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Did you know that continuing your 
education after high school and 
completing a training program with 
an industry recognized certificate 
or credential significantly increases 
your employability and long term 
earning?  Have you been thinking about 
continuing your education but don’t 
know where to start?  The staff at Garrett 
College’s Continuing Education and 
Workforce Development department 
would like to help you explore all your 
options.

Courses and training programs offered 
by the Continuing Education and 
Workforce Development (CEWD) 
department have been expanded for 
fall 2015 and winter 2016 to provide 
increased opportunity for our students.  
Local employers have been contacted 
to identify skills needed to be hired in 
several growth industries.  

The courses and training programs are 
designed for students of all ages and 
experience levels.  Most programs can 
be completed by attending part time 
in the evening because we know many 
students are balancing job, family, and 
personal responsibilities while attending 
classes.  The instructors are professionals 
in the field.  Our small classes provide 
the opportunity for the instructors to 
meet the individual needs of students as 
they prepare for a new career or improve 
their skills in their current occupation.  
Please contact the coordinator listed in 
the catalog for additional information or 
to start the registration process.  

Some individuals say, “College is not 
for me” or “I’m done with school”





Campus Date Time Day of Week # of Sessions

Oakland-SOC 9/22-12/8 5:00 - 8:15 p.m. T & Th 20

Oakland-SOC 9/21 -12/2 11:00 a.m. - 2:15 p.m. M & W 20 

Accident-CTTC 9/22-12/8 5:00 - 8:15 p.m. T & Th 20

Friendsville 9/21-12/2 5:00 - 8:15 p.m. M & W 20

Grantsville 9/22-12/8 5:00 - 8:15 p.m. T & Th 20

Adult Education-ESL classes are designed to 
teach students who’s native language is not 
English to speak, read and write English. Class 
room instruction, audio and video recordings, 
computer based training, and individual tutoring 
is used to meet the needs of a diverse student 
population.  ESL classes are tuition free as funding 
is provided by the Department of Labor Licensing 
and Regulations and Garrett College.

To register for ESL classes call Carol Mowbray Brooks  
at 301-387-3770 to schedule an  

Orientation & Assessment Session. 

Campus Date Time Day of Week # of Sessions Cost

Friendsville Elementary 9/12/15 - 3/26/16 9:00 a.m. - 1:00 p.m. SA 22 $0

Oakland-SOC 9/22/15 - 1/7/16 TBD T & Th 25 $0
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To register please call Carol Mowbray Brooks at 301-387-3770
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Campus Date Time Day # of Sessions Cost

Accident-CTTC 1/4/16 -1/27/16 5:00 - 8:45 p.m. T 6 MD Senior -$150, GC-$200, OOC-$205, OOS-$210

This course is designed to provide students with an overview of environmental issues associated with CFC, identify safe procedures to 
recover, recycle, and reclaim refrigerants, and prepare students for all topics covered on the test required for EPA Section 608 Certification. 
The cost of the course includes a  Preparatory Manual and Certification Exam. Garrett College will administer the exam and submit to the 
EPA certified ESCO Institute for grading.  ESCO will issue a certificate when students achieve a passing grade on the on-line exam.  THIS 
COURSE IS A PREREQUISITE FOR THE Certificate for Apartment/Building Maintenance Technician (CAMT) Program.

CFC-EPA Section 608 

Hours of Training: 21

Approximate Cost: $200.  Text book and on-line testing fee is included. 

Successful Completion:  Students will become certified in Refrigerant Recovery upon successfully demonstrating appropriate 
refrigerant recovery and disposal skills and achieving a passing score on the on-line test provided by EPA approved ESCO Corporation. 

Certifying Professional Association or Agency:  Garrett College Continuing Education Certificate.  EPA approved testing center,  
ESCO issues certification when students achieves a passing score.

Campus Date Time Day # of Sessions Cost

Accident-CTTC 9/15/15 - 10/6/15 5:00 - 8:45 p.m. T 4 MD Senior -$75, GC-$100, OOC-$105, OOS-$110

This course is designed to prepare students to take the OSHA 10 Exam through Skills USA to earn OSHA 10 certification authorized by the 
Federal Government.  The training is provided using computer based training and class room instruction.  The test is administered at the 
end of the course by Garrett College.

