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Corporate Overview

Part One

Mission Statement
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S
outhEast Technical Solutions, Inc. - a woman owned technology training school- has developed a turnkey approach to information solutions. A private corporation located in Mobile, Alabama, SouthEast Technical Solutions, Inc. was founded by Pamela R. Hassell and John L. Hassell in 2000. Pamela R. Hassell is the company president and John L. Hassell is the secretary-treasurer.

In addition to private school licensure, SouthEast Technical Solutions, Inc. is approved to offer training as a Microsoft Certified Partner for Learning Solutions.  As a Certified Partner for Learning Solutions, our computer training is workforce oriented.  Offering an up-to-date curriculum, content ranges from office applications up to customized software development.  SouthEast Technical Solutions, Inc. is also approved to operate as an Authorized ITCAP Center, (AIC). Practically speaking, you may be able to earn college credits from a regionally accredited degree based program.  (Please call us to discuss how you may be able to use your tuition benefit plan).  Other services we routinely provide include web-site design and hosting, consulting and room rental.

The mission and purpose of SouthEast Technical Solutions, Inc., is to foster an awareness of and an acceptance for the development of a geographical “technology corridor.” By creating a pool of highly skilled workers, we believe that businesses would be likely to relocate to this area, which, in turn would develop new employment opportunities for area residents.  Focusing on the delivery of training and related services to the incumbent worker, the displaced worker and other interested parties, we strive to serve the needs of the individual, as well as create support for business solutions.   By advancing both academic and corporate technology-training initiatives, we have effectively bridged the gap between the needs of the public and private sector.  

Essential to our long-term growth is the creation and implementation of a comprehensive computer literacy education plan.  SouthEast Technical Solutions, Inc. will endeavor to support those who are interested in computer training with student enrollment drawing from the novice end-user to the highest level of information systems professional.  Our training will be provided in a systematic fashion to the following audiences, to name but a few:

· PC End-users 

· Hardware Technicians

· Network Administrators 

· Network Engineers 

· Software Programmers

· Database Administrators

· Software Analysts 

· Webmasters/ Internet Specialists

· Helpdesk Personnel

· In-House Trainers 

The organizational values for our technology education program of studies include, but are not limited to these fundamental beliefs:

 

1. That basic computer literacy skills are fundamental competencies for current and future generations, 

2. That the private and the public sector can successfully collaborate to create a pool of skilled workers as we wrestle with the throes of an economies transitioning from the Age of Machines to the Age of Information,

3. That computer learning outcomes will allow for multi-generational learning so that life-long learning will be accommodated, 

4. That computer skills and computer training will become MORE accessible by removing traditional obstacles to training--providing for those who might need to overcome barriers of time and distance through web-based training. 

History

The history of SouthEast Technical Solutions, Inc., is significant in the larger picture of business development in the Alabama, Mississippi, and Florida Gulf Coastal panhandle.  Created to serve the informational and educational needs of the personal computer end-user as well as the information systems professional, SouthEast Technical Solutions, Inc.  officially opened its doors August 18, 2000. Since that time, our center has essentially implemented its mission with few, but favorable changes in delivery, as we mirror the changing demands placed upon information workers in a modern and increasingly technologically oriented society.

Significant milestones in our history are noted: 

August 2000

SouthEast Technical Solutions, Inc. begins operation

September 2000
SouthEast Technical Solutions, Inc. achieves recognition as a Microsoft Certified Partner.

January 2001

VUE Testing Center service, added

March 2001
SouthEast Technical Solutions, Inc. becomes an approved training provider for Mobile Works, (WIA CAREER CENTER).

July 2001
MOS Testing Center service, added

February 2002
CompTIA status, attained

March 2002 
Distance Learning– WBT, added as a new client service.

January 2003

Private School -State of Alabama, licensed

March 2003

Authorized ITCAP Center, AIC, approval & Mobile Society for Human Resource Management, membership

April 2003

Microsoft Certified Technical Education Center, CTEC, approval

May 2003

Mississippi Gulf Coast Technology Council, membership

June 2003
Membership Mobile Area Training Education Symposium (MATES)

April 2004

HRCI, Human Resource Certification Institute Approved Provider

Principles and Objectives
The target audience, with the appropriate financial support of the funding agency or party, as well as other monies accrued through local, state and federal allocations is hereby welcomed to our center as we offer computer-related training to all program participants who want, need, and can benefit from computer instruction.  

Our application and technical course offerings focus on the preparation of individuals for entry, adjustment and advancement in the modern business environment.  Expected outcomes anticipate enhanced participant/employee productivity.  Certifications may be pursued.  Curriculums align with objectives for career changers and those who wish to advance in their respective fields.

Provision is made for assisting student program participants with enterprise technology implementation through sequenced instructor-led training opportunities.  Alliance networking provides opportunities for changing and best business practices, emerging technologies and knowledge of standard office computer basics, as well as periodic analysis of regional and national trends.

Prerequisites and benchmarking tests, prior experience and interest measures help to provide initial student placement. In addition to orientation, each class poses as its ideal two standards.  The first will be a certification of attendance.  Attendance minimums are adhered to.  Certificates of course completion are provided. The second measure poses standards that will nationally norm student achievement with respect to benchmarking delineations rigorously maintained by mainstream technology vendors.   Complimenting our approach is our authorization to offer testing services through VUE. We are also an Authorized ITCAP Center, (AIC):  http://www.itcap.com/    As such, we can offer a course completion examination.

Our training is conducted in such a manner as to support the requisite workplace place learning’s that are increasingly mandated by a modern business environment. Classroom instruction is oriented toward applying instructional theory to best practices. Provision is made for the routine incorporation of actual or simulated technology experiences into the curricular content. 

Coursework includes an integrated series of manuals/resource kits aligned with curriculum content to provide core information and competency instruction.  

Part Two

Components of Our Instructional Program:
Instructional profiles follow.

David Owens, General Manager; Certifications: A+ Certified, Network+ Certified, iNet+ Certified, Security+ Certified Internet Web Associate, Certified Novell Engineer, Microsoft Certified Professional, Microsoft Certified Desktop Support Technician, Microsoft Certified Systems Administrator 2000 & 2003, Microsoft Certified Systems Engineer 4.0, 2000 & 2003, Microsoft Certified Trainer, Certified Cisco Network Associate

Jeff Ratchford, Instructor; Certifications: Microsoft Certified Professional, Microsoft Certified Systems Administrator+, Microsoft Certified Systems Engineer + Security & Messaging, Microsoft Certified Trainer
Dennis Mosley, Instructor; Certifications: A+ Certified, Network + Certified, Microsoft Certified Professional, Microsoft Certified Systems Administrator, Microsoft Certified Systems Engineer 2000 & 2003, Microsoft Certified Trainer, Certified Novell Engineer  
Tommy Dunckley, Instructor; Certifications: Master Certified Microsoft Office Specialist, A+ Certified, 

John Hassell, Instructor; Certifications: Master Certified Microsoft Office Specialist, A+ Certified, Microsoft Certified Professional, Microsoft Certified Solution Developer, Microsoft Certified Application Developer. NET, and Microsoft Certified Database Administrator 7.0 and 2000.

Instructional Standards for SouthEast Technical Solutions, Inc.

Instructors:

1. Will evince the beliefs or values that instruction in technology education is critical to effective participation in a globally competitive, technologically oriented economy. 

2. Will demonstrate a comprehensive perspective regarding the field of technology education and a respect for the interrelation of the component skill sets. Emphasis is placed on sequential instruction.

3. Will have intensive “real-time” experience with technology solutions and have had a successful occupational experience in the business community leading them to their present position. Provision for contracted consultation maintains instructional proficiencies.

4. Will be trained and experienced in the delivery of instruction to accommodate the career oriented adult learner.  Instructional sessions will create an atmosphere that encourages a sense of curiosity, supports an environment of healthy questioning and strives toward high expectations, thus enabling students to experience participatory success.

5. Will present instructional content in such a way as to model the use of theory, practice with exercises and provide opportunity for feedback. In this manner, abstract theory is adapted to real world practices.

6. Will have expertise with the delivery of instruction in an ‘immersion” format as well as with an extended delivery style of instruction to accommodate workforce demands for flexible scheduling.

7. Will work cooperatively with other departments in planning and coordinating instruction to maximize student performance.

8. Will regularly participate in, coordinating with professional staff, decisions related to the selection and adoption of new materials.

9. Will adapt coursework to adjust for student interests and aptitudes while adhering to nationally recognized vendor approved curriculum standards.

10. Will maintain currency with vendor-authorized courseware/curriculums.

11. Will research and evaluate best practices with respect to emerging technologies and classroom instruction. 

12. Will engage in continuous formal professional development, which is integral and even critical to the corporate mission.  

· Formal professional development will allow for observation of other lead teachers as they deliver specific curriculum content at our facility or at other centers of instruction.  

· Informal professional development will focus on acquisition of new hardware, and accompanying self-study of beta software.   Vendor benchmarking data is regularly employed to focus on instructional strengths and to augment areas to be continuously developed.  Further, instructors are provided with the opportunity to explain their ideas and demonstrate their practices to one another.  Discussion is encouraged as research is practiced, interpreted and implemented.  Periodic user groups meetings  at our center enhance professional development opportunities.

Student provided teacher assessments are used, in part, for determining teacher and program effectiveness.  Post-class assessments are systematically maintained. Additionally, periodic program evaluations are used to implement program and curricular modifications as needed. Longitudinal studies provide evidentiary support of program outcomes.

