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Introduction

The Technical Education College is a premier postsecondary school committed to helping men and women develop the skills and knowledge to pursue opportunities in fields involving technology. 

 
 TEC offers an education that can be used in some of today's fastest growing government and civilian career fields, including web development, computer networking, computer hardware computer security and IT engineering with an emphasis on the new and ever-evolving laws, policies and regulations that apply to Federal, State and Civilian Information Technologies. 
 

Mission Statement

Our mission is to provide highly efficient instruction in rapidly changing technology fields. The Technical Education College promotes the development of critical thinking and attempts to instill in our students a value of life long learning and professionalism, as well as a commitment to contribute to and advance the communities in which they live and work. At the Technical Education College we try to focus on the whole student and their future, not just their current job duty requirements.

Accreditation & Associations
The Technical Education College is accredited by the North Central Association of Colleges and Schools and the National Academy of Higher Education Association of Distance Learning Programs.  The Technical Education College is approved and regulated by the Colorado Department of Higher Education, 

Division of Private Occupational Schools.  The Technical Education College is a Microsoft Certified Partner. 
Equal Opportunity
The Technical Education College does not discriminate against individuals based on race, color, creed, disability, religion, gender, ancestry, age, national origin, place of residence, or social or economic background.   

Adult Learning Theory

At TEC our courses are developed and taught to meet the needs of the adult learner with comprehensive, accelerated learning modules taught in conjunction with intensive hands on exercises. Most courses include published student textbooks authored by experts in their fields.  [image: image3.png]Experiment Observe
and and
Integrate Reflect

\ Generalize /
and

Conceptualize



Much of our traditional learning experience has led us to believe that we learn best by listening to experts. It has been found, however, that learning that results in increased self-awareness, changed behavior, and the acquisition of new skills must actively engage the individual in the learning process. In particular, adults have been found to learn more effectively by doing or experiencing.

 TEC believes the learning process is a four-phase cycle in which the learner: (1) does something concrete or has a specific experience which provides a basis for (2) the learner's observation and reflection on the experience and their own response to it. These observations are then (3) assimilated into a conceptual framework or related to other concepts in the learner's past experience and knowledge from which implications for action can be derived; and (4) tested and applied in different situations.

The adult learner assimilates useful information into their personal "experience bank" against which future-learning events will be compared and to which new concepts will be related. Unless what is learned can be applied to actual work or life situations the learning will not be effective or long lasting. TEC's trainers responsible for designing learning events keep these phases in mind as they develop ways to help the learner understand and be able to use the new knowledge and/or skill. 

Teaching Staff

The teachers at TEC are highly skilled and educated in their fields.  All teachers have an advanced degree and certifications.  Our teachers not only train, but are also actively working in their respective fields as scientists and engineers within high level Department of Defense R&D electronics and IT contracts.  

Customized Training

Employers we provide customized training for your specific needs.  The Technical Education College is a proven leader in creating classes that meet your training needs.  We can provide a wide range of customized courses that can be offered at our campus or at your site. 

Programs Offered - Technical

Webmaster  CWD-210 

This course is designed for those seeking an entry-level Webmaster position within a governmental structure (GS, military, prime/subcontractor) or commercial businesses that want to develop and maintain an organizational Web site. This course includes instruction on applying the new Federal Section 508 Disabilities Act to web pages. Upon successful completion of this course, the student receives the certification of Webmaster. This course prepares the student to take the Comptia iNet+ certification exam.  Subjects covered: The Internet and Intranet, XHTML, Cascading Style Sheets, Web Design & Graphics, E-Commerce & Internet Marketing , FrontPage 2003 w/databases. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 4  days

Credits: 3

Price: $690.00

Advanced Webmaster CWD-211

This course is designed for those seeking a more advanced level Webmaster position. This course includes instruction on applying the new Federal Section 508 Disabilities Act to web pages. Upon successful completion of this course, the student receives the certification of Advanced Webmaster. Subjects covered:  JavaScript with accessibility, XML, XSLT, XPath, DTD’s and Schemas. and using XML in Office 2003 and the SharePoint environment.  

Prerequisites:  Computer skills including knowledge of a Windows environment, be able to type and use a mouse. Must have completed a Webmaster course or have sufficient knowledge or experience in web development to include the xhtml programming language.

Duration: 4 days

Credits: 3

Price $690.00

SharePoint Portal Administration CWD-212

This course is designed to give SharePoint Administrators basic and intermediate information and skills they need to design, deploy and manage Microsoft SharePoint Portal Server 2003.  Subjects covered: Introduction to SharePoint Portal, implementing Microsoft SharePoint Portal Server 2003, planning a SharePoint Portal Server 2003 deployment, possible scenarios, system requirements, preparing the environment. installing and configuring Windows Server 2003, installing and configuring SQL Server 2000, installing Microsoft SharePoint Portal Server 2003, Web Farm deployment, configuring E-Mail settings, configuring antivirus protection, securing SharePoint Portal, administration and maintenance, managing Active Directory connections, managing profile properties, managing users and audiences, managing sites, creating and managing content areas, managing personal sites, managing the site directory, checklists, navigation, areas and search, enterprise application and single sign on, web part architecture overview, and team site content and Office 2003 integration.

