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WELCOME STATEMENT 
 
The staff at City College of Education (CCE) would like to welcome all students first to the school 
and to an exciting career in Healthcare Science. This student handbook details our policies and 
is designed to inform, protect, and guide students throughout the course of the program and 
onward in their new careers. Please do not hesitate to reach out should you have any questions 
about our school programs of study or professional enhancement programs in general. 
Congratulations on your new career move. 
 
OUR PURPOSE 
 
At City College of Education, we exist to be a leading vocational healthcare training institute 
recognized for producing highly skilled, compassionate, and professional healthcare 
practitioners who make a positive impact on patients, families, and communities with a focus 
on lifelong learning, excellence, and leadership in healthcare education, empowering every 
student to achieve their full potential and advance the standards of patient care nationwide. 
 
OUR MISSION 
 
At City College of Education, our mission is to be the premier provider of vocational healthcare 
programs by offering quality instruction provided by qualified and experienced instructors in an 
environment that stimulates learning and knowledge retention. Our healthcare programs 
provide students with the skills necessary to obtain gainful employment in the healthcare field, 
to provide opportunities for personal growth, self-improvement, and academic achievement 
through a highly structured traditional environment, integrating training, mentoring and 
diverse educational activities. 
 
OFFICE LOCATION 
 
1325 Howard Street 
Suite 307-308 
Evanston, IL. 60202 
Telephone: 312-792-7198 
 
OFFICE HOURS 
 
Mondays through Friday: 8 am to 6pm CST 
Saturdays: 10 am to 3pm CST 
Appointments and walk-ins are available. The office/school is closed with no classes held in 
observance of major federal holidays.  
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LEADERSHIP/FACULTY STAFF 
 
Dr. Joseph S. Tengbeh: President                                                  
Maria Oke: School Administrator 
Albert Smith: Board Member 
Bolarinwa Adeoye RN, MSN: Program Coordinator Nursing Assistant Programs 
Adesumbo Anjorin. RN, MSN: Director of Program 
Mickle Ellison RN, MSN: Nursing Consultant 
Elmira B. Thomas RN, MSN: Faculty 
Mutiatu M. Moibi: Faculty 
Sarah O. Ebiesuwa: Faculty 
Deborah O. Adeoye: Faculty 
Shammona S. Clark: Faculty 
Rachael O. Ijaodola: Faculty 
Abesh C. Ayoola: Faculty 
Esohe B. Jolaoluwa: Faculty 
Hammed Akewusola: Faculty 
                                                                                                                          
APPOVALS 
 
City College of Education, Inc. is approved by the Illinois Board of Higher Education (IBHE) as a 
Vocational and Private School Education and the Illinois Department of Public Health (IDPH). 
National Healthcare Association (NHA) 
 
OUR CLASSROOMS 
 
Our classrooms reflect the commitment the school has to students and are designed to mimic 
actual clinical setups. The classrooms are 850 square feet each and provide adequate seats for 
students to learn in a comfortable environment with a laboratory equipped with fully 
functioning equipment for hands-on practice. Restrooms are available in the buildings for 
student and staff use. 
 
CLASSROOM/CLINICAL HOURS 
 
This varies between 8 am and 10 pm CST on scheduled class days while clinical hours are 
between 7am and 4pm CST on scheduled days. Please note that scheduled days may vary 
depending on the program of study. Laboratory hours are counted as part of classroom hours. 
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OBSERVED HOLIDAYS 
 
News Year’s Day 
Martin Luther King, Jr. Day 
Presidents Day  
Good Friday  
Memorial Day 
Independence Day 
Labor Day  
Veterans Day 
Thanksgiving Day (Thursday and Friday observed) 
Christmas Eve 
Christmas Day 
 
GENERAL ADMISSION REQUIREMENTS 

 

1. Must be 18 years or older. 

2. High school diploma, higher or GED from a state approved school High school GPA of 2.5 
or higher 

3. Pass entrance exam for the program. 

4. Must pass a background check and drug test. 

5. Pay program application fee. 

6. Physical Exam completed and signed by MD or NP.  

7. Must be a US citizen or Resident Alien with a valid social security number to take the 
state exam. 

8. Must be proficient in the English language. 

9. Must have full use of their arms and be able to stand for a minimum of 3 hours. 

 
High School Diploma Validation If the school or the Department of Education has reason to 
believe that the high school graduation credential submitted is invalid, then the school’s 
Administrator shall take steps to verify/validate it. The Administrator will validate by 
contacting the issuing institution and confirming that the individual was issued the high 
school diploma/transcript. Alternatively, the Administrator may inspect the seal on the 
original high school diploma or transcript to confirm. 
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CANCELLATION POLICY  
 

1. Students have the right to cancel the initial enrollment agreement until midnight, five 
business days after admission into the program has been offered.  

2. If the right to cancel is not offered to any prospective student when the agreement is 
signed, the student can cancel the agreement at any time and receive a full refund 
within 30 days of the cancellation date. 