 Facilities:

The central location of SouthEast Technical Solutions, Inc. contributes to our mission of implementing a training initiative that will create a highly skilled and computer literate work force residing in the Gulf Coastal area.  In additional to our excellent geographical location and proximity to Interstate-65, our physical facility is conveniently located to Mobile Metro Transit Authority routes.

Our approximately 8,100 square feet of physical environment is aesthetically as well as functionally pleasing.  Temperature, ventilation, acoustics, illumination, and sanitation meet program demands. The grounds are suitably landscaped and maintained. Our site has free parking space designated parking with a ramp access for the handicapped. Additional facility information may be provided.  

Seven (7) classrooms are designated for instruction.  One classroom can provide a conferencing, seminar, or multiple use area of study. Further, SouthEast Technical Solutions, Inc. has been certified and is available for normative testing in a multi-disciplinary area (VUE-see Other Services).  The range of tests that we may certify is thought to be quite impressive.  Gender specific lavatory facilities are available. The entrance to the center opens to a foyer, housing a central registration area where students are required to sign in for their daily instruction/classes. The registration reception area provides room for one or more registrars and contains cabinetry and ample shelving area for printers used for the course completion certificates. The foyer also provides seating and / or a general waiting area. Other storage and student seating areas are located throughout the building including an anteroom for vending machines and a small kitchen. A general conference area may be used to counsel and advise students. Additional office space fulfills our needs for instructor, administrative and sales offices.

Classroom Environment-

Each student will have an individual workstation for class exercises, maximum enrollment of 12 students per class. Individual workstations offer the following:
· Adjustable height keyboard tray

· Adjustable height chairs
General Facilities-

· Reception Area

· Seven Classrooms

· Student break room furnished with vending machines

· Adjustable overhead lighting

· Whiteboards

· High Speed Internet Access (T1)

Classroom-

We have seven classrooms.
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Equipment
SouthEast Technical Solutions, Inc., network utilizes Ethernet with twisted pair cabling.  The network is connected to the Internet via a T1. The backbone is entirely category 5e (gigabit) cabling and 10/100 full duplex switches.  We utilize hubs to connect our classrooms to the network in order to conduct classes in which users can operate within our LAN or isolated LANS as required by the curriculum.  We use projectors with 800 x 600 resolution and 900 Lumens or a thirty-five inch color television to provide a visual aspect to our presentations.
PC Workstations

Technical Workstations

1.5 GHz Processors

2.8 GHz Processors

17” Color Monitor

17” Color Monitor

512 MB RAM


512 MB RAM

48x CD ROM


15x DVD ROM

32 MB Video


64 MB Video

Microsoft 3- Button Mouse
Microsoft 3- Button Mouse

100 Megabit Network

100 Megabit Network
Part Three

Program Strategy for Implementation
SouthEast Technical Solutions, Inc. is proud to support technology-training initiatives for area businesses and individuals. We undertake to deliver training and consultation services relative to standardized vendor software, as well as workplace competencies as outlined.  

Training Approach

Our end user training philosophy and how we apply that philosophy in the classroom:  

SouthEast Technical Solutions, Inc. delivers certified instructor-led sessions utilizing state-of-the-art equipment. Instruction is oriented to the adult learner in seminar size (12 enrollments and under) classes. Students have individual workstations to conduct hands on lab exercises. To elaborate on textbook exercises, instructors introduce "real world" scenarios into the formal curriculum content-to provide relevancy to classroom topics. 
Courses 
· Microsoft Office

· Corel WordPerfect Office

· Lotus Smart Suite

· Adobe

· Symantec

· Novell

· Cisco

· Linux

· Seagate

· Macromedia

· Jasc

· Intuit

Differences / new features classes we typically offer.
Available on request, SouthEast Technical Solutions, Inc. can deliver courses that cover Migrating from Microsoft Office 97 to Office XP addressing new features and functionality for individual applications or accelerated courses that cover the entire suite in one course. Because SouthEast Technical Solutions, Inc. is a Microsoft Certified Technical Education Center, (CTEC), new software that becomes available in a Beta version is automatically shipped to our center. This permits our instructors and staff to acquire competencies with new and advanced software prior to public dissemination. Familiarity with these beta versions allows our center to deliver these classes upon demand, as the vendor software is made available to the public.  
Courseware / Student Handouts
Our courseware vendor description follows:

We use Thompson Courseware Publishing Center as our primary PC Applications and Cisco courseware; Element K Courseware and Savant as our supplemental curriculums. Microsoft technical courses are taught using Microsoft Official Curriculum and Microsoft Press. Technical courseware used for Java, Novell, Unix, XML and other various technical courses are purchased from Element K. Students retain any courseware that is issued to them upon the first day of class and which may contain reference materials, lab books and/or evaluation copies of software.  We also use a preferred vendor for our web-based training.  

If the client deploys customized courseware, SouthEast Technical Solutions, Inc. reserves the right to develop a special proposal to address specific and non-standardized program needs.

Electronic Library

Curriculum materials are housed in the courseware bookroom adjacent to the registrar’s office.  Additional reference materials are available to be loaned to individual students with prior approval from the instructor.  Furthermore, SouthEast Technical Solutions, Inc. recognizes the value of the Internet as the most viable means of support for the newest and most relevant research.  

Southeast Technical Solutions, Inc. recognizes that distributed knowledge (apps on tap) or applications to be distributed over the Internet also has ramifications for vendor publishers.  Just as software vendors are moving to the ASP concept-application service provider, so are we seeing the distribution of books over the Internet.  Clearly the boundaries of publishing have expanded; not only as books and other reading materials become available over the web, but also as the largest national publishing houses acquire the flavor of international publishing! In-house journals are provided for casual reading in the student break room; still, hardcopy journals are giving way to “ezines” or electronic magazines.  In this fashion, interaction with the journalist/publisher expands.

SouthEast Technical solutions, Inc. anticipates that Internet usage and search engines will continue to upgrade the flow of information as new tools and techniques become embedded in the end-user interface.  Perhaps we will see more features delimiting the structure of information retrieval such as a friendlier novice interface or more advanced options that will research content on The Invisible Web.  Finally, the usage of laptops, remote usage and mobile devices will increasingly support research, discussion and information flow.

Training Needs Assessment
Our approach to initial and post-class assessment /placement and post-class support follows.

Course outlines are generally, but not always, available to determine topics being covered in each level of each application.  (Many class outlines are available on our web site.)  Prior to training session attendance, students are specifically advised to have appropriate proficiencies in an operating system such as Windows or NT Workstation. Of special note, long-term sequential training is generally conducted with an informal counseling session held prior to enrollment in order to assist students in pursuit of an advanced course of study. At the conclusion of each course, instructors conduct a combination of verbal and written review on the topics covered in class. Vendor certification examinations are regarded as useful to benchmark student/employee performance. However, if the student desires to attain a vendor certification for a course of study, SouthEast Technical Solutions, Inc. emphasizes that additional examination fees will be incurred.  Fees generally range upward from $75.00-or more per examination. It should be noted that certification exams may be ordered and taken independently of course enrollment.  Certification exams, course completion exams and observation of student performance provide valuable data.  Our center periodically analyzes data relative to student performance to monitor program efficacy. 
Post Training Support
Our refresher policy for students who take regular enrollment classes:

SouthEast Technical Solutions, Inc. allows students to repeat courses from previous enrollment for up to (6) six months from the date of delivery of the original. A repeat class is free of charge, but is subject to availability and as enrollment permits. Students must bring the manual that was originally issued to them to the refresher class. Class dates must be selected from our regularly scheduled open enrollment cluster. (Customized classes are excluded from this offer.) In addition, students are provided with our toll free number and the email address of the course instructor to address any course related questions.  This support may be utilized for up to 60 days at no charge to the student participant.
Self-Paced Training
SouthEast Technical Solutions, Inc. offers Computer Based (CBT) & Web-Based Training, (WBT).  Courses can be delivered via a CD or online through a browser. Access is provided to over 1000 courses that are available on DVD, CD-ROM, videotape, network-based platforms, or the world-wide web to help computer users gain the knowledge and skills they need to compete successfully in today's rapidly changing business environment.

Customized Training
Developing and delivering custom classes information follows. 

SouthEast Technical Solutions, Inc. can customize course content.  Dependent on the vendor curriculum, most application class curriculum covers (6) six modules per training day dependent on the courseware. Manuals may be customized to a certain extent to deliver specific content.  For this service, additional charges will apply.  Additional charges will also apply and as the need arises to offset the need for multiple manuals per person, per course.  This will be based upon prior determinations.  Advance notice will be needed to assist with the reservation of classrooms, instructors, content modification, etc.. 
Special Classes
Our policy and process for accommodating special class requirements follows:

For custom courses requiring special content or non-traditional class hours, SouthEast Technical Solutions, Inc. requires predeterminations of minimum and maximum enrollments and agreement outlining content, duration, etc. SouthEast Technical Solutions, Inc. can accommodate flexible scheduling: day, evening and Saturday sessions. Although we recommend full day training courses, we are able to deliver instruction in (usually) half-day sessions upon request.  
Room Rental

SouthEast Technical Solutions, Inc. welcomes businesses and organizations to utilize our facility to support enterprise education.  Facility usage may encompass rooms configured according to pre-determinations. Call for more details.

