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The Poplar Bluff Technical Career Center is a accredited by Missouri 

Department of Elementary and Secondary Education and is a candi-

date for accreditation with the Council on Occupational Education.  

The Practical Nursing Program is approved by the Missouri State 

Board of Nursing.  The Cosmetology Program is accredited by the 

Missouri State Board of Cosmetology . 

 

Equality of Opportunity 

 

The Poplar Bluff Technical Career Center is an Equal Opportunity Employ-

er and operates educational programs which do not discriminate on the 

basis of age race, color, creed, religion, nationality origin, sex or handicap. 
The School district is prohibited from discriminatory practices by Title VI 

and Title VII of the Civil Rights Act of 1964, Title IX of the Education 

Amendments of 1972, section 504 of the Rehabilitation Act of 1973, and 

various state laws and regulations. 

 

Sexual harassment 

The Poplar Bluff R-1 School District is committed to an academic and 

work environment in which all students and employees are treated with 

dignity and respect.  Sexual harassment of students and employees whether 
committed by supervisors, employees or students and regardless of whether 

the victim is an employee or student will not be tolerated.  Details on sexual 

harassment policy are in each student hand book. 

 

Inquiries concerning any of the above mentioned acts of any other matter 

concerning employment or educational bias should be made to:   Dr. Amy 

Jackson, 1110 Westwood Blvd., Poplar Bluff, MO 63901, (573) 785-7751. 

Disclaimer 

The provisions in this catalog are not to be regarded as a contract between 

the student and the Poplar Bluff Technical Career Center.  The Poplar Bluff 

R-1 school district reserves the right to change any provisions or require-

ments when such action will serve the interest of the technical career center  

or its students.  The technical career center further reserves the right to deny 

admission, cancel the registrations, or ask a student to withdraw when it 

considers such action to be in the best interest of the technical career center. 

 

Students are responsible for meeting in full the requirements for completion 

of program as set forth in this catalog.  Counselors and faculty advisors 

assist in the planning of a program of study for each student, but the final 

responsibility for meeting the requirements for successful completion rests 

with the student. 

 

It is important that each student satisfy all financial obligations to the Pop-

lar Bluff Technical Career Center.  The technical career center reserves and 

intends to exercise its right to withhold copies of educational records and/or 

to dis-enroll students who owe money to the career center. 

 

Information that the technical career center is required to make available 

under the Student Right to Know and Campus Security Acts may be ob-

tained from the Financial Aid/Adult Coordinator at (573)785-2248 or in 

Poplar Bluff R-I School District 

 

NOTICE OF NONDISCRIMINATION 
 

The Poplar Bluff R-I School District is committed to an academic and work environment in which all students and employees are treated with dignity and respect. The District does not discriminate on the 
basis of race, color, sex, age, national origin, ethnicity, religion, disability or sexual orientation in its programs and activities. Discrimination and harassment of students and employees, whether committed 

by supervisors, employees or students and regardless of whether the victim is an employee or student, will not be tolerated.  

 

Inquiries, complaints or grievances from students and their parents and employees regarding 

discrimination and harassment may be directed to: 

 

Dr. Amy Jackson (District Compliance Officer) 

1110 N. Westwood Blvd. Poplar Bluff, MO 63901 

Telephone: 573-785-7751  

 

Any person may also contact the Kansas City Office for Civil Rights, U.S. Department of Education, regarding the District’s compliance with Section 504, Title II, Title VI, Title IX, and the Age Discrimination 

Act. 

Office for Civil Rights 

U.S. Department of Education 

8930 Ward Parkway, Suite 2037 

Kansas City, MO 64114-3302 

Telephone: 816-268-0550 

 

Any person may also contact the Equal Employment Opportunity Commission for concerns relating to the Age Discrimination in Employment Act, or Title VII.  

Robert A. Young Federal Building 

1222 Spruce Street 

Room 8.100 

St. Louis, MO 63103 

Telephone: 800-669-4000 

 

Other agencies dealing with non-discrimination issues include: 

Missouri Commission for Human Rights   U.S. Department of Justice 

Department of Labor and Industrial Relations  950 Pennsylvania Ave., NW 

P.O. Box 1129, 3315 W. Truman Blvd.   Washington, DC 20530-0001 

Telephone: 573-751-3325    Telephone: 202-353-1555 
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Poplar Bluff Technical Career Center 
The Poplar Bluff Technical Career Center (PBTCC) is located at 

3203 Oak Grove Rd, Poplar Bluff, MO 63901.  PBTCC is a 

public, non-profit, one-two year institution which provides area 

students state-of-the-art career training in a wide variety of occu-

pational areas.  The technical career center is a non-degree grant-

ing, clock-hour institution.  Students attend a required number of 

hours in addition to successful academic performance to meet 

program completion and certification status. 

 

History 
In 1957 the Poplar Bluff School District, the first public school 

system to do so, established a practical nursing program .  The 

program was originally located in the Old Mark Twain School 

on Main Street.  In 1968 the practical nursing program relocated 

and with the inclusion of additional programs of study became 

the Poplar Bluff Area Vocational School currently located on 

Oak Grove Road.  At that time seven programs of study were 

offered primarily to secondary students from area high schools.  

As the service area’s needs grew, new courses were developed 

and adult education opportunities were extended.  In 1994 the 

name was changed to the Poplar Bluff Technical Career Center 

(PBTCC) . 

 

Mission Statement 

The Poplar Bluff Technical Career Center will provide career 

and technical education for professional success within a curric-

ulum framework that reflects the relevancy of our times, indus-

try and needs of our community. 

 

Objectives of the Poplar Bluff Technical Career Center 

· Provide occupational and supplemental programs that 

support the economic growth of our community and 

promote lifelong learning. 

· Provide academic services, learning resources, basic 

skills development and educational opportunities that 

maximize development of individual potential. 

· Provide laboratory and collaborative work experiences 

that reflect current business and industrial practices in 

methodology, technology and practices. 

· Provide student activities that develop leadership abili-

ties needed in fulfilling occupational, social and civic 

responsibilities. 

· Provide support and placement services that  enhance 

individual growth and potential to aid in preparing 

students for immediate entry to or advancement in the 

workforce. 

 

All programs in career and technical education are highly spe-

cialized.  They are specifically designed to give the necessary 

training and skills required in various occupations.  The school 

shall assist all students in finding employment upon successful 

completion of their chosen programs; however, the school can-

not promise employment to anyone.  The Poplar Bluff Technical 

Career anticipates the addition of additional programs in career and 

technical education as needed by the communities we serve. 

 

Accreditation 
The Poplar Bluff Technical Career Center is a candidate for ac-

creditation with the Council of Occupational Education and is fully 

accredited with the Missouri State Department of Elementary and 

Secondary Education.  This recognition of quality programs and 

accreditation assures students that work satisfactorily completed at 

the PBTCC will be recognized by colleges, professional schools, 

and certification entities.   The Practical Nursing Program is ap-

proved by the Missouri State Board of Nursing.  The Cosmetology 

Program is accredited by the Missouri State Board of Cosmetolo-

gy . 

 

Academic Calendar 
The board approved Poplar Bluff School calendar will be the offi-

cial calendar for the Poplar Bluff Technical Career Center.   

 

 Technical-Industrial Programs  -  1044-hour (36 weeks) be-

gins in August and completes in May in  accordance with the 

Poplar Bluff Public School calendar. 

 Cosmetology  -  1220-hour (40 weeks)  Fall Class begins in 

August and ends with student’s completion of 1220 hours.  

Class meets in accordance with the Poplar Bluff Public School 

calendar.  Winter Class begins in February and ends with 

student’s completion of 1220 hours.  Class meets in accord-

ance with the Poplar Bluff Public School calendar. 

 Manicure (Nail-Tech) Course  -  400-hour (12 weeks) begins 

in April and ends with student’s completion of 400 hours. 