3. A written notice to the school may be given by the student to cancel enrollment without 
any financial obligation if the school discontinues the program. If a student chooses to 
cancel enrollment and the program is not discontinued by the school, the student will be 
financially obligated to the school.  

4. Any absence of a student from a school for more than 15 school days without prior 
notice to the school with proper supporting documentation shall be considered a notice 
of cancellation to the school. For cancellation purposes, the date shall be the last day of 
attendance. 
 

5. A written acknowledgment of a student's cancellation or withdrawal notice to the 
student shall be issued by the school via email within 15 calendar days of the 
notification date.  
 

6. Student refunds shall be paid by the school within 30 calendar days from receipt of the 
student's cancellation per the refund policy.  
 

TUITION REFUND POLICY 

 

1. If a notice of cancellation is given by a student before midnight of the fifth business day 
after enrollment, but before the first day of class, a full refund shall be issued, including 
tuition and any other charges paid by the student. REGISTRATION FEE IS NOT 
REFUNDABLE. 
 

2. If a notice of cancellation is given by a student after midnight of the fifth business day 
following acceptance, but before the close of business on the student's first day of class, 
the school shall retain the registration fee and refund tuition and other fees paid by the 
student.   
 

3. If a notice of cancellation is given by a student after the completion of the first day of 
class, but before the student completes 5% of the course of instruction (varies by 
program), the school shall retain the registration fee and refund tuition and other fees 
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paid by the student.  
 

4. A full refund of tuition and fees is issued by the school in any of the following cases: 

(a) The school does not accept enrollees. 

(b) If the school discontinues the course of instruction, preventing the student from 
completing the course.  

(c) If the school fails to conduct classes on the days or times scheduled, such as 
detrimentally affecting the student. 

(d) If the school did not provide the prospective student with a copy of the student's 
valid enrollment agreement and a current catalog.  

5. A full or partial refund shall be issued in other circumstances, which might include 
program deficiencies or any violations of requirements for career schools and colleges.  

 
6. When a student has completed more than 5% of the course of instruction but less than 

20%, the school shall retain 20% of tuition and fees paid, excluding registration fees.  
 

7. When a student has completed more than 20% of the course of instruction but less than 
31%, the school shall retain 30% of tuition and fees, excluding registration fees.  
 

8. When a student has completed more than 31% of the course of instruction but less than 
41%, the school shall retain 40% of tuition and fees, excluding registration fees.  
 

9. When the student has completed more than 40% of the course of instruction, the school 
shall retain all fees paid. There will be no refund made to the student.  
 

10. A refund of all tuition and fees paid shall be issued by the school to applicants not 
accepted into the program within 30 calendar days after the determination of non-
acceptance. 
 

11. Deposits or down payments shall become part of the tuition. 
 

12. CCE shall refund book and material fees when: 
 

a) The book and materials are returned by the student unmarked.  
b) A student has provided the school with a notice of cancellation. 

 
13. Refund for courses with clock hours will be calculated using the amount paid for tuition 

and already completed clock hours.  
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TUITION REIMBURSEMENT SCHEDULE 
 

Hours attended (%) CCE retains (%) CCE refunds (%) 

0-20 20 80 

21-30 30 70 

31-40 40 60 

41 and above 100 0 

 

 

 

WITHDRAWAL POLICIES AND PROCEDURE 

A student may decide to withdraw from the school after the commencement of classes, such a 
student is required to provide an official written withdrawal to the administrator of the school 
to be eligible for a refund, however, as a courtesy, every student wishing to leave or drop from 
the program shall notify the office of their intent.  A refund will be issued for the following 
items:  

a) Unmarked books and unopened books  

b) Unopened skills lab kit 

c) Unused clinical uniform 

d) Lab and clinical fees 

Please note that Technology and ID Badge fees are not refundable. Other refunds will be based 
on the refund policy.  

If no notification of withdrawal is received, and a student has had an unexplained absence of 
more than ten (10) consecutive class days, City College Education, shall consider the student to 
have withdrawn from the program and the date of withdrawal shall be the last day of 
attendance. 

Refunds shall be made within 30 days of the last day of the attendance if written notification 
has been provided to the institution by the student; otherwise, refunds shall be made within 30 
days from the date the institution terminates the student or within 30 days of the receipt of the 
written withdrawal date. 
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GENERAL POLICIES 

 
Tobacco & Alcohol  
 
Smoking/chewing tobacco products is strictly prohibited inside the school building. Students 
may use tobacco while outside of the school building. Students are required to dispose of 
cigarettes appropriately and not litter the grounds. 
 
Alcohol consumption is forbidden on school premises. Students who arrive at school 
intoxicated will be expelled from the program.  
 
 
Mobile Telephone 
 
Students are not permitted to use mobile phones during classes, laboratory sessions, or at 
clinical sites. Telephones must always be turned off. Students who use mobile communication 
devices will be asked to leave the classroom. 
 
