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780 Hours/36 Weeks/56 Quarter Credits/36 FA Units 

The Administrative Medical Assistant is a very important part of the 
medical office. He or she is normally the first and last person patients 
see when they come to a medical office. Doctors depend on their 
Administrative Medical Assistant every day for important and accurate 
patient information. 

Administrative Medical Assistant duties vary from office to office, but 
normally include setting appointments, organizing patient files and 
information, completing insurance forms and information, patient billing, 
and medical coding. An Administrative Medical Assistant must 
understand and be able to interpret medical terminology and be 
comfortable working with the public. 

Program Purpose and Mission 
The purpose and mission of the Administrative Medical Assistant program is to prepare students to enter 
the health professions field as an administrative medical assistant. 

 

Program Description and Objectives 
The Administrative Medical Assistant program is designed to prepare students to enter the health 
professions field as an administrative medical assistant. Students will be able to function at an entry- 
level position in a variety of settings including, but not limited to, medical offices, hospitals and medical 
clinics. 

 
Occupations and Standard Occupational Classification Codes 
Medical Records and Health Information Technician 29-2071.00, Medical Secretary 43-6013.00, Bill and 
Account Collector 43-3011.00, Executive Secretary and Administrative Assistant 43-6011.00, 
Receptionist and Information Clerk 43-4171.00, General Office Clerk 43-9061.00 

 
Training Program: 
The training program is divided into seven learning units called modules. Students must complete 
Welcome to Milan and modules A through G starting with any module and continuing in any sequence 
until all seven modules are completed. Modules A through G stand alone and are not dependent upon 
previous training. Upon successful completion of Welcome to Milan and all modules, students participate 
in a 180-hour externship. 

 

Course Descriptions 

Welcome to Milan WTM111 
Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully  
complete prior to beginning their subject matter course. Welcome to Milan is designed to prepare  
students with the basic knowledge of policies, procedures, and guidelines to be successful as a 
Milan Institute student. 

 
Office Basics OBA112 
This course is designed to introduce students to the professional office environment. Whether centered 
on the medical community or general type office, students will build skills and a base understanding that 
relate to any administrative location. Appointment scheduling, customer service techniques, basic 
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business transactions, records / file management and workplace legal and ethical concepts are all 
addressed within the course. Also discussed are the basic principles behind office policies & 
procedures, along with a familiarization of automated equipment found in the office setting and an 
appreciation of the role in which the human relations department plays in a business setting. Students 
will gain knowledge of HIPAA and importance of confidentiality along with lessons in anatomy & 
physiology, medical terminology, and continued practice in keyboarding skills. 

 
Business Technology BTC113 
This course will introduce the student to basic computer concepts and a functional knowledge in various 
types of computer hardware, software, networking systems and information storage devices. Microsoft 
Windows operating system is explored to enhance a students� knowledge and applied proficiency for 
working in a business setting. Students will be exposed to Microsoft Office with a detailed focus on 
understanding Outlook and PowerPoint as it pertains to the workplace. Also included are lessons in 
anatomy & physiology, medical terminology, and continued practice in keyboarding skills. 

 
Information Coding ICO114 
This course develops the foundation for medical diagnosis and procedural coding. Students will gain 
knowledge and perform basic coding functions necessary for completion of medical insurance forms 
utilizing CPT procedural and ICD-9 / ICD-10 diagnosis coding materials. Lessons in ICD-10 applications 
will be discussed and practiced in detail. Also included is instruction in anatomy & physiology, medical 
terminology, and continued practice in basic keyboarding skills. 

 
Insurance Theory INT115 
This course provides students with the basic knowledge of insurance forms encountered within the 
healthcare field through lecture as well as hands-on experience. Such forms as Universal, Worker's 
Compensation, Medicare, as well as HMO and PPO plans will be covered. Discussions centered 
around the affordable healthcare act will be a focal point towards gaining a deeper understanding of the 
laws and patient insurance coverage. Students will learn to obtain information from patient medical 
records and ledgers to complete insurance forms accurately. Students will be provided instruction on 
basic pharmacology and patient prescriptions for a deeper understanding of insurance formularies and 
payment coverage. Also included are lessons in anatomy & physiology, medical terminology, and 
continued practice in keyboarding. 

 
Accounting Basics ACB116 
This course offers instruction on basic accounting techniques. Students will gain knowledge though 
lecture and hands-on applications that center on accounts payable and receivable systems. The ledger, 
revenue cycle, cash receipts / deposits, purchase cycles and basic budgeting skills will be covered. An 
overview of QuickBooks will be practiced familiarizing the student with accounting software found in the 
workplace. Microsoft Office with a detailed focus on Excel will aid students with a base understanding 
and practical knowledge of working business-related spreadsheets. Also included are lessons in 
anatomy & physiology, medical terminology, and continued practice in keyboarding. 

 
Computerized Billing COB117 
Students will learn the importance of patient billing and using billing software to produce invoices, 
record, and balance patient account information in the computer.  Students are given hypothetical 
insurance billing situations and will use appropriate forms, codes, and procedures to process insurance 
claims for optimal reimbursement. Also included are lessons in anatomy & physiology, medical 
terminology, and continued practice in basic keyboarding techniques. 

 
Office Communications OFC118 
Students will learn the different types of office and business communications used in today�s workplace 
environment. Verbal and non-verbal communication techniques and cues will be discussed, along with e- 
mail and business communication etiquette. Students will learn basic commands and features associated 
with Microsoft Office, using Word software and will practice writing different types of memos, letters, 
business proposals and reports using proper grammar, punctuation, and universal business English. In 
addition to practicing transcription techniques, Self-esteem and human relations will also be covered in this 
module along with instruction in anatomy & physiology, medical terminology, and continued practice in basic 
keyboarding skills. 
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Administrative Medical Assistant Course Descriptions 
 

Externship AXT119 
Students will use the skills and knowledge they have acquired throughout the program and work at an 
off-site medical facility to gain actual experience in a medical environment. 
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Administrative Medical Assistant 

Course 
Code 

Course Title 

 
Lecture 
Hours 

 
Lecture 
Credits 

 
Lab 

Hours 

 
Lab 

Credits 

 
Extern 
Hours 

 
Total 
Hours 

 
Total 

Credits 

 
FA  

                        Units     

PRE-REQUISITE 

WTM111 Welcome to Milan 5 .5 0 0 0 5 .5  .25 

MODULE A 

OBA112 Office Basics 60 6.0 25 1.25 0 85 7.25  4.25 

MODULE B 

BTC113 Business Technology 60 6.0 25 1.25 0 85 7.25  4.25 

MODULE C 

ICO114 Information Coding 60 6.0 25 1.25 0 85 7.25  4.25 

MODULE D 

INT115 Insurance Theory 55 5.5 30 1.50 0 85 7.0  4.25 

MODULE E 

ACB116 Accounting Basics 50 5.0 35 1.75 0 85 6.75  4.25 

MODULE F 

COB117 Computerized Billing 50 5.0 35 1.75 0 85 6.75  4.25 

 
MODULE G 

 
OFC118 

 
Office Communications 

 
60 

 
6.0 25 

 
1.25 0 

 
85 7.25 

 
4.25 

 
AXT119 

 
Externship 

 
0 

 
0 0 

 
0 180 

 
180 6.0 

 
 6.0 

 
TOTAL 400 40 200 10 180 780 56.0  36.0 

Satisfactory Academic Progress Evaluation Points: 
1st Evaluation Point: 18 FA Units/18 Weeks 
2nd Evaluation Point: 36 FA Units/36 Weeks 

 
Administrative Medical Assistant 
Veterans Satisfactory Academic Progress Evaluation Points: 

1st Evaluation Point: 9 FA Units/9 Weeks 
2nd Evaluation Point: 18 FA Units/18 Weeks 
3rd Evaluation Point: 27 FA Units/27 Weeks 
4th Evaluation Point: 36 FA Units/36 Weeks 
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ADVANCED COSMETOLOGY � COURSE OUTLINE 
1300 HOURS 

 
INSTRUCTOR�S NAME:  

 

DESCRIPTION: 
The primary purpose of the Cosmetology Course is to train the student in the basic manipulative skills, safety 
judgments, proper work habits, and desirable attitudes necessary to pass the State Board examination and for 
competency in job entry level positions in Cosmetology or related career field. All classes are taught in English. The 
course is divided into 3 sections � Phase 1, Phase 2, and Advanced.  Phase 1 is 360 hours taught in a minimum of 
12 weeks for 30-hour students and 18 weeks for 20-hour students. Once a student completes the Phase 1 foundational 
education requirements including hours, technical skills, academic exams, and technical skills exams  at 75% or 
higher the student may move to Phase 2 to practice technical skills on clients, mannequins, and models. Once a 
student has been scheduled for 1000 hours, the student begins the additional 300 hours of in-depth education.  The 
additional 300 hours explores a deeper study into the subject matter to support career success by offering more 
diverse services to clients.  Once a student begins the additional 300 hours, the student completes 30 hours of 
structured education in the following areas: Color Techniques, Styling Techniques, Hair Extensions Education, 
Tapers and Fades, and Skin Care.  Once the student completes the structured 30 hours (Advanced Phase 1), the 
student will then practice those skills for the remaining 270 hours to complete the 1300 hour program. 

 
OBJECTIVES: 
Upon completion of the course requirements, the determined graduate will be able to: 

 
 Project a positive attitude and a sense of personal integrity and self-confidence.
 Practice proper grooming and effective communications skills and visual poise.
 Understand employer/employee relationships and respect the need to deliver worthy service for value 

received.
 Perform the basic manipulative skills including hair styling, shaping, bleaching, tinting, chemical 

reformation, scalp/hair conditioning, facials, manicures, pedicures and nail extensions.
 Perform the basic analytical skills to determine proper makeup, hairstyle, and color application for the 

client's best overall look.
 Apply the theory, technical information and related matter to assure sound judgments, decisions, and 

procedures.
 

To ensure continued career success, the graduate will continue to learn new and current information related to 
techniques, trends, fashions, and methods for career development in cosmetology and related fields. 

 
FORMAT: 
The clock hour education is provided through a sequential set of learning steps which address specific tasks 
necessary for state board preparation, graduation and job entry level skills. Clinic equipment, implements, and 
products are comparable to those used in the industry. Each student will receive instruction that relates to the 
performance of useful, creative, and productive career-oriented activities. The course is presented through well- 
developed lesson plans, which reflect current educational methods. Subjects are presented by means of lecture, 
demonstration, and student participation. Audio-visual aids, guest speakers, field trips and other related learning 
methods are used in the course. 