Prerequisites:  Computer skills including knowledge of a Windows network and internet environment, be able to type and use a mouse. 

Duration: 4 days

Credits: 3

Price $690.00

SharePoint Site Administration CWD-213

This course provides students with the skills necessary to administer a Windows SharePoint Services (WSS) site. The course is aimed at a non-technical power user who will own or manage a WSS site. 

Subjects covered:  Administration tasks, manage users and permission inheritance, manage sites and workspaces, configure site and workspace creation, customization tasks, change site title, description, and theme, modify site content, customize home page, site gallery - default web parts, manage my information, site administration tasks, users and permissions, manage site groups, manage anonymous access, cross-site groups, and access requests, management and statistics, top-level site administration, site collection galleries, site collection administration.  

Prerequisites: Computer skills, including general knowledge of a SharePoint environment, be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $229.00
Computer Hardware Service Technician CEN-101

This course is designed for those seeking an entry-level computer service technician or help desk position.  Upon successful completion of this course, the student receives the certification of Computer Hardware Service Technician. This course also prepares the student to take the 2003 Comptia A+ certification exams or the Electronic Technicians Association CST (Computer Service Technician) exam. Subjects covered:  Essential electronics for PC technicians, PC installation, configuration and upgrading, diagnosing and troubleshooting, preventative maintenance, motherboards/processors/memory, networks, operating systems, Windows 9x, Windows NT, Windows 2x, Internet. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 8 days
Credits: 5

Price: $890.00

Computer Networking Professional CEN-103

This course is designed for those seeking an entry-level network administration position. Upon successful completion of this course, the student receives the certification of Computer Networking Professional.  This course also prepares the student to pass the Comptia Network+ certification exam.  Subjects covered:  Introduction to networks, knowledge of networking technology, TCP/IP, knowledge of networking practices, implementing and installation of the network, maintaining and supporting the network, troubleshooting the network, government guidelines for network configuration and installing applications.  This course covers complete network installation (cabling,  hardware and software) from the office, telco closets, telco rooms to the D mark. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 4 days

Credits: 3

Price: $690.00

Computer Security Professional CEN-102

This course is designed for those seeking to add to their networking or Webmaster skills in the area of security within a governmental structure (GS, military, prime/subcontractor) or commercial business. Upon successful completion of this course, the student receives the certification of Computer Security Professional. This course prepares the student to take the Comptia Security+ certification exam.  Subjects covered:  Securing the Windows and Linux environment, TCP/IP basic and advanced fundamentals, router security, security fundamentals, internet security, general and specific attack method, implementing security, firewalls, intrusion detection, secure socket layer, risk analysis, virtual private networks, distributed denial of service, monitoring and optimizing.  Government subjects include: NIST and NSA security guidelines. 

Prerequisites:  Computer skills, including knowledge of a Windows and network environment or be certified in networking, be able to type and use a mouse.  

Duration: 4 days

Credits: 3

Price: $690.00

Microsoft System Administration CEN-210 
This course is designed for those seeking an entry-level network administration position. Upon successful completion of this course, the student receives the certification of Microsoft System Administrator - See breakdowns below.  

Prerequisites:  Computer skills, including knowledge of a Windows and a network environment or Network+ certified, be able to type and use a mouse
Duration: 12 days

Credits: 6

Price: $1380.00

Week 1 - Windows XP Desktop CEN-214
Subjects covered:  Installing Windows 2x Professional, implementing and conducting administration of resources, implementing, managing, and troubleshooting hardware devices and drivers, monitoring and optimizing system performance and reliability, configuring and troubleshooting the desktop environment, implementing, managing, and troubleshooting network protocols and services, implementing, monitoring, and troubleshooting security, installing 

Week 2 - Windows 2x Server CEN-215
Subjects covered: Administering accounts and resources, managing users and computer accounts, managing groups, managing access to resources, implementing printing, managing access to objects, implementing group policy, monitoring server performance, managing disks, managing data storage, managing disaster recovery, configuring network protocols, TCP/IP architecture, DHCP, name resolution, DNS, WINS, IPSec, remote access, Internet Authentication Service, routing, security templates, troubleshooting Server 2003 networks. 

Week 3 – Exchange 2003 CEN-213
Subjects covered:  Installing Exchange 2003 server, configuring and troubleshooting Exchange 2003 server services, configuring, managing, and troubleshooting policies and rules, deploying, configuring,  monitoring, managing, and analyzing Exchange 2003 server use.  

Windows Server 2003 Clustering CEN-211

This course provides students with the knowledge and skills necessary to administer and support Microsoft Cluster Server and Network Load Balance Server.  This course will focus on the technical details, troubleshooting and new features in Windows Server 2003.  Subjects covered: Cluster configuration and setup, cluster resources, storage, majority node sets, cluster architecture, windows management instrumentation, disaster recovery, troubleshooting, multi-site clusters, SQL Server 2000 clustering, Exchange Server 2003 clustering, network load balancing. 