Food & Drink 
 
Our school takes pride in having clean facilities. Therefore, we do not permit students to bring 
food or open drink containers into the classroom. Bottled water is allowed. 
 

10. Must pay the tuition amount on or before the start date of the program or sign up for a 
payment plan.  

 
VACCINATION 
 
The school has no general vaccination requirement for students entering the school. However, 
specific programs may have vaccination requirements for the clinical components. Please see 
program section in this catalog for specific vaccination requirements.  
 
CRIMINAL CONVICTION 
 
The school reserves the right to refuse admission of an applicant with a criminal conviction if 
such conviction makes it impossible that the applicant can be admitted to the program in 
accordance with the requirement of Illinois Department of Public Health for the program. 
During the enrollment process the student will have to submit a background check to confirm 
that they have no convictions.  
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DRUG SCREENING 
 
Students may be required to submit to random drug screening which may be triggered by 
reasonable suspicion that the student is in violation of the school’s policy on drug use or a 
negative drug screen is required by an affiliated facility where the student is assigned for clinical 
training. 
 
MAKE-UP 
 

• Students will be allowed to make up missed tests, examinations, attendance, 
assignments, and clinical rotation.  

• All makeup must be completed before the end of each program and failure to complete 
make up may result in denial taking the final exam.  

• Student must make up any missed examinations, tests, attendance, clinical, and 
assignments on scheduled make up days. 

• A failed examination or test may be repeated no more than two times. 

• Failure to make up missed tests at the scheduled time will result in student not being 
able to complete the program. 

• Failure to complete the deficiency during this period may result in academic probation 
and subsequent dismissal from the program.  
 

SCHOOL CALENDAR 
 

• The school operates on both traditional and non-traditional terms depending on the 
program of study.  

• Our programs use the class hours from 9 am to 10pm, Monday through Friday and 
Saturday for Lab/Clinicals.  

• The weather will play a major role in actual class schedule.   

• Classes canceled due to weather are made up at the end of the program.  
 
FINANCIAL AID/FINANCING 
 
Presently, the school does not provide financial aid.  
 
TUITION 
 
Tuition for each program is listed on the program’s section in this catalog. The tuition can be 
paid by cash, personal check, cashiers, check, money order, or credit card. For personal check, 
student will not be allowed into program until check is cleared. 
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RE-ENROLLMENT 
 
A student who withdraws from the program due to an emergency may re-enroll at no 
additional cost to complete the program at a future date. Re-enrollment requires approval from 
the School Administrator. 
 
 
 
ANTI-HARASSMENT 
 
Students have the right to enjoy their learning experience in an environment free from 
harassment. If students feel they are being harassed by other students, this matter should be 
brought to the attention of their instructor or the School Administrator. If students feel they are 
being harassed by their instructor, this should be reported to the School Administrator. 
Students found to be engaging in the harassment of other students or school faculty will be 
expelled. 
 
ANTI-DISCRIMINATION 
 
The school will not discriminate against students based on their nationality, age, race, color, 
creed, familial status, disabilities, gender, or sexual orientation. 
 
ANTI-VIOLENCE 
 

• Students have the right to enjoy their learning experience in an environment free from 
violence or the threat of violence.   

• The school does not permit weapons in the classroom including knives and firearms. 

• Students with firearm permits are not permitted to carry their firearms while in the 
classroom. 

• Students found to be carrying weapons in the classroom or students making verbal 
threats against other students or faculty will be expelled. 

 
STUDENT CODE OF CONDUCT 
 
City College of Education, Inc is committed to creating a safe environment that promotes 
learning as well as teaching. It is necessary that each student behaves in a safe, ethical, 
respectful, and professional manner. Unsafe or unprofessional behavior will result in 
disciplinary action. Initially the student will receive a verbal warning either from the instructor 
or program director. Further incidents will result in a written warning and the instructor or 
program director will meet individually with the student to create a corrective action plan. If 
the problem continues, the student’s enrollment in the course may be terminated and pro-
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rated tuition refunded according to the cancellation and refund policy. City College of 
Education, Inc, reserves the right to implement reasonable corrective action which may deviate 
from the general description above as necessary depending upon the severity of the situation. 
  
Examples of unsafe or unprofessional behaviors include, but are not limited to:  

1. Excessive tardiness/absenteeism.  

2. Inappropriate attire, see Dress Code Policy.  

3. Failure to follow written and verbal instructions  

4. Threatening, aggressive, or hostile behavior directed at fellow students or the instructor.  

5.  Behavior that interferes or disrupts teaching and learning.  

6. Academic dishonesty such as cheating, fabrication, tampering or plagiarism  

7. Attending class under the influence of any drug or substance that impairs judgment or 
may interfere with safe performance of venipuncture procedures. Attending class under 
the influence of any alcohol or illegal drug. 