 
PROGRAM RESOURCES: 

 Milady�s Standard Cosmetology 14th Edition utilizing CIMA
 Milady�s Standard Foundations 1st Edition utilizing CIMA
 Milady Advanced Services: Eyelashes 1st Edition utilizing CIMA
 State Board Rules and Regulations 

REFERENCE MATERIALS: 
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In the Bag, Playing it Safe, Waxing Made Easy, Professional Men�s Services: Haircutting, Step be Step Make 
up Videos, Art of Dressing Long Hair, Braids and Updo�s Made Easy, The Cutting Book, Hair Coloring Hands 
On, Hair Care and Product Dictionary, Cosmetology Dictionary, Microdermabrasion, Peels and Peeling 
Agents, Nail Structure and Product Chemistry, Art of African Hair Design, Nail Questions and Answers Book, 
Wall Charts for Anatomy and Physiology, various subject relevant DVDs/Video and Online resources, 
Reference Materials are subject to change. 

 
GRADING PROCEDURES: 

To determine academic progress, students are assigned theory study and a minimum number of practical 
performances. Theory is evaluated after each unit of study. All academic (theory) tests are completed and 
monitored on campus by a qualified instructor.  Practical assignments are evaluated as completed and counted 
toward course completion ONLY when rated as satisfactory or better. If the performance does not meet 
satisfactory requirements, it is not counted, and the performance must be repeated. At least two comprehensive 
practical skills evaluations will be conducted during the course of study. Practical skills are evaluated according 
to text procedures, performance standards established by the state licensing agency, and set forth in the practical 
skills evaluation criteria adopted by the school. Students must maintain a cumulative grade average of 75% and 
pass a FINAL written and practical exam prior to graduation. Students must make up failed or missed tests and 
incomplete assignments. Numerical grades are considered according to the following scale: 

 
GRADING SYSTEM: 

WRITTEN AND PRACTICAL 
90% � 100% A 
80% � 89% B 
70% � 79% 
60% - 69% 
Below 60% 

C 
D 
F 

Below 70% BELOW STANDARDS/NEEDS IMPROVEMENT* 

*All Assessments (technical and academic) must be passed with a 75% grade or 
higher 

** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt the 
assessment, a zero grade will be entered 
 

Milan Institute utilizes synchronous distance education, using a Learning Management System coupled with a 
web-based attendance monitoring system, to facilitate academic education up to the total lecture hours listed 
per course. 

HOURS SUBJECT - UNIT 

920 HAIR CARE 
Cutting, Styling, Coloring, Chemical textures, and related theory and applications; business skills; 
professional development and salon management; health; safety; and laws 

 
100 NAIL CARE 

Manicuring and related theory and applications; business skills; professional development and salon 
management; health; safety; and laws 

 
280 SKIN CARE 

Facials, hair removal and related theory and applications; business skills; professional development and 
salon management; health; safety; and laws 

 
1300 TOTAL HOURS 
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The above hour requirements must be met by each student in each category in order for the earned hours to be 
accepted by the state licensing board for examination. 

Policy and Regulatory agencies require students to complete an established number of technical skill practice 
experiences for satisfactory skills development and graduation. Technical skills may be completed on mannequins, 
models, or clients when attending on campus. The requirements listed by category are the MINIMUM experiences 
that each student must successfully complete prior to graduation. More technical skill practices may be scheduled 
BY THE INSTRUCTORS based on training NEEDS. All assignments must be completed by each student as 
agreed upon in the Enrollment Agreement. 

Technical skill assignments are evaluated as completed and counted toward course completion ONLY when rated 
as satisfactory or better. Students enter the skill information into the Learning Management System (CIMA) per 
the instructions for each skill.  The instructor then grades the skill at the time the student performs the skill for 
immediate student feedback and in CIMA as well.  Technical skills are evaluated according to text procedures 
and industry performance standards. These criteria are stated in the Technical Skill Competency Evaluation 
Criteria. The criteria are explained to students and used uniformly when giving technical skill grades according to 
the following scale. 

A satisfactory grade is based on meeting the minimum requirements in the following categories: 
1. Preparation, Infection Control and Client Safety 
2. Technique and Use of Implements 
3. Client Communications (if applicable) 
4. Desired Results 

 
TECHNICAL SKILL REQUIREMENTS � CATEGORY DEFINITIONS 

100 CLIENT COMMUNICATIONS/PROFESSIONAL DEVELOPMENT: Evaluated presentations of 
student�s ability to interact with the clients, build client retention, education clients on services and retail, client 
referrals, rebooking, 

50 CHEMICAL FORMULATIONS: Determining the proper use of chemicals; haircoloring, chemical waving 
and relaxing as it relates to the completed hair analysis and consultation. Advanced chemical mixing for hair color, 
chemical waving, and relaxing. 

75 CHEMICAL TEXTURE SERVICES: Restructuring, permanent waving straightening and relaxing. 
Advanced chemical texture service techniques to achieve multidimensional texture and design lines. Please note: 
The shampoo is considered to be part of Chemical texture services and is not recorded separately. 

400 DISINFECTION AND SANITATION: The act of preventing the growth of germs and bacteria or 
destroying them. Students must perform daily sanitation tasks on implements, equipment and facilities to prevent 
the spread of disease and bacteria. Includes client protection. 

15 EYELASH EXTENSION APPLICATION: Specialty related practice of the application of semi-permanent 
eyelash extensions. Demonstration of separation and isolation during application. 

5 EYELASH EXTENSION REFILL APPLICATION: Specialty related practice of a refill application of semi-
permanent eyelash extensions. Demonstration of separation and isolation during application. 

5 EYELASH EXTENSION REMOVAL: Specialty related practice of removal of semi-permanent eyelash 
extensions 

15 EYELASH EXTENSION MAPPING: Specialty related practice of semi-permanent eyelash extensions 
mapping. 
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20 FACIALS: Includes basic facials, facials with machines, mask facials, facial manipulation and massage; 
exfoliation, skin care. 

25 HAIR AND SCALP TREATMENT: Scalp treatments, hot oil treatments, scientific brushing, scalp massage, 
deep conditioning. Advanced hair care and scalp treatments. Please note: The shampoo is considered to be part of 
the hair and scalp treatment and is not recorded separately. 

30 HAIR REMOVAL: Removal of hair by the use of wax or tweezers. 

75 HAIR, SKIN, AND NAIL ANALYSIS: Analyzing the client�s hair, skin, and nails through the means of 
observation, touch, and use of magnification devices to determine the safest and most effective treatment for the 
desired result. 

100 HAIRCOLORING: Temporary, semi-permanent, demi-permanent color, permanent color, bleaching, 
dimensional coloring, highlighting, other forms of creative and advanced haircoloring techniques. Includes pre-
disposition and hair stand testing. Please note: The shampoo is considered to be part of the haircoloring service and 
is not recorded separately. 

100 HAIRCUTTING: All forms of sectioning and/or removing length or bulk from the hair using professional 
implements such as razor, scissors, clippers, or thinning shears. Advanced haircutting techniques using multiple 
tools to achieve multidimensional texture and design lines. Please note: The shampoo is considered to be part of 
the haircutting service and is not recorded separately. 

160 HAIRSTYLING: Blow Drying, Curling Iron, hot combing, hair pressing, thermal waving, roller sets, finger 
waves, pin curls, arranging, dressing, comb outs, braids, etc. Advanced hairstyling techniques using multiple tools 
to achieve multidimensional texture and design lines. Please note: The shampoo is considered to be part of the 
hairstyling service and is not recorded separately. 

5 MAKEUP: Make-up application 
 
20 MANICURES: Plain and hot oil manicures, polishing, removal, and nail art. 
 
8 PEDICURES: Plain and spa 
 
15 SALON BUSINESS: Evaluated salon business projects, salon field trips, and other related business and 
establishment management education. 

50 SCULPTURED NAILS (individual nail)- Artificial Nails, Acrylic, Nails, Nail Tips, Nail Wraps, Overlays 

25  CHEMICAL EXFOLIATIONS in advanced portion of the curriculum 

15 MICRODERMABRASIONS in advanced portion of the curriculum 
 
5  KERATIN TREATMENTS in advanced portion of the curriculum 

 
30  STYLING TECHNIQUES in advanced portion of the curriculum 

 
25  COLOR TECHNIQUES in advanced portion of the curriculum 

 
20  SUPPLEMENTAL HAIR EXTENSIONS in advanced portion of the curriculum 
 
50 FADES, TAPERS, LINE-UPS in advanced portion of the curriculum 
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It is the responsibility of the student to record the skills completed in CIMA for an instructor to grade the skill. 
These records are saved in the CIMA LMS and monitored by the state regulatory agency. For a student to 
graduate, all required technical skills must be rated at least Satisfactory to be counted for course completion. 
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ADVANCED ESTHETICIAN COURSE OUTLINE 
900 HOURS

INSTRUCTOR�S NAME: ________________________________________ 

PROGRAM DESCRIPTION:
The purpose of the Advanced Esthetician Course is to train the student in not only the basic manipulative skills, safety judgments, 
proper work habits, and desirable attitudes necessary to pass the State Board examination and for competency in job entry-level 
positions as an Esthetician or related career avenue, but to also provide the student additional advanced knowledge and skills to 
be competitive in the ever growing and evolving skin care profession.  Advanced Esthetician students will learn about advanced 
treatments and devices within the scope of a licensed Esthetician.  All classes are taught in English. 

PROGRAM OBJECTIVES: 
Upon completion of the course requirements, the determined graduate will be able to: 

1. Project a positive attitude and a sense of personal integrity and self-confidence. 
2. Practice proper grooming and effective communications skills and visual poise. 
3. Understand employer/employee relationships and respect the need to deliver worthy service for value received. 
4. Perform the basic and advanced skin care services, work with facial devices, hair removal, and makeup. 
5. Perform manipulative skills required for facial massages, effective use of required implements, products and 

equipment, proper application of make-up, unwanted hair removal, and lash/brow tinting. 
6. Apply the theory, technical information and related matter to assure sound judgments, decisions, and 

procedures. 
 
To ensure continued career success, the graduate will continue to learn new and current information related to techniques, trends, 
fashions, and methods for career development as a Facial Specialist or related position. 
 