OSHA 10 Certification  

Campus Date Time Day # of Sessions Cost

Accident-CTTC TBA 8:30 a.m. - 4:30 p.m. SA 2 TBA

This course  is designed to prepare students to take the Home Improvement Exam required by Maryland’s Department of Labor Licensing 
and Regulations (DLLR) to operate a Home Improvement Business.  Light morning and afternoon refreshments and the text book are 
included in the tuition & fees. Call Carol Mowbray Brooks @ 301-387-3770 to register.

Home Improvement-Preparation for the State of Maryland Home Improvement Exam

Campus Date Time Day # of Sessions Cost

NOC- Grantsville 10/16/2015 *9:00 a.m. - 3:00 p.m. F 1 MD Senior -$119, GC-$129, OOC-$134, OOS-$139

This course is designed to teach the student how to properly operate an industrial powered forklift. The course satisfies 29 CRF 1910.178 
of the Occupational Safety and Health Administration’s (OSHA) Powered Industrial Truck Operator Training Standard. Students will 
receive formal training in the classroom, practical training with hands on instruction and an evaluation upon completion of training 
with successful participants receiving a certificate of training and wallet card. Topics include the following: pre-inspection, loading and 
unloading, maneuvering and operational skills, rules and regulations, and an emphasis on safety.

Forklift Certification  

* Time frame may be lengthened or shortened due to class size.

This September, Garrett Container Systems, Inc. in cooperation with Garrett College is offering free Sewing Machine Operator Training 
for those individuals interested in employment as a sewing machine operator.  This training session gives participants an opportunity to 
learn the required knowledge and skills for potential employment with GCS.  Upon successful completion of the training and sewing test, 
participants will have the opportunity to apply and interview for the many full-time and part-time Sewing Machine Operator positions 
currently available.  The curriculum includes:

Sewing Machine Operator Training 

• Math and Measurement 
• Understanding the Industrial Machine 

• Basic Sewing Techniques 
• Blueprint Reading for Sewing 

• Quality Control and Inspection 
• Cut and Sew Safety 

If interested in the Sewing Machine Operator Training, contact Roshele Parker at 301-746-8970 or rparker@garrettcontainer.
com.  Make sure to give your name, phone number and address to receive detailed information about the training.



Course Hours of Instruction Approximate Cost

CFC-EPA Section 608 Certification.  This is a prerequisite prior to completing the appliance repair and 
HVAC modules.  

21 $200

CERTIFICATE IN APARTMENT/BUILDING MAINTENANCE TECHNICIAN (CAMT) 94 $985

Two (2) On-Line Classes 

Electrical Maintenance and Repair

Plumbing Maintenance and Repair 

HVAC Maintenance and Repair 

Appliance Maintenance and Repair 

Interior & Exterior Maintenance and Repair 

Job Shadow (Optional) 24 $35

Total Cost for CFC-EPA & CAMT $1185

Total Cost for CFC-EPA , CAMT & Job Shadow $1220
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Campus Date Time Day # of Sessions Cost

Accident-CTTC 11/9/15 - 4/18/16 5:00 - 8:45 p.m. M & W 25 MD Senior $400, GC Resident $985, OOC $990, OOS $995
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Campus Date Time Day # of Sessions Cost

SHS -Oakland 9/9/15 - 10/28/15 5:00 - 8:15 p.m. W 8 MD Senior $200 , GC Resident $400 , OOC $405, OOS $410 

This class is the first in a series of five courses to prepare students for a career in machining and advanced manufacturing. Topics include 
personal safety, material handling, process control, measuring instruments, and parts inspection/quality control. This is a pre-requisite for 
Manual Machining-Turning and Milling. This class includes 24 classroom hours and 8 hours of independent computer based instruction.

Preparation for Machining 

Job Planning, Bench Work & Layout
This is the second class in a series of five classes to prepare students for a career in machining.  Topics include blue print reading, manual 
machining layout and bench work, and job process planning.  Students will have the opportunity to earn a NIMS credential at the 
conclusion of this course. This course is a pre-requisite for manual machining turning and milling. This course includes 24 hours of class 
room instruction and 8 hours of independent computer based training.

