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Foreword 
Welcome to Collins Career Technical Center. Your opportunity to attend CCTC 
represents a cooperative effort of many people, including interested citizens, parents, 
instructors, and school administrators.You will have the advantage of modern facilities 
and equipment. Our staff is recognized as possessing a high degree of competency in 
their particular skill areas and is deeply interested in working with students in the 
development of marketable skills. 
 
This handbook has been developed and then approved by the Lawrence County Joint 
Vocational School District Board of Education to serve as a guide to all students here at 
Collins Career Technical Center. We hope it will answer any questions and help us work 
together to achieve your goals. 

Mission Statement 
The mission of Collins Career Technical Center is to prepare youth and adults to enter, 
compete and advance in an ever-changing world of work. 

Vision Statement 
Collins Career Technical Center is dedicated to providing all learners with lifelong 
learning skills, work ethic, and the highest quality of academic and career technical 
preparation to compete and advance in a global market while encouraging them to give 
back to the community. 

Adult Education Philosophy 
Collins Career Technical Center feels that each individual student is of importance and 
has the responsibility to become a productive member of society. Society has the 
responsibility to provide the educational opportunity for individuals to attain their 
maximum potential. Education is a unified, life-long process and career and technical 
preparation is an important part of education. Each individual is entitled to assistance in 
making a career choice, assistance in obtaining employment placement in their chosen 
occupation, as well as additional training for the purpose of maintaining employment 
and progression in their chosen job. 
 
Core Beliefs of Adult Educations 

●​ Meet the students where they are 
●​ Provide students with high quality education in their chosen field of study 
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●​ Ensure graduate success by creating confident, qualified, work-place ready 
professionals 

Accreditations and Affiliations 
Collins Career Technical Center Adult Education is accredited by the Council on 
Occupational Education. 
 
Additionally, Collins Career Technical Center Adult Education Programs are accredited 
and/or recognized by the following:  
 
American Welding Society 

●​ COARC- Commission on Accreditation for Respiratory Care 
●​ Commission on Accreditation of Allied Health Education Programs 
●​ Commission on Occupational Education 
●​ Joint Review Committee on Education of Diagnostic Medical Sonography (DMS) 
●​ Joint Review Commission on Education of Radiologic Technology  
●​ NATEF/ASE – National Automotive Technical Education Foundation 
●​ National Center for Construction Education & Research (NCCER) 
●​ National Center for Competency Testing (NCCT) 
●​ National Registry of Emergency Medical Technicians 
●​ Ohio Board of Nursing 
●​ Ohio Department of Health (CNA) 
●​ Ohio Peace Officer Training Academy (OPOTA) 

 
Collins Career Technical Center is in partnership with Mountwest Community and 
Technical College for the completion of prerequisite course requirements in order to 
confer an Associates Degree in Applied Science for the following programs: 
 

●​ Radiologic Technology 
●​ Respiratory Therapy  

 
For more information regarding accreditations and affiliations, please contact the Adult 
Education Office.  
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Office Hours and Locations 

Campus Details 

Chesapeake Campus 
11627 State Route 243, 
Chesapeake, OH 45619 

Phone: (740) 867-6641 
Fax: (740) 867-9626 
Hours: Monday - Thursday, 8:00 AM - 3:45 PM 
Friday, 8:00 AM - 2:00 PM 

Coal Grove Campus (School 
of Nursing) 
120 Marion Pike,  
Coal Grove, OH 45638 

Phone: (740) 867-6641 
Fax: (740) 532-9379 
Hours: Monday - Thursday, 8:00 AM - 3:45 PM 
Friday, 8:00 AM - 2:00 PM 

Proctorville Campus 
111 Private Drive 516, 
Proctorville, OH 45669 

Phone: (740) 867-6641 
Hours: Monday - Thursday, 8:00 AM - 3:45 PM 
Friday, 8:00 AM - 2:00 PM 

South Point Campus  
154 County Road 450,  
South Point, OH 45680 

Phone: (740) 867-6641 
Hours: Monday - Thursday, 8:00 AM - 3:45 PM 
Friday, 8:00 AM - 2:00 PM 

 

Proctorville (Main Campus) 

The main campus for Collins Career Technical Center is located at 111 Private Drive 
516, Proctorville, OH 45669. This campus is used for Nursing and Allied Health 
programs. This campus can be contacted at (740) 867-6641. Office hours are subject to 
change due to holidays and school closures. 

Chesapeake (Extension Campus) 

The Chesapeake campus is located at 11627 OH-243 in Chesapeake, Ohio. This 
campus is used for the Welding program. This campus can be contacted at (740) 
867-6641. Office hours are by appointment only and subject change due to holidays 
and school closures. 

Coal Grove (Extension Campus) 

The Coal Grove campus is located at 120 Marion Pike in Coal Grove Ohio. This campus 
is used for Nursing programs and STNA. This campus can be contacted at  
(740) 867-6641. Office hours are subject to change due to holidays and school 
closures. 
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South Point (Extension Campus) 

The South Point campus is located at 154 County Road 450, South Point, Ohio 45680. 
This campus is used for select Trade and Industry programs, Transportation programs, 
the Paramedic program, and CTX Training. Office hours are by appointment only. 
Please call (740) 867-6641 for more details.  

Board Office 

The Board of Education Office for Collins Career Technical Center is located at 11627 
OH-243 in Chesapeake, Ohio. This is the small building in the parking lot of the high 
school. The Board is as follows: 
 
Chuck Oldaker​ ​ ​ President 
Mark Fields​ ​ ​ ​ Vice President 
Kevin Hacker​​ ​ ​ Member 
Chris Collier​ ​ ​ ​ Member 
Phil Carpenter​ ​ ​ Member 
Adam Pittis​ ​ ​ ​ Superintendent 
Brad Carpenter​ ​ ​ Treasurer 

Financial Aid Office 

Financial Aid is available via phone, email or at any of our campus locations. 
Appointments must be made by calling (740) 867-6641 or by visiting the Financial Aid 
page at www.collins-cc.edu. 

Campus Details 

Chesapeake Campus 
11627 State Route 243, 
Chesapeake, OH 45619 

Phone: (740) 867-6641 
Fax: (740) 867-9626 
Hours: By appointment only 

Coal Grove Campus (School 
of Nursing) 
120 Marion Pike,  
Coal Grove, OH 45638 

Phone: (740) 867-6641 
Fax: (740) 532-9379 
Hours: Thursday, 8:00 AM - 3:45 PM 
Friday, 8:00 AM - 2:00 PM 

Proctorville Campus 
111 Private Drive 516, 
Proctorville, OH 45669 

Phone: (740) 867-6641 
Hours: Monday - Thursday, 8:00 AM - 3:45 PM 
Friday, 8:00 AM - 2:00 PM 

South Point Campus  Phone: (740) 867-6641 
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154 County Road 450,  
South Point, OH 45680 

Hours: Wednesday, 3:00 PM - 5:00 PM 

 

Programs and Services 

Adult Diploma Program 

Collins Career Technical Center offers an Adult Diploma Program. This is a program for 
Ohio residents ONLY who are at least 18 years of age and who have not received a 
high school diploma or G.E.D. The program is available during the school year and 
there is no cost to the student. For more information on this program, please call (740) 
867-6641. 

G.E.D. Program 
Collins Career Technical Center offers a General Education Development program.  The G.E.D. 
program is proven to be successful for students who need assistance in studying for the G.E.D. 
test.  The program is available during the school year and there is no cost for the program.  
More information on this program may be obtained from the ASPIRE office at (740) 867-6641. 

Short Term Programs 
Collins Career Technical Center offers select short term programs. These include State Tested 
Nursing Assistant (STNA) and the Commercial Drivers License (CDL) programs. These 
programs do not qualify for federal financial aid. Please contact admissions for program dates 
and availability. More information can be found at Adult Education (Short Term). 

Allied Health Programs 
Collins Career Technical Center offers a wide variety of Allied Health Programs. These include 
Certified Registered Central Service Technician, Diagnostic Medical Sonography, Paramedic, 
Radiologic Technology, Respiratory Therapy, and Surgical Technology. These programs qualify 
for federal financial aid. More information can be found at Adult Education (Health) and in the 
program descriptions at the end of the handbook. 

School of Nursing 
Collins Career Technical Center School of Nursing houses the Paramedic to RN Diploma 
Program, the Practical Nursing Program, and the LPN to RN Diploma Nursing Program. These 
programs qualify for federal financial aid. More information can be found at Adult Education 
(School of Nursing) and in the program descriptions at the end of the handbook. 
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Skilled Trades Programs 
Collins Career Technical Center offers many programs in the Trade and Industry field. These 
include Auto Mechanics, Electricity, Heavy Equipment Operator, HVAC, and Welding. The trade 
and Industry programs qualify for federal financial aid. More information can be found at Adult 
Education (Skilled Trades) and in the program descriptions at the end of the handbook. 

ACT WorkKeys 
ACT® WorkKeys® assessments are the cornerstone of the ACT workforce solutions. The 
assessments help you measure the workplace skills that can affect your job performance. 
WorkKeys assessments give an indication of reading and writing competency. Recognized  
successful completion of WorkKeys assessments can lead to earning a National Career 
Readiness Certificate® (NCRC®)—a credential that verifies foundational workplace skills. Each 
assessment offers varying levels of difficulty. The levels build on each other, incorporating the 
skills assessed at the previous levels.  

Aspire 
Ohio's Aspire programs provide free services for individuals who need assistance acquiring the 
skills to be successful in post-secondary education, training, and employment. The program 
prepares students with the skills necessary to earn a GED® and an Adult Diploma.  
 
Locations: 

●​ Chesapeake Campus:  
○​ 11627 State Route 243, Chesapeake, OH 45619 
○​ (740) 867-6641 ext. 442 

●​ Proctorville Campus:  
○​ 111 Private Drive 516, Proctorville, OH 45669 
○​ (740) 867-6641 

●​ Ironton One-Stop:  
○​ 120 N Third Street, Ironton, OH 45638 
○​ (740) 532-3140 ext. 12263 

Ohio Means Jobs 
Collins Career Technical Center offers additional training facilities and placement services at the 
Ohio Means Jobs Lawrence County One-Stop Center located at 120 North Third Street, Ironton, 
Ohio 45638. They can be contacted in person or by phone at 740-532-3140. 

Student Services  
Collins Career Technical Center offers free services to students including mental health 
counseling, academic advising, career counseling, job assistance, and disability services. If you 
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are needing assistance with any of the above services, please contact the Student Services 
counselor at (740) 867-6641 ext. 427. 
 