OCCUPATIONS AND STANDARD OCCUPATIONAL CLASSIFICATION CODES: 
Skin Care Specialist 39-5094.00 

INSTRUCTIONAL METHODS:  
The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state 
board preparation, graduation and job entry level skills.  Spa equipment, implements, and products are comparable to those used 
in the industry.  Each student will receive instruction that relates to the performance of useful, creative, and productive career 
oriented activities.  The course is presented through well-developed lesson plans, which reflect current educational methods.  
Subjects are presented by means of lecture, demonstration, and student participation.  Audio-visual aids, guest speakers, field 
trips and other related learning methods are used in the course. 
Students participating in hybrid distance education will be incorporating both distance education and on ground 
education. Students will practice technical skills on ground.  Students will receive distance education instruction via 
a modified synchronous methodology.  Students will use a Learning Management System (LMS) to complete 
assignments, activities, readings, discussions, collaborations, etc. Instructors monitor in real time student participation 
with live engagement, discussions, and collaborations.   

PROGRAM RESOURCES: 
Milady�s Standard: Esthetics for Milady Standard Esthetics, 12th Edition utilizing CIMA  
Milady�s Advanced Esthetics utilizing CIMA 
TDLR Rules and regulations - https://www.tdlr.texas.gov/barbering-and-cosmetology/laws-rules.htm  

REFERENCE MATERIALS: 
Make up DVDs, Skin Care Dictionary, Hair Removal Technique, Aromatherapy, The SPA Encyclopedia, Advance Face/Body 
Treatment, Common Skin Disease, Skin Care and Cosmetic Ingredients, Face Shapes, Skin Lesions, Anatomy and Physiology 
Wall Charts, Microdermabrasion and DVD, Chemical Peel and Exfoliation and DVD, Skin Type and Aging Analysis and DVD, 
various subject relevant media resources, and online resources. 
 
 
GRADING PROCEDURES:  
To determine academic progress, students are assigned theory study and a minimum number of practical performances.  Theory 
is evaluated after each unit of study.  All academic (theory) tests are completed and monitored on campus by a qualified 
instructor. Practical assignments are evaluated as completed and counted toward course completion ONLY when rated as 
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satisfactory or better.  If the performance does not meet satisfactory requirements, it is not counted and the performance must be 
repeated.   At least two comprehensive practical skills evaluations will be conducted during the course of study.   Practical skills 
are evaluated according to text procedures, performance standards established by the state licensing agency, and set forth in the 
practical skills evaluation criteria adopted by the school. Students must pass a FINAL written and practical exam prior to 
graduation. Students must make up failed or missed tests and incomplete assignments.  Numerical grades are considered 
according to the following scale: 
 
GRADING SYSTEM: 
 

WRITTEN AND PRACTICAL
90% 100% = A
80% 89% = B
70% 79% = C
60% 69% = D
Below 60% = F

BELOW 70%    BELOW STANDARDS/NEEDS IMPROVEMENT* 
*All Assessments (practical and written) must be passed with 75% or higher 
** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt 
the assessment, a zero grade will be entered 

HOURS   SUBJECT � UNIT 
Milan Institute utilizes synchronous distance education, using a Learning Management System coupled with a web-based 
attendance monitoring system, to facilitate academic education up to the total lecture hours listed per course.

50           ORIENTATION 
School Rules and Regulations, Professional and Personal Development, Professional Ethics, Professional Hygiene and 
Good Grooming, Personality Development,  
 

45           SANITATION/SAFTEY      
Sanitation and Sterilization, Bacteriology, First Aid, Universal Precautions, Professional Responsibility 

 
111         ANATOMY AND PHYSIOLOGY 

Major Bones, Muscles, Nerves and Functions, Skin, Functions, Structure, Appendages, Disorders and Diseases, 
Conditions and Lesions, and Skin Types and Analysis 

 
93         CHEMISTRY  

Organic and inorganic chemistry, biochemistry, forms of matter, pH and pH scale, Chemical Reactions, Chemicals and 
Cosmetics, Exfoliation 
 

145         ELECTRICITY/MACHINES 
Electricity, Facial Machines and Related Equipment, Advanced Spa Treatments, Advanced Facial devices 
(NanoInfusion, LED Light Therapy), Safety precautions.  

 
50          CLIENT CARE/ CONSULTATION   

Evaluated presentations of student�s ability to interact with the client build client retention, client referrals, client  
education on services and products, rebooking, etc., employee and client relationship, treatment room 
 

212        FACIALS 
Types, Structure of the Skin, Massage Manipulations and Benefits, advanced facial techniques, and Safety precautions 
 

25           HAIR REMOVAL 
Hair Removal:  Temporary, Waxing, Hair Growth, and Safety Precautions 

 
15           AROMATHERAPY 

Aromatherapy 
 
16 NUTRITION 
 Nourishment, Skin Facts and Functions, Wellness Management 
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10           COLOR PSYCHOLOGY 
 Color Theory, Warm and Cool Colors, Selecting Color 

75           MAKEUP 
Makeup Services, Artificial Eyelash Applications, Products, Corrective Makeup, Tools and Supplies, and Safety 
Precautions 

 
53           MANAGEMENT 

Salesmanship, Business Administration Related to Beauty, Salon Operations, Payroll Record Keeping & Taxes, 
Seeking Employment, Evaluation of business administration performance including reception desk procedures, 
inventory, telephone technique, salon business projects, salon field trip reports, Advanced Education and Employment 
Opportunities, Financial Skills, Marketing, etc. 
 

 
The above hour requirements must be met by each student in each category in order for the earned hours to be accepted by the 
state licensing board for examination.  
 
Once a student has been scheduled for 750 hours, the student begins the additional 150 hours of in-depth 
education.  The additional 150 hours explores a deeper study into the subject matter to support career success by 
offering more diverse services to clients.  Once a student begins the additional 150 hours, the student completes 25 
hours of structured education in the following areas: Body Hair Removal (including Brazilian Waxing). Chemical 
Exfoliation (including using Pro Power Peel), Advanced Education including Microcurrent, LED Light Therapy, 
Ultrasonic and Microsonic, and medical esthetics.   Once the student completes the structured 25 hours (Advanced 
Phase 1), the student will then practice those skills for the remaining 125 hours to complete the 900 hour program. 
 
Note:  All advanced technical skills require sanitation and disinfection to be performed both before and after the skill. To 
receive credit for an advanced technical skill, sanitation and disinfection must be practiced. Any technical skill that does not 
include proper sanitation and disinfection will not receive credit and must be repeated. 
 
Phase 1 � 25 hours - Advanced Spa Treatments including NanoInfusion, LED Light Therapy, 
Advanced Chemical Exfoliation, and Advanced Hair Removal 

Week 1  � 75% of Phase 1 is hands on education; recommend first week on campus 
 Advanced Esthetician Equipment, Field Trip to Med Spa, and BT Tools �8 hours 

Theory Chapter - Advanced Facial Devices  � Ch 18 
Theory Chapter - Working in a Medical Setting � Ch 24 

 Chemical Exfoliation including Pro Power Peel- 8 hours 
 Theory Chapter - Advanced Facial Techniques � Ch 16 
 Theory Chapter - Skin Care Products: Chemistry, Ingredients, & Selection � Ch 

12 
Body Hair Removal Techniques including Brazilian Waxing with models � 9 hours 

Theory Chapter � Advanced Hair Removal � Ch 19 

Theory Education/Academic Knowledge �  
Week 2 -  

Changes in Esthetics � Advanced Education and Employment Opportunities � Ch 1  
Advanced Spa Treatments � Ch 21 

Week 3 -  
Wellness Management � Ch 9 
Skin Disorders � Ch 10 
Skin Types � Ch 11 

Week 4 
Light Energy � Ch 8 
Chemistry and Biochemistry � Ch 7  

Week 5  
Financial Business Skills � Ch 29 
Marketing � Ch 30 

Week 6 
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Estheticians working in a Medical Setting* 
Pharmacology for Estheticians � Ch 15 
Medical Terminology � Ch 25 
Medical Intervention � Ch 26 
*This module requires a field trip to a local medical offices offering advanced skin care 
procedures 

 
Technical Skills � 

40 Advanced Facials (using NanoInfusion, LED Therapy, and other advanced devices) 
15 Advanced Chemical Exfoliations  
5 Body Hair Removal 

900       TOTAL HOURS 
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BARBER COURSE OUTLINE 
1000 HOURS  

INSTRUCTOR�S NAME: ________________________________________ 

DESCRIPTION:  
The primary purpose of the Barber Course is to train the student in the basic manipulative skills, safety judgments, proper 
work habits, and desirable attitudes necessary to pass the State Board examination and for competency in job entry level 
positions in Barber or related career field. All classes are taught in English. The course is divided into 2 sections � Phase 1 
and Phase 2.  Phase 1 is 300 hours taught in a minimum of 10 weeks for 30-hour students and 15 weeks for 20-hour students, 
Phase 2 is the remainder of the program.  Students must complete all Phase 1 requirements (hours, skills, and academic 
exams) as well as complete a Phase 1 technical skills exam and academic exam at 75% or higher before moving to Phase 2 
to practice skills on clients. 

OBJECTIVES: 
Upon completion of the course requirements, the determined graduate will be able to: 

 Project a positive attitude and a sense of personal integrity and self-confidence. 
 Practice proper grooming and effective communications skills and visual poise. 
 Understand employer/employee relationships and respect the need to deliver worthy service for value received. 
 Perform the basic manipulative skills including hair styling, shaping, bleaching, tinting, chemical reformation, 

scalp/hair conditioning, facials, manicures, pedicures and nail extensions. 
 Perform the basic analytical skills to determine proper makeup, hairstyle, and color application for the client's best 

overall look. 
 Apply the theory, technical information and related matter to assure sound judgments, decisions, and procedures. 

 
To ensure continued career success, the graduate will continue to learn new and current information related to techniques, 
trends, fashions, and methods for career development in barber and related fields. 
 
INSTRUCTIONAL METHODS:
The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for 
state board preparation, graduation and job entry level skills.  Clinic equipment, implements, and products are comparable 
to those used in the industry.  Each student will receive instruction that relates to the performance of useful, creative, and 
productive career-oriented activities.  The course is presented through well-developed lesson plans, which reflect current 
educational methods.  Subjects are presented by means of lecture, demonstration, and student participation.  Audio-visual 
aids, guest speakers, field trips and other related learning methods are used in the course. 
 