Campus Date Time Day # of Sessions Cost

SHS -Oakland 11/4/15 - 1/13/16 5:00 - 8:15 p.m. W 8 MD Senior $250 , GC Resident $450 , OOC $455, OOS $460 

Machining-Manual Milling   
This is the fourth in a series of five courses required in the Manual Machining Program. Students will learn how to safely use mill machines 
and other metal cutting tools to do vertical milling, horizontal milling, slotting, and boring.  Multiple methods of instruction are used 
including classroom, hands-on experiential, and computer based training (CBT). Students will have the opportunity to earn a NIMS 
credential after successfully completing the on-line theory exam and producing a milled part per NIMS print specifications. The course 
includes 38.5 hours of class room instruction and 8.5 hours of independent computer based instruction.  	

Campus Date Time Day # of Sessions Cost

SHS -Oakland 1/20/16 - 3/30/16 5:00 - 8:45 p.m. W 11 MD Senior $400 , GC Resident $600 , OOC $605, OOS $610 

Manual Turning Skills    
This courses is the last in a series of five courses required to complete the Manual Machining Program.  Students will be taught to safely 
use various lathes and other metal working tools to demonstrate Turning Between Center and Chucking skills.   Students will have the 
opportunity to earn a NIMS credential after successfully completing the on-line theory exam and production of a turned part per NIMS 
print specifications. 

Campus Date Time Day # of Sessions Cost

SHS -Oakland 4/6/16 - 6/15/16 5:00 - 8:45 p.m. W 11 MD Senior $400 , GC Resident $600 , OOC $605, OOS $610 

Machining-CNC Milling Programming and Set Up   
Prerequisites:  This course is designed for students with prior manual machining training and experience.   Instructor approval 
and competency demonstration using NIMS testing is required.  Students will learn to write, edit, and use various simple CNC Milling 
Machine programs.  Other topics include: CNC Milling Machine set up and basic operation. Instructions is provided in a classroom 
CNC machine shop, along with computer based training (CBT) Contact Carol Mowbray Brooks @ 301-387-3770 to register for the CNC 
Machining Program.	

Campus Date Time Day # of Sessions Cost

CTTC- Accident 9/9/15 - 11/2/15 5:00 - 8:45 p.m. M & W 16 MD Senior $500 , GC Resident $700 , OOC $705, OOS $710 

Machining-CNC Milling Operation    
Prerequisites: CNC Milling Set-Up and Operation or equivalent training and/or experience demonstrated through NIMS testing and 
instructor verification. Students will use a CNC Milling Machine controller to write programs to create various CNC milled parts.  Other 
topics include:  machine set up procedures, milling specifications, and machine & tool maintenance.

Campus Date Time Day # of Sessions Cost

CTTC- Accident 11/4/15 - 1/13/16 5:00 - 8:45 p.m. M & W 16 MD Senior $500 , GC Resident $700 , OOC $705, OOS $710 
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Machining-CNC Turning-Programming and Set Up
Prerequisites:   This course is designed for students with prior manual machine turning training and experience. Instructor approval 
and competency demonstrated using NIMS testing is also required.  Students will learn to write, edit, and use various simple CNC 
Turning Machining programs.  Other topics include: CNC Turning Machine set up and basic operation. 

Campus Date Time Day # of Sessions Cost

CTTC- Accident 1/20/16 - 3/16/16 5:00 - 8:45 p.m. M & W 16 MD Senior $400 , GC Resident $700 , OOC $705, OOS $710 

Machining-CNC Turning Operation 
Prerequisites:   CNC Turning Set-Up and Operation or equivalent training and/or experience demonstrated through NIMS testing and 
instructor verification. Students will learn to write, edit, and use various simple CNC Turning Machining programs.  Other topics include: 
CNC Turning Machine set up, basic operation, and machine maintenance.

Campus Date Time Day # of Sessions Cost

CTTC- Accident 3/21/16 - 5/4/16 5:00 - 8:45 p.m. M & W 16 MD Senior $400 , GC Resident $700 , OOC $705, OOS $710 



.

AWS Testing $300 for one test 
$375 for two tests
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Location of Training: 
Career Technology Training Center, Accident, Maryland 
301-387-3770

Time to Complete Program:  Approximately 12 months.  Classes are held 1-2 evenings per week and an occasional Saturday. 