 
Admissions 

Admission Requirements 

These are the general requirements to receive admittance to Collins Career Technical 
Center and apply to all programs unless otherwise stated. Additional requirements are 
required for certain programs and to receive advanced standing. These requirements 
are listed below in separate sections. The Lawrence County Joint Vocational School 
District Board of Education (CCTC) and program accrediting agencies have approved 
this policy: 

●​ Applicants must be at least 18 years of age or have a high school diploma or 
equivalent. Age requirement exceptions may be made for students entering into 
an Adult Education program through OTC+. 

●​ Applicants must be a citizen of the United States or have a permanent residence 
card. 

●​ Provide a high school diploma, transcript, or a GED. equivalent certificate 
(foreign transcripts/diplomas must be evaluated by a qualified agency – call the 
adult education office for more information). 

●​ Pay the $50.00 non-refundable application fee.  
●​ Applicants must complete the application for their program of study. See the 

additional requirements for possible deadlines. 
●​ All Allied Health and School of Nursing programs require applicants to complete 

the ACT WorkKeys and achieve the required scores. Required Scores can be 
found under program descriptions on the institution’s website. Documentation of 
an ACT score of 21 or above within the last five years may be accepted in place 
of the ACT WorkKeys. 

○​ When applicants receive the required scores for their program of interest, 
scores need to be uploaded to the student portal in CoreCampus as part 
of the application process.  

○​ Should a student fail any or all parts of the ACT WorkKeys, they must 
remediate with Aspire for a minimum of 15 hours in the area(s) of failure 
and may retake the part(s) they missed after 30 days. 

○​ If the student fails a second time, they must remediate again with Aspire 
until their tutor releases them. 

 
●​ All Allied Health and School of Nursing applicants are required to have a physical 

examination, current immunization records, 2-Step TB Skin test, drug screen, 
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and a federal background check. Hepatitis A, B, and C screening requirements 
vary by program and will be noted on the admission requirements.  

 
Please note that certain misdemeanors or felonies on the background check and/or a 
positive drug screen may prevent admission to the Allied Health or School of Nursing 
programs. 
 

Additional Admission Requirements by Program 

Heavy Equipment Operator 
Admittance into this program requires a 10-Panel Drug Screen. A positive result may 
result in rejection from the program. 

Diagnostic Medical Sonography 
Applications must be submitted by October 1st. 

●​ A High School GPA and College GPA of 3.0 or higher is required 
 
The following required prerequisites passed with a ‘C’ or better before the start date in 
January. These classes do not have to be completed before the due date of 
application: 

●​ College Algebra  
●​ College Physics  
●​ Human Anatomy and Physiology  
●​ Written Communications  
●​ Medical Terminology  
●​ Complete shadowing requirements on CCTC campus and in a clinical setting. 

 
Applicants are selected based on the completion of admission requirements as well as 
an in-person interview process. Applicants will be selected from the highest score 
proceeding down the list until all spaces are filled. If a candidate is unable to be 
contacted for admission by email, telephone, or mail, the candidate will be eliminated 
and the next qualified candidate will be considered for admission.  

LPN to RN Diploma Nursing Program 
●​ Official transcript from licensed practical nursing education must be submitted or 

on file 
●​ Applicants must be a licensed practical nurse with an unencumbered license. 

This will be verified through the Nursys Quick Confirmation by the admissions 
office. 
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●​ One year of clinical experience as an LPN within the last three years with a letter 
from their employer indicating recent clinical practice. 

●​ Complete the TEAS test and receive a minimum score of 65%. 
●​ WorkKeys Requirement/Exemption: 

○​ If a student has been out of their Practical Nursing program for less than 5 
years from the application deadline then they are exempt from taking the 
WorkKeys test; 

○​ If a student has been out of their Practical Nursing program 5 years or 
more from the application deadline then they are required to take the 
WorkKeys test. 
 

Paramedic to RN Diploma Program 
●​ Official transcript from paramedic education must be submitted or on file. 
●​ Applicants must be a licensed Paramedic. This will be verified through the 

National Registry of Emergency Medical Technicians by the admissions office 
●​ One year of clinical experience as a Paramedic within the last three years with a 

letter from employer indicating recent clinical practice 
●​ Complete the TEAS Test and receive a minimum score of 65% 
●​ Candidates must be a State Tested or Certified Nursing Assistant (STNA are 

classes available at CCTC). 

Radiologic Technology 
Applications must be submitted by October 1st. 
The following prerequisites must be completed with Mountwest Community & Technical 
College with a “C” or better: 

●​ Math 145 - College Algebra 
●​ SCI 110 - College Physics 
●​ BIO 257 - Human Anatomy and Physiology and/or BIOL 260 Human Anatomy 
●​ ENL 111 - Written Communications 
●​ COM 125 - Interpersonal Communications 
●​ AH 151 - Medical Terminology 
●​ AH 204 - Legal and Ethical Issues in Health Occupations 

 
Applicants are selected based on the completion of admission requirements as well as 
an in-person interview process. Applicants will be selected from the highest score 
proceeding down the list until all spaces are filled. If a candidate is unable to be 
contacted for admission by email, telephone, or mail, the candidate will be eliminated 
and the next qualified candidate will be considered for admission. Applications will be 
scored based on the following criteria: 

●​ Complete Shadowing 
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●​ College GPA of 2.5 or above 
●​ Completion of College Chemistry with a grade of “C” or better 
●​ Associates Degree or higher 
●​ Work in an Allied Health field 

Paramedic 
●​ EMT B or National Registry 
●​ NIMS 100, 200 and 700 Certification 

Law Enforcement Academy 
●​ Workkeys Requirements 

○​ Applied Math: 4 
○​ Graphic Literacy: 4 
○​ Workplace Documents: 4 

After the application has been submitted, the program director will contact the applicant 
to complete the following requirements: 

●​ Physical fitness test 
●​ Background check 
●​ Drug screen 
●​ Physical 

Admission with Advanced Standing 

Applicants may be considered for advanced standing if they meet the following 
requirements, any additional requirements set by the program, if there is an opening in 
the program, and all program objectives can be met. If an applicant receives advanced 
standing, their tuition and fees will be calculated on an individual basis.  
An applicant may be considered for admission with advanced standing if: 

●​ The applicant withdrew at the end of the term within the past twelve months in a 
previous CCTC class with a passing grade in all courses. Note, if the time 
allowance expires, the applicant must start at the beginning of the program. See 
“Readmission Policy” and “Process for Returning Students” for more information 

●​ The applicant is a direct transfer from another school and meets the current 
admission and curriculum requirements. 

●​ The applicant has completed college courses and provides the course outlines 
for which the applicant is requesting credit. The program director will review the 
applicant’s transcript and submitted course outlines to determine admission 
standing and course credit. 

●​ If requesting advanced standing for military experience, the applicant must 
provide appropriate documentation of education or skills training while serving in 
the military or armed forces appropriate to curriculum requirements. 
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●​ Competency evaluations in both knowledge and skills may be required. 

Transfer Credits 

Students may request transfer of college credits. In order to accept credit for these 
courses, the following requirements must be met: 

●​ Allied Health programs require a grade of "C" or above.  
●​ Nursing programs require a grade of “B” or above. 
●​ Must have been completed at an accredited institution.  
●​ Students must submit transcripts and attend the class until the transcript has 

been reviewed and notification given of acceptance of the credit transfer. 
●​ Must be accepted by a degree-granting consortium and meet residency 

requirements if applicable.   
 
The Allied Health programs follow specialized accreditation guidelines which limit the 
application of transfer credit to 5 years for the following courses: medical terminology, 
chemistry, biology, anatomy and physiology, and physics. 

Additional Transfer Credit Requirements by Program  

Radiologic Technology  
Students requesting admission to the school via transfer from another approved school 
of radiologic technology or requesting transfer credits shall meet the above 
requirements and: 

●​ Courses must have been completed at a JRCERT accredited program. 
●​ Submit copies of course outlines to the program director. The program director is 

responsible for the review of transcripts and outlines to determine admission. 
This must be completed within the first two weeks of entry into the program.  If 
beyond the two-week deadline credits will not be transferred. 

●​ Spend a minimum of two terms (24 weeks) at Collins Career Technical Center to 
receive a certificate of completion from the school for the Radiologic Technology 
program. 

Nursing Programs 
Students requesting admission to the School of Nursing via transfer from another 
approved school of nursing or requesting transfer credits shall meet the above 
requirements and: 

●​ Submit copies of course outlines for which the applicant is requesting credit to 
the Director of Nursing. The Director of Nursing will review transcripts and course 
outlines to determine admission. This must be completed within the first two 
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weeks of entry into the program. If beyond the two-week deadline credits will not 
be transferred. 

●​ A minimum of six (6) months shall be spent at Collins Career Technical Center to 
receive a certificate of completion from the School of Nursing. 

●​ Collins Career Technical Center, School of Nursing is committed to awarding 
program credit for training and experience gained in the United States Armed 
Forces or National Guard, as long as it has been approved by the American 
Council on Education or a regional accrediting body, such as the Higher Learning 
Commission. Credit will be determined on an individual basis. 

 

Readmission Policy 

A student has two attempts to successfully complete the same program. After two 
unsuccessful attempts to complete the same program, an individual may not be 
readmitted to that program for a period of five years after the second attempt. After five 
years, a student may be eligible to be readmitted to that program only if they do not 
have a remaining balance due to the institution from previous attempts. 
 
An attempt will be counted if a student is withdrawn from the program for reasons 
including but not limited to: failing grades, insufficient attendance hours, and/or other 
policy violations. An attempt will not be counted if the student is withdrawn due to 
reasons deemed "allowable" by the institution's accrediting body. All attempts will be 
evaluated on an individual basis. 
 
Applicants who are returning for a second attempt with the same program must have 
completed all readmission requirements for that program. Students who are withdrawn 
due to failing grades, must complete the remediation process with Aspire. The program 
director/supervisor will provide the student with readmission requirements and details at 
the time of the withdrawal. Applicants must follow all application requirements in place 
at the time of their reapplication. Applicants are not guaranteed a spot in the program if 
returning for a second attempt.  

Readmission Financial Aid Disclaimer 
No student will be readmitted to the institution in any program at any time if they hold a 
balance from previous attempts. All balances must be paid in full before the applicant 
will be considered for readmission.   

Process for Returning Students 
●​ A withdrawal form will be completed by the program director/supervisor at the 

time of the student’s withdrawal from the program.  
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●​ If the student is withdrawn due to failing grades, the student must complete 
remediation with Aspire and submit the form to their admissions counselor. 