Prerequisites: Computer skills including  certification in networking or equivalent experience, be able to type and use a mouse .

Duration: 4 days

Credits: 3

Price: $690.00

Cisco Switching and Routing CEN-212

This course is designed to prepare students to pass the CCNA (640-801), INTRO (640-821), and ICND (640-811) Cisco Certified Network Associate CCNA certification exams.  The course will cover the skills necessary to select, connect, configure, and troubleshoot Cisco networking devices and includes topics on Extending Switched Networks with VLANS, Determining IP Routes, Managing IP traffic with Access Lists, Establishing Point-to-Point connections, and Establishing Frame Relay Connections.

Prerequisites:  Computer skills, including certification in networking or equivalent experience, be able to type and use a mouse.

Duration: 4 days

Credits: 3

Price: $690.00

Introduction to Programming - Visual Basic Programmer CSP-102

This course is designed for those seeking an entry-level programming position. Upon successful completion of this course, the student receives the certification of Visual Basic Programmer.  Subjects covered:  Introduction to Computer Programs, Introduction to Scripting, using Data and Variables, using Program Logic, Using Procedures and Functions, Introduction to Developing a User Interface, Introduction to Working with Data, Programming Approaches, Introduction to the Software Development Process.   

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 4 days

Credits: 3

Price: $690.00

Desktop Application Macro Specialist CSP-103

If you perform a task repeatedly in Microsoft Office Applications, you can automate the task by using macros. A macro is a series of commands and instructions that you group together as a single command in the Visual Basic Editor to accomplish a repetitive task automatically. This course is designed for those seeking add to their Office 2000 Application skills by learning to use macros within Microsoft Word, Excel and Access. Upon successful completion of this course, the student receives the certification of Desktop Application Macro Specialist.  Subjects covered:  Introducing the Visual Basic Editor, working with the object model, working with the object variables, working with string variables, working with data variables, working with numeric variables, working selection structure, working with the select case statement and the Msgbox function, working with repetition structure and the with statement basic and advanced, working with built-in and custom dialog boxes and with the office assistant, working with option button, check box and list box controls, understanding the automation process in Excel, Word And Access, advanced automation and error trapping. 
Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 4 days

Credits: 3

Price: $690.00

The Windowless Office CEN-216
This course is designed for individuals or businesses that want to explore a non-Microsoft computing environment.  Upon successful completion of this course, the student receives the certification of Linux Administrator.  This course prepares the student to take the Comptia Linux+ certification exam. Subject covered: Introduction and planning the Linux Installation, Linux installation and basic commands, exploring Linux file systems, Linux file system management, Linux file system administration, advanced installation, working with the BASH shell, System initialization, the X Window system, managing system processes, printer and log file administration, user, group, and file administration, compression, back-up, and software installation, troubleshooting and performance monitoring, networking, constructing the Windowless Office environment with free or lost cost alternatives.  

Prerequisites: Computer skills, including a general knowledge operating systems, be able to type and use a mouse. 

Duration: 4 days

Credits: 3

Price: $690.00

Programs Offered – IT Engineering

Automated Computer Control Engineer EEN-101

This course is designed for those seeking a position in the new residential and commercial computer and automated control integration field.  One day all electronic devices, including lights, outlets and thermostats, appliances, audio/video systems, and security systems will all run from a centralized computer server in the home or office.  Students will learn how to build applications to control laboratory instruments, collect and process experimental data, create interactive graphical applications, and more.  The connected homes, offices and commercial facilities will be here before you know it.  Now is the time to start developing the necessary survival skills for your career. The most desirable computer technician of the future will be one that possesses a broad knowledge of all electronic systems that may be installed. Technicians who can see the big picture and who have the skills required to incorporate multiple sub-systems will be in high demand. Upon successful completion of this course, the student receives the certification of Automated Computer Control Engineer. This course also prepares the student to take the Comptia HTI+ certification exams and the Electronic Technicians Association CST (Computer Service Technician) exam.  Subject covered:  Computer hardware, basic electronics, computer networking, computer security, data communication, Visual Basic, microcontrollers & PLC’s, home and office technology integration, senior project.  

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. Basic math skills.

