapid Intervention Teams.                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FFO 0176   CONTINUING STUDIES                 Quint and Special Operations Skills Training                                                                                                                                                                 

Crews assigned to the Quints and Special Operations will receive and perform various activities that would be expected at an incident where a patient may need to be lowered to the ground in a stokes basket. The crews from each unit will work together safely to lower patients. Training is limited to quints and special operations.                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##FFO 0177   CONTINUING STUDIES                 Initial Company Operations                                                                                                                                                                                   

This course will review the theories and concepts of incident command principles, incident priorities, strategy and tactical operations. Students will then apply lecture information in scenario-based operations with initial company assignments.                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0179   CONTINUING STUDIES                 Quint Training                                                                                                                                                                                               

This course is desgined for personnel who are assigned to a Quint.  The goal is to provide participants with a thorough understanding of the use and operation of the Quint and the equipment carried on-board.  Topics will include basic pump operations including elevated master streams and relay pumping, use of the thermal imaging camera (TIC) and building construction applications. Additional focus will be on aerial positioning, ventilation, forcible entry, search/rescue and ground ladders.                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FFO 0180   CONTINUING STUDIES                 Fire Instructor Recertification                                                                                                                                                                              

The Fire Instructor Recertification program is designed to revisit the learning objectives of the Fire Instructor Certification program.  It is not the intent of this program to duplicate the Fire Instructor curriculum.  Rather, this 40-hour course will devote 8 hours to each of five components, focusing on the current changes and issues relative to each.  They are Course Delivery, Course Design, Local and State Policies and Procedures, Live Fire Training Exercises, and Evaluation and Testing.  Special emphasis is given to using the tools and technologies of the craft.                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##FFO 0198   CONTINUING STUDIES                 EMS/Fire Inservice Training                                                                                                                                                                                  

Through a combination of self-study, evaluation, classroom and skills training, participants will complete a series of monthly modules on topics selected based upon the needs of the department, in consultation with the course instructor and the College.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0205   CONTINUING STUDIES                 Expanded SCBA/IMS Training                                                                                                                                                                                   

This training program is designed to allow fire-rescue personnel to demonstrate scene assessment, establishing the Incident Command System, hose line advancement for fire attack, forcible entry, search and rescue and the proper donning and use of all Personal Protective Equipment.  RIT is also included.                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##FFO 0211   CONTINUING STUDIES                 Confined Space Operations                                                                                                                                                                                    

This course covers the basic procedures for conducting rescue operations in confined spaces, which pose significant health hazards due to toxic, explosive or asphyxiant atmospheres.  All aspects of confined space rescue are addressed, from preparation of equipment to advanced life saving procedures, including the provisions of OSHA 29 and CFR 1910.146.  This is a hands-on training program, involving access, extrication, and removal operations.                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##FFO 0215   CONTINUING STUDIES                 Air Monitoring for Hazardous Materials                                                                                                                                                                       

By reviewing existing conventional and non-conventional monitoring devices, the participant in this course will be able to identify equipment likely to be useful in a response to a terrorist incident.                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##FFO 0225   CONTINUING STUDIES                 Driver Proficiency Exam                                                                                                                                                                                      

This test is administered to fire-rescue personnel  who want to qualify to take the Operations Lieutenant Exam for the City of West Palm Beach Fire Department.  The test includes practical skills evaluation including a road test, EVOC, aerial scenario, and pumping test.                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##FFO 0236   CONTINUING STUDIES                 SCBA/IMS Training                                                                                                                                                                                            

This training program is designed to allow fire- rescue personnel to demonstrate scene assessment, establishing the Incident Command System, hose line advancement for fire attack, forcible entry, search and rescue, and the proper donning and use of all Personal Protective Equipment.                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##FFO 0245   CONTINUING STUDIES                 Hazardous Materials III                                                                                                                                                                                      

The Hazardous Materials III program is designed to  address the handling of a hazardous materials incident, focusing on the role of the hazardous materials technician.  This course addresses NFPA 472 and OSHA 29 CFR 1910.120.  It is designed  to help prepare the hazardous materials responder  to utilize gathered information in an action plan, and then to work through a series of practical evolutions simulating the mitigation of an incident.  Special emphasis is given to safe and effective hands on procedures for the handling of various types of hazardous materials incidents.                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##FFO 0248   CONTINUING STUDIES                 Hazard Monitoring Equipment for Emergency Response                                                                                                                                                           

This course includes both lecture and hands on training. The course is designed to familiarize the emergency responder with the appropriate use of specific equipment carried by Palm Beach County Fire Rescue. The equipment that will be covered in this training includes the thermal imaging camera, Scott Count multi-gas personal monitor and the A/C Hot Stick monitor.                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##FFO 0249   CONTINUING STUDIES                 Hazardous Materials Refresher                                                                                                                                                                                

This course is designed to comply with OSHA regulation 29 CFR 1910.120. Utilizing the most current Emergency Response Guidebook, the focus of the class will be on the role of the first responder at the operational level at a hazardous materials incident.  Upon completion of the course, the student will be able to gather information regarding the incident and develop an action plan to protect themselves and the public. Emphasis on recognition/identification, protection action distances and defensive action issues as prescribed in the ERG will be addressed.                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0255   CONTINUING STUDIES                 Water Rescue Operations                                                                                                                                                                                      

Upon the completion of this course, participants will have increased their knowledge and ability to work in the water providing victim support and rescue.                                                                                                   

                                                                                                   $                                                                                                                                                         

##FFO 0257   CONTINUING STUDIES                 Water Rescue II                                                                                                                                                                                              

This course focuses on ocean water rescue techniques and includes equipment familiarization and student practical exercises including a review of basic rescue skills.                                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FFO 0260   CONTINUING STUDIES                 Water Supply Operations                                                                                                                                                                                      

Providing an effective supply of water is an essential link to any successful fire ground operation.  A fire in a large residential home presents firefighters with many unique water supply challenges, including limited hydrants, the requirement for long hose lays, and the demand for large fire flows.  The course will address these challenges through a combination of lecture and skills practice.                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0270   CONTINUING STUDIES                 Airpack Training                                                                                                                                                                                             

This course consists of a combination of lecture and skills practice on the airpack.  This includes  a review of the unit features, the cleaning and decontamination process, and a comparison of this unit with others.  Class participants will practice putting on the unit and taking it off, buddy breathing and bottle changing procedures, testing for leaks and will practice decontaminating the facepiece and airpack. Practical skills will be timed and evaluated to determine successful completion.                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0275   CONTINUING STUDIES                 Palm Beach Gardens Fire Rescue Probationary Employee Orientation                                                                                                                                             

This training program is required for new employees of Palm Beach Gardens Fire Rescue, and includes an orientation to department and city procedures, as well as a review of essential knowledge and skills.  Periodic testing will also be conducted during the training period.                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FFO 0298   CONTINUING STUDIES                 EMS/Fire Inservice Training                                                                                                                                                                                  

Through a combination of self-study, evaluation, classroom and skills training, participants will complete a series of monthly modules on topics selected based upon the needs of the department, in consultation with the course instructor and the College.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0398   CONTINUING STUDIES                 EMS/Fire Inservice Training                                                                                                                                                                                  

Through a combination of self-study, evaluation, classroom and skills training, participants will complete a series of monthly modules on topics selected based upon the needs of the department, in consultation with the course instructor and the College.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0420   CONTINUING STUDIES                 Orientation                                                                                                                                                                                                  

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the department.                                                                                                                   

                                                                                                   $                                                                                                                                                         

##FFO 0421   CONTINUING STUDIES                 Fire Behavior                                                                                                                                                                                                

The purpose of this training is to adequately prepare all operational employees with the correct knowledge of fire behavior and fire elements.                                                                                                               

                                                                                                   $                                                                                                                                                         

##FFO 0424   CONTINUING STUDIES                 Salvage and Overhaul                                                                                                                                                                                         

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department during salvage and overhaul.                                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##FFO 0430   CONTINUING STUDIES                 Hose and Nozzles Drills                                                                                                                                                                                      

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department hose and nozzles.                                                                                                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##FFO 0432   CONTINUING STUDIES                 1 3/4" Target Knockdown PO (2 Hour)                                                                                                                                                                          

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department 1 3/4" pre-connect.                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##FFO 0434   CONTINUING STUDIES                 1 3/4" Target Knowckdown PO (4 Hour)                                                                                                                                                                         

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department 1 3/4" pre-connect.                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##FFO 0442   CONTINUING STUDIES                 SCBA PO (2 Hour)                                                                                                                                                                                             

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department SCBA and PASS.                                                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0444   CONTINUING STUDIES                 SCBA PO (4 Hour)                                                                                                                                                                                             

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department SCBA and PASS.                                                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0446   CONTINUING STUDIES                 SCBA/PASS Training                                                                                                                                                                                           

The purpose of this training is to adequately prepare all operational employees in the correct operation and function of the SCBA and PASS.                                                                                                                  

                                                                                                   $                                                                                                                                                         

##FFO 0448   CONTINUING STUDIES                 Emergency Air Supply                                                                                                                                                                                         

The purpose of this training is to adequately prepare all operational employees in the correct operation and function of a Rapid Intervention Team (RIT) during an emergency air supply operation of a downed firefighter.                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##FFO 0460   CONTINUING STUDIES                 Ladders                                                                                                                                                                                                      

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department during ground ladder operations.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FFO 0462   CONTINUING STUDIES                 24' Extension Ladder Raise PO (2 Hour)                                                                                                                                                                       

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department during ground ladder operations.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FFO 0464   CONTINUING STUDIES                 24' Extension Ladder Raise PO (4 Hour)                                                                                                                                                                       

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department during ground ladder operations.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FFO 0465   CONTINUING STUDIES                 Hose Line Search Drill and Forcible Entry on Impact Resistant Glass                                                                                                                                          

There are two components to this training program including a hose line search drill and forcible entry techniques for impact resistant glass.  The objective of the Hose Line Search Drill is to help reinforce the skills necessary to locate a coupling, rapidly determine the direction of travel and search a large area.  The objective of the Impact Resistant Glass component of the class is to have the firefighter demonstrate the techniques used to determine the type of glass and appropriate use of a variety of tools.                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##FFO 0470   CONTINUING STUDIES                 Ventilation                                                                                                                                                                                                  

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department during ventilation operations.                                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0480   CONTINUING STUDIES                 Forcible Entry                                                                                                                                                                                               

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department during forcible entry.                                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##FFO 0490   CONTINUING STUDIES                 Incident Management System (IMS)                                                                                                                                                                             

The purpose of this training is to adequately prepare all operational employees in the correct operations and functions of the fire department incident management and accountability system.                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0498   CONTINUING STUDIES                 EMS/Fire Inservice Training                                                                                                                                                                                  

Through a combination of self-study, evaluation, classroom and skills training, participants will complete a series of monthly modules on topics selected based upon the needs of the department, in consultation with the course instructor and the College.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0503   CONTINUING STUDIES                 Recruit Academy                                                                                                                                                                                              

This Recruit Academy for Palm Beach County Fire Rescue includes both classroom and hands-on training.                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##FFO 0506   CONTINUING STUDIES                 Performance Testing                                                                                                                                                                                          

The purpose of this testing process is to evaluate probationary firefighters on their mastery of Performance Objectives for a local fire-rescue agency.  Additional concepts that expand on the basic Performance Objectives will also be taught.                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FFO 0507   CONTINUING STUDIES                 Performance Testing                                                                                                                                                                                          

The purpose of this testing process is to evaluate probationary firefighters on their mastery of Performance Objectives for a local fire-rescue agency.  Additional concepts that expand on the basic Performance Objectives will also be taught.                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FFO 0510   CONTINUING STUDIES                 Operational Lieutenant Officer Candidate School                                                                                                                                                              

This program is an Officer Candidate School for candidates for the position of Operational Lieutenant with a local fire-rescue agency.                                                                                                                       

                                                                                                   $                                                                                                                                                         

##FFO 0550   CONTINUING STUDIES                 Officer Candidate School                                                                                                                                                                                     

This program is designed to prepare the officer candidate to take a leadership role in the fire service.                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##FFO 0560   CONTINUING STUDIES                 Officer Candidate School - District Chief                                                                                                                                                                    

This program is an Officer Candidate School for candidates for the position of District Chief with  a local fire-rescue agency.  Topics addressed include national and international trends, the department organizational structure, strategic planning, human resources management issue, community and governmental relations, administration, inspection and investigation, and emergency service delivery.                                                                                                           

                                                                                                   $                                                                                                                                                         

##FFO 0650   CONTINUING STUDIES                 Aerial Apparatus Operations and Tactics                                                                                                                                                                      

Prerequisites:  Florida Certified Firefighter I or Firefighter II, successful completion of FFP1301 (Fire Service Hydraulics) and FFP1302 (Fire Apparatus and Equipment), current non-restricted Florida Driver's License.~                                                                                                                                                                                                                                                                                               

This 40 hour course is an intensive hands-on skills development program designed to provide the fire service driver/engineer additional skills in preparation for the NFPA1002, Standard for Fire Apparatus Driver/Operator Professional Qualifications; aerial tactics, placement, stabilization, operation, and construction.  Upon successful completion, a certificate for Aerial Apparatus Operator will be awarded.                                                                                                 

                                                                                                   $                                                                                                                                                         

##FFO 0651   CONTINUING STUDIES                 Coaching the Emergency Vehicle Operator                                                                                                                                                                      

The Coaching the Emergency Vehicle Operator (CEVO) course was introduced in the early 1990's and has become accepted as a standard in training emergency vehicle drivers.  The instructor will teach the defensive driving skills fire apparatus operators need to prevent collisions, reduce injuries, and avoid liability claims. Participants will complete a 50 question test at the end of the class.                                                                                                                

                                                                                                   $                                                                                                                                                         

##FFO 0680   CONTINUING STUDIES                 Driver-Operator Assessment-Written                                                                                                                                                                           

Written portion of fire department promotional assessment for driver/operators.                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##FFO 0690   CONTINUING STUDIES                 Driver-Operator Assessment                                                                                                                                                                                   

Practical portion of Driver-Operator Exam. Includes driving course, pumping stations and road driving evaluation.                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##FFO 0691   CONTINUING STUDIES                 Driver Candidate School                                                                                                                                                                                      

A comprehensive course covering hydraulics and apparatus as it relates to Palm Beach County Fire Rescue.  Topics include friction loss, fire streams, appliances, water supply and other aspects of the position of Driver Operator.                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0692   CONTINUING STUDIES                 Driver Candidate School (112)                                                                                                                                                                                

A comprehensive course covering hydraulics and apparatus as it relates to Palm Beach County Fire Rescue.  Topics include friction loss, fire streams, appliances, water supply and other aspects of the position of Driver Operator.                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0715   CONTINUING STUDIES                 Fire Inspector Re-Certification                                                                                                                                                                              

The Fire Inspector Re-Certification Program is designed to revisit each of the five segments of the Fire Inspector Certification Program, focusing on the current changes and issues relating to each.                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FFO 0720   CONTINUING STUDIES                 Weapons of Mass Destruction / Mark 1 Kits                                                                                                                                                                    

Topics to be covered in this training program include weapons of mass destruction, MARK 1 nerve antidote kits and gross decontamination.  All students will participate in both classroom discussion and practical evolutions.                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##FFO 0730   CONTINUING STUDIES                 Advanced Strategy and Tactics                                                                                                                                                                                

This course provides an in-depth look at the five main strategies and tactical operation assignments needed to achieve a successful operation.                                                                                                               

                                                                                                   $                                                                                                                                                         

##FFO 0735   CONTINUING STUDIES                 Strategy and Tactics Review                                                                                                                                                                                  

This 16 hour course provides a review of key Strategy and Tactics concepts for the professional firefighter.  The review will be accomplished using a combination of lectures of Incident Scene Management along with eight scenarios per day that participants will complete as members of teams. The scenarios are designed to simulate actual situations that may be encountered on the job.                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FFO 0800   CONTINUING STUDIES                 EMS/Fire Inservice Training                                                                                                                                                                                  

Through a combination of self-study, evaluation, classroom and skills training, participants will complete a series of monthly modules on topics selected based upon the needs of the department, in consultation with the course instructor and the College.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0821   CONTINUING STUDIES                 Training Burn (3 Hours)                                                                                                                                                                                      

Training burn for fire-rescue personnel.  During the drill, participants will be expected to follow fireground safety procedures, work within the Incident Command System, work in teams, perform primary search patterns, perform interior attack procedures, comply with the Personnel Accountability System, and establish a RIC.                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0825   CONTINUING STUDIES                 Training Burn (8 Hours)                                                                                                                                                                                      

The objective of this exercise is to test and teach the application of class A foam compared to F55, Pytocool and water.                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##FFO 0885   CONTINUING STUDIES                 Collapse of Burning Buildings with Entrapped Firefighters                                                                                                                                                    

The objective of this training is to provide participants with the ability to size up the scene  after a building collapse, recognize how to protect trapped individuals after collapse, recognize types of collapse, and learn about special equipment used in a collapse.  Course will  consist of lecture, equipment review, and completion of a collapse scenario.                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FFO 0910   CONTINUING STUDIES                 Rope Rescue 1 and 2                                                                                                                                                                                          

This course introduces the rescue professional to knot tying, anchor systems, rappet techniques, elevated victim rescues, stokes operations, traverse lines, and proper use of all adjunct equipment.                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##FFO 0920   CONTINUING STUDIES                 Vehicle Extrication                                                                                                                                                                                          

This course is designed to provide a working knowledge and hands-on experience in extricating occupants from the wreckage of crashed vehicles. Scene management, tool usage and safety are stressed.                                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FFO 0931   CONTINUING STUDIES                 Extrication Training (4)                                                                                                                                                                                     

This course will present an overview of step by step actions to be taken on accident scenes, including scene size up and scene safety. The importance of stabilizing vehicles and the safe operation of both hand and hydraulic tools will also be addressed.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FFO 0935   CONTINUING STUDIES                 Extrication Refresher Program                                                                                                                                                                                

This course offers a review of extrication, including safety procedures, tools and techniques.   Course will also include a practical portion which will address the hands-on use of tools to reinforce proper techniques and procedures.                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##FMO 0010   CONTINUING STUDIES                 Corporate Finance for Professionals                                                                                                                                                                          

This course provides insurance and financial services professionals with tools to succeed in fiduciary management.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FMO 0011   CONTINUING STUDIES                 College Funding Using 529 Plans                                                                                                                                                                              

This course teaches students about the advantages of funding a child's education with 529 Plans, which allow you to earmark investments for educational purposes.                                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FMO 0012   CONTINUING STUDIES                 Understanding Economic Components                                                                                                                                                                            

This course provides an overview of the U.S. economic workings and gives students an understanding of our economic policy.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##FMO 0013   CONTINUING STUDIES                 Estate Planning Basics                                                                                                                                                                                       

This course focuses on methods of holding title to property during your life, and passing your estate on to your heirs while minimizing taxes.                                                                                                               

                                                                                                   $                                                                                                                                                         

##FMO 0014   CONTINUING STUDIES                 Principles of Banking                                                                                                                                                                                        

This course introduces fundamental banking principles and practices to new bank personnel. Providing an overview of the history of US banking, how banks operate today, including products, services and functions.  Topics include laws, rules and regulations of the banking system.                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FMO 0015   CONTINUING STUDIES                 Bank Secrecy Act                                                                                                                                                                                             

This course provides a detailed review of the Bank Secrecy Act, including the history of the Act and it's purpose.  Common BSA violations are also discussed.  And the requirements from financial institutions, casinos and other businesses to maintain appropriate records and file reports.                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FMO 0016   CONTINUING STUDIES                 Gramm Leach Bliley                                                                                                                                                                                           

This course will examine the broad umbrella of financial institutions that are covered under the Gramm Leach Bliley Act.  This Act, also known as the Financial Modernization Act of 1999, repealed the Depression-era barriers that separated banking, insurance and securities, allowing all three to engage in a statutorily provided list of financial activities.                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FPO 0022   CONTINUING STUDIES                 Series 7 Stockbroker                                                                                                                                                                                         

The Series 7 course is required by most broker- dealers for their registered representatives. General Securities Registered Representative license entitles the holder to sell all types of security products, with the exception of commodities futures (which requires a Series 3 license). This course will prepare you for the Series 7 Exam by examinations and is the most comprehensive of the NASD representative licenses.                                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FPO 0023   CONTINUING STUDIES                 Series 24 - General Securities Principal Examination                                                                                                                                                         

This course is designed for individuals who wish to supervise or manage the general securities activities of NASD member firm. This would entitle the holder to supervise trades involving corporate securities, direct participation programs (DPP's) and investment company/variable contracts. An individual registered as a general securities principal is not qualified to function as a municipal securities principal, a registered options principal (ROP), a financial and operations principal (FinOp), or a general securities sales supervisor.  The course covers: supervision of investment banking activities, market-making activities, brokerage office operations, regulatory framework of NASD, and compliance with financial responsibility rules.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FPO 0024   CONTINUING STUDIES                 Series 63 - Uniform Securities Agent Examination                                                                                                                                                             

The Uniform Securities Agent State Law Examination was developed by the North American Securities Administrators Association, Inc. ("NASAA") in cooperation with representatives of the securities industry and industry associations. The examination, called the Series 63 exam, is designed to qualify candidates as securities agents. The examination entitles candidates to sell securities and give investment advice in those states that require Series 63 registration.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FPO 0025   CONTINUING STUDIES                 Understanding the Rules of NASD                                                                                                                                                                              

This course provides thorough introduction of NASD rules and regulations that govern broker/dealers and registered representatives.                                                                                                                          

                                                                                                   $                                                                                                                                                         

##FPO 0026   CONTINUING STUDIES                 Do Not Call and The Securities Industry                                                                                                                                                                      

This course examines Do Not Call legislation and its ramifications on the Securities Industry, including disciplinary actions for infringement.                                                                                                              

                                                                                                   $                                                                                                                                                         

##FSO 0105   CONTINUING STUDIES                 SANITATION AND FOOD SAFETY                                                                                                                                                                                   

THIS TRAINING PROVIDES INSTRUCTION AND CONCEPTS NECESSARY TO PROVIDE SANITATION CERTIFICATION IN THE STATE OF FLORIDA.  STUDIES WILL COVER BACTERIOLOGY, FOOD-BORNE ILLNESS, HACCP, SAFE FOOD HANDLING, PERSONAL HYGIENE, HOUSEKEEPING, SAFETY IN THE WORKPLACE, HEALTH REGULATIONS, AND EQUIPMENT MAINTENANCE.                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FSO 0106   CONTINUING STUDIES                 NUTRITION CERTIFICATION REFRESHER                                                                                                                                                                            

THIS COURSE IS CONSTRUCTED TO MEET ACF STANDARDS FOR CERTIFICATION.  IT COVERS FOOD AND NUTRIENT SOURCES, FUNCTIONS, NUTRITIONAL GUIDELINES TO MENU WRITING, AND VARIOUS POPULATION GROUPS AND NUTRITIONAL APPLICATIONS TO RECIPE DEVELOPMENT.                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##FSO 0107   CONTINUING STUDIES                 International Cooking Techniques                                                                                                                                                                             

This course will provide a comprehensive picture of cuisines found throughout the world by presenting information about the food and culture as well as recipes.  Once the recipes are understood, they will be prepared by the class using products and techniques of that culture.                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FSO 0108   CONTINUING STUDIES                 Healthy Cooking Techniques                                                                                                                                                                                   

This course will provide a working knowledge of, and provide students with an opportunity to perform some basic healthy cooking techniques. This course will teach students to understand the reaction of different techniques on different food  items.  Students will also compare the final products after the cooking techniques are applied.                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##FSO 0109   CONTINUING STUDIES                 Baking Basics                                                                                                                                                                                                

Students will learn the fundamentals of baking in this course, including the preparation of yeast rolls, quick breads, cookies, and pastries/ chocolate.  Proper use and care for equipment, together with sanitation and hygienic work habits and their conformance with health laws will  be emphasized.                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##FSO 0111   CONTINUING STUDIES                 Working with Chocolate                                                                                                                                                                                       

Students will learn the fundamentals of chocolate.   This includes the preparation of chocolate molds, molding chocolate, truffles and ganache. Proper use and care for equipment, together with sanitation and hygienic work habits and their conformance with health laws will be emphasized.                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FSO 0112   CONTINUING STUDIES                 Creative Chocolate                                                                                                                                                                                           

Students will learn the fundamentals of chocolate.   This includes the preparation of chocolate molds, truffles and ganache.  Proper use and care for equipment, together with sanitation and hygienic work habits and their conformance with health laws will be emphasized.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##FSO 0113   CONTINUING STUDIES                 Nutrition in Professional Food Service Refresher                                                                                                                                                             

The basic concepts, science and lore of nutrition and nutritional cooking are reviewed in great detail including the descriptions and uses for vitamins, minerals, fats, carbohydrates, proteins, phytochemicals, flavonoids and anti-oxidants for human health and fitness. Using up-to-date nutrional information, we cover the concepts of health and nutrition, nutrient retention, nutritional cooking techniques, nutritional menu planning and other nutritional concepts applied to professional cooking.                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##FSO 0114   CONTINUING STUDIES                 Nutrition in Professional Food Service                                                                                                                                                                       

The basic concepts, science and lore of nutrition and nutritional cooking are reviewed in great detail including the descriptions and uses for vitamins, minerals, fats, carbohydrates, proteins, phytochemicals, flavonoids and anti-oxidants for human health and fitness. The concepts of health and nutrition, nutrient retention, nutritional cooking techniques, nutritional menu planning and other nutritional concepts applied to professional cooking are fully explored.                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##FSO 0115   CONTINUING STUDIES                 Supervision and Management in the Food Service/Hospitality Industry Refresher                                                                                                                                

This course will provide a review of the human resource management and the supervision and leadership skills necessary to attract, train and retain a quality oriented hospitality/culinary staff.  Emphasis will be placed on proper communication skills, dealing with diversity, and managing a quality work environment.  This course is open to those in culinary, food service and hospitality industries.  It has been approved by the American Culinary Federation for members who need to take a refresher course every five years to maintain ACF credentialing requirements.                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##FSO 0116   CONTINUING STUDIES                 Supervision and Management in the Food Service/Hospitality Industry                                                                                                                                          

The student will focus on human resource management and the supervision and leadership skills necessary to attract, train and retain a quality oriented hospitality/culinary staff. Emphasis will be placed on proper communication skills, dealing with diversity, and managing a quality work environment.                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##FSO 0117   CONTINUING STUDIES                 Food Safety and Sanitation Refresher                                                                                                                                                                         

A review of the principles of bacteriology, food borne illness, sanitation, safety, personal hygiene, housekeeping, health regulations and inspections affecting the professional food service and hospitality industries. The principles of the Hazard Analysis Critical Control Point program (HACCP) will also be studied.  This course is open to those in the culinary, food service and hospitality industries.  It has been approved by the American Culinary Federation for members who need to take a refresher course every five years to maintain ACF credentialing requirements.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##FSO 0118   CONTINUING STUDIES                 Food Safety and Sanitation                                                                                                                                                                                   

A study of the principles of bacteriology, food borne illness, sanitation, safety, personal hygiene, housekeeping, health regulations and inspections affecting the professional food service and hospitality industries. The principles of the Hazard Analysis Critical Control Point program (HACCP) will also be studied including the use of Material Safety Data Sheets (MSDS) to identify chemical hazards.                                                                                                         

                                                                                                   $                                                                                                                                                         

##FSO 0119   CONTINUING STUDIES                 Professional Personal Chef Training                                                                                                                                                                          

This course will prepare you to enter a growing and in-demand career field.  Learn how to operate a successful Personal Chef Service.  The only prerequisite is your own passion and ability to prepare delicious nutricious meals.                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##FSO 0120   CONTINUING STUDIES                 Remember Me                                                                                                                                                                                                  

There's no doubt about it.  Good customer service is as simple as common courtesy.  But common courtesy can be hard to find these days, even in the hotel industry.  Nothing illustrates this more effectively than the Remember Me course, which includes examples of good and bad customer service in hotel settings.  Learn how to treat the customer as an individual and you will be rewarded with loyal patronage for years.                                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##FSO 0121   CONTINUING STUDIES                 The Difficult Guest                                                                                                                                                                                          