Successful Completion:  
•	 At the conclusion of the Preparation for Welding class students will be able to demonstrate standard safety procedures, apply basic 		
	 math to prepare materials, read a welding print to prepare and complete a welding project, and identify the skills required to obtain 	
	 and retain employment. 
•	 At the conclusion of Welding Two students will be prepared to take the horizontal and vertical AWS Welding Test. 

Certifying Professional Association/Agency:   American Welding Society (AWS).  

Additional Requirements:  
•	 Students are required to participate in an advising and information session to ensure their understanding of the topics to be taught 	
	 and the requirements of the program.  
•	 Math and reading skills will be assessed to determine if students are prepared to complete the course of study. 
•	 Call 301-387-3770 or 301-387-3136 to schedule the advising session. 

Preparation for Welding
Prerequisite:  This course is a prerequisite for the Garrett College Welding Program. This course will provide the opportunity to develop 
the basic skills needed to begin to prepare for a welding career.  Topics to be taught include:  Basic Safety,  Math for Welders, Print 
Reading for Welders, and Job Readiness/Employability Skills.  Multiple methods of instruction are used including classroom, hands-on 
experiential, and computer based training (CBT).    Students must register for both Preparation for Welding and Welding One at the same 
time.  Call Carol Mowbray Brooks at 301-387-3770 for information and to register for the training program.	

Campus Date Time Day # of Sessions Cost

CTTC- Accident 9/15/15 - 12/15/15 5:30 - 8:45 p.m. T 16 MD Senior $250 , GC Resident $400 , OOC $405, OOS $410 

Welding One 
Prerequisites:   Students enrolled in the Garrett College Welding Program are required to register for the Preparation for Welding 
class.  Welding One is designed to provide students with introductory knowledge and skills using AWS recommended curriculum.  
Welding One is one of three courses required in the Garrett College Welding Program. Topics to be covered include:  Safety and health of 
welders, Shielded Metal Arc Welding (SMAW), a thermal cutting process, an Oxygen Fuel Cutting (OFC), welding positions, terminology,  
and visual inspection of welds produced by students.  Classroom instruction, hands-on welding lab experience, and computer based 
training (CBT) are used to support learning.  The cost of text book is included in tuition. 

Campus Date Time Day # of Sessions Cost

CTTC- Accident 9/21/15 - 2/15/16 5:00 - 8:45 p.m. M 20 MD Senior $500 , GC Resident $875, OOC $880, OOS $885 

Welding Two 	
Prerequisite:  Welding One or instructor approval.  AWS Testing requires instructor approval and is not included in the tuition/fee 
cost. Welding Two is designed to provide more advanced training and preparation for AWS  testing.  This is a required course in the 
Garrett College Welding Program.  Topics will include welding safety, Fluxed Core Arc Welding (FCAW), material selection & preparation, 
gas requirements and amperage/voltage requirements for various sizes of metal products.  Students will practice using various methods 
to cut metal materials including plasma arc cutters and track torches. Visual inspection skills and welding positions will be practiced to 
prepare for the AWS certification test and training program.	

Campus Date Time Day # of Sessions Cost

CTTC- Accident 9/9/15 - 1/23/16 5:00 - 8:45 p.m. W 18 MD Senior $500 , GC Resident $900 , OOC $905, OOS $910
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Course Hours of Instruction & Clinical Experience Approximate Cost for Garrett County Residents

Emergency Medical Technician (EMT) 165 FREE if affiliated with an EMS or fire department

Paramedic semesters I & II 268 $1400 

Paramedic I & II Clinical and Field  167

Paramedic semesters III & IV 244 $860

Paramedic III & IV Clinical and Field  290

TOTAL 1134 $2260 (Non-Credit only)

Credit also available.

What’s the difference between and EMT and a Paramedic?
Whether it’s on the breaking news story of the day or on a TV drama, you’ll see them on TV. Hollywood loves them. They are the uniformed men and women rescuing the victims of an accident or a disaster. 
Sometimes you’ll see them in ambulances, sometimes they are in fire trucks, hospitals or in helicopters. They are everywhere that help is needed. They are EMTs and Paramedics. Both work in a variety of roles 
and are often the first on the scene of accidents, medical emergencies, and natural disasters. They both wear uniforms and they both help patients - so what’s the difference?