 Esthetician Course  -  750-hour (30 weeks) begins in Novem-

ber and ends with student’s completion of 750 hours. 

 Cosmetology Instructor Training   -  600-hour; Available and 

arranged on individual need basis.  Consult with Cosmetology 

Program coordinator to apply for this course. 

 Practical Nursing  Program  -  1360-hour (50 weeks) may 

begin in July or August and endsthe following June. 

 

Facilities 

The Poplar Bluff Technical Career Center is located at 3203 Oak 

Grove Road, Poplar Bluff, Missouri.  It is adjacent to the Poplar 

Bluff R-1 Fifth and Sixth Grade Center.  Mules Café, home of the 

PBTCC Culinary Arts program, is located at 1110 N. Westwood, 

Poplar Bluff, Missouri as an extension campus.  The Café shares 

the same site as the Poplar Bluff R-1 Administrative Offices.  The 

Café is open to the public several days a week.  

General Information 

Poplar Bluff  Technical Career Center 
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Academic Aptitude Testing 

PBTCC requires all prospective students to complete an academic 

aptitude assessment.  The assessments evaluate basic academic, 

judgment and comprehension, and vocational adjustment abilities.  

Results of the tests will be utilized to determine eligibility for pro-

gram admission, and/or to determine academic readiness for pro-

gram specific coursework.  Test results are confidential.   

 Practical Nursing applicants are required to take the Test of 

Essential Academic Skills (TEAS). 

 Cosmetology applicants and Trade and Industry applicants are 

required to take the Test for Adult Basic Education (TABE). 

 All students will complete a pre-entrance essay. 

 

Admission Procedures 
1. Obtain application information by any of the following: 

 Visiting the PBTCC main office located at 3203 Oak Grove 

Road 

 Call the Adult Education Coordinator at (573)785-2248 

 Download school catalog and admission applications from the 

school website www.poplarbluffschools.net (see PBTCC 

page) 

2. Submit the completed application with a $25 T&I and Cos-

metology  non-refundable application fee or $100 Practical 

Nursing non-refundable application fee. 

3. Request your official high school transcript and college tran-

scripts be sent directly to PBTCC or request your passing 

GED/Hiset scores be sent directly to PBTCC. 

4. Upon receiving your completed application and deposit you 

will be contacted to schedule an appointment for your specific 

academic proficiency exam. 

Ability-to-Benefit 
The Poplar Bluff Technical Career Center strives to provide aca-

demic services, learning resources, basic skills development and 

educational opportunities that maximize development of individual 

potential.  All courses taught at PBTCC require a certain level of 

reading and mathematical ability in order to benefit from training.  

All students enrolling at PBTCC are required to complete a test 

assessing academic aptitude, especially reading and math skills.  

Students who do not demonstrate necessary competencies in these 

two academic areas will be recommended for remediation. 

 

Students seeking enrollment at PBTCC must demonstrate ability to 

benefit by possessing a high school diploma or equivalent (GED).  

Education and literacy/GED/Hiset classes are available to any post 

secondary student who is in need of help with basic skills, English 

as a second language or preparation for taking the GED.  Call your 

local school district for information on times of classes or call 1-

800-521-READ for the Post-Secondary Learning Center nearest 

you. 

 

Students seeking enrollment at PBTCC  must demonstrate ability 

to benefit from all aspects and requirements necessary to meet 

completion/graduation requirements and exam requirements asso-

ciated with specific program of study.  Aspects and requirements 

may include, but are not limited to, maintaining and establishing 

eligibility to participate in required internships and clinical experi-

ences, maintain eligibility to receive and hold student licenses nec-

essary to participate in clinical experiences, complete criminal 

record check with acceptable results. 

 
 

Admissions Information 

Gun-Free/Drug-Free Schools 
The Poplar Bluff R-1 Board of Education adopted a resolution 

designating all Poplar Bluff R-1 Public School properties and all 

properties within 1000 feet as gun-free/drug-free school zones.  

Appropriate signs designating these areas as gun-free/drug-free 

school zones are posted.  Any violation of this resolution shall be 

prosecuted to the extent of the law by both federal and state stat-

ures as appropriate. 

 

In accordance with Title IV regulations, students are required to 

sign an anti-drug abuse certification statement that they will not 

engage in the unlawful manufacture, distribution, possession or 

use of a controlled substance.   Drug abuse education and availa-

ble rehabilitative services within the community will be available 

to students.  

 

 

Personal Enrichment Courses 

PBTCC cooperates with public agencies, civic groups, community 

organizations, business and industry, along with other area educa-

tional institutions to provide educational services for a variety of 

individuals.  Many of these programs and courses are designed to 

provide people of all ages though out Southeast Missouri access to 

career education opportunities.  The facilities and personnel pro-

vide specialized services to meet the career educational needs of 

the community.   

 

Personal enrichment courses are provided in response to communi-

ty needs and interests.  Courses and services may be initiated by 

individuals by contacting the PBTCC Adult Education Coordina-

tor.  These courses are designed to serve the cultural and educa-

tional needs of the community and provide self-improvement.  The 

courses are short-term, non-credit.  Course offerings are deter-

mined by public interest through number of participants.  Refer to 

the PBTCC Schedule of Courses for more information. 

General Information 

Poplar Bluff  Technical Career Center 
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5. Request for admission will not be considered complete until 

all the above steps have been completed.  

 

Failure to complete admission requirements by specific program 

cutoff dates may result in non-consideration for admission.  No 

student will be considered as officially enrolled until all admission 

requirements are met.  No student will receive financial aid distri-

butions until all admissions requirements are met. 

 

Refer to cosmetology and practical nursing sections for additional 

program specific admission requirements. 

 

Admission to Specific Programs 
The number of students enrolled in specific programs is limited to 

the number of available openings and/or pre-set number of allowa-

ble students per program of study.  Students applying to PBTCC 

programs are accepted according to the approved selection process 

as outlined in each program’s section.  PBTCC programs are clock 

hour non-continuous enrollment.  No student will be admitted to or 

allowed to begin a program five days after the first scheduled class. 

 

Upon approval for admission, the student will receive a letter of 

acceptance with instructions regarding the next steps in the process 

to secure enrollment.  It is vital these instructions are followed in 

the prescribed timeframe.  Failure to do so may forfeit the student’s 

enrollment in the program.  For further information contact the 

specific program coordinator or the Adult Education Coordinator.   

 

Advanced Placement 
There is currently no mechanism in place to award advanced place-

ment in the Poplar Bluff Technical Career Center programs of 

study.  

 
Functional Abilities 

In order to perform the duties required of the PBTCC programs of 

study and function upon completion in the chosen career field an 

applicant must be able to do, possess or be able to be taught the 

following skills: 

 Possess Gross & Fine  Motor Skills 

 Physical Strength/Endurance Abilities 

 Ease of Mobility  

 Sensual Abilities (Hearing, Visual, Tactile) 

 Maintain Emotional Stability 

 Possess or Develop Reading & Mathematical Competence 

 Possess and Develop Analytical & Critical Thinking Skills 

 Possess and Develop Interpersonal & Communication Skills 

 

More detailed descriptions of these abilities are available in specif-

ic program student handbooks. 

 
 
 

International Students 
In addition to meeting all admission requirements listed in this catalog, the 

following items are required for all non-immigrant international students 
seeking I-20 admission: 

1. Be eligible for an F-1 visa 

2. Submit the Statement of Financial Responsibility 
3. Submit acceptable results of the Woodcock-Munoz English Proficien-

cy Assessment to establish the fact of proficiency in the English Lan-

guage. 

 
Applicants for whom English is a second language must take and achieve a 

proficient score on the Woodcock-Munoz English Proficiency Assessment.  
Arrangements to complete this test can be made with the Adult Education 

Coordinator at PBTCC.  Any fees associated with administering this test 

are the responsibility of the student. 