Learn the different types of guests and how to properly address their diverse needs.  Make your most difficult guests into your best guests.  The goal of this course is to provide you with the skills on how you can make your difficult guests relationship L.A.S.T. Learn how to listen, apologize, solve and thank them for their business.                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##FSO 0122   CONTINUING STUDIES                 How to Start A Wedding Planning Business                                                                                                                                                                     

Become a Certified Wedding Planner!  In our busy society an increasing number of couples choose to hire a wedding planner to plan their special day. This 40-hour program offers you the opportunity to gain the fundamental knowledge in this growing industry.  Topics covered include negotiations, contracts, vendors, etiquette, wedding insurance, decor, destination/theme weddings and cultural protocol.  Also, learn about marketing yourself and owning your own business.  Complete a project portfolio as a certificate requirement.  No prerequisites.  All books and material included.                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##FTO 0100   CONTINUING STUDIES                 Florida Traffic School                                                                                                                                                                                       

This course is approved by the Fla. Dept. of Highway Safety and Motor Vehicles as a 4 hour Basic Driver Improvement (BDI) traffic school course.  If you have received a moving violation, you can complete this course and points will not be added to your driver license record.  You may also receive insurance discounts.                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HEO 0103   CONTINUING STUDIES                 6-Hour Behavioral Observation and Screening (CWE)                                                                                                                                                            

This course fulfills the State requirement for all child care workers who hold the 30-Hour Child Care Certification and are currently working in a licensed child care facility to receive certification in Behavioral Observation and Screening of Young Children.  Topics include: Purpose and Benefits of Screening; Developmental Domains; Identifying Developmental Delays; Screening Tools; and Appropriate Referral Services.                                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HEO 0106   CONTINUING STUDIES                 Child Care 1st Aid and CPR (CWE)                                                                                                                                                                             

This class is designed for child care personnel and meets one of the requirements for CDA. Material covered will include safe environment; basic first aid; and basic rescue techniques such as cardiopulmonary resuscitation (CPR) and foreign body airway obstruction (choking) for infants and children.  Palm Beach Community College certification cards will be issued.                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##HEO 0110   CONTINUING STUDIES                 Preschool Language & Literacy Workshop Series                                                                                                                                                                

This course will provide childcare workers with language and literacy knowledge for children birth through 5 years of age.  The student will be able to demonstrate their knowledge by creating a language and literacy rich environment for their children.                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HEO 0111   CONTINUING STUDIES                 Exploring Infant/Toddler Caregiving Series 1                                                                                                                                                                 

This course prepares students to establish high quality infant and toddler child care programs.                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HEO 0112   CONTINUING STUDIES                 Exploring Infant/Toddler Caregiving Series 2                                                                                                                                                                 

This course prepares students to establish high-quality infant and toddler child care programs.                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HEO 0119   CONTINUING STUDIES                 Fundamentals of Child Care (3 hours)_(CWE)                                                                                                                                                                   

This is the Department of Children & Families 3 hour Fundamentals of Child Care required by state licensing for all Family Child Care home substitutes and informal providers.                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HEO 0120   CONTINUING STUDIES                 ESOL/CDAE Module 1                                                                                                                                                                                           

This course is designed to blend a customized ESOL curriculum based on the Child Development Associate (CDA) coursework for Module 1 with ESOL instruction.  The course is created from a word list of commonly used vocabulary in the childcare setting, as well as, common terms from the CDA text being used in this course.  The instruction of the CDA Module 1 will use Spanish instruction progressing to a dual-language model for preceding modules 2 & 3.  The ESOL companion module instruction will be in English to encourage and support an improvement in English proficiency.                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HEO 0121   CONTINUING STUDIES                 ESOL/CDAE Module 2                                                                                                                                                                                           

This course is designed to blend a customized ESOL curriculum based on the Child Development Associate (CDA) coursework for Module 2 with ESOL instruction.  The course is created from a word list of commonly used vocabulary in the childcare setting, as well as, common terms from the CDA text being used in this course.  The instruction of the CDA Module 2 will use Spanish instruction progressing to a dual-language model for preceding module 3.  The ESOL companion module instruction will be in English to encourage and support an improvement in English proficiency.                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##HEO 0122   CONTINUING STUDIES                 ESOL/CDAE Module 3                                                                                                                                                                                           

This course is designed to blend a customized ESOL curriculum based on the Child Development Associate (CDA) coursework for Module 3 with ESOL instruction.  The course is created from a word list of commonly used vocabulary in the childcare setting, as well as, common terms from the CDA text being used in this course.  The ESOL companion module instruction will be in English to encourage and support an improvement in English proficiency.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HEO 0124   CONTINUING STUDIES                 High/Scope Seminars                                                                                                                                                                                          

This seminar will provide training in the use of High/Scope principles and supporting research.                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HEO 0125   CONTINUING STUDIES                 Creative Curriculum Seminar                                                                                                                                                                                  

This course will provide childcare workers with a better understanding of the theory and research behind the Creative Curriculum; explain how teachers and parents can promote children's development by understanding individual differences; use of the Creative Curriculum Developmental Continuum to track children's progress and plan learning experiences; how to construct physical environments; create a schedule with structure; develop lesson plans based on a topic the children are studying; how to promote prosocial environment in the classroom; how to identify and handle challenging behaviors; and how to develop strong and positive partnerships with the families.                                                                                           

                                                                                                   $                                                                                                                                                         

##HEO 0126   CONTINUING STUDIES                 QIS Director's Seminar Series                                                                                                                                                                                

This course provides training in the Environment Rating Scales (ERS), assessment of children and provisions for parents, curriculum quality benchmarks, professional development and recruitment/retention of early childhood staff.                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HEO 0127   CONTINUING STUDIES                 High/Scope Infant/Toddler Seminar Series                                                                                                                                                                     

This course provides training in the use of the principles of the High/Scope approach in infant & toddler programs.  It will include on-site consultation to assist the practitioners in implementation of the strategies and approaches taught in during this seminar series.                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HEO 0130   CONTINUING STUDIES                 Creative Curriculum for Preschoolers                                                                                                                                                                         

This course has been designed to introduce childcare workers providing care to children 3-5 years old with the strategies and principles of the Creative Curriculum.  This will provide the childcare worker with basic techniques and teaching strategies that can be used in their day-to-day classroom instruction.                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HEO 0131   CONTINUING STUDIES                 Preschool Math 1, 2, 3 & More                                                                                                                                                                                

This course will offer early childhood professionals an understanding of how young children acquire mathematical knowledge and the tools to plan age-appropriate activities.                                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HEO 0160   CONTINUING STUDIES                 Score with the Core                                                                                                                                                                                          

This course will offer an overview of the PBC Core Competencies for Early Childcare and Education professionals including an introduction to the PBC Trainer/Training Standards.                                                                                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HEO 0167   CONTINUING STUDIES                 A World of Difference Early Childhood Program                                                                                                                                                                

This is an anti-bias training workshop for childcare workers who work with children 3-5 years old.  The training covers understanding the impact of prejudice in a pre-school setting.                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HEO 0181   CONTINUING STUDIES                 VPK Performance Standards                                                                                                                                                                                    

This course will provide childcare workers with an understanding and knowledge of the 2005 Voluntary Prekindergarten Performance Standards being used in Florida.  Childcare workers completing this training will be better prepared to develop lesson plans and activities that will incorporate these standards.                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HEO 0200   CONTINUING STUDIES                 Outcomes Driven Training:  Principles of Adult Learning 1 (PAL1)                                                                                                                                             

Topics include characteristics of adult learners as the foundation of effective training design and delivery; creating a conducive learning environment; incorporating the essential components of the training plan such as core competencies, goals, objectives, outcomes; activating prior knowledge and ongoing assessment; plus how to engage learners in activities which are relevant, and transfer to the workplace for improved quality of services.                                                                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HEO 0201   CONTINUING STUDIES                 Outcomes Driven Training:  Principles of Adult Learning 2 (PAL2)                                                                                                                                             

Topics include NAEYC's Code of Ethical Conduct; ECE professional organizations and advocacy; managing unforeseen disturbances; use of the internet and other technological aids; knowledge of training content, pace and sequence of training; action plans for transfer of learning to the workplace; needs assessment.                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HEO 0210   CONTINUING STUDIES                 High Performing Leaders 2 - Programming                                                                                                                                                                      

This course is a community-based series of seminars for Directors and Assistant Directors of Early Childhood programs serving children age three to five.  Topics include:  Developmentally and culturally appropriate environments and curriculum; Professional standards, core competencies and ethics; Program administration; Alliances with families.                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HEV 0039   CONTINUING STUDIES                 Train the Trainer for the Department of Children and Families State-Mandated Child Care Training                                                                                                             

This course is the Department of Children and Families' Train the Trainer for state-mandated child care training.                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HEV 0095   CONTINUING STUDIES                 Ages and Stages Questionnaire Overview_(CWE)                                                                                                                                                                 

This course is a 4-hour overview covering the Ages & Stages Questionnaire screening tool.  The course is designed to instruct childcare providers  on the use of the tool, scoring the tool, conducting parent conferences and identifying local resource and referral agencies.                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HEV 0128   CONTINUING STUDIES                 Developing a Strong Literacy Foundation for Young Children_(CWE)                                                                                                                                             

This course will focus on the development of specific skills and strategies so that children, ages birth through 5, develop a strong literacy foundation.                                                                                                    

                                                                                                   $                                                                                                                                                         

##HEV 0129   CONTINUING STUDIES                 Beyond ABCs & Writing My Name: Emergent Literacy (CWE)                                                                                                                                                       

A 5-hour emergent literacy module designed to meet early literacy and language development requirements for child care personnel as required by statute 402.305, 402.313 & 402.3131.                                                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HEV 0137   CONTINUING STUDIES                 Multiculturalism in the Classroom                                                                                                                                                                            

The purpose of this course is to create awareness of the diversity in our classrooms and increase students' understanding of student differences and similarities.                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HEV 0138   CONTINUING STUDIES                 Feeding Young Children:  The Nutritional Challenges                                                                                                                                                          

This workshop will focus on the ABCs of feeding young children, as well as the nutrional challenges child care providers and families encounter.                                                                                                             

                                                                                                   $                                                                                                                                                         

##HEV 0158   CONTINUING STUDIES                 Enhancing the Montessori Early Childhood Curriculum                                                                                                                                                          

This course will provide both the new and the experienced Montessori early childhood level teacher with new theory, lessons and resources to enhance their current curriculum.                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HEV 0159   CONTINUING STUDIES                 Stress and the Pre-School Child                                                                                                                                                                              

This workshop will focus on the environmental and internal causes of stress and the pre-school child.                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HEV 0166   CONTINUING STUDIES                 Early Childhood Environmental Rating Scale (ECERS-R) Training                                                                                                                                                

This course will provide information and instruction on the Early Childhood Environmental Rating Scale with particular emphasis on how to use the rating scale to strengthen current classroom practices, improve the quality of care and enhance school readiness.                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HEV 0168   CONTINUING STUDIES                 ECERS Train the Trainer                                                                                                                                                                                      

The Early Childhood Environmental Rating Scale, Revised Edition, evaluates early childhood environments serving children 2 1/2 through 5 years of age.  Levels of program quality are based  on current definitions of best practice and on research relating practice to child outcomes. Research has also confirmed the established reliability and validity of the revised scale. The primary focus of the scale is on the needs of children and how to meet those needs.                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HEV 0169   CONTINUING STUDIES                 Infant/Toddler High/Scope Approach                                                                                                                                                                           

This 45-hour course is designed to provide childcare workers with an understanding of the High/Scope approach to caring for infants and toddlers in a group setting.  The course content will include an introduction of the High/Scope approach, description of active learning and key experiences for infants/toddlers, arranging and equipping the environment, adult-child interaction, and establishing schedules and routines for infants and toddlers.                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HEV 0170   CONTINUING STUDIES                 The Disruptive Child:  Causes, Effects and Management Techniques                                                                                                                                             

The purpose of this course is to create awareness of the diversity in our classrooms and increase students' understanding of student differences and similarities.                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HEV 0171   CONTINUING STUDIES                 A Quick Guide to the Challenging Child                                                                                                                                                                       

This course will be a reference guide to address the needs of a challenging child in your care. The concern may be in the area of communication, cognition or social/behavioral.  This quick guide will address strategies, legal issues, referral procedures and family involvement.                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HEV 0176   CONTINUING STUDIES                 Early Literacy                                                                                                                                                                                               

This course provides an overview of literacy for the early childhood professional.  Students will review recent research and best practices concerning literacy.                                                                                                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HEV 0177   CONTINUING STUDIES                 Literacy and Language                                                                                                                                                                                        

This course will teach the importance of literacy and language.  It will explain simple ways to integrate literacy into the daily curriculum. This course will also explain what a print-rich classroom is all about.                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HEV 0178   CONTINUING STUDIES                 It's Not How Smart You Are, It's How You're Smart That Counts                                                                                                                                                

This course will highlight the theory of multiple intelligences (M.I.).  It will explain how this theory differs from the traditional definition of intelligence.  The workshop will explore, using a hands-on approach, some of the advantages of using the M.I. approach in the classroom so as to benefit all children, not just the "gifted."                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HEV 0179   CONTINUING STUDIES                 At Grandma's Knee (Children & Books)                                                                                                                                                                         

This course will explore developmentally appropriate literature for different ages and stages of pre-school children.                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HEV 0180   CONTINUING STUDIES                 Computers for Childcare Workers                                                                                                                                                                              

This is an introductory computer class to teach basic computer skills to childcare workers.                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HEV 0185   CONTINUING STUDIES                 ESOL for the Child Care Worker Intermediate Part I                                                                                                                                                           

This course is for child care workers who are at an intermediate level (those who have a solid base  in English) but need to improve their English to function more effectively in the workplace.  The class will focus on oral communication, reading, writing, and vocabulary and will be tailored to the child care environment.                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HEV 0186   CONTINUING STUDIES                 ESOL for the Child Care Worker Intermediate Part II                                                                                                                                                          

This course is for child care workers who are at an intermediate level (those who have a solid base  in English) but need to improve their English to function more effectively in the workplace.  The class will focus on oral communication, reading, writing, and vocabulary and will be tailored to the child care environment.                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HEV 0236   CONTINUING STUDIES                 ESOL for Child Care Workers, Beginning 2                                                                                                                                                                     

This course is for child care workers who need to improve their English to function more effectively in the workplace, part two of the beginning course.  The worker must have some knowledege of English, but is still at a beginning level. Speaking, reading, writing, and vocabulary will be tailored to the child care environment.                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HEV 0249   CONTINUING STUDIES                 ESOL for Child Care Workers                                                                                                                                                                                  

This course is for child care workers who need to improve their English to function more effectively in the workplace.  The worker must have some knowledge of English, but is still at a beginning level.  Speaking, reading, writing and vocabulary will be tailored to the child care environment.                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HLO 0100   CONTINUING STUDIES                 Legal Issues Workshop                                                                                                                                                                                        

This session will provide the participant with an understanding of the legal ramifications of proper counseling and documentation with regard to the student enrolled in health science programs. Specifically, we will discuss the policies and procedures for documentation, dismissal, and appeal as outlined in program handbooks.  A review of case law will conclude the session.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HMO 0265   CONTINUING STUDIES                 MONTESSORI EARLY CHILDHOOD CURRICULUM I LAB                                                                                                                                                                  

THIS COURSE IS TAKEN IN CONJUNCTION WITH EEC2530 (3 HR CREDIT COURSE) AND OFFERS THE STUDENT AN OPPORTUNITY TO PRACTICE THE CORRECT USE OF THE MONTESSORI EARLY CHILDHOOD PRACTICAL LIFE AND LANGUAGE DIDACTIC MATERIALS.                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HMO 0270   CONTINUING STUDIES                 MONTESSORI EARLY CHILDHOOD CURRICULUM II LAB                                                                                                                                                                 

THIS COURSE IS TAKEN IN CONJUNCTION WITH EEC2532 (3 HR CREDIT COURSE) AND PROVIDES THE STUDENT AN OPPORTUNITY TO PRACTICE THE CORRECT USE OF THE SENSORIAL AND MATHEMATICS MONTESSORI EARLY CHILDHOOD DIDACTIC MATERIALS.                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HMO 0300   CONTINUING STUDIES                 MONTESSORI INDEPENDENT STUDY                                                                                                                                                                                 

THIS COURSE IS DESIGNED FOR STUDENTS IN EITHER THE EARLY CHILDHOOD OR ELEMENTARY LEVEL OF THE MONTESSORI TEACHER TRAINING PROGRAM WHO HAVE MINIMAL UNMET REQUIREMENTS FOR RECEIVING CERTIFI- CATION THROUGH THE AMERICAN MONTESSORI SOCIETY. PERMISSION OF THE PROGRAM COORDINATOR IS REQUIRED IN ORDER TO ENROLL IN THIS COURSE.                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HMO 0364   CONTINUING STUDIES                 MONTESSORI ELEMENTARY II PRACTICUM FOR 9-12 CLASSROOM                                                                                                                                                        

THIS COURSE WILL PROVIDE FOR THE STUDENT A SUPERVISED TEACHING/LEARNING EXPERIENCE AND A PERIOD OF OBSERVATION, INTERNALIZATION, AND FURTHER STUDY, TO BRING TOGETHER THE THEORY AND PRACTICE OF MONTESSORI EDUCATION FOR THE 9-12 CLASSROOM.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##HOO 0102   CONTINUING STUDIES                 2 Hour HIV/AIDS Licensure Fulfillment                                                                                                                                                                        

This 2-hour course meets Florida requirements for license renewal.  Topics covered include a general overview of HIV-related topics.  State and Federal laws regarding informed consent, confidentiality and discrimination also are covered.,                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HOO 0103   CONTINUING STUDIES                 3 Hour HIV/AIDS Licensure Fulfillment                                                                                                                                                                        

This 3-hour course meets Florida requirements for license renewal.  Topics covered include a general overview of HIV-related topics.  State and federal laws regarding informed consent, confidentiality and discrimination also are covered.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##HOO 0104   CONTINUING STUDIES                 4 Hour HIV/AIDS Licensure Fulfillment                                                                                                                                                                        

This 4-hour course meets Florida requirements for license renewal.  Topics covered include a general overview of HIV-related topics.  State and federal laws regarding informed consent, confidentiality and discrimination also are covered.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##HOO 0107   CONTINUING STUDIES                 Annual Updates 1                                                                                                                                                                                             

This six-hour course combines HIV/AIDS: 2 hour, Domestic Violence and Medical Errors Prevention. This course meets Department of Health requirements for professional license renewal.                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HOO 0108   CONTINUING STUDIES                 Annual Updates 2                                                                                                                                                                                             

This eight-hour course combines HIV/AIDS: 4 hour, Domestic Violence and Medical Errors Prevention. This course meets Department of Health requirements for professional license renewal.                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HPO 0047   CONTINUING STUDIES                 Sign Language I                                                                                                                                                                                              

Students at this level should have had little or no exposure to American Sign Language (ASL).  The course will cover the pathological and cultural aspects of deafness which include:  types of hearing loss, current methods of correction of hearing loss, introduction to deaf culture and community, and current methods of educating deaf children.  Additionally, the course will cover finger spelling, sign language grammar, including facial expression, and vocabulary.                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HPO 0048   CONTINUING STUDIES                 Sign Language Advanced II                                                                                                                                                                                    

Students at this level should possess the content knowledge contained in Sign Language I, Sign Language II, Sign Language III and Advanced I.  It is recommended to be at least 50% Sign Language Only.  No vocalization by instructor or student. It is recommended that this class have a one/two page oral report and a one/two page literature review requirement on the topic of Deaf Cultural. The course will cover ADA, CODA, Voc Rehab Act, interpreter's role in K-12, advanced finger spelling, synonymy in ASL, metaphors, language contact, structure, structure use of space and movement and ASL translation of dialogues in storytelling.                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HPO 0049   CONTINUING STUDIES                 Interpreting Techniques                                                                                                                                                                                      

Students at this level should possess the content knowledge contained in Sign Language I, Sign Language II, Sign Language III, Advanced I and II. It is recommended that this class have a one/two page oral report and a one/two page literature review requirement on the topic of Deaf Cultural, ASL, Education of Deaf Children.  Students in this course must work with videotape medium.  The course will cover application of model of interpretation, mock evaluation participation, state standards for educational interpreters, certification maintenance, interpretation vs. transliteration, issues in voicing and aspectual modulation in interpretation.                                                                                                                

                                                                                                   $                                                                                                                                                         

##HPO 0053   CONTINUING STUDIES                 Sign Language II                                                                                                                                                                                             

Students at this level should possess the content knowledge contained in Sign Language I.  The course will cover deaf history, educational philosophies and adaptive equipment.  This course will expand on finger spelling including proper hand placement and abbreviations and vocabulary. Additionally, the course will cover variations in Languages, signing music, numbering system, classifier hand shapes and referents, verbs and adjectives in ASL, and basic ASL sentence construction.                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HPO 0054   CONTINUING STUDIES                 Sign Language III                                                                                                                                                                                            

Students at this level should possess the content knowledge contained in Sign Language I and Sign Language II.  Instruction and student response at this level is recommended to be in Sign Language only.  No vocalization by instuctor or student. The course will cover rules of social interaction, deaf history in the United States, finger spelling  at the intermediate sign language level, money systems, time sequence, color modifiers, English translation of dialogues and story telling, and expanded vocabulary.                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HPO 0055   CONTINUING STUDIES                 Sign Language Advanced I                                                                                                                                                                                     

Students at this level should possess the content knowledge contained in Sign Language I and Sign Language II and Sign Language III.  Instruction and student response at this level is recommended to be at least 50% in Sign Language only.  No vocalization by instructor or student.  It is recommended that this class have a one/two page literature review requirement on the topic of Deaf Culture.  The course will cover professions/ field of deafness, deaf education interpreters, community interpreters, audiologists, doctors and ministers.  This course will also cover RID Code of Ethics for interpreters and Introduction to FRID Code of Ethics for Educational Interpreters. Additionally, the course will expand on vocabulary, finger spelling and grammar.                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HPO 0056   CONTINUING STUDIES                 Introduction to Interpreting                                                                                                                                                                                 

Students at this level should possess the content knowledge contained in Sign Language I, Sign Language II, Sign Language III and Advanced I & II.  It is recommended that this class have a one/two page oral report and a one/two page literature review on Interpreting, ASL, Education of Deaf Children, or Deaf Culture.  The course will cover professional vocabulary, which includes sign systems, organizations and interpreting terminology.  The course will cover Laws and Interpreting, Models of Interpreting, history of the sign language profession, practical application, and expanded grammar application.                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HUS 0034   CONTINUING STUDIES                 Introduction to CAP                                                                                                                                                                                          

Participants will define the term Addiction Professional, and will explore the role of the professional within recovery environment. Participants will also be able to identify the requirements for the Certified Addiction Professional (CAP).  Topics include identifying the core functions (direct services, indirect services, and skill base) and knowledge base for CAP applicants.                                                                                                                               

                                                                                                   $                                                                                                                                                         

##HUS 0036   CONTINUING STUDIES                 Substance Addictions                                                                                                                                                                                         

Participants will be able to describe addiction criteria and apply it to non-chemical compulsive disorders.  Topics include the four theories explaining:  (1) the development of addictive disorders, and (2) addictive/compulsive disorder substitution.                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HUS 0040   CONTINUING STUDIES                 Older Adults and Substance Abuse                                                                                                                                                                             

The purpose of this course is to introduce the course participants to older adults and substance abuse.  Sociocultural factors, medical/psychiatric illnesses (dementia), limited financial resources, stress and isolation are explored.  The course participant will learn to recognize and provide a series of interventions to this vulnerable and often hidden population.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0041   CONTINUING STUDIES                 Involuntary Commitment Procedure for Substance and Mental Disorders                                                                                                                                          

Participants will learn the criteria, protocol and effectiveness of involuntary commitments for substance abusers and will be provided with knowledge for methods of accessing treatment for those potential clients who are unwilling or unable to make rational decisions regarding treatment.                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HUS 0042   CONTINUING STUDIES                 Treating Chronic Relapse                                                                                                                                                                                     

Participants will be introduced to Relapse Prevention treatment relating to Chemical Dependency and be able to utilize the content from CAP Courses.  The information in this class will establish a multi-model configuration; stressing assessment, treatments/solutions and maintenance that require the best helping effort of the CD counselor.                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HUS 0043   CONTINUING STUDIES                 Criminal Justice and Chemical Dependency                                                                                                                                                                     

Participants will be able to identify the potential legal issues resulting from substance abuse and be familiar with case management issues in treating the chemical dependency clients with legal involvement utilizing the content from CAP Courses and addresses the ethical and case management concerns related to the legally involved clients.  This course also includes content of research with co-existing legal issues.                                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HUS 0044   CONTINUING STUDIES                 Spiritual Recovery                                                                                                                                                                                           

Participants will be able to assess the impact of chemical dependency on the client spiritual system and will be able to evaluate and implement appropriate measures to address the spiritual area in treatment.  Course will utilize the content from CAP curriculum to establish a multi-model configuration.                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0050   CONTINUING STUDIES                 BISEXUAL/ADDIC                                                                                                                                                                                               

BISEXUAL/ADDIC                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##HUS 0051   CONTINUING STUDIES                 Sexuality and Addiction                                                                                                                                                                                      

This course serves as an introduction to sexuality and addiction tendencies.  Participants will discuss and describe the painful addiction to a person who seemingly is incapable of responding to single-minded relationship, the dynamics of sexual, romantic, love and relationship addiction, and presents the recovery process and suggests healthy relationships.                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0060   CONTINUING STUDIES                 Managing Personality Disorders                                                                                                                                                                               

This course will provide participants with a better understanding of personality disorders including prevalence and diagnostic criteria. Participants will become more familiar with the signs and symptoms of personality disorders and will gain a better understanding of the causes and pathophysiology of personality disorders.                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0061   CONTINUING STUDIES                 Gestalt Therapy                                                                                                                                                                                              

Students will explore the Gestalt Therapy process by participating in lecture, discussion, role playing and process group study.  "To learn Gestalt is to participate in the process of Gestalt."                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HUS 0062   CONTINUING STUDIES                 Gestalt Dream Work                                                                                                                                                                                           

Dreams have often been called 'the royal road to the unconscious'.  They provide rich resources to our clients' inner talents, thoughts, feelings and creativity.  In this didactic and experiential course we will explore the gestalt approach to understanding and working with dreams.  Bring your own dreams or those of your clients and we will travel this 'royal road' together.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HUS 0063   CONTINUING STUDIES                 Multiple Personality Miracle                                                                                                                                                                                 

The term multiple personality disorder is not used in the DSM IV anymore.  Instead, it is now referred to as Dissociative Disorder.  In fact, there is much controversy in the profession about the very existence of the multiple personality phenomena.  This course takes the position that multiple personality not only exists, but has it's own set of requirements for diagnosis and treatment and to redefine the condition as miraculous rather than as a disorder.                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0064   CONTINUING STUDIES                 Bipolar Disorder in Children and Adults                                                                                                                                                                      

Participants will gain a better understanding of the four Mood Episodes and how they relate to Bipolar I, Bipolar II and Cyclothymic Disorders. The signs and symptoms of Bipolar Disorder in adults, children and adolescents will be covered as well as causes of Bipolar Disorder. Participants will gain knowledge regarding effective treatment options and strategies and will also gain a better understanding of co-morbid mental health disorders.                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HUS 0065   CONTINUING STUDIES                 Functional Behavior Assessment: Theory and Application                                                                                                                                                       

Participants will gain an understanding of human behavior from a perspective of function and reinforcement.  Participants will be introduced to the theoretical foundations of behavioral assessment from perspective of function and increase understanding of the roots of negative and often impairing behavior in children and adults.  Participants will define specific skill sets to target areas of deficiency in client/patient functioning.                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HUS 0066   CONTINUING STUDIES                 The Adolescent Psyche and Home/School Development                                                                                                                                                            

Participants will gain an understanding of physiological and psychological aspects of child and adolescent growth and development. Participants will examine specific methods for working with adolescents who are experiencing difficulties in the home or school setting as well as strategies that can be provided to family and other caregivers.                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0067   CONTINUING STUDIES                 America The Violent-Child Abuse and Neglect in Our Culture                                                                                                                                                   

Participants will gain an understanding of the history of child abuse and neglect from a social-historical perspective and will examine issues of child-on-child violence as a form of child abuse.  Participants will gain a better understanding of how to address issues of child abuse and neglect from a broad social perspective as well as from a targeted perspective of individual and family ecology.                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0068   CONTINUING STUDIES                 Coping With Grief and Loss                                                                                                                                                                                   