●​ Upon reapplication, the admissions counselor will review the student’s records to 
determine eligibility for readmittance.  

●​ A returning student must meet all financial obligations prior to their readmittance. 
●​ For Allied Health and School of Nursing programs, a repeat background check, 

drug screen, full Hepatitis panel and TB skin test may be required. 
●​ All current program admission requirements must be completed by the applicant. 

 

Tuition and Fees 

Application and Registration Fees 

All programs have a $50.00 non-refundable application fee. 

Tuition, Books, and Tools 

Certified Registered Central Service Technician, Diagnostic Medical Sonography, 
Radiologic Technology, Respiratory Therapy, Surgical Technology, Paramedic, STNA, 
Law Enforcement, CDL and all Skilled Trades programs tuition do not include the cost of 
books, tools, uniforms, lab kits, or other miscellaneous school-related expenses the 
program may require.  
 
The Practical Nursing program, LPN to RN Diploma Nursing Program, and Paramedic 
to RN Diploma Program include the cost of books and lab kits in tuition. Tools, uniforms, 
or other miscellaneous school-related expenses the program may require are not 
covered in the cost of tuition. 
 
All programs include malpractice insurance as part of the tuition cost. Each program has 
its own set tuition and different program costs. These fees can be found in the “Program 
Descriptions” and a cost sheet for each program is available on the school website 
(adult.collins-cc.edu). 

Cost of Attendance (Student Budget) 
Cost of Attendance budgets reflect direct and estimated indirect costs for students during an 
academic year. The cost of attendance used for packaging is included on the student aid offer. 
The total aid received by the student cannot exceed the student's cost of attendance. Collins 
Career Technical Center’s cost of attendance budgets include: 
 

●​ Tuition and Fees: the tuition and fees necessary for course of study. 
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●​ Books and Supplies: includes costs for the purchase of equipment, materials, or supplies 
required of all students in the same course of study.  

●​ Room and Board: food and housing allowance based on whether the student is living 
independently or not independently. 

●​ Transportation: estimated costs for travel between school and home, including gas or 
public transit costs.  

●​ Miscellaneous/Personal expenses: such as clothing, laundry, toiletries, and 
entertainment. Can include one time purchase of a computer/laptop. 

 
Information used to develop student budgets is derived from institutional sources, federal 
regulations, the U.S. Department of Education, the Bureau of Labor Statistics, and cost-of-living 
figures in the tri-state area. 
 
The COA is not the total that the student will pay. CCTC will only bill for direct costs including 
tuition, fees, and any other related charges.  

WorkKeys 

The ACT WorkKeys is required for all Allied Health and Public Safety programs. The 
cost of the ACT WorkKeys $45.00 (non-refundable) and cash or card is accepted. More 
information can be found on the website or by contacting Cathy Moore at (740) 
867-6641 ext. 327 or mcmoore@collins-cc.edu. 

Payment Plans and Balances 

Payment plans are available for the benefit of the student. Therefore, it is the student’s 
responsibility to set up a payment plan at the time of their mandatory financial aid 
meeting.  
 
All tuition balances must be paid in full no later than 30 days prior to program 
completion. If a student’s balance is not paid in full 30 days prior to program completion, 
the student will not be able to participate in the completion ceremony and the student 
will not receive a certificate of completion in their program of training. Additionally, any 
school related information, including transcripts, will not be released until the balance is 
paid in full.  
 
If a student owes a tuition balance from previously attending Collins Career Technical 
Center, the student will not be readmitted until the balance is paid in full. This includes 
any balance owed as a result of the return of Title IV aid. 
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Accepted Forms of Payment 

Collins Career Technical Center is a clock hour school and receives Title IV funding for 
its programs that are 600 hours or more. Students can apply for federal financial aid, 
including the federal Pell grant and federal student loans, by completing the appropriate 
FAFSA. FAFSA assistance is available with the Financial Aid Office. 
 
Collins Career Technical Center does participate in Veterans Administration benefits, i.e. 
G.I. Bill®, etc.  ("GI Bill®” is a registered trademark of the U.S. Department of Veterans 
Affairs (VA). More information about education benefits offered by VA is available at the 
official U.S. government website at www.benefits.va.gov/gibill.) The student must submit 
to the Financial Aid office a copy of his or her “Certificate of Eligibility” letter to verify 
eligibility for benefits and their case number. The Financial Aid office will submit an 
Enrollment Certification to the Veterans Administration to verify the student has started 
classes. Please allow up to 11-13 weeks to start receiving benefits. If you are a non 
Chapter 33, or chapter 33 benefits do not cover full tuition, it is the student’s 
responsibility to pay tuition. Note: Credit for previous training will be determined on a 
case-by-case basis. Collins Career Technical Center will not impose any penalty, 
including the assessment of late fees, the denial of access to classes, libraries, or other 
institutional facilities, or require that a Chapter 31 or Chapter 33 recipient borrow 
additional funds to cover the individual's inability to meet his or her financial obligations 
to the institution due to the delayed disbursement of a payment by the U.S. Department 
of Veterans Affairs. 
 
Short Term programs do not qualify for federal financial aid and therefore half the cost of 
tuition and books must be paid before starting. The second half will need to be paid 
mid-way through the program. 
 
Collins Career Technical Center accepts most major credit cards, debit cards, personal 
checks, cashier’s checks or cash in the Admissions office. Checks that are returned to 
the school by the bank for any reason are subject to a $25 fee. All payments must be 
made 30 days prior to program completion. Online payments can be made by the 
student in the student portal via CoreCampus. 
 
Policies and Procedures 
Students are expected to conduct themselves in a professional manner at all times 
while enrolled at Collins Career Technical Center. They are expected to maintain 
standards of academic and clinical performance as outlined in this student handbook 
and program guidelines while behaving in a manner that guarantees the rights of all 
persons in the school. Students are required to adhere to local, state, and federal laws 
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and maintain confidentiality. All students are expected and required to attend their 
program orientation as this is where they will receive several important documents and 
information pertaining to their program 

Attendance Policy    

All students are required to follow their program schedule. This includes all in-class, lab, 
clinical, or internship scheduled hours. Attendance is verified daily by the instructor. 
Students are expected to report to class promptly at the designated start time. Students 
are responsible for any curriculum missed while absent from class, clinical, or internship 
and must arrange with the instructor to review any material missed. Students can and 
will be sent home from class, lab, clinical, or internship locations for any suspected 
transmissible conditions. This time will be deducted from the student’s attendance. 
Please see your program’s handbook and/or syllabus for the amount of time you are 
allowed to miss and tardiness policies. Advanced placement or students with transfer 
credit hours will be calculated on an individual basis and affect how many hours they 
can miss. Please meet with your program director to determine what your new amount 
of allowed absences are. 
​  
Students who are receiving Title IV aid or any Veterans benefits, such as the G.I. Bill® 
("GI Bill®” is a registered trademark of the U.S. Department of Veterans Affairs (VA). 
More information about education benefits offered by VA is available at the official U.S. ​
government website at www.benefits.va.gov/gibill.), are also subject to the ​Satisfactory 
Academic Progress Policy. This Policy can be found in this handbook, in the Financial 
Aid Handbook, and be printed upon request.  

Appointments 
All appointments should be arranged around school hours as often as possible. If an 
appointment is necessary during scheduled class time, this will be counted as missed 
hours.  
 
Calamity Days 
Adult Education closings are separate from high school closings. Please ensure that an 
announced closing is for Adult Education and for the campus where your program 
classes are held. Students will be counted as absent if they do not attend classes when 
Adult Education is in session. If applicable, students must be available at normal class 
times for virtual instruction during calamity days. 
 
Students can be made aware of Adult Education closings via the following methods:  

●​ WSAZ TV newscast  
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●​ www.collins-cc.edu 
●​ CCTC social media sites 
●​ Automated text/email/phone alerts (must have accepted at the time of your 

application) 

Employment 
Each student must set their own priorities regarding work. It is the position of Collins 
Career Technical Center programs that if students elect to be employed while going to 
school, they do so with the full understanding that they must meet and maintain the 
academic, clinical, and attendance standards of the program, and that no allowances 
will be made for students who elect to work. 

Leave of Absence 
A leave of absence (LOA) is a temporary interruption in a student’s program of study. 
LOA refers to a specific period of time during a program when a student is not in 
attendance. Reasons for requesting a LOA may include unexpected medical 
issues/conditions or fulfilling military duty. A LOA will be reviewed and approved on an 
individual basis and must meet the following requirements:  

●​ The student must submit a written request for a LOA to their program director. 
The written request must include a reason for the LOA and any supporting 
documentation pertaining to the reason for the LOA.  

●​ Administration will review the written request and will alert the program director 
and student of the approval or denial of the request.  

●​ If the LOA is approved, an expectation for return will be assessed. 
●​ The student is required to meet with the Financial Aid Office upon the approval of 

the LOA as well as upon their return from the LOA to determine further financial 
aid eligibility.  

Breaks 
Student breaks need to be taken in the designated areas for adult students. Please ​
keep conversations and noise low during your break time as other classes may still be ​
in session.  

Blood & Bodily Fluid Exposure Policy 

In the event of a sharps injury, the following guidelines are to be followed:  
 
If the injury occurs at a clinical site, the policy for that site needs to be followed.  The 
guidelines should include but not be limited to: 

●​ Wash the area with soap or betadine scrub for 10 minutes 
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●​ Notify the clinical instructor or preceptor 
●​ Fill out an incident report specific to the clinical site 
●​ Go to the emergency room to be checked by a physician  
●​ Notify Program Director to receive counseling on treatments and to fill out a 

school incident report within 24 hours 
 
Instructors must be in the lab area when students are handling needles, knife blades, or 
other sharps.  Safety precautions must be enforced such as eye protection, gloves, etc. 
If the injury occurs at school during lab time: 

●​ Wash the area with soap or betadine scrub for 10 minutes 
●​ Notify the lab instructor  
●​ Document occurrence on a school incident report 
●​ Counseling is to be done by the program director within 24 hours concerning 

possible tests and treatments 
●​ Students may visit their own physician 
●​ Follow the student’s exposure Control Action Plan 
●​ The source person will be asked by the program director to have HIV & Hepatitis 

B testing (The Liability insurance may cover this if the source person was at no 
fault in the incident). 

 
Any costs incurred for blood work, physician visits, or treatment(s) will be the 
responsibility of the student. Students have the right to refuse treatment but must 
document the refusal on both incident reports. Students may be dropped from the 
program if a sharp injury occurs more than twice if the program director believes the 
incidents display a disregard for safety measures. 
 