 

Non-English Speaking Students 
Non-English speaking students will meet the same general admission and 

graduation/completion requirements as other students. 
 
 

Transfer Policy 
The Poplar Bluff Technical Career Center has a clearly defined policy on 

transfer of students between programs within the institution, transfer of 

students from other institutions, and transfer of credits and hours from 

another institution.  These are handled on a case by case basis during the 

admission process. 

Transfer requests are considered on an individual, student-by-student basis.  

A student wishing to transfer must first write a letter to the director of 
PBTCC stating his/her request.  The student must then submit the following 

documents: 

 Completed application for admission; 

 Application fee applicable for program requesting; 

 Documentation the sending school was accredited by the appropriate 

accrediting agencies and/or institutions; 

 Official transcript from the sending school stating specific coursework 

completed, grades, and attendance; 

 Programmatic course descriptions and /or list of competencies com-

pleted by student up to the date of withdrawal from sending school, 

included in this information should be total number of classroom and 

clinical/internship hours for each course; 

 A letter of recommendation from the sending school director, program 

coordinator or program instructor. 

 

Admission of and acceptance of work completed and grades earned by a 
transfer student is dependent upon  acceptability of the above listed docu-

mentation.  Course curriculum content and competencies of comparable 

completed classes by student at a sending school must meet or exceed those 
of the corresponding PBTCC program.  Academic grade policies of the 

sending school must be equal to or exceed those of PBTCC.  Student must 

be able to demonstrate that the completion of comparable coursework re-
sulted in achieving grade levels as required by PBTCC and PB R-1 schools. 

 

Upon receiving approval and being granted admission, the student would be 
expected to meet the same requirements as do other members of the class to 

which they are admitted.  Decision of approval for transfer student admis-

sion will be based upon the PBTCC Director, Adult Education Coordinator, 
and Program Coordinator/Instructor’s consideration.   

Admissions Information 

Poplar Bluff  Technical Career Center 
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The Poplar Bluff Technical Career Center provides financial assis-

tance through, grants, scholarships, and loans for qualified stu-

dents.  All Financial Aid information added here is for infor-

mation basis only, please refer to the PBTCC Financial Aid 

Policy and Procedures Student Handbook located at http://

www.poplarbluffschools.net/schools/tcc/home/ or pick up a 

copy in the Financial Aid Office for more detailed information.    
 

Financial Aid  

 

The primary purpose of financial aid is to provide assistance to 

students enrolled in an educational program that leads to a career 

and technical certificate.  It is intended as a supplement to the stu-

dent’s own resources.  Therefore, the student’s family is expected 

to contribute from income and assets to the extent they are able.  

Funding sources available may include, but are not limited to fed-

eral or state grants, federal loans, scholarships, veterans’ benefits, 

and vocational rehabilitation, A+ funding, WIA, tuition assistance 

and other local agencies. 

 

Most financial aid is based on student financial need.  Student need 

is the difference between the cost of education and the family’s 

ability to pay.  The financial aid office will assist the student in 

meeting the unmet need through available financial resources, fed-

eral, state or local.  In order to determine eligibility, students 

MUST complete the Free Application for Student Aid (FAFSA). 

 
Cost of Education (CoE) – Expected Family Contribution (EFC) = Need 

 

The cost of education is educational expenses such as tuition, fees, 

room, board, books, supplies and other related expenses.  The cost 

of education is always based on the cost of standard tuition and 

fees for a full time student for a full academic year.  Less than full 

time enrollment is adjusted by the federal payment schedule. 

 

Expected Family Contribution (EFC)  

 

Expected Family Contribution or EFC is determined for all the 

student and parent information submitted on the financial aid appli-

cation.  There is a single formula, as outlined by law, which pro-

duces the Expected Family Contribution (EFC).  The EFC is used 

to award Federal Pell Grants, campus-based aid and Direct Loans. 

 

Financial Need 

 

To determine the amount of a student’s Federal Pell Grant, the 

financial aid officer applies the cost of attendance and the EFC to a 

payment schedule to determine the award.  The lower the EFC, the 

higher the award should be.  A student with an EFC of “0” has the 

most need and tends to receive the highest amount of Federal Pell 

Grant Funds.  A student with an EFC greater than the cutoff is not 

eligible for a Federal Pell Grant. 

 

 

 

 

How to Apply for Financial Aid 

 
*Apply for admission to PBTCC 

*Complete the current Free Application for Federal Student Aid (FAFSA) 
online at www.fafsa.ed.gov.  Applications are also available at PBTCC.  

The PBTCC code for the FAFSA is 013683. 

*Upon receipt of your processed Student Aid Report, contact the PBTCC 
Financial Aid Director to discuss your results. 

*Transfer students must furnish information on each post secondary school 

previously attended 
*Eligible males, 18-25 must be registered with the selective service in order 

to receive financial aid. 

 

Student Financial Aid Eligibility Requirements 

 
The PBTCC is an approved institution in disbursement of Title IV funds. A 

financial aid officer is available to assist students in applying for financial 

aid to meet the costs of their training program.  
To be eligible for student aid, a student must meet certain requirements, he/

she must:  

 Be a US citizen or eligible non-citizen  

 Be registered with Selective Service (if required)  

 Attend a school that participates in the following program: Federal 

Pell Grants, Federal Subsidized and Unsubsidized Stafford Loans, 
Title VII, and Public Health Act Programs  

 Be working towards a degree or certificate  

 Be making satisfactory academic progress  

 Not owe a refund on a federal grant or be in default on a federal edu-

cational loan  

 Have “financial need” as determined by the US Department of Educa-

tion  

 Not have a federal or state drug conviction while receiving Title IV 

aid  

 
It is very important that all students understand the policies and procedures 

of financial aid at the Poplar Bluff Technical Career Center. The admin-

istration of financial aid is extremely complex because of all the federal, 
state, and local agencies that provide and regulate these resources. As a 

consumer of educational services and programs, you should fully under-

stand the financial assistance to which you are entitled as a student of 
PBTCC. The forms you are asked to complete are absolutely necessary. All 

forms should be completed accurately and honestly. Information given is 

held in strict confidence. 
 

Students Convicted of Possession or Sale of Drugs  
 

A federal or state drug conviction can disqualify a student for FSA funds. 
Convictions only count if they were an offense that occurred during a peri-

od of enrollment for which the student was receiving Title IV aid. Students 

denied eligibility for an indefinite period can regain it only after successful-
ly completing a rehabilitation program as outlined in HEA Section 484(r) 

34 CFR 668.40.  

Student Financial Aid 

Poplar Bluff  Technical Career Center 
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Student Rights and Responsibilities  
 
Students have the right to ask:  

1. What financial aid programs are available  

2. The deadlines for submitting applications for the programs available  
3. How the financial aid was determined  

4. How the refund and repayment policies work  

5. How it is determined whether you are making satisfactory academic 
progress and what happens if you are not in compliance  

 

Student responsibilities:  
1. Complete all applications accurately and submit them on time to 

PBTCC  

2. Provide correct information. Reporting incorrect information on fi-
nancial aid application forms is a violation of the law and may be 

considered a criminal offense, which could result in indictment under 

the US Criminal Code  
3. Return all documentation, verification, and/or corrections requested 

by PBTCC within the given time frame  

4. Be responsible for reading and understanding all forms that you sign 
and for record keeping of all financial aid correspondence  

5. Make satisfactory academic progress in your program  

6. Notify the PBTCC office of any change in name, address or phone 
number  

 

Financial Aid Procedures Summary  
 
A summary of PBTCC financial aid disbursement procedures are that the 

student must:  

 
1. File a FAFSA (Free Application for Federal Student Aid) to deter-

mine eligibility. Please use the PBTCC school code: 013683  

2. Review the Student Aid Report (SAR) and report any corrections to 
provide accurate information to the federal government  

3. Provide documentation as requested by the Financial Aid & Adult Ed 

Coordinator. Without all required paperwork, NO awards will be 
processed  

4. Return an award letter accepting the financial aid awards  

5. Maintain satisfactory academic progress (at least a “C” average as 
defined by their program and 88.5% attendance*)   * Dependent upon 

specific program 

 
 

 

After all the required paperwork is in the student file and Satisfactory Aca-
demic Progress (SAP) is documented by the Adult Education Coordinator, 

Federal Pell and Federal Direct Student Loan monies will be ordered by the 

Financial Aid & Adult Education Coordinator. Once the Federal Pell and 
Federal Direct Student Loan funds are deposited into the financial aid ac-

count it may take up to one week to gain all necessary signatures from the 

Poplar Bluff Public School administration staff and to produce a check if a 
credit balance is due to the student.  