Public Enrollment Classes
Customary hours for our public classes and the minimum and maximum class size follow.  

Day & Saturday classes commence at 9 a.m. and conclude at 5 p.m. Evening classes commence at 5:30 p.m. and conclude at 9:00 p.m. Special requests for modification of regularly scheduled class times will be considered.  SouthEast Technical Solutions, Inc. makes every effort to accommodate learner and enterprise needs; however, we must maintain class size minimums in order to operate efficiently.  Maximum class sizes are generally 12 or less unless otherwise noted and special arrangements are made. ***** We reserve the right to substitute instructors, modify class schedules and cancel programs due to low enrollment or for other necessary reasons.
Other Services
Other services that we provide include the following:

We have a VUE & MOS Certification testing center housed within our facility.  Our assessment center is open both to our students and the public. One of the key benefits of utilizing VUE as our testing provider is the mobile functionality of this service.  VUE testing services enable us to offer our technical onsite students the opportunity to test upon course completion at the remote site.

To support our clients who are unable to maintain fulltime IS staff, we can develop a proposal to provide consulting services to assist in software/hardware installation, configuration, troubleshooting, programming and administration. As well as creating websites, we can respond to client requests by creating software packages that align with client specifications and program needs.

 Occasionally, SouthEast Technical Solutions, Inc. offers select training events to bring new technological expertise to this coastal arena, thus affording us the opportunity to deliver special request classes.  Using contract trainers that are carefully selected, we amplify our regularly scheduled course offerings to meet the demands of our public. SouthEast Technical Solutions, Inc. also uses contract trainers to deliver curriculum content to students with special needs. Further, SouthEast Technical Solutions, Inc. may contract our trainers to deliver training to pre-specified training "partners."  As a Microsoft Certified Partner for Learning Solutions, SouthEast Technical Solutions, Inc. hosts regular open-house events.  These events are available to the general informational system professional as well as the novice PC end-user and are offered at no charge.  Due to popular request, we hope to expand these "free" offerings and regard these as valuable networking opportunities.
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Code of Conduct
SouthEast Technical Solutions, Inc. provides instruction oriented to the adult learner. In an adult oriented learning environment, common courtesies and reasonable behaviors are expected. Offensive behavior is outlined below.

Offenses Subject to Disciplinary Action
Students or non-students found in violation of any of the items listed below may be subject to center disciplinary action.  (The list below should not be seen as all-inclusive).

1. Any form of verbal or physical harassment, including but not limited to threatening, attempting, or committing physical harm to any person.

2. Disrupting the peace and good order of the center by other things such as fighting, quarreling, inciting to riot or other disruptive behavior.

3. Destruction or damage or attempted damage to personal or center property, including acts of arson or vandalism.

4. Theft, attempted theft, or possession of stolen personal or center property, including acts of larceny, burglary, breaking and entering, or robbery.

5. Forgery, alteration, unauthorized possession, or misuse of center documents, records, or instruments of identification.

6. Furnishing false information to the center.

7. Knowingly presenting a worthless check or forging a money order in payment to the center or to a member

of  the center community acting in an official capacity,  or failure to make satisfactory arrangement for the   settling of accounts with the center.

8. Any interference with functions or activities of the center and the educational programs by blocking accesses to or from Center facilities.

9. Violation of visitation or closing hour regulations.

10. Failure to comply with the directions of center officials during emergencies, such as building evacuation(s).

11. False reporting of an emergency including, but not limited to, false fire alarms and bomb threats.

12. Possession, use, or distribution of narcotics, hallucinogens, barbiturates, or amphetamines and other controlled substances defined by Arkansas statutes, except as expressly permitted by law. 

13. The display or consumption of alcohol in public areas.  

14. Unauthorized possession, storage, and use of weapons, firearms, knives and fireworks.  

15. Any violation of center rules regarding the operation and/or parking of motor vehicles. 
Attendance Policy: Guidelines
Attendance Policy: the respective vendors mandate attendance guidelines. For technical and applications training classes, students are required to attend eighty percent (80%) of the course delivery.

An instructional day begins at 9:00 am and concludes at 5:00pm. A one-hour break is scheduled for lunch with two fifteen-minute breaks during the course of the day.

Student Records

Each student record will be made available upon request of the student to prospective employers and other duly authorized persons. Routine storage of student records includes systematic duplication of student information. Additionally, the network administrator stores backup tapes (Veritas Backup) offsite.

Academic Units  (www.itcap.com)
Academic credit may be awarded to individuals or companies who opt for this program and as collaborative opportunities become available.  Determination of eligibility for participation in the academic program requires an initial conference to review program guidelines and set forth a projected course of study.  Other pertinent information may be reviewed as well.

Academic units will generally be confined to monitoring of clock hours as follows: 

(i) One quarter hour is defined as 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of clinical/externship;

(ii) One semester hour is defined as 15 clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours of clinical/externship; and

(iii) A balance will be maintained between lecture, laboratory, and clinical/externship experiences appropriate to the specific programs and the needs of the student.

Refund Policy

SouthEast Technical Solutions, Inc. will gladly refund your money, if you are dissatisfied for any reason (pertaining to our class), subject to the following:

· After the first day of technical training, you will be entitled only to a prorated return of your tuition or payment.

· After the first module of PC training, you will be entitled only to a prorated return of your tuition or payment  

· The courseware (PC or technical) will be deducted from the refund.

· The refund request should be received in writing and directed to ATTN: Pam Hassell, President.

· An invoice should accompany the request, if possible.  
Grievance Policy
Student Grievance Procedures
Any student who has a complaint shall:

1. Present the complaint or problem to general management.

2. General management will hold a meeting regarding the complaint presented by the interested student(s).

3. General management will make a written recommendation.

4. The recommendation will then be presented to the President.

5. The President will give written notice of the action regarding the grievance.

Appeals Procedures

Any person or school aggrieved by the actions of the Alabama State Department of Education with respect to exemption, issuance, denial, deferral, probation, suspension, or revocation of a license or permit provided for in Ala. Code §§16-46-3, 16-46-5, and 16-46-6 (1975) and Ala. Admin. Code 290-030-050 may file a petition for review with the Alabama State Board of 419.17 Education. The petition shall be filed with the State Superintendent of Education within thirty (30) calendar days after the person or school has been served a notice of proposed action.

(1) Notice of Action.

(a) A proposed action against a person or school shall be initiated by service of a written notice of the proposed action.

(b) The notice shall contain:

1. a statement of the nature of the action;

2. a statement of the legal authority and Jurisdiction under which the action is made;

3. a reference to the particular sections of statutes and rules involved; and

4. a short and plain statement of the reasons for the proposed action. If the Department is unable to       state the reasons in detail at the time the notice is served, the initial notice may be limited to a statement of the issues involved. Thereafter, upon application by the person or school, hereinafter designated respondent, a more definite statement shall be furnished.

(2) Service of Notice.

(a) The notice may be served in any of the following ways :

1. personal service;

2. regular mail; or

3. certified mail, return receipt requested.

(3) Petition for Review.

(a) An aggrieved person or school may request a hearing to review a proposed action.

The request shall be:

1. made in writing;

2. addressed to the State Superintendent of Education; and

3. received by the State Superintendent of Education within thirty (30) calendar days of the date of receipt of notice of the proposed action.

(b) Failure to request a hearing within the above time frame shall constitute a waiver of the opportunity for a hearing and shall cause the matter to be submitted to the State Superintendent of Education for final action without any action by the State Board of Education.

(c) If a hearing is requested within the above time frame, the State Board of Education authorizes the State Superintendent of Education to appoint a hearing officer to conduct a hearing. 419.18

(4) Conduct of Hearing.

(a) In the conduct of a hearing, a hearing officer shall have the authority to:

1. establish a date, time and place for the hearing;

2. maintain order;

3. make a record of the proceedings;

4. establish reasonable time limits for the conduct of proceedings;

5. rule on the admissibility of evidence;

6. hold a prehearing conference, if necessary, to clarify the matters in dispute; establish the order of presentation; allow for the exchange of exhibits and names of witnesses; establish time limits for the exchange of exhibits and names of witnesses; and

7. enter an order on any other matter which would effectuate the conduct of the hearing.

(b) The hearing shall be open to the public.

(c) A respondent may be represented by counsel at his/her own expense.

(5) Settlement. Informal dispositions may be made of any matter set for hearing by stipulation, agreed settlement, consent order or default or by another method agreed upon by the parties in writing.

(6) Record of Proceedings.

(a) The record of a hearing shall include:

1. the notice of proposed action;

2. the request for a hearing;

3. all evidence received during the hearing;

4. a transcript of the proceedings;

5. a statement of all matters officially noticed;

6. all questions and offers of proof, objections and rulings thereon;

7. the written recommendation of the hearing officer; and

8. the final order of the State Superintendent of Education.

(b) Oral proceedings shall be recorded by a qualified shorthand reporter. Oral proceedings shall be transcribed at the request of any party with the expense of transcription borne by the requesting party. The record of oral proceedings shall be maintained by the State Department of Education for five (5) years from the date of entry of the final order.

(7) Rules of Evidence. The rules of evidence as provided in Ala. Code 541-22-13 (1975)

shall apply to all hearings conducted under these rules.

(8) Final Order.