Duration: 10 weeks

Credits: 30

Price: $4950.00

Data Communications EEN-102

Data Communications provides in-depth explanations of transmission technology, media, topology, protocols, hardware, signaling, switching, and multiplexing. Upon successful completion of this course, the student receives the certification of Data Communications Technician. This course is designed to pass the student through the ETA Data Cabling Technician test.  Subjects covered:  Telecommunications overview, principles of telecommunications technology, the evolution of telecommunications technology and policy, the public network, signaling and switching, data networking fundamentals, physical transmission media, wireless transmission services, network access and transmission methods, data network connectivity, internet standards and services, convergence of voice, video and data, voice and video over IP, data cabling and wiring standards to include standards and practices, cable ratings and performance, installation and management, testing and troubleshooting, industry standards, pulling cable, understanding blueprints, Fiber Optics basics. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. Basic math skills

Duration: 4 days

Credits: 3

Price: $690.00

Applied Modern Communications Engineering EEN-103

Applied Modern Communications Engineering is an application of engineering principles to modern design problems.  Using the latest techniques in modeling, fabrication, testing, and analysis this course prepares the student using modern concepts of communications engineering and practical applications for emerging technologies.  Subjects covered:  Telecommunications Concepts:  Multiplexing techniques, line of sight microwave, beyond line of sight: troposphere scatter and diffraction links, satellite communications, radio system design above 10 GHz, HF radio, meteor burst communication, fiber optic communication links, cellular radio and pcs, digital data transmission, video transmission.  Radar:  Monostatic and Bistatic.  Applied Modern Antenna Design:  Patch, feed, dish, active, array.  Applied Modern Filter Design:  Analog and digital, FPGA.   Modern Technician Art:  Surface mount techniques, circuit board layout, packaging.  DF & Geolocation Techniques:  Remote sensing, RF signal search, covariance matrix.  Modern Electronics Troubleshooting Techniques: Decomposing problems, technical communication, logical deduction.  System Engineering Concepts:  Cost benefit analysis, communication and presentation, decomposing problems.

Prerequisites: BSEE or equivalent or equivalent electronics technician skills and experience.  

Duration: 5 days

Credits: 4
Price: $1500.00
Intro to Scientific Programming EEN-104

The student will learn to use C++ to better understand, communicate and visualize aspects of modern engineering problems.  Subjects covered: Intro to high level languages in understanding, communicating and visualizing aspects of modern engineering problems, C++ development environment, declarations, problem solving and program design, C++ numerical data input/output, structured programming, statements & relational operators, loops, functions & variables, character and file I/O, strings and arrays, sorting & recursion, fundamental concepts of visualization, 1,2 and 3 dimensional scalar visualization, vector field visualization, information presentation, intro to open GL, 2d & intro to 3d in a open GL environment, introduction to lighting and texture mapping, collision detection, reading data files for visualization.

Prerequisite(s): Computer skills, including knowledge of a Windows Application environment, be able to type and use a mouse.   BSEE or equivalent or equivalent electronics technician skills and experience. 
Duration: 5 days

Credits: 4

Price: $690.00

Programs Offered – Applications

Word CDP-100

This course is designed for those seeking to add to information technology career in the area of a word processing desktop application in a governmental structure (GS, military, prime/subcontractor) or commercial business. Upon successful completion of this course, the student receives the certification of Word Desktop Application Professional. This course prepares the student to take the MOS Microsoft Office Specialist exam.  Subjects covered for Word:  Working with paragraphs, working with documents, using tables, working with picture and charts, using mail merge, using advanced features, collaborating with workgroups, making Word documents 508 compliant.  Also includes SharePoint Services integration. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $229.00

PowerPoint CDP-101

This course is designed for those seeking to add to information technology career in the area of a presentation desktop application in a governmental structure (GS, military, prime/subcontractor) or commercial business. Upon successful completion of this course, the student receives the certification of PowerPoint Desktop Application Professional. This course prepares the student to take the MOS Microsoft Office Specialist exam. Subject covered for PowerPoint: Creating a presentation, modifying a presentation, working with text, working with visual elements, customizing a presentation, creating output, delivering a presentation, managing files, making PowerPoint documents 508 compliant. Also includes SharePoint Services integration. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $229.00

Excel CDP-102

This course is designed for those seeking to add to information technology career in the area of a spreadsheet desktop application in a governmental structure (GS, military, prime/subcontractor) or commercial business. Upon successful completion of this course, the student receives the certification of PowerPoint Desktop Application Professional. This course prepares the student to take the MOS Microsoft Office Specialist exam.  Subjects covered for Excel:  Importing and exporting data, using templates, using multiple workbooks, formatting numbers, printing workbooks, working with named ranges, working with toolbars, using macros, auditing a worksheet, displaying and formatting data, using analysis tools, collaborating with workgroups, making Excel documents 508 compliant.  Also includes SharePoint Services integration. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $229.00

Access CDP-103

This course is designed for those seeking to add to information technology career in the area of a database desktop application in a governmental structure (GS, military, prime/subcontractor) or commercial business. Upon successful completion of this course, the student receives the certification of PowerPoint Desktop Application Professional. This course prepares the student to take the MOS Microsoft Office Specialist exam.  Subjects covered for Access:  Planning and designing databases, building and modifying tables, building and modifying forms, viewing and organizing information, defining relationships, producing reports, integrating with other applications and using Access tools. Also includes SharePoint Services integration. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 2 days

Credits: 1

Price: $329.00

Outlook CDP-104

This course is designed for those seeking to add to their information technology career in the area of email desktop applications. Upon successful completion of this course, the student receives the certification of Outlook Desktop Application Professional. This course prepares the student to take the MOS Microsoft Office Specialist exam.  Subjects covered: Handling mail messages, using the address book, working with contacts, managing tasks, managing appointments, working with events, customizing outlook and accessible e-mail.  Also includes SharePoint Services integration. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $229.00

Visio CDP-105

This course is designed for those seeking to add to their information technology career in the area of  diagramming programs that can help you create business and technical diagrams that document and organize complex ideas, processes, and systems.  Subjects covered:  Formatting and connecting shapes, creating project schedules, network diagrams, organization charts, laying out office space, customizing shapes and objects. 