 

All financial aid, regardless of source, is applied to the student’s account 

balance. A student’s account must be paid in full before any money is re-

funded to the student. The student is charged for ½ of tuition at the time of 

the first order of financial aid (approximately around the end of the first 
month of school); the remaining ½ of tuition is charged at the time of the 

second order of financial aid (approximately half way through the academic 

year which is 450 hours). If the Title IV monies ordered by the end of the 
first month of school exceed the ½ of tuition costs at that time, an excess 

check will be issued to the student.  

 

The Financial Aid & Adult Education Coordinator will contact the student, 

when financial aid funds are received and will discuss the steps necessary 

and where to go to obtain check (two forms of ID are required).  When 900 
hours are completed by a student they are considered completers of an 

academic year at PBTCC.  Any loans Subsidized or Unsubsidized will start 

their 6 month grace period at that time.  Students will begin repayment of 
their loans 6 months from the date they complete 900 program contact 

hours.   

 

Dependent or Independent Student  

 
The Reauthorization of the Higher Education Act requires implementation 
of a new definition of independent student. For 2015-2016, you are auto-

matically considered an independent student if you:  

 Were born before January 1, 1992  

 Have legal dependents other than a spouse  

 Are an orphan or ward of the court  

 Are a married student  

 Are a veteran of the US Armed Forces  

 Homeless status  

 You were a foster child after the age of 13  

 You are an emancipated child as determined by court  

 

Expected Family Contributions  
 

How are the expected family contributions (EFCs) calculated? For a student 
who is dependent upon parents, these resources would include the parent’s 

contribution and the student’s contribution. For the independent student, the 

resources would include only student’s contribution, and spouse’s, if any. 
The EFC is calculated by the federal government using a formula including 

income, number of dependents, and various other factors. Therefore, if a 

student’s program indicates the total cost of education to be $5000 and the 

expected family contribution is $1000, the student would be eligible for 

$4000 of financial aid.  

The Financial Aid & Adult Education Coordinator will print an award 
letter, including all financial aid a student is eligible for and will send this 

to the student to be signed, dated, and returned to the PBTCC office. NO 

financial aid award will be disbursed before the award letter is returned to 
the PBTCC office.  

 

Cost of Attendance  
 

The cost of attendance (COA) is calculated by the amount of tuition, books, 
supplies, and miscellaneous expenses. The miscellaneous expenses include 

housing, transportation, and personal costs that are determine using surveys 
completed by students attending PBTCC programs from the previous year.  

 

Sources of Financial Aid . 

 
Poplar Bluff Technical Career Center distributes’, three types of financial 

aid: grants, loans and scholarships.  
 

Federal Pell Grant - This federal program provides grants (for which no 

repayment is required) to undergraduate students. The amount of the grant 
is based on the calculated financial need of the student’s family.  

 
Access Missouri Program – This program is funded through the Missouri 

Coordination Board of Higher Education. FAFSA application must be 

completed prior to April 1 and eligibility is based on the financial need of 
the student.  
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will sign a new award letter if applicable. At that time, the discrepancy will 

be discussed and the proper steps will be taken to correct the error(s).  

If applicable, the Financial Aid & Adult Education Coordinator may need 
to resubmit the SAR or ISIR for corrections. The students must take the 

responsibility to insure the financial aid has all the appropriate information. 

If the student has already applied for a Federal Direct Student Loan, the 
lender will be notified of the changes to the loan application.  

Possible Required Verification Items:  

 Household size (number of persons in the household)  

 Number enrolled in post-secondary education (number of household 

members attending a post-secondary institution at least half-time  

 Adjusted gross income for the base year, or income earned from work 

if AGI has not been calculated  

 Certain untaxed income and benefits for the base year such as:  

 Social Security benefits, if certain conditions apply  

 Child Support, if certain conditions apply  

 Untaxed payments to IRA and/or Keogh plans  

 Foreign income exclusions  

 Interest on tax-free bonds  

 Food stamp documentation  

 

The Financial Aid & Adult Education Coordinator will notify the student of 
what documentation is necessary for each of the required verification items.  

 

Award Notification  

 

Students will be informed of the decision on their application for Federal 

Financial Aid as early as possible. However, no awards will be made until 
all documents have been received, the student has enrolled, and the actual 

cost determined, and a payment plan signed and agreed to for the cost of the 

program. Students must be admitted before they receive a financial award 

notice from PBTCC.  

 Complete Policy Found in PBTCC Financial Aid Policy Hand-

book in Financial Aid Office or at: http://

www.poplarbluffschools.net/schools/tcc/home/  

 Program Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-employment-

disclosure/  
 
 

Completion Rates—2013-2014 

Total Students Enrolled :  71 

Females:     55 ( 77.5%)                         Males:   16  (22.5%) 

Race :  White 66 (93%)   Black  1 (1.4%)   Hispanic  3   (4.2%) 

             Asian 1 (1.4%) 

Student Completion Rate:  91.8% 

Females 43 (71%)                  Males  13   (29%) 

Race: White   52  (92.9%)        Black   0 ( 0%)  Hispanic 3 (5.4%)      

           Asian   1  (1.7%) 

Job Placement  Statistics - 2012-2013 statistic 

Students placed in employment or continuing education: 62.96%  

 

PBTCC Students Receiving Financial Aid  -  95% 

Students receiving Pell   71% 

Students receiving Student Loans 56% 

Students receiving Missouri Aid 41% 

Students receiving Other Aid 24% 

 

Veteran’s Educational Benefits - Veterans and veterans’ dependents may 

receive VA financial assistance while completing an eligible program of 
study at Poplar Bluff Technical Career Center. Please contact a Veterans 

Administration representative for more information at 1-888-442-4551  

 
Work Force Investment ACT (WIA) - Economically disadvantaged, 

unemployed or underemployed persons may qualify for this program.  

 
Vocational Rehabilitation - Individuals with disabilities that constitute a 

disability to employment may qualify for benefits such as tuition and fees, 

transportation and room and board if they qualify and meet the necessary 
financial guidelines. Individuals should contact their area Vocational Reha-

bilitation Center.  

 

Trade Readjustment Act - Available to persons who have lost their jobs 

and need retraining due to the closing of an American business to foreign 

industry. To apply, contact the local Job Service Agency.  
 

A+ Program - Tuition reimbursement for students graduating from an A+ 

school and fulfilling all the requirements. Your high school transcript must 
reflect this designation. A+ will pay for tuition only, no supplies, book cost 

or lab fee. The A+ Program will only pay a certain amount of money per 

clock hour; not necessarily the entire tuition (current clock hour tuition is 
$4.20 per hour but subject to change). If a student is eligible for a Federal 

Pell Grant or any other form of federal assistance that does not require 

repayment as determined by the FAFSA, these funds will be applied to the 
student’s account first. Any covered costs that remain will be submitted to 

the A+ Program. If a student does not complete the required number of 

clock hours for the program and/or does not maintain at least a 2.5 grade 
point average he/she will lose eligibility for A+ funding.   A+ funding is not 

guaranteed.  