Participants will develop a working definition of grief and will learn the stages of grief and how to work through these stages themselves as well as how to facilitate the process with clients. Participants will identify symptoms of grief and how to help uncover grief that has been hidden or unprocessed so that true healing can be facilitated.                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HUS 0069   CONTINUING STUDIES                 Ethics and Professional Standards in the Helping Professions                                                                                                                                                 

Participants will gain a broad perspective of the primary ethical standards which underlie all laws, rules and regulations within the helping professions and will examine the five most critical areas every mental health professional needs to be intimately familiar with from both a risk-management and client-care perspective. These five areas are: Informed consent-Client Confidentiality-Documentation-Financial Reimbursement-Knowledge of Legal Proceedings. Course participants should be prepared to engage in a series of ethical-dilemma vignettes and process the pathways of ethical decision making. This course will increase knowledge on specific legal issues that are significant to any mental health professional's practice.                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0070   CONTINUING STUDIES                 Palliative and End-Of-Life Care Issues for Helping Professions                                                                                                                                               

This course will provide an understanding of palliative care issues and the continuum of care from initial diagnosis to after the patient has passed.  Participants will become more familiar with legal issues related to palliative care including advance directives, family and patient rights.  This course will stand-in for the HIV/AIDS mandatory biennial requirement - it is the responsibility of each licensee to maintain appropriate record of contact hours.                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HUS 0071   CONTINUING STUDIES                 Understanding Eating Disorders                                                                                                                                                                               

This course will provide participants with a better understanding of eating disorders in general with specific emphasis placed on understanding Anorexia Nervosa, Bulimia Nervosa and the unspecified Eating Disorder.  Participants will also gain knowledge regarding effective treatment options and strategies and complete with a better understanding of co-morbid mental health disorders.                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HUS 0072   CONTINUING STUDIES                 Childhood Depression and Anxiety                                                                                                                                                                             

This course will provide participants with a better understanding of anxiety and mood disorders including diagnostic criteria and prevalence with a specific concentration on childhood onset. Participants will become more familiar with the signs and symptoms of child onset anxiety and mood disorders and will gain knowledge regarding effective treatment options and strategies and a better understanding of co-morbid mental health disorders.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HUS 0073   CONTINUING STUDIES                 Anxiety and Mood Disorders in Late Life                                                                                                                                                                      

This course will provide participants with a better understanding of anxiety and mood disorders including diagnostic criteria and prevalence with a specific concentration on late-life onset. Participants will also gain knowledge regarding effective treatment options and strategies and will gain a better understanding of co-morbid mental health disorders.                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HUS 0074   CONTINUING STUDIES                 Recognition, Diagnosis, Treatment of Substance Abuse and "Addiction"                                                                                                                                         

Participants will learn how to differentiate between substance use, abuse and dependence from a diagnostic perspective.  Participants will increase their understanding of DSM-IV criteria for diagnosis and ASAM criteria for treatment and will examine different models of treatment and the historical development of substance abuse treatment in the United States.                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HUS 0075   CONTINUING STUDIES                 Introduction to Clinical Supervision                                                                                                                                                                         

Participants will be able to define and understand the term "supervision" and will become familiar with the major models of supervision.  The differences between counseling and supervision and the complex issues involved in each role will be addressed as part of the Supervisor/Supervisee relationship.                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HUS 0076   CONTINUING STUDIES                 Parental Abduction                                                                                                                                                                                           

Florida State Statutes, Federal and International Policy will be explored as they relate to parental abduction and working with clients.  Participants will also explore the exceptions to the parental abduction statutes as they relate to child abuse and domestic violence.                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0077   CONTINUING STUDIES                 Workplace Violence                                                                                                                                                                                           

Students will develop an understanding of the frequency of workplace violence, as well as gain an understanding of the liability issues that are associated with workplace violence.  Students will identify several types of workplace violence incidents, and explore domestic violence incidents in the workplace.  Students will develop an understanding of prevention techniques that assist with reducing workplace violence incidents.                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HUS 0078   CONTINUING STUDIES                 Lethality Factors & Domestic Violence                                                                                                                                                                        

Participants will gain an understanding of the impact of domestic violence on children, the relationship between domestic violence fatalities and firearms, the lethality factors of domestic homicides and will learn effective techniques when working with this population.                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HUS 0079   CONTINUING STUDIES                 Cultural Diversity                                                                                                                                                                                           

This course is geared towards differences that being human brings about.  Focused on culture as it relates to substance abuse, students will gain insight concerning their culture, discuss what is real and what is myth.                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HUS 0080   CONTINUING STUDIES                 Divorce & the Impact on Children                                                                                                                                                                             

This course takes a close look at the impact of divorce on children.  Students will first learn that Ozzie and Harriet do not exist.  All children did not have a say about the situation.  No validation and much anger can drive some children to parent splitting and loyalty to parents that may not deserve it.                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HUS 0081   CONTINUING STUDIES                 Humor in Healing                                                                                                                                                                                             

This course is set-up to examine how humor can become an exalted and dignified form of thearpy once trust is established.  The student will objectively take notice of the difference between sympathy and empathy.  Students must learn that the act of healing can be a diversion in pleasure (laughing with and not at clients).                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HUS 0082   CONTINUING STUDIES                 Psychology                                                                                                                                                                                                   

This course will help students engage in mental health as it relates to chemical dependency. Psychology will be addressed from the beginning to modern theories.  All aspects will be discussed, especially the most utilized in private and in patient settings.  All psychology will be explained and engaged in during role playing.                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0083   CONTINUING STUDIES                 Solution Focused Therapy                                                                                                                                                                                     

This course is designed to help participants understand the philosophy behind solution focused therapy.  The emphasis is placed on when and how to utilize this therapy as the primary treatment as opposed to other therapeutic interventions. The uniqueness of this therapy will be acknowledged and understood by students.                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0084   CONTINUING STUDIES                 Couples Therapy for Addictions                                                                                                                                                                               

This course will provide students a chance to discover that many couples seeking couseling present with substance abuse problems.  Current or prior chemical dependency causes much pain in relationships.  Financial, fear and abandonment issues are the direct result of one or both partners abusing drugs or alcohol.                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HUS 0085   CONTINUING STUDIES                 Differentiation (Addictions Correlation with Medical/Psychological Conditions)                                                                                                                               

The curriculum is structured to help students understand that addictions are a medical disease with many of the same symptons that medical/psychological conditions have.  Students will take notice that addictions have also added undesirable results in the medical field, compromising other human conditions.                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HUS 0086   CONTINUING STUDIES                 DSM IV - Diagnosis Criteria                                                                                                                                                                                  

This course is a must for students seeking a CAP. Students will come to realize the importance of the DSM-IV on a daily basis.  This bible of therapists will help students to communicate in charts using approved and updated codes. Treatment facilities utilize certain codes for diagnosis.  The private therapist employs DSM-IV codes to get paid for services.                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HUS 0087   CONTINUING STUDIES                 Ethical/Legal Issues in Addiction Settings                                                                                                                                                                   

This course is designed to help students comprehend the guidelines for patients and counselors in an addiction setting.  Students who will be working in addiction settings need to become familiar with all aspects of clients and professionals ethical and legal issues.                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##HUS 0088   CONTINUING STUDIES                 Roots of Addiction                                                                                                                                                                                           

This course is a 32 minute 1999 film production called "Roots of Addiction", drug and behavioral compulsions.  Topic will cover rewards of addiction, to feel normal again, numbing emotions, switching addiction, relationship and sex to stages of addictions; 1) abstinence, 2) mood elevations, 3) withdrawal symptons, no problems and active addiction.                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##HUS 0089   CONTINUING STUDIES                 Law, Policy, Rules & Regulations in the Human Services                                                                                                                                                       

This course is designed to help students gain knowledge of law, policy, rules and regulations in human service.  Students will be taught the HIPAA policy of privacy to substance abuse at mental health services.  Students will explore the idea of what not to do as opposed to what to do following human service guidelines.                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HUS 0090   CONTINUING STUDIES                 Addiction & Human Growth Development                                                                                                                                                                         

This course is divided into two parts: 1) learning several theories concerning human growth and development, 2) what takes place if alcohol/drugs are introduced to the human body.  Students will be able to recognize developmental problems of patients and in some cases have the knowledge to reverse certain problems concerning the class theme.                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0135   CONTINUING STUDIES                 Family Issues & Counseling                                                                                                                                                                                   

This course will review the effects of chemical dependency on family members, identify the common roles in a healthy and dysfunctional family unit, and also identify appropriate recovery aids for family members.  Upon completion participants will demonstrate effective family counseling strategies.                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HUS 0144   CONTINUING STUDIES                 Introduction to Chemical Dependency                                                                                                                                                                          

This course will identify diagnosis involving substance abuse, use, and dependency. Participants will be able to verbalize phases of alcoholism, basic information regarding involuntary commitments and detox.                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0234   CONTINUING STUDIES                 Pharmacology 1                                                                                                                                                                                               

This course will explore definition of pharmacology and drugs and will review social and cultural attitudes.  The major pharmacological principles, the function of drug action, drug interaction factors which modify drug effects, factors affecting drug elimination from the body will be covered.  Course participants will review classes, signs, symptoms, addictive potential, withdrawal and special issues.                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0235   CONTINUING STUDIES                 Community Outreach/Special Populations                                                                                                                                                                       

Participants will demonstrate the knowledge of appropriate patient referral for treatment, the 12 step recovery programs, the rationale for treatment for chemical dependency, the ability to determine appropriate type of treatment, the essential components of treatment facilities, and will also be able to identify the voluntary and involuntary admission procedures and to demonstrate knowledge of community and national resources.                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HUS 0236   CONTINUING STUDIES                 Adult Child Alcoholic Dysfunctional Family                                                                                                                                                                   

This course will explain the defensive stances in a pathological family system and how to transform the stances into a congruent communicating family system.  Participants will utilize "The process of change" as an evaluation/assessment tool within families and will learn how to use appropriate intervention techniques that reinforce the change process.  Participants will learn how to break overt and covert family rules that maintain family systems.                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0237   CONTINUING STUDIES                 SXLTY/INTIM REC                                                                                                                                                                                              

SXLTY/INTIM REC                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HUS 0240   CONTINUING STUDIES                 Domestic Violence                                                                                                                                                                                            

Participants will broaden their understanding of domestic abuse beyond spousal abuse and battery and will better understand how domestic violence and abuse occurs and the factors that lead to it. Participants will leave course with a better understanding of reporting requirements and procedures, as well as treatment issues for both victims and abusers.                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HUS 0320   CONTINUING STUDIES                 Crisis Intervention                                                                                                                                                                                          

Participants will review various disorders and their behavioral characteristics.  Participants will identify various stages of crisis development and the various techniques utilized in the de-escalation of each stage of crisis development. Upon completion, participants will be able to develop individual plans for the patients/clients in order to effectively treat crisis behavior.                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HUS 0321   CONTINUING STUDIES                 Crisis Intervention (6)                                                                                                                                                                                      

Participants will review various disorders and their behavioral characteristics.  Participants will identify various stages of crisis development and the various techniques utilized in the de-escalation of each stage of crisis development. Participants will review techniques utilized in maintaining a near crisis free environment and will learn how staff attitudes affect patient/client behavior.  Upon completion, participants will be able to develop individual plans for the patients/clients in order toeffectively treat crisis behavior.                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##HUS 0334   CONTINUING STUDIES                 Client Intake & Assessment                                                                                                                                                                                   

Participants will review the min admin procedures required to provide chemical dependency treatment services to an individual.  Participants can expect to become familiar with the actual process of diagnosis and the roles of ethical principles in regard to "Confidentiality, Addiction Professional-Client and/or Participant Relationship, learn Professional Competency, and Measurement and Evaluation", Research and Publication, as defined by the CAAP/C.                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HUS 0335   CONTINUING STUDIES                 Ethical Standards 1                                                                                                                                                                                          

Participants will discuss ethical standards of conduct established for chemical dependency treatment professionals.   and will identify the basic rights of the client in treatment. Topics include: standards for confidentiality and the minimum standards for chemical dependency treatment services in the State of Florida.  Upon completion participants will be able to state definitions for chemical dependency treatment services in the State of Florida.                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0336   CONTINUING STUDIES                 Ethical Standards 2                                                                                                                                                                                          

Participants will review and discuss the CBAPF ethical guidelines for addiction professionals through the use of case studies.  Each case study will highlight sections of the CBAPF guidelines and provoke discussion of the ethical dilemmas and solutions encountered in the work of the addiction professional.  Upon completion participants will be able to promote discussion of ethical questions in both small and large groups.                                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HUS 0337   CONTINUING STUDIES                 Client Evaluation & Assessment                                                                                                                                                                               

Participants will be able to list the vital parts of a bio-psycho-social assessment summary and discuss the main points to keep in mind when writing the summary.  Topics include the expected route of the client along a flow chart, starting with intake, and progressing through treatment planning on to discharge.  Upon completion participants will be able to identify and discuss in depth the components of bio-psycho-social assessment and apply these components in a case study.                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HUS 0349   CONTINUING STUDIES                 Adolescence Addiction Crisis                                                                                                                                                                                 

Participants will develop a better understanding of adolescent drug use statistics and assessment/testing venues.  Topics will include: childhood and adolescent diagnosis and identification of the types/levels of care.  Upon completion participants will be able to discuss ethical considerations when dealing with adolescents and the development/domains of adolescent life.                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0434   CONTINUING STUDIES                 Treatment Planning & Coordination                                                                                                                                                                            

Participants  will be able to demonstrate knowledge of the process of treatment planning and the importance of documentation in the delivery of treatment service.  Topics include: demonstrating the knowledge of the rules and regulations governing record keeping and record handling and also the basic principles of case management. Upon completion participants will be able to demonstrate knowledge of client follow-up techniques and develop a continuing care plan to meet the current needs of the client.                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HUS 0435   CONTINUING STUDIES                 Codependent/Other Addictive Behavior                                                                                                                                                                         

Participants will explore the definition of codependency, its origins, and how these characteristics can affect a person.  Topics include: identifying and establishing boundaries between the identity of self and the identity of non-self.  Upon completion, participants will be able to identify the commonality underlying all addictions and what recovery means.                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HUS 0436   CONTINUING STUDIES                 Managing Depression/Anxiety                                                                                                                                                                                  

Participants will learn how to identify and assess depression, anxiety and how to identify and assess dual diagnosis.  Topics included:  helping client develop coping skills to deal with depression & anxiety and tools to aid the client in problem solving and development of a support system.                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HUS 0437   CONTINUING STUDIES                 Client Follow-up Relapse Prevention                                                                                                                                                                          

Participants will define the relapse dynamic and will also be able to describe the relapse warning signs. Topics include: basic principles to the relapse prevention, education and planning process the role of education in motivating an indivdual to seek treatment.                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HUS 0504   CONTINUING STUDIES                 Chemical Dependency and the Law                                                                                                                                                                              

Participants will review the Marchman Act and the differences between voluntary and involuntary admission.  Course will review the rights of a client in an involuntary situation and the role of the court with alternative and diversion programs.                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HUS 0534   CONTINUING STUDIES                 Communication Skills                                                                                                                                                                                         

Participants can expect to define common communication skills and will better recognize when each skill is being practiced effectively. Upon completion participants will demonstrate the ability to use each skill and to integrate all skills appropriately and effectively in a simulated counseling situation.                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HUS 0535   CONTINUING STUDIES                 Review for Written Exam - CAP/CAAP                                                                                                                                                                           

This course prepares the advanced student for the written portion of the Florida Certification Board's Exam.                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HUS 0634   CONTINUING STUDIES                 Theories of Counseling                                                                                                                                                                                       

Participants will define the key behavioral terms and better understand how chronological and psychological development influences behavior. The affects of culture, environment, and society on behavior and chemical use/abuse, how addiction creates dysfunctional behaviors and defining the term psychotherapy will be included.  Upon completion participants will demonstrate techniques used in each theoretical approach.                                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0636   CONTINUING STUDIES                 Pharmacology 2                                                                                                                                                                                               

Participants will discuss and explore drugs in greater depth and detail than discussed in Pharmacology I.  A review of brain function and the neurotransmission process and each major drug class is including signs, symptoms, addictive potential, withdrawal, detox methods, medical complications, and special issues including the role of drug screens, work problems, treatment, after care and post acute withdrawal syndrome will be included.                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##HUS 0682   CONTINUING STUDIES                 Acute Substance Abuse                                                                                                                                                                                        

Participants will define, discuss, and apply the terminology associated with the field of substance abuse as well as distinguish and recognize signs and symptoms of the major drug groups of substance abuse.  Participants will be expected to construct a simple treatment plan and identify the neonate at risk in substance abuse                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HUS 0734   CONTINUING STUDIES                 Counseling the Chemically Dependent Person 1                                                                                                                                                                 

Participants will define the role of education in motivating an individual to seek treatment and will identify the factors necessary to interrupt the addiction cycle and progression of the illness.  Twelve step recovery programs and determining appropriate referral to recovery programs will be included.  Additional topics include: defining relapse and identifying the signs and symptoms of relapse, as well as, listing the essential elements of recovery and define the steps necessary to build a solid program of recovery.  Upon completion participants will better understand the role of recovery principles in the development of the treatment plan relative to the case history and client disposition. d                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0736   CONTINUING STUDIES                 Case Management                                                                                                                                                                                              

Participants will recognize the history of case management as a health care system and be able to identify traditional procedures used in case management.  Additional topics include: recognizing the components of planning, delivery and documentation within the case management system and completing the needs assessment to identify client/community based needs.  Through the use of case studies and problem solving techniques, the participants will apply case management using traditional procedures as well as adjustment needed when working with head injuries, developmental disabilities and the disabled senior citizen.                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##HUS 0798   CONTINUING STUDIES                 Adolescent Sexuality                                                                                                                                                                                         

This session will provide a dynamic overview of adolescent sexual development in the context of the myriad psycho-social issues in adolescence. Participants will examine the developmental importance of relationships in developing autonomy and sexual maturation and their role in forming both person and sexual identities.  Participants will gain a greater understanding of the dynamics of sexual expression in each phase of adolescent development.  Those attending will also have the opportunity to explore their own discomforts and biases in order to see how their "hot spots" can impact their work with youth.                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HUS 0799   CONTINUING STUDIES                 Adolescents and Substance Abuse                                                                                                                                                                              

This course will provide participants with an overview of chemical dependency and substance abuse issues common in adolescents.  A discussion of the dynamics of abuse and particular drugs of abuse will be included.  Participants will be exposed to the latest research and professional findings, as well as, discussing effective treatment options and prevention strategies.                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##HUS 0800   CONTINUING STUDIES                 Sexual Offenders 1                                                                                                                                                                                           

Participants will learn to identify behavioral cues, historical background, and patient world views that are common in sexual offender profiles. Course includes definitions and vocabulary associated with the sexual offender and common background/historical antecedents of the sexual offender's behaviors and how these antecedents interact with present day functioning.  Behaviors of sexual offenders will be identified. Therapeutic modalities and community resources for both the offender and the victims will be included.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##HUS 0801   CONTINUING STUDIES                 Sexual Offenders 2                                                                                                                                                                                           

Participants will identify the relationships and interrelationships of the behavioral, emotional and historical cues common to sexual offenders and will explore the concept of typology and be able to apply this to the characteristics of the sexual offender.  This course will define and identify the antecedents leading up to the sex offender's behaviors and will explore their personal views of helping the sexual offender rehabilitate. Participants will also explore their personal views of helping the victims.  The interactions of the sexual offender and the legal/judicial system are included.                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##HUS 0802   CONTINUING STUDIES                 Sexual Pharmacology                                                                                                                                                                                          

This course will address the effects of commonly used licit and illicit drugs on sexual functioning.  An overview of the neurochemical and physiological bases of human sexual response will be presented, as well as, the psycho-emotional factors underlying arousal and sexual functioning. Participants will examine and explore the many sexual side effects of commonly used medications and those of commonly used illicit drugs and will have the opportunity to discuss various substances purported to have "pro-sexual" effects. Participants will gain an understanding of the issues surrounding sexual response and gain insight into developing a more effective treatment approach to dealing with disorders.                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##HUS 0803   CONTINUING STUDIES                 Working with Sexually Aggressive and Reactive Youth                                                                                                                                                          

This workshop session will explore the dynamics and provide an overview of working with sexually aggressive and sexually reactive youth. Participants will be presented some of the fundamentals in being able to differentiate between developmentally appropriate and problematic behaviors.  Information will also be presented that will allow participants to achieve a basic understanding of the etiology of sexually reactive and aggressive behavior and explore some of the treatment strategies that have proven successful with these youth.                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##HUS 0804   CONTINUING STUDIES                 Communication & Leadership Skills for Health Care Professionals                                                                                                                                              

Communication is the key to successful leadership in the health care field.  Health care professionals are required balance more diverse roles, therefore, communication and leadership skills are increasingly paramount to relate to various types of individuals.  This course includes lectures on scientific operations of leadership skills, as well as "hands on" learning tools to enhance the learning of the student.  It covers electronic, verbal and written communications.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##HUS 0805   CONTINUING STUDIES                 Introduction to Couples Counseling                                                                                                                                                                           

This course is designed as a step-by-step method for therapeutically working with couples based on the presenter's research and clinical experience. Central to the approach is helping couples develop a joint or interactive definition of the problem. Teaching communication skills and active listening skills is critical to comprehending the working model.  Truth, honesty, and trust are the paramount issues and characteristics for both the therapist and the couple.                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0806   CONTINUING STUDIES                 Suicide Prevention                                                                                                                                                                                           

This course examines the prevalence and scope of the suicide problem in the United States.  The student will also study current research and literature regarding suicide.  With significant focus on individual and group (demographic) risk factors, participants learn informal and formal methods of suicide assessment, prevention methods, and prevailing standards for intervention. Emphasis is placed on the importance of the therapist self-care when working with suicidal clients.                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##HUS 0807   CONTINUING STUDIES                 Functional Behavior Assessment:  Theory and Application                                                                                                                                                      

Participants will gain an understanding of human behavior from a perspective of function and reinforcement.  Participants will be introduced to the theoretical foundations of behavioral assessment from perspective of function and increase understanding of the roots of negative and often impairing behavior in children and adults.  Students will learn how to complete a functional behavioral assessment and implement findings into treatment planning and therapeutic work.  Participants will define specific skill sets to target areas of deficiency in client/patient functioning.                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0808   CONTINUING STUDIES                 Multiple Personality Miracle                                                                                                                                                                                 

This course uncovers the controversy about the existence of the multiple personality phenomena. This course takes the position that multiple personality not only exists, but has it's own set of requirements for diagnosis and treatment and to redefine the condition as miraculous rather than as a disorder.  This course will discuss MPD and explain the information in detail.                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##HUS 0834   CONTINUING STUDIES                 Counseling the Chemically Dependent 2                                                                                                                                                                        

Participants will identify various counseling modalities/styles and will learn to differentiate between directive and non-directive therapy. Participants will cover identifying/verbalizeing varying counseling techniques and will be fluent in identifying client's defense mechanisms. Course will also cover defining and utilizing problem solving and will list the twelve core functions of counseling as applied to counseling the chemically dependent client.                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##HUS 0835   CONTINUING STUDIES                 Dual Diagnosis (4)                                                                                                                                                                                           

Participants will review the symptoms of substance abuse and will be able to recognize the symptoms of psychiatric disorders.  Additional topics include: recognizing and assess the need for medical intervention, and developing treatment goals based on primary and secondary dx.  Course work includes exploring a network of treatment services and their uses.                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HUS 0836   CONTINUING STUDIES                 Dual Diagnosis                                                                                                                                                                                               

Participants will review the symptoms of substance abuse and will be able to recognize the symptoms of psychiatric disorders.  Additional topics include: recognizing and assessing the need for medical intervention, and developing treatment goals based on primary and secondary dx.  Course work includes exploring a network of treatment services and their uses.                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##HUS 0934   CONTINUING STUDIES                 Group Counseling                                                                                                                                                                                             

Participants will differentiate between groups and individual therapy and therefore will be able to determine appropriate referral from individual to group.  Topics include the elements of group therapy that are healing to the members and will be able to identify the rationale for development of interpersonal skills and identifying group therapy as a "safe" place for letting go of old issues/behaviors and learning new alternatives. Group norms, expectations and the ability to identify need for support group member termination.                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##HUS 0936   CONTINUING STUDIES                 Education in the Community                                                                                                                                                                                   

This course will address the role of the Addictions Professional in educating the community about substance abuse and addiction, including signs and symptoms of the most commonly abused drugs.  Outreach to special populations, and where such community education can happen, will be included, as well as resource and referral information.                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HVO 0110   CONTINUING STUDIES                 Beyond Centers and Circle Time:  Scaffolding and Assessing the Play of Young Children                                                                                                                        

This training is designed for teachers of young children and professionals who direct early care and education programs.  The training is designed to provide an understanding of typical child development as a basis for observing atypical development and methods of implementing developmental play strategies.  All participants will learn the importance of structuring the play environment for age appropriate milestones and understanding the meaning of children's play products.  Emphasis will be placed on applying theories and research to the play of young children.  This training will meet Florida statute 65C-22.003(7)(b) 1.a-g. F.A.C. requiring renewal of the Child Development Associate (CDA) and Child Development Associate Equivalency (CDAE) credentials.                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HVO 0111   CONTINUING STUDIES                 Beyond Cribs & Rattles:  Playfully Scaffolding the Developmint of Infants & Toddlers                                                                                                                         

This training is designed for teachers of infant and toddlers and professionals who direct early care and education programs.  The training is designed to provide caregivers and directors with knowledge of infant/toddler development through an understanding of research and theories focusing on play; organize a quality and developmentally appropriate play environment; plan and implement a quality program supporting the acquisition of school readiness skills; understand the importance of literacy experiences; and familiarity with research supporting stages of development in dramatic play, easel painting, writing, marker/crayon drawing, block building, bead stringing, and cutting with scissors.  These students will be able to use these developmental stages to assess the play behaviors of young children.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HVO 0112   CONTINUING STUDIES                 Advance Youth Development Training                                                                                                                                                                           

This training is designed for the youth workers working in an after-school setting serving children 5 years and up.  The training will introduce the student to a specialized school age curriculum (Advance Youth Development) which focuses on youth development; developmental outcomes; cutltural assumptions and stereotypes; youth participation strategies; opportunities and supports for youths; and core competencies required for youth workers.  The participants completing this training are youth workers with experience in their field but need continuing education in the area of youth development and developmental outcomes that can be implemented in their programs.  This training will also fulfill the professional development requirements introduced in the new School Age Quality Rating Scale that is being developed by PRIME TIME INC.                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##HVO 0113   CONTINUING STUDIES                 ITERS-R Directors' Seminar                                                                                                                                                                                   

This course is designed to provide training in the use of the Infant/Toddler Environment Rating Scale - Revised (ITERS-R) and other resources for the purpose of evaluating, planning and implementing a quality early care program.  Directors will gain knowledge and understanding of the research associated with the design of the ITERS-R; understand the format and scoring method used; gain a thorough understanding of the subscales; be able to generate strategies and plans for program improvements in their early care facility based on valid quality indicators; and acquire information on other available resources to improve program quality.                                                                                                                     

                                                                                                   $                                                                                                                                                         

##HVO 0114   CONTINUING STUDIES                 The Reggio Emilia Approach to Education                                                                                                                                                                      

This course will focus on the Reggio Emilia innovative and unique approach to Early Childhood Education. It will explain how teachers listen to children's interests and observe their curiosity so as to allow children to pursue their own interests in a meaningful way. This teacher-child interaction guides the development of the program.                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##HVO 0115   CONTINUING STUDIES                 Leading the Way to Quality                                                                                                                                                                                   

This CWE course is designed as a prerequisite for Childcare Center Directors electing to participate in the Quality Rating System which is funded by the Children's Services Council in partnership with PBCC.  The course will assist Directors in the area of management skills, leadership skills and styles, and core components for quality, core components for selecting an appropriate curricula.                                                                                                                 

                                                                                                   $                                                                                                                                                         

##IEO 0010   CONTINUING STUDIES                 Introduction to Export/Import                                                                                                                                                                                

An overview of the export/import function to include:  export/import policies--national and international environment; government programs and initiatives to promote exports; tariff systems; choosing export markets and analyzing exports and imports; developing an export program; setting up an export organization; export/import financing; export/import documentation; export pricing; packaging, shipping, traffic and insurance.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##IEO 0011   CONTINUING STUDIES                 Export Documentation Preparation, Shipping and Insurance                                                                                                                                                     