Computer, Email, and Internet Usage Policies 

These policies apply to all students who have access to computers, Chromebooks, and 
to the internet at Collins Career Technical Center. Use of the internet by students is 
permitted and encouraged where such use supports the goals and objectives of 
learning. Access to the Internet is a privilege and all students must adhere to the 
policies concerning computers, Chromebooks, email, and internet usage. Students must 
review the Computer Usage Rules that are included in the application and complete the 
documents to receive a user account.Violation of these policies could result in 
disciplinary and/or legal action. Students may also be held personally liable for 
damages caused by any violations of this policy. Examples of acceptable use and 
unacceptable use are provided hereunder 
Acceptable Use of the Internet by Students Includes: 

●​ Students are expected to use the Internet responsibly and productively. Internet 
access is limited to learning activities only. 
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●​ All Internet data that is composed, transmitted, and/or received by Collins Career 
Technical Center computer systems is considered to belong to Collins Career 
Technical Center and is recognized as part of its official data. It is therefore 
subject to disclosure for legal reasons or to other appropriate third parties. 

●​ The equipment, services, and technology used to access the Internet are the 
property of Collins Career Technical Center and Collins Career Technical Center 
reserves the right to monitor Internet traffic and monitor and access data that is 
composed, sent, or received through its online connections. 

●​ Emails sent via the Collins Career Technical Center email system should not 
contain content that is deemed to be offensive. This includes, though is not 
restricted to, the use of vulgar or harassing language/images. 

●​ All sites and downloads may be monitored and/or blocked by Collins Career 
Technical Center if they are deemed to be harmful and/or not productive to 
learning. 

●​ Students are expected to utilize technology responsibly.  Students will be held 
financially responsible for any damage exceeding the routine use of technology. 

 
Unacceptable Use of the Internet by Students Includes, But is Not Limited To: 

●​ Sending or posting discriminatory, harassing, or threatening messages or images 
on the Internet or via Collins Career Technical Center’s email service 

●​ Sending or posting images of others without their consent on the Internet or via 
Collins Career Technical Center’s email service 

●​ Using computers to perpetrate any form of fraud, and/or software, film, or music 
piracy 

●​ Stealing, using, or disclosing someone else's password without authorization 
●​ Downloading, copying, or pirating software and electronic files that are 

copyrighted or without authorization 
●​ Sharing confidential material or proprietary information outside of the 

organization 
●​ Hacking into unauthorized websites 
●​ Sending or posting information that is defamatory to Collins Career Technical 

Center, its products/services, colleagues, and/or students 
●​ Introducing malicious software onto Collins Career Technical Center network 

and/or jeopardizing the security of the organization's electronic communications 
systems 

●​ Sending or posting chain letters, solicitations, or advertisements not related to 
educational purposes or activities 

●​ Passing off personal views as representing those of the organization. 
 
If a student is unsure about what constitutes acceptable Internet or computer usage, 
then they should ask their instructor for further guidance and clarification. Any problems 

 
23 

Revised 06/09/2026 



 

caused by a student not following the above guidelines will be considered a serious 
violation. Discipline could include, but not be limited to, being banned from using 
computers, or dismissal from the program. 

Copyright Infringement  

Copyright infringement is the act of exercising, without permission or legal authority, one 
or more of the exclusive rights granted to the copyright owner under section 106 of the 
Copyright Act (Title 17 of the United States Code). These rights include the right to 
reproduce or distribute a copyrighted work. In the file-sharing context, downloading or 
uploading substantial parts of a copyrighted work without authority constitutes an 
infringement. 
 
Penalties for copyright infringement include civil and criminal penalties. In general, 
anyone found liable for civil copyright infringement may be ordered to pay either actual 
damages or “statutory” damages affixed at not less than $750 and not more than 
$30,000 per work infringed. For “willful” infringement, a court may award up to $150,000 
per work infringed. A court can, in its discretion, also assess costs and attorneys’ 
fees.For details, see Title 17, United States Code, Sections 504, 505. 
 
Willful copyright infringement can also result in criminal penalties, including 
imprisonment of up to five years and fines of up to $250,000 per offense. For more 
information, please see the website of the U.S. Copyright Office at https://copyright.gov 

Drug and Alcohol Abuse Policy 

Illegally acquired drugs and all alcohol will not be tolerated on the grounds of Collins 
Career Technical Center or any of the extension campus locations. This includes the 
illegal possession, use, and/or distribution to other students. Any student caught in 
possession of and/or consuming or distributing illegal drugs or alcohol will be terminated 
from their program immediately and reported to the appropriate law enforcement 
officials. If the smell of alcohol is detected on a student or they are showing signs of 
being under the influence while on school grounds or at clinical/internship sites, they 
may be terminated immediately from the program. Drug screens can be requested by 
program instructors on any student suspected of being under the influence and can be 
performed at any time. A positive drug screen is grounds for dismissal. The complete 
Drug and Alcohol Policy is handed out during student orientation.  All students and staff 
are encouraged to report, to the supervisor, any misuse or sale of any illegal drugs or 
alcohol. If you are in need of counseling services regarding drug and alcohol use, 
please contact the Adult Education counselor.   
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Dress Code 

Students are to wear their program specific dress code. Proper dress code can be 
found in your program handbook. All students must wear their provided name badges 
while on campus and at clinical sites. Badges are to be returned upon exit or 
graduation. Replacement badges may be purchased at the cost of $6.00 (photo badge) 
and $10.00 (door access badge) in the Adult Education office. 
 
Regulation uniforms are selected for the individual programs for their clinical laboratory 
or clinical agency sites. These uniforms, along with name badges, must be worn at all 
times at clinical sites. Students will not be allowed to remain at clinical/internship sites 
without the appropriate attire. 
 
Electronic Equipment and Cell Phone Use 

Students are not permitted to make or receive personal phone calls in class or at 
clinical/internship sites. Inappropriate usage of cell phones and any other electronic 
communication devices is prohibited in the classroom. Adult Education staff will accept 
incoming calls to students in cases of emergency and will take a message for the 
student to return the call in such cases. 

Emergency Policies and Procedures  

In the event of an emergency, students will follow the established emergency ​ ​
guidelines as documented in the District Staff Handbook. The Staff Handbook can be 
found on the staff webpage on the school website.  

Grading Scale and General Evaluation Policy  

Course grading is specified in program syllabi. The following grading scales are used by 
the program staff unless otherwise stated in your program handbook/syllabi.  
  
Nursing and Allied Health Grading Scale: 

Numerical Grade Letter Grade 

90-100 A 

80-89 B 

0-79 F 

 
Short Term program Grading Scale: 
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Numerical Grade Letter Grade 

90-100 A 

80-89 B 

70-79 C 

0-69 F 

 
Skilled Trades Grading Scale: 

Numerical Grade Pass/Fail 

70-100 P 

0-69 F 

 
Specific procedures for missed, late or makeup exams/assignments will be in the 
program handbook/syllabi. 
 
The instructor or student may request an evaluation conference at any time.  A midterm 
and end-of-term evaluation of academic achievement and progress will be provided for 
each student by the program faculty. Students who are withdrawn due to academic 
failure must complete the remediation process specified by their program 
director/supervisor. 
 

Lab Clean-Up, Damages, and Losses of Equipment 

It is the responsibility of the student to clean classrooms and lab areas at the end of 
each class day. Labs and classrooms should be left in the condition in which they were 
found. Students using equipment belonging to the programs shall assume responsibility 
for its proper care. If a student willfully harms, damages or vandalizes institutional 
property resulting in the loss of equipment, the student must assume the cost or 
replacement of the property. Graduation may be delayed for that student until payment 
is made.   

Non-Discrimination and Equal Opportunity Policy Statement 

Collins Career Technical Center does not discriminate on the basis of race, color, 
national origin, religion, sex (including sexual orientation or transgender identity), age 
(except as authorized by law), disability, military status, ancestry or genetic information, 
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or any other legally protected category (collectively, “Protected Classes”) in its programs 
or activities, including employment opportunities. 

Harassment based on a Protected Class may be a type of unlawful discrimination. It is 
the Board’s policy to maintain an education and work environment that is free from all 
forms of unlawful harassment, including sexual harassment. This commitment applies to 
all District operations, programs, and activities occurring on school property, or at 
another location if such conduct occurs during a Board-sponsored activity. All students 
and school personnel share responsibility for avoiding, discouraging, and reporting any 
form of unlawful harassment. The Policy can be found on the district webpage under 
“Policies and Disclosures”. 

 
Disability Services 

Students must self-disclose any disability that they wish to inform the institution of in 
their program application. During orientation, students are informed of Disability 
Services and given contact information for Student Services if they require 
accommodations. Students must contact Student Services to obtain the required 
paperwork and discuss the accommodations they require before they are implemented 
in the classroom. Accommodations can not be granted until all paperwork is complete 
and on file with Student Services. Please contact Student Services if you require 
assistance regarding Disability Services: (740) 867-6641 ext. 427 

Accommodations 
An accommodation (also sometimes called adjustments) is a modification of policies, 
practices, or procedures that will allow the student with a disability/disorder to meet the 
requirements of the course or program. Collins Career Technical Center (CCTC) will 
take all steps necessary to ensure that all students are not excluded from participation 
in, denied the benefits of, or otherwise subjected to discrimination in any program or 
activity because of a lack of auxiliary aids and services for students with impaired 
sensory, manual, or speaking skills. The Institution, however, cannot honor requests for 
accommodations that would fundamentally alter academic requirements that are 
essential to the instruction being pursued by a student or are directly related to any 
licensing requirements, cause undue hardship on the Institution, or jeopardize the 
health or safety of others. 

It is the responsibility of the student to make their disability status and/or need for an 
accommodation known to the Institution, following the process outlined below. 
Determinations regarding accommodations will be made on a case-by-case basis.  An 
accommodation must be tailored to address the nature of the disability and the needs of 
the individual within the context of the requirements of the program of study.   
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Admission of Students with Disabilities 
Students with disabilities may apply to and are considered for admission to the 
Institution in the same manner as any other applicant and must meet the same 
admission requirements and program objectives, with or without reasonable academic 
adjustments (accommodations), as all other students. No student (or prospective 
student) is required by law to disclose a disability before or after admission to the 
Institution. However, disclosure and documentation of a disability is required if academic 
adjustments (accommodations) are requested. 

Procedure 

A student requesting academic accommodations under this policy must self-disclose the 
disability to the Institution. Students should contact Student Services to discuss the 
required paperwork that needs to be on file before accommodations are granted. All 
documentation should be turned in no later than two weeks after the program start date. 
If a diagnosis is made at any time after the two week deadline, please contact Student 
Services.  