Students participating in hybrid distance education will be incorporating both distance education and on campus education. 
Students will receive distance education instruction via synchronous methodology. Students and instructors will interact 
virtually at least every 50 minutes via video lecture, question and answer sessions, situational problem scenarios, 
collaborative assignments, student presentations, discussion boards, participation in an activity or other means to verify 
active engagement in the curriculum leading to meeting learning outcomes and course objectives.  Students will use a 
Learning Management System (LMS) to complete assignments, activities, readings, discussions, collaborations, etc.  
Instructors monitor in real time student participation with live engagement, discussions, and collaborations.  Students are 
required to attend specified distance education sessions with a qualified instructor to be eligible for clock hours.   
 
PROGRAM RESOURCES: 

 Milady�s Standard Cosmetology 14th Edition
 Milady�s Standard Foundations 1st Edition
 Milady Standard Barbering 6th Edition Chapters:

 Shaving and Facial Hair Design 
 Implements, Tools and Equipment 
 The History of Barbering 
 The Business of Barbering 
 Men's Haircutting and Styling 
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 Men's Hair Replacement 
State Board Rules and Regulations

REFERENCE MATERIALS: 
In the Bag, Playing it Safe, Professional Men�s Services: Haircutting, The Cutting Book, Hair Coloring Hands On, Hair Care and 
Product Dictionary, Cosmetology Dictionary, Peels and Peeling Agents, Art of African Hair Design, Wall Charts for Anatomy and 
Physiology, various subject relevant DVDs/Video and Online resources. Reference materials subject to change.  
 
GRADING PROCEDURES:  
To determine academic progress, students are assigned theory study and a minimum number of technical skill competency 
evaluations.  Theory is evaluated after each unit of study with an academic assessment. All academic (theory) tests are 
completed and monitored on campus by a qualified instructor. Students participating in distance education will be required 
to be evaluated on campus at least once a month.  Technical skill assignments are evaluated as completed and counted 
toward course completion ONLY when rated as satisfactory or better.  If the performance does not meet satisfactory 
requirements, it is not counted, and the performance must be repeated.   At least two technical skill competency evaluations 
will be conducted during the course of study.   Technical skills are evaluated according to text procedures and as set forth 
in the technical skill competency evaluation criteria adopted by the school. Students must maintain a cumulative grade 
average of 70% and pass a FINAL academic and technical skill competency evaluation prior to graduation. Students must 
make up failed or missed tests and incomplete assignments.  Numerical grades are considered according to the following 
scale: 
 
GRADING SYSTEM: 

WRITTEN AND PRACTICAL   
90% � 100% A   

80% � 89% B   
70% � 79% 
60% - 69% 
Below 60% 

C 
D 
F 
 

  

Below 70% BELOW STANDARDS/NEEDS IMPROVEMENT*  
    

*All Assessments (academic and technical skills) must be passed with a 75% grade or higher 
 
HOURS SUBJECT - UNIT    
 
700 THEORY AND RELATED PRACTICE 

Anatomy and physiology; diseases and disorders of the skin, scalp, hair and nails; chemistry ( haircoloring, chemical 
waving, and relaxing); bacteriology, sterilization and sanitation, health, safety, first aid, laws and rules; tools and 
equipment; hair care and related theory including haircutting; hairstyling; hair and scalp treatments, scalp massage, 
hair weaving, extensions, chemical textures and applications; skin care and related theory including makeup, face 
and neck massage and treatments; hair removal including facial  hair removal, waxing, and removing body hair; 
nail care and related theory including manicuring, pedicuring, and artificial nails; business skills and establishment 
management including customer service and professional ethics. 

Distance Education Hours:230 hours 
 

300 SPECIALTY PRACTICE AND RELATED THEORY 
Shaving with any razor type and razor techniques; mustache and beard care; advanced haircare and men�s 
haircutting; and related practices. 

Distance Education Hours: 110 hours 
 
1000 TOTAL HOURS 

Distance Education Hours: 340 Hours  
 
 
The above hour requirements must be met by each student in each category in order for the earned hours to be accepted by 
the state licensing board for examination.   
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REQUIRED TECHNICAL SKILL EXPERIENCES 

Policy and Regulatory agencies require students to complete an established number of technical skill practice experiences 
for satisfactory skills development and graduation. Technical skills may be completed on mannequins, models, or clients 
when attending on campus. The requirements listed by category are the MINIMUM experiences that each student must 
successfully complete prior to graduation. More technical skill practices may be scheduled BY THE INSTRUCTORS 
based on training NEEDS. 

All assignments must be completed by each student as agreed upon in the Enrollment Agreement. 

Technical skill assignments are evaluated as completed and counted toward course completion ONLY when rated as 
satisfactory or better. Students enter the skill information into the Learning Management System (CIMA) per the 
instructions for each skill. The instructor then grades the skill at the time the student performs the skill for immediate 
student feedback and in CIMA as well. Technical skills are evaluated according to text procedures and industry 
performance standards. These criteria are stated in the Technical Skill Competency Evaluation Criteria. The criteria are 
explained to students and used uniformly when giving technical skill grades according to the following scale. 

A satisfactory grade is based on meeting the minimum requirements in the following categories: 
1. Preparation, Infection Control and Client Safety 
2. Technique and Use of Implements 
3. Client Communications (if applicable) 
4. Desired Results 

PRACTICAL REQUIREMENTS CATEGORY DEFINITIONS 

 30  BEARD AND MUSTACHE DESIGN: Specialty related practice of treating a person's mustache or beard by 
arranging, beautifying, coloring, processing, styling, trimming, or shaving with a razor of any type. 

 45  CHEMICAL FORMULATIONS: Determining the proper use of chemicals in haircoloring, chemical waving 
and relaxing as it relates to the completed hair analysis and consultation. Advanced chemical mixing for haircolor, 
chemical waving, and relaxing. 

 65  CHEMICAL TEXTURE SERVICES: Including restructuring, permanent waving straightening and relaxing. 
Advanced chemical texture service techniques to achieve multidimensional texture and design lines. Please note: 
The shampoo is considered to be part of the chemical texture service and is not recorded separately. 

100  CLIENT COMMUNICATIONS/PROFESSIONAL DEVELOPMENT: Evaluated presentations of student�s 
ability to interact with the clients, build client retention, education clients on services and retail, client referrals, 
rebooking,  

400  DISINFECTION AND SANITATION: The act of preventing the growth of germs and bacteria or destroying 
them. Students must perform daily sanitation tasks on implements, equipment and facilities to prevent the spread 
of disease and bacteria. Includes client protection. 

 20  FACIALS: Includes basic facials, facials with machines, mask facials, facial manipulation and massage; 
exfoliation, skin care. 

 25  HAIR AND SCALP TREATMENT: Scalp treatments, hot oil treatments, scientific brushing, scalp massage, 
deep conditioning. Advanced haircare and scalp treatments. Please note: The shampoo is considered to be part of the 
hair and scalp treatment and is not recorded separately. 

 30  HAIR REMOVAL: Removal of hair by the use of wax or tweezers, eye lash application. 
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 75 HAIR, SKIN, AND NAIL ANALYSIS: Analyzing the client�s hair, skin, and nails through the means of 
observation, touch, and use of magnification devices to determine the safest and most effective treatment for the 
desired result. 

 90 HAIRCOLORING: Temporary, semi-permanent, demi-permanent color, permanent color, bleaching, 
dimensional coloring, highlighting, other forms of creative and advanced haircoloring techniques. Includes pre-
disposition and hair stand testing. Please note: The shampoo is considered to be part of the haircoloring service and is 
not recorded separately. 

140  HAIRCUTTING: All forms of sectioning and/or removing length or bulk from the hair using professional 
implements such as razor, scissors, clippers, or thinning shears. Advanced haircutting techniques using multiple 
tools to achieve multidimensional texture and design lines. Please note: The shampoo is considered to be part of the 
haircutting service and is not recorded separately. 

140  HAIRSTYLING: Blow Drying, Curling Iron, hot combing, hair pressing, thermal waving, roller sets, finger 
waves, pin curls, arranging, dressing, comb outs, braids, etc. Advanced hairstyling techniques using multiple tools 
to achieve multidimensional texture and design lines. Please note: The shampoo is considered to be part of the 
hairstyling service and is not recorded separately. 

   5  MAKEUP: Make-up application 

 20  MANICURES: Plain and hot oil manicures, polishing, removal, and nail art. 

   8 PEDICURES: Plain and spa 

 15 SALON BUSINESS: Evaluated salon business projects, salon field trips, and other related business and 
establishment management education.  

 50   SCULPTURED NAILS (individual nail)- Artificial Nails, Acrylic, Nails, Nail Tips, Nail Wraps, Overlays 

 90  SHAVING TECHNIQUES: Specialty related practice of shaving a person's face, neck, mustache, or beard with 
a razor of any type. 

 

It is the responsibility of the student to record the skills completed in CIMA for an instructor to grade the skill. These 
records are saved in the CIMA LMS and monitored by the state regulatory agency. For a student to graduate, all required 
technical skills must be rated at least Satisfactory to be counted for course completion.
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COSMETOLOGY COURSE OUTLINE 
1000 HOURS 
 
INSTRUCTOR’S NAME: ________________________________________ 
 
DESCRIPTION:  
The primary purpose of the Cosmetology Course is to train the student in the basic manipulative skills, safety 
judgments, proper work habits, and desirable attitudes necessary to pass the State Board examination and for 
competency in job entry level positions in Cosmetology or related career field. All classes are taught in English. 
The course is divided into 2 sections – Phase 1 and Phase 2. Phase 1 is 360 hours taught in a minimum of 12 
weeks for 30-hour students and 18 weeks for 20-hour students. Once a student completes the Phase 1 
foundational education requirements including hours, technical skills, academic exams, and technical skills 
exams  at 75% or higher the student may move to Phase 2 to practice technical skills on clients, mannequins, 
and models.
 
OBJECTIVES: 
Upon completion of the course requirements, the determined graduate will be able to: 
 

 Project a positive attitude and a sense of personal integrity and self-confidence. 
 Practice proper grooming and effective communications skills and visual poise. 
 Understand employer/employee relationships and respect the need to deliver worthy service for value 

received. 
 Perform the basic manipulative skills including hair styling, shaping, bleaching, tinting, chemical 

reformation, scalp/hair conditioning, facials, manicures, pedicures and nail extensions. 
 Perform the basic analytical skills to determine proper makeup, hairstyle, and color application for the 

client's best overall look. 
 Apply the theory, technical information and related matter to assure sound judgments, decisions, and 

procedures. 
 