This course identifies and explains all of the documents required for international shipping and how they impact your ability to efficiently move products around the globe.  Experts provide in-depth review and real world examples.                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##IEO 0012   CONTINUING STUDIES                 Import Compliance                                                                                                                                                                                            

This course is designed to cover the key requirements for U.S. commercial importing, providing a broad overview as well as opportunities to discuss specific areas of interest.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##IGO 0014   CONTINUING STUDIES                 Leadership Excellence                                                                                                                                                                                        

At the conclusion of the course, the manager will be able to :  Define the most appropriate strategies to use for maximizing the top 6 Communication Competencies; understand individual human needs hierarchy; identify and apply advanced communication strategies; and develop action plans to ensure success.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##IGO 0094   CONTINUING STUDIES                 Critical Thinking Strategies                                                                                                                                                                                 

This workshop increases personal decision making power by offering a variety of alternatives for making creative decisions. Individual thinking modes are assessed and reviewed. Roadblocks to creativity and the block busting interventions needed to turn on creative juices are presented. Professionals must unlock the creative part of their minds in order to succeed in a complex, dynamic world. We must look for that 2nd and 3rd right answer. Greater awareness of critical Greater awareness of critical thinking will allow multiple alternatives to simple and complex issues. Participants will form strategies in areas where they can be more creative and use an innovative process. They will have used the Critical Thinking Model to make decisions on their real-world problems and will leave the workshop with action plans to ensure success.                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##IGO 0095   CONTINUING STUDIES                 Office Management Skills                                                                                                                                                                                     

Effective office management skills are the foundation for the performance and productivity required to ensure quality service for both internal and external customers. This session covers the major topics that contribute to organizational and individual office productivity including organizing clutter, juggling multiple assignments, efficient management of time, and connecting with the supervisor's style.                                                                                                  

                                                                                                   $                                                                                                                                                         

##IGO 0101   CONTINUING STUDIES                 Listening & Speaking for Understanding                                                                                                                                                                       

This one-day workshop is a practical program. It presents immediately useful principles and techniques to professionals who want to develop on-the-job and interpersonal speaking and listening skills.  By understanding the basic principles of Message Organization, Message Delivery, and Listening Skills, participants will be better prepared to identify and correct factors that interfere with understanding and sharing information, thoughts, ideas, and feelings and develop practical on-the-job applications.                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##IGO 0107   CONTINUING STUDIES                 COACHING FOR CAREER MANAGEMENT                                                                                                                                                                               

IGO0107                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0111   CONTINUING STUDIES                 MASTERING ORGANIZATION ISSUES                                                                                                                                                                                

IGO0111                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0113   CONTINUING STUDIES                 Professional Communication Strategies                                                                                                                                                                        

Effective communication is the lifeline to successful performance and productivity of individuals and organizations. This course highlights techniques for effective communication and successful relationship skills in the work environment. Ways to work more productively with superiors, peers, and citizens, including conflict avoidance and resolution, are also presented. Participants will leave the workshop with an increased awareness of their preferred communication style and its impact on others. Theywill possess an increased understanding of relationship dynamics and how specific skills can help improve important professional relationships and reduce conflict.                                                                                          

                                                                                                   $                                                                                                                                                         

##IGO 0114   CONTINUING STUDIES                 Citizen Contact Skills                                                                                                                                                                                       

Participants in this course will learn the fundamentals of effective public contact skills including effective communication on the telephone and in person; identifying systems problems that cause citizens to complain; handling complaints and difficult situations; and understanding their impact on creating a positive public image and successful citizen service.                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0118   CONTINUING STUDIES                 Professional Business Writing Strategies                                                                                                                                                                     

Techniques for producing clear, effective memorandums and reports are the topics of this course. This workshop is designed to "win the battle of the in-basket," so that what the participant writes will be read, understood, remembered, and implemented.  Each workshop is customized to the needs of the individuals present. From a menu of approximately 25 items, participants rank those most important to them. The highest ranked items become the basis for that workshop.                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##IGO 0119   CONTINUING STUDIES                 CREATING, READING, AND MANAGING BUDGETS FOR THE NON-FINANCIAL MANAGER                                                                                                                                        

IGO0119                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0122   CONTINUING STUDIES                 MASTERING TEAM PERFORMANCE                                                                                                                                                                                   

IGO0122                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0127   CONTINUING STUDIES                 Personal Excellence                                                                                                                                                                                          

This workshop is about self-management strategies. Increasing productivity, span of control, teamwork, and paradigm are new words we hear every day. Managers must be able to manage themselves first before they can effectively lead others. The first thing managers need in today's environment is to understand themselves. At the conclusion of this workshop, participants will have developed strategies to help maximize their overall effectiveness. They will be better equipped to manage multiple priorities and develop positive attitudes that will enhance professional image, influence, and personal growth.                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##IGO 0128   CONTINUING STUDIES                 Dynamic Presentations                                                                                                                                                                                        

One of the most important skills needed for effective leadership is the ability to get your point across. Leaders must improve their stand-up presentation skills, as well as their conference room techniques. Participants practice formal presentations and demonstrate their effectiveness around the conference table. Videotaped sessions will allow participants to examine/refine skills for delivering a Dynamic Presentation. Participants will be able to design, develop, and deliver a Dynamic Presentation to a variety of audiences. They will learn the power of good eye contact and gestures to gain and maintain control of their audience in order to get their point across more easily, whether speaking to a group of 5 or 500.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##IGO 0129   CONTINUING STUDIES                 Business Writing and Proofreading                                                                                                                                                                            

Participants will be able to create more effective written communication by developing proofreading, editing, spelling, punctuation, formatting and composition skills.  Participants will learn eleven types of business letters and the most effective ways to create or respond to them, the three steps to effective writing, and a procedure to plan and organize all written communications.                                                                                                                        

                                                                                                   $                                                                                                                                                         

##IGO 0130   CONTINUING STUDIES                 Writing for Management                                                                                                                                                                                       

Often we are misunderstood through the written word. This course provides managers with the skills necessary to produce effective memos, letters, and reports. The workshop content includes planning, organizing, writing, eliminating unnecessary words, and adding positive impact and color to the written word.  Managers will leave this workshop with the tools necessary to be effective business writers. The focus of this course is to have managers become better at getting their written points across more clearly.                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##IGO 0131   CONTINUING STUDIES                 Record Management Certification                                                                                                                                                                              

This program is designed to inform and update public sector administrators and staff about records management and maintenance under Florida law. The four three-hour modules will address new technologies and management systems in the field of records management.                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##IGO 0138   CONTINUING STUDIES                 On Becoming A Supervisor                                                                                                                                                                                     

This seminar provides an introduction to the basic principles and foundations for successful supervision to the new or prospective supervisor. Becoming a competent supervisor requires changing one's whole approach to work and the relationship with people on the job. Making the transition from non-supervisor to supervisor can be traumatic and requires taking on a whole new world-view. Upon completing this program, participants will understand and identify issues they will face as a supervisor, understand their role as a supervisor, develop and implement a plan to manage people effectively, and be able to identify and use the four situational leadership styles in day-to-day management situations.                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##IGO 0139   CONTINUING STUDIES                 Interviewing/Selection Techniques                                                                                                                                                                            

Interviewing a person for the present and future job takes more skills today than at any time in the past. There are many unwritten rules that could make the selection process a lasting, meaningful event or a nightmare for the organization. Hiring the right person for the right job is a critical part of the manager's job. If a manager wants a person to do a specific job, they may not have all the needed skills today. It is up to the manager to assess the prospective employee's potential on critical job competencies and make the selection based upon what the person can do both now and potentially in the future. The interview and selection techniques you use as a manager are critical to the future of your organization.  Managers will be able to pinpoint specific job requirements and balance the critical selection concerns. They will be able to eliminate unnecessary questions and focus on the job related issues rather than dwell on personalities.                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##IGO 0143   CONTINUING STUDIES                 The Seven Habits of Highly Effective People                                                                                                                                                                  

The Seven Habits workshop presents a holistic, integrated, principle-centered approach for solving personal and professional problems. Participants will learn a step-by-step path for living with integrity, fairness, and human dignity principles that give us the security to adapt to change, and the wisdom and power to take advantage of the opportunities that change creates.  If you decide to open your "gate of change" to really understand and live the principles embodied in this Seven Habits workshop, your growth will be revolutionary. You will increase in self-confidence and come to know yourself in a deeper, more meaningful way. Old patterns of self-defeating behavior will be replaced with new habits of effectiveness, happiness and trust-based relationships. You will learn to live by your guiding principles and lead a balanced life.                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##IGO 0144   CONTINUING STUDIES                 Dealing with Change in Your Life and Your Work                                                                                                                                                               

Upon completion of this class you will have learned proven strategies for effectively mneeting the challenges for yourself, your career, and your company.  You will leave this session with new skills and attitudes to better seize the opportunities brought about by change, take personal responsibility for your future, make a difference in the world in which you live, and help those around you do the same.                                                                                                   

                                                                                                   $                                                                                                                                                         

##IGO 0145   CONTINUING STUDIES                 Dealing With Angry People                                                                                                                                                                                    

As a follow-up course to Citizen Contact Skills, this program helps participants develop the communication, conflict management, and self-management skills to interact more effectively and efficiently with citizens, co-workers, and others who are angry, frustrated, or hostile. Based on Maslow's Hierarchy of Needs, the reasons people become passive, overly friendly, or hostile are examined. Once unmet needs are identified, communication techniques can be used to quickly diffuse negative emotions. The amount of time wasted by over-reacting to situations is examined. A self-assessment of 5 conflict management strategies is conducted with a review of the advantages and disadvantages of each.  Based on a situation they have handled poorly in the past, participants write individual final role plays. They then recreate the situation and apply all the techniques previously practiced.                                                                                                                            

                                                                                                   $                                                                                                                                                         

##IGO 0146   CONTINUING STUDIES                 Performance Management                                                                                                                                                                                       

Managers have an increased need to pinpoint performance issues. This is a skill building workshop designed to increase a manager's effectiveness in dealing with performance issues. Managers will learn how to plan, measure, coach, and counsel employees to higher achievement. They will also have the tools necessary to conduct sessions on progressive discipline.  Managers will develop the skills necessary to appropriately reward success and improve inadequate performance.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##IGO 0148   CONTINUING STUDIES                 Professional Development Skills for Success                                                                                                                                                                  

The focus of this course is to help participants develop a comprehensive plan to become their "professional best". Professional development strategies benefit both the individual and the organization by improving an employee's skills in their current role as well as preparing them to meet the future challenges of the position. Participants will receive valuable information they can use to increase their performance in their current position and to match their contributions and interests with the overall goals of the organization. They will learn how to assess their organization's needs and culture, how to identify areas for improvement, and how to establish a professional development plan to better match organizational and individual needs for "win-win" results.                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##IGO 0149   CONTINUING STUDIES                 Practical Tools for Medial Success                                                                                                                                                                           

Participants will develop skills specifically targeted to improving their understanding of how the media operate, how they can use the media as a tool to build awareness for their organization and  programs, and ultimately how to become more media  savvy.  The course is designed for professionals whose primary job is to market and/or promote their organization, its leaders and its programs. The instructors will take participants through several exercises that address "real life" media-related situations that may be applied to everyday experiences.                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##IGO 0150   CONTINUING STUDIES                 Interpersonal Effectiveness                                                                                                                                                                                  

Ineffective interpersonal communication creates stress and causes breakdown of personal and business relationships. This concentrated workshop is devoted to better communication and understanding in all phases of life with the focus on the work environment. Participants will learn how to communicate more effectively, verbally and non-verbally, how to become better listeners and how to resolve conflicts in a win-win situation.                                                                                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##IGO 0152   CONTINUING STUDIES                 Personal Effectiveness                                                                                                                                                                                       

Self-mangement is the main theme of this workshop which identifies key roles and responsibilities of the successful office and administrative professional.  Included are methods for effective personal work load management as well as techniques to improve individual professional development.  Participants will evaluate their personality, appearance and total presentation, and become aware of how others perceive them and use personality typing as a means to better understand themselves and others.                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##IGO 0153   CONTINUING STUDIES                 Managing in a Changing Environment                                                                                                                                                                           

This workshop is designed to help managers effectively manage themselves and lead others through organizational change. We are making quantum leaps into the future. For some of us this means opportunity; for others, great problems. For all of us this means uncertainty. Managers must be able to manage themselves and lead others through the challenges of our changing environment. Managers will learn how to create the motivational environment conducive to effectively implementing change.  Managers will leave the workshop with a plan of action to implement back at their desk. They will have a three part model to follow while implementing change. Strategies to minimize people breakage and check points for maximizing organizational effectiveness will have been developed.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##IGO 0154   CONTINUING STUDIES                 Creative Decision Making Strategies                                                                                                                                                                          

As we move at blinding speeds into the future, managers must develop multiple competencies to keep up with the fast-paced, unstructured problems of the 21st century. Managers must develop skills that will allow them to maximize their effectiveness as a manager. Questions! Do you find yourself reacting most of the time? How often are you 90 to 100% sure that decisions you make are the very best decisions possible? Have you found yourself revisiting a decision more than one time? A "yes" answer to any of the above questions shows that you have room for growth in the area of decision making skills. This workshop uses the participant's realworld problems to work through the Pro-Active Decision Making model.  Before the workshop is completed, participants will have developed confidence in their ability to resolve complex problems which contain multiple objectives, unclear alternatives, and significant risks.                                                                                                

                                                                                                   $                                                                                                                                                         

##IGO 0158   CONTINUING STUDIES                 Leadership Strategies for the 21st Century                                                                                                                                                                   

Participants will learn that people in organizations function at four levels or within four dimensions, as well as the powerful governing  principles that influence their overall effectiveness.  By leveraging these principles of transformation, participants can dramatically increase their leadership effectiveness and personal satisfaction as they respond to the challenges of organizational change and growth.                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0162   CONTINUING STUDIES                 Get a Grip!:  Effective Personal Management                                                                                                                                                                  

As a result of following the princples of this seminar, participants will learn to live by guiding principles and to lead a balanced life. They will manage themselves by doing the right thing in the right order so that they become effective and efficient both personally and professionally.                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##IGO 0163   CONTINUING STUDIES                 Emotional Intelligence:  Strategies for Increasing  Your Professional and Personal Power                                                                                                                     

As a result of this course, participants will gain  strategies to use emotions for information, energy and action in the form of self-awareness. They will identify self-regulation strategies and emotional "triggers" in addition to a clear understanding of empathy and empathic listening skills.  Ultimately, they will identify the critical connection between self-awareness, self-regulation, self-motivation, and empathy to cultivate and maintain effective relationships at work and in their daily lives.                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0169   CONTINUING STUDIES                 DIVERSITY MANGEMENT-MANAGING DIVERSE EMPLOYEES                                                                                                                                                               

IGO0169                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0170   CONTINUING STUDIES                 DIVERSITY SERVICE-THE COST OF INTOLERANCE                                                                                                                                                                    

IGO0170                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0171   CONTINUING STUDIES                 DIVERSITY LEADERSHIP-LEADING WORKFORCE 2000                                                                                                                                                                  

IGO0171                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0175   CONTINUING STUDIES                 RECRUITMENT, HIRING & INTERVIEWING: A LEGAL PERSPECTIVE                                                                                                                                                      

IGO0175                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0179   CONTINUING STUDIES                 MASTERING HIGH PERFORMANCE TEAMING SKILLS                                                                                                                                                                    

PARTICIPANTS WILL DEVELOP THE SKILLS AND IDENTIFY THE STRATEGIES THAT OPTIMIZE COLLECTIVE EFFORTS BY LEARNING THE PROCESS STEPS, EXAMINING THEIR OWN UNIQUE SITUATIONS, AND APPLYING THE SKILLS IN CREATIVE ACTIVITIES.  MEETINGS AND ALTERNATIVE INFORMATION CHANNELS WILL BE MORE PRODUCTIVE.  THE "ENERGY" THAT COMES FROM THE "SYNERGY" WILL MOVE THE TEAM QUICKLY THROUGH ISSUES AND CONFLICTS, PROPELLING THE MEMBERS TOWARDS RESULTS, REWARDS, AND RELATIONSHIPS.                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0180   CONTINUING STUDIES                 MASTERING PROBLEM SOLVING TOOLS AND TECHNIQUES                                                                                                                                                               

PART OF THE SECRET OF SUCCESSFUL PROBLEM SOLVING, AFTER THE "TRUE PROBLEM" HAS BEEN IDENTIFIED, LIES IN LOOKING AT THE PROBLEM FROM SEVERAL DIFFERENT PERSPECTIVES.  PARTICIPANTS WILL LEARN TECHNIQUES TO APPLY THE SCIENTIFIC ROOT CAUSE ANALYSIS TO GET AT THE HEART OF THE PROBLEM, STIMULATE PARTICIPATION BY OTHERS, AND KEEP GROUP MEMBERS FOCUSED UPON THE PROBLEM WITHOUT WANDERING "OFF COURSE".  THIS STRATEGY RESULTS IN A BALANCED BLEND OF PARTICIPATION BY CONTRIBUTORS AND FOSTERS INNOVATIVE SOLUTIONS.                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0181   CONTINUING STUDIES                 HIGH PERFORMANCE THINKING STYLES                                                                                                                                                                             

BY UNDERSTANDING THE DIFFERENCES IN HOW WE REACH CONCLUSIONS, PARTICIPANTS WILL LEARN TO ACHIEVE MORE EFFECTIVE WORKING RELATIONSHIPS AND RESULTS.                                                                                                           

                                                                                                   $                                                                                                                                                         

##IGO 0182   CONTINUING STUDIES                 MOVING ON UP - THE PROMOTABLE ME                                                                                                                                                                             

THIS WORKSHOP CAN HELP YOU LEARN HOW YOU CAN TAKE CONTROL OF YOUR FUTURE AND HOW YOU CAN POSITION YOURSELF TO BE IN THE RIGHT PLACE AT THE RIGHT TIME.                                                                                                       

                                                                                                   $                                                                                                                                                         

##IGO 0183   CONTINUING STUDIES                 MAXIMIZING CUSTOMER SATISFACTION                                                                                                                                                                             

THIS COURSE WILL PROVIDE AN AWARENESS OF THE IMPORTANCE OF THE CUSTOMER AND THE HOW-TO'S FOR MAXIMIZING CUSTOMER SATISFACTION.                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0184   CONTINUING STUDIES                 HARMONY IN THE WORKPLACE                                                                                                                                                                                     

EVERY ORGANIZATION DEVELOPS A CLIMATE OR CULTURE THAT INFLUENCES MEMBER BEHAVIOR.  HOW WELL YOU FIT WITHIN THAT CULTURE HAS A DIRECT IMPACT ON JOB SATISFACTION AND PRODUCTIVITY.  UPON COMPLETING THIS PROGRAM YOU WILL UNDERSTAND YOUR ORGANIZATION'S CULTURE, BE ABLE TO EVALUATE AND IMPROVE WORKING RELATIONSHIPS, BECOME APPROPRIATELY ASSERTIVE, AND CAPABLE OF NEGOTIATING SUCCESSFUL OUTCOMES TO INDIVIDUAL DIFFERENCES WHEN THEY OCCUR.                                                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##IGO 0188   CONTINUING STUDIES                 REDUCING COSTS AND IMPROVING SERVICE THROUGH CYCLE TIME REDUCTION                                                                                                                                            

DURING THIS PROGRAM YOU WILL LEARN HOW TO PUT A SPECIFIC ACTION PLAN INTO PLACE THAT WILL HELP YOUR ORGANIZATION BEGIN TO REALIZE THE REMARKABLE BENEFITS OF CYCLE TIME REDUCTION IN JUST A SHORT TIME.  CASE STUDIES DRAWN FROM BOTH LARGE AND SMALL ORGANIZATIONS, WHICH HAVE SUCCESSFULLY IMPLEMENTED CYCLE TIME REDUCTION WILL SHOW YOU HOW ORGANIZATIONS JUST LIKE YOURS ARE LEVERAGING THIS PROVEN PROCESS IMPROVEMENT STRATEGY.                                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##IGO 0189   CONTINUING STUDIES                 COACHING AND DISCIPLINING                                                                                                                                                                                    

DURING THIS WORKSHOP, SUPERVISORS/MANAGERS WILL HAVE AN OPPORTUNITY TO INCREASE THEIR SKILLS IN THE AREAS OF EMPLOYEE DEVELOPMENT AND DISCIPLINE.                                                                                                            

                                                                                                   $                                                                                                                                                         

##IGO 0190   CONTINUING STUDIES                 STRUCTURED ON-THE-JOB TRAINING                                                                                                                                                                               

UPON COMPLETING THIS PROGRAM, PARTICIPANTS WILL BE PREPARED TO CREATE A STRUCTURED OJT PROGRAM FOR THEIR WORK UNITS.  THEY WILL HAVE THE SKILLS TO CONDUCT A JOB ANALYSIS, CREATE JOB/TASK STANDARDS AND CHECKLISTS, ESTABLISH A UNIT OJT DEVELOPMENT PLAN, AND WILL BE PREPARED TO PROVIDE EFFECTIVE OJT TRAINING.                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##IGO 0191   CONTINUING STUDIES                 Professional Success Strategies                                                                                                                                                                              

The focus of this course is on strategies to improve individual effectiveness and efficiency by learning results-management techniques, plus examining ways to utilize strengths and eliminate weaknesses through professional development activities. Four major areas that contribute to professional success are examined: time management, stress management, networking and personal power, and career development.At the conclusion of this workshop, participants will have developed a thorough understanding of the critical elements which create total professionalism.  They will understand how to develop professional success strategies to gain control over these elements in their personal and professional lives.                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0192   CONTINUING STUDIES                 GOAL SETTING FOR RESULTS                                                                                                                                                                                     

PARTICIPANTS WILL RECEIVE VALUALE TOOLS AND TECHNIQUES FOR UNDERSTANDING PLANNING AT ALL LEVELS OF THE ORGANIZATION ALONG WITH HANDS-ON EXPERIENCE IN DEVELOPING EFFECTIVE GOALS FOR THEIR OWN WORK UNIT.                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##IGO 0193   CONTINUING STUDIES                 WORLD-CLASS MANAGEMENT STRATEGIES                                                                                                                                                                            

THIS PROGRAM WILL PROVIDE MANAGERS WITH STRATEGIES THAT CAN BE APPLIED IMMEDIATELY WITH NOTICEABLE RESULTS.                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##IGO 0194   CONTINUING STUDIES                 FACILITATIVE LEADERSHIP STRATEGIES                                                                                                                                                                           

PARTICIPANTS WILL IDENTIFY WHAT TYPICALLY GOES WRONG WITH TEAM EFFORTS AND IDENTIFY THE ELEMENTS OF AN EFFECTIVE ONE.  THEY WILL DEMONSTRATE HOW TO USE THE FRAMEWORK FOR LEADERSHIP TO PLAN FOR, LEAD, AND FOLLOW UP ON TEAM EFFORTS AND ONE-ON-ONE MEETINGS TO ACHIEVE QUALITY RESULTS.  IN ADDITION, THEY WILL LEARN HOW TO EVALUATE THEIR SKILLS AS A FACILITATIVE LEADER AND SELECT AREAS FOR DEVELOPMENT.                                                                                                           

                                                                                                   $                                                                                                                                                         

##IGO 0195   CONTINUING STUDIES                 LEADERSHIP ROLES FOR THE 21ST CENTURY                                                                                                                                                                        

YOU CAN EXPECT TO LEARN PRINCIPLES OF TRANSFORMATION WHICH WILL BRING YOU INCREASED EFFECTIVENESS IN YOUR PERSONAL AND PROFESSIONAL LIFE TO MEET AND OVERCOME TODAY'S CHALLENGES.                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##IGO 0196   CONTINUING STUDIES                 BUILDING A HIGH PERFORMANCE TEAM                                                                                                                                                                             

UPON COMPLETING THIS SESSION, PARTICIPANTS WILL UNDERSTAND THE IMPORTANCE AND CHARACTERISTICS OF HIGH PERFORMANCE WORK TEAMS ALONG WITH PROVEN STRATEGIES FOR CREATING, MAINTAINING, AND LEADING THEM.                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##IGO 0197   CONTINUING STUDIES                 MANAGING FOR PRODUCTIVITY                                                                                                                                                                                    

PARTICIPANTS WILL LEAVE THIS COURSE WITH A CLEAR UNDERSTANDING OF PROVEN STRATEGIES FOR MEASURING, MONITORING, MOTIVATING, AND MANAGING FOR INCREASED PRODUCTIVITY IN THEIR WORKPLACE.                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##IGO 0198   CONTINUING STUDIES                 CUSTOMER-FOCUSED MANAGEMENT                                                                                                                                                                                  

PARTICIPANTS WILL LEARN AN ATTAINABLE APPROACH TO SOUND GOVERNMENT MANAGEMENT BY USING AN ESSENTIAL SET OF TOOLS FOR MAXIMIZING RELATIONSHIPS WITH CITIZENS, POLITICIANS, AND OTHER AGENCIES.  HIGHER LEVELS OF PRODUCTIVITY CAN BE GAINED BY GOVERNMENT AGENCIES THAT ARE CUSTOMER SERVICE ORIENTED THROUGH INCREASED EMPLOYEE JOB SATISFACTION, GREATER COOPERATION AMONG DEPARTMENTS, AND FEWER, LESS INTENSE CONFLICTS WITH CITIZENS.                                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##IGO 0200   CONTINUING STUDIES                 Grammar Refresher for Professionals                                                                                                                                                                          

As a result of taking this course participants will be able to write and edit more effectively by recognizing and correcting run-on sentences, misplaced modifiers, and punctuation errors.                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##IGO 0204   CONTINUING STUDIES                 Financial Planning Fundamentals for the Future                                                                                                                                                               

Participants will learn about the key concepts and  approaches, not financial products or services, that will assist in maximizing their  financial decision making opportunities.  In addition, each person will receive a practical and comprehensive notebook which covers the course topics, a Personal Financial Profile and a complimentary one-hour consultation.                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##IGO 0208   CONTINUING STUDIES                 Leadership Challenge: How To Achieve Extraordinary Results In Organizations                                                                                                                                  

Participants will leave with an understanding of the practical, proven practices for developing exemplary leadership and accomplishing extraordinary results. They will have a blueprint for developing the leader within, growing their own ability for leading others to get things done, and encouraging their employees to greater productivity and innovation.                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##IGO 0209   CONTINUING STUDIES                 Successful Citizen Advisory Boards and Committees                                                                                                                                                            

This workshop is designed to enhance the knowledge of current citizen advisory board members as well as the elected officials and staff who appoint and interact with them. This interactive workshop is for elected officials, administrators and other leaders who want their citizen boards and committees to be more productive. Every participant will leave with new insights, a personal action plan and the materials needed to make a difference.                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##IGO 0210   CONTINUING STUDIES                 High Performing Leaders - Facilitative Leadership for Managers in Changing Times                                                                                                                             

This workshop is designed to help managers effectively manage themselves and lead others through organizational change. We are making quantum leaps into the future. For some of us this means opportunity: for others, great problems. For all of us this means uncertainty. Managers must be able to manage themselves and lead others through the challenges of our changing environment conducive to effectively implementing change. Managers will leave the workshop with a plan of action to implement back at their desk. They will have a three part model to follow while implementing change. Strategies to minimize people breakage and check points for maximizing organizational effectiveness will have been developed.                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##IGO 0211   CONTINUING STUDIES                 High Performing Leaders - The Leadership Challenge:  How to Achieve Extraordinary Results                                                                                                                    

In any organization, the successful achievement of strategic goals requires that both top executives and managers at all levels accept the challenge to become leaders - leaders who can act to bring people together to accomplish the extraordinary. Five key practices - that are learnable behaviors by virtually anyone - were identified from research on managers who successfully led others and their organizations to achieve extraordinary accomplishments. These five practices and ten specific behaviors can all be learned and used by managers at all levels.  Participants will leave with an understanding of the practical, proven practices for developing exemplary leadership and accomplishing extraordinary results. They will have a blueprint for developing the leader within, growing their own ability for leading others to get things done, and encouraging their employees to greater productivity and innovation.                                                                                                  