Prerequisites: Computer skills, including knowledge of a Windows application environment, be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $229.00

Programs Offered – Management

IT Project Management Professional CIM-101
This course is designed for those seeking to add to information technology career in the area of project management in a governmental structure (GS, military, prime/subcontractor) or commercial business. Upon successful completion of this course, the student receives the certification of IT Project Management Professional. This course prepares the student to take the Microsoft Project 2003 MOS exam.  Subjects covered: Introduction to IT Project Management, scope definition, project planning, management plans, execution and project closure, Microsoft project 2x.

Prerequisites: Computer skills, including knowledge of a Windows Application environment, be able to type and use a mouse. 

Duration: 3 days

Credits: 3

Price: $590.00.

Small Office Information Management Professional CIM-102
TEC has designed this fast track program for those seeking a entry level position within a organization to operate and maintain small computing systems or the small business that needs the knowledge to utilize today’s technologies in a more cost effective way. Upon successful completion of this course, the student receives a certification of Small Office Information Management Professional.  Subjects covered: Small office information management, computer hardware, computer networking, computer security, designing websites, E-commerce & internet marketing, the paperless office.  

Prerequisites: Computer skills, including knowledge of a Windows Application environment, be able to type and use a mouse. 

Duration: 4 days

Credits: 3

Price: $690.00

Small Business Contracts Professional CIM-103

TEC has designed this fast track program for the individual seeking to locate business opportunities from the government contracting arena within a sales or marketing position or to assist a small business with locating, bidding upon and receiving government work. Upon successful completion of this course, the student receives the certification of Small Business Contracts Professional and 1 credit. Duration: 15 Hours Subjects covered: How to obtain a SBIR grant, how to sell to the federal government and Department of Defense, how to obtain a GSA schedule.  

Prerequisites:  Computer skills, including knowledge of a Windows environment, be able to type and use a mouse.

Duration: 2 days

Credits: 1

Price: $290.00

Programs Offered – Teen /Adult

Programming Computer Games CSP-101

This course is designed for teens as well as adults interested in the exciting field of computer gaming.  Upon successful completion of this course, the student receives a certification of Game Programmer. Subjects covered: Introduction to computer games, game design theory, game development in the editor DarkBasic.  

Prerequisites: Computer skills, including knowledge of a Windows Application environment, be able to type and use a mouse. 

Duration: 3 days

Credits: 2

Price: $195.00

Jr. Webmaster CWD-101

This course is designed for teens as well as adults interested in the exciting field of Webmastery. Upon successful completion of this course, the student receives a certification of Junior Webmaster. Subjects covered: The Internet, XHTML and Advanced XHTML.   

Prerequisites: Computer skills, including knowledge of a Windows Application environment, be able to type and use a mouse. 

Duration: 3 days

Credits: 2

Price: $195.00

Computer Fundamentals CIF-101

This course is designed for those interested in getting started in computers.  The courses teaches the student the basics of working with a computer, network and Internet.  Subject covered: Computer essentials, understanding hardware and software, understanding networks, introduction to Windows, working in a window, working with programs, working with files and folders, exploring the Internet. 

Prerequisites: Computer must be able to type and use a mouse. 

Duration: 1 day

Credits: .5

Price: $75.00
Programs Offered –Medical

Standard First Aid, CPR, and AED SCI-101

This course is designed by the National Safety Council.  Subject covered:  Introduction, why learn first aid, take action in an emergency, basic life support (adult CPR/AED and choking), basic life support (child and infant CPR/AED and choking), bleeding and wound care, shock, burns, serious injuries, bone, joint, and muscle injuries, sudden illness, poisoning, heat and cold emergencies, rescuing and moving victims, post-course check/review.  

Prerequisites: Must be in good health and be able to bend and lift 20#.  Must read English. 
Duration: 1 day

Credits: .5
Price: $75.00

 Medical Transcription SCI-102
Student will learn to transcribe, proof, and edit a variety of medical documents, including chart notes, history and physical reports, consultations, office procedures notes, x-ray reports, and more.  Subjects covered:  Introduction to Medical Transcription, Patient's Medical Record, Integurnentary System, Respiratory System, Cardiovascular System, Digestive System, Endocrine System, Urinary System, Reproductive System, Musculoskeletal System, Nervous System, Case Studies. 