8. Performing venipuncture procedures without appropriate supervision.  

9. Disregard for Universal Precautions, Standard Precautions, or proper handling of sharps.  

 

Additionally, students are expected to receive feedback from instructors in a professional 
manner. If a student has concerns over the feedback received in class, the student is to address 
the problem according to the process for student complaints 

 

STUDENT BEHAVIOR 
 
Students are expected to act appropriately while in the classroom. Appropriate behavior means 
using social manners, showing respect for instructors and other students, demonstrating 
respect for school property, and remaining quiet while in the classroom. Student acting in a 
manner deemed inappropriate by the school may be expelled. Inappropriate behavior includes 
but is not limited to violating any policy contained in this catalog, harassment/annoyance of 
other students or faculty, destruction of school property, not remaining quiet during class, 
engaging in criminal activity while on the school premises, or cheating on exams. 
 
DRESS CODE POLICY:  
 
Students are expected to maintain a well-groomed, neat appearance. All clothing must be neat 
and clean, and students are expected to refrain from wearing perfume or cologne to class. 
Fingernails must be kept short and clean as we adhere to strict infection control policies. 
Required attire includes healthcare uniforms (scrubs) free of company logos. Close-toed shoes 
are required due to the potential for exposure to biohazardous material. Hair (including facial 
hair) should be neat and clean with long hair tied back during laboratory hours. 
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STUDENT GRIEVANCE PROCEDRE 
 

• The instructor will work directly with the student to resolve any issues, concerns or 
behavioral issues at the time of occurrence or at the end of the class.  

• If the instructor is unable to resolve the issue with the student, the issue will be 
forwarded to the School Administration.  

• Student may dispute and appeal a final determination in writing within five (5) business 
days which will be reviewed by the School’s Board of Directors.  

• Student will be notified in writing of the decision by the Board of Directors following the 
next board meeting after the appeal has been written.  

 
SAFETY & SECURITY 
 

• Students should park their cars as close to the classroom building as possible. 

• Students should walk out to their cars in groups. 

• Female students should never walk to their cars alone. 

• If students see suspicious activity, they should alert faculty immediately. 

• The Police Department can be summoned by calling “911”. 
 
FIRE & SECURITY 
 

• If smoke or fire is detected, alert faculty immediately. 

• Do not try to extinguish a fire; exit the building immediately. 

• Call the Fire Department, dial “911”. 
 
TRANSCRIPT CHARGES 
 
All transcript requests should be directed to the school Administrator. Students will be 
responsible for transcript fee and shipping cost.  

 
JOB PLACEMENT ASSISTANCE 
 
Students will be alerted via email as to what employment opportunities exist within a 60-mile 
radius of the school upon completion of the program. While the school will work diligently to 
assist students in finding employment, we cannot guarantee employment or specify future 
monetary income amounts.                                                                                                                                                                      
Complaints against the school may be registered with the State Board of Education at the 
following addresses:   
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Illinois Board of Higher Education 
1North Old State Capitol Plaza, Suite 333 

Springfield, IL 62701 
Phone: (217) 782 2551 

Fax: (217) 782 8548 
www.ibhe.org 

https://complaints.ibhe.org 

 

BASIC NURSE ASSISTANT TRAINING PROGRAM 

Program Title - Basic Nurse Assistant Training Program 

Program Length - 126 hours (Weekdays or Weekend for six weeks.) 

Classroom lectures: 86 hours and Clinical 40 hours, total of 120 hours 

Registration fee $100 non-refundable 

Tuition and fees $1099 

Total Program Cost $1199 

 

PROGRAM DESCRIPTION 

The Basic Nursing Assistant program educates students in both theory and practical 
experiences which will prepare them for employment in the professional healthcare field. 
Students will receive a thorough education which includes basic human anatomy, physiology, a 
review of common disorders of the different body system and providing activities of daily living 
care amongst others.   

PROGRAM OVERVIEW 

The Basic Nurse Assistant program provides classroom laboratory instruction and supervised 
practice in nursing homes and hospitals. The program is approved by the Illinois Department of 
Public Health Office of Quality Assurance. After successfully completing this program, students 

http://www.ibhe.org/
https://complaints.ibhe.org/


CITY COLLEGE OF EDUCATION SCHOOL CATALOG UPDATED NOVEMBER 2025 

 

 

15 

 

will be eligible to complete the written and skills exams to be placed on the Illinois Nurse Aide 
Registry.  

PROGRAM GOALS 

• Education using theory and practical experiences in all areas of basic nursing care that 
will enable students to obtain gainful employment as Certified Nurse Assistants. 

•  Development of patient service, communication, employer, and co-worker 
communication skills. 

• Instill knowledge of entry-level skills required of an employee in the health field. 

• Preparation of students to pass the school’s final written and the state competency and 
performance exam.  

PROGRAM OUTCOMES 

Employers will expect a Nursing Assistant graduate, to be able to: 

• Communicate effectively with residents, families, and the healthcare team. 