                                                                                                   $                                                                                                                                                         

##IGO 0212   CONTINUING STUDIES                 High Performing Leaders - Dynamic Presentations                                                                                                                                                              

One of the most important skills needed for effective leadership is the ability to get your point across. Leaders must improve their stand-up presentation skills, as well as their conference room techniques. Participants practice formal presentations and demonstrate their effectiveness around the conference table. Videotaped sessions will allow participants to examine/refine skills for delivering a Dynamic Presentation. Participants will be able to design, develop, and deliver a Dynamic Presentation to a variety of audiences. They will learn the power of good eye contact and gestures to gain and maintain control of their audience in order to get their point across more easily, whether speaking to a group of 5 or 500.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##IGO 0213   CONTINUING STUDIES                 High Performing Leaders - Performance Management                                                                                                                                                             

Managers have an increased need to pinpoint performance issues. This is a skill building workshop designed to increase a manager's effectiveness in dealing with performance issues. Managers will learn how to plan, measure, coach, and counsel employees to higher achievement. They will also have the tools necessary to conduct sessions on progressive discipline.  Managers will develop the skills necessary to appropriately reward success and improve inadequate performance. They will practice formal performance issue discussions and be able to hold an effective performance improvement or recognition session with their employees.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##IGO 0214   CONTINUING STUDIES                 High Performing Leaders - Personal Excellence                                                                                                                                                                

This workshop is about self-management strategies. Increasing productivity, span of control, teamwork, and paradigm are new words we hear every day. Managers must be able to manage themselves first before they can effectively lead others. The first thing managers need in today's environment is to understand themselves.  At the conclusion of this workshop, participants will have developed self-management strategies to help maximize their overall effectiveness.  They will be better equipped to manage multiple priorities and develop positive attitudes that will enhance professional image, influence, and personal growth.                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##IGO 0215   CONTINUING STUDIES                 High Performing Leaders - Professional Communication Strategies                                                                                                                                              

Effective communication is the lifeline to successful performance and productivity of individuals and organizations. This course highlights techniques for effective communication and successful relationship skills in the work environment. Ways to work more productively with superiors, peers, citizens including conflict avoidance and resolution are also presented. Participants will leave the workshop with an increased awareness of their preferred communication style and its impact on others. They will possess an increased understanding of relationship dynamics and how specific skills can help improve important professional relationships and reduce conflict.                                                                                               

                                                                                                   $                                                                                                                                                         

##INO 0018   CONTINUING STUDIES                 Title Agent Qualifications                                                                                                                                                                                   

This course is a state required course for qualification as a Title Agent.  Topics include: Florida rules, regulations, statutes, policy, closing procedures, escrow handling, examination of titles, abstracting and title searches.                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##INO 0027   CONTINUING STUDIES                 Limited Customer Service Representative                                                                                                                                                                      

This course is designed to prepare the student to take the State of Florida licensing exam for the 4.42 license (private passenger AUTO insurance only).  Topics include: property and liability principles, automobile insurance and Florida rules and regulations.                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##INO 0030   CONTINUING STUDIES                 220/442 Insurance                                                                                                                                                                                            

This course is designed for the student who has registered and completed the 4.42 pre-licensing course, and would like to transfer into the 2.20 General Lines Course.                                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##INO 0051   CONTINUING STUDIES                 ESTATE PLANNING                                                                                                                                                                                              

ESTATE PLANNING                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##INO 0052   CONTINUING STUDIES                 Principles and Elements of Life Insurance                                                                                                                                                                    

This course includes:  The Purpose of Insurance; Composition of the Industry; Legal Contract Concepts; Types of Life Insurance Policies; Life Insurance Policy Provisions, Options; Policy Options and Riders; Beneficiary Options; Life Insurance Premiums; Settlement Options; Life Insurance Underwriting and Issue; Group Life Insurance; Social Security; Retirement Plans; Uses of Life Insurance.                                                                                                                  

                                                                                                   $                                                                                                                                                         

##INO 0082   CONTINUING STUDIES                 PERSONAL AUTO TRAPS, GAPS, AND OVERLAPS                                                                                                                                                                      

This class covers rental cars/PAP, company cars, kids cars, uninsured motorist, financial responsibility, family member definition/issues, naming insureds on a PAP, miscellaneous vehicle endorsement, transportation expense coverage, additional insured endorsement, business use considerations, newly acquired autos, stated amount vs agreed value, named non-owner policy, personal injury protection issues and family autos owned by business.                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##INO 0106   CONTINUING STUDIES                 PERSONAL INSURANCE                                                                                                                                                                                           

This course is designed to increase the knowledge and skills that can improve job performance for personal lines producers.  An overview of personal insurance; including property and liability loss exposures, personal risk management, health coverages, financial planning, automobile, and homeowners insurance.                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##INO 0116   CONTINUING STUDIES                 2.15 Review CRAM ONLINE                                                                                                                                                                                      

Register for this course once you have successfully completed the state required 2.15 - Life, Health and Variable Annuities course to prepare for the state exam.  This course uses the Florida Life, Health and Variable Annuity Study Manual.                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##INO 0119   CONTINUING STUDIES                 CUSTOMER SERVICE                                                                                                                                                                                             

Continuing education course stressing customer service in the insurance industry.  Course reviews customer service concepts, illustrates and explores customer service issues, develops customer service goals, and examines telephone guidelines useful to any insurance agency training program.                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##INO 0137   CONTINUING STUDIES                 LAW, ACCOUNTING, & MEDIA COMMUNICATION LIABILITY                                                                                                                                                             

INO0137                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##INO 0140   CONTINUING STUDIES                 Series 6 Stockbroker                                                                                                                                                                                         

The Series 6 course is for individuals who wish to sell only investment company products (e.g.mutual funds and money-market funds) and variable annuities for an NASD broker-dealer and firms that sell primarily insurance-related products.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##INO 0141   CONTINUING STUDIES                 FLORIDA UNINSURED MOTORIST (UM) COVERAGE                                                                                                                                                                     

Uninsured motorists (UM) coverage to pay compensatory damages for bodily injuries under one's own policy.  The law is rather complete as to what the coverage shall be but it is a highly litigated section of the auto PAP form.  We will discuss the law and how each segment of the UM coverage is applied to include actual case studies  from courts.                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##INO 0142   CONTINUING STUDIES                 PERSONAL AUTO TRAPS, GAPS, & OVERLAPS                                                                                                                                                                        

This class covers Rental Cars/PAP, Company cars, Kids Cars, Uninsured Motorist, Financial Responsibility, Family member definition/issues, Naming Insureds on a PAP, Miscellaneous Vehicle Endorsement, Transportation Expense Coverage, Additional Insured Endorsement, Business Use Considerations, Newly Acquired Autos, Stated amount vs Agreed Value, Named Non-Owner Policy, Personal Injury Protection Issues and Family Autos Owned by Business.                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##INO 0143   CONTINUING STUDIES                 PERSONAL AUTO LIABILITY                                                                                                                                                                                      

This course compares auto liability concepts with court cases affecting each concept.   The cases fortify the principle, since court action often interprets policy terms.                                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##INO 0144   CONTINUING STUDIES                 FLORIDA MOTOR VEHICLE NO FAULT - LAW                                                                                                                                                                         

Approximately half of the states have adopted "No Fault Laws".  The primary impetus was to contain rising costs of auto liability insurance. This course will discuss the pertinent factors of the Florida statute with a review of actual cases in the Florida courts.                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##INO 0145   CONTINUING STUDIES                 COMMERCIAL INSURANCE PART B                                                                                                                                                                                  

This course is designed to review the more common lines of commercial business and forms used in everyday commercial insurance operations.  The course has been divided into two parts, with Part A, sections I through V focusing on coverages routinely handled by Customer Service Representatives.  This part, Part B; sections I VII focus on topics normally handled by General Lines Agents.                                                                                                                       

                                                                                                   $                                                                                                                                                         

##INO 0146   CONTINUING STUDIES                 REGISTERED CUSTOMER SERVICE REPRESENTATIVE                                                                                                                                                                   

This course is approved by the DOI for licensure as a customer service representative & is equivalent to the 4.40 license.  Successful completion of the 40-hour course EXEMPTS the student from the state examination.  Various phases of property/casualty insurance, health insurance, agency operations, and good customer service are among the topics studied.                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##INO 0147   CONTINUING STUDIES                 Accredited Claims Adjuster                                                                                                                                                                                   

This 40 hour course explores various phases of property/casualty insurance, health insurance, ethics, and issues of bad faith.  Successful completion of the course EXEMPTS the student from the state examination. Students must pass a class test with a score of 70% or higher.                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##INO 0148   CONTINUING STUDIES                 General Lines Qualification                                                                                                                                                                                  

This course is approved by the Florida Department of Insurance to prepare agents for the 2.20 state exam and licensure as a General Linges Agen. Agents who have been working as a 6.20, 5.20, 4.40 or 4.42 for a minimum of one year from the date of receiving their license (6.20, 5.20, 4.40 or 4.42), are eligible to take this course.                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##INO 0149   CONTINUING STUDIES                 2.20 Review Pass/Prep                                                                                                                                                                                        

Register for this four hour online course once you have successfully completed the state required 2.20 Property and Casualty Pre-Licensing Course in preparation for the state exam.                                                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##INO 0156   CONTINUING STUDIES                 COVERING THE IN-HOME BUSINESS                                                                                                                                                                                

INO0156                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##INO 0158   CONTINUING STUDIES                 BUSINESS AUTO - GRAY AREAS                                                                                                                                                                                   

THIS COURSE INCLUDES:  BUSINESS AUTO PROGRAM COVERAGE COMPARISON - BUSINESS AUTO VS. PERSONAL AUTO; BUSINESS AUTO CONDITIONS NO-FAULT AUTOMOBILE INSURANCE FUNDAMENTALS; UNINSURED MOTORIST COVERAGE ENDORSEMENT AND FLORIDA AUTOMOBILE REPARATIONS REFORM ACT.                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##INO 0159   CONTINUING STUDIES                 Principals and Elements of Health Insurance                                                                                                                                                                  

This course includes:  an overview of healthcare and insurance; distribution structure; private medical; disability income replacement; private and government health plans; HMOs; contracts; group health; laws and ethics.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##INO 0160   CONTINUING STUDIES                 Unlicensed Entities                                                                                                                                                                                          

This two (2) hour course is required of all Florida Insurance Agents.  The course covers Chapter 626 of the Florida Statutes on Insurance concerning unauthorized insurers.                                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##INO 0165   CONTINUING STUDIES                 Ethics for Agents                                                                                                                                                                                            

All Continuing Education courses are INTERMEDIATE level.  Courses are intended for students who have a basic knowledge of the subject matter, or who have limited experience with the subject matter area.                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##INO 0180   CONTINUING STUDIES                 General Liability                                                                                                                                                                                            

A 14-hour course covering in-depth continuing education course for Property and Casualty Agents. Topics include legal liability for criminal and civil law, tort, negligence, property owners and the attractive nuisance doctrine.  Other topics are liability exposure for business, personal and professional situations; commercial general liability coverage and a complete review of the occurrence form.                                                                                                          

                                                                                                   $                                                                                                                                                         

##INO 0196   CONTINUING STUDIES                 IRS Tax Seminar                                                                                                                                                                                              

IRS workshop providing continuing professional education for accountants, lawyers, or enrolled agents who are qualified to represent taxpayers before the IRS.                                                                                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##INO 0200   CONTINUING STUDIES                 Insurance Agents & Prospecting, Selling & Closing                                                                                                                                                            

This course builds confidence in the areas of Prospecting, Telephone and Closing.  It will provide the agent the confidence and competence. The course includes strong motivational pieces, selling strategies, techniques, tools and processes that can easily be applied by an agent.                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##INO 0201   CONTINUING STUDIES                 Insurance Negotiations - Reading People                                                                                                                                                                      

This course provides an introduction to kinesics or body language.  Agents will briefly learn about the history and theory of kinesics and its primary creator.  Agents will also learn how to understand people better by observing nonverbal characteristics and verbal characteristics.                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##JOO 0100   CONTINUING STUDIES                 Basketball Youth Coaches Clinic                                                                                                                                                                              

This class will provide all youth league coaches with new techniques of effective communication and motivational skills to help with the proper preparations of leading young athletes. This class will provide the insight of Division I coaches as well as Division II coaches on planning and preparation for game day. The class will also give a display of new skills and drills that are being used in practices around the country.  This clinic will bring basketball enthusiasts the best coaching information, methods and communication techniques available at this time.  This class will provide coaching objectives and styles, sports medicine and injury prevention and legal responsibilities.                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##LEO 0101   CONTINUING STUDIES                 Professional Guardianship                                                                                                                                                                                    

This course is designed to acquaint participants with the activities and requirements for legal guardians.  The course is suitable for anyone who is serving, or wants to serve, as a professional, family or volunteer guardian.  This guardianship course meets court-mandated education requirements for legal guardians in Palm Beach County and the State of Florida.                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##LEO 0102   CONTINUING STUDIES                 Basics of Wills & Estates                                                                                                                                                                                    

What have you done to ensure that your end-of-life wishes will be carried out?  This course is a basic overview of wills, power of attorney, probate, elder law, guardianship laws, and beneficiary designations.  Also covered is the management and protection of assets.  This course is a must for legal assistants, clerks, paralegals or anyone thinking about hiring an attorney.                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##LEO 0103   CONTINUING STUDIES                 Divorce Self-Help                                                                                                                                                                                            

This course gives the information needed to handle legal filings quickly, easily, and cheaply.  Why throw money away on legal fees?  Learn the basics of divorce - equitable distribution, child support and custody, alimony, debts and assets and more. Also, learn what legal forms are needed and where to find them and get empowering tips for how to turn contested issues into uncontested issues. This course is a must for legal assistants, mediators, clerks, paralegals or anyone thinking about hiring an attorney.                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##LEO 0104   CONTINUING STUDIES                 Understanding Family Law                                                                                                                                                                                     

This course presents a basic legal understanding of various aspects of family law including marriage, separation, dissolution of marriage, annulment, custody & support, adoption, name change, guardianship and paternity.  This course is a must for legal assistants, clerks, paralegals or anyone thinking about hiring an attorney.                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##LEO 0105   CONTINUING STUDIES                 How NOT to be Afraid of the Legal System                                                                                                                                                                     

This course provides an overview of various legal matters in which anyone can easily become involved with, voluntarily or involuntarily.  The information will teach the processes and procedures necessary to follow when someone has been wronged.  Essentially, this course is designed to show how to use the legal system appropriately - offensively or defensively, depending upon the circumstances - and without fear of the "unknown" (legal system).  This course is a must for legal assistants, clerks, paralegals or anyone thinking about hiring an attorney.                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##LEO 0106   CONTINUING STUDIES                 Mediation Basics                                                                                                                                                                                             

Learn the foundational skills of mediation in order to expand your knowledge to successfully mediate disputes.  This course is a must for legal assistants, clerks, paralegals or anyone thinking about hiring an attorney.                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##MHO 0117   CONTINUING STUDIES                 The Grief Process:  Avoiding Stress While Caring for Others                                                                                                                                                  

This training prepares Health Care Professionals and families to better serve those going through the death and grieving process.  Topics include communication styles, active listening, boundaries, natural expression of grief, anger and sadness, depression, and tools for recovery and methods to alleviate stress for both client and caregiver.  This Seminar is based on the critically acclaimed book:  Awakening from Grief, Finding the Way Back to Joy.                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##MHO 0200   CONTINUING STUDIES                 Pharmacology for Mental Health, Addiction, and Health Professionals Part 1                                                                                                                                   

This course is the first course of a two part series covering the basic principles of pharmacology.  Designed for a wide variety of mental health and allied health professionals the areas of emphasis will be pharmacokinetics (how drugs move through the body), basic principles of drug toxicity and drug therapy, and the different ways in which drugs are classified.                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##MHO 0201   CONTINUING STUDIES                 Pharmacology for Mental Health, Addiction, and Health Professionals Part 2                                                                                                                                   

This course is the second course in the two part series covering the basic principles of pharmacology.  Designed for a wide variety of mental health and allied health professionals, the areas of emphasis will be homeostatic (nervous and endocrine) and an overview of the biochemistry of molecular messengers and endogenous drugs.  Other areas emphasized are neurotransmitter systems and how they are considered to be pathways for exogenous drugs.                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##MHO 0202   CONTINUING STUDIES                 Child Abuse                                                                                                                                                                                                  

This course is designed to enhance health care professional awareness of the broad spectrum of child abuse in society today.  The lectures will cover from neglect through all five categories of abuse.  Special focus will be spent on the indicators of the five categories of abuse, treatment modalities, and legal reporting requirements (federal and state) will be discussed.                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##MHO 0203   CONTINUING STUDIES                 Critical Incident Management                                                                                                                                                                                 

Participants in this training will learn to how to recognize traumatic events and client's responses to these events.  The student will learn the skills needed to conduct debriefings, plus focus on the needs of special populations such as children and families.  Using the techniques taught, the helping therapists can reduce the incidence of future traumatic stress disorders and help return individuals, families, and communities to "whatever" is a normal, healthy, and emotional/spiritual functioning group.  Since the influx of terror attacks and weather tragedies, this course is a must for all mental health and substance abuse professionals.                                                                                                               

                                                                                                   $                                                                                                                                                         

##MTO 0020   CONTINUING STUDIES                 Aroma Therapy                                                                                                                                                                                                

Participants will describe and define the nature of essential oils and how they can be used as a therapeutic tool in massage and will identify the specific properties of seven widely used oils. Descriptions of the method of extraction and amount to add to a carrier oil to make a massage oil and oils for specific aroma therapy treatments will be covered.  Upon completion participants will describe the basic aroma therapy treatment technique and will mix an aroma therapy massage oil for future practice.                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##MTO 0028   CONTINUING STUDIES                 INTUITIVE NEUROMUSCULAR MASSAGE                                                                                                                                                                              

THE PARTICIPANT WILL LEARN HOW TO REDUCE PAIN AND INCREASE RANGE OF MOTION WITH EASY TO USE TECHNIQUES THAT CAN BE ADDED TO ONE'S OWN STRENGTHS AS A MASSAGE THERAPIST.  THIS TECHNIQUE STRESSES THE LENGTHENING OF INDIVIDUAL MUSCLES, AS WELL AS GROUPS TO ACHIEVE OPTIMUM FUNCTIONING OF THE PHYSIOLOGIC POTENTIAL.                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##MTO 0032   CONTINUING STUDIES                 Regulatory Issues for LMT's                                                                                                                                                                                  

This four-hour course will provide information for Licensed Massage Therapists regarding ethical issues that they may face in their massage practice, and the laws and rules as they apply in the State of Florida.                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##MTO 0110   CONTINUING STUDIES                 MASSAGE FOR THE CLIENT WITH SPECIAL NEEDS                                                                                                                                                                    

MASSAGE/SPC NEED                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##MTO 0111   CONTINUING STUDIES                 Carpal Tunnel Syndrome & Repetitive Motion Injury:  How to Save Your Hands                                                                                                                                   

This course is designed for Licensed Massage Therapists to learn how to avoid or reverse repetitive motion injuries by understanding their cause and self-help techniques.                                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##MTO 0115   CONTINUING STUDIES                 Simply Sciatica:  Questions, Answers and Treatments, An LMT's Guide to Treating Piriformis Based Sciatica                                                                                                    

Piriformis syndrome is a very common disorder, which is not commonly understood and is often mistaken for LB dysfunction, SI disorder and Sciatica of low back or sacral origin.  Although even highly experienced rehab professionals misunderstand this very painful syndrome, it can be easily identified and successfully treated by the LMT in a short amount of time.                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##MTO 0116   CONTINUING STUDIES                 Introduction to Jin Shin Jyutsu                                                                                                                                                                              

Participants will review the 26 "safety energy locks" and how to use the hands as "jumper cables."  Demonstrations of a self-help 2 point "quickie" releases for "personal projects," how to work on their own fingers and toes and positions for neck and shoulder release will be included.                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##MTO 0117   CONTINUING STUDIES                 Introduction to Trager                                                                                                                                                                                       

The Trager Approach is a gentle and effective way to offer new possibilities to the mind/body through the non-invasive touch of Trager bodywork and fluid, effortless self-care movements (Mentastics).  Tragerwork helps to reduce stress and decrease pain, increase physical mobility and range of motion and improve posture and spinal alignment.                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##MTO 0118   CONTINUING STUDIES                 Psychophysiology of Stress and the Relaxation Response                                                                                                                                                       

Moving beyond the basics of stress management, Psychophysiology of Stress & the Relaxation Response examines the underlying neurochemical basis of both stress and relaxation.  Beginning with a review of the neuroanatomy and physiology, these principles are applied to the underlying processes of the stress response in order to better understand the concept of relaxation as an elicited neurological response.                                                                                                 

                                                                                                   $                                                                                                                                                         

##MTO 0119   CONTINUING STUDIES                 Infant and Toddler Massage                                                                                                                                                                                   

mto0119                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##MTO 0120   CONTINUING STUDIES                 Ohashiatsu Massage                                                                                                                                                                                           

This 2 hour course provides the learner with an introduction to Ohashiatsu�.   Ohashiatsu is a nurturing method of healing touch that relaxes yet energizes, relieving tension, stiffness and fatigue.  Ohashiatsu courses are filled with insights into our daily lives, helping us gain a healthy perspective on how and why we move and react.  Tables are not required, body work will take place on the floor.  Required Materials: 1 white sheet, 1 towel, 3 blankets & yoga mat or a mat that will provide the user with 1 inch of cushioning for support.                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##MTO 0130   CONTINUING STUDIES                 Ohashiatsu Massage (30)                                                                                                                                                                                      

This course takes the learner through 30 hours of Ohashiatsu technique.  Ohashiatsu is a nurturing method of healing touch that relaxes yet energizes, relieving tension, stiffness and fatigue.  Ohashiatsu courses are filled with insights into our daily lives, helping us gain a healthy perspective on how and why we move and react. Tables are not required; body work will take place on the floor.  Required Materials: 1 white sheet, 1 towel, 3 blankets & yoga mat or a mat that will provide the user with 1 inch of cushioning for support.                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##MTO 0121   CONTINUING STUDIES                 Psychology for Massage Therapists                                                                                                                                                                            

This course offers the opportunity to learn how psychological dynamics influence the therapeutic relationship.  Beginning with an overview of some general principles of Psychology, the course examines specific issues present in the therapist/client relationship (i.e., transference, counter-transference) and finishes with an experiential process to help participants recognize how these issues may impact their work.                                                                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##MTO 0122   CONTINUING STUDIES                 A Pharmacology Primer for Massage Therapists                                                                                                                                                                 

This course is designed to help LMTs understand basic pharmacology in order to incorporate information from patients' medication histories into an effective treatment plan.  After introducing the basic principles of pharmacology & Pharmacokinetics (how drugs move through the body), this course provides an overview of the most commonly prescribed medications and offers guidelines for using this information in massage therapy.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##MTO 0123   CONTINUING STUDIES                 Body Rolling                                                                                                                                                                                                 

Body Rolling will teach the student how to maintain the health of their, as well as their client's neuromuscular and skeletal systems. Rolling helps you "tune in" and learn the useful information the body communicates to you, making it possible to develop greater control over the internal state and increasing ability to use the body more freely and intelligently, whether in a body therapy practice, for exercise, or just in daily life.                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##MTO 0124   CONTINUING STUDIES                 Color Puncture                                                                                                                                                                                               

Color is part of our everyday life but we often overlook how it can affect us. Light has an amazing effect on both our mind and body. Color therapists maintain that it can actually be absorbed not only through the eyes but also through the skin surface via our nerve endings. Too much or too little light can have a definite effect on our physical and mental health. So if light itself can affect our bodies, what about the individual colors that make up light? Tests show that being exposed to certain colors has an effect on us psychologically and physically.                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##MTO 0131   CONTINUING STUDIES                 Advance Neuromuscular Technique: Pelvic I                                                                                                                                                                    

This course will look at the complex subject of hip pain, and the equally complex problem of low back pain caused by referrals from muscles in the pelvic region.  The student will be taught the "deepest" release protocols of the body.  These routines will have an immediate effect on the involved musculature.  The student will learn to become confident in working these specific areas and you will promote a more complete healing for your client.  Class available to LMTs ONLY. Limited to 16 students.  Required Materials: sheet, towel, pillow, massage table, massage cream/oil.  Required Dress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                        

                                                                                                   $                                                                                                                                                         

##MTO 0132   CONTINUING STUDIES                 Advance Neuromuscular Technique: Pelvic II                                                                                                                                                                   

This area presents itself as the center of gravity in the body.  It is the source of many pain related complaints that have postural and biomechanical dysfunctional implications.  This course will focus on releasing the involved components, including all leg muscles that attach to the pelvis.  Sports injuries in this region are specifically addressed.  It is also designed to address "chronic" low back pain.  The student will learn how to get results, and you will offer your clients positive and dramatic changes.  Class available to LMTs ONLY.  Limited to 16 students. Required Materials: sheet, towel, pillow, massage table, massage cream/oil.  Required Dress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##MTO 0133   CONTINUING STUDIES                 Advance Neuromuscular Technique: Cervical                                                                                                                                                                    

This course offers advanced hands-on training to address common soft tissue cervical pathologies, neck-pain related syndromes, and layperson (physical) complaints.  You will learn deep tissue release protocols that are extremely result oriented and enable the therapist to quickly and correctly deal with the involved musculature.  The end result: You're a better medical massage therapist and your patients heal faster!  Class available to LMTs ONLY.  Limited to 16 students. Required Materials: sheet, towel, pillow, massage table, massage cream/oil.  Required dress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                                                   

                                                                                                   $                                                                                                                                                         

##MTO 0134   CONTINUING STUDIES                 Advance Neuromuscular Technique: Cranium                                                                                                                                                                     

This course involves very specialized treatment to the cranial fascia and the muscles of the face. These areas are extremely hypertonic from physical trauma, and are greatly involved in TMJ dysfunction, complex headache patterns, trigeminal neuralgia and other jaw and face related syndromes.  The student will learn to release the facial muscles outside and inside the mouth. Precise release work in this area will produce dramatic changes!  Class available to LMTs ONLY. Limited to 16 students.  Required Materials: sheet, towel, pillow, massage table, massage cream/oil.  Required Dress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                              

                                                                                                   $                                                                                                                                                         

##MTO 0135   CONTINUING STUDIES                 Advance Neuromuscular Technique: Extremities                                                                                                                                                                 

This course will deal with many common complaints that involve elbow, wrist, hand, foot and lower leg pathologies.  You will learn specific protocols to release the causative components of the resulting chronic conditions.  These deep tissue strokes are highly effective.  They work quickly to release problem areas and to restore normal physiology.  You will learn the skills necessary to address many complaints with confidence, get the results you're looking for, and promote a noticeable faster healing time for your patients.  Class available to LMTs ONLY. Limited to 16 students.  Required Materials: sheet, towel, pillow, massage table, massage cream/oil.  Required Dress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##MTO 0136   CONTINUING STUDIES                 Advance Neuromuscular Technique: Back                                                                                                                                                                        

This course is designed to deal with common back related complaints, utilizing a precise ability to release and treat the involved musculature.  The emphasis is on specific back pain, and back related problems.  The student will learn how to effectively treat and release all muscles of the back and the spine (the intrinsic muscles of the spine, in addition to the paraspinal muscles). This workshop will also teach the correct use of the rubber tipped pressure bars.  Class available to LMTs ONLY.  Limited to 16 students.  Required Materials: sheet, towel, pillow, massage table, massage cream/oil.  Required Dress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##MTO 0137   CONTINUING STUDIES                 Advance Neuromuscular Technique: Shoulder                                                                                                                                                                    

Releasing all the muscles of the shoulder girdle involves one of the most complex joints of the body.  The student will learn an advanced group of protocols to treat many (diagnosed) and common shoulder related problems and pathologies.  These release techniques are very specific and quite pain detailed.  The shoulder girdle is a common source of work, sports, and accident related pain and discomfort.  The course is designed to teach effective and result oriented routines.   Class notes must be purchased from the bookstore prior to first day of course.  lass available to LMTs LMTs ONLY Limited to 16 students. Required Materials: sheet, towel, pillow, massage table, massage cream/oil. Requireddress: MEN - Nylon running shorts, Women - Nylon running shorts and a Sports Bra.                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##NGO 0172   CONTINUING STUDIES                 Pediatric Advanced Life Support Renewal                                                                                                                                                                      