To ensure continued career success, the graduate will continue to learn new and current information related to 
techniques, trends, fashions, and methods for career development in cosmetology and related fields. 
 
INSTRUCTIONAL METHODS:  
The clock hour education is provided through a sequential set of learning steps which address specific tasks 
necessary for state board preparation, graduation and job entry level skills.  Clinic equipment, implements, and 
products are comparable to those used in the industry.  Each student will receive instruction that relates to the 
performance of useful, creative, and productive career-oriented activities.  The course is presented through well-
developed lesson plans, which reflect current educational methods.  Subjects are presented by means of lecture, 
demonstration, and student participation.  Audio-visual aids, guest speakers, field trips and other related learning 
methods are used in the course. 
 
Students participating in hybrid distance education will be incorporating both distance education and on campus 
education. Students will receive distance education instruction via synchronous methodology. Students and 
instructors will interact virtually at least every 50 minutes via video lecture, question and answer sessions, 
situational problem scenarios, collaborative assignments, student presentations, discussion boards, participation 
in an activity or other means to verify active engagement in the curriculum leading to meeting learning 
outcomes and course objectives.  Students will use a Learning Management System (LMS) to complete 
assignments, activities, readings, discussions, collaborations, etc.  Instructors monitor in real time student 
participation with live engagement, discussions, and collaborations.  Students are required to attend specified 
distance education sessions with a qualified instructor to be eligible for clock hours.   
 
PROGRAM RESOURCES: 

 Milady’s Standard Cosmetology 14th Edition 
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 Milady’s Standard Foundations 1st Edition 
 Milady Advanced Services: Eyelashes 1st Edition 
 State Board Rules and Regulations 

REFERENCE MATERIALS: 
In the Bag, Playing it Safe, Waxing Made Easy,  Professional Men’s Services: Haircutting, Step be Step Make 
up Videos, Art of Dressing Long Hair, Braids and Updo’s Made Easy, The Cutting Book, Hair Coloring Hands 
On, Hair Care and Product Dictionary, Cosmetology Dictionary, Microdermabrasion, Peels and Peeling 
Agents, Nail Structure and Product Chemistry, Art of African Hair Design, Nail Questions and Answers Book, 
Wall Charts for Anatomy and Physiology, various subject relevant DVDs/Video and Online resources,   
Reference Materials are subject to change. 
 
GRADING PROCEDURES:  
To determine academic progress, students are assigned theory study and a minimum number of technical skill 
competency evaluations.  Theory is evaluated after each unit of study with an academic assessment. All 
academic (theory) tests are completed and monitored on campus by a qualified instructor. Students participating 
in distance education will be required to be evaluated on campus at least once a month.  Technical skill 
assignments are evaluated as completed and counted toward course completion ONLY when rated as 
satisfactory or better.  If the performance does not meet satisfactory requirements, it is not counted, and the 
performance must be repeated.   At least two technical skill competency evaluations will be conducted during 
the course of study.   Technical skills are evaluated according to text procedures and as set forth in the technical 
skill competency evaluation criteria adopted by the school. Students must maintain a cumulative grade average 
of 70% and pass a FINAL academic and technical skill competency evaluation prior to graduation. Students 
must make up failed or missed tests and incomplete assignments.  Numerical grades are considered according to 
the following scale: 
 
GRADING SYSTEM: 

WRITTEN AND PRACTICAL   
90% – 100% A   
80% – 89% B   
70% – 79% 
60% - 69% 
Below 60% 

C 
D 
F 
 

  

Below 70% BELOW STANDARDS/NEEDS IMPROVEMENT*  

*All Assessments (academic and technical skills) must be passed with a 75% grade or higher 
 
 
HOURS SUBJECT - UNIT    
 
700 THEORY AND RELATED PRACTICE 

Anatomy and physiology; diseases and disorders of the skin, scalp, hair and nails; chemistry ( 
haircoloring, chemical waving, and relaxing); bacteriology, sterilization and sanitation, health, safety, 
first aid, laws and rules; tools and equipment; hair care and related theory including haircutting; 
hairstyling; hair and scalp treatments, scalp massage, hair weaving, extensions, chemical textures and 
applications; skin care and related theory including makeup, face and neck massage and treatments; hair 
removal including facial  hair removal, waxing, and removing body hair; nail care and related theory 
including manicuring, pedicuring, and artificial nails; business skills and establishment management 
including customer service and professional ethics. 

Distance Education Hours:230 hours 
 

300 SPECIALTY PRACTICE AND RELATED THEORY 
Eyelash semi-permanent extensions; advanced hair care and advanced chemical services; and related 
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practices 
Distance Education Hours: 110 hours 

 
1000 TOTAL HOURS 

Distance Education Hours: 340 Hours  
 
 
The above hour requirements must be met by each student in each category in order for the earned hours to be 
accepted by the state licensing board for examination.   
 

REQUIRED TECHNICAL SKILLS EXPERIENCES 

Policy and Regulatory agencies require students to complete an established number of technical skill practice 
experiences for satisfactory skills development and graduation. Technical skills may be completed on 
mannequins, models, or clients when attending on campus. The requirements listed by category are the 
MINIMUM experiences that each student must successfully complete prior to graduation. More technical skill 
practices may be scheduled BY THE INSTRUCTORS based on training NEEDS. 

All assignments must be completed by each student as agreed upon in the Enrollment Agreement. 

Technical skill assignments are evaluated as completed and counted toward course completion ONLY when 
rated as satisfactory or better. Students enter the skill information into the Learning Management System 
(CIMA) per the instructions for each skill.  The instructor then grades the skill at the time the student performs 
the skill for immediate student feedback and in CIMA as well.  Technical skills are evaluated according to text 
procedures and industry performance standards. These criteria are stated in the Technical Skill Competency 
Evaluation Criteria. The criteria are explained to students and used uniformly when giving technical skill grades 
according to the following scale. 

A satisfactory grade is based on meeting the minimum requirements in the following categories: 
1. Preparation, Infection Control and Client Safety 
2. Technique and Use of Implements 
3. Client Communications (if applicable) 
4. Desired Results 

PRACTICAL REQUIREMENTS CATEGORY DEFINITIONS 

100  CLIENT COMMUNICATIONS/PROFESSIONAL DEVELOPMENT: Evaluated presentations of 
student’s ability to interact with the clients, build client retention, education clients on services and 
retail, client referrals, rebooking,  

 50  CHEMICAL FORMULATIONS: Determining the proper use of chemicals; haircoloring, chemical 
waving and relaxing as it relates to the completed hair analysis and consultation. Advanced chemical 
mixing for hair color, chemical waving, and relaxing. 

 75  CHEMICAL TEXTURE SERVICES: Restructuring, permanent waving straightening and relaxing. 
Advanced chemical texture service techniques to achieve multidimensional texture and design lines.  
Please note: The shampoo is considered to be part of Chemical texture services and is not recorded separately. 

400  DISINFECTION AND SANITATION: The act of preventing the growth of germs and bacteria or 
destroying them. Students must perform daily sanitation tasks on implements, equipment and facilities 
to prevent the spread of disease and bacteria. Includes client protection. 
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  15  EYELASH EXTENSION APPLICATION: Specialty related practice of the application of semi-
permanent eyelash extensions. Demonstration of separation and isolation during application. 

  5  EYELASH EXTENSION REFILL APPLICATION: Specialty related practice of a refill application 
of semi-permanent eyelash extensions. Demonstration of separation and isolation during application. 

  5  EYELASH EXTENSION REMOVAL: Specialty related practice of removal of semi-permanent 
eyelash extensions 

 15  EYELASH EXTENSION MAPPING: Specialty related practice of semi-permanent eyelash 
extensions mapping. 

 20  FACIALS: Includes basic facials, facials with machines, mask facials, facial manipulation and 
massage; exfoliation, skin care. 

 25  HAIR AND SCALP TREATMENT: Scalp treatments, hot oil treatments, scientific brushing, scalp 
massage, deep conditioning. Advanced hair care and scalp treatments. Please note: The shampoo is 
considered to be part of the hair and scalp treatment and is not recorded separately. 

 30  HAIR REMOVAL: Removal of hair by the use of wax or tweezers. 

 75 HAIR, SKIN, AND NAIL ANALYSIS: Analyzing the client’s hair, skin, and nails through the means 
of observation, touch, and use of magnification devices to determine the safest and most effective 
treatment for the desired result. 

100 HAIRCOLORING: Temporary, semi-permanent, demi-permanent color, permanent color, bleaching, 
dimensional coloring, highlighting, other forms of creative and advanced haircoloring techniques. 
Includes pre-disposition and hair stand testing. Please note: The shampoo is considered to be part of the 
haircoloring service and is not recorded separately. 

100  HAIRCUTTING: All forms of sectioning and/or removing length or bulk from the hair using 
professional implements such as razor, scissors, clippers, or thinning shears. Advanced haircutting 
techniques using multiple tools to achieve multidimensional texture and design lines. Please note: The 
shampoo is considered to be part of the haircutting service and is not recorded separately. 

160  HAIRSTYLING: Blow Drying, Curling Iron, hot combing, hair pressing, thermal waving, roller sets, 
finger waves, pin curls, arranging, dressing, comb outs, braids, etc. Advanced hairstyling techniques 
using multiple tools to achieve multidimensional texture and design lines. Please note: The shampoo is 
considered to be part of the hairstyling service and is not recorded separately.

   5  MAKEUP: Make-up application 

 20  MANICURES: Plain and hot oil manicures, polishing, removal, and nail art. 

   8  PEDICURES: Plain and spa 

 15 SALON BUSINESS: Evaluated salon business projects, salon field trips, and other related business and 
establishment management education.  

 50   SCULPTURED NAILS (individual nail)- Artificial Nails, Acrylic, Nails, Nail Tips, Nail Wraps, 
Overlays 
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It is the responsibility of the student to record the skills completed in CIMA for an instructor to grade the skill. 
These records are saved in the CIMA LMS and monitored by the state regulatory agency. For a student to 
graduate, all required technical skills must be rated at least Satisfactory to be counted for course completion.
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780 Hours/36 weeks/55 Quarter Credits/36 FA Units 

Dental Assistants perform a variety of duties in a dental office. In the 
front office, they may schedule and confirm appointments, welcome patients 
to the office, send bills, process payments, and inventory supplies. 