In the field of emergency medical services (EMS), there are different levels of certifications for provider of care. Emergency Medical Technicians (EMTs) are the most common type of providers in all of EMS. They 
are the entry-level. However, do not be fooled by the term “entry-level.” EMTs learn the essential skills to help in life-threatening situations and their education is the foundation for all other levels of provider. 
Many paramedics, doctors, nurses, and firefighters have used their EMT education and work experience as a stepping stone to their new career.

Both EMTs and paramedics have the knowledge and skills to transport patients and provide them with emergency care. The biggest difference between them is the amount of education they receive and what 
they are allowed to do for patients (scope of practice).

EMTs complete a 5-6 month course. The paramedic course is 2 years. EMT and paramedic courses consist of lectures, hands-on skills training, and clinical and field internships. EMTs are educated in many skills 
including CPR, giving patients oxygen, administering glucose for diabetics, and helping others with treatments for asthma attacks or allergic reactions. With very few exceptions, such as in the case of auto-injec-
tors for allergic reactions, EMTs are not allowed to provide treatments that requiring breaking the skin: that means no needles.

Paramedics are advanced providers of emergency medical care and are highly educated in topics such as anatomy and physiology, cardiology, medications, and medical procedures. They build on their EMT edu-
cation and learn more skills such as administering medications, starting intravenous lines, providing advanced airway management for patients, and learning to resuscitate and support patients with significant 
problems such as heart attacks and traumas. 
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Certified Nursing Assistant  - Theory
Topics for the course include the role and responsibility of nursing assistants, major organs and body systems, common medical terms 
and abbreviations, ambulating devices, human growth and development, ethical and legal issues, and demonstration of various nursing 
assistant functions.  Students must complete the Theory portion of the course with a minimum of 80 % to move on to the Clinical 
portion.  Be aware that there are additional fees beyond tuition to receive your certification including: $10- $20 fingerprint fee, $37.25 
criminal background check fee and a $20 application fee to the MD Board of Nursing.

Campus Date Time Day # of Sessions Cost

SHS-Oakland 9/14/15 - 11/5/15 5:30 - 8:30 p.m. M, T, Th 23 MD Senior $430 , GC Resident $685 , OOC $690, OOS $695 

Certified Nursing Assistant  - Clinical
This class includes a 40 -hour clinical component of the C.N.A. course and an 8-hour skills practice and final exam. Students must first 
successfully complete the Theory portion before attending this class.  Both classes must be successfully completed to apply for the 
Maryland C.N.A. license.  During the supervised Clinical portion of the course, students will provide demonstrations of learned skills with 
nursing home residents for evaluation against accepted standards.  100% attendance is required and students must be evaluated as 
satisfactory in all areas during the skills final exam to successfully complete the C.N.A. course.  Students who do not complete must re-
take both the theory and clinical components. Scrubs and current TB test are required for clinicals.

Campus Date Time Day # of Sessions Cost

Oakland Nursing and Rehab Center (ONRC) 11/9/15 - 11/17/15 6:30 a.m. - 3:45 p.m. M, T, Th, F 6 Included in Theory portion of class

Pre-Registration Deadline:  Call to arrange a pre-test date

Pre-Registration Deadline:  Must successfully complete Theory portion of program

State of Maryland regulations require that anyone who performs nursing tasks, delegated by a nurse for compensation, must complete 
an approved Certified Nursing Assistant (CNA) course of study and be certified by the Maryland Board of Nursing. The following two 
classes prepare you for your CNA certification. Those individuals who desire work in long-term care facilities (nursing homes) must, after 
completing the CNA course, also take the Maryland NNAAP registry test (written and skills) to become certified as a Geriatric Nursing 
Assistant (GNA). Additional fees apply for this test and are not included in the CNA tuition.
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Intro to Health Science Professions
This is the first in a series of 3 classes in the Venipuncture/Specimen Collection-Phlebotomy Technician Training Program.  Topics include: 
HIPPA, Medical Math & Terminology, Overview of the Health Care Industry, Legal & Ethical Issues and Safety for Health Care Workers.  
Contact Doug Beitzel at 301-387-3772 for information about the registration process. 

Campus Date Time Day # of Sessions Cost

CTTC- Accident 10/26/15-12/16/15 5:00 -8:15 p.m. M & W 15 MD Senior $300 , GC Resident $425 , OOC $430, OOS $435

Phlebotomy Theory
This course is the second in a series of 3 designed to teach methods for drawing blood for laboratory testing. Instruction is provided in 
the class room and with hands on experience. 