 
William D. Ford Federal Direct Loan Program – Loan limits vary ac-

cording to enrollment status. Loans must be repaid. There are two types of 

Direct Student Loans:  
Federal Direct Subsidized Student Loan: must be repaid; interest on the 

loan will not accrue during the in-school period  
Federal Direct Unsubsidized Student Loan: must be repaid; interest will 

accrue during the in-school period.  

 

Direct Parent Loans for Undergraduate Student and Dependent Stu-

dent (PLUS) - Parents of dependent undergraduate students may obtain 

guaranteed loans. PLUS loans may not exceed the student’s estimated cost 
of attendance minus any estimated financial assistance the student has been 

or will be awarded during the period of enrollment. Repayment of PLUS 

loans begins 30 days after the first disbursement.  
 

Verification  

 
In order to receive financial aid administered through Poplar Bluff Tech-
nical Career Center, a student may be required to furnish documentation for 

verification of information provided on the financial aid application as 

required by the US Department of Education. Any student unable to pro-

vide this information will not receive financial aid.  

Students may be required to furnish items such as copies of non-taxable 

income, interest income, proof of assets, and veteran’s benefits. These 
items may be needed to substantiate information reported on the FAFSA.  

Students must provide the Financial Aid & Adult Education Coordinator 

with documentation for the verification request prior to completion of any 
financial aid award letter and the disbursement of any Title IV monies.  

If the verification procedure discloses information that will change the 

award to be received by the applicant, the student will be made aware and 
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Tuition and Fees 
(effective July 2014) 

Institutional Fees 

 

Application for Admission  -  T & I, Cosmetology Applicants   $25.00 
Application for Admission  -  Practical Nursing Applicants    $100.00 

Transcript Fee       $  5.00 

In District  

Technical & Industrial Programs  

Tuition       $6,191 

T & I Textbook Fee  Vary according to 

Program Specific Fees    specific program 

     

Cosmetology/Manicure  
Tuition      $6,985 

Program Specific Fees    $1,045 

 

Cosmetology/Manicure Additional 150 hours Training  
(as required for additional state requirements) 

Tuition      $869 

Program Specific Fees -Vary according to enrollment status. 

 

Cosmetology/Manicure Additional 280 hours Training  
(as required for additional state requirements ) 

Tuition      $1,594 

Program Specific Fees-Vary according to enrollment status.  

 

Esthetician  
Tuition      $4,289 

Program Specific Fees    $935 

 

Cosmetology Instructor Training   
Tuition      $3,440 

Program Specific Fees    $440 

  

Manicure Program  
Tuition      $2,295 

Program Specific Fees    $660 

 

Practical Nursing      
Tuition      $9,487 

Program Specific Fees    $2,970 

 
The Poplar Bluff Technical Career Center provides career education to a 

consortium of schools from the following districts:  Poplar Bluff R-1, East 
Carter, Greenville, Puxico, Richland, Southern Reynolds, Twin Rivers, Van 

Buren, and Zalma.  In District Tuition applies to individuals residing within 

the boundaries of those districts at the time application for enrollment is 
submitted.    A  graduate of any high school that is a member of the Poplar 

Bluff Technical Career Center consortium is eligible for In District Tuition. 

Out of District  

Technical & Industrial Programs  

Tuition       $6,501 

T & I Textbook Fee  Vary according to 

Program Specific Fees    specific program 

      

Cosmetology/Manicure  
Tuition      $7,334 

Program Specific Fees    $1,045 

 

Cosmetology/Manicure Additional 150 hours Training  
(as required for additional state requirements) 

Tuition      $913 

Program Specific Fees -Vary according to enrollment status. 

 

Cosmetology/Manicure Additional 280 hours Training  
(as required for additional state requirements) 

Tuition      $1,675 

Program Specific Fees -Vary according to enrollment status. 

 

Esthetician  
Tuition      $4,504 

Program Specific Fees    $935 

 

Cosmetology Instructor Training   
Tuition      $3,611 

Program Specific Fees    $440 

 

Manicure Program  
Tuition      $2,409 

Program Specific Fees    $660 

 

Practical Nursing      
Tuition      $9,961 

Program Specific Fees    $2,970 
 

The Poplar Bluff Technical Career Center provides career education to a 

consortium of schools from the following districts:  Poplar Bluff R-1, East 
Carter, Greenville, Puxico, Richland, Southern Reynolds, Twin Rivers, Van 

Buren, and Zalma.  Out of District Tuition applies to individuals who do 

not reside within the boundaries of those districts at the time application for 
enrollment is submitted.  A graduate of any high school that is a member of 

the Poplar Bluff Technical Career Center consortium is eligible for In Dis-

trict Tuition. 

Institutional (Program Specific) Fees 

Institutional (Program Specific) student fees are those necessary to support expenses associated with providing specific services for the 

student.  Fees consist of, but are not limited to:  transcript fee, any of the following if applicable to program of study: graduation fee; state 

licensing fee; uniforms; kits, tools, equipment specific to program; consumables, lab fees, professional development/membership fees. 

Poplar Bluff  Technical Career Center 
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Financial Responsibilities 

Payment of Fees 

The total tuition amount due is divided by the number of payment 

periods during a program of study.  Each billing period tuition 

amount is billed prior to the beginning class date of the payment 

period.  Additional costs for books, fees, etc. are billed during the 

billing period in which they are incurred.  Account balance must 

be paid in full or a plan of payment must be in place with the 

PBTCC billing office five business days prior to the first day of 

a student’s scheduled class in each individual payment period.  

The Poplar Bluff Technical Career Center accepts cash, checks and 

money orders as payment.   

 

Financial Aid Award Payments 

Financial Aid Award payments will be credited to a student’s ac-

count when payment from the granting institution is received by 

the Poplar Bluff Technical Career Center.  Should financial aid 

payments not be available to meet institutional payment guidelines 

as stated above, student will be responsible for payment of tuition 

and fees.  Student will receive a refund should a student’s account 

result in a credit balance upon receipt of financial aid payments 

from the granting institution.   

 

Agency or Employer Payments 

Agency or Employer payments will be credited to a student’s ac-

count when payment from the granting institution is received by 

the Poplar Bluff Technical Career Center.  Should Agency or Em-

ployer payments not be available to meet institutional payment 

guidelines as stated above, student will be responsible for payment 

of tuition and fees.  Student will receive a refund should a student’s 

account result in a credit balance upon receipt of financial aid pay-

ments from the granting institution.  Should circumstances require 

third-party billing, payment arrangements must be made in advance 

of the payment deadline with the PBTCC billing office. 

 

Students must notify the Financial Aid Coordinator and provide 

approval documentation prior to the payment deadline date if they 

are eligible for payment of fees through special government train-

ing/retraining programs. 

 

Financial arrangements are to be made five business days prior to 

the first day of a student’s scheduled class the student may be 

dropped from enrollment status. 

 

Deferred Payment Plan 

A deferred payment plan is available.  Student must notify the 

PBTCC billing office to make arrangements for the deferred pay-

ment plan.   

Deferred payment plan procedure is as follows: 

1. Pay one fourth of tuition amount due at least five business 

days prior to the first day of a student’s scheduled class 

2. Pay program specific fees prior to specific deadlines noted in 

program sections in catalog 

3. Remainder amount due will be divided into installments for 

the remaining months of the payment period. 

 

A deferred payment plan must be on file five business days prior to 

the first day of a student’s scheduled class of the payment period or 

student may be dropped from enrollment status. 

Payment Due Dates 
Account balance must be paid in full or a plan of payment must be in place 

with the PBTCC billing office five business days prior to the first day of a 

student’s scheduled class in a payment period.   Specific programs require a 
deposit upon acceptance into a program.  Refer to program section to deter-

mine the amount and due date. 
  