Dental Assistants also assist the dentist during the examination and 
treatment of patients by handing required instruments to the dentist and 
using the suction or other instruments to keep the patient�s mouth clear. 
Dental Assistants also prepare instrument trays and assist patients with 
dental health care. Some Dental Assistants will make dental impressions, 
remove sutures, and apply anesthetics to the gingiva (gums) and cavity 
preventatives to teeth. 

Dental Assistants must be reliable, work well with others, and have good 
manual dexterity. 

Objective 
The Dental Assistant Program is designed to prepare students to function competently in entry-level 
positions in a dental office setting. 

Occupations 
Dental Assistant 31-9091.00. 

Funding Method 
For Title IV purposes the funding method is based on Credit Hours. 

 

Training Program 
The training program is divided into seven learning units called modules. Students must complete 
Welcome to Milan prior to beginning modules A through G, starting with any module and continuing in 
any sequence until all seven modules are completed. Modules A through G are stand alone and are not 
dependent upon previous training. Upon successful completion of Welcome to Milan and all modules, 
students participate in an externship. 

Course Descriptions 
Welcome to Milan WTM111 
Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully complete prior to 
beginning their subject matter course. Welcome to Milan is designed to prepare students with the basic knowledge of 
policies, procedures, and guidelines to be successful as a Milan Institute student. 
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Dental Assistant Course Descriptions 

Administrative Procedures, Oral Health, Periodontics AOP121 
Upon completion of this course, the student will gain knowledge and be able to demonstrate various 
administrative procedures, including appointment scheduling, telephone etiquette, dental records 
management, inventory control, and describe law / ethics as it pertains to the practice of dentistry. 
Students will become familiar with various dental specialties including their educational requirements 
along with a deep understanding of HIPAA regulations and dental office compliance. Additionally, this 
course will familiarize the student with professionalism in the workplace, oral health, preventive dentistry, 
patient education, the mechanics of coronal polishing, and placement of dental sealants. An overview of 
periodontics, along with instrumentation, materials, and periodontics procedures will be offered. 

 
Anatomy & Morphology ANM122 

Upon completion of this course, students will be able to identify the anatomy and physiology of the head 
and neck as they relate to dentistry. This includes muscles, nerves, bones of the cranium, form and 
function of the hard and soft oral structures, tooth surface and structures, and cavity classifications. 
Students will also become familiar with proper chair side techniques associated with patient charting and 
correct use of dentistry symbols, local anesthetic, handling and loading of the syringe and needle, 
identifying injection sites, and other methods for pain management. 

Dental Science SCI123 
Upon completion of this course, students will be able to describe the methods of disease transmission in 
the dental office and the principles of disease control, OSHA regulations and waste management. 
Students will learn about the effects of exposure to chemicals, methods of chemical exposure, and 
explain the purpose of MSDS. Students will be able to describe the parts of a prescription, describe how 
drugs are administered, and identify drug schedules. Also discussed will be dental office emergencies, 
prevention, emergency equipment, and the role of the dental team. 

Operative & Chair Side Assisting ONC124 
Upon completion of this course, students will be able to explain the process and demonstrate 
procedures in four-handed dentistry. Students will identify hand pieces and instruments, their uses and 
care. In addition, students will explain the use of cements and filling materials when used in restorative 
procedures and describe the steps in cavity preparation. Medical and dental histories along with the 
steps in working directly with patients is also discussed and practiced as part of this course. 

Dental Radiology RAD125 
Upon completion of this course, students will be introduced to the operation of dental x-ray equipment 
and radiation safety and techniques. The student will be instructed on techniques used to expose intra 
and extra-oral films, process, mount and evaluate radiographs, and follow all infection control protocols. 

 
Laboratory Procedures LPR126 

Upon completion of this course, students will be introduced to primary and secondary impression 
materials, the theory and practice of prosthetic dentistry, identifying the types and uses of provisional 
coverage, bleaching processes and the techniques associated with each. 

 
Dental Specialties SPE127 
Upon completion of this course, students will learn about the difference in dental specialties such as: 
Oral and Maxillofacial Surgery, Oral Pathology, Endodontics, Orthodontics, and Pediatric Dentistry. 
Emphasis is given to step-by-step procedures, function, use, and care of dental equipment, materials, 
instrumentation, and supplies used in each. Also covered is instruction on CPR and First Aid with 
certification being obtained. 
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Dental Assistant 

Externship DXT121 
Dental Assistant students will use the skills and knowledge they have acquired throughout the program 
to train at an off-site dental facility to gain additional experience. 

 
 

Course 
Code 

Course Title 
Lecture 
Hours 

Lecture 
Credits 

Lab 
Hours 

Lab Cred- 
its 

Extern 
Hours 

Extern 
Hours 

Total 

Hours 

Quarter 
Credits 

 
  

FA 
Units 

PRE-REQUISITE 

WTM111 Welcome to Milan 5 0.5 0 0.0 0 0 5 0.5  0.25 

MODULE A 

AOP121 
Administrative Procedures, 
Oral Health, Periodontics 

55 5.5 30 1.5 0 0 85 7.0  4.25 

MODULE B 

ANM122 Anatomy & Morphology 55 5.5 30 1.5 0 0 85 7.0  4.25 

MODULE C 

SCI123 Dental Science 55 5.5 30 1.5 0 0 85 7.0  4.25 

MODULE D 

ONC124 
Operative & Chair Side  

Assisting 
55 5.5 30 1.5 0 0 85 7.0  4.25 

MODULE E 

RAD125 Dental Radiology 55 5.5 30 1.5 0 0 85 7.0  4.25 

MODULE F 

LPR126 Laboratory Procedures 55 5.5 30 1.5 0 0 85 7.0  4.25 

MODULE G 

SPE127 Dental Specialties 55 5.5 30 1.5 0 0 85 7.0  4.25 

DXT121 Externship 0 0.0 0 0.0 180 6 180 6.0  6.0 

TOTAL 390 39.0 210 10.5 180 6 780 55.0  36.0 

Satisfactory Academic Progress Evaluation Points: 
1st Evaluation Point: 18 FA Units/18 Weeks 
2nd Evaluation Point: 36 FA Units/36 Weeks 
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TX Esthetician 12-13-2024  

ESTHETICIAN COURSE OUTLINE 
750 HOURS 

INSTRUCTOR�S NAME: ________________________________________ 

DESCRIPTION:   
The primary purpose of the Esthetician Course is to train the student in the basic manipulative skills, safety judgments, proper 
work habits, and desirable attitudes necessary to pass the State Board examination and for competency in job entry level positions 
as a Facial or related career avenue.  All classes are taught in English. 
 
OBJECTIVES:   
Upon completion of the course requirements, the determined graduate will be able to: 

1. Project a positive attitude and a sense of personal integrity and self-confidence. 
2. Practice proper grooming and effective communications skills and visual poise. 
3. Understand employer/employee relationships and respect the need to deliver worthy service for value received. 
4. Perform the basic skin care services, work with facial machines, hair removal, and makeup. 
5. Apply the theory, technical information and related matter to assure sound judgments, decisions, and 

procedures. 
 
To ensure continued career success, the graduate will continue to learn new and current information related to techniques, trends, 
fashions, and methods for career development as a Facial Specialist or related position. 
 
FORMAT:   
The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state 
board preparation, graduation and job entry level skills.  Clinic equipment, implements, and products are comparable to those 
used in the industry.  Each student will receive instruction that relates to the performance of useful, creative, and productive 
career oriented activities.  The course is presented through well-developed lesson plans, which reflect current educational 
methods.  Subjects are presented by means of lecture, demonstration, and student participation.  Audio-visual aids, guest speakers, 
field trips and other related learning methods are used in the course. 
 
PROGRAM RESOURCES: 

Milady�s Standard: Esthetics for Milady Standard Esthetics, 12th Edition utilizing CIMA  
State Board Rules and Regulations 

 
REFERENCE MATERIALS: 
Make up DVDs, Skin Care Dictionary, Hair Removal Technique, Aromatherapy, The SPA Encyclopedia, Advance Face/Body 
Treatment, Common Skin Disease, Skin Care and Cosmetic Ingredients, Face Shapes, Skin Lesions, Anatomy and Physiology 
Wall Charts, Microdermabrasion and DVD, Chemical Peel and Exfoliation and DVD, Skin Type and Aging Analysis and DVD, 
various subject relevant media resources, and online resources. 
 
METHODS OF PRESENTATION:
The clock hour education is provided through a sequential set of learning steps which address specific tasks necessary for state 
board preparation, graduation and job entry level skills.  Clinic equipment, implements, and products are comparable to those 
used in the industry.  Each student will receive instruction that relates to the performance of useful, creative, and productive 
career oriented activities.  The course is presented through well-developed lesson plans, which reflect current educational 
methods.  Subjects are presented by means of lecture, demonstration, and student participation.  Audio-visual aids, guest speakers, 
field trips and other related learning methods are used in the course. 

TESTING POLICY: 
Theory knowledge will be evaluated after each unit of study.  Students will also be required to pass comprehensive academic 
exams at the end of each Phase 1 module, at mid program (350 scheduled hours) and the end of the program (700 scheduled 
hours).  Technical Skill competency will be evaluated at the completion of each Phase 1 module, at mid program and at the 
completion of approximately 700 scheduled hours.  A student must complete the minimum hours in each content area to graduate 
and be eligible to take the state board academic exam.  
  
EVALUATION METHODS:
To determine academic progress, students are assigned theory study and a minimum number of technical skill competency 
evaluations.  Theory is evaluated after each unit of study with a academic assessment. Technical skill assignments are 
evaluated as completed and counted toward course completion ONLY when rated as satisfactory or better.  If the performance 
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does not meet satisfactory requirements, it is not counted and the performance must be repeated.   At least two technical skill 
competency evaluations will be conducted during the course of study.   Technical skills are evaluated according to text 
procedures and as set forth in the technical skill competency evaluation criteria adopted by the school. Students must maintain 
a cumulative grade average of 70% and pass a FINAL academic and technical skill competency evaluation prior to graduation. 
Students must make up failed or missed tests and incomplete assignments.   
 