Campus Date Time Day # of Sessions Cost

CTTC- Accident 1/11/16- 3/30/16 5:00 -8:15 p.m. M & W 21 MD Senior $300 , GC Resident $625 , OOC $630, OOS $635

Phlebotomy Externship
This is the final course in the Venipuncture-Phlebotomy Program.  The externship provides the opportunity to apply the training from 
the introduction to health care course and phlebotomy theory in a variety of clinical settings (hospital, urgent care, & doctor’s office).  
The actual hours to complete this course will vary based on the clinical setting and student skill. At the conclusion students will have the 
opportunity to take the National Health Career Association Certification Exam.

Campus Date Time Day # of Sessions Cost

Varies 4/1/16 - 5/1/16 Varies Varies Varies MD Senior $200 , GC Resident $250, OOC $255, OOS $260
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Medical Terminology for Health Professions
Learn the correct pronunciation and meaning of medical terms. Recommended for all students interested in any health care occupation whether in direct patient 
care or medical office and insurance work.

Campus Date Time Day Cost

NOC- Grantsville 8/13/15 - 9/17/2015 T& TH 6:00 - 9:15 p.m.
SA 8:30 a.m. - 3:30 p.m.

T, TH & 1 SA per month MD Senior $269, GC Resident $279, OOC $284, OOS $289

Medical Front Desk Receptionist
Prepare for the role of medical office receptionist and learn communication skills and how to follow doctor directives. Topics include customer service, 
scheduling, medical records management, insurance, legal and ethical issues. Additionally, Title II Administrative Simplification (HIPAA-AS) will be covered. 
Topics include privacy, confidentiality, security, patient rights, covered entities, business associates, protected health information (PHI), and penalties.

Medical Billing and Patient Accounting
Learn to input patient information, schedule appointments, handle billing, produce lists and reports, and handle insurance claims both on forms 
and electronically through an introduction to a medical administrative software package. Topics include computers and the medical assistant, data 
management, report production, insurance forms, billing operations.

Campus Date Time Day Cost

NOC- Grantsville 9/22/2015 - 10/20/2015 T& TH 6:00 - 9:15 p.m.
SA 8:30 a.m. - 3:30 p.m.

T, TH & 1 SA per month MD Senior $269, GC Resident $279, OOC $284, OOS $289

Campus Date Time Day Cost

NOC- Grantsville 1/19/2016 - 2/16/2016 T& TH 6:00 - 9:15 p.m.
SA 8:30 a.m. - 3:30 p.m.

T, TH & 1 SA per month MD Senior $269, GC Resident $279, OOC $284, OOS $289

Medical Coding for the Non-Coder
This course is designed to enable the student to learn Medical Coding (ICD-9, ICD-10, CPT-4 and HCPCS). This course is geared to healthcare professionals 
and others who will not become certified medical coders, and appropriate for individuals in billing and other areas of medical office administration. Topics 
to be covered include the definition of medical coding; basic ICD-9-CM (International Classification of Diseases, Clinical Modification, ninth edition) coding 
set; basic CPT-4 (Current Procedural Terminology, Fourth Edition) coding set; basic HCPCS (Healthcare Common Procedure Coding System); and the link 
between outpatient medical coding and reimbursement.	

Campus Date Time Day Cost

NOC- Grantsville 2/18/2016 - 3/24/2016 T& TH 6:00 - 9:15 p.m.
SA 8:30 a.m. - 3:30 p.m.

T, TH & 1 SA per month MD Senior $269, GC Resident $279, OOC $284, OOS $289

Introduction to Electronic Health Records
Prerequisites: Medical Terminology for Health Occupations.  Learn the fundamentals of Electronic Health Records (EHR) and prepare for national certification as 
a Certified Electronic Health Records Specialist (EHRS). 

Campus Date Time Day Cost

NOC- Grantsville 10/22/15 - 12/1/2015 T& TH 6:00 - 9:15 p.m.
SA 8:30 a.m. -  3:30 p.m.