This class is designed to update and renew qualified providers in Pediatric Advanced Life Support.  Prerequisites:  Current PALS Provider card and current BLS Provider card.                                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##NGO 0174   CONTINUING STUDIES                 Pediatric Advanced Life Support Renewal                                                                                                                                                                      

This class is designed to update and renew qualified providers in Pediatric Advanced Life Support.  Prerequisites:  Current PALS Provider card and current BLS Provider card.                                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##NGO 0176   CONTINUING STUDIES                 Pediatric Advanced Life Support Provider                                                                                                                                                                     

Via didactic and experiential teaching methods, students learn to recognize and provide emergency care for respiratory failure, shock and cardiopulmonary arrest.  Students rotate through BLS, advanced airway, vascular access, fluid therapy medication and rhythm disturbance and management stations.                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##NGO 0178   CONTINUING STUDIES                 Pediatric Advanced Life Support Provider                                                                                                                                                                     

Via didactic and experiental teaching methods, students learn to recognize and provide emergency care for respiratory failure, shock and cardiopulmonary arrest.  Students rotate through BLS, Advanced Airway, Vascular Access, fluid atherapy medication and rhythm disturbance and management stations.                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##NGO 0195   CONTINUING STUDIES                 EKG for the Non-Nurse                                                                                                                                                                                        

Prerequisite: NRO0127~                                                                                                                                                                                                                                       

EKG for the Non-Nurse is an introduction to EKG monitoring and rate interpretation.  This course is intended for the student who is NOT a registered nurse, but who has a professional requirement to utilize cardiac monitors and interpret rhythm strips.  Required text must be purchased prior to first day of class.                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##NGO 0200   CONTINUING STUDIES                 Basic EKG For Health Care Professionals                                                                                                                                                                      

This is an introduction to EKG monitoring and rhythm interpretation.  It is intended for the health care professional who has a background in anatomy and physiology and patient care.   The participant will learn to correctly apply the monitor leads and obtain monitor strips, as well as interpret the strip for rate and rhythm.   The criteria for basic normal and abnormal rhythms will be taught. Ample practice will ensure accuracy.   Clinical correlation will include discussions of the pathophysiology and hemodynamics of various cardiac rhythms, as well as some of the treatment options.  This course will be kept on a level suitable for the student with little or no previous EKG training, but does require minimal skill set.  Required text available in bookstore.                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##NRO 0100   CONTINUING STUDIES                 END OF LIFE/PALLIATIVE CARE_(1 Hr)                                                                                                                                                                           

THIS COURSE MEETS THE REQUIREMENTS OF THE FLORIDA BOARD OF NURSING.  THE COURSE PROVIDES INDIVIDUALS WITH INFORMATION REGARDING CONCEPTS OF PALLIATIVE CARE, LEGAL AND ETHICAL ISSUES INCLUDING FLORIDA LAW REGARDING ADVANCED DIRECTIVES, AND PAIN MANAGEMENT.                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##NRO 0104   CONTINUING STUDIES                 Basic EKG for Licensed Practical Nurses and Student Nurses                                                                                                                                                   

This course prepares participants to interpret EKG rhythm strips.  The class time is divided between lecture and strip reading.  Medical and nursing interventions are discussed.  Clinical integration of basic electrocardiographic principles through utilization of case study format will be consistently emphasized.                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##NRO 0106   CONTINUING STUDIES                 Emergency Room and Trauma Nursing                                                                                                                                                                            

This program will provide information on the broad  scope of practice endemic to emergency nursing. The pathophysiology of injuries and medical emergencies will be reviewed.  Rapid and systematic assessment tools and interventions utilized in emergency nursing care will be introduced.                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##NRO 0114   CONTINUING STUDIES                 NUTRITION IN DIABETES MANAGEMENT INTERVENTION                                                                                                                                                                

LEARN TO RECOGNIZE DIFFERENT TYPES AND CHARACTERISTICS OF DIABETES MELLITUS, CAUSES AND SYMPTOMS OF HYPER/HYPO GLYCEMIA AND SUBSEQUENT NUTRITION INTERVENTION.  EXPLORE MACRONUTRIENTS AND THEIR EFFECT ON BLOOD GLUCOSE.  USE OF EXCHANGE LISTS AND CARBOHYDRATE COUNTING METHOD, MAINTAINING A HEALTHY WEIGHT AND EXERCISE PROGRAM.                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##NRO 0117   CONTINUING STUDIES                 Maintaining a Healthy Weight                                                                                                                                                                                 

Students will be able to recognize WHY people are overweight, identify methods of assessing a healthy weight, recognizing WHAT the difference is between HUNGER and APPETITE.  Participants will be able to identify the BASIC components of food, their caloric value, and basic functions. Nutritional support of weight loss, caloric needs and tips how to break unhealthy habits will be included.                                                                                                                   

                                                                                                   $                                                                                                                                                         

##NRO 0118   CONTINUING STUDIES                 Prevention of Medical Errors                                                                                                                                                                                 

This is a 2-hour course on the Prevention of Medical Errors which is designed to inform health care professionals about the current focus on errors in medicine the legislative plans for minimizing medical errors, education of patients on medical safety issues, and techniques required by JHACO especially root cause analysis to prevent future errors.                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##NRO 0119   CONTINUING STUDIES                 12-Lead EKG for the Licensed Practical Nurse and Student Nurse                                                                                                                                               

This course is designed to acquaint the participant with basic concepts of 12 lead EKG, with an overall objective to integrate arrhythmia interpretation and specific clinical presentation based on these 12 lead concepts. Areas to be discussed include axis determination, hemiblock, bundle branch and patterns of injury and/or infraction.  Pathophysiology of AV block (i.e., type 1 vs. type 2 conduction disturbances) and differentiation of "Wide-QRS-Tachycardia" will also be discussed.  Emphasis will be placed on actual 12 Lead interpretation and strip interpretation as well as actual case study analysis.                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##NRO 0121   CONTINUING STUDIES                 Strategies for Clinical Teaching                                                                                                                                                                             

Workshop for present and future clinical instructors in the PBCC nursing program.  Classes will cover many of the aspects of being a clinical  instructor, managing the students in the clinical  setting, problem solving, decison-making and various other topics.                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##NRO 0122   CONTINUING STUDIES                 Supervising in the Nursing Home for the LPN                                                                                                                                                                  

A basic overview of the skills necessary for the LPN to be a successful supervisor and leader. This 30-hour Board of Nursing required course prepares the Licensed Practical Nurse to supervise nursing assistants or other unlicensed assistive personnel in nursing home facilities. This class fulfills Board of Nursing requirements,  Florida Administrative Code Chapter 64B9-16.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##NRO 0125   CONTINUING STUDIES                 Integration of Critical Thinking with Arrhythmia Interpretation and the 12-Lead Concept                                                                                                                      

At the successful completion of the program the participant will be able to electrocardiographically recognize the significant arrhythmias.  Utilizing components of critical thinking, the participant will discuss the hemodynamic and clinical significance of given  arrhythmias and deduce the appropriate nursing action indicated.                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##NRO 0126   CONTINUING STUDIES                 Cardiac Care Nursing                                                                                                                                                                                         

This course is an in-depth study of pathophysiology and electrophysiography as it pertains to the care of the patient with acute and/or chronic cardiovascular disease states.  The  course has a strong emphasis on integration of theory with clinical practice through the development of critical thinking patterns.  Topics  covered include, but are not limited to: mechanical complications of cardiovascular disease, physical assessment of invasive and non-invasive hemodynamics, pharmacological manipulation of the hemodynamic database, surgical  intervention in cardiovascular disease, oxygenation and acid-base balance, electrical complications of cardiovascular disease, physical assessment of dysrhythmias, as well as specific acute and chronic pathophysiologic (disease) states.  Case studies are used throughout the curriculum to consistently emphasize the role normal and abnormal physiologic theory plays.                                                                                                    

                                                                                                   $                                                                                                                                                         

##NRO 0127   CONTINUING STUDIES                 Introduction to Cardiac Structure and Function                                                                                                                                                               

This course is an introduction to the structure and function for the student with little or no medical training. It includes an explanation of the position, physical structure, and function of the heart. The course is intended to prepare the student for courses such as Basic EKG and EKG for the Non-Nurse/Monitor Tech. It can also be very helpful to students beginning health care professions.  This course is the MANDATORY prerequisite for NGO 0195 - EKG for the Non-Nurse.                                                                                                                                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##NRO 0128   CONTINUING STUDIES                 Basic Education in Nutrition                                                                                                                                                                                 

Students will learn why nutrition is so important and will learn to identify which foods should be ABUNDANT in our diets, and which foods should be SCARCE.  Participants will also identify the DIFFERENCES between the USDA Food Guide Pyramid and the AVERAGE American Diet and identify DISEASES associated with intake of certain types of foods.  Shortfalls in the standard American diet will be covered.                                                                                                         

                                                                                                   $                                                                                                                                                         

##NRO 0129   CONTINUING STUDIES                 Nutrition and Cancer Prevention                                                                                                                                                                              

Participants will be able to recognize which types of diets and lifestyles contribute to cancer risks.  A review of nutrients and food which are considered cancer fighting/preventing is included. Course will also outline the American Institute for Cancer Research (AICR) guidelines and resources.  Environmental toxins and cancer risks will also be covered.                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##NRO 0130   CONTINUING STUDIES                 Environmental Nutrition - Food and Global Issues                                                                                                                                                             

Participants will be able to recognize Agribusiness cash crops, organic guidelines, genetically engineered foods, food irradiation and labeling.  Local and Global solutions to problems will be outlined.                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##NRO 0131   CONTINUING STUDIES                 Clinical Nutrition in Disease State Management                                                                                                                                                               

Participants will be able to recognize clinically significant diseases in the United States.  Heart Disease Hypertension, Diabetes, Cancer, and Osteoporosis are included.                                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##NRO 0132   CONTINUING STUDIES                 Metabolic Support of the Critically Ill Patient                                                                                                                                                              

Participants will be able to identify candidates who can utilize nutrition support, basic elements of nutritional support, and increased needs of the critically ill patient.  Participants will outline the methods of nutritional support and the monitoring and adjustments to nutritional support that are needed.                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##NRO 0133   CONTINUING STUDIES                 Food, Nutrients and Cravings:  How They Affect Our Moods and Emotions                                                                                                                                        

Participants will be able to identify key players in mood and behavior and their basic functions. Students will also identify nutrients with a major influence on neurotransmitter production and manipulating levels of neurotransmitters and key players.                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##NRO 0134   CONTINUING STUDIES                 Nutrition, Inflammation and It's Role in Disease                                                                                                                                                             

Participants will be able to define inflammation, major health conditions known to be associated with inflammation and will also learn to identify key players in the inflammatory response.                                                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##NRO 0135   CONTINUING STUDIES                 Vitamins, Minerals, Phytochemicals and Their Functions                                                                                                                                                       

Participants will be able to recognize essential micronutrients, their functions and sources. Students will also explore RDA's and therapeutic levels, important food sources and basic functions of phytonutrients.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##NRO 0136   CONTINUING STUDIES                 Vegetarian Nutrition and a Plant Based Diet                                                                                                                                                                  

Participants will be able to recognize the definition of various types of vegetarian diets and the disease prevention characteristics of vegetarian diets.  Students will identify nutrients unique to plant based foods and their benefits.  Class includes information on 7 main meatless meals and 7 meatless snacks.                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##NRO 0137   CONTINUING STUDIES                 Nutrition Support of Metabolic Detoxification                                                                                                                                                                

Participants will be able to define detoxification and biotransformation.  Students will learn what requires detoxification in the body, where detoxification takes place, the consequence of impaired detoxification and what nutrients support detoxification.                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##NRO 0138   CONTINUING STUDIES                 Drug Induced Nutrient Depletions                                                                                                                                                                             

Participants will be able to define a drug induced nutrient depletion, the consequences of a drug induced nutrient depletion and identify what common drugs cause which nutrient depletions and which nutrients are depleted.                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##NRO 0139   CONTINUING STUDIES                 Introduction to 12 Lead EKG                                                                                                                                                                                  

This is an introduction to 12-lead EKG concepts. It will include introduction to the use of 12-lead equipment, recognition of patterns of myocardial infarction, and recognition of patterns that may mimic acute M.I.  Also covered will be bundle branch block, axis determination, and multi-lead rhythm interpretation.   Clinical correlation is emphasized.  Ample practice time, using real EKGs will be included.  Required text available in bookstore.                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##NRO 0155   CONTINUING STUDIES                 Rehabilitative/Restorative Nursing                                                                                                                                                                           

The goal of rehabilitation nursing is to assist individuals with disabilities and chronic illness in the restoration, maintenance, and promotion of chronic illness.  Rehabilitation nurses provide comfort, therapy and education, promote health- conducive adjustments, support adaptive capabilities, and promote achievable independence. Rehabilitation nurses provide holistic, comprehensive, and compassionate end-of-life care, including promotion of comfort and relief of pain.                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##NRO 0164   CONTINUING STUDIES                 Stress and Nutritional Status                                                                                                                                                                                

Participants will be able to recognize the physiological reaction to stress and the detrimental effects of the stress response. Students will identify methods of tempering the effects of the stress response and how to identify healthy eating habits and healthy snacks.                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##NRO 0200   CONTINUING STUDIES                 LPN NCLEX Review                                                                                                                                                                                             

This course is intended to: enhance the knowledge of the current nursing student during their education, serve as a review for currently licensed practical nurses who may have been out of the workforce and assist graduate practical nurses in their preparation for taking the NCLEX exam. Course will provide a review of the structure and function as well as the diseases and disorders of both the adult and pediatric patient; a review of maternal/newborn nursing care; and a review of mental health nursing care. Pharmacology will be embedded in each of the nine lectures. Clinical applications will be stressed throughout the course and will be presented as case studies to promote critical thinking.  NCLEX review questions and nursing math scenarios will be available in the computer lab for any participant desiring independent study.                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##NRO 0201   CONTINUING STUDIES                 Nutritional Implications of Bariatric Surgery                                                                                                                                                                

The increasing demand for bariatric sugery reflects the country's obesity epidemic.  Four million Americans are severely obese.  This course will describe how bariatric surgery works in particular gastric bypass, the most common procedure, to thwart the digestive system. Candidates for the surgery will be discussed and health risks of obesity identified.  This course will cover the serious side effects including deathrate and possible complications such as nutritional deficiencies due to a shortened digestive tract.  The nutritional implications of bariatric surgery will be concentrated on including need for vitamin and mineral supplementaion and lifestyle changes requiring patients to consume several small meals a day.                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##NRO 0202   CONTINUING STUDIES                 The Role of Nutrition in Wound Healing                                                                                                                                                                       

Malnutrition is one of the major risk factors for developing a pressure ulcer.  This course will describe the role of proper nutrition in the process of wound healing.  Nutritional factors that contribute to skin breakdown will be identified.  Medical nutrition therapy will be discussed including the impact of oral supplements and enteral and parenteral nutrition support on wound healing.                                                                                                                   

                                                                                                   $                                                                                                                                                         

##NSO 0125   CONTINUING STUDIES                 Hepatitis A to E                                                                                                                                                                                             

Participants will review the epidemiology, modes of transmission, symptomology, and prevention or treatment of Hepatitis A, B, C, D, and E.  Upon completion of this course participants will be able to describe the symptoms of Hepatitis A, B, C, D, and E; Know the mode of transmission of Hepatitis A, B, C, D, and E; Identify what constitutes an exposure to Hepatitis A and the appropriate prophylaxis; Differentiate between HBV antibodies and HBV antigens and know the significance when either are identified; Describe universal precautions and the need for their use on all patients.                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##NSO 0160   CONTINUING STUDIES                 COMMAND SPANISH                                                                                                                                                                                              

This program prepares non-Spanish-speaking healthcare staff to provide medical care and attention to Spanish-speaking patients in medical office settings and in hospitals.  In addition to workplace Spanish language, this program provides transcultural training for those who work in the healthcare field.  Emphasis is placed on enhancing quality of patient care.  No prior knowledge of Spanish is necessary.                                                                                                   

                                                                                                   $                                                                                                                                                         

##NSO 0200   CONTINUING STUDIES                 Self Discovery - A Journey into Self Awakening                                                                                                                                                               

This course teaches you how to discover who you really are, if your inner desires are in alignment with your optimum potential and skills you need to manifest what you want, both on a personal and a professional level.  Come prepared to explore the nature of the mind and experience and develop your own greatness.                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##NSO 0201   CONTINUING STUDIES                 Body Consciousness I                                                                                                                                                                                         

This course will provide participants with historical data on the negative effects of stress on the body; an understanding of the types of stress and how they affect the body.  Participants will learn to read body posture as it relates to the effects of stress and will become more familiar with the way different types of stress have different effects on the body.  Participants will gain a better understanding of the various techniques for dealing with specific types of stress and learn how these techniques apply to specific types of stress. Participants will form teams and learn how to put these techniques to practical use to evaluate their clients using this information.  Participants will learn how to put these techniques to practical use to evaluate their clients using this information.  Particpants will learn how to assist their clients in understanding and using these techniques and create a self contract.                                                                                        

                                                                                                   $                                                                                                                                                         

##NSO 0202   CONTINUING STUDIES                 Body Consciousness II                                                                                                                                                                                        

This course will review information on the negative effects of stress on the body, students will learn about the physical, emotional and mental effects of stress on the body. Participants will learn how to educate their clients in awareness of these techniques, and will also learn additional body consciousness techniques through the formation of teams and practice applying these techniques.  Participants will gain knowledge on the use of practical application to educate their clients and will learn how to evaluate their clients using this information.  Participants will learn how to create a plan of action for themselves and their clients and will learn how to assist their clients in understanding and using these techniques. Participants will learn how to assist their clients in creating a self contract.                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##NSO 0599   CONTINUING STUDIES                 Intravenous Therapy of LPNs                                                                                                                                                                                  

This course is designed for the LPN needing to gain a working knowledge of the fundamentals of IV Therapy.  Topics covered include: the role of the clinician guided by the Nurse Practice Act, pertinent anatomy and physiology and site selection, infection control/biohazard waste compliance, types of catheters available along with their recommended usage, preparing for and performing venipuncture, recommendations regarding types of dressings and timeframe for dressing changes, proper documentation maintaining catheter patency, relationship between IV therapy and the body's hemostatic and regulatory functions, formulas used to calculate fluid and drug administration rate, nursing care of the patient receiving: drug therapy, blood and blood components, parenteral nutrition, fluid for hydration, applied learning of knowledge learned in practice.                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##ORO 0100   CONTINUING STUDIES                 Landscape Certification Review                                                                                                                                                                               

Review course for the Florida Nursery Growers & Landscape Assoc. (FNGLA)  Landscape Certification.                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##ORO 0101   CONTINUING STUDIES                 Project Wild                                                                                                                                                                                                 

Conservation and environmental education course targeted for formal and non-formal educators.                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##ORO 0102   CONTINUING STUDIES                 Business Skills for Landscapers                                                                                                                                                                              

Taught by practicing professionals, this course will cover business skills needed for small landscaping businesses.  Topics will include business start-up, writing a business plan, financial management, and employee and customer relations.                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##ORO 0103   CONTINUING STUDIES                 Project Learning Tree                                                                                                                                                                                        

Conservation and environmental education course with a focus on forests and other natural resources.  The target audience is formal and non-formal educators of the K-12 age group. Books are included in the cost of the course.                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##ORO 0104   CONTINUING STUDIES                 Turf Workshops                                                                                                                                                                                               

This course will focus on projects, tips, and/or the latest products or topics in the turf industry.  The topics vary with each course and might include: Container Gardening, Orchids; Stormscaping; Rose Gardens; etc.  Taught by professionals, this course will help those in the turf industry better understand the application of each topic presented to their profession.                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##ORO 0105   CONTINUING STUDIES                 Environmental Field Sampling Basics                                                                                                                                                                          

Collection of good quality and verifiable data is important because they can often times be the basis for critical decisions.  Following procedures and regulatory requirements are required by state and federal regulatory agencies. This course will give an overview of the requirements and also provide hands-on exercises on basic sampling techniques.  Attendees will learn about some of the best practices in the industry.  This course is designed for environmental professionals, sampling personnel, engineering consultants, and others who may be seeking hands-on training or refresher of requirements.                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##ORO 0106   CONTINUING STUDIES                 Quality Assurance and Quality Control (QA/QC)                                                                                                                                                                

Many critical decisions are supported by field and laboratory data.  If data is not of the quality needed for the decision, then the decision may be incorrect, resulting in unacceptable risk to human health or the environment or the expenditure of funds for unnecessary activities.  QA/QC is important to help ensure:  1) Generation of quality data; 2) defensibility; 3) traceability; 4) satisfying regulatory requirement; and 5) reliability.  Course is designed for environmental professionals, including those just starting their career as QA officers.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##ORO 0107   CONTINUING STUDIES                 Career Transition to Biotech                                                                                                                                                                                 

Thinking of working in the growing industry of Biotechnology?  If you're not sure where to start or what careers exist within this field - this course is for you.  Learn about the facinating field that is on the cutting edge of science. There are high-growth and high-wage jobs in Biotech for everyone - high school graduates to those with a Ph.D.  All types of training and skills (even non-scientific) may be useful for many biotech jobs so come find out more!                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##ORO 0202   CONTINUING STUDIES                 Ethics & Data Integrity in Environmental Monitoring                                                                                                                                                          

Ethics and data integrity commitment are critical in environmental monitoring, as in any other field.  Having a policy and training on these areas is a requirement under the National Laboratory Accreditation Conference (NELAC).  The course would provide information on basic data quality concepts; client expectations; importance of ethics and data integrity; examples of unethical practices; impacts of unethical practices; and how to detect unethical practices. Target audience:  Environmental field and laboratory personnel.                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##ORO 0203   CONTINUING STUDIES                 Contamination, Clearnrooms & Controlled Environments                                                                                                                                                         

Contamination is one of the greatest challenges that face the lifescience industry. This course presents an integrated systems approach to the design, construction, certification, validation, monitoring, maintenance and operation of a cleanroom. This comprehensive course provides a wealth of in-depth technical knowledge to allow companies to cost-effectively meet the challenges required.                                                                                                                    

                                                                                                   $                                                                                                                                                         

##ORO 0204   CONTINUING STUDIES                 Solids Analysis in Water & Wastewater                                                                                                                                                                        

This workshop consists of a combination of lecture, demonstration and hands on lab exercises for total solids, suspended solids, volatile solids, dissolved solids, settleable solids, turbidity and conductivity. The participant will learn the following: basic information about analytes; calibration and maintenance of analytical balance, turbidimeter, and conductivity meter; vacuum filtration and oven-drying for solids analyses; relevant calculations; sample collection, preservation methods, maximum holding times; and quality control/assurance considerations and recordkeeping requirements. Intended audience:  environmental professionals, sampling technicians, laboratory analysts and water and wastewater operators.                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##ORO 0205   CONTINUING STUDIES                 Patent Law in the Life Sciences                                                                                                                                                                              

Students gain a thorough understanding of the legal steps necessary to protect and market biotechnological inventions and of the procedures required to obtain the necessary permits and licenses from government agencies.  This course is a must for anyone working in the life sciences or those interested in going into this field.                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##ORO 0206   CONTINUING STUDIES                 Floral Design                                                                                                                                                                                                

Learn the basic principles of floral design including centerpieces, corsages, wedding bouquets, holiday wreaths and more.  Being able to design simple flower arrangements can benefit numerous professionals including those in the hotel industry, catering, restaurant business, event planning, tourism, interior design and many others.                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##ORO 0207   CONTINUING STUDIES                 Designing Your Garden                                                                                                                                                                                        

Learn how to enhance any garden with the proper plant selection and placement of plants, hardscape, lighting, water features, and structures.  Topics will also include the aesthetic, visual, architectural, environmental and economic factors.  This course is a must for anyone working in the green industry or those interested in learning more about designing landscapes.                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##ORO 0208   CONTINUING STUDIES                 Natural Resource Issues Facing South Florida                                                                                                                                                                 

This course is designed for environmental professionals and others who are interested in exploring natural resource issues facing South Florida. Students learn about a variety of natural resource issues through a seminar series and discussion approach. Topics include: Invasive species, endangered species, Lake Okeechobee management, Everglades restoration, sustainable agriculture, and water quality and quantity.                                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##ORO 0209   CONTINUING STUDIES                 Florida's Total Max Daily Load (TMDL) Program                                                                                                                                                                

Have you heard the acronym "TMDL" and would like to learn more?  This course is designed for environmental professionals and others who are interested in learning more about the federal Clean Water Act's Total Maximum Daily Load program.  During this one day course, students learn about this important regulatory program which aims to restore polluted surface waters. Topics include:  The Clean Water Act and Florida laws, the impaired waters list, Florida's basin rotation approach, TMDL development, andimplementation.                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##ORO 0210   CONTINUING STUDIES                 Water Treatment Operation (C Level), Part 1                                                                                                                                                                  

This course is designed to train operators to safely and effectively operate and maintain drinking water treatment plants.  Information is presented on the importance and responsibilities of a water treatment plant operator, sources of water, reservoir management, and intake structures.  Part 1 and Part 2 are the prerequisite courses for taking the State's Class "C" Water Treatment License Exam.                                                                                                            

                                                                                                   $                                                                                                                                                         

##ORO 0211   CONTINUING STUDIES                 Water Treatment Operation (C Level), Part 2                                                                                                                                                                  

This course is a continuation of Part 1, and designed to train operators to safely and effectively operate and maintain drinking water treatment plants.  Information is presented on drinking water regulations, fluoridation, instrumentation and advanced lab procedures. Administrative procedures for dealing with budgeting, setting rates, recordkeeping, personnel administration, public relations, and emergency planning are also covered in this course. Part 1 and Part 2 are the prerequisite courses for taking the State's Class "C" Water Treatment License Exam.                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##ORO 0212   CONTINUING STUDIES                 WasteWater Treatment Plant Op (C Level), Part 1                                                                                                                                                              

This course is designed to train operators to safely and effectively operate and maintain wastewater treatment plants.  Students are trained in the practical aspects of operating and maintaining wastewater treatment plants, emphasizing safe practices and procedures.  Part 1 and Part 2 are the prerequisite courses for taking the State's Class "C" WasteWater Treatment License Exam.                                                                                                                            

                                                                                                   $                                                                                                                                                         

##ORO 0213   CONTINUING STUDIES                 WasteWater Treatment Plant Op (C Level), Part 2                                                                                                                                                              

This course is a continuation of Part 1 and designed to train operators to safely and effectively operate and maintain wastewater treatment plants.  Students are trained in the practical aspects of operating and maintaining wastewater treatment plants, emphasizing safe practices and procedures.  Part 1 and Part 2 are the prerequisite courses for taking the State's Class "C" WasteWater Treatment License Exam.                                                                                               

                                                                                                   $                                                                                                                                                         

##PAO 0100   CONTINUING STUDIES                 RETIREMENT PLANNING                                                                                                                                                                                          

This course will emphasize the tax and financial benefits of establishing and maintaining a qualified and non-qualified retirement plan, and discuss the different type of plans available to employers.  Participants will be given cases, which illustrate how different plans can be used by a business owner.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##PAO 0101   CONTINUING STUDIES                 EXECUTIVE BENEFITS                                                                                                                                                                                           

The course familiarizes CPAs with various Executive Benefits programs.  A CPA client with the right combination can help to attract and retain key employees, supplement qualified retirement plans, and protect employees' families.  The presentation covers such programs as non-qualified deferred compensation, split dollar,  stock options, and executive bonus.                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##PAO 0102   CONTINUING STUDIES                 401(K) WHICH EMPLOYEE SAVINGS PLAN IS RIGHT FOR YOUR CLIENT                                                                                                                                                  

The course will discuss various retirement-savings  options.  Some offer optional employer contributions while others require mandatory contributions from the employer.  Some give the employer the freedom to make additional profit sharing contributions.  Immediate vesting is required in some plans while lengthier vesting schedules are permitted in others.  And finally, some choices require little administration while others need a professional plan administrator to handle all the details.                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##PAO 0103   CONTINUING STUDIES                 ESTATE PLANNING FOR THE FAMILY BUSINESS OWNER                                                                                                                                                                