Numerical grades are considered according to the following scale
GRADING SYSTEM: 

WRITTEN AND PRACTICAL
90% 100% = A
80% 89% = B
70% 79% = C
60% 69% = D
Below 60% = F

BELOW 70%    BELOW STANDARDS/NEEDS IMPROVEMENT* 
*All Assessments (practical and written) must be passed with 75% or higher 

 
HOURS   SUBJECT - UNIT 
 
50           ORIENTATION 

School Rules and Regulations, Professional and Personal Development, Professional Ethics, Professional Hygiene and 
Good Grooming, Personality Development 
 

40           SANITATION/SAFTEY      
Sanitation and Sterilization, Bacteriology, First Aid, Universal Precautions, Professional Responsibility 

 
90          ANATOMY AND PHYSIOLOGY 

Major Bones, Muscles, Nerves and Functions, Skin, Functions, Structure, Appendages, Disorders and Diseases, 
Conditions and Lesions, and Skin Analysis 

 
50           CHEMISTRY  

Organic and inorganic chemistry, forms of matter, pH and pH scale, Chemical Reactions, Chemicals and Cosmetics 
 

75           ELECTRICITY/MACHINES 
Electricity, Facial Machines and Related Equipment, Safety precautions.  

 
50          CLIENT CARE/ CONSULTATION   

Evaluated presentations of student�s ability to interact with the client build client retention, client referrals, client  
education on services and products, rebooking, etc., employee and client Relationship, treatment room 
 

225         FACIALS 
Types, Structure of the Skin, Massage Manipulations and Benefits and Safety precautions 

 
25           HAIR REMOVAL 

Hair Removal:  Temporary, Waxing, Hair Growth, and Safety Precautions 
 
15           AROMATHERAPY 

Aromatherapy 
 
10           NUTRITION 
 Nourishment, Skin Facts and Functions 
 
10           COLOR PSYCHOLOGY 
 Color Theory, Warm and Cool Colors, Selecting Color 
 
75           MAKEUP 

Makeup Services, Artificial Eyelash Applications, Products, Corrective Makeup, Tools and Supplies, and Safety 
Precautions 

 
35           MANAGEMENT 

Salesmanship, Business Administration Related to Beauty, Salon Operations, Payroll Record Keeping &  Taxes, 
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Seeking Employment, Evaluation of business administration performance including reception desk procedures, 
inventory, telephone technique, salon business projects, salon field trip reports, etc. 
 

750         TOTAL HOURS  
 
The above hour requirements must be met by each student in each category in order for the earned hours to be 
accepted by the state licensing board for examination.   

It is the responsibility of the student to request that an instructor evaluates the technical skills and/or procedures upon 
completion to receive proper credit.   Technical Skill credit will not be given for skills and/or procedures that are not 
immediately evaluated by an instructor. In order for a student to graduate, all required technical skills must be 
completed with at least Satisfactory progress to be counted for course completion.
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PROGRAM TITLE: MANICURIST 600 hours 
 
PROGRAM DESCRIPTION:  
The primary purpose of the Manicurist Course is to train the student in the basic manipulative skills, safety 
judgments, proper work habits, and desirable attitudes necessary to pass the State Board examination and 
for competency in job entry level positions as a Manicurist or related career avenue.  All classes are taught 
in English. 
  
PROGRAM OBJECTIVES: 
Upon completion of the course requirements, the determined graduate will be able to: 
 
     1. Project a positive attitude and a sense of personal integrity and self-confidence. 
     2. Practice effective communication skills, visual poise, and proper grooming. 
     3. Respect the need to deliver worthy service for value received in an employer-employee relationship. 
     4. Perform the basic manipulative skills in the areas of manicures, pedicures, nail tips, wraps, and nail 

enhancements 
     5. Perform the basic analytical skills to determine proper nail services and nail shaping for the clients 

overall image and needs. 
     6. Apply learned theory, technical information, and related matter to ensure sound judgments, 

decisions, and procedures to ensure continued career success, the graduate will continue to learn 
new and current information related to skills, trends and methods for career development in nail 
technology and related fields.    

 
PROGRAM RESOURCES: 

 Milady�s Standard:  CIMA Standard Nail Technology, 8th Edition 
 State Board Rules and Regulations 

 
REFERNCE MATERIALS: 
Nail Structure and Product Chemistry, 2nd edition, Doulas Schoon, 2005, ISBN 9781401867096 
The Salon Professional�s Guide to Foot Care, 1st edition, Godfrey Mix, 1999, ISBN 9781562533328 
Salon Ovations Q and A, 1st edition, 1996, Vicki Peters, ISBN 978156253266 
Milady�s Guide to Owning and Operating a Nail Salon, 1st edition, 1994, Joanne Wiggins, 
9781562532017 
Various Nail Related DVDs 
Milady Nail Technology DVDs 
 
INSTRUCTIONAL METHODS:
The clock hour education is provided through a sequential set of learning steps which address specific tasks 
necessary for state board preparation, graduation and job entry level skills.  Clinic equipment, implements, 
and products are comparable to those used in the industry.  Each student will receive instruction that relates 
to the performance of useful, creative, and productive career-oriented activities.  The course is presented 
through well-developed lesson plans, which reflect current educational methods.  Subjects are presented by 
means of lecture, demonstration, and student participation.  Audio-visual aids, guest speakers, field trips 
and other related learning methods are used in the course. 
 
Students participating in hybrid distance education will be incorporating both distance education and on 
campus education. Students will practice technical skills both via distance education and on campus 
(technical skills practiced via distance education will only be practiced on mannequins; no live models or 
clients allowed).  Students will receive distance education instruction via asynchronous methodology.  
Students and instructors will interact virtually at least every 50 minutes via video lecture, question and 
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answer sessions, situational problem scenarios, collaborative assignments, student presentations, discussion 
boards, participation in an activity or other means to verify active engagement in the curriculum leading to 
meeting learning outcomes and course objectives.  Students will use a Learning Management System (LMS) 
to complete assignments, activities, readings, discussions, collaborations, etc. Instructors monitor in real 
time student participation with live engagement, discussions, and collaborations.  Students are required to 
attend specified distance education sessions with a qualified instructor to be eligible for clock hours.   
 
TESTING POLICY: 
Theory knowledge will be evaluated after each unit of study.  Students will also be required to pass 
comprehensive academic exams at the end of the Phase 1 module, at mid program (300 scheduled hours) 
and the end of the program (550 scheduled hours).  Technical Skill competency will be evaluated at the 
completion of the Phase 1 module, at mid program and at the completion of approximately 550 scheduled 
hours.  A student must complete the minimum hours in each content area to graduate and be eligible to take 
the state board academic exam.  
.  
EVALUATION METHODS: 
To determine academic progress, students are assigned theory study and a minimum number of technical 
skills.  Theory is evaluated after each unit of study with a written assessment. All academic (theory) tests 
are completed and monitored by a qualified instructor. Students participating in distance education will be 
required to be evaluated on campus. Technical skill assignments are evaluated as completed and counted 
toward course completion ONLY when rated as satisfactory or better.  If the performance does not meet 
satisfactory requirements, it is not counted and the performance must be repeated.   At least two technical 
skill competency evaluations will be conducted during the course of study.   Technical skills are evaluated 
according to text procedures and as set forth in the technical skill competency evaluation criteria adopted 
by the school. Students must maintain a cumulative grade average of 70% and pass a FINAL written and 
technical skill competency evaluation prior to graduation. Students must make up failed or missed tests 
and incomplete assignments.  Numerical grades are considered according to the following scale: 
 
GRADING SYSTEM: 
 

WRITTEN AND 
PRACTICAL 
90% - 100% = A  
80% - 89% = B  
70% - 79% = C  
60% - 69% = D  
Below 60% = F  

 
BELOW 70%  = BELOW STANDARDS/NEEDS IMPROVEMENT* 
*All Assessments (practical and/or written)  must be passed with 75% or higher 
** Once an assessment has been scheduled a grade will be recorded. If the student does not attempt 
the assessment, a zero grade will be entered
 
HOURS        SUBJECT - UNIT       
 
320      PROCEDURES 

Basic Manicure and Pedicure, Oil Manicure, Removal of Stains, Repair Work, Hand and Arm 
Massage, Buffing, Application of Polish, Application of Artificial Nails, Application of Cosmetic 
Fingernails, Preparation to Build New Nail, and Application of Nail Extensions, Sculptured Nails, 
Tips, Wraps, Fiberglass/Gels, and Odorless Products 
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100      BACTERIOLOGY, SANITATION, AND SAFETY  
Definitions, Importance, Rules, Laws, Methods, Safety Measures, Hazardous Chemicals and 
Ventilation Odor in Salons    

 
80 PROFESSIONALISM PRACTICES 

Manicuring as a Profession, Vocabulary, Ethics, Salon Procedures, Hygiene and Grooming, 
Professional Attitudes, Salesmanship and Public Relations  

 
  70      ARMS AND HANDS 

Major Bones and Functions, Major Muscles and Functions, Major Nerves and Functions, Skin 
Structure, and Functions, Appendages, Conditions and Lesions, Nail Structure, Composition, 
Growth, Regeneration, Irregularities and Diseases 

 
  15    ORIENTATION, RULES, LAWS AND PREPARATION 
 
  15    EQUIPMENT, IMPLEMENTS AND SUPPLIES 
 
   600        TOTAL HOURS 

REQUIRED TECHNICAL SKILL EXPERIENCES
 
Policy and Regulatory agencies require students to complete an established number of technical skill 
experiences for satisfactory skills development and graduation.  These technical skills may be completed 
on manikins, models, or clients.  The requirements listed by category are the MINIMUM experiences that 
each student must successfully complete prior to graduation. More technical skills may be scheduled BY 
THE INSTRUCTORS based on training NEEDS and clientele volume. 
 
All assignments must be completed by each student as agreed upon in the Enrollment Agreement. Technical 
skill assignments are evaluated as completed and counted toward course completion ONLY when rated as 
satisfactory or better. Only when the technical skill is evaluated as satisfactory or higher, will the instructor 
grade as completed. Technical skills are evaluated according to text procedures and industry performance 
standards.  These criteria are stated in the Technical Skill Competency Evaluation Criteria document.  The 
criteria are explained to students and used uniformly when giving technical skill grades according to the 
following scale. 
 