T, TH & 1 SA per month MD Senior $269, GC Resident $279, OOC $284, OOS $289
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Veterinary Assistant I: Orientation to the Veterinarian Profession 
This course is the first in a series of 3 classes included in the Veterinary Assistant Training Program.  Topics covered include: an overview of the veterinary 
profession, office procedures, client relations, exam room procedures, animal restraint, animal anatomy & physiology, and medical terminology.  Hours of 
instruction include 33 class room hours and 10 clinical experience hours. Tuition includes the text book that will be used in all 3 classes. 

Campus Date Time Day # of Sessions Cost

CTTC-Accident 9/16/2015 - 10/26/2015 5:00 - 8:15 p.m. M & W 11 MD Senior $200, GC Resident $400, OOC $405, OOS $410

Veterinary Assistant II: Outpatient Diagnosis and Treatment
Prerequisite:  Veterinary Assistant Training I.  This course is the 2nd in a series of 3 classes included in the Veterinary Assistant Training Program.  Hours of 
instruction include 30 class room hours and 15 clinical experience hours. Topics covered include: an overview of diagnostic skills, techniques, laboratory tests, and 
common prescription medications used to treat domestic animals and animal nutrition.

Campus Date Time Day # of Sessions Cost

CTTC-Accident 10/28/2015 - 12/2/2015 5:00 - 8:15 p.m. M, W,SA 10 MD Senior $200, GC Resident $350, OOC $355, OOS $360

Veterinary Assistant III: Inpatient Care
Prerequisite:  Veterinary Assistant Training I & II.  This course is the last in a series of 3 classes included in the Veterinary Assistant Training Program.  Topics 
covered include: an introduction and overview of standard patient care and treatments provided in a veterinary clinic, anesthesia, surgery, emergency care, & 
interviewing skills. Total hours include 30 class room instruction hours and 15 clinical experience hours.  

Campus Date Time Day # of Sessions Cost

CTTC-Accident 12/7/2015 - 2/1/2016 5:00 - 8:15 p.m. M, W,SA 10 MD Senior $200, GC Resident $350, OOC $355, OOS $360
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Launching Your New Business - FREE WORKSHOP 
Launch your business with confidence and on the right foot.  Topics include: types of business entities, lifestyle impacts, funding and aid available, licensing and 
tax considerations, product development and positioning, marketing and budgeting.  Recommended for anyone thinking of starting a business in the Garrett 
County area.

Campus Date Time Day # of Sessions Cost

GIEC- McHenry 11/5/2015 5:00 - 8:30 p.m. TH 1 FREE

Entrepreneurship: “Credit” Course for Non-Credit Students 
Here’s a chance to learn about entrepreneurship, as well as starting and managing a small business all in one semester.  This course mirrors Garrett College’s 
credit course (BU289.01) and is co-located in the same classroom at the same times.  This will enable those not seeking  credit to interact with and benefit from 
the same material and lectures as those in Garrett’s degree program.  This course, adopted from a course created and delivered at Johns Hopkins University, is 
a straightforward workshop that is experience-driven and practical in nature, so don’t fret if you are new to the college environment.  The course is intended to 
provide understanding of the complexities of launching a new business (or non-profit), with topics including: building a business plan, identifying and marketing 
to potential customers, financial planning and legal risks and benefits.  Plus, as a non-credit student, you do not have to take tests! If you are considering launching 
or are currently running your own business this course is a must attend!!!

Campus Date Time Day # of Sessions Cost

GIEC- McHenry 9/9/2015 - 12/16/2015 5:15 - 6:45 p.m. M & W 28 MD Senior $50, GC Resident $75, OOC $100, OOS $125
Pre-Registration Deadline:  Monday, September 1, 2015

Pre-Registration Deadline:  Monday, November 2, 2015

Practical Market Research and Marketing 

Campus Date Time Day # of Sessions Cost

GIEC- McHenry 10/16/2015 9:15 a.m. - 11:45 a.m. F 1 MD Senior $20, GC Resident $25, OOC $30, OOS $35

Pre-Registration Deadline:  Monday, October 5, 2015

Many businesses don’t have a true market-driven marketing plan and instead rely on various unplanned efforts to identify and reach their target markets and 
prospects.  This two and a half hour practical workshop will present the world of market research and marketing in a practical, easy-to-understand and easy-
to-implement way.  Students will understand: the power of market research, the difference between market and marketing research, the types of inexpensive 
research techniques available to entrepreneurs, the art and science of market segmentation, product differentiation, branding and brand management and 
marketing mix development and management.  	