(a) Upon completion of a hearing, the hearing officer shall prepare and submit to the State Superintendent of Education a proposed order. The proposed order shall include a statement of facts found by the hearing officer, a recitation of the application of the facts found to the applicable statutes and regulations, and a recommendation as to the appropriate disposition of the matter. The proposed order along with the record shall be submitted to the State Superintendent of Education within thirty (30) days after the hearing is concluded. By agreement, the parties may waive or extend the thirty (30) day time period.

(b) Within ten (10) days after receipt of the proposed order, the State Superintendent of Education shall serve by certified mail the same on the parties. By agreement, the parties may waive, or extend the ten (10) day time period.

(c) Within ten (10) days of receipt of the proposed order, each party may file written exceptions and briefs, not to exceed ten (10) typewritten, double-spaced pages and a request for oral argument, which shall be mailed to the State Superintendent of Education. The proposed order shall become the final order of the State Board of Education unless exceptions are filed.

(d) If oral argument is requested, the same shall be scheduled at the discretion of the State Board of Education. The length of oral argument shall be set by the State Board of Education, but shall not exceed ten (10) minutes per party.

(e) The State Board of Education shall issue a final order no later than sixty (60) days after either the review of written exceptions and briefs or completion of oral arguments. By agreement, the parties may waive or extend the sixty (60) day time period.

(9) Judicial Review. A person or school who has exhausted all administrative remedies available and who is aggrieved by a final order of the State Board of Education may seek judicial review pursuant to the provisions of Ala. Code §16-46-9 (1975).

Author: Dr. Eddie R. Johnson

Statutory Authority: Ala. Code 516-46-9 (1975), as amended

History: 06-13-91 adopted effective 07-25-91.

Part Four

Academic Computing Solutions

Workforce Investment Act- SouthEast Technical Solutions, Inc.  Approved Training Provider, Mobile Works

A

pplication and technical course offerings focus on the preparation of individuals for entry, adjustment and advancement in the modern business environment.  Expected outcomes anticipate student preparation for occupational competencies upon program completion.  Certifications may be pursued.

Provision is made for assisting students with work related career goals through sequenced instructor-led training.  Further, planning for student success includes consideration of employment opportunities, changing and best business practices, emerging technologies and knowledge of standard office computer basics as well as periodic analysis of occupational trends.

Prerequisites and benchmarking tests, prior experience and interest measures help to provide initial student placement. In addition to orientation, each class poses as its ideal, a certification that will nationally norm student achievement with respect to standards delineated by mainstream technology vendors:   

Training is conducted in such a manner as to support the requisite workplace places learning’s that are fundamental to success in the modern business environment.  Provision is made for actual or simulated technology experiences.

The coursework includes an integrated series of manuals/resource kits aligned with curriculum content to provide core information.  

As an example, a prospective student client will call us and inquire about entry into our program of instruction. After preliminary consultation, the student will be referred to the appropriate Workforce Investment Agency, (WIA CAREER CENTER) agency. The WIA CAREER CENTER further evaluates the student for eligibility to receive a program of training services according to federal guidelines.      *****These are representative steps and are not intended to be definitive procedures.

1. Prospective students are advised to call area employment centers in advance; however, students will generally be required to have a driver’s license, social security card, as well as other pertinent paperwork available for area workforce counselors to review.  

2. The WIA CAREER CENTER will make a determination to align student interest with an appropriate training provider.
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The WIA CAREER CENTER will administer Math and English readiness evaluations for preliminary readiness.

4. The WIA CAREER CENTER will review student test performance to determine student placement/eligibility.

5. The WIA CAREER CENTER may refer the student to our training center for placement with respect to our computer-training curriculum. This is usually a scheduled conference.

6. Prospective program participants will tour the center, meet with available instructors or school agent/s and be provided with pertinent information.  Upon admittance, an electronic record is created to record student information, schedule enrollments and student activity.

7. Our training center will respond with a program admittance confirmation form. 

8. The local WIA CAREER CENTER will schedule a student orientation.  Release of funding mirrors the start date on the students projected schedule. The enrollment will be regarded as the first date of regularly scheduled training, but may be prefaced by curriculum orientation.  

9. Upon admission, the student will follow a recommended program of sequenced study as outlined in the pre-certification agreement.

10. Our training center will generate the appropriate invoices based on the student course of study.

11. Students will receive courseware related materials at appropriate intervals with respect to the sequence of instruction.

12. Records of student progress are submitted periodically to the funding agency.

13. Course completion certificates are awarded upon satisfactory attendance.

14. Nationally normed vendor aligned certifications may be awarded as students attain the requisite achievement score.

S

tudents completing coursework will receive certificates of completion as well as a fundamental skill set aligned with vendor certification.  The entire curriculum is closely aligned with labor market needs and is articulated to allow for horizontal and vertical student/employee mobility.  *Students will be required to pay out of pocket for each and every additional examination.

MOBILE COUNTY WIA PROGRAMS

Instructor-Led / Published Hours of Operation

(9:00-5p.m. OR @ 5:30-9:00 evenings)

· OPEN ENTRY / OPEN EXIT

· SMALL CLASS SIZES

· CERTIFIED INSTRUCTORS

· CONVENIENT LOCATION

Microsoft Certified Solutions Developer
The MCSD program is designed to provide the program participant with the skills necessary to conduct analysis, design, coding, debugging, testing, distribution, ongoing support, project management, and research/professional development. 

· MCP

· MCAD

· MCSD

BALDWIN COUNTY WIA PROGRAMS

Intro to End User Applications

Lesson objectives orient students toward critical competencies within Microsoft Office applications. Students enrolling in this program of study will have the opportunity to master the basic concepts and terminology related to personal computers (PCs). Includes the following courses”

· Basic & Advanced Windows, PowerPoint, Outlook, FrontPage

· Basic, Intermediate & Advanced Word, Excel & Access

· Hardware Reference & Internet Explorer

PC Technician

Students will gain a thorough understanding of computer safety, assembly and disassembly, computer installation and configuration, diagnostics and troubleshooting, plus the essentials of networking.  

· A+ Certification

Microsoft Certified Solutions Developer
The MCSD program is designed to provide the program participant with the skills necessary to conduct analysis, design, coding, debugging, testing, distribution, ongoing support, project management, and research/professional development. 

· MCP

· MCAD

· MCSD

Program participants will become specialized experts, ready to design and develop custom business solutions with Microsoft development tools, technologies, and platforms, including Microsoft Office and Microsoft BackOffice.  Upon satisfactory completion of the Microsoft exams and corresponding certification as an MCSD, program participants will have benchmarked their mastery of critical competencies.

Microsoft Certified Database Administrator

The certification is appropriate for individuals who derive physical database designs, develop logical data models, create physical databases, create data services by using Transact-SQL, manage and maintain databases, configure and manage security, monitor and optimize databases, and install and configure SQL Server. 

· MCP

· MCDBA

Mater Network Engineer Program

Students will gain a thorough understanding of computer safety, assembly and disassembly, computer installation and configuration, diagnostics and troubleshooting, plus the essentials of networking including: 

An Introduction to Computer Networking Services and Components, Network Operating Systems, Client Connectivity, Networking Standards and the OSI Model, Network Transmission Media, the TCP/IP Protocol Suite, Other Networking Protocols, Remote Connectivity, Network Security, Network Administration, Network Support and Maintenance, Troubleshooting Networks, Internet Web Services and Disaster Recovery. 

· A+

· Network+

· MCP

· MCSA

· MCSE
Financial Aid

Features & Benefits
The IT Skills Loan program is committed to making your certification courses more affordable and convenient with: 

Instant Credit Decision
A 5-minute pre-approval over the phone or online makes it easier than ever for you to receive the money you need.

Rate-Reduction Rewards
You can receive an interest rate reduction of 0.50% simply by signing up at the time of disbursement to have monthly payments automatically withdrawn from a designated checking or savings account!

After the first 48 months of on-time payments of the exact invoice amount, borrowers will automatically receive a 0.50% rate reduction. (Discounted rates for on-time payments will never be reduced below the current Prime rate).

Co-borrower Release Option
If you have a co-borrower, after the first 24 consecutive months of on-time principal and interest payments, you may request that the co-borrower be released as a liable party to the loan. (Borrower must meet minimum credit guidelines at time of request.)

Principal Deferment Option
You can make interest-only payments until 6 months after the completion of the training program, up to a maximum of 2 years from when the loan is disbursed.

Electronic Document Delivery
Loan documents may be delivered through a secure online site for your convenience; once pre-approved, an e-mail is sent with a link to a downloadable version of the application that can be printed, signed and returned for processing.

the e-Loan® Servicing Center
24-hour online access to application and account information is available so that you can receive updates at any time. 

Tax-Deductible Interest
Interest payments on education loans may be tax deductible. (Please consult a tax advisor for details.)

Process
The IT Skills Loan program makes it easier than ever for you to receive the funding you need to finance your training. It’s as easy as 1. . . 2. . . 3. . . 

Step 1
Call 1-888-895-LOAN (5626), or apply online to complete a 5-minute pre-approval with an instant credit decision. Rates, terms, and conditions of the loan are disclosed at that time.

Step 2
Upon pre-approval, you will be sent a fulfillment packet via secure online delivery, fax, or mail. You and any co-borrower(s) will then sign and return the Application and Promissory Note, along with the required documents, to the processing center by fax or mail.

Step 3
Once the application has been processed and received final approval, the approval letter and the Truth-in-Lending disclosure are sent to you. All parties on the loan will receive a copy of these documents for their records. The funds from the loan will also be disbursed at this time in the form of either a check (payable to applicant 1) and/or electronic transfer to the school’s accounts. 