• Perform safe and effective basic nursing skills. 

• Provide personal care for residents. 

• Promote fullest possible level of resident functioning. 

• Promote resident’s rights. 

• Meet the basic needs of resident with dementia. 

METHODOLOGY AND CALENDAR 

 The Basic Nurse Assistant Program is a 126-hour program wherein the student will attend 86 
hours of classroom theory lectures in a 6-8 weeks period and 40 hours of clinical for five weeks 
at an approved hospital or Nursing Home, or health care facility.  

• Teaching is done by a Registered Nurse who has gone through the Train-The-Trainee 
certification program at a college which offers the program for teaching eligibility. 

• The nurse assistant will learn to administer all basic nursing care including bed making, 
bed baths, vital sign measurement, transporting, moving, and transferring of patients, 
rehabilitation nursing, care of the patient in isolation, and care of the terminally ill.   

• The program is designed to provide trainees with the knowledge and skills needed to 
care for patients in hospitals, nursing homes or private homes. 

• A total of 126 hours is needed for students to graduate as a Nurse Assistants.   

• After completion of this program, the student will graduate with a good knowledge in 
patient care as a Nurse Assistant as allowed by the Illinois Department of Public Health. 
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• After successfully passing the state exam, he or she will be certified by the Illinois 
Department of Public health as a Certified Nurse Assistant. 

•  
STUDENT PROFILE 

 

• Nursing Assistant students should be able to: 

• Be flexible, empathetic, and nonjudgmental. 

• Be emotionally stable. 

• Adjust to diverse personalities and backgrounds. 

• Display a caring attitude toward ill patients. 

• Ability to work under stress. 

•  Be compassionate, flexible, and personable. 
 

TEXTBOOK 

Textbook and Workbook for Nursing Assisting: A Foundation in Care Giving 6th.Edition.  

COURSE DATES & SCHEDULE 

• A new basic nurse assistant course starts every six weeks on a Monday (this is subject to 
change). 

• Day classes, Monday through Thursday from 9:00 am-2:00 pm; 

• Evening classes, Monday through Thursday, from 5:00 pm-10.00 pm. 

• Clinical skills are taught every Friday/Saturday for 5 weeks, from 7:00 am to 3:30 pm 

• One hour is defined as 50 minutes of class time and 10 minutes of break time. 
 

FINAL EXAM 

Students will be required to complete a performance evaluation exam at the end of the 
program. The exam will be comprised of both a written test and a performance test. Students 
will need to score 75% on each of the two tests separately. Successful graduates have certain 
characteristics and skills that help them succeed in the healthcare field. As you prepare for your 
career, you should strive to reach a comfort level in the following courses or skills:   
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PROGRAM SYLLABUS 

WEEK ONE: Chapter 1,2,3,4, 5, 6, & 13 

1. THE NURSING ASSISTANT IN LONG-TERM CARE 
2. ETHICAL AND LEGAL 
3. COMMUNICATION SKILLS 
4. COMMUNICATION CHALLENGES 
5. DIVERSITY AND HUMAN NEEDS 
6. VITAL SIGNS 
7. INFECTION CONTROL 
8. QUIZ ONE 

 

WEEK TWO:   Chapter 7, 8,9,10, 11, & 12 

1. SAFETY AND BODY MECHANICS 
2. EMERGENCY CARE, FIRST AID, AND DISASTER 
3. ADMISSION, TRANSFER, DISCHARGE, AND PHYSICAL EXAMS, 
4. BEDMAKING AND UNIT CARE 
5. POSITIONING, MOVING, AND LIFTING 
6. PERSONAL CARE 
7. TEST ONE 

 
WEEK THREE: Chapter 14,15,16,17, 18, & 19 

1. NUTRITION AND FLUID BALANCE 
2. THE GASTROINTESTINAL SYSTEM 
3. THE URINARY SYSTEM 
4. THE REPRODUCTIVE SYSTEM 
5. THE INTEGUMENTARY SYSTEM 
6. THE CIRCULATORY AND CARDIOVASCULAR SYSTEM 
7. QUIZ TWO 

WEEK FOUR: Chapter 20,21, 25, 23, &24 

1. THE RESPIRATORY SYSTEM 
2. THE MUSCULOSKELETAL SYSTEM 
3. REHABILITATION AND RESTORATIVE CARE 
4. THE ENDOCRINE SYSTEM 
5. THE IMMUNE SYSTEM AND THE LYMPHATIC SYSTEM AND CANCER 
6. TEST TWO 
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WEEK FIVE: Chapter 22, 26, 27, & 28 

1. THE NERVOUS SYSTEM 
2. SUBACUTE CARE 
3. END OF LIFE CARE 
4. YOUR NEW POSITION  
5. REVIEW FOR FINAL EXAM 
6. FINAL EXAM 

 