Child Development Associate Overview
This hands-on seminar will guide child care professionals in attaining their Child Development Associate Credential™ and assist in 
developing their portfolio for the credentialing process.  The CDA brings vision and unity to the field for what professionals who work 
with young children should know and be able to do effectively in any setting.

Campus Date Time Day # of Sessions Cost

McHenry 10/5/2015 6:00 - 9:00 p.m. M 1 MD Senior $25, GC Resident $30, OOC $35, OOS $40
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99-Hour Training of Child Care Workers
Students taking this course will gain the skills necessary to work with school-age children in child care programs and to build communication skills to use with 
parents, co-workers, and the public.  Topics include curriculum planning and age-appropriate activities for children.  This course fulfills the 90-hour child care 
requirement through MSDE and the 9-hour communication skills requirement, also through MSDE.  This course will be presented in HYBRID format (1 day/week 
on-site, and 1 day/week online).

Campus Date Time Day # of Sessions Cost

McHenry 10/1/15 - 2/9/16 5:30 - 8:30 p.m. T/TH 33 MD Senior $250, GC Resident $275, OOC $280, OOS $285

Microsoft PowerPoint 2013
Find out what PowerPoint 2013 can do for you, whether you are familiar with an earlier version or new to the application altogether. You will learn everything you 
need to create dynamic presentations including adding tables, graphics, notes, animations and WordArt to your slides. The course topics appeal to all PowerPoint 
users – beginner through advanced.

Campus Date Time Day # of Sessions Cost

NOC 9/8/2015 - 9/29/2015 6:30 - 9:00 p.m. T 4 MD Senior $59, GC Resident $69, OOC $74, OOS $79

Microsoft Outlook 2013
This hands-on course explores the creation, sending, receiving and management of email. Learn to format your messages, to include graphics and to add 
attachments. Additional topics include using an email address book and tips on managing your email messages.

Campus Date Time Day # of Sessions Cost

NOC 10/13/2015 - 10/20/2015        6:30 - 9:00 p.m. T 2 MD Senior $29, GC Resident $39, OOC $44, OOS $49

QuickBooks I 
This course has already started as part of the fall semester. Please contact us for the next series start date.

QuickBooks II 
If you have some experience using QuickBooks and you want to learn more functions, this is the class for you. Course topics include tracking credit card 
transactions, invoicing customers, creating sales orders, generating customer statements, receiving payment from customers and making bank deposits.  It will 
also include writing QuickBooks checks and assigning amounts to specific expense accounts, working with asset and liability accounts, entering bills in accounts 
payable , and paying bills.

Campus Date Time Day # of Sessions Cost

McH 8/11/2015 - 8/18/2015      6:00 - 9:15 p.m. T 2 MD Senior $89, GC Resident $99, OOC $104, OOS $109

QuickBooks III 
Are you using QuickBooks regularly, feel comfortable and wonder what else it can do?  Come find out.  Learn how to create and customize reports and graphs, 
export QuickBooks to Microsoft Excel, and write letters in Microsoft Word using QuickBooks.  Set up inventory, bill finished goods, and track and pay sales tax.  
Topics also include QuickBooks payroll features, creating estimates and doing progress invoicing, tracking time and paying non-employees for time worked, and 
customizing QuickBooks sales forms.

Campus Date Time Day # of Sessions Cost

McH 9/15/2015 - 9/22/2015      6:00 - 9:15 p.m. T 2 MD Senior $89, GC Resident $99, OOC $104, OOS $109

QuickBooks Payroll
This course is designed for students who perform payroll duties in an office environment. Topics include setting up payroll items utilizing QuickBooks software, 
learning when to file Federal and State payroll and unemployment forms, and creating 1099s and W-2s and associated year-end required mailings and returns. 

Campus Date Time Day # of Sessions Cost

McH 10/6/2015 -10/13/2015     6:00 - 9:15 p.m. T 2 MD Senior $89, GC Resident $99, OOC $104, OOS $109
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Campus Date Time Day # of Sessions Cost

SOC 4/5 - 5-26/2016     6:00 - 9:15 p.m. T,TH 16 MD Senior $205, GC Resident $290, OOC $295, OOS $300
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