To Apply Essential Information

· Credit bureau reports will be reviewed for all parties to the application  

· All applicants must be citizens or permanent legal residents of the United States with a permanent U.S. street address 

· Students may apply with up to 2 co-borrowers 

· Full-time, half-time and part-time students are eligible to apply  

· At your request, a pre-approval status message can be e-mailed to you within 5 minutes of the submission of your application 

· Loans are generally disbursed within 24 hours of final approval  

· Please have the following information available for all borrowers:

· Name 

· Address 

· Phone number 

· Date of birth 

· Social Security Number 

· Annual income 
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Monthly rent or mortgage payment 
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	Welcome

To ITCAP


ITCAP is a simple, straightforward nationally recognized program that serves the needs of employers and employees, while satisfying rigorous academic standards.

ITCAP opens new learning management and workforce development possibilities for students and employers via the strategic use of company educational assistance funds in paying for growth-essential training.

Through this nationwide program, college credit can be earned by students who complete appropriate coursework and exams, and these credits can apply to degrees or professional re-certification requirements.

ITCAP provides a variety of resources and data services critical to company knowledge management analyses and ROI reports.

ITCAP also allows companies to maximize tax incentives and benefits related to employee educational assistance benefits.
NATIONAL SCOPE:
ITCAP is the most comprehensive and widely recognized national program by which college credit is conferred for industry technical and professional development training.  Since its September 1997 launch, the ITCAP Program has processed more than 70,000 credits for 18,000+ students in 38 states.

NCA RECOGNITION:

Credits and degrees through the ITCAP Program are conferred by Pima Community College (PCC).  PCC is accredited by the Commission on Institutions of Higher Education of the North Central Association [www.ncahigherlearningcommission.org]. The ITCAP Program was praised by an NCA Review Team as an exceptional and innovative college/industry partnership meeting critical workforce training needs

U.S. GOVERNMENT RECOGNITION:

The Department of Labor lists ITCAP as a strategic partner on its “America's Learning Xchange” (ALX) website, the Department of Commerce has included ITCAP on its “Go for IT!” website providing links to IT workforce training solution providers, and the Department of Education acknowledged ITCAP as an innovative model in skills-based educational reform.

INDUSTRY RECOGNITION:

Microsoft recognizes ITCAP as a “Best Practices” program.  Lotus, NETg, ProSoft, Vital Learning, Knowledge Alliance, and other nationally recognized training providers have selected ITCAP as their credit-for-training partner.

ITCAP 3434 East 22nd Street Tucson, AZ   85713 www.itcap.com

888-99-ITCAP (888-994-8227)
[image: image3.wmf]SouthEast Technical Solutions, Inc.
How the ITCAP program works

(Use your company education benefits to offset your tuition)

Complete an ITCAP-approved course through 

SouthEast Technical Solutions, Inc.

Apply for college credit in 3 easy steps:

1. Complete the ITCAP Student Registration form. **

2. Call our school at 1-888-477-6260.  You’ll be asked to fax your completed ITCAP Student Registration form and a copy of your company education benefits policy to our center.  Once we have reviewed the paperwork, we will begin processing your enrollment.  Enrollment will proceed with class registration, which is kept on file for the State of Alabama. Tuition is payable in advance, unless otherwise noted.  Tuition includes courseware as well as academic credit.

3. Course completion exams will be made available on-line through Pima Community College.  The exam is scheduled for the last day of the class.  In general, expect to receive a grade report from PCC within 30 days of processing the exam.

For more information about the ITCAP program, read the ITCAP FAQ’s at http://www.itcap.com/
Part Five

Corporate Computing Solutions

PC Application Training
SouthEast Technical Solutions, Inc.,  “Where learning enhances your earnings”
SouthEast Technical Solutions, Inc. offers customized solutions, premium classroom environments and qualified, seasoned instructors. SouthEast Technical Solutions, Inc. has flexible scheduling, including day and evening sessions, as well as an accelerated or extended delivery of our computer curriculum to help to accommodate student needs. Offering individual and business-to-business solutions, our goal is to provide an evaluation of potential student needs and to provide appropriate placement in the respective course(s) needed to obtain the requisite curriculum goals.  We make student learning a top priority and regard a happy student as an excellent walking advertisement. 

In order to provide customer satisfaction, we include the following with each course taken at our facility:
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Course Outlines and Skills Inventory available for Placement Level
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Instructor-Led, “Hands-On” Lab Exercises
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Student Manuals Retained 
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Certificates of Completion
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Free Repeat Privileges for 6 Months (club memberships not included)
[image: image9.png]



Free Help line for 60 days -PC Class Support (course related problems only)
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Free Help line for 2 instances for Technical Class Support (course related problems only)
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PC Applications Classes
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Microsoft Office Professional

	Application
	Application Function

	Microsoft Word
	Word Processing

	Microsoft Excel
	Spreadsheet

	Microsoft Access
	Database

	Microsoft PowerPoint
	Presentation

	Microsoft Outlook
	Email, Personal Organizer

	Microsoft FrontPage
	Web Page Design

	Microsoft Publisher
	Desktop Publishing


	Application
	Application Function

	Lotus WordPro(
	Word Processing

	Lotus 1-2-3(
	Spreadsheet

	Lotus Approach(
	Database

	Lotus Freelance Graphics(
	Desktop Presentation
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	Application
	Application Function

	Corel( WordPerfect(
	Word Processing

	Corel( Quattro( Pro
	Spreadsheet

	Corel( Paradox(
	Database

	Corel( Presentations(
	Desktop Presentation


	Application
	Application Function

	ACT(
	Contact Management

	HTML
	Web Page Design

	QuickBooks
	Accounting Software

	Authorware
	Visual Author

	CorelDraw(
	Graphics Design

	Adobe PageMaker
	Desktop Publishing

	Windows NT
	Operating System

	Crystal Reports
	Report Writing

	Macromedia( Dreamweaver(
	Web Page Graphics

	Adobe Photoshop
	Web Page Graphics

	QuarkXpress
	Desktop Publishing
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Microsoft Office Specialist Certification Program

The Microsoft Office Specialist (Office Specialist) program is the only comprehensive, performance-based certification program approved by Microsoft to validate desktop computer skills using the 

Microsoft Office programs:

· Microsoft Word 

· Microsoft Excel 

· Microsoft Outlook® 

· Microsoft PowerPoint® 

· Microsoft Access 

· Microsoft Project 

The Office Specialist program provides computer program literacy, measures proficiency, and identifies opportunities for skills enhancement. Successful candidates receive an Office Specialist certificate that sets them apart from their peers in the competitive job market. The certificate is a valuable credential recognized worldwide as proof that an individual has the desktop computing skills needed to work more productively and efficiently. 

By encouraging individuals to develop advanced skills with Microsoft business desktop software, the Office Specialist program is helping to fill the demand for qualified, knowledgeable people in the workplace. Office Specialist also helps satisfy an organization's need for a qualitative assessment of employee skills. 

Available M.O.S. Certifications

To earn the Microsoft Office Specialist (Office Specialist) certification for Microsoft Office or Microsoft Project, you must pass one or more certification exams. Office Specialist exams provide a valid and reliable measure of technical proficiency and expertise by evaluating your overall comprehension of Office or Microsoft Project programs, your ability to use their advanced features, and your ability to integrate the Office programs with other software programs.

Microsoft Office Specialist   Master Certification

Master Certification: Candidates must successfully complete three required exams and one elective exam.

· Microsoft Word Expert

· Microsoft Excel Expert

· Microsoft PowerPoint

Choose One Elective:

· Microsoft Access

· Microsoft Outlook
Microsoft Office Specialist Expert Certification

Expert Certification: Candidates must successfully complete any one of the Expert exams.

· Microsoft Word Expert

· Microsoft Excel Expert
Microsoft Certified Specialist Core Certification

Specialist Certification: Candidates must successfully complete any one of the Specialist exams.
· Microsoft Word

· Microsoft Excel

· Microsoft Access

· Microsoft PowerPoint

· Microsoft Outlook
M
MOS Certification for Microsoft Project

icrosoft Office Specialist (Office Specialist) certification for Microsoft Project indicates proficient use of Microsoft Project. This certification is appropriate for people who plan projects with multiple tasks, customize graphs and reports, and communicate project information and status. Microsoft Project certification is awarded upon successful completion of a performance-based certification exam and is not intended as a substitute for the methodological certifications offered by professional, project management organizations. The Microsoft Project certification exam focuses on the use of Microsoft Project as a project management "tool" and was prepared by experts to assess ability with Microsoft Project’s many organizational, collaborative, and labor–saving features.

Some appropriate positions for this certification may include:

· Project managers 

· Business managers 

· Construction managers 

· Network managers 

· Webmasters 

· Programmers 

Fast Facts on Office Specialist

· The Office Specialist program is available in more than 100 countries and in 17 different languages. 

· More than 1 million Office Specialist certificates have been issued. 

· Approximately 32,000 Office Specialist certificates are issued each month. 

· Approximately 5,000 Office Specialist Master Instructors have been certified. 

T

he ACE credit by examination program has saved students, parents and employers millions of dollars in college tuition costs by allowing high school and college students to “test out” of college requirements. With the cost per college credit hour ranging from $275-750, students driving towards a college degree now have the potential to save money and time with Office Specialist certification.