This course will focus on ways a family business can be transferred intact to the next generation during life and at death.  Transfer strategies and the tax consequences will be discussed.  Case studies will also be used to help explain and illustrate concepts.                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##PAO 0104   CONTINUING STUDIES                 TAXATION OF LIFE INSURANCE AND ANNUITIES                                                                                                                                                                     

This course will cover the income, estate and gift taxation of life insurance and deferred annuities.  Plan participants will learn unique rules applicable to insurance products and how they can be used by individuals and businesses.                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##PAO 0105   CONTINUING STUDIES                 BUY-SELL PLANNING                                                                                                                                                                                            

TO BE DETERMINED importance of buy-sell planning and the different ways a buy-sell agreement can be used by closely held business owners.  In addition, taxation of each method and how the agreements can be funded will be discussed.                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##PAO 0106   CONTINUING STUDIES                 ESTATE PLANNING                                                                                                                                                                                              

This course will concentrate on three important aspects of estate planning:  (1) property distribution, (2) estate tax liabilities, and (3) ways to reduce the estate tax.  Participants will be given case studies which illustrate how property ownership and beneficiary designations affect distribution planning, and how estate taxes  are calculated.                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##PAO 0107   CONTINUING STUDIES                 CHARITABLE GIVING STRATEGIES                                                                                                                                                                                 

This course covers gifting strategies:  outright gifts during life, testamentary gifts, charitable gift annuity, gifts in trust, and life insurance. The purpose of this course is to prepare CPAs to advise clients so that they can generate the largest tax savings or give the most appropriate type of property.                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##PAO 0108   CONTINUING STUDIES                 INSURANCE PRODUCTS                                                                                                                                                                                           

To provide basic information on life insurance, annuities, disability income and long term care, which are extremely popular insurance products purchased by individuals and businesses.  In addition the course will cover how rating agencies  rate insurance.                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##PAO 0109   CONTINUING STUDIES                 IRA Distribution Planning                                                                                                                                                                                    

The course familiarizes CPAs with multiple areas of IRA distribution planning:  contribution limits , early retirement, normal retirement, estate planning,and asset protection.  The purpose of this seminar is to prepare CPAs to advise their clients.  As IRA accounts grow, a number of important tax and financial issues should be discussed.                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##PLO 0032   CRIMINAL JUSTICE                   ORGANIZED CRIME                                                                                                                                                                                              

ORGANIZED CRIME                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##POO 0026   CRIMINAL JUSTICE                   BASIC RADAR OPERATOR                                                                                                                                                                                         

BSC RADAR OPER                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##POO 0028   CRIMINAL JUSTICE                   CMS Instructor Techniques                                                                                                                                                                                    

This course is the FDLE CMS Instructor Techniques course.  Upon successful completion of the course, the student will be allowed to apply for CMS Instructor certification.                                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##POO 0039   CRIMINAL JUSTICE                   CMS Firearms Instructor                                                                                                                                                                                      

This course offers the student the information necessary to become a CMS Firearms Instructor. Students must have completed the prerequisites: Traditional Instructor Techniques and the CMS General Transition or have completed CMS Instructor.                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##POO 0088   CRIMINAL JUSTICE                   Breath Test Operator Renewal                                                                                                                                                                                 

This course is designed for all officers who need to update previously learned material and to instruct the student on information developed since the prior certification class.                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##POO 0093   CRIMINAL JUSTICE                   Case Preparation and Courtroom Presentation                                                                                                                                                                  

Prepare a solid case from investigation, to report, to deposition, and your court appearance. Testifying techniques and moot court are part of the instruction.                                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0116   CRIMINAL JUSTICE                   AUXILIARY POLICE THEORY                                                                                                                                                                                      

POO0116                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0136   CRIMINAL JUSTICE                   POLICE LASER OP                                                                                                                                                                                              

POLICE LASER OP                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##POO 0137   CRIMINAL JUSTICE                   Basic Fingerprinting                                                                                                                                                                                         

This basic classification course covers the fundamentals of the Henry fingerprint system and the NCIC system.  The students will learn correct techniques for rolling a set of inked standards, classification of the card, the sequential filing order of the card files and comparison.                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##POO 0147   CRIMINAL JUSTICE                   ADV FINGERPRINT                                                                                                                                                                                              

ADV FINGERPRINT                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##POO 0167   CRIMINAL JUSTICE                   CRISIS INTERVENTION                                                                                                                                                                                          

CRISIS INTERVENT                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##POO 0190   CRIMINAL JUSTICE                   40 HOUR MANDATORY RE-TRAINING COURSE                                                                                                                                                                         

THIS COURSE IS DESIGNED TO MEET THE FDLE 40-HOUR RETRAINING REQUIREMENT FOR LAW ENFORCEMENT OFFICERS.                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##POO 0192   CRIMINAL JUSTICE                   DEVELOPING FITNESS PROGRAMS                                                                                                                                                                                  

POO0192                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0234   CRIMINAL JUSTICE                   BASIC CRIME SCENE INVESTIGATION                                                                                                                                                                              

BSCCRIMSCENINVES                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##POO 0260   CRIMINAL JUSTICE                   STREET FITNESS FOR WOMAN                                                                                                                                                                                     

POO0260                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0264   CRIMINAL JUSTICE                   INVESTIGATING CHILD ABUSE                                                                                                                                                                                    

THIS COURSE WILL INTRODUCE THE OFFICER TO THE RECOGNITION OF CHILD ABUSE, ROLES AND RESPONSIBILITIES OF INVESTIGATIVE AGENCIES, COMMUNICATIONS, INTERVIEWING, LEGAL MANDATES AND EVIDENCE.                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##POO 0272   CRIMINAL JUSTICE                   BLOODSPATTER ANALYSIS WORKSHOP                                                                                                                                                                               

TO TEACH THE STUDENTS HOW TO IDENTIFY THE VARIOUS BLOODSTAIN PATTERN EVIDENCE AT A CRIME SCENE.  TO BE ABLE TO RECOGNIZE AND IDENTIFY ALL FORMS OF BLOOD STAINS AND PATTERNS.                                                                                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##POO 0274   CRIMINAL JUSTICE                   ADVANCED CRIME SCENE INVESTIGATIONS                                                                                                                                                                          

POO0274                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0285   CRIMINAL JUSTICE                   MANDATORY UPDATES                                                                                                                                                                                            

THIS COURSE WILL MEET THE MANDATORY REQUIREMENT FOR HUMAN DIVERSITY, DOMESTIC VIOLENCE, AND JUVENILE SEX OFFENDERS.                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##POO 0287   CRIMINAL JUSTICE                   STRESS AWARENESS                                                                                                                                                                                             

This course will instruct the officer in the definitions of stress, kinds of stress, effects of stress, controlling stress, and diet and exercise.                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0292   CRIMINAL JUSTICE                   TACTICAL SHOTGUN                                                                                                                                                                                             

POO0292                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0308   CRIMINAL JUSTICE                   CMS Instructor Transition Course                                                                                                                                                                             

This course will introduce the student to the facilitation of a CMS module through preparation of lessons, use of instructional materials, and use of strong skills in group facilitation.                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##POO 0309   CRIMINAL JUSTICE                   CMS Vehicle Operator Transition                                                                                                                                                                              

This is a CMS Vehicle Operator Transition course for instructors.  It is a FDLE required course for implementation of CMS curriculum.                                                                                                                        

                                                                                                   $                                                                                                                                                         

##POO 0310   CRIMINAL JUSTICE                   Agency Inspector Basic (24 Hours)                                                                                                                                                                            

Students must possess and produce BTO certification.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##POO 0311   CRIMINAL JUSTICE                   Agency Instructor Basic Course                                                                                                                                                                               

This course will certify officers as agency inspectors in the state of Florida.                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##POO 0312   CRIMINAL JUSTICE                   Agency Inspector Renewal                                                                                                                                                                                     

This course is designed for all officers who need to update previously learned material and to instruct the student on information developed since the prior certification class.                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##POO 0317   CS CREDIT/HEALTH                   Law Enforcement Response to Weapons of Mass Destruction                                                                                                                                                      

FDLE required training on weapons of mass destruction.                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##POO 0326   CRIMINAL JUSTICE                   Defensive Tactics Instructor CMS                                                                                                                                                                             

This is a FDLE required course for CMS Defensive Tactics Instructors.                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##POO 0335   CRIMINAL JUSTICE                   Introduction to Incident Command System                                                                                                                                                                      

This course is suggested training for all personnel responding to an incident or an event.                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##POO 0336   CRIMINAL JUSTICE                   Child Abuse Investigations                                                                                                                                                                                   

The course is designed to enhance the officer's investigative skills in the area of child abuse and neglect.                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##POO 0342   CRIMINAL JUSTICE                   Chaplain's Academy                                                                                                                                                                                           

This course includes all topics leading to basic certification for the International Conference for Police Chiefs.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0343   CRIMINAL JUSTICE                   Death Notification for Law Enforcement                                                                                                                                                                       

This one day seminar will familiarize the officer with the necessary steps when delivering a death notification.                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##POO 0344   CRIMINAL JUSTICE                   CMS FTO Transition Course                                                                                                                                                                                    

This course will introduce the FTO to the continuation of the facilitation of the CMS Basic Recruit curriculum.                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##POO 0350   CRIMINAL JUSTICE                   CMS First Responder Instructor                                                                                                                                                                               

This course is designed to prepare the student to teach first responder in the CMS Law Enforcement Recruit Academy.                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##POO 0359   CRIMINAL JUSTICE                   Advanced Blood Pattern Analysis                                                                                                                                                                              

This course is a continuation of the basic blood spatter course and will include preparing cases for trial and testimony.                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##POO 0364   CRIMINAL JUSTICE                   Investigating Economic Crimes                                                                                                                                                                                

This course is designed for the road patrol officer or detective who investigates economic crimes.                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0365   CRIMINAL JUSTICE                   CMS Defensive Tactics for Instructors                                                                                                                                                                        

This course is to update currently certified defensive tactics instructors in the CMS Transition Program.                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##POO 0366   CRIMINAL JUSTICE                   Firearms Instructor Updates                                                                                                                                                                                  

This course is designed to update Firearms instructors in the use of the flashlight during night firing.  This is the type of training that will be afforded the Law Enforcement Recruits in the new CMS curriculum.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0367   CRIMINAL JUSTICE                   CMS First Responder Transition                                                                                                                                                                               

This course is for currently certified First Responder instructors who are eligible to teach in  the Law Enforcement Academy and must transition to the CMS curriculum.                                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##POO 0368   CRIMINAL JUSTICE                   Instructor Techniques Refresher                                                                                                                                                                              

This course provides refresher training for instructors who have allowed their certification to expire or have not taken the instructor course within four years.                                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##POO 0370   CRIMINAL JUSTICE                   Explosives and Weapons of Mass Destruction                                                                                                                                                                   

This course will discuss topics regarding FSS's used on explosive related calls, identifying IEDs,  military ordinance, bomb threats and actual bombings.  Weapons of mass destruction topics are included.                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##POO 0378   CRIMINAL JUSTICE                   CMS Vehicle Operations Instructor                                                                                                                                                                            

This course will provide certified (FDLE) instructors with the knowledge, skills and abilities to perform basic recruit driver training  within the CMS curriculum.                                                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##POO 0384   CRIMINAL JUSTICE                   Buried Bodies and Surface Skeletons                                                                                                                                                                          

This course is designed for crime scene investigators, forensic investigators and detectives.  This is not an entry level course.                                                                                                                            

                                                                                                   $                                                                                                                                                         

##POO 0385   CRIMINAL JUSTICE                   Breath Test Operator (24 Hours)                                                                                                                                                                              

This is a basic approved breath test operator course.                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##POO 0386   CRIMINAL JUSTICE                   CMS Firearms Transition                                                                                                                                                                                      

This course is the FDLE required transition course for all current firearms instructors.  This course is required for teaching in basic academies.                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0399   CRIMINAL JUSTICE                   Vehicle Stop Tactics                                                                                                                                                                                         

This class will  provide officers with tactics, skills, and information to safely conduct legal and professional traffic stops.                                                                                                                              

                                                                                                   $                                                                                                                                                         

##POO 0407   CRIMINAL JUSTICE                   CJ Equivalency Training - High Liabilities                                                                                                                                                                   

This course is for previously Florida certified or out-of-state law enforcement officers and covers the high liability courses required by FDLE to take the State Certification Exam (Defensive Tactics, Firearms, Vehicle Operations, and First Aid).                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##POO 0409   CRIMINAL JUSTICE                   Field Training Officer for Corrections                                                                                                                                                                       

This course is designed to introduce the criminal justice officer to all aspects of field training and evaluation programs.  This course is FDLE Course #1100 and is only applicable to corrections and corrections/probations.                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0422   CRIMINAL JUSTICE                   Criminal Justice Equivalency Training State Exam Review                                                                                                                                                      

This course highlights significant areas in the Law Enforcement and Corrections curriculum and includes multiple practice exams to prepare for the FDLE State Officer Certification Exam.                                                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##POO 0428   CRIMINAL JUSTICE                   Advanced Defensive Tactics                                                                                                                                                                                   

This program is specialty training for advanced defensive tactics and additional skills for certified CMS DT Instructors.                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##POO 0430   CRIMINAL JUSTICE                   SCUBA and Drowning Death Investigation                                                                                                                                                                       

How to investigate scuba and drowning cases. Evidence collection techniques and scuba equipment testing protocols.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##POO 0431   CRIMINAL JUSTICE                   The CSI Effect:  Overview of Modern CSI Technology                                                                                                                                                           

A general overview of modern crime scene technology.                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##POO 0432   CRIMINAL JUSTICE                   Recovery of Skeletal Remains                                                                                                                                                                                 

This course of instruction will present accepted methods in the location, documentation, and recovery of skeletal remains.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##POO 0433   CRIMINAL JUSTICE                   Crime Scene Safety for Law Enforcement                                                                                                                                                                       

How to work safely in the crime scene environment to include topics ranging from biological weapons to secondary bomb blasts.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##POO 0434   CRIMINAL JUSTICE                   CMS First Aid Instructor Transition                                                                                                                                                                          

This one day course is the FDLE course #804 CMS First Aid Instructor Transition.                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##POO 0436   CRIMINAL JUSTICE                   CPR Instructor                                                                                                                                                                                               

This one day seminar presents information to emergency medical providers with CPR skills and CPR instructor skills.  This is the ASHI-CPR for the professional rescuer.                                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##POO 0437   CRIMINAL JUSTICE                   CMS First Aid Instructor                                                                                                                                                                                     

The CMS First Aid Instructor course was organized and developed to enhance the knowledge, skills, and abilities of an individual to better prepare prospective officers to provide efficient and effective basic first aid training.                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##POO 0439   CRIMINAL JUSTICE                   Investigation and Supervision of Officer Involved Shooting                                                                                                                                                   

This course is FDLE's course #1152 and is designed as an overview of officer-involved shooting/in-custody death investigations for the officer, lead investigator, and supervisor.                                                                                                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##POO 0440   CRIMINAL JUSTICE                   Laser/Radar Speed Measurement                                                                                                                                                                                

This course is FDLE's course #1158 and focuses on the use of radar and laser speed measurement devices.  Students will be certified in the use of both radar and laser.                                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##POO 0443   CRIMINAL JUSTICE                   CMS Firearms Instructor 44 Hour                                                                                                                                                                              

This course offers the student the information necessary to become a CMS Firearms Instructor. Students must have completed the prerequisites: Traditional Instructor Techniques and the CMS General Transition or have completed CMS Instructor.                                                                                                                                                                                                                                                                          

                                                                                                   $                                                                                                                                                         

##POO 0445   CRIMINAL JUSTICE                   Dart-Firing Stun Gun for Instructors                                                                                                                                                                         

This course was designed as an overview of stun guns and dart-firing stun guns.  The course will also provide an understanding of how stun guns and dart-firing stun guns affect the human body, how to provide medical aftercare, and how to choose the most appropriate use of force including stun guns.                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##PRO 0010   CONTINUING STUDIES                 Personal Training Certification                                                                                                                                                                              

This course includes 15 hours of "hands on" practical training which prepares you to actually work with clients one on one.  Also, 15 hours of lecture includes, but is not limited to, anatomy, exercise physiology, nutrition, health screening, etc.  Proof of CPR and a 20-hour internship will prepare you to work successfully in the fitness field.  Taking this course also will help you prepare for your NATIONAL BOARDS!! *Call 1-888-330-9487 to order the required textbook for the course and start reading ASAP.                                                                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##PSO 0100   CONTINUING STUDIES                 Fitness & Stress                                                                                                                                                                                             

Taught by a certified trainer, this course will focus on fitness training using Step aerobics and Kick Fit aerobics.  Exercise is a powerful method of relaxation and can help working professionals deal effectively with the stress of daily life. Early studies even suggest that the stress-reducing effect of exercise may help improve physical health.  People who exercise regularly show a healthier response to emotional stress than sedentary people. Aerobic exercise offers the greatest cardiovascular benefit and can help counteract the effects of stress.  This class is designed for men and women of all ages and fitness levels.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##PSO 0101   CONTINUING STUDIES                 Gang Awareness                                                                                                                                                                                               

This course is in response to increasing public concern regarding school security and safety. Taught by local police, the goal of this course is to provide a better understanding of how gangs operate, how to spot gang behavior, and ultimately how to resolve conflicts without the use of violence.  The topics stress cooperative learning strategies and explore the tough situations kids experience in gang activity.  Course is geared for police, teachers, youth leaders or anyone else that works with young people.                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##PWO 0500 A CONTINUING STUDIES                 Fire Inservice Training (A)                                                                                                                                                                                  

This course provides a review and refresher of basic skills, knowledge, and abilities for the fire service member.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##PWO 0500 B CONTINUING STUDIES                 Fire Inservice Training (B)                                                                                                                                                                                  

This course provides a review and refresher of basic skills, knowledge, and abilities for the fire service member.                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##PYO 0110   CONTINUING STUDIES                 Stress Management for Healthcare Professionals                                                                                                                                                               

Human beings have been dealing with stress since the beginning of time.  Modern life, however, produces new and difficult types of stresses. These stresses are best dealt with by individuals who can recognize destructive effects of stress.                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##PYO 0111   CONTINUING STUDIES                 Healthy Solutions to Managing Stress                                                                                                                                                                         

pyo0111                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##REO 0025   CENTER FOR PERSONALIZED INST.      CLAST Reading                                                                                                                                                                                                

Prerequisite: score below state-mandated passing level on the reading subtest of CLAST~                                                                                                                                                                      

This course is for students who need an intensive review in college level reading skills in preparation for the CLAST reading subtest. Although literal reading skills are taught, the critical and analytical reading skills included in the CLAST reading objectives are stressed.  Graded Satisfactory or Unsatisfactory (S or U).                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##REO 0145   CONTINUING STUDIES                 45 Hour Post Licensure Real Estate                                                                                                                                                                           

This course is required of all real estate sales persons who obtained their license after January 1989.  The objective of this course is to provide licensees with information in the field of real estate.  Additional topics covered will include real estate finance and economics, appraising and property management.                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##REO 0146   CONTINUING STUDIES                 Real Estate Negotiations                                                                                                                                                                                     

This course introduces the student to the legal background, common issues and tactics of real estate negotiation.  Real Estate transactions permit and require more negotiation than most other exchanges of goods and services - most of the negotiations are to try and craft a mutually acceptable deal for all parties involved.                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##REO 0147   CONTINUING STUDIES                 Real Estate Finance                                                                                                                                                                                          

This course provides an introduction to residential real estate finance, including information on the underwriting process for FHA, VA, FNMA and FHLMC loans. Topics include: introduction to loans, conventional loans, FHA loans, VA loans, basics of real estate financing and real estate practice.                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##REO 0148   CONTINUING STUDIES                 Real Estate Math                                                                                                                                                                                             

This course covers math principles essential in the practice of real estate.  The course will elaborate on how the subject matter pertains to real estate in everyday use.  It is important that licensees understand the mathematical concepts presented here in order to be competent in the practice of real estate.                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##REO 0149   CONTINUING STUDIES                 Real Estate Ethics                                                                                                                                                                                           

In the practice of real estate, agents are required to make decisions that involve ethical reasoning. This course explains the issues surrounding real estate ethics and also gives agents a blueprint for evaluating a situation and making an ethical decision for all parties.                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##REO 0150   CONTINUING STUDIES                 Intro to Commercial Real Estate                                                                                                                                                                              

Popular nationwide as an elective continuing education topic, commercial real estate can be especially lucrative for both agents and investors. This course provides a blueprint for commercial real estate transactions.                                                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##REO 0151   CONTINUING STUDIES                 Environmental Issues in Your Real Estate Practice                                                                                                                                                            

This course teaches agents what to look for when evaluating a property, how to perform "due diligence" regarding environmental issues, and how to avoid legal liability.                                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##REO 0152   CONTINUING STUDIES                 Property Management and Risk                                                                                                                                                                                 

The course helps real estate professionals manage liability while spreading their efforts between sales and property management.                                                                                                                             

                                                                                                   $                                                                                                                                                         

##REO 0153   CONTINUING STUDIES                 Real Estate Investment - Post                                                                                                                                                                                

This course introduces students to ownership interests in real estate property, real estate investments, financial analysis of real estate investments, financing real estate investments, income taxes and real estate investments, investing in land, investing in residential properties, investing in office buildings, investing in strip stores and shopping centers, investing in industrial properties, and special real estate investments.                                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##REO 0154   CONTINUING STUDIES                 Brokerage Management                                                                                                                                                                                         

This course introduces students to the aspects of Brokerage Mangement which includes changes; leadership; management skills; communication and decision making; analyzing the business environment; analyzing the market; developing plans; structuring an organization; structuring business systems; structuring finances; business policies and procedures; marketing and advertising; practical and legal realities of staffing, recruiting, selecting, and hiring staff; professional competency; coaching performance; monitoring operations; and managing risks.                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##REO 0155   CONTINUING STUDIES                 CoreLaw                                                                                                                                                                                                      

This course reviews all important aspects of real estate law and makes students aware of the changes within real estate license law.  Students will learn all applicable state and federal laws affecting their practice and understand how to apply those laws.  Students will be made familiar with income tax provisions affecting real estate property transactions and how to better serve customers.                                                                                                                

                                                                                                   $                                                                                                                                                         

##REO 0185   CONTINUING STUDIES                 14 Hour Mortgage Continuing Education                                                                                                                                                                        

This course teaches the student to understand Florida laws and rules pertaining to Mortgage Brokers, predatory lending, Florida Fair Lending Act and the Real Estate Settlement Procedure Act. The course also provides an overview of TILA, HOEPA, ECOA, HPA, FCRA Government Mortgages, Automated Underwriting and Credit Scoring. Credit Scoring.                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##REO 0190   CONTINUING STUDIES                 14 Hour Real Estate Continuing Education Course                                                                                                                                                              

This course satisfies the 14 hour Continuing Education hours for license renewal.                                                                                                                                                                            

                                                                                                   $                                                                                                                                                         

##REO 0191   CONTINUING STUDIES                 First Time Home Buyers:  Positioning Yourself to Buy a Home                                                                                                                                                  

Four hour course giving information to those who have yet to purchase a home and would like to have pertinent information as to how the process works prior to looking for a real estate agent and/or broker-to meet their home buying needs.                                                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##REO 0192   CONTINUING STUDIES                 Fundamentals of Mortgage Lending                                                                                                                                                                             

This course provides an introduction to the basics of mortgage lending, from qualifying the borrower and qualifying the property in the underwriting process, to the various types of financing available to closing sale. The student will learn the varied methods of real estate finance.                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##REO 0193   CONTINUING STUDIES                 Liens, Taxes and Foreclosure                                                                                                                                                                                 

This course discusses liens, taxes and foreclosures.  There are many types of liens, as well as several kinds of taxes that can attach to a parcel of real estate. When borrowers default on a debt, foreclosure is the process by which lienholders collect the unpaid portion of a debt.                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##REO 0575   CONTINUING STUDIES                 75 Hour Appraiser                                                                                                                                                                                            

Florida real estate appraisers satisfactorily completing this course may be granted 75 hours of real estate appraiser pre-certification education credit by the Florida Department of Business and Professional Regulation.                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##REO 0576   CONTINUING STUDIES                 Real Estate Appraiser                                                                                                                                                                                        

Completion of this 100 hour course qualifies the participants to become a licensed appraiser.  This course covers topics for land economics, income capitalization, the valuation process, financing real estate, various approaches to valuation and residential real estate market.                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##REO 0804   CONTINUING STUDIES                 Mortgage Broker                                                                                                                                                                                              

The State of Florida requires this course in preparation for the state exam.  Students will learn state and federal mortgage broker laws, mortgage principles, rules and regulations, and primary and subordinate financing transactions. After earning  a state license, students can become an associate for either a licensed mortgage  broker business or any lender licensed under Chapter 494 F.S.  A licensed mortgage broker is authorized to solicit mortgage loans on behalf of a borrower, accept applications, and negotiate terms and conditions of a mortgage loan on behalf of a lender.                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##REO 0805   CONTINUING STUDIES                 Condominium Meetings and Procedures                                                                                                                                                                          

This course will cover condominium meetings and procedures that are regulated by the State of Florida for every condominium.  Topics include: membership, elections, budgets, the board, minutes, voting and other important areas of conducting condominium meetings and the necessary procedures.                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##REO 0806   CONTINUING STUDIES                 Condo Rights and Obligations                                                                                                                                                                                 

This course will cover the Rights and Responsibilities of Condominium Unit Owners and Board Members.  Topics will include:  fulfilling fiduciary responsibilities to the Association, collection of funds, advertising and conducting meetings, and the governing laws of the State of Florida.  Also, the maintaining and repairing of property, the annual financial agreements and the maintaining of official documents for the Association.                                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##THO 0100   CONTINUING STUDIES                 Certificate in Perinatal Issues                                                                                                                                                                              

The demand for knowledgeable providers to meet the needs of childbearing women, newborns, and families is dramatically increasing; new jobs are being developed and new services created.  If you are a health professional who works with this population (or would like to do so), this program will help you stay current with emerging trends in this specialized area of health care.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##THO 0101   CONTINUING STUDIES                 Death and Dying                                                                                                                                                                                              

Provides the health care professional with an understanding of the psychological, physical, social, and spiritual aspects of death and dying for older adults.  The role of culture, palliative and hospice care, advance directives, and the role of spirituality in death and dying will be described.  Interactions, healing strategies, and rituals that use the senses and bring comfort and peace for the dying will also be explored.                                                                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##THO 0102   CONTINUING STUDIES                 Certificate in Complementary and Alternative Medicine                                                                                                                                                        

This course is designed to provide a multidisciplinary educational experience.  Your CAM certificate will distinguish you as a knowledgeable, skilled, and committed professional in the field of complementary and alternative medicine.  This certificate is relevant for RNs; nurse practitioners; licensed vocational nurses; PNs; CNAs; social workers; occupational, recreation and physical therapists; respiratory therapists; administrators; psychologists; marriage and family therapists; dieticians; educators; PCAs; volunteers; physician's assistants; chiropractors; clergy; fitness professionals; and adult children of aging parents.                                                                                                                              

                                                                                                   $                                                                                                                                                         

##THO 0103   CONTINUING STUDIES                 Certificate in Spirituality, Health and Healing                                                                                                                                                              

Spirituality, religion, and culture play an important role in health and healing.  Health care systems and health care professionals must recognize and understand a variety of spiritual and religious values, beliefs, and practices, and their impact on health and healing.  Knowledgeable providers who can deliver compassionate, effective care and meet their clients' and patients' spiritual needs are in dramatically increasing demand.  This certificate is relevant for RNs; nurse practitioners; licensed vocational nurses; PNs; nursing assistants; social workers; occupational, recreation, and physical therapists; respiratory therapists; administrators; psychologists; marriage and family therapists; dieticians; educators; PCAs; volunteers; physician's assistants; chiropractors; clergy; fitness professionals; and adult children of aging parents.                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##THO 0104   CONTINUING STUDIES                 Certificate in Pain Assessment and Management                                                                                                                                                                

Your Certificate in Pain Assessment and Management will distinguish you as a knowledgeable, skilled, and committed professional in the field of nursing (24 contact hours).  The program provides sound knowledge about the newest methods of pain assessment and management, builds skills and competencies, fulfills continuing education requirements for many professionals, and enhances professional marketability.  This certificate program is targeted toward nurses of all levels (student nurses, registered nurses, licensed vocational or practical nurses, advance practice nurses, and nursing faculty) and in all positions (staff nurses and nurse administrators).  It is also relevant for nursing assistants, social workers, occupational therapists, recreation therapists, physical therapists, respiratory therapists, health care administrators, personal care assistants, and volunteers.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##THO 0105   CONTINUING STUDIES                 Certificate in Issues in Oxygenation                                                                                                                                                                         