Students are required to provide current (generally no more than three years old) 
documentation of the disability to Student Services. This documentation must be from a 
medical professional who has undergone appropriate and comprehensive training, has 
relevant experience and licensure appropriate to the profession (such as a licensed 
psychologist, physician, or nurse practitioner). The documentation needs to include the 
Disability Verification Form (Provided by Student Services) and supporting 
documentation such as a diagnostic report from your doctor or diagnosis professional or 
an IEP/504 Plan. The documentation should describe the nature of the disability, the 
extent to which the disability limits one or more major life activities, and the suggested 
accommodation(s).  
 
Upon submission of required documentation, Student Services will engage in an 
individualized, interactive process with the student to discuss possible academic 
accommodations. A copy of the official documentation will be maintained on file with 
Student Services. Documentation and any requested accommodations will be reviewed 
and discussed with the appropriate Program Director. If necessary, any alternative 
accommodations will be discussed with the student and the Program Director. The 
program Director will inform the student’s instructor(s) of the accommodations. Program 
instructors will keep record of a student’s accommodation(s) in their student file. 
If a student feels that his or her accommodations are not being met, he/she must notify 
Student Services immediately. 
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If a student has been granted academic accommodations and chooses not to use the 
accommodation(s) at any time, the student is required to fill out a Waiver of 
Accommodations Form with their instructor. This form will be kept in their student file.  

Official Withdrawal or Termination 

A student may withdraw from their program at any time for any reason. To officially 
withdraw, the student must notify program staff in writing or in person.  
 
A student will be automatically withdrawn when they have exceeded the allowable 
absences specified in the program guidelines and have had no contact with program 
staff. The student’s last recorded date of attendance will be used as the unofficial 
withdrawal date.  
 
Collins Career Technical Center reserves the right to terminate the enrollment of a 
student at any time for reasons including, but not limited to:  

●​ Grade average below passing at the end of the term. Students must meet grade 
guidelines in the course syllabus. 

●​ Absenteeism in excess of hours permitted by the program. See your program 
handbook for the amount of hours. 

●​ Violation of school policies and regulations. 
●​ Violation of policies and regulations of the cooperating clinical 

agencies/internship sites.  
●​ Unsafe performance results in possible harm to self or others.  
●​ Cheating, plagiarism, or falsification of records. 
●​ Mishandling of records. 
●​ Positive drug screen or suspected alcohol use at school or in clinical/internship 

sites.  
●​ Breach of confidentiality and/or HIPAA. 
●​ Continual disruption of class or clinical (i.e. talking, laughing, cell phone usage, 

etc.)  
●​ Complaints on performance from clinical/internship sites. 
●​ Theft from a clinical/internship site or school. 
●​ Evidence of felony on a background check. 

 
The program director will carefully review all the records and recommend dismissal 
when appropriate. Director recommendations and copies of necessary records will be 
submitted to the Adult Education Director for review and approval. The student will be 
informed verbally and in writing of the action taken. If the student disagrees with the 
decision, they may file a grievance per the Grievance Process found on the district 
webpage.  
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The time of the withdrawal or termination will determine if the student owes a balance to 
the institution. Please refer to the “Refund Policy” for more information.  

Parking 

Students and instructors must park vehicles in designated areas.  

Program Progression and Completion 

Students must maintain a passing final grade in each course and in clinical/lab in order 
to remain in the program and progress to the next succeeding term. If the student is 
receiving Title IV funding, they are subject to the Satisfactory Academic Progress (SAP) 
Policy. Please see the Financial Aid Handbook for more information.  
 
Students will be counseled on attendance and grades at midterm and as needed by 
program staff. Non-satisfactory progress is addressed and documented.  
 
In order to complete the program of study, all students must meet the attendance and 
grade requirements as well as meet all the objectives required by the program. These 
can be found in the program handbook. To receive a Certificate of Completion/Diploma 
and Graduation Passport the student must meet the above requirements and have met 
all the financial requirements of the school. The student will not be issued a 
certificate/diploma and passport prior to the graduation ceremony. 

Refund Policy  

When a student withdraws (officially or unofficially) or is terminated from their ​
program, the student will be responsible for the enrollment period they have completed 
or were currently attending. If the student withdraws within the first two weeks of the 
enrollment period, the student will not be charged tuition for that enrollment period. The 
full amount of any tuition paid prior to the start of the program will be refunded. There 
are no refunds for textbooks and other supplies purchased through the school. 
 
Student refunds will be made without requiring a request from the student when they 
are due. Refunds will be issued in the following distribution order: Federal Direct Loan 
Program, Federal Pell Grant Program, Sponsors, if applicable, then the student. 
Refunds, when due, shall be made within 45 business days of the last day of 
attendance when written notification of withdrawal or termination has been provided or 
60 business days after Collins Career Technical Center determines the student has 
withdrawn without providing written notification. 
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Satisfactory Academic Progress Policy 

The Satisfactory Academic Progress (SAP) Policy at Collins Career Technical Center 
establishes the academic and attendance standards students must maintain to remain 
eligible for Title IV federal financial aid and continue enrollment in their program. 
Students are evaluated at the end of each payment period to ensure they are 
successfully progressing toward program completion within the maximum allowable 
timeframe of 150% of the published program length.  
  
Students receiving Veterans Benefits failing to make Satisfactory Academic Progress 
(SAP) (per program grading scale and attendance policy) at the time of their program 
evaluation will be placed on academic probation. Veteran students placed on academic 
probation must, with their instructor, develop an approved student intervention plan 
based on the student’s academic probation form. Students will be removed from the 
program if the requirements of the approved intervention plan are not met. A student 
receiving Veterans Benefits may appeal their probation to the Program Director within 
10 days of being placed on probation.  
 
Appeal Process 
If the student is not meeting Satisfactory Academic Progress (SAP) at the time of the 
evaluation period following a period of warning status, financial aid will be terminated. A 
student may appeal the determination by submitting the Adult Education SAP Appeal 
Form, with appropriate supporting documentation to the Financial Aid department within 
five (5) business days of signing the SAP Evaluation Form. The student will have the 
opportunity on the form to describe circumstances that may have caused a failure to 
meet SAP. At a minimum, an appealing student must provide detailed reasons why they 
failed to meet SAP, and what has changed in the student’s situation to allow the student 
to demonstrate SAP at the next evaluation.  
 
Supporting documentation may include letters from licensed medical providers or 
statements from non-family members, such as counselors or clergy members. Appeals 
will only be considered based on the following: 

●​ Death of a relative 
●​ Injury or illness of the student 
●​ Other circumstances deemed permissible by the Adult Education Director or 

designee.  
 
The Financial Aid department will meet with the SAP Review Committee to review the 
appeal and decide whether to accept or deny it. The student will be notified of the SAP 
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Review Committee’s decision in writing as soon as possible. The decision is final and 
cannot be further appealed to the Collins Career Technical Center.  
 
Reinstatement/Reestablishing Eligibility 
If the Financial Aid Office and the Review Committee accept the appeal, an intervention 
action plan will be designed for the student to reach SAP.  The intervention action plan 
will be written on the SAP Appeal Form, and the expected financial aid will be 
reinstated. At the end of the next payment period, the student must meet SAP 
standards or the academic plan requirements developed by the student and the 
Financial Aid department to qualify for any subsequent disbursements. If the Financial 
Aid department and the Review Committee deny the appeal, the student will be required 
to make arrangements to self-pay or withdraw. Please see the “Official and Unofficial 
Withdrawal or Termination Policy” for more information. 

Smoking/Vaping 

Collins Career Technical Center is a tobacco free campus. Smoking, vaping, and 
smokeless tobacco products are not permitted.  

Student Records Policy and Accessibility 

Physical student records containing admission materials and student information are 
maintained behind two locked doors and in locked cabinets in the admissions office. 
Records are also maintained electronically. Student records may only be accessed by 
the admission and support staff and the Adult Education Director. If a clinical site 
requires copies of medical records and/or background checks, the student will access 
those from their student portal and will be responsible for providing those for clinicals 
and internships. 
 
Student records containing classwork, test and quiz scores, clinical performance ​
records, and records of counseling done by the instructors will be maintained by the 
program faculty in locked cabinets.   
 
The only student records to be maintained permanently will be a transcript of the ​
student’s grades. The transcript will be released only upon the written authorization of 
the student. Transcripts will be sent within 3-5 business days after the request has been 
made. 
 
Students are responsible for notifying the Admissions Office in writing of any changes in 
name, address, phone number, payment information, or any other personal information. 
All student records must match the legal name on their government issued ID. Failure to 
notify staff of a legal name change or having discrepancies in identifying documentation 
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may result in the delay of receiving financial aid, transcripts, and any other requested 
documentation.   

FERPA Statement 

Collins Career Technical Center complies with the Family Educational Rights and 
Privacy Act (FERPA), a federal law designed to protect the privacy of student education 
records. FERPA affords eligible students certain rights regarding their educational 
records, including the right to inspect and review records, request amendments to 
inaccurate information, consent to disclosures of personally identifiable information 
(except where FERPA authorizes disclosure without consent), and file a complaint with 
the U.S. Department of Education concerning alleged failures to comply with FERPA 
requirements.  

FERPA Release Requirement 

Students must complete and sign a FERPA Release Authorization form before Collins 
Career Technical Center may disclose protected educational records or discuss student 
information with parents, guardians, employers, agencies, or other third parties, except 
as otherwise permitted by law. Students under the age of 18 may also require a parent 
or guardian signature where applicable.  

Student Grievance Procedure 

Students have the right to file a complaint if they feel their instructor or another faculty 
member is not achieving the standards set by Collins Career Technical Center. 
Students also have the right to file a grievance if they feel they have been wrongfully 
dismissed from their program. Students are required to follow the procedures below 
and maintain their own documentation: 

●​ Discuss with the instructor 
●​ If unresolved, discuss with the Program Director within three school days of 

meeting with the instructor  
●​ If at this time, the student feels the issue has not been resolved they may 

schedule to meet with the Adult Education Director within three school days of 
meeting with the program director  

●​ If at this time, the student feels the issue has still not been resolved they may 
schedule to meet with a formal grievance committee. The student must make 
this complaint with the Adult Education Director within three school days of 
meeting with the Adult Education Director.   

●​ Once the formal grievance has been filed, a grievance committee will be 
convened and will meet with all parties involved independently. Once this 
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meeting has occurred, the committee will have one day to render a decision 
and notify the student.  