Prerequisite: Familiarity with basic English.  Must be able to type and use a mouse. 
Duration: 12 days

Credits: 6

Price: $1380.00

Medical Coding and Billing SCI-103
This course is designed to be a foundation for Coding and Billing. Broad overview of coding, payers, and the reimbursement process for the entry level coder or billing professional.  Subjects include:  Introduction to patient billing and coding, using the computer for patient billing, managing data with a computerized system, entering patient and case information, processing transactions, processing claims and creating statements, producing reports

Prerequisites:  Familiarity with basic English.  Must be able to type and use a mouse. 

Basic math skills. 

Duration: 12 days

Credits: 6

Price: $1380.00

Degrees Offered – AAS

Federal Information Technology Specialist

This course is designed for those seeking a position in Information Technology within a Federal Government Structure.  This degree would apply to Military, GS, Prime and Sub-Contractor employees. 

	Course
	Total Contact Hours


	Qtr. Credit Hours

	General Education
Business Writing  ENG-100

Basic Business Math  MAT-100

Budgeting  MAT-101

Ethics in Information Technology  PSY-100

Organization Behavior  PSY-101

Administrative/Managerial

Introduction to Office Administration  CIM-109

Communications  CIM-108

Document Management/Security  CIM-104

Acquisition/Purchasing Basics  CIM-110

Human Resources  CIM-105

Personal Development/Leadership  CIM-107

IT Project Management Professional  CIM-101

Technical

Introduction to Computer Science  CEN-100

Information Systems Management  CIM-106

Word  CDP-100

PowerPoint  CDP-101

Excel  CDP-102

Access  CDP-103

Outlook CDP-104

Computer Hardware Service Technician  CEN-101

Computer Network Specialist  CEN-103

Data Communications  EEN-102

Microsoft Systems Administration  CEN-210

The Windowless Office  CEN-212

Computer Security Specialist  CEN-102

Webmaster  CWD-210

Advanced Webmaster  CWD-211

Programming Practical XML  CWD-212

Visual Basic Programmer  CSP-102

Desktop Application Macro Specialist  CSP-103

Government Computer Based Training  CWD-220

Other 

Senior Project
	40

40

40

40

40

20

40

40

20

40

40

32

30

40

8

8

8

16

8

40

33

38

80

40

32

33

32

24

33

32

24

30
	4

4

4

4

4

2

4

4

2

4

4

2

3

4

.5

.5

.5

1

.5

3

3

3

6

3

3

3

3

2

3

3

1

2

	                                                         
	
	

	                                       Total 
	1021
	90


Prerequisite(s): Computer skills, including knowledge of a Windows environment, be able to type and use a mouse.  Basic Math Skills

Price: $135.00 credit hour

Admissions Requirements

Entrance Requirements

The school does not discriminate based on race, gender, religion, ethnic origin, or disability.

Prospective students must have a high school diploma, equivalency diploma, accredited home study diploma, or currently be in school to be accepted for enrollment. If applicants are beyond the age of compulsory school attendance in Colorado and do not possess a diploma or equivalency diploma, they must complete an ability to benefit test that the school provides.  

Enrollment

Prospective students may enroll anytime up to one week before commencement of the desired program, subject to seat availability.

Tuition and Related Costs

Tuition is as stated in the Programs and Courses Section.  Payment for tuition can be made via check, cash or credit card.  Corporate billing is available with a Purchase Order Number.  Payment in full for a program or course must be received before the student may attend.  

The price for most class tuition covers the cost of the class, textbook and 1 certification exam.   

TEC is a VUE testing center.  Students desiring to take certification tests may do so at an additional cost to the student.  Any re-takes of these certification tests are also the financial responsibility of the student.  Certification testing is done on Friday’s by appointment

Refund Policy

Students not accepted by the school and students who cancel by notifying the school within three business days are entitled to a full refund of all tuition and fees paid. Students who withdraw after three business days, but before commencement of classes are entitled to a full refund of all tuition and fees paid except the cancellation fee of $10.00. In the case of students withdrawing after commencement of classes, the school will retain a cancellation fee plus a percentage of tuition and fees, which is based on the percentage of contract hours attended, as described in the table below. The refund is based on the last date of recorded attendance.

REFUND TABLE

	Student is entitled to upon withdrawal/termination
	Refund

	10% of program completed
	90%

	20% of program completed
	80%

	30% of program completed
	70%

	40% of program completed
	60%

	50% of program completed
	50%

	60% of program completed
	40%

	70% of program completed
	30%

	80% of program completed
	20%

	90% of program completed
	10%


Plus cancellation fee

1. The student may cancel this contract at any time prior to midnight of the third business day after signing this contract.

2. The official date of termination for refund purposes is the last date of recorded attendance. All refunds will be made within 30 days from the date of termination.

3. The student will receive a full refund of tuition and fees paid if the school discontinues a course/program within a period of time a student could have reasonably completed it, except in the event the school ceases operation.

4. Complaints, which cannot be resolved by direct negotiation between the student and school may be filed with the Division of Private Occupational Schools of the Colorado Department of Higher Education. There is a two year limitation of the Division taking action on student complaints.