This certificate program is designed to enhance existing knowledge and skill base by examining key issues related to oxygenation assessment, intervention, and management. You'll gain relevant and practical information you can use immediately to improve your practice and provide the most effective and compassionate care to your patients. This certificate program is targeted toward nurses of all levels including nursing assistants. Social workers, occupational therapists, recreation therapists, physical therapists, respiratory therapists, health care administrators, personal care assistants, and volunteers will also benefit.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##THO 0106   CONTINUING STUDIES                 Certificate in Gerontology                                                                                                                                                                                   

The Certificate in Gerontology represents a specialization in the field of gerontology. It is designed to enhance the knowledge and skills of individuals who work with older adults by providing an educational experience that is multidisciplinary in nature.  Health professionals who work with the older population will need continuing professional education to gain a broad understanding of the field of gerontology and to stay current with emerging trends.  This certificate is relevant for RNs, nurse practitioners, licensed vocational nurses, PNs, NAs, social workers, occupational, recreation and physical therapists, respiratory therapists, administrators, psychologists, personal care assistants, volunteers, chiropractors, clergy, fitness professionals, and adult children of aging parents.                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##THO 0107   CONTINUING STUDIES                 Certificate in Legal & Ethical Issues in Nursing                                                                                                                                                             

This certificate program is designed to enhance the knowledge and skills of nurses who work with all types of patients. By examining key issues ranging from basic legal concepts to bioethical dilemmas, you'll learn relevant and practical information you can immediately use to improve your practice and provide the most effective care to your patients.  This certificate program addresses these issues and will provide you with timely, concise, and crucial information on topics that matter most. This certificate is targeted toward nurses of all levels and all positions.  It is also relevant for nursing assistants, social workers, occupational, recreation and physical therapists, respiratory therapists, health care administrators, PCAs, and volunteers.                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##THO 0108   CONTINUING STUDIES                 Certificate in End of Life Care                                                                                                                                                                              

The Certificate in End-of-Life Care represents a specialization in the field of caring for those who are experiencing a terminal illness. It is designed to enhance the knowledge and skills of individuals who work with dying patients by providing a multidisciplinary educational experience.  This certificate is relevant for registered nurses, nurse practitioners, licensed vocational or practical nurses, nursing assistants, social workers, occupational therapists, recreation therapists, physical therapists, respiratory therapists, administrators, psychologists, personal care assistants, volunteers, physicians, chiropractors, clergy, physical fitness professionals, adult children of aging parents, and individuals currently working with or planning to work with the terminally ill.                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##TIO 0100   CONTINUING STUDIES                 NATE Certification                                                                                                                                                                                           

Review of the information needed to successfully pass the (NATE) North American Technician Excellence certification exam. Review will cover all sections of the exam.                                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##TIO 0101   CONTINUING STUDIES                 HVAC Fiberglass Duct Certification                                                                                                                                                                           

This course will teach the students safe handling, fabrication, installation, and limitations of fiberglass duct systems for use in residential and commercial buildings. Student's who complete this course will be issued a certificate of completion from the (NAIMA) North American Insulation Manufacturers Association.                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##TIO 0102   CONTINUING STUDIES                 HVAC and Mold                                                                                                                                                                                                

To provide participants knowledge of proper HVAC design, service, maintenance, and testing required to reducing the formation of mold and attic duct condensation.  Types of filtration, duct cleaning and sanitizing will also be covered.                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##TIO 0103   CONTINUING STUDIES                 HVAC Recovery Certification                                                                                                                                                                                  

Provides participants the basic information required to successfully pass the E.P.A. approved exam to section 608 or the Clean Air Act.                                                                                                                      

                                                                                                   $                                                                                                                                                         

##TIO 0104   CONTINUING STUDIES                 HVAC EPA Recovery Certification Test                                                                                                                                                                         

This test is for practicing A/C Contractors and Technicians who must have EPA 608 certification to handle refrigerants.  Participants will be given the E.P.A. approved exam of the Clean Air Act.  Students should have the experience and knowledge to pass the exam before registering.                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##TIO 0105   CONTINUING STUDIES                 Refrigerant Circuit and Air Flow Diagnosis                                                                                                                                                                   

Learn the trade skills to safely diagnose air conditioning refrigerant circuit and air flow. Course topics include instruction to maintain and diagnose refrigerant circuit failure and how to determine equipment air flow amounts and pressure loses.                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##TIO 0106   CONTINUING STUDIES                 Air Conditioning Service Technicians                                                                                                                                                                         

Learn the skills to safely perform service and maintenance on residential air conditioning equipment.  Course topics include equipment types, motor and compressor trouble shooting, air flow requirements and electrical fundamentals.                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##TIO 0125   CONTINUING STUDIES                 Welding Maintenance                                                                                                                                                                                          

This is an introductory welding course. This course provides the student with the knowledge, skills, and abilities to demonstrate the safe use of welding shop hand tools and equipment used during basic shielded metal arc welding (Stick welding) and basic oxyfuel gas cutting/welding processes.                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##TIO 0126   CONTINUING STUDIES                 Aluminum Welding with Gas Metal Arc Intro                                                                                                                                                                    

Prerequisite:  Basic welding skills. Learn the basic use of Gas Metal Arc Welding of aluminum (MIG), utilizing a spool gun on welding machines.  Students produce fillet welds and flat position welds.                                                                                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##TIO 0127   CONTINUING STUDIES                 Welder Certification Prep for AWS (American Welding Society)                                                                                                                                                 

Are you an experienced welder seeking certification?  This course presents the participant with the knowledge, skills and abilities to prepare for the certification test in accordance with The American Welding Society Specification.  Participants successfully completing the test will receive certification for Entry Level Welder (Level I, II or III).                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##TIO 0128   CONTINUING STUDIES                 Welding with Gas Tungsten Arc Intro                                                                                                                                                                          

Prerequisite:  Basic welding skills. Learn to weld using Gas Tungsten Arc Welding equipment (TIG).  Students will complete welding projects including stringer bead flat position welds.                                                                                                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##TIO 0200   CONTINUING STUDIES                 Auto Body Fundamentals                                                                                                                                                                                       

Interested in learning the foundation skills for the industry to trick out your ride?  Want to know more about automotive body repair and customization?  Learn the basics including: maintaining car finishes; pin striping; minor welding; minor bodywork and rust repair; priming and painting.  Hands on practice exercises with a field expert will be included.                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##TIO 0201   CONTINUING STUDIES                 BASF Refinish for Auto Painting                                                                                                                                                                              

This course provides the auto paint professional with the knowledge, skills, and abilities to utilize BASF refinish products.  They will learn to safely and properly apply base coat, clear coat and single stage applications. Procedures for mixing and application of BASF automotive paint will be demonstrated.  Students will safely perform the proper use of BASF paints using tools, equipment and personal protective equipment.   A Workshop Certificate will be issued by BASF.                                                                                                                                                                                                                                                                                           

                                                                                                   $                                                                                                                                                         

##TIO 0210   CONTINUING STUDIES                 Computerized Auto Collision Estimating                                                                                                                                                                       

Learn to use Shoplink - ADP's fully automated, vehicle specific, option driven computerized estimating system.  With Shoplink's easy-to-use point and click format you will create professional, accurate and detailed estimates. You will also write estimates faster than by hand or using a manual system.                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##TIO 0220   CONTINUING STUDIES                 Automotive Plastic Repair                                                                                                                                                                                    

Discover problem-solving and time-saving techniques for plastic repair for the automotive market.  This Automotive Plastic Repair course explores plastics identification techniques and repair procedures standard to the collision repair industry.  Topics include plastic welding (both hot and chemical), use of flexible repair fillers, primers and paint additives, identification of types of plastics, and determining the correct repair procedures for each.  Upon completion, students should be able to identify and repair the different types of automotive plastics.                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##TIO 0300   CONTINUING STUDIES                 Pilot Instrument Refresher Simulator Laboratory                                                                                                                                                              

This three-hour course is designed to improve pilot proficiency in handling instrument flight procedures and can be used to meet the FAA requirements for instrument currency.  Training is scheduled on an individual basis with a flight instructor and is geared to accommodate varying levels of student competency.                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##TIO 0350   CONTINUING STUDIES                 SolidWorks Software Introduction                                                                                                                                                                             

SolidWorks CAD software for mechanical 3D modeling offers fully integrated, easy-to-use analysis tools that allow you to test multiple "what if" scenarios and optimize your designs from within SolidWorks.  Learn the fundamentals of computer based modeling to design and assemble parts before they are created in the machine shop.  Topics include a general introduction to the user interface, menus, toolbars and broad concepts and modeling techniques to create parts, assemblies and drawings.  The designer can visualize their part on the computer screen before it is prototyped in the machine shop.  This class is instructor led with hands-on learning.                                                                                                          

                                                                                                   $                                                                                                                                                         

##TIO 0353   CONTINUING STUDIES                 Mastercam Programming Intro                                                                                                                                                                                  

Prerequisite:  Computer drafting and some exposure to CNC machining. Mastercam is the most commonly use CAM software worldwide and remains the program of choice among CNC programmers.  CAM programming software delivers the most comprehensive milling package with a simplified, customizable interface, more power, and even faster, robust tool path calculations.  The Programmer can visualize their part program on the computer screen before it is actually cut on a CNC machine in the machine shop. This class is instructor led with hands-on learning.                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##TIO 0360   CONTINUING STUDIES                 CNC Programming Intro                                                                                                                                                                                        

Discover the fundamentals of programming a Computer Numeric Control (CNC) machine used in many machine shops today.  A CNC milling machine allows the student to create parts, contours, pockets and shapes that would be extremely time consuming if not impossible on a manual knee type mill.  Upon completion of this course, the student should be able to create a G-code program from scratch using all the involved principles.                                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##TIO 0375   CONTINUING STUDIES                 Inventor 3D Design Introduction                                                                                                                                                                              

Course Prerequisite:  Computer skills including file system management and comfort with moving and organizing files.  AutoCAD or 2D drafting is helpful. See and revolve your designs before they are built, just like major manufacturers do!  This course introduces the concepts and techniques of 3D design using Autodesk Inventor software. Students will learn solid modeling from 2D sketches, assembly tools and drawing management. This class is instructor led with hands-on learning.                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##TIO 0380   CONTINUING STUDIES                 Revit Architectural Drafting Introduction                                                                                                                                                                    

Learn to use Autodesk Revit, a fully parametric architectural 3D design software.  By using Autodesk Revit, you will learn to design the same way the professionals do.  When you change one view using a parametric program the other views are changed automatically to reflect your change. For example, if a door is deleted in the door schedule, that door is automatically deleted from the floor plan and elevations.  This state-of-the-art software, also called Building Information Modeling, truly takes architectural computer design beyond being a high tech pencil. This course teaches you to create a 3-dimensional model of a residence, and print the floor plan and elevations of the building.                                                                                                                                                                                                                                                                                                                               

                                                                                                   $                                                                                                                                                         

##TIO 0381   CONTINUING STUDIES                 Revit Architectural Drafting Intermediate                                                                                                                                                                    

Intermediate Revit teaches how to automate creation of schedules and sections by taking advantage of the parametric features.  You will learn how Revit's building information model prevents errors in architectural drawings.  With Revit it is almost impossible to have a miss-reference detail tag.  The course teaches creation and printing of photo realistic renderings of the model, and how to create and print a whole set of drawings.                                                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##TIO 0400   CONTINUING STUDIES                 Illustrator Intro for Macintosh                                                                                                                                                                              

This is an introductory course to Adobe Illustrator software using Macintosh format. Adobe Illustrator is an industry standard software for graphic designers.  Students will learn how to navigate through the Adobe Illustrator and develop the skills necessary to create basic documents and learn how to draw shapes, select and edit objects and use tools. The course is focused on creating files for print.  The class will also learn how to create files of various sizes for different projects, such as magazine spreads, newspaper ads and poster art.  Students will also refine basic design skills.  This class is instructor led with hands-on learning.                                                                                                             

                                                                                                   $                                                                                                                                                         

##TIO 0404   CONTINUING STUDIES                 Photoshop Intro for Macintosh                                                                                                                                                                                

This is an introductory course to Adobe Photoshop software using Macintosh format.  The student will learn basic features including how to manipulate and edit digital images and how to download and scan images.  Students will explore the use of color both in RGB and CMYK formats and the various file formats which can be created in Photoshop to be used in other graphic applications like Adobe Illustrator or QuarkXPress.  Students will also learn how and why Photoshop is used in both professional print production and for the Internet.  This class is instructor led with hands-on learning.                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##TIO 0407   CONTINUING STUDIES                 QuarkXPress Intro                                                                                                                                                                                            

This is an introductory course to QuarkXPress software using Macintosh format. QuarkXPress is the software program to know for anyone who wants to create, manage and deliver content for print and web based forums.  Students will learn how to navigate through the QuarkXPress environment and develop the skills necessary to create basic documents.  They will also learn how to import and manipulate graphic images. The class will teach the various color systems, what they are used for, as well as how to create and customize colors. This class is instructor led with hands-on learning.                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##TIO 0500   CONTINUING STUDIES                 Automotive Service Fundamentals                                                                                                                                                                              

Maintaining your vehicle will increase your fuel mileage and the life of your vehicle as well as provide a smoother ride.  The student is provided with instruction of the basic skills to perform and understand basic automotive repairs and services.  Students will be taught the fundamentals of servicing a vehicle, such as preventive maintenance, safety procedures, regulations, material handling, and safe use of automotive shop hand tools and equipment.  This fundamental automotive service course introduces the basics to those interested in entering the automotive field or those already employed in the automotive field.  Many professional careers are available including service advisors, auto parts personnel, dealership employees, lube technicians, and a variety of other exciting positions.  This class is for you if you want to increase your knowledge for personal growth and job promotion!                                                                                                                

                                                                                                   $                                                                                                                                                         

##TIO 0510   CONTINUING STUDIES                 ASE Certification Test Prep for A1-A4                                                                                                                                                                        

This is a course designed for the automotive technician or automotive student in the field who is preparing for the Automotive Service Excellence (ASE) certification tests A1-A4. This course provides the student with the knowledge, skills, and abilities to take the ASE test in areas for engine repair, automatic transmission, manual transmission and suspension and steering.                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##TIO 0511   CONTINUING STUDIES                 ASE Certification Test Prep for A5-A8                                                                                                                                                                        

This is a course designed for the automotive technician or automotive student in the field who is preparing for the Automotive Service Excellence (ASE) certification tests A5-A8.  This course provides the student with the knowledge, skills, and abilities to take the ASE test in areas for engine performance, electrical/electronic systems, brakes, heating and air conditioning.                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##TIO 0530   CONTINUING STUDIES                 Alignment Fundamentals                                                                                                                                                                                       

Learn the fundamentals of alignment for passenger cars and light trucks.  Four wheel alignment theory, instrumentation operation and common adjustment methods for domestic and imported vehicles will be taught.  The course also includes an overview of suspension and steering systems with instruction in proper inspection procedures. This course is hands-on in an automotive lab.                                                                                                                                

                                                                                                   $                                                                                                                                                         

##TIO 0531   CONTINUING STUDIES                 Alignment Diagnostics                                                                                                                                                                                        

Designed for the experienced alignment technician, this course covers in-depth aligner operation. Original Equipment Manufacturer (OEM) and aftermarket adjustment schemes and detailed alignment related diagnostic procedures will be explained and demonstrated.  This course is hands on in an automotive lab.                                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##TIO 0600   CONTINUING STUDIES                 OSHA 10 Hour Certification for Construction                                                                                                                                                                  

Receive a Construction Safety 10 hour training card from OSHA!  Certification is recommended and designed for construction workers, foremen, job supervisors, and anyone involved in the construction industry.  Construction safety standards, policies and procedures will be presented.  This course meets the requirements for the U.S. Department of Labor, Occupational Safety and Health Administration (OSHA).                                                                                                    

                                                                                                   $                                                                                                                                                         

##TIO 0700   CONTINUING STUDIES                 General Contractor's License Test Preparation                                                                                                                                                                

Interested in becoming a State of Florida's General Contractor?  This course prepares licensing candidates to take the State of Florida's General Contractor's License Examination.  Course content includes information for all three parts of the exam:  General, Building and Residential.  Topics include in-class discussions, homework assignments, practice sessions and practice examinations.                                                                                                                    

                                                                                                   $                                                                                                                                                         

##TIO 0705   CONTINUING STUDIES                 Building Inspector License Test Prep                                                                                                                                                                         

Licensing candidates - Be prepared to take the State of Florida Building Inspector License Examination!  Information for the two required exams, the Technical exam and the Principles and Practices exam, will be reviewed.                                                                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##TIO 0750   CONTINUING STUDIES                 Construction Drawings Intro - Reading and Interpretation                                                                                                                                                     

Learn to understand and read construction drawings (blueprints).  In this introductory course, the student will become familiar with lines, views and dimensions and be capable of reading and understanding basic construction drawings.  Topics include:  identifying basic print symbols, how to use the architect's scale, construction codes, interpretations of print information, and verbally expressing the construction drawing instructions.                                                                                                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##TIO 0751   CONTINUING STUDIES                 Construction Drawings Intermediate - Residential                                                                                                                                                             

This course provides a more in depth survey of construction drawings.  The student will become familiar with the local code requirements that dictate the architect's design included in a set of drawings.  Topics will focus on residential structures and their design to include identifying print symbols, construction codes, interpretations of print information and verbally expressing the drawing instructions.  Course prerequisite is Construction Drawings Intro - Reading and Interpretation (TIO0750) or equivalent.                                                                                                                                                                                                                                                   

                                                                                                   $                                                                                                                                                         

##TIO 0752   CONTINUING STUDIES                 Construction Drawings Advanced - Commercial                                                                                                                                                                  

This course provides a study of construction drawings for commercial applications.  The student will become familiar with the local code requirements that dictate the architect's design included in a set of drawings.  Topics will focus on commercial structures and their design to include identifying print symbols, construction codes, interpretations of print information and verbally expressing the drawing instructions. Course prerequisite is Construction Drawings Intermediate - Residential (TIO0751) or equivalent.                                                                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##TIO 0755   CONTINUING STUDIES                 Estimating for Construction Intro                                                                                                                                                                            

Learn to recognize the proper estimating method for various types of projects.  This course will improve the skills of the beginner and experienced alike in estimating an architectural set of plans using the approximate and detailed methods. Topics include:  interior and exterior materials, math calculations, formulas and unit count estimating.  At the end of the class students will be able to interpret the plans and estimate the cost of a construction project.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##TIO 0760   CONTINUING STUDIES                 Construction Engineering Basics                                                                                                                                                                              

This course provides a basic understanding of the engineering principles used in today's construction industry.  The student will become familiar with permit engineering requirements, construction surveying, engineering for concrete, wood engineering, steel engineering, engineering for masonry and plumbing, heating, ventilation and air conditioning engineering principles.                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##TIO 0775   CONTINUING STUDIES                 Home Inspection                                                                                                                                                                                              

Home inspections is a fast growing field with high demand.  The home inspection combines a visual examination of various components with an operational check of specific systems.  Students will be provided a general understanding of the procedures to be utilized in performing a technical inspection of a house.  Learn the basics to start your own business or to work in field for a Home Inspection company.                                                                                                   

                                                                                                   $                                                                                                                                                         

##TIO 0780   CONTINUING STUDIES                 Building Green                                                                                                                                                                                               

Want to build Green Homes?  Do you desire to live in a healthier, more efficient home?  Find out what it means to build Green Homes, homes that have low environmental impact.  Most people, given a choice, would want a home that requires minimal maintenance and is as mold-resistant and pest-resistant as possible.  This course provides a general understanding of Green Homes and the many advantages.                                                                                                           

                                                                                                   $                                                                                                                                                         

##TIO 0800   CONTINUING STUDIES                 Project Management for General Contractors                                                                                                                                                                   

Discover how to effectively manage a construction project from concept to close-out.  Beginning with an over-view of the construction management process and continuing through each project phase, you will gain insight into the meaning and application of real project management.  This course explores both the interpersonal skills along with the technical tools required to manage a project, whether you're planning a small business meeting or a 10,000 activity construction project.  Sharp pencils and calculators are required at this "hands-on" training course.  This course is available for Continuing Education credit for contractor licensing. CILB0005618-Provider #004-0001064 - Florida Consortium of Community Colleges for Continuing Education of Construction Contractors.  It meets the requirements for 11 general or "other" training hours and 1 "business practice" hour.                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##TIO 0801   CONTINUING STUDIES                 Workplace Safety and Worker's Compensation Insurance                                                                                                                                                         

Explore solutions for issues and concerns of workplace safety and worker's compensation insurance.  Topics will include discussion about short-term and long-term injuries, how to minimize risks, common sense safety practices, and current OSHA requirements.  Learn about current worker's compensation law, future trends, and how you can reduce your premiums.  This course is available for Continuing Education credit for contractor licensing.  CILB0000782-Provider #004-0001064 - Florida Consortium of Community Colleges for Continuing Education of Construction Contractors. It meets the requirements for one classroom hour for job safety and one classroom hour for Worker's Compensation Insurance towards the total of 14 hours of continuing education as required by the CILB.                                                                                                                                                                                                                                             

                                                                                                   $                                                                                                                                                         

##TIO 0802   CONTINUING STUDIES                 Building Construction Codes                                                                                                                                                                                  

The purpose of this course is to present a rigorous treatment of the Florida Building Code as it applies to structural safety, health and welfare.  The material covered includes code composition, construction phase inspections and engineering, roofing, and impact testing.  Recent revisions to the code as a result of investigations following Hurricane Andrew will be presented.  This course is available for Continuing Education credit for contractor licensing.  CILB0000779-Provider #004-0001064 - Florida Consortium of Community Colleges for Continuing Education of Construction Contractors. It meets the requirements for six general or "other" training hours and one "business practice" hour towards the total of 14 hours of continuing education as required by the CILB.                                                                                                                                                                                                                                              

                                                                                                   $                                                                                                                                                         

##TIO 0803   CONTINUING STUDIES                 Advanced FBC (Florida Building Code) Mechanical/Energy Summary Course                                                                                                                                        

The purpose of this one hour course is to present updates of the Florida Building Code as required for contractor state license renewal.  A summary of the changes in the Florida Building Code (FBC) for Mechanical, Residential and Building areas will be covered.  This course is approved by the Florida Construction Industry Licensing Board (CILB) for licensed contractors.  It meets the requirements for the mandatory one hour code update towards the total of 14 hours of continuing education as required by the CILB.                                                                                                                                                                                                                                                  

                                                                                                   $                                                                                                                                                         

##TIO 0875   CONTINUING STUDIES                 Ethics in the Workplace                                                                                                                                                                                      

This course is designed to provide an understanding of what ethics is and means, the forces that shape ethical behavior, and the ethical implications in the making of decisions. Course participants will be actively involved in discussions of both actual case studies and theoretical case studies.  These discussions will encourage the understanding of moral judgment and ethical issues, and the ability to reflect upon the ethical appropriateness of specific actions.                                                                                                                                                                                                                                                                                                    

                                                                                                   $                                                                                                                                                         

##TIO 0876   CONTINUING STUDIES                 Hurricane Resistant Residential Construction                                                                                                                                                                 

This course is designed to present some of the minimum requirements contained in the Florida Building Code and other codes and standards such as SSTD 10 in order to build single and multi-family dwellings that should withstand hurricane-force winds.                                                                                                                                                                                                                                                                 

                                                                                                   $                                                                                                                                                         

##TIO 0877   CONTINUING STUDIES                 Substantial Improvement and Substantial Damage for NFIP                                                                                                                                                      

This course is designed to present and identify the National Flood Insurance Program (NFIP) requirements related to substantial improvement and substantial damage.                                                                                                                                                                                                                                                                                                                                                       

                                                                                                   $                                                                                                                                                         

##TIO 0900   CONTINUING STUDIES                 The "ABC's of Universal Design"                                                                                                                                                                              

The "ABC's of Universal Design" lays the foundation for the study of universal design. Participants are introduced to the Principles of Universal Design and the application of these principles to products and environments. Participants also explore the "goodness of fit" between person and environment and how the best fit can be achieved.  This course is state approved for interior design continuing education credits. IDCEC Course # 7738 - 0.3 Credits - 3 hours.                                                                                                                                                                                                                                                                                                      

                                                                                                   $                                                                                                                                                         

##TIO 0950   CONTINUING STUDIES                 Hair Extensions Intro                                                                                                                                                                                        

With just 45 minutes of training, any stylist can apply Hair Extensions and expand into the profitable Extension business.  Expand your client bookings and significantly increase your income without adding hours to your day or buying any special applicators or tools.  Extensions can be used to add length, volume and even bangs. Extensions are fast, easy and versatile.  Join us and learn the revolutionary new hair extension system!                                                                                                                                                                                                                                                                                                                                     

                                                                                                   $                                                                                                                                                         

##TIO 0955   CONTINUING STUDIES                 Hair Extensions Application                                                                                                                                                                                  

Learn the latest trends with hair extension techniques that are being used throughout the beauty industry.  Whether you're a beginner or experienced in hairdressing, the knowledge you will take with you from this class right away will add to your bottom line by adding big bucks to your income using your existing clients!  This course is hands on.  State of Florida Cosmetology license required.                                                                                                              

                                                                                                   $                                                                                                                                                         

##TIO 0999   CONTINUING STUDIES                 Successful Construction Business Management                                                                                                                                                                  

Your contracting business can gain a powerful and permanent advantage over the competition by practicing expert management. You and each person on your managing staff can reap the rewards from this complete approach. This on-line course can help you design and construct a superior industry operation that serves your customers better and keeps them coming back. Better operations usually keep talented employees happy and loyal too. Learn business skills the same way you learned your trade: one step at a time with an eye on how the pieces go together successfully.                                                                                                                                                                                                

                                                                                                   $                                                                                                                                                         

##TPO 0100   CONTINUING STUDIES                 SAT Verbal Prep                                                                                                                                                                                              

This course is designed to improve test scores and reduce test-taking anxiety. This SAT course focuses on providing core strategies that help students make use of their own existing knowledge in order to diagnose and solve test questions successfully. This course will cover all sections of the verbal portion of the test.                                                                                                                                                                                        

                                                                                                   $                                                                                                                                                         

##TPO 0101   CONTINUING STUDIES                 SAT Math Prep                                                                                                                                                                                                

This course is designed to improve test scores and reduce test-taking anxiety. This SAT course focuses on providing core strategies that help students make use of their own existing knowledge in order to diagnose and solve test questions successfully. The primary goal is to embed test problems into larger concepts. With this, students can increase their scores significantly. This course will cover all sections of the math portion of the test.                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         

##TPO 0102   CONTINUING STUDIES                 2+2 Math:  Back to the Basics                                                                                                                                                                                

If you have recently taken the CPT (Computerized Placement Test) and placed below a 33 in math, "Back to the Basics Math" is the perfect skill-building class for you.  We will go back in time (before calculators) and relearn the arithmetic that you may have forgotten. Re-learning these skills will be a very important tool in your transition to algebra.  Building number sense is emphasized, and will include core arithmetic skills such as whole numbers, multiplying & dividing, fractions, decimals, proportions and percents.  In addition, these skills will be taught the old-fashioned way - with paper and pencil and no computer component.                                                                                                                      

                                                                                                   $                                                                                                                                                         

##WSO 0100   CONTINUING STUDIES                 Math Boot Camp                                                                                                                                                                                               

Whether returning to college or refreshing your skills for your career, this four week workshop is designed to challenge students as they make the transition from arithmetic to algebra.  Building number sense is emphasized which will include working with decimals, fractions, and percents. Students are introduced to the three areas to be better prepared for MAT0012 (Pre-Algebra) as they begin solving problems and developing rules to describe patterns.  All through the workshop, students will use software on the computer called ALEKS.  ALEKS is an assessment and learning system that provides individual instruction in a variety of course areas by focusing precisely on what the student is ready to learn next.  ALEKS enables students to develop and sharpen their critical thinking skills and will meet the student at their level.  This will allow them to practice and master new concepts while providing feedback where appropriate.                                                                                                                                                                                                                                                                                                                                         

                                                                                                   $                                                                                                                                                         
1