Individuals who currently hold or are pursuing Office Specialist Certification will be able to apply for college credit through participating ACE member institutions. Interested students must pass an Office Specialist certification exam for one or more Microsoft Office XP applications or Microsoft Project 2002, and have their certification(s) listed on the ACE credit by examination transcript. The 1,200 United States colleges and universities that comprise ACE membership rely upon ACE credit recommendations to formulate their own policies regarding credit for Microsoft Office Specialist certification. Ultimately, however the college or university you attend (or plan to attend) will independently decide whether to grant credit and waive associated tuition requirements. Contact the admissions office at your institution or the institution you plan to attend and inquire about their policy. If you institution refuses award credit, ACE can intervene to educate the institution and advocate on your behalf.

I

n order to obtain ACE credit assistance at a participating college or university, ACE must verify your Office Specialist certification and then list those certifications(s) on an official ACE credit by examination transcript, which then can be sent by ACE to the institutions of your choice. ACE and the Microsoft Office Specialist program are working closely to complete an online verification process, which should be available by early 2003. 

The view a list of participating college & universities visit: http://www.acenet.edu/calec/corporate/coop-colleges.cfm

Occupational Outlook





Numbers in 1,000 of jobs

	Occupation
	Year 2000
	Year 2010
	Number
	Percent

	Computer software engineers, applications
	380
	760
	380
	100

	Computer support specialists
	506
	996
	490
	97

	Computer software engineers, systems software
	317
	601
	284
	90

	Network and computer systems administrators
	229
	416
	187
	82

	Network systems & data communications analysts
	119
	211
	92
	77

	Desktop publishers
	38
	63
	25
	67

	Database administrators
	106
	176
	70
	66

	Personal and home care aides
	414
	672
	258
	62

	Computer systems analysts
	431
	689
	258
	60

	Medical assistants
	329
	516
	187
	57


Source: Department of Labor, Table 3b fastest growing occupations 2000-2010

Visit http://stats.bls.gov/news.release/ecopro.t06.htm

Computer Training Solutions
SouthEast Technical Solutions, Inc. offers several cost effective solutions for Technical & PC Applications Training with an audience composed of individuals and businesses. Courses may be purchased on a class by class basis, or feel free to take advantage of our substantially discounted training packages:

· PC Training Membership*

The PC Training membership activates on the first class taken and includes all student manuals. It allows unlimited PC training courses for the suite and time period purchased. Activated memberships are non-transferable. Accounting and Graphics courses not included.

3 Months 
$595

6 Months 
$795

12 Months 
$995

· Private Training Session*

Private Training Sessions are the most cost effective solution to use when a large number of students must be trained. These sessions permit the company to customize course content to target specific lessons for up to 12 students, maximum. Contact a Training Representative for discount rates.

· Onsite Training Session*

Let us bring the training to YOU! SouthEast Technical Solutions, Inc. can deliver PC Application and technical courses using your company’s training lab, maximum of 12 students. Customization of course content is also available. Contact a Training Representative for customized rates.

· PC Training Coupons*

PC Training Coupons are the most versatile solution for businesses. These discounted prepaid coupons may be used by anyone within the company for any PC Application class offered for one year. In addition, these coupons may be traded in increments of 10 for a Private or Onsite Training Session. Student manuals are included in the cost. Contact a Training Representative for discount rates.

· Technical Training Membership*

Looking to make a career in the IT Industry? Technical Training Memberships are your answer. Take unlimited technical classes listed on our open enrollment schedule for the time period that you purchase. Choose from 3 time periods. Activated membership non-transferable. (Student manuals and certification exams not included).

6 Months 
$8,995

9 Months 
$10,995

12 Months 
$12,995

· Technical Training Coupons*

Technical Training Coupons are the ideal training solution for businesses that have multi-platform networks and several support staff members. These prepaid coupons can be redeemed towards any open enrollment technical class listed on our open enrollment schedule, using one coupon per person per training day. Student manuals are included in the cost. Technical Training Coupons expire approximately one year from date of purchase. Contact a Training Representative for discount pricing

· Certification Tracks*

Let SouthEast Technical Solutions, Inc. guide you to technology success!  SouthEast Technical Solutions, Inc. offers several vendor certification tracks. The increasingly frequent release of new technology calls for knowledge workers to support and maintain several network & software platforms.  To provide assistance to the IT audience, SouthEast Technical Solutions, Inc. can help you earn dual and triple certification at specially discounted prices. Contact a Training Representative today for more details.

CompTIA Certification
R

epresenting more than 8,000 computing and communications companies, CompTIA helps its members stay competitive and profitable by providing vendor-neutral standards in technical certification, e-commerce, CRM, training and workforce development. A global association, CompTIA continues to improve by offering a new menu of services to its members.

· A+( Certification

A+( is a CompTIA-sponsored program that certifies the competency of entry-level (6 months experience) computer service technicians.  The A+( test contains situational, traditional, and identification types of questions.  All of the questions are multiple choice with only one correct answer for each question. The test covers a broad range of hardware and software technologies, but is not bound to any vendor-specific products. Major computer hardware and software vendors, distributors, resellers and publications support the program. A+( certification signifies that the certified individual possesses the knowledge and skills essential for a successful entry-level (6 months experience) computer service technician, as defined by experts from companies across the industry. 

· Network+ ( Certification 

Network+( is a CompTIA vendor neutral certification that measures the technical knowledge of networking professionals with 18 - 24 months experience in the IT industry. NCS/VUE and Prometric™ administer all CompTIA certification tests.  Earning the Network+( certification means that the candidate possesses the knowledge needed to configure and install the TCP/IP client. This exam covers a wide range of vendor and product neutral networking technologies that can also serve as a prerequisite for vendor-specific IT certifications. 

· i-Net+( Certification

i-Net+( certification targets individuals interested in demonstrating the baseline of technical knowledge to pursue a variety of Internet-related careers. The i-Net+( exam was specifically designed to certify entry-level Internet and e-commerce technical professionals responsible for participating in the maintenance of Internet, Intranet and Extranet infrastructure and services as well as the development of Web-related applications.  i-Net+( Certification is a vendor-neutral, entry-level Internet certification program that tests baseline technical knowledge of Internet, Intranet and Extranet technologies, independent of specific Internet-related career roles. Learning objectives and domains examined include Internet basics, Internet clients, development, networking, security, and business concepts.

· Server+(
Server+( is one of the newest members of CompTIA's certification family. This certification deals with advanced PC hardware issues, such as RAID, SCSI, multiple CPUs, SANs and more. There is currently no other vendor- neutral program like it in the industry today, and there is a broad range of support for this initiative, sponsors include 3Com, Adaptec, Compaq, Hewlett-Packard, IBM, Intel, EDS Innovations Canada, Innovative Productivity, Sybex, Marcraft, Heathkit and Course Technology.

· Security+™ Certification
The CompTIA Security+ vendor-neutral certification exam is the worldwide standard of competency for foundation-level security practitioners. The CompTIA Security+ certification is a strong foundation that can be applied to a wide variety of careers in many industries. Combined with networking experience and expertise, the career options listed here are ideal for Security+ certified individuals.

Security+ and Your Career


Theft and destruction of intellectual property takes place despite the presence of firewalls, encryption and corporate edicts. Neither technologies nor policies alone offer effective information security. The IT industry must have a well-trained work force to effectively combat hackers and decrease financial losses.  The demand for skilled security professionals is growing significantly. The technology community identifies Security+ as the perfect way to validate your knowledge of information security.



Microsoft Certification

· Microsoft Certified Professional (MCP)









Microsoft® Certified Professional (MCP) candidates are required to pass one current Microsoft certification exam that provides a valid and reliable measure of technical proficiency and expertise (a current exam is any that has not been retired). MCP exams are developed with the input of professionals in the industry and reflect how Microsoft products are used in organizations throughout the world.


· Microsoft Certified Systems Engineer (MCSE)


The Microsoft® Certified Systems Engineer credential is the premier certification for professionals who analyze the business requirements and design and implement the infrastructure for business solutions based on the Microsoft Windows® 2003 platform and Microsoft server software. Implementation responsibilities include installing, configuring, and troubleshooting network systems.

	MOC Kit
	Exam
	Course Name
	Class Length

	2272
	70-270
	Implementing and Supporting Microsoft Windows XP Professional
	5 days

	2273
	70-290
	Managing and Maintaining a Microsoft Windows Server 2003 Environment
	5 days

	2276
	70291
	Implementing a Microsoft Windows Server 2003 Network Infrastructure: Network Hosts
	2 days

	2277
	70-291
	Implementing, Managing, and Maintaining a Microsoft Windows Server 2003 Network Infrastructure: Network Services
	5 days

	2278
	70-293
	Planning and Maintaining a Microsoft Windows Server 2003 Network Infrastructure
	5 days

	2279
	70-294
	Planning, Implementing, and Maintaining a Microsoft Windows Server 2003 Active Directory Infrastructure
	5 days

	2282
	70-297
	Designing a Microsoft Windows Server 2003 Active Directory and Network Infrastructure
	5 days

	-
	Electives
	Choose One
	-

	2159
	70-227
	Deploying and Managing Microsoft Internet Security and Acceleration Server 2000
	3 days

	2072
	70-228
	System Administration for Microsoft SQL Server 2000
	5 days

	2073
	70-229
	Implementing a Database on Microsoft SQL Server 2000
	5 days


* Depending on the skill level of the student, some prerequisite courses may be needed.