Final Payment Due Date 
The deadline date for paying the remaining balance of the program fees is 45 

days prior to the completion date of an individual’s program of study.  Failure 

to pay may result in termination of enrollment.  The student is responsible for 
any remaining outstanding balances.  Student transcript will be held until 

outstanding balance is paid in full.  Student will not be allowed to enroll in 
any other program.  Appropriate agencies will be notified of student’s out-

standing debt.  It is the student’s responsibility to insure all financial obliga-

tions to the school have been met. 

 

Institutional Refund Policy  (PBTCC’s Policy com-
plies with COE guidelines) 
  
1. A student who withdraws or cancels their enrollment on or before the first 

day of class will receive a refund of all tuition and fees paid, the institu-

tion retains no more than $100. 
2. A student who withdraws within the first five days of the instructional peri-

od for their program of study will receive a refund of 90% of the total 
program tuition.  Any other assessed fees for supplies or books will be 

non-refundable after the first day of class. 

3. For days beyond first five days of class, Title IV Financial Aid refund pro-
cedures will be followed by PBTCC.  The Student is responsible for the 

total cost of program regardless of Financial Aid Status and enrollment 

status after the first five days of class. 
4. Refunds, when due, shall be made within 45 days of the last day of attend-

ance if written notification of withdrawal has been provided to the institu-

tion by the student, or from the date the institution terminates the student or 
determines withdrawal by the student.   

5.  Refunds do not require a request from the student.   

6.  For Classes canceled by the Institution:  If tuition and fees are collected in 
advance of the start date of the program, the institution will refund 100% of 

the tuition and fees within 45 days or less of the planned start date.   

7.  Refunds for students enrolled prior to visiting the institution:  Students who 
have not visited the school facility prior to enrollment have the opportunity 

to withdraw without penalty within three days following either attendance 

at a regular-scheduled orientation or following a tour of the facilities and 
inspection of the equipment. 

8.  Refunds for students enrolled in a Professional Development, Continuing 

Education, or Limited Contract Instruction.  Programs, which are short-
term, have a written policy or contract statement regarding whether or not 

fees and instructional charges are refundable when offered.   

All programs under Professional Development, Continuing Education, or 
Limited Contract Instruction will be refunded fully in the event of 

cancellation before programs start and 100% of tuition and fees 

will be refunded.  Any student who cancels their enrollment on or 
before the first day of class w  ill receive a refund of all tuition and 

fees paid, which will not exceed a total of $100.  Refunds, when 

due shall be made within 45 days of last day of attendance and will 
not require a student to make a refund request.   

 

Financial Responsibility  
The Poplar Bluff Technical Career Center is not an open continuous enroll-

ment institution.  Student is responsible for the entire total cost of their pro-

gram regardless of withdrawal or termination prior to full completion of pro-
gram.  Should a student withdraw or be terminated from program all remain-

ing amounts due will become immediately due payable.    
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range make-up work with the instructor because of legitimate class 

absences.  Excessive absences may be cause for dismissal from a 

program of study.  Anyone missing five consecutive days without 

notification to the school will be assumed to have dropped and enroll-

ment may be terminated.  Title IV attendance requirements as out-

lined in the Student Handbook must be followed.  Attendance and 

tardy policies specific to an individual program of study can be found 

in the student handbook associated with the specific program of 

study. 

 

Clock Hour 
PBTCC is a clock hour institution.  Students are required to attend a 

minimum number of hours in addition to meeting the academic and 

skill achievement requirements for successful completion of program.  

Refer to program section to determine hours of attendance for indi-

vidual programs. 

 

Grading Policy 
Evaluation of the quality of student work will be based on a standard 

grading scale as follows: 

Grade Quality of Work  Grade Points 

A Excellent   4.0 

B Above Average  3.0  

C Average   2.0 

D Below Average  1.0 

F Failing   0.0 

 

Media Policy 
Photos and videotapes are taken of students throughout the year.  

Photographs include students in classrooms, study areas, participating 

in student activities and events and community service projects.  The 

Poplar Bluff Technical Career Center reserves the right to use these 

images as part of its publicity and marketing efforts.  Students who 

enroll at PBTCC do so with the understanding that these images 

might include them and might be used in PBTCC publications, both 

printed and electronic, and for publicity.   Students desiring not to be 

included in such photos and videotapes should submit a letter to the 

PBTCC Director stating such. 

 

Military Active Duty 
PBTCC  students who are active members of  an area/regional mili-

tary reserve unit called to active duty status during a semester must 

present a copy of the active duty orders to the Adult Education Coor-

dinator.  The student’s registration will be put on hold as of the date 

student is required to report to active duty.  Student will be allowed to 

continue program of study at the time and point of exit with a future 

class, space permitting.  Student will not be charged the reapplication 

fee but will be required to meet all remaining readmission require-

ments as stated per specific program. 

 

Privacy Rights of Students 
The transcript is the student’s official record.  The PBTCC Adminis-

trative Assistant in the billing office is responsible for sending copies 

of transcripts to other institutions, agencies, and persons when author-

ized.  Students needing a transcript copy must submit a written re-

quest with the Adult Education Coordinator.   

Academic Regulations 

Academic Load 
The normal academic load for a PBTCC student is enrollment 

in one program of study.  The total number of clock hours 

required to fulfill completion requirements are program spe-

cific.  Students enrolled in a T& I program of study may 

choose full  or part-time status.  A T&I student choosing to 

attend part-time will complete the necessary hours and curric-

ulum for their chosen program of study over a period of two 

academic years.  A T&I student choosing to attend full-time 

will complete the necessary hours and curriculum for their 

chosen program of study within one academic year. 

 

Due to the minimum requirements set forth by the governing 

state boards, the Cosmetology and Practical Nursing programs 

require full-time attendance.  All Cosmetology and Practical 

Nursing students meet full-time attendance status. 

 

Academic Progress 
All students are expected to make satisfactory academic pro-

gress (SAP).  Students academic progress will be measured on 

a standard grading scale as noted in program specific student 

handbooks and Adult Financial Aid Handbook.    
 

Academic Standing 

The institutional minimum “C” - 2.0 grade point average is 

required to maintain good standing academic status.  Failure 

to maintain good standing academically may adversely effect 

student enrollment status and any subsequent financial aid 

eligibility.  Individual programs may require a higher grade 

point average to maintain good academic status in the pro-

gram.  Refer to program student handbook for additional in-

formation.   

 

Academic Termination 

The Poplar Bluff Technical Career Center reserves the right to 

terminate a student’s enrollment for insufficient progress in 

grades, discipline, skills or attendance.  Academic satisfactory 

progress may be program specific.  Refer to program student 

handbook for additional information.  Termination for insuffi-

cient progress may negatively impact financial aid eligibility.  

Termination from program will not relieve the student of fi-

nancial obligations incurred.  The student is responsible for all 

remaining unpaid charges.  Complete Policy Found in PBTCC 

Financial Aid Policy Handbook in Financial Aid Office or at: 

http://www.poplarbluffschools.net/schools/tcc/home/  

 

Class Attendance 
Daily attendance is required of all students.  Grades and/or 

financial aid eligibility can be negatively affected by poor 

attendance and is part of Satisfactory Academic Progress 

(SAP).  Student participation and involvement is a major com-

ponent of the technical career center course curriculum.  Ex-

perience missed in the laboratory setting due to absences is 

extremely difficult to make-up.  It is up to the student to ar-
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Directory information may be released by the technical career cen-

ter to interested parties unless the student files a written request 

with the Director of PBTCC.  Directory information may include 

the following:  Student’s name, address, telephone listing, date and 

place of birth, program of study, participation in recognized activi-

ties, dates of attendance, and certifications of completion and 

awards earned. 
 

Program Completion  
Each student receives a “Certificate of Completion” upon success-

ful completion of a prescribed course of instruction.  Successful 

completion requires:    

 A minimum “C” -  2.0 grade point average on the standard grading 

scale 

 Mastering 80% of the course competencies 

 Completion of internship/clinical experiences 

 Completion of an outcomes assessment. 