A satisfactory grade is based on meeting the minimum requirements in the following categories: 
 

1. Preparation, Infection Control and Client Safety 
2. Technique and Use of Implements 
3. Client Communications (if applicable) 
4. Desired Results 

 
TECHNICAL SKILL 
REQUIREMENTS CATEGORY DEFINITIONS 
 
35                  BASIC MANICURE   

Basic manicure, buffering, arm and hand massage, polish application; includes skin and 
nail analysis 

 
40                     ADVANCED MANICURE 
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Table set up; hot oil manicures; paraffin wax, scrubs, masks and treatments; hand and arm 
massage, reflexology; includes  skin and nail analysis 

 
25                    BASIC PEDICURE 

Pedicure; foot massage, toenail trimming, includes skin and nail analysis etc. 
 
25                    ADVANCED PEDICURE 

Pedicure; paraffin wax, scrubs, masks and treatments; leg and foot  massage, reflexology; 
includes skin and nail analysis 

 
630 (nails)       ARTIFICIAL NAIL APPLICATION

Nail tips; sculptured nails; artificial nail application; wraps or overlays on tips; gel; 
fiberglass or other methods of artificial nail extensions; repair techniques; and removal of 
stains 

 
200 (nails)       NAIL ART/ADVANCED ENHANCEMENTS

French manicure; free hand art; airbrushing, acrylic art, stripping, stones, decals, etc. 
 
300                  DISINFECTION AND SANITATION:   

The act of preventing the growth of germs and bacteria or destroying them.  Students must  
perform daily sanitation tasks on implements, equipment and facilities to prevent the  
spread of disease and bacteria. 

 
75                    CLIENT COMMUNICATIONS:  Evaluated presentations of student�s ability to  

interact with the client build client retention, client referrals, client education on services  
and products, etc. 

 
25                    PROFESSIONAL PRACTICES:  Evaluation of business administration performance  

including reception procedures, inventory, telephone technique, salon business projects,  
salon field trip reports, etc. 
 

The above hour requirements must be met by each student in each category in order for the earned hours to 
be accepted by the state licensing board for examination.   
 
It is the responsibility of the student to request that an instructor evaluates the technical skills and/or 
procedures upon completion to receive proper credit.   Technical Skill credit will not be given for skills 
and/or procedures that are not immediately evaluated by an instructor.  In order for a student to graduate, 
all required technical skills must be completed with at least Satisfactory progress to be counted for course 
completion. 

 

Satisfactory Academic Progress Evaluation Points, 25 Hour/24 Week Program: 
1st Evaluation Point: 300 Hours/12 Weeks 
2nd Evaluation Point: 690 Hours/24 Weeks 
 
Satisfactory Academic Progress Evaluation Points, 20 Hour/30 Week Program: 
1st Evaluation Point: 300 Hours/15 Weeks 
2nd Evaluation Point: 600 Hours/30 Weeks 
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780 Hours/36 Weeks/52 Quarter Credits/36 FA Units 
Medical assistants help doctors examine and treat patients, perform routine 

tasks, and keep the medical office running smoothly. 
Duties vary from office to office, but normally include taking vital signs and 

information, taking medical histories, preparing patients for examinations, and 
assisting during the appointment. 

Medical assistants may also take blood, give injections, take EKGs, 
remove sutures, collect and prepare laboratory specimens, instruct patients on 
special diets and medications, and sterilize medical instruments. 

A medical assistant�s job duties vary from day to day with each patient that 
comes into the office. 

Program Purpose and Mission 
The primary purpose and mission of the Medical Assisting program is to prepare students to function 
competently in an entry-level position in a variety of medical settings. 

 

Program Description and Objectives 
The Medical Assisting program is designed to prepare students to function competently in an entry- 
level position in a variety of medical settings. The program will include current medical information, 
demonstrations and practice of administrative, clinical and laboratory skills. 

 

Funding Method 
For Title IV purposes the funding method is based on Quarter Credits. 

 
Occupations and Standard Occupational Classification Codes 
Medical Assistant 31-9092.00, Medical Records and Health Information Technician 29-2071.00, Medical 
Secretary 43-6013.00, Receptionist and Information Clerk 43-4171.00 

 
Training Program 
The training program is divided into seven learning units called modules. Students must complete 
Welcome to Milan and modules A through G, starting with any module and continuing in any sequence 
until all seven are completed. Modules A through G stand alone and are not dependent upon previous 
training. Upon successful completion of Welcome to Milan and all modules, students will participate in an 
externship. 

 

Course Descriptions 

Welcome to Milan WTM111 
Welcome to Milan is an introductory orientation that is a pre-requisite for all students to successfully complete  
prior to beginning their subject matter course. Welcome to Milan is designed to prepare students  
with the basic knowledge of policies, procedures, and guidelines to be successful as a Milan Institute student. 
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Medical Assisting Course Descriptions 
Medical Office Communications MOC112 
Students will learn and demonstrate basic administrative skills used in the medical office setting and be 
able to demonstrate how to schedule appointments, to communicate over the phone, and to handle 
difficult patients. Students will be able to describe qualifications for success, to identify medical, legal 
and ethical boundaries, to demonstrate proper telephone techniques, to schedule and manage 
appointments and to perform the functions of medical office record keeping. Students also practice 
keyboarding to improve speed and accuracy. 

 
Insurance Coding INC113 
Students will learn about the different insurance available to patients and be able to recognize when to 
use each of them. Students will learn and demonstrate how to process insurance forms, to use 
insurance coding, and to perform bookkeeping skills. Students will be able to classify insurance 
providers in the following groups: individual, hospital, medical, surgical, outpatient, major medical, dental 
and special risk insurance. Students will define insurance terms such as carrier, provider, coverage, 
subscriber, contract, premium, deductible, UCR fees, coinsurance, and copayments. Students will be 
able to describe the process of insurance plans such as HMO, PPO, IPA, CHAMPUS and CHAMPVA. 
Students will perform insurance coding using CPT-4 and ICD-10 coding books. 

 
Pharmacology/Nutrition PHN114 
Students will be introduced to administering medications to a patient in a medical practice setting. 
Classes and uses of injections, oral medications and critical doses of medications will be covered. 
Students will be able to define pharmacology, list guidelines for administering and recording 
medications, describe the routes of medication administration, classify medications and their uses, list 
pharmacology abbreviations, convert mathematical doses, identify major nutrients, vitamins and 
minerals, list formulas and programs for weight loss, describe diseases caused from nutrition, and 
perform medication administrations. 

 
Anatomy/Physiology ANP115 
The student will learn and be able to identify the body systems and their structures and functions, as 
well as common diseases and treatments for the related body systems. Students will identify anatomical 
positions and points of reference on the human body; locate the four body cavities; name, locate and 
describe the functions of the ten major body systems. Students will be able to name, locate, and 
describe the functions of the major organs within the body systems and describe diseases and 
treatments related to the ten body systems. Students will be able to describe health education material 
for preventing diseases in the body systems. 

 
Medical Office Emergency Procedures MOE116 
Students will learn to distinguish an emergency from a non-emergency situation and act quickly when 
required. Students will learn and demonstrate the principles of assessment and triage and will learn how 
to use emergency equipment. Students will demonstrate how to develop a plan for emergencies and 
how to access community resources in dealing with emergencies. Students will also learn how to 
answer patient questions regarding diagnosis and treatment methods. Students will demonstrate 
knowledge of the uses of x-ray, ultrasound and fluoroscopy equipment and other tests and modalities 
used to serve the patient. Students will demonstrate how to prepare and maintain examination and 
treatment areas and assist with patient examination procedures and treatments. 

 
Electrocardiography/Hematology EKG117 
Students will be able to describe the reasons an EKG is performed and be able to perform a routine 12- 
lead EKG. Students will learn the components of blood; describe the basic blood testing procedures and 
their purposes; be able to define and demonstrate aseptic techniques and universal precautions; take 
vital signs and blood pressures; and perform invasive procedures. Students will be able to define 
hematology and its major components, functions, disease disorders and basic tests. 
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Microbiology/Patient Preparation MPP118 
Students will learn and demonstrate the methods of infection control, universal precautions, and 
sterilization techniques. Students will learn the role of microorganisms in causing disease and have a 
basic understanding of bacterial growth, cultures, and specimen collection. Students will learn how to 
prevent spreading of disease-causing microorganisms and will demonstrate aseptic techniques. 
Students will demonstrate how to assist in minor in-office surgeries, including patient preparation, and 
be able to list basic medical instruments and their uses in the office. Students will learn and demonstrate 
how to position patients for exams and how to perform injections, anthropometric measurements, and 
vital signs. 

 
Externship MXT119 
Students will use the skills and knowledge they have acquired throughout the program and work at an 
off-site medical facility to gain additional experience. 

 
Satisfactory Academic Progress Evaluation Points: 

1st Evaluation Point: 18 FA Units/18 Weeks 
2nd Evaluation Point: 36 FA Units/36 Weeks 

 
Veterans Satisfactory Academic Progress Evaluation Points: 

1st Evaluation Point: 9 FA Units/9 Weeks 
2nd Evaluation Point: 18 FA Units/18 Weeks 
3rd Evaluation Point: 27 FA Units/27 Weeks 
4th Evaluation Point: 36 FA Units/36 Weeks 
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Medical Assisting 
 

Course Course Title Lecture Lecture  Lab Lab Extern Extern Total Total   FA 
Code   Hours Credits Hours Credits Hours Credits  Hours  Credits   Units 

 

PRE-REQUISITE 

WTM111 Welcome to Milan 5 0.5 0 0.0 0 0.0 5 .05  .25 

MODULE A 

MOC112 

 
Medical Office  
Communications 

 
45 

 
4.5 40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 4.25 

MODULE B 

INC113 Insurance Coding 45 4.5 40 2.0 0 0.0 85 6.5  4.25 

MODULE C 

PHN114 
 

Pharmacology/Nutrition 
 

45 
 

4.5 40 
 

2.0 
 

0 
 

0.0 
 

85 
 

6.5 
 

 4.25 

MODULE D 

ANP115 Anatomy/Physiology 45 4.5 40 2.0 0 0.0 85 6.5  4.25 

MODULE E 

MOE116 

 
Medical Office  
Emergency Procedures 

 
45 

 
4.5 40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 4.25 

MODULE F 

EKG117 

 
Electrocardiography/ 
Hematology 

 
45 

 
4.5 40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 4.25 

MODULE G 

MPP118 

 
Microbiology/Patient 
Preparation 

 
45 

 
4.5 40 

 
2.0 

 
0 

 
0.0 

 
85 

 
6.5 

 
 4.25 

MXT119 Externship 0 0.0 0 0.0 180 6.0 180 6.0  6.0 

TOTAL 320 32.0 280 14.0 180 6.0 780 52.0  36.0 

 