· Microsoft Certified Data Base Administrator (MCDBA)









The Microsoft® Certified Database Administrator (MCDBA) credential is the premier certification for professionals who implement and administer Microsoft SQL Server™ databases. The certification is appropriate for individuals who derive physical database designs, develop logical data models, create physical databases, create data services by using Transact-SQL, manage and maintain databases, configure and manage security, monitor and optimize databases, and install and configure SQL Server.

	MOC Kit
	Exam
	Course
	Class Length

	2273
	70-290
	Managing & Maintaining a Microsoft Windows Server 2003 Environment 
	5 days

	2072
	70-228
	System Administration for Microsoft SQL Server 2000
	5 days

	2073
	70-229
	Implementing a Database on Microsoft SQL Server 2000
	5 days

	
	Electives 
	Choose One
	-

	2373
	70-306
	Programming with Microsoft Visual Basic.NET
	5 days


· Depending on the skill level of the student, some prerequisite courses may be needed.

What is .NET?

Microsoft® .NET is the Microsoft XML Web services platform. XML Web services allow applications to communicate and share data over the Internet, regardless of operating system, device, or programming language. The Microsoft .NET platform delivers what developers need to create XML Web services and stitch them together. The benefit to individuals is seamless, compelling experiences.


· Microsoft Certified Application Developer
The Microsoft Certified Application Developer (MCAD) credential provides industry recognition for professional developers who build powerful applications using Microsoft Visual Studio® .NET and Web services. Do something new for your career today. 

	MOC Kit
	Exam
	Course
	Class Length

	2310
	70-305
	Developing Microsoft ASP.NET Web Application using Visual Studio.NET
	5 days

	2389
	70-310
	Programming with Microsoft ADO.NET
	3 days

	-
	-
	Elective
	-

	2073
	70-229
	Designing & Implementing a SQL Server 2000 Database
	5 days


· Microsoft Certified Desktop Support Technician (MCDST)

The Microsoft Certified Desktop Support Technician (MCDST) credential proves that you have the skills to successfully support end users and to successfully troubleshoot desktop environments running on the Microsoft Windows® operating system. An MCDST candidate should have six months of experience working with a desktop operating system. MCDST candidates are required to pass two core exams. Elective exams are not required. 

	MOC Kit
	Exam
	Course
	Class Length

	2261
	70-271
	Supporting Users & Troubleshooting MS Windows Desktop Operating Systems
	3 days

	2262
	70-272
	Supporting Users & Troubleshooting Applications on a MS Windows Desktop Operating System Platform
	2 days



· Microsoft Certified Solution Developer. NET (MCSD)

The new Microsoft Certified Solution Developer (MCSD) for Microsoft .NET certification is the premier credential for lead developers who design and develop leading-edge enterprise solutions with Microsoft development tools, technologies, platforms, and the Microsoft .NET Framework.

Microsoft Certified Solution Developer (MCSD) for Microsoft .NET candidates are required to pass four core exams and one elective exam. The core exams provide a valid and reliable measure of technical proficiency and expertise in developing and maintaining enterprise applications that are based on Microsoft development tools, technologies, and platforms. The elective exam provides proof of expertise with a specific Microsoft server product.

	MOC Kit
	Exam
	Course
	Class Length

	2310
	70-305
	Developing MS ASP.NET Web Application using Visual Studio.NET
	5 days

	2389
	70-306
	Programming with Microsoft ADO.NET
	3 days

	2524
	70-310
	Developing XML Web Services Using Microsoft.ASP.NET
	3 days

	2710
	70-300
	Analyzing requirements & Defining Microsoft.NET Solution Architecture
	5 days

	-
	-
	Elective
	-

	2073
	70-229
	Designing & Implementation Database with Microsoft SQL Server 2000
	5 days


· Depending on the skill level of the student, some prerequisite courses may be needed.

M
icrosoft Certified Systems Administrator (MCSA) on Microsoft Windows 2000 candidates are required to pass three core exams and one elective exam in order to provide a valid and reliable measure of technical proficiency and expertise in administering and supporting existing Windows 2000-based systems, including Windows .NET Server. An MCSA on Windows 2000 candidate should have six to 12 months of experience implementing and administering a desktop operating system, implementing and administering a network operating system, and managing an existing network infrastructure.

	MOC Kit
	Exam
	Core Course
	Class Length

	2272
	70-270
	Implementing & Supporting Microsoft Windows XP Professional
	5 days

	2273
	70-290
	Managing & Maintaining a Microsoft Windows Server 2003 Environment 
	5 days

	2276
	70-291
	Implementing a MS Windows Server 2003 Network Infrastructure: Network Hosts
	2 days

	2277
	70-291
	Implementing, Managing & Maintaining a MS Windows 2003 Network Infrastr: Network Services
	5 days

	
	Elective Course
	Choose One
	-

	2400
	70-284
	Implementing & Managing MS Exchange 2000
	5 days

	2072
	70-228
	Administering a MS SQL Server 2000 Database
	5 days

	N/A
	220-321/322
	CompTIA A+ *PLUS One of the Following:
	5 days

	N/A
	N10-001
	*CompTIA Network+
	5 days

	N/A
	SKO-001
	*CompTIA Server+
	5 days


Q  
: Why is the CompTIA A+ certification acceptable in fulfilling the MCSA elective exam requirement only when it is in combination with either the CompTIA Network+ or the CompTIA Server+ credential?

A:
 The CompTIA A+ certification demonstrates expertise in managing desktop computers only. To cover the scope of a typical systems administrator’s job role, an MCSA candidate must also have earned the CompTIA Network+ or CompTIA Server+ credential, which demonstrates expertise in network or server management.


· Windows 2003 MCSA Security & Messaging Specializations 
	MOC Kit
	Exam
	Core Courses
	Class Length

	2272
	70-270
	Implementing & Supporting MS Windows XP Professional
	5 Days

	2273
	70-290
	Managing & Maintaining MS Windows Server 2003 Environment
	5 Days

	2276
	70-291
	Implementing MS Windows Server 2003 Network Infrastructure Network Hosts
	2 Days

	
	
	Choose from the Specialization Electives Below
	

	2400
	70-284
	Implementing & Managing MS Exchange Server 2003
	5 Days

	2159 & Security+
	70-227 & SYO-101
	Deploying & Managing MS Internet Security & Acceleration Server 2000 & CompTIA Security+
	3 Days & 5 Days




Consulting Services

PC Maintenance
SouthEast Technical Solutions, Inc. provides general PC support for individuals, small business and corporate offices. We offer a broad range of services including software installation & repair, parts replacement, diagnostics & troubleshooting, plus Internet connectivity. Hardware Services can help recover and assess systems that have been damaged as a result of flooding or other disruptive events. We can determine if your system is functioning properly, or   to what extent it needs to be repaired or replaced.

Network Integration and Design 

Southeast Technical Solutions, Inc. guarantees the quality of its projects by having certified management and team members work directly with the client in all aspects of delivery. We also conduct post surveys to ensure that projects met the client's stated objective. Our certified professional can handle administration and engineering on all versions of Novell & NT, LAN / WAN connectivity, network installation and configuration, fault tolerance, upgrades, backups, server hardware diagnostics, and routers.

Software and Website Design
Southeast Technical Solutions, Inc. can develop leading edge software in an organized team environment with an emphasis on customer satisfaction, superior design, code reusability, and rapid application development. We also specialize in the design and support of websites for all needs, whether you need a personal, small business or a corporate Internet presence. We provide high quality, cost effective Internet solutions that fully utilize the exclusive benefits of the World Wide Web. Using the latest website development technology, we create interactive multi-media sites which will hold the interest of all guests to your site. We guarantee you professional service and we are confident that our Internet solutions will meet your needs. Southeast Technical Solutions, Inc. can create custom software programs, application design & development, database management programming specializing in Microsoft FoxPro, Microsoft Visual Basic, Microsoft SQL and Microsoft Visual Interdev.

 VUE Testing Center
The VUE test delivery system is built with the best technology and backed by even better service. This means your exam will be ready when you expect it, your results will be quickly transmitted and merged accurately with your program-specific records, and any testing concerns you have will be tackled by a dedicated and caring staff. VUE is an NCS Pearson business. Information Technology leaders such as Microsoft, Cisco Systems, IBM, CompTIA, Novell and others listed below turn to the VUE Authorized Testing Center network for reliable certification exam delivery throughout the world. This network consists of 2700+ quality testing centers services over 120 countries.
· Allaire

· Ayaya Communication

· BROCADE

· Certified Internet Webmaster

· Cisco

· CompTIA

· Ericsson
· IBM

· iGeneration

· Informix Software

· Linux Professional Institute

· Lucent Technologies

· Microsoft
· Novell

· PTC

· RSA Security

· Siebel Systems

Technology

User Group Meetings

SouthEast Technical Solutions, Inc., Inc invites you to attend our periodic FREE User Group Meetings. Guest speakers demonstrate the latest technology trends and conduct open discussions for IT business solutions for networking and programming. Refer to our web page for more specifics or call to inquire on the upcoming user group topics:

(251) 652-0663 or Toll-free 1-888-477-6260.

Registration Guidelines

Terms of payment and the total amount will be disclosed in each student’s enrollment agreement and/or by invoice.