 

Certain programs may have additional completion requirements to 

meet state licensing standards.  Additional tests may be required to 

obtain specific licenses or certifications. 
 

Technology Usage 
The Poplar Bluff R-1 School District recognizes the educational 

and professional value of electronics-based information technolo-

gy, both as a means of access to enriching information and as a tool 

to develop skills that students need.   It is highly recommended 

students at PBTCC have access to internet and computer with 

operating systems conducive to that of the PBTCC during time 

of enrollment.  Instructional information and school updates 

may be delivered electronically. 
 

The district’s technology exists for the purpose of maximizing the 

educational opportunities and achievement of district students.  The 

professional enrichment of the staff and Board of Education, and 

increased engagement of the students’ families and other patrons of 

the district are assisted by technology, but are secondary to the 

ultimate goal of student achievement. 

 

Use of technology resources in a disruptive, manifestly inappropri-

ate or illegal manner impairs the district’s mission, squanders re-

sources and shall not be tolerated.  Therefore, a consistently high 

level of personal responsibility is expected of all users granted 

access to the district’s technology resources.  Development of stu-

dents’ personal responsibility is itself an expected benefit of the 

district technology program. 

 

Withdrawal 
Students who find it impossible to remain enrolled in a program 

after classes have begun are instructed to withdrawal to remain in 

good standing.  An official withdrawal will not penalize a student 

for future consideration of re-admission and completion of pro-

gram or continued financial aid eligibility. 

 

To officially withdrawal contact the Adult Education Coordinator.  

The effective date of withdrawal is the day in which the withdrawal 

process was initiated.  Students must withdraw by submitting a 

request for withdrawal in writing to the Adult Ed Coordinator or 

Director.  It is the responsibility of the student to inform the 

technical career center of intentions to withdrawal.  The student 

is also responsible for all remaining unpaid charges and must 

have a exit council meeting with the Financial Aid/Adult Ed 

Coordinator before withdrawal is complete.   

 

Alcohol and Drug Use 
The Poplar Bluff R-1 Board of Education recognizes its share of 

responsibility for the health, welfare and safety of the students 

who attend the Poplar Bluff R-1 School District.  Therefore, the 

use, sale, transfer, possession of being under the influence of 

alcoholic beverages or controlled substances is prohibited on 

any school property, on or in any school-owned/approved vehi-

cle used to transport students to and from school or school activ-

ities on or off school property at any school-sponsored or 

-approved activity, event or function, such as a field trip or ath-

letic event, where students are under the jurisdiction of the 

School District. 

 

The school reserves the right to require random drug testing 

through the school year or request a drug test from any student 

suspected of using illegal substances.  Any student who drug 

tests positive during the year will be dismissed.  Payment for 

drug testing will be the responsibility of the student. 

 

Adult Education Coordinator, program coordinator, and/or pro-

gram instructor are to be notified and provided with documenta-

tion of prescription should a student be prescribed any medica-

tions that may affect their ability to perform the essential func-

tions of the job effectively and in a safe manner. Medications 

such as, but not limited to, narcotics, narcotic analgesics, central 

nervous system depressants or any other medication that may 

affect judgment, alertness or neuromuscular control are to be 

reported.  Possible effects of such medications that may endan-

ger other individuals in the clinical, lab, or shop settings may 

result in temporary removal from the clinical, lab or shop set-

ting.  Long term administration of such medications will require 

additional documentation in order to remain in clinical, lab or 

shop experiences.  Any student found utilizing these medica-

tions without reporting to proper school personnel may be sub-

ject to termination.  

 

Violation of the Alcohol and Drug Use Policy may result in the 

termination of enrollment in a PBTCC program and referral to 

the appropriate legal entity for prosecution.  Termination from 

program will not relieve the student of financial obligations 

incurred.  The student is responsible for all remaining unpaid 

charges. 
 

Delinquent Accounts 
A student will not receive transcripts and may be terminated 

from program due to non-payment of financial obligations.  

Termination from program due to non-payment of financial 

obligations will not relieve the student of financial obligations 

incurred.  The student is responsible for all remaining unpaid 

charges. 

Academic Regulations 
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Student Affairs at PBTCC are supportive of the goals and objec-

tives of the instructional programs offered.  Expectations of stu-

dents and services available to students respond to student needs 

and foster student development to aid in the fulfillment of their 

personal educational goals.  Services include entry services, sup-

port services and transitional services.  Entry services assist stu-

dents with learning of and meeting entry requirements of the tech-

nical career center.  Support services include personal, educational 

and developmental support while attending the technical career 

center.  Transitional services assist the student in moving from 

PBTCC to employment or  continuing education in higher level 

educational institution.  Services can be accessed by visiting the 

support personnel in the main office of PBTCC. 

 

Dress 
Students are expected to conform to what is considered a socially 

acceptable form of dress appropriate for the educational setting. 

Governing factors such as safety, sanitation, working conditions, 

activities performed, customer contact, employer desires and de-

gree of professionalism attained will influence attire worn in the 

classroom and laboratory setting.  The Technical Career Center 

shall determine the apparel worn in each class.   

 

Some courses require coveralls, shop coats or uniforms.  Hair style 

requirements and piercing regulations also vary by occupational 

training area.  Uniform(s) or apparel necessary for  participation in 

specific programs are not supplied by technical career center.  It is 

the responsibility of the student to provide such items.   

 

As per Poplar Bluff R-1 School Board Policies any form of attire 

demonstrating or promoting disparaging or demeaning language, 

disrespectful conduct or speech may result in disciplinary actions. 

 

Emergency Procedures 
The signal for fire and earthquake will be a continuous ringing of 

the bell.  When the signal sounds students are to leave by the near-

est exit and move away from the building to common meeting area 

in front of main building.   

 

The signal for a tornado drill will be three short bells.  All students 

will take shelter in the main hallway of the building.  Sit down with 

your back to the wall.  Place your head between your knees and 

your hands over your head.   

 

As a safety precaution, and in accordance with the Missouri State 

School laws, safety drills for fire, earthquake, and tornadoes will be 

held several times a year. 

 

Emergency Health Services 
The Director and Adult Education Coordinator should be notified if a stu-
dent requires emergency health care.  Emergency assistance (911) will be 

called upon in the event of a serious injury or illness taking place on cam-

pus.  An accident report will be filed in all cases of injury or emergency.  

Costs associated with necessary transportation or health care treatment at a 
health care facility are the sole responsibility of the person transported. 

Grievance Procedures 
Grievance procedures are in place should a student feel he/she has 

received unfair treatment from a school employee.  The first step in 

resolving the issue is to discuss the problem with the person whom 

you feel has caused the unfair treatment.  If the matter is not re-

solved the student should bring the complaint in writing to the 

PBTCC Director.  Should student still remain unsatisfied, the stu-

dent may appeal to the Assistant Superintendent of Personnel to 

consider the issue.  If grievance is not resolved satisfactorily to all 

parties, the student has the opportunity to request a hearing with 

the Poplar Bluff R-1 Board of Education. 

 

Housing 
No dormitory facilities are operated by the school.  Students are 

responsible for their own accommodations. 

 

Immunizations 
In accordance with Poplar Bluff R-1 Board Policy all students 

attending District schools are required to be in compliance with 

state programs mandating immunization against specific diseases.  

Failure to comply with District immunization requirements may 

result in exclusion from school until proof of compliance is provid-

ed. 

 

Insurance 
The technical career center does not provide an insurance program 

for students.  Due to the nature of PBTCC programs of study, stu-

dents are highly encouraged to obtain insurance coverage through 

the duration of their program of study.  Students are required to 

sign an emergency policy authorization upon beginning classes.   

 

Internship/Clinical Experiences 
Application of instructional theory is vital to insure mastery of 

skills associated with a student’s program of study.  In addition to 

laboratory and shop experiences students will complete internship 

and/or clinical experiences in an appropriate  business  setting. 