5. The policy for granting credit shall not impact the refund policy.

Postponement Starting Date

Postponement of a starting date, whether at the request of the school or the student, requires a written agreement signed by the student and the school.  The agreement must set forth:

a) Whether the postponement is for the convenience of the school or the student and;

b) A deadline for the new start date, beyond which the start date will not be postponed.

If the course is not commenced, or the student fails to attend by the new start date set forth in the agreement, the student will be entitled to an appropriate refund of prepaid tuition and fees within 30 days of the deadline of the new start date set forth in the agreement, determined in accordance with the school’s refund policy and all applicable laws and rules concerning the Private Occupational Act of 1981. 

Policy and Procedure

Class Schedules & Calendar

Daytime Students

Classes are scheduled as required Monday through Friday 9:00 AM to 5:00 PM.

Nighttime Students

Classes are scheduled as required Monday through Friday 6:00 PM to 9:00 PM.

Weekends will be scheduled as required.

Online Courses

Some courses will be available to the students via the Internet.   The student will be provided with instructions on how to access and utilize the courses.   Additionally the student will be provided a completion schedule. 

School Closing

When an unexpected closure occurs due to extraordinary conditions such as inclement weather, students will be notified as soon as possible by phone and/or radio/TV in public service announcements. Classes will not be held on national holidays.  TEC reserves the right to cancel classes at any time if the class registration is inadequate. In the case of cancellation for these reasons the students can either receive a full refund or the student may choose to move to the next available class or course. 

A class schedule will be provided to the student upon registration and he can also refer to the website at www.technicaleducationcollege.com.  All schedules will be posted on a quarterly basis. 


Conduct Policy

All students are expected to act maturely and are required to respect other students and faculty members. Possession of weapons, illegal drugs, or alcohol of any kind is not allowed at any time on school property. Absolutely no sexual harassment will be tolerated.  Any violation of school policies may result in permanent dismissal from school.

Dismissal

Any student may be dismissed for violation of rules and regulations of the school, as set forth in school publications. An instructor may temporarily suspend a student whose conduct is disruptive or unacceptable to the academic setting. Students who demonstrate a genuine desire to learn and conform to school standards of conduct may be considered for resuming attendance. The director will review each case and decide upon remittance.

Attendance Requirements

Students are expected to arrive on time for class with proper materials.  Students are required to conduct themselves with respect for the class presentations and other students. An overall attendance rate of 100% is required to pass a program and receive a TEC certificate of completion. 

During the enrollment period, in the event a class is missed the class maybe retaken at the next available opening at no charge.  

During the enrollment period, in the event a TEC test is failed, the test may be repeated during normal business hours subject to instructor’s availability at no charge.  Certification tests are re-taken at the students expense. 

During the enrollment period, in the event a TEC test is failed the student may also re-take the class one additional time at no charge at the next available opening.  

Instructors may request your withdrawal if absence, tardiness, or behavior inconsistent with polite society detracts from the education of the class as a whole.

Students who are unable to continue classes for medical reasons, severe personal problems, military or career obligations will be required to take a leave of absence until they are able to return to class.  Students may resume the program at the next available opening.  Proper documentation will be required to substantiate a student’s withdrawal.  The leave of absence is good for 90 days only.  The student must file a leave of absence form and have it approved by the schools director. 

Students who miss 3 consecutive days of class without contacting the school will be terminated.  It will be at the school director’s discretion to accept a re-enrollment. 

Credit and Grading Policy

All credits earned at regionally accredited colleges or universities or other approved educational institutions may be applied toward fulfilling TEC program requirements. 

Transferability of credit is based on the following conditions:

· Credits must have been earned within 15 years prior to admission to TEC. 

· Courses in which a grade of D or above was earned will be accepted in transfer when the courses are applicable to TEC programs.

· Credit will only be transferred from an official transcript from the originating institution.

· Students transferring credits from other post-secondary institutions may transfer up to 50% of the credit hours required to graduate in a particular program offered by the institution.

We do not guarantee transferability of our credits to another institution.  TEC grants credits in quarter credit hours. 

Grading System and Academic Requirements

Grades are given for every credit course and are recorded on the student’s permanent record along with their GPA. After the completion of each program or course, grade reports which indicate the courses attempted, grades, grade point average (GPA) for that program or course, and cumulative GPA are available to students. Grades used at TEC are as follows:

	Grade
	Quality Points
	Interpretation

	A
	4
	Distinguished Grade for Superior Work: maximum proficiency in course objectives

	B
	3
	Better than Acceptable: above-standard proficiency in course objectives

	C
	2
	Acceptable: standard proficiency in course objectives

	D
	1
	Less than Acceptable: Passing: poor but passes the course objectives

	F
	0
	Failing: not demonstrating an adequate level of achievement of course objectives

	P
	None
	Pass: credit assigned but not computed in the GPA

	I
	None
	Incomplete: credit not assigned and not computed in the GPA

	W
	None
	Official withdrawal initiated by the student: no credit assigned and not computed in the GPA. Official withdrawals are permitted through out the course.  See refund table. 