Please Note Your METHOD OF PAYMENT: We accept VISA, MasterCard, American Express, Discover credit cards, Money Orders and Company checks. Please make checks payable to Southeast Technical Solutions, Inc. Mail check to Three Office Park Suite 200, Mobile, Al 36606.

Students may cancel enrollment at any time by complying with the notification procedures established by SouthEast Technical Solutions, Inc. Refunds of unearned prepaid tuition, fees and other charges shall be made in the following manner within thirty days (30) of termination:

SouthEast Technical Solutions, Inc. will gladly refund your money, if you are dissatisfied for any reason (pertaining to our class), subject to the following:
· After the first day of technical training, you will be entitled only to a prorated return of your tuition or payment.

· After the first module of PC training, you will be entitled only to a prorated return of your tuition or payment  

· The courseware (PC or technical) will be deducted from the refund.

· The refund request should be received in writing and directed to ATTN: Pam Hassell, President.

· An invoice should accompany the request, if possible.  

1. Exception: Technical Classes that require a contract trainer cancelled by the student are NOT subject to a refund, but may be rescheduled to a later date. Cancellation fees will apply and must be paid before attending the rescheduled class.

2. Exception: Technical & Private/Onsite Classes cancelled seventy-two hours prior to delivery will incur the following cancellation fee in addition to courseware and shipping charges:  $250 Cancellation Fee
Results Guaranteed:

If you wish to repeat a course, you may do so at no additional charge within 6 months of the original class, returning with your courseware, on a space available basis. To re-sit a class, simply contact us (1) week before class.  You will be contacted for a confirmation.

On-site Training:

We can bring the training to you. This permits you to adapt courses to your company environment, goals, delivery, or curricular needs.  Our trainers are able to travel to your facilities or location to train employees who may not be able to attend out of office training this saving you on time and travel.

SouthEast Technical Solutions, Inc.

Schedule of Operations 2005
Hours of Operation: 8:00am-5:00pm, 

Class Times: Day Classes 9:00am-5:00pm 
5:30 till (evenings based on enrollment)

HOLIDAY CLOSURES

Independence Day
July 4th

Labor Day
September 5th 

Thanksgiving Day
November 24th, 25th 

Winter Holidays
December 21nd – January 1st 

This facility may be closed for operation on inclement weather days. Please call our office to verify class availability. Generally, our center will be closed if the Mobile County Public Center System is not in session (due to weather).

Local (251) 652-0663 Toll-Free 1-888-477-6260

Directions to SouthEast Technical Solutions, Inc.


SOUTHEAST TECHNICAL SOLUTIONS, INC.

STUDENT REGISTRATION FORM

SECTION I – STUDENT INFORMATION
	NAME


	EMPLOYER

	ADDRESS                                                                                             CITY                                  STATE                                        ZIP

EMAIL ADDRESS

	WORK PHONE


	HOME OR CELL PHONE

	EMAIL ADDRESS


	ACCOUNT REP


SECTION II – ENROLLMENT PROCESS

	· Student Conference/ Informal Student Assessment

· Process Overview

· Projected Schedule of Training

· Review Attendance Policy & Successful Course Completion Standards


SECTION III

	__________ NON-CREDIT CURRICULUM ONLY



SECTION IV – AREA OF STUDY 
	· PC Application Membership
· Technical Club Membership
· MOS Certification Track
· A+ Certification Track
· Network+ Certification Track
· I-Net+ Certification Track
· Microsoft Certified Professional (MCP)
· Microsoft Certified Systems Administrator Track (MCSA)
· Microsoft Certified Systems Engineer Track (MCSE)

	· Microsoft Certified Solutions Developer Track (MCSD)

· Microsoft Certified Database Administrator (MCDBA)

· Master Network Engineer Certification Track (A+, 

· Net+, MCP, MCSA, & MCSE)

· Certified Novell Administrator (CAN)

· SET Solutions Certified Cisco Network Associate

· Track (SouthEast Technical Solutions, Inc.  CCNA)

· Dual Certification Track

· Triple Certification Track


SECTION V – PREREQUISITES FOR TRAINING (TO BE COMPLETED BY YOUR ACCOUNT REP)
	


SECTION VI – GENERAL EDUCATION OBJECTIVE

· To obtain certification
· To obtain workplace skill set only
· Personal interest

TO ACHIEVE CERTIFICATION, THE FOLLOWING EXAMS MUST BE PASSED: (TO BE COMPLETED BY YOUR ACCOUNT REP)

	
	
	

	
	
	


I, _________________________________ (student name) have read and understand the terms of this training agreement.

	DATE


	STUDENT SIGNATURE

X


STUDENT WAIVER

	I, ____________________________________________, wish to exercise my right to audit the course(s) and understand that I will not receive any credit(s) if applicable.


	DATE


	STUDENT SIGNATURE

X


STUDENT INFORMATION

	LAST NAME


	FIRST NAME

	ADDRESS                                                                                                          CITY                                               STATE                                                                        ZIP



	PHONE


	EMAIL 

	DATE OF ENROLLMENT


	DATE OF COMPLETION


SCHOOL FEES

	CLASS


	OTHER FEES, IF APPLICABLE

(Lab, Supplies, ETC)
	TUITION

IF APPLICABLE
	FINANCIAL AID

IF APPLICABLE
	EXAM

IF APPLICABLE
	PASS/FAIL
	CEU’s

IF APPLICABLE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



273 Azalea Road, Bldg. 3 Office Park, Suite 200 


Mobile, Al 36609


� HYPERLINK "http://www.set-solution.com" ��www.set-solution.com�


Toll Free: 1-888-477-6260


Local: 251-652-0663


Fax: 251-652-0667





The Premier Source for Computer 


Education, Consulting and Technology
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PC Lab Workstations			Technical Lab Workstations


1.5GHz Processors			2.8 GHz Processors


17” Monitor				17” Monitor


512 MB RAM				512 MB RAM


40 GB Hard Disk				40 GB Hard Disk


48x CD ROM				15x DVD ROM


32 MB Video				64 MB Video


3- Button Mouse				3- Button Mouse


100 Megabit Network			100 Megabit Network


			Cisco Lab


Five 2500 Series Cisco Routers		Two CSU/DSU


Four Catalyst 1900 Series Switches	Two Multiplexers











Classroom Environment
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Windows Server 2003 Enterprise Edition is a productive infrastructure for running all business applications and services including networking, messaging, inventory and customer service, database, e-commerce Web sites, and file and print servers.














As an alternative to the electives listed above, these Microsoft certifications may be substituted for an MCSE elective:


MCSA on Microsoft Windows 2000


MCSE on Microsoft Windows 2000


MCSE on Microsoft Windows NT 4.05


As an alternative to the electives listed above, these third-party certifications may be substituted for an MCSE elective:


CompTIA Security+








Training doesn’t have to be a financial burden. 





Let SouthEast Technical Solutions design the most cost effective training solution for you!





You may be able to earn college credits from a regionally accredited degree based program. Let us discuss how you may be able to use your tuition benefit plan. 


1-888-477-6260
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To apply over the phone


 Call 1-888-895-5626








Q: Not sure who to choose as a computer training or consulting vendor?





A: SouthEast Technical Solutions, Inc., invites you to audit one of our classes,  or call for a FREE Performance check. Please contact our center for more details.





Local: (251) 652-0663


Toll Free: 1-888-477-6260


Website: � HYPERLINK "http://www.set-solution.com" ��www.set-solution.com�














Disclaimer: Macromedia does not sponsor, affiliate, or endorse SouthEast Technical Solutions, Inc. training services.





Productivity increases�


Productivity increases occur where, as a result of training, additional output can be achieved with the same level of effort. This implies that the organization requires or desires more output in this particular area. If it does not, then it might be better to express the benefit as a cost saving.





Examples of productivity increases include: 


Improved methodologies reducing the effort required 


Higher levels of skill leading to faster work 


Higher levels of motivation leading to increased effort 








Other cost savings�Cost savings can be achieved in a variety of ways, not  just through savings in labor, and this category allows you to take account of these. Examples include: 





Fewer machine breakdowns, resulting in lower maintenance costs 


Increased productivity/ less down time 


Lower staff turnover, reflected in lower recruitment and training costs





�





WordPerfect ( Office Suite








Other Software Applications





Return On Investment





If people really are your greatest asset, isn't it time to look at your training programs as investments in your organization’s human capital and not just as an expense?





























Additional Conditions/Restrictions May Apply





SouthEast Technical Solutions, Inc. reserves the right to refuse or cancel service at our sole discretion.








First Semester 2005





As an information technology (IT) professional, you have a choice of earning two different credentials to highlight your Microsoft Windows® knowledge and expertise: Microsoft Certified Systems Administrator (MCSA) and Microsoft Certified Systems Engineer (MCSE).





Additionally, the Messaging and Security specializations recognize MCSA’s and MCSE’s whose job roles focus on managing a Microsoft Exchange messaging infrastructure or on implementing and maintaining server security.





Which certification is right for you and your job role? 





Choose the MCSE credential if you:


Plan, design, and implement Microsoft Windows server solutions and architectures in medium- to large-sized companies. 


Have at least one year of experience implementing and administering network operating systems and desktop operating systems.


Choose the MCSA credential if you:


Implement, manage, and maintain the typically complex computing environment of medium- to large-sized companies. 


Have 6–12 months of experience administering client and network operating systems. 











We Use a Prescriptive and Diagnostic Approach to Instruction.
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