 
Collins Career Technical Center is accredited by Council on Occupational Education. 
You can visit their website at https://council.org/#  You can contact them by mail at 7840 
Roswell Road, BIdg. 300, Suite 325 Atlanta, GA 30350 or call Telephone (Local): 
770-396-3898 or Telephone (Toll-Free): 800-917-2081. Students also have the right to 
contact the Ohio Department of Higher Education at 614-387-1215 or their website 
https://www.ohiohighered.org/students/complaints.  

Student Discrimination Grievance Procedure 

In accordance with Federal and State OCR (Office for Civil Rights) Guidelines, any 
student who believes Collins Career Technical Center or any of the staff, teachers, and 
administrators have inadequately applied the principles of and/or regulations of Title VI 
of the Civil Rights Act of 1964 (race, color, national origin), Title IX of the Education 
Amendment Act of 1972 (sex/gender), and Section 504 of the Rehabilitation Act of 1973 
(disability) she/he may bring forward a complaint which shall be referred to as a formal 
grievance. However, whenever possible and practical, an informal solution to the 
alleged grievance is encouraged and should be attempted at the supervisory level.   

1.​ An alleged formal discrimination grievance complaint should first be made to the 
Director or Immediate Supervisor within ten school days of the date the incident 
occurred. 

2.​ If not resolved at Step 1, the decision may be appealed to the district’s Title IX 
and or Section 504 Coordinator, within five school days.   

3.​ If not resolved in Step 2, the decision may be appealed to the district’s 
Superintendent.   

 
Title IX, Section 504 Coordinator (740) 867-6641 
Collins Career Technical Center  
11627 State Route 243, Chesapeake, Ohio 45619  
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Exposure Control Action Plan 

 
Step Procedure 

1.​ Notify clinical instructor/preceptor.  
2.​ Wash area with soap or betadine x 10 minutes. 
3.​ Rinse with copious amounts of water. 
4.​ If eyes or mucous membranes are involved flush with tap water instead of soap 

or betadine. 
5.​ Report to the program director, who will inform the Adult Education Director. 
6.​ Fill out the incident report fully. 
7.​ Have baseline blood analysis for HIV and Hepatitis B performed on you. 

Students will be responsible for the charges (Rationale: Essential for your 
protection if litigation should occur). 

8.​ Students will discuss with the primary care provider the possible prophylaxis plan 
and provide the Director with documentation. 

9.​ This is a personal decision. All incurred costs will be the responsibility of the 
student. 

10.​Follow the recommended testing, evaluation and counseling schedule as 
suggested by the primary care provider.  

 

*Note if the exposure occurs at a clinical site, institutional policy supersedes the above 
steps.  

 
Program: ______________________________​ Date: _____________________ 
 
 
Student: ______________________________________________________________ 
 
 
Instructor: _____________________________________________________________ 
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Accident Report  

To be completed in duplicate by the student.  One copy is to be retained in the student's 
file. Submit one copy to the Adult Education Administrator.   

Student Name:  ________________________________________________________ 

Program Name: ________________________________________________________ 

Date & Time of Accident: _________________________________________________ 
 
Other persons involved including title (i.e. student, instructor, etc.) 
 
Name: ​ _________________________​ Title:________________________ 
 
Name: ​ _________________________​ Title: ________________________ 
 
Describe the accident (including injury, activity student was involved in, and how it 
occurred):______________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
Safety precautions used (i.e. safety glasses, gloves, etc): 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
What emergency treatment was given and by whom?  
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
Was the Exposure Control Plan followed? (check one) ​ Yes ______​ No ______ 
Student Signature: ___________________________________________ ​ 
Instructor Signature:  _________________________________________ 
Witness: _________________________________________________​  
Date: ___________________________________________________ 
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Allied Health Programs 

Certified Registered Central Sterile Technician  

Program Mission Statement:  
The mission of the CRCST program is to prepare competent, ethical, and 
knowledgeable sterile processing professionals who ensure the safe decontamination, 
preparation, sterilization, and distribution of surgical instruments and medical equipment 
to support quality patient care. 
 
Program Goals and Objectives:  
The goal of the CRCST program is to prepare competent entry-level central service 
professionals who demonstrate the knowledge, technical skills, ethical standards, and 
professional behaviors necessary to provide safe, effective sterile processing and 
distribution services within healthcare facilities. Common duties include 
decontaminating surgical instruments and reusable medical equipment, inspecting 
instruments for cleanliness, damage, and functionality, assembling surgical trays and 
procedure sets, and packaging and labeling items for sterilization.  
 
Job Opportunities: 
Graduates are employed in area hospitals, clinics, and physician offices. Advancement 
depends on individual personal goals. 
 
Accreditation:  
The Certified Registered Central Sterile Technician is nationally accredited by the 
Council on Occupational Education.  
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see the website for the 
program cost list. 
 
Program Length and Curriculum: 
The Certified Registered Central Sterile Technician Program is a 6 month program 
consisting of 600 hours. Classes start in January and complete in June each year. 
Classes are held Monday through Thursday 8:00 AM - 4 :00 PM. The program consists 
of class, laboratory, and clinical work. Clinical times vary. 

 

Diagnostic Medical Sonography 

Program Mission Statement: 
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The Diagnostic Medical Sonography Program is committed to providing its students with 
a well-rounded education in the areas of Abdominal, Adult Cardiac, OBGYN, 
Small-Parts, and Vascular learning concentrations. The program includes opportunities 
for the student to develop advanced medical imaging skills to prepare the graduate for 
employment in the field of Medical Sonography. The faculty members of the sonography 
program are committed to assisting the student toward the greatest academic, personal, 
and professional potential through quality courses and instruction. 
 
Program Goals and Objectives: 
The Diagnostic Medical Sonography program will prepare competent entry-level 
sonographers in the cognitive (knowledge), psychomotor (skills), and affective 
(behavior) learning domains. The program is designed to provide training in abdominal, 
adult cardiac, ob/gyn, as well as vascular sonography.  
 
Job Opportunities: 
Graduates may be employed in area hospitals, clinics, imaging centers, or physician's 
offices. Advancement depends on individual personal goals. Upon completion of the 
program, students will be eligible to test with the American Registry of Diagnostic 
Medical Sonographers in the areas of: Physics and Instrumentation, Abdomen, Adult 
Cardiac, OB/GYN, and Vascular Technology. 
 
Accreditation: 
Commission on Accreditation of Allied Health Educational Programs (CAAHEP) upon 
the recommendation of the Joint Review Committee on Education in Diagnostic Medical 
Sonography (JRC-DMS) 
 
Program Cost:  
Tuition can be found in the 2026-2027 Tuition Rates. Please visit the institution’s 
website for total cost list details.  
 
Program Length and Curriculum: 
The Diagnostic Medical Sonography Program program consists of 3150 hours over a 
span of 2.5 years. Students are exempt from class the month of July. Classes are 
scheduled to meet Monday through Thursday at the Proctorville Campus from 8:00 AM 
to 4:00 PM (Subject to change). The curriculum includes a combination of classroom, 
laboratory instruction, as well as clinical practice in area hospitals, offices, and clinics. 
The course breakdown can be found in the program handbook/syllabus and on the 
institution’s website. 
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Paramedic 

Program Mission Statement: 
To serve our community’s needs by educating and preparing our students to obtain 
employment as Paramedics who can compete and advance in this industry. The 
Paramedic Program at Collins Career Technical Center prepares students to perform at 
the highest level of prehospital emergency care. Paramedics are trained to assess, 
stabilize, and treat critically ill and injured patients using advanced life support (ALS) 
procedures, medications, and technologies. 
 
Program Goals and Objectives: 
Students develop competency in advanced airway management, cardiac care, pediatric 
and geriatric emergencies, trauma management, pharmacology, and out-of-hospital 
medical decision-making. The curriculum integrates classroom instruction, high-fidelity 
simulation, hands-on skill development, and real-world field experience. Graduates are 
prepared to test for the National Registry Paramedic certification, pursue Ohio 
Paramedic licensure, and earn multiple AHA and NAEMT specialty certifications valued 
by employers across the region. 
 
Job Opportunities: 
Our region’s EMS agencies, hospitals, and fire departments have identified a critical 
shortage of licensed paramedics. Many organizations specifically requested the 
reopening of this program to meet immediate staffing needs and support community 
safety. Our Paramedic Program was built in direct response to that demand. Students 
gain advanced training that local employers are actively seeking, positioning graduates 
for fast employment and long-term career growth in emergency medical services. 
 
Accreditation: 
This program is recognized by the institution’s accrediting body, the Council on 
Occupational Education (COE). This program is also accredited by the Commission on 
Accreditation of Allied Health Education Programs (CAAHEP) and by the Committee on 
Accreditation of Educational Programs for the EMS Professions (CoAEMSP). 
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please visit the institution’s 
website for total cost list details.  
 
Program Length and Curriculum: 
The Paramedic program consists of 900 clock hours and takes 1 year to complete. 
Classes meet 2 days per week from 4:30 PM to 9:30 PM. Clinical schedules vary.  
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Radiologic Technology 

Program Mission Statement: 
To serve our community’s needs by educating and preparing our students to obtain 
employment as Radiologic Technologists who can compete and advance in an 
ever-changing world of technology and work. Collins Career Technical Center’s 
Radiologic Technology Program is dedicated to a student-empowered education 
resulting in lifelong skills, a strong work ethic and the highest balanced quality of 
academic and hands-on Radiologic Technology career that enables our graduates the 
ability to compete and advance in a global marketplace while giving back to the 
community. 

 
Program Goals and Objectives: 

1.​ The student will be clinically competent.  
a.​ Student Learning Outcomes: 

i.​ Students will use proper positioning techniques. 
ii.​ Students will use optimal technical factors. 
iii.​ Students will practice radiation safety. 

2.​ The student will communicate effectively.  
a.​ Student Learning Outcomes: 

i.​ The students will be able to utilize effective oral communication in 
the clinical setting. 

ii.​ The students will be able to utilize effective written communication 
in the clinical setting. 

iii.​ The students will be able to utilize effective communication in the 
classroom setting. 

3.​ The student will exercise critical thinking and problem solving skills.  
a.​ Student Learning Outcomes: 

i.​ Students are able to manipulate technical factors for non-routine 
patients. 

ii.​ Students modify positioning for non-routine patients. 
4.​ The student will understand the importance of professionalism within the field of 

radiologic technology.  
a.​ Student Learning Outcomes: 

i.​ Students will demonstrate professional work ethics. 
ii.​ Students will know the benefits of membership in professional 

organizations. 
iii.​ Students will demonstrate professional integrity. 
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5.​ The student will be sufficiently prepared to successfully pass the ARRT 
professional certification exam. 

a.​ Student Learning Outcomes: 
i.​ Students will pass the 1st year Advancement Exam on 1st attempt 

with an 80% before continuing onto their 2nd year in the program. 
ii.​ Students will pass the Program Completion Exit Exam on the 1st 

attempt with an 80% or higher. 
 