Student will have a total of 40 hours of clinical rotation during the training. Student will be able 
to demonstrate the following skills at the end of the program:  

1. Hand washing, Using Protective Clothing & Handling a Plastic Trash Bag  

2. First Aid for Choking (Airway Obstruction*),  

3. Controlling Bleeding, Burns, Falls/Seizure and Unconscious, Sudden Illness or Injury  

4. Using an Electronic Thermometer  

5. Taking and Recording a Person’s Auxiliary Temperature  

6. Taking a Person’s Rectal Temperature  

7. Taking and Recording a Person’s Oral Temperature  

8. Reading, Cleaning and Handling Thermometer  

9. Counting and Recording a Person’s Pulse  

10. Counting and Recording a Person’s Respirations  

11. Taking and Recording a Person’s Blood Pressure  

12. Moving a Person Around in Bed  

13. Positioning a Person in a Supine Position  

14. Positioning a Person in a Fowler’s Position  

15. Positioning a Person in a Modified Side-Lying Position  

16. Positioning a person in a Prone Position (LECTURE)  

17. Transferring a Person from the Bed to the Chair  
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18. Repositioning a Person in a Chair (Two Nurse Aides)  

19. Using a Mechanical Lift to Transfer a Person from the Bed to a Chair (Two Nurse Aides) 

20. Turning a Person Using a Log-Rolling Technique 

21. Making an Unoccupied Bed  

22. Making an Occupied Bed  

23. Brushing & Flossing a Person’s Teeth  

24. Providing Denture Care  

25. Providing Mouth Care for an Unconscious Person  

26. Shampooing, Brushing & Combing a Person’s Hair 

27. Helping a Man Shave with an Electric Razor and/or Safety  

28. Cleaning & Trimming a Person’s Fingernails  

29. Providing Foot Care & Cleaning a Person’s Toenails  

30. Helping a Person Undress 31. Helping a Person Dress 

31. Helping a Person Dress 

32. Helping a Person with Bathing in a Tub, Shower, Bed Bath, Skin Care Inspection  

33. Measuring a Person’s Height and Weight  

34. Helping a Person Eat  

35. Measuring & Recording Intake & Output  

36. Maintaining Gastric Suctioning   

37. Helping a Person Use the Bathroom Toilet  

38. Helping a Person Use a Portable Commode  

39. Helping a Person Use a Bedpan or Urinal  

40. Providing Perineal Care for a Person (male/female) with or without a Urinary Catheter  

41. Cleaning Around Tubes and Catheters  

42. Changing an Ostomy Appliance   
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43. Emptying a Urinary Drainage Bag 

44. Applying an External Urinary Catheter to a Male – simulate in clinical if facility does not use 
this item  

45. Collecting Urine Specimens  

46. Collecting Stool Specimens  

47. Helping a Person Walk or use a Walker/Cane/Wheelchair  

48. Helping a Person with Passive ROM Exercises 

49. Collecting Sputum Specimens   

50. Postmortem Care  
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ADVANCED NURSING ASSISTANT TRAINING PROGRAM(ANATP) 

 

Program Title – The Advanced Nursing Assistant Training Program 

Program Length - 126 clock hours (Monday, Tuesday, Wednesday, and Thursday for Eight 
weeks.) 

 

Registration fee $100 non-refundable 

Tuition and fees $1400 

Total Program Cost $1500 

 

PROGRAM DESCRIPTION 

The Advanced Nursing Assistant Training Program educates students in both theory and 
practical experiences which will prepare them for employment in the professional healthcare 
field. Students will receive a thorough education which includes basic human anatomy, patient 
care, etc.  The program is aimed at ensuring students develop characteristics needed to 
succeed in the healthcare profession. 

The program provides classroom, laboratory instruction, and supervised practice in nursing 
homes and hospitals. The program is approved by the Illinois Department of Public Health 
Office of Quality Assurance.  

PROGRAM GOAL 

• Education using theory and practical experiences in all areas of basic nursing care that 
will enable students to obtain gainful employment as Advanced Nurse Aide. 

•  Development of patient service, communication, employer, and co-worker 
communication skills. 

• Instill knowledge of entry-level skills required of an employee in the health field. 

• Preparation of students to pass the school’s final written and the state competency and 
performance exam. 
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TEXTBOOK 

Textbook and Workbook for Home Health Training: A Foundation in Care giving  6th.Edition .  

 

COURSE DATE & SCHEDULE 

 A new advanced nursing assistant training program starts every six to seven weeks on a 
Monday. Day classes, Monday through Wednesday and/or Thursday through Saturday and/or 
weekends only. Day classes from9:00 amam-1:30 pm; and/or Evening classes, Monday through 
Thursday from 5:00 pm-9:30 pm. Clinical skills are taught every Saturday and some weekdays 
from 7 am to 3:30 pm 

One hour is defined as 50 minutes of class time and 10 minutes of break.  