	AW
	None
	Administrative Withdrawal: no credit assigned and not computed in the GPA. Administrative Withdrawals are permitted through out the course.  See refund table.

	IP
	None
	In Progress


Grading Options

In order to satisfy the needs of both corporate and academic students, TEC may compute transcripts in one of two ways; traditional GPA/Grade or on a Pass/Fail basis.  Traditional GPA/Grade will require classroom or online testing along with a submission of a project that has been approved by the Instructor.  

Pass/Fail requires completing the subject work in class or online. Courses taken under the Pass/Fail option do not always transfer to other institutions.

TEC defines satisfactory academic progress as completion of the program or course with a 2.0 grade point average (GPA) or better.  To remain in good standing, students must maintain at least a 2.0 cumulative GPA on the traditional grading system or Pass each course in the Pass/Fail system to continue qualifying for their certificate.   

Probation: Students who do not earn at least a 2.0 GPA will be placed on academic probation for the following course.  Probationary students are advised to discuss resolution of their academic issues with their advisor as soon as possible.  When the student’s cumulative GPA rises above 2.0, the student will be removed from probationary status.

Suspension: Students who do not earn at least a 2.0 GPA in their probationary period may be suspended.  Students will need the approval of the Instructor and Director to return to the course or program.

Dismissal: Students on Academic Dismissal may petition for reenrollment after one calendar year.

Incomplete:  An Incomplete (I) grade may be removed when the remaining class objectives are completed by a date agreed by the school and student. The maximum time limit to complete the grade is 6 months. Course work not completed within the allotted time will be assigned a Failing (F) grade.

Honor Rolls

Every 3 months TEC recognizes students who demonstrate outstanding academic achievement. Students who complete their courses or programs and earn between a 3.75 and 3.99 GPA are automatically placed on the College Honor Roll. Students who earn a 4.0 GPA are automatically placed on the President’s Honor Roll. The honors received are listed on the transcript for the semester in which they were earned.

Academic Requirements
To receive a certificate, a student must satisfactorily complete the program or course requirements described in the TEC Catalog that was in effect when first admitted to the college.  

Student Services

Student Complaints

Student complaints should be brought to the attention of the instructor first and then the school director. If a student complaint cannot be resolved between the student and the school, a student may contact the Colorado Division of Private Occupational Schools at (303) 894-2960. There is a two-year limitation of Division action on student complaints.

Discrimination Policy

The Technical Education College admits students of any race, color, national and ethnic origin to all the rights, privileges, programs, and activities generally accorded or made available to students at the school.  It does not discriminate on the basis of race, color, national and ethnic origin in administration of its educational policies, admissions policies, scholarship and loan programs and athletic and other school-administered programs.

Fire Safety Plan

Fire escape plan is posted prominently throughout the facility.  Fire extinguishers are strategically located throughout the building.  The alarm system has an emergency fire button.  In case of fire, students and administrators depress the fire button and the fire department will be dispatched immediately. Alternatively, 911 service may be utilized. 

Medical Plan

A First Aid Kit is located in the restroom.  In case of major medical emergencies a medical emergency button is located on the alarm system that will dispatch medical help immediately and/or dial 911.

Office Security

The alarm is equipped with an emergency police button.  If for any reason a threatening situation were to arise you can summon the police immediately. Additionally if you are in the classroom or back area an audible beep alarm sounds any time the front or back door is opened.  

Internet Use

Internet surfing for personal reasons should be kept to a minimum.  It is strictly prohibited to use TEC computer systems to view pornographic, obscene or inappropriate materials.  

Career  Planning

TEC has earned a reputation for excellence among the business and government communities it serves. Great care is taken to train our students to possess skills necessary for exciting positions available in their career fields. Although TEC does not have a placement service we do assist our students in locating opportunities within government and contractor labor markets. 

Placement Assistance

The Technical Education College does not offer employment assistance to graduates. We make no guarantees, expressed or implied of future employment.  Current law prohibits any school from guaranteeing job placement as an inducement to enroll students.

Student Advising 

Students needing assistance with changing programs, class schedule conflicts, or other academic advising may consult with the school Director or Deputy Director. The Director and Deputy Director are also available to assist students with referrals to resources outside TEC for educational needs. 

Financial Aid 

At this time TEC is seeking acceptance of federal and state funds. Approved for VA funds. 

Student Records

Student records will be help in perpetuity and the school at 2458 Waynoka Road, Colorado Springs, CO 80915.  

VA

Please request information from the Admissions Director 

Certification Testing

The Technical Education College is a Microsoft Certified Partner and VUE Academic Testing Center.  Discount vouchers may apply to TEC students.  Certification testing is by appointment only.  Please call the school to schedule a testing time. 

Registration Information

Phone:  719-597-8446

Email:  brittney@technicaleducationcollege.com

Mail:  2458 Waynoka Road, Colorado Springs, CO  80915

Walk-in:  Office Hours:  9:00am to 4:00pm Monday-Friday

Owners:  Jackie Hoover
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