Job Opportunities: 
Graduates are employed in area hospitals, private physician practices, nursing facilities, 
community clinics and agencies. 
 
Accreditation: 
The Joint Review Committee on Education in Radiologic Technology​
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Radiologic Technology 
(Program Costs) for full program costs.  
 
Program Length and Curriculum: 
The Radiologic Technology Program is a two-year, 1800 hour program that begins in 
January each year. Students do not attend during the month of July. Classes are 
scheduled to meet Monday through Thursday at the Proctorville Campus from 8:00 AM 
to 4:00 PM (Subject to change). The curriculum includes a combination of classroom, 
laboratory instruction, as well as clinical practice in area hospitals, offices, and clinics. 
The course breakdown can be found in the program handbook/syllabus and on the 
institution’s website. 

 

Respiratory Therapy 

Program Mission Statement: 
Collins Career Technical Center’s  Respiratory Therapy program has a mission to 
prepare the respiratory therapy graduates with demonstrated competence in the 
cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains 
of respiratory care practice as performed by Registered Respiratory Therapists (RRTs). 
Along with professional ethics, this mission will prepare the respiratory therapy 
graduates to be effective members of a team of healthcare professionals. 
 
Program Goals and Objectives: 
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Respiratory therapists are members of a team of health care professionals working in a 
wide variety of clinical settings to evaluate, treat, and manage patients of all ages with 
respiratory illnesses and other cardiopulmonary disorders. As members of this team, 
respiratory therapists should exemplify the standards and ethics expected of all health 
care professionals. In addition to performing respiratory care procedures, respiratory 
therapists are involved in clinical decision-making and patient education. 
 
Job Opportunities: 
Graduates are employed in area hospitals, PFT Labs, sleep labs, home care and skilled 
nursing facilities. Advancement depends on individual personal goals. 
 
Accreditation: 
This program is accredited by the Commission on Accreditation for Respiratory Care 
(CoARC). Our accreditation number is CoARC#200450. CoARC accredits respiratory 
therapy education programs in the United States. To achieve this end, it utilizes an 
‘outcomes based’ process. Programmatic outcomes are performance indicators that 
reflect the extent to which the educational goals of the program are achieved and by 
which program effectiveness is documented. 
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Respiratory Therapy 
(Program Costs) for full program costs.  
 
Program Length and Curriculum: 
The Respiratory Therapy program consists of 1800 clock hours over two academic 
years and begins in August of each year. Students do not attend during the month of 
July. Classes are scheduled to meet Monday through Thursday at the Proctorville 
Campus from 8:00 AM to 4:00 PM (Subject to change). The curriculum includes a 
combination of classroom, laboratory instruction, as well as clinical practice in area 
hospitals, offices, and clinics. Clinical practice hours may be scheduled differently than 
the above class times. The course breakdown can be found in the program 
handbook/syllabus and on the institution’s website. 

 

Surgical Technology 

Program Mission Statement: 
It is our mission to serve our community's needs by educating and preparing our 
students to function within the scope of practice of a Surgical Technologist and to 
produce competent, entry-level Surgical Technologists that are prepared to sit for the 
NCCT (National Center for Competency Testing) examination. We inspire to produce 
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utmost quality Surgical Technologists with long-lasting educational skills that can help 
them excel and exceed all expectations in their career field. We strive to have the 
highest balance of academic education and hands-on approach that an entry level 
Surgical Technician can possess, while also implementing future graduates with the 
ability to compete and advance in this career field with hard work ethics and proper 
patient care etiquette.  
 
Program Goals and Objectives: 
A Surgical Technologist is a professional who works under the direction of a licensed 
surgeon to facilitate the safe and effective conduct of invasive surgical procedures. The 
primary focus of all surgical team members is to provide a seamless, safe and efficient 
surgical experience with a positive patient outcome. Common duties include operating 
sterilizers, lights, suction machines, electrosurgical units, diagnostic equipment, and 
preparing and applying sterile or non-sterile dressings following the procedure. As a 
student in the Surgical Technology program, you will become knowledgeable on current 
operating room procedures, learn how to work under high-pressure situations, and gain 
first-hand experience in a healthcare setting. 
 
Job Opportunities: 
Graduates are employed in area hospitals, clinics, and physician offices. Advancement 
depends on individual personal goals. 
 
Accreditation: 
The Surgical Technology program is nationally accredited by the Council on 
Occupational Education.  
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see the website for the 
program cost list. 
  
Program Length and Curriculum: 
The Surgical Technology Program is a one year program consisting of 900 hours. 
Classes start at the beginning of August each academic year and complete the 
following June. Classes are held Monday through Thursday 8:00 AM - 4 :00 PM. Clinical 
times vary. The program consists of class, laboratory, and clinical work including 
surgical rotation cases as required to obtain their certificate. 
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School of Nursing Programs 

LPN to RN Diploma Nursing Program 

Program Mission Statement: 
The LPN to RN Diploma Nursing Program at Collins Career Technical Center is 
dedicated to transforming Licensed Practical Nurses into Registered Nurses by 
fostering the knowledge, skills, and professional attitudes necessary for high-quality, 
individual-centered care. 
 
Program Goals and Objectives: 
Our goal is to empower students to promote optimum health and quality of life for 
individuals, families, and communities. By aligning with The Ohio Board of Nursing Law 
and Rule, we prepare graduates to achieve their full professional potential and 
successfully transition to RN practice through the NCLEX-RN. 
 
Job Opportunities: 
Graduates are employed in area hospitals, clinics, home health agencies, private 
physician offices, long term care facilities and many other health related fields. 
 
Accreditation: 
Council on Occupation Education approved by the Ohio Board of Nursing. 
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see LPN to RN Diploma 
Nursing Program  (Program Costs) for full program costs.  
 
Program Length and Curriculum: 
The program length is 1350 hours. The curriculum includes classroom, laboratory 
simulation, clinical experiences, and asynchronous distance learning. Please visit 
www.collins-cc.edu for specific cohort schedules. 

 

Paramedic to RN Diploma Program 

Program Mission Statement: 
The Paramedic to RN Diploma Program at Collins Career Technical Center is dedicated 
to transforming Registered Paramedics  into Registered Nurses by fostering the 
knowledge, skills, and professional attitudes necessary for high-quality, 
individual-centered care. 
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Program Goals and Objectives: 
Our goal is to empower students to promote optimum health and quality of life for 
individuals, families, and communities. By aligning with The Ohio Board of Nursing Law 
and Rule, we prepare graduates to achieve their full professional potential and 
successfully transition to RN practice through the NCLEX-RN. 
 
Job Opportunities: 
Graduates are employed in area hospitals, clinics, home health agencies, private 
physician offices, long term care facilities and many other health related fields. 
 
Accreditation: 
Council on Occupation Education approved by the Ohio Board of Nursing. 
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Paramedic to RN 
Diploma Program  (Program Costs) for full program costs.  
 
Program Length and Curriculum: 
The program length is 1350 hours. The curriculum includes classroom, laboratory 
simulation, clinical experiences, and asynchronous distance learning. Please visit 
www.collins-cc.edu for specific cohort schedules. 

 

Practical Nursing 

Program Mission Statement: 
The Practical Nursing Program at Collins Career Technical Center is dedicated to 
excellence in nursing education by blending evidence-based theory with intensive 
hands-on experience. Our mission is to cultivate ethical, highly skilled nursing 
professionals who are prepared to promote community health and pursue advanced 
academic opportunities in the future. 
 
Programs Goals and Objectives: 
Our goal is to empower students to promote optimum health and quality of life for 
individuals, families, and communities. By aligning with The Ohio Board of Nursing Law 
and Rule, we prepare graduates to achieve their full professional potential and 
successfully transition to practice through the NCLEX-PN. 
 
Job Opportunities: 
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Graduates are employed in area hospitals, private physician and counseling practices, 
nursing facilities, community clinics and agencies 
 
Accreditation: 
Council on Occupation Education approved by the Ohio Board of Nursing. 
 
Program Costs: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Practical Nursing 
(Program Costs) for full program costs.  
 
Program Length and Curriculum: 
The program length is 1350 hours. The curriculum includes classroom, laboratory 
simulation, clinical experiences, and asynchronous distance learning. Please visit 
www.collins-cc.edu for specific cohort schedules. 

 
 
Skilled Trades, Public Safety, and Transportation Programs 

Auto Mechanics Program 

Program Overview: 
The Auto Mechanics program provides training in troubleshooting and repairing modern 
automobiles and various subsystems. Training is conducted using both classroom and 
Automotive Service Excellence (ASE) certified laboratory experiences. 
 
Job Opportunities and Placement Services: 
Graduates are employed in various automobile dealerships and independent auto 
mechanic shops throughout the Tri-State Area.WorkForce Development Resource 
Center provides placement services to graduates of all full-time programs. A 
representative from WDRC is available to speak with each class before graduation to 
assist students with the registration process for job placement.  
 
Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Auto Mechanic 
(Program Costs) for full program costs.  
 
Program Length and Courses: 
The Auto Mechanics Program is a one year program consisting of 900 clock-hours. 
Classes meet Monday-Thursday from 4:00 PM to 10:00 PM. The courses can be found 
online at Auto Mechanic (Courses). 
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Commercial Driving License (CDL) Academy 

Program Overview: 
The Commercial Driving License (CDL) Academy prepares students to become 
professional truck drivers, qualified to operate commercial motor vehicles in compliance 
with state and federal regulations. The curriculum combines classroom instruction, 
simulator training, and extensive behind-the-wheel experience. Students will learn 
vehicle inspection, safe operating practices, backing maneuvers, hours-of-service 
regulations, cargo securement, and defensive driving techniques, using 
industry-standard training materials such as the JJ Keller Professional Truck Driver 
Training series. The Commercial Driving License Academy is held at the South Point 
Extension Campus.  
 
Job Opportunities and Placement Services: 
Graduates of the academy receive the necessary preparation to take the State of Ohio 
CDL skills exam, which includes a pre-trip inspection, backing maneuvers, and an 
on-road driving test. Successful completion will lead to a Class A Commercial Driver’s 
License, opening the door to a wide range of career opportunities in the trucking and 
transportation industry. 
 
Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Commercial Driving 
License Academy (Total Estimated Cost) for full program costs.  
 