FINAL EXAM 

Students will be required to complete a performance evaluation exam at the end of the 
program. The exam will be comprised of both a written test and a performance test. Students 
will need to score 75% on each of the two tests plus final to pass or 75% on average.  Student 
are allowed one makeup test. 

METHODOLOGY & CALENDAR 

• The Advanced Nursing Assistant Training Program is a 126 hours program wherein the 
student will attend 86 hours of classroom theory lectures and 40 hours of clinical 
performance skills at an approved hospital or Nursing Home, or health care facility.     

• Teaching is done by a Registered Nurse who has gone through the Train-The-Trainee 
certification program at a college which offers the program for teaching eligibility.  

• After completion of this program, the advanced Nursing Assistant student will graduate 
with a good knowledge in patient care as a Advanced Nurse Assistant as allowed by the 
Illinois Department of Public Health.  

• The program is designed to provide trainees with the knowledge and skills needed to care 
for patients in hospitals, nursing homes or private homes. 

• The advanced nurse assistant will learn to administer basic nursing care including bed 
making, bed baths, vital sign measurement, transporting, moving and transferring of 
patients, rehabilitation nursing, care of the patient in isolation, and care of the terminally  
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PROGRAM MODULES 

Module I: Introduction to the CNA II Role 

Module II: Rules and Regulations 

Module III:  Facility Policies and Procedures 

Module IV: Compliance Issues 

Module V: Person-Directed Care 

Module VI: Professional Relationships 

Module VII: Organization and Documentation 

Module VIII: Motivation and Team Building 

Module IX: Conflict Resolution 

Module X: Critical Thinking 

Module XI: Mentoring 

Module XII: Common Health Concerns (Neurological) 

Module XIV: Cardiovascular System 

Module XV: Respiratory System 

Module XVI: Gastrointestinal System 

Module XVII: Urinary System 

Module XVIII: Musculoskeletal System 

Module XIX: Integumentary System 

Module XX: Cancer 

Module XXI: Infections 

Module XXII: Pain 

Module XXIII: Diabetes 
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PHLEBOTOMY TECHNICIAN TRAINING PROGRAM 
 

Program Title – Phlebotomy Technician Training Program 

Program Length - 300 hours (Weekdays or Weekend for six weeks.) 

Lectures/Lab hold weeks 1 to 4 and clinical components week 5 to 8.  

COURSE DATES & SCHEDULE 
 
A new Phlebotomy Technician course starts the first Monday after every nine weeks. 
Morning: Monday, Tuesday, and Wednesday (9:00 am to1:30 pm) 
Evening: Monday, Tuesday, and Wednesday (5:00 pm to 9:30 pm) 
One clock hour is defined as 50 minutes of class time and 10 minutes of break time. 
 

Registration fee $100 non-refundable 

Tuition and fees $1400 

Textbooks, workbook, notes included 

Supplies  included 

Physical with TB test, Laboratory Fees 
Background check, CPR 

included 

Total Program Cost $1500 

 
 

PROGRAM PHILOSOPHY 
 
The philosophy of the program is to provide education and training for students to have a 
thorough understanding of the various roles and duties of a phlebotomist. A phlebotomist is a 
member of the healthcare delivery team whose primary responsibility is collecting blood 
specimens from patients to be used for clinical laboratory analysis which provides physicians 
with vital information used in making diagnoses, following progress, and treating patients. It is 
because of this integral part that the laboratory plays in the total healthcare delivery system 
that a continuous need for qualified laboratory personnel exists. 
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PROGRAM DESCRIPTION 
 
This program is designed to provide basic knowledge and skills necessary to perform 
venipuncture (phlebotomy) in a clinical setting. In addition, this course will prepare students to 
obtain phlebotomy certification from the National Health Career Association (NHA). Students 
receive instruction in patient care and professionalism, basic anatomy and physiology, medical 
law and ethical issues, safety and infection control, HIV/AIDS, HIPAA, blood collection 
equipment, and venipuncture procedures. Venipuncture procedures are performed in 
accordance with current standards under the guidance of instructors using fellow students. All 
students must be willing to participate as providers and receivers of phlebotomy. 
 
PROGRAM OBJECTIVES 
 
Upon successful completion of this program, students will be able to:  
1. Identify the role and function of a phlebotomist in the health care team. (Patient care and 
Professionalism) 

2. Demonstrate knowledge of safety and infection control.  

3. Understand and follow OSHA Universal Precautions and Standard Precautions.  

4. Demonstrate basic understanding of anatomy and physiology as they relate to general 
pathologic conditions.  

5. Demonstrate understanding of the importance of patient identification in specimen 
collection.  

6. Determine appropriate venipuncture and capillary puncture sites.  

7. Identify and select appropriate collection equipment and additive collection tubes used in 
venipuncture.  

8. Perform venipuncture using the evacuated tube method, winged infusion and syringe 
method.  

9. Identify and select appropriate capillary puncture equipment.  

10. Perform adult/infant capillary punctures. 
11. Urinalysis and centrifuging 
12. Blood Pressures 
13. Understand and follow HIPAA (privacy laws)  
 
LENGTH OF PROGRAM 
 
The Phlebotomy Technician program consists of a total of 300 clock hours which include 
lectures, laboratory experience, and clinical rotation.  
Externship/Clinical is a part of the course and the student will be required to attend at least 100 
hours. Students must complete 100 successful venipunctures and may need to attend more 
than the required clinical hours to complete this if necessary. 
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CERTIFICATION FROM THE SCHOOL AND NHA 
 

• Upon successful completion of this program the student will receive a certificate of 
completion from City College of Education, Inc.  

• City College of Education, Inc partner company; American Social Services of Uptown, Inc, 
is approved by the National Health career Association (NHA) as a testing site for 
graduate Phlebotomy student and student may choose to take the NHA certification 
exam upon successfully completing this course at this site.  

• Students will be given information regarding registering for the NHA certification exam 
during class. The cost of the exam is $105.00, and the exam will be administered and 
proctored via computer.  

 

SAFETY NOTICE AND STATEMENT OF PHYSICAL RISK 

 

• The clinical portion of this program introduces students to the safe use of venipuncture 
equipment, including needles and lancets.  

• There is an inherent safety risk when using these devices and as such, students will be 
held to strict guidelines about sharps handling and disposal.  

• Disregard for safe practices will result in disciplinary action. Typically, a verbal warning is 
issued, followed by a written warning and corrective action plan is introduced if needed. 
Depending on the situation, the student may be expelled from the course with pro-
rated tuition refunded according to the refund policy.  

• Physical risks of participating in the class include discomfort from venipuncture and 
capillary puncture possible as well as exposure to potentially infectious materials.  

• Students may be exposed to potentially infectious materials and therefore Standard 
Precautions and Universal Precautions must be always followed to ensure safety of all 
students.  

• Strict observance of these precautions is mandatory. Failure to comply may result in 
expulsion from this course. 

•  If exposure does occur, students and staff are expected to follow the procedures for 
exposure as described in the safety manual.  

 
STANDARD PRECAUTIONS AND UNIVERSAL PRECAUTIONS 
 
The CDC recommends the use of Standard precautions to prevent transmission of 
microorganisms from known and unknown sources in the healthcare setting. Blood and most 
body fluids and secretions are considered potentially infectious regardless of the known status 



CITY COLLEGE OF EDUCATION SCHOOL CATALOG UPDATED NOVEMBER 2025 

 

 

27 

 

of the source patient. For the purposes of this course, Standard Precautions will be applied 
when performing all phlebotomy procedures and will include the use of hand washing, hand 
sanitization and appropriate personal protective equipment such as gloves, gowns, and masks.  
OSHA Blood borne Pathogens Standard uses Universal Precautions as an approach to minimize 
the risk of transmission of the blood borne pathogens HIV/AIDS, Hepatitis B and Hepatitis C. 
Universal Precautions requires that all blood and body fluids be treated as potentially 
infectious. For the purposes of this course, Universal Precautions will be applied using, hand 
sanitization, hand washing when hands are visibly soiled with blood, personal protective 
equipment such as gloves, gowns and masks, work practice controls such as surface disinfection 
and engineering controls such as safety devices on equipment and proper disposal of regulated 
biohazardous waste in sharps containers 

INTERPERSONAL 
 
Students will demonstrate an understanding of the profession of Phlebotomy thorough ethical 
behavior when dealing with patients and other members of the health care team, including 
maintaining a professional appearance to relieve patient anxiety and maintaining patient 
confidentiality. 
 
INFORMATION 
 
Students will record quality control results for basic CLIA waived laboratory tests performed 
and point out unexpected results to a supervisor. 
 
SYSTEMS 
 
Students will use problem-solving skills to troubleshoot basic equipment issues or procedures 
that do not fall within standards, take corrective actions, or inform an appropriate supervisor. 
 
TECHNOLOGY 
 
Students will perform vein and capillary puncture procedures using a variety of methods and 
equipment including Vacationer system, micro collection devices, Winged Infusion Set, and 
syringe and needle. 
 
REQUIRED TEXTBOOK AND MATERIAL 
 

• Phlebotomy Essentials Textbook 5th Edition.  By Ruth E. McCall and Cathie M. Tankersley 

• Phlebotomy Lecture/Laboratory Guide     

• Scrubs 

• 3-inch binder with dividers (recommend 7 tabs) 
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• Sharpie permanent marker - fine point, black or blue 

• Medical Dictionary 

• Interpretation of Laboratory Testing 
 
 
EXAMS AND FINAL EXAM 
Students will be required to complete a performance evaluation exam at the end of the 
program. The exam will be comprised of both a written test and a performance test. Students 
will need to score a 75% on each of the two tests separately 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