Program Length and Courses: 
The CDL Academy is a 200 clock-hour program with day and evening availability. The 
day classes meet Monday through Friday, 7:00 AM - 2:30 PM and take 6 weeks to 
complete. The evening classes meet Monday through Thursday,4:00 PM to 9:30 PM 
and take 8 weeks to complete. Courses can be found online at Commercial Driving 
License Academy (Time Frame). 

 

Electricity Program 

Program Overview: 
The Electricity Program prepares students for entry level employment for residential 
contractors, industrial / commercial construction and maintenance. Students will have 
the opportunity to Certify through Esco Electrical, HVAC Excellence, and OSHA. The 
Electricity program will be conducted at the South Point Extension campus. 
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Job Opportunities and Placement Services: 
Graduates are employed in various industries throughout the Tri-State Area. WorkForce 
Development Resource Center provides placement services to graduates of all full-time 
programs. A representative from WDRC is available to speak with each class before 
graduation to assist students with the registration process for job placement. WorkForce 
Development Resource Center is located at 120 North 3rd Street, Ironton, Ohio 
 
Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Electricity (Program 
Costs) for full program costs.  
 
Program Length and Courses: 
The Electricity Program is a one year program consisting of 900 clock-hours. Classes 
meet Monday-Thursday from 4:00 PM to 10:00 PM The courses can be found online at  
Electricity (Courses). 

 

Heavy Equipment Operator Program 

Program Overview: 
The Heavy Equipment Operator Program will be focused on the operation of a variety of 
heavy equipment and other critical components of heavy equipment operation in the 
construction industry. Classroom training will be using curriculum from the National 
Center for Education and Research (NCCER) earning NCCER Certifications. The 
classroom will also be using CAT Simulator Training, Applied Technical Math, and 
Applied Communication. This program will also offer a unique lab setting on property 
throughout Lawrence County performing actual site preparation. 
   
Job Opportunities: 
This program is endorsed by the Operating Engineer of Ohio ( Local 18 ), KY (Local 
181, and WV (Local 132). They will be selecting and interviewing qualifying students 
who complete the program for placement in their respective apprenticeship training 
program. (based on their needs). Graduates are employed by local contractors,water 
companies, cities, and municipalities. 
 
Placement Services: 
WorkForce Development Resource Center provides placement services to graduates of 
all full-time programs. A representative from WDRC is available to speak with each 
class before graduation to assist students with the registration process for job 
placement. WorkForce Development Resource Center is located at 120 North 3rd 
Street, Ironton, Ohio 
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Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Heavy Equipment 
Operator (Program Costs) for full program costs. The ACT WorkKeys is not required for 
this program. 
 
Program Length and Courses: 
The Heavy Equipment Operator program is a one year program consisting of 1350 
clock-hours. Classes meet Monday-Friday from 8:00 AM to 4:00 PM. Site training times 
will vary.  

 

HVAC Program 

Program Overview: 
The HVAC program teaches the skills required to install, repair, and maintain light 
commercial and residential heating and cooling systems, and obtain ESCO HVAC 
excellence certifications. This course covers classroom and laboratory experiences 
including, but not limited to, Applied Communications, Applied Math, Employability 
Skills.The HVAC program will be held at the South Point Extension Campus. 
 
Job Opportunities: 
Graduates are employed in various industries throughout the Tri-State Area. 
 
Placement Services: 
WorkForce Development Resource Center provides placement services to graduates of 
all full-time programs. A representative from WDRC is available to speak with each 
class before graduation to assist students with the registration process for job 
placement. WorkForce Development Resource Center is located at 120 North 3rd 
Street, Ironton, Ohio 
 
Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see HVAC (Program 
Costs) for full program costs. The ACT WorkKeys is not required for this program. 
 
Program Length and Courses: 
The HVAC  Program is a one year program consisting of 900 clock-hours. Classes meet 
Monday-Thursday from 4:00 PM to 10:00 PM.The courses can be found online at HVAC 
(Courses). 
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Law Enforcement Academy 

Program Overview: 
The Law Enforcement Academy at Collins Career Technical Center is an intensive, 
professional training program designed to prepare cadets for a career as a peace officer 
in Ohio. The academy is conducted in strict accordance with the standards set by the 
Ohio Peace Officer Training Academy (OPOTA) and the Ohio Peace Officer Training 
Commission (OPOTC). 
 
Job Opportunities and Placement Services: 
Successful completion of the program and the state examination grants the certification 
required to serve as a peace officer (Police Officer, Deputy Sheriff, etc.) in the State of 
Ohio.  
 
Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates.  
 
Program Length and Courses: 
The Law Enforcement Academy program consists of 900 clock hours and takes one 
year to complete. Course curriculum is provided through OPOTA and consists of 
hands-on training and academic foundations. Please contact the admissions office for 
specific class meeting times.  
 

 
 
Welding Program 
Program Overview: 
In the Welding program, students learn entry level to advanced welding skills. 
Curriculum developed by the National Center for Construction Education and Research 
covers OSHA safety requirements, shielded metal arc welding, gas metal arc welding, 
oxy-fuel cutting, and carbon arc cutting to enhance job opportunities. Local industries 
requiring new qualified welders to replace retiring and advancing employees include 
river barge maintenance, fabrication shops, construction companies, and equipment 
manufacturers to name a few. Collins Career Technical Center’s Welding  program 
offers American Welding Society certifications at Entry and Advance Levels. 
Qualification and certification testing will ensure each student has developed the skills 
necessary to be productive employees. 
 
Job Opportunities and Placement Services: 

 
50 

Revised 06/09/2026 



 

Graduates are employed in various industries throughout the Tri-State Area. WorkForce 
Development Resource Center provides placement services to graduates of all full-time 
programs. A representative from WDRC is available to speak with each class before 
graduation to assist students with the registration process for job placement. WorkForce 
Development Resource Center is located at 120 North 3rd Street, Ironton, Ohio 
 
Program Cost: 
Tuition can be found in the 2026-2027 Tuition Rates. Please see Welding (Program 
Costs) for full program costs. The ACT WorkKeys is not required for this program. 
 
Program Length and Courses: 
The Welding Program is a one year program consisting of 900 clock-hours. Classes 
meet Monday-Thursday from 4:00 PM to 10:00 PM. The courses can be found online at  
Welding (Courses). 
 

 

Educational Materials 

Student Resource Centers 

In accordance with the Equipment and Media Resources Policy, program instructors 
supply and maintain library and media resources in the Program Resource Centers in 
their classroom that are appropriate and current to each program. Such resources 
include, but not limited to:  

●​ Audio‐visual materials  
●​ Equipment and applications currently in use in industry  
●​ Manuals  
●​ Internet access  
●​ Periodicals 
●​ Reference books 
●​ Study guides  

 
Instructors are responsible for monitoring the use of media resources, including use of 
the internet, in the classroom. They follow the Institution’s Purchasing Policy when 
purchasing and replacing equipment, materials, and supplies, and they are responsible 
for notifying the Information Technology and Maintenance Departments when repair or 
maintenance of equipment is needed. This is completed via a work order system.  
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Instructional Technology 

The Information Technology (IT) Department provides a media server to instructors to 
host web and media resources. Resources can also be hosted in Google Classroom. 
The IT department also provides assistance with educational software for instructors to 
use in creating resources. 

Technology Resource Center (TRC)  

The TRC provides computers with internet access for student's use. 

General Facilities  

Collins Career Technical Center has an appropriate plan at all locations that provides 
adequate, safe and clean facilities with appropriate supporting utilities for classrooms, 
laboratories/shops, offices, restrooms, lounges, meeting rooms, parking, etc. 
 
Collins Career Technical Center has an appropriate plan for ensuring the health and 
safety of the institution’s employees, students, and guests. The Health and Safety Plan 
can be accessed on the institution's webpage.  

Instructional Equipment  

The institution has a system of instructional equipment inventory.  Relevant and 
up-to-date equipment is available to support the instructional programs offered by the 
institution. All instructional equipment meets appropriate and required safety standards. 
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Staff Directory 
Staff Directory information can be found on the district webpage.  
 
Administration  
Adam Pittis  Superintendent  
Brad Carpenter Treasurer 
Tim Johnson  Adult Education Director 
Mike Staton Associate Director 
Jacki Crawford Associate Director 
Christopher Leese Director of Technology 

Support Staff 
Zach Dierdorff IT Staff 
Sherry Hackworth  Admissions Coordinator 
Cara Haynes Admissions 
Stephanie Helms  Community Liaison/ Financial Aid  
Richard Joseph IT Staff 
Shannon Lusk Financial Aid 
Lauren Marcum Student Services Coordinator / Counselor 
Heather Mayes Student Services Coordinator 
Cathy Moore Assessment Coordinator/COE Liaison 
Melissa Webb Financial Aid 
Mickenzie Webb Admissions 
Angie Wheeler Nursing Program Operations Manager 
Sarah Williamson Admissions 

Directors/Supervisors 
Molly Coburn  Director of Nursing 
Kim Dutey Fire Academy Director 
Amber Gleim  Associate Director of Nursing 
Vanessa Kersey Surgical Technology Director 
Tracie Runyon  Diagnostic Medical Sonography Director  
June Torlone Radiologic Technology Director  
Jimmy Watson Skilled Trades Supervisor 
Tommie Weaver Respiratory Therapy Director  
Trey Willett Paramedic Director 
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Tuition Rates 

Allied Health and Nursing 

Program Hours Location Tuition 

Certified Registered Central Sterile 
Technician  

600 Proctorville $5,250 

Diagnostic Medical Sonography 3150 Proctorville $25,150 

LPN to RN Diploma Nursing Program  1350 Coal Grove $15,750 

Paramedic 900 Chesapeake $8,150 

Paramedic to RN 1350 Coal Grove $15,750 

Practical Nursing 1350 Proctorville/Coal Grove $13,550 

Radiologic Technology 2250 Proctorville $20,550 

Respiratory Therapy 1800 Proctorville $14,790 

State Tested Nursing Assistant  112 Proctorville $920 

Surgical Technology 900 Proctorville $11,150 

Skilled Trades 

Program Hours Location Tuition 

Auto Mechanics 900 Chesapeake $7,350 

Commercial Driving License (CDL) Academy 
- Day 

200 South Point $6,000 

Commercial Driving License (CDL) Academy 
- Evening 

160 South Point $4,000 

Electricity 900 South Point $7,350 

Heavy Equipment Operator 1350 South Point $17,000 

HVAC 900 South Point $7,350 

Law Enforcement Academy 900 Chesapeake $8,150 

Welding 900 Chesapeake $7,350 
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