 

Orientation 
Orientation takes places prior to the beginning of a program or on 

day one of a program.  Attendance at your designated orientation 

meeting is mandatory as the Adult Education Coordinator and indi-

vidual instructors will discuss and counsel students on many as-

pects and services including Financial Aid counseling offered by 

the technical career center.  Students will receive communication 

regarding the date and time of their orientation meeting. 

 

Outcomes Assessment 
Prior to the end of a program of study, students will participate in 

an outcomes assessment.  The assessment will measure student 

achievement in academic and skills associated with their specific 

program of study.  Results of the assessment are utilized to meas-

ure quality of educational programs and student achievement.   

 

Student Affairs 

Poplar Bluff  Technical Career Center 



Page 15 

Placement service  
The school does not assume the responsibility for placement of 

graduates.  Listings of job openings are placed on bulletin board 

located near placement services office.  The PBTCC Adult Coordi-

nator is available to assist graduates seeking employment.  The 

Division of Workforce Development Missouri Career Center can 

also provide assistance.  Their offices are located at: 

 

1903 Northwood Drive 

Poplar Bluff, Missouri 63901 

573-840-9595 

 

A 180-day follow-up after graduation is conducted to provide 

placement data required by State and Federal governments.  Job 

files are maintained and the staff strives to develop new employ-

ment opportunities through aggressive employer contacts and com-

munity involvement.   

 

Smoke Free Campus 
Poplar Bluff R-1 schools are tobacco free.  It is in the intent of the 

Board of Education to eliminate the use of tobacco products  

(including “look alike” substances) on all campuses of the Poplar 

Bluff Public Schools by students and employees.  This rule is ob-

served as a benefit to the health of the students and employees and 

as a precaution against danger of fire.  Therefore the use, sale, 

transfer and possession of tobacco products at school and at school 

activities is prohibited.  

 

Special Services  

The  Vocational Resource Educator can arrange for accommoda-

tions due to physical handicaps or learning disabilities to enhance 

the educational opportunities of  the students attending the Poplar 

Bluff Technical Career Center.  Students requiring such assistance 

should contact the Vocational Resource Counselor as soon as pos-

sible upon being granted admission.   

 

Student Code of Conduct 
The Poplar Bluff R-1 Board of Education has the legal authority 

and shall exercise full legislative rule and management authority 

for the District by adopting policy and directing all procedures 

necessary for the governance of District educational and adminis-

trative responsibilities.  One such policy, the Student Code of Con-

duct adopted by the Board of the Poplar Bluff R-1 School District 

and found in the Poplar Bluff Public Schools Board Policy Manual 

sets forth disciplinary policies that are designed to foster student 

responsibility, respect for the rights of others, and to ensure a safe 

and orderly atmosphere.  All policies, in addition to the above men-

tioned policy,  as set forth by the Poplar Bluff R-1 School Board 

Policy Manual govern all students attending the Poplar Bluff Tech-

nical Career Center.  The Poplar Bluff R-1 Board of Education has 

the legal authority to suspend or expel a student for conduct which 

is prejudicial to policies, rules and regulations.  Off-campus mis-

conduct, which is not school-related and which may adversely 

affect the educational climate, will also be subject to these policies. 

 

Student Organizations 
Students are highly encouraged to join and participate in the activi-

ties associated with the following student organizations.  Member-

ship and participation in such organizations develops leadership 

skills, academic and employability skills and encourages personal 

development.  Membership in student organizations may fulfill the 

leadership requirement of articulation agreements with various 

educational institutions. 

 

SKILLS USA 

Skills USA is a national youth organization designed for students 

in technical skilled and service careers, including the health ca-

reers.  Skills USA encourages the development of a student into a 

well rounded person with technical, academic and employability 

skills.  These skills not only help students acquire employment but 

also lead successful careers.  Skills USA members develop the 

ability to plan together, organize, and carry out worthwhile activi-

ties through the use of the democratic process.  In every chapter 

meeting, contest, leadership conference and activities students will 

be building these skills.  Students also learn how to participate in 

meetings and become a leader in the school and community.   

 

MOSALPN 

The Missouri State Association of Licensed Practical Nurses 

(MOSALPN) is the only professional organization solely con-

cerned with needs of practical nurses.  MOSALPN began in the 

1940’s as a support group for practical nursing and was very instru-

mental in bringing about changes in the licensure status of LPN’S.  

Practical nursing students will join MOSALPN and attend the an-

nual state convention each year held in various cities through out 

the state where educational programs, legislature updates and first 

hand information related to the practice of practical nursing are 

offered. 

 

Student Responsibility 
It is the aim of the PBTCC to maintain an environment similar to 

that encountered in the world of work.  On the job behavior and 

appearance are as important to job retention as is professional com-

petency.  While training, each student is expected to follow the 

rules of conduct accepted as proper for his /her chosen occupation. 

 

Transcripts 
The PBTCC  will release a transcript only on written authorization 

of the student.  Financial obligation and admission requirements 

must be met before a transcript is released.  Written requests for 

transcripts are filed with the billing office of the PBTCC.  The fee 

for each transcript is $3.  Fees are due at the time of the request. 

 

 

Transportation 

Students are responsible for their own transportation.  Reliable 

transportation is a necessity to travel to school, clinical or intern-

ship sites.  At no time are adult students to transport secondary 

students to or from school. 
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One Year Certificate Programs 
 

The Poplar Bluff Technical Career Center offers programs of study 

leading to one-year certificates upon completion of required course 

work.  The requirements for the certificate are as follows: 

 Students must complete all coursework in the prescribed cur-

riculum and have an overall grade point average of 2.0 or 

higher upon the completion of the course.   

 Students must complete internship requirements associated 

with program. 

 Students must complete an outcomes assessment. 

 

Admission Criteria 
 Completed Application Form 

 Application Fee  -  $25 

 Application fee covers cost of aptitude test and back

 ground check.  Applications received without the   

 appropriate fee are considered incomplete. 

 Final High School Transcript (partial is acceptable if applicant 

has not completed high school at the time of application)  or 

GED Certificate.  These documents must be forwarded to 

PBTCC from the granting institution.  Copies delivered by 

students are not acceptable. 

 Official transcripts of previously completed college credit;  

 Copy of birth certificate or driver’s license 

 Pre-entrance Test   

 Applicants are required to take the Test of Adult  

 Basic Education  (TABE).  Test date will be  

 scheduled after receiving an application for  

 admission.   

 Applicants are required to complete a pre-entrance essay. 

 Missouri State Highway Patrol Criminal Background Check 

 Do not send additional money for background check.  

 This fee is included in your admission fee. 

 Proof of up-to-date immunizations will be required upon ac-

ceptance to the program. 
 $100 Non-Refundable Enrollment deposit is required upon 

acceptance to the program to secure enrollment in class. 
 
 
 
 
 
 
 
 

Articulation Credit 
Students successful completion of a program of study at PBTCC 

may be eligible for articulated credit with various Missouri com-

munity colleges and state technical schools. 

 

Articulation agreements with these educational institutions allow 

students to earn college credit, free of charge, for course work 

completed at PBTCC that aligns with curriculum of the same or 

similar class at a Missouri community college or state technical 

school.   

 

The criteria for earning this credit and the amount of credit granted 

varies slightly among the educational institutions.  The Vocational 

Resource Educator at PBTCC can provide assistance and infor-

mation regarding the schools PBTCC shares such agreements.  

When pursuing additional educational opportunities after PBTCC 

ask about and inform admissions counselors your eligibility for 

articulated credit. 

 

Selection 

Applicants admission materials will be reviewed by a selection 

committee.  Students will be selected for admission based on indi-

cations for potential achievement. 

 

Upon being selected for a class student will be notified by mail.  

This notification will provide additional information regarding 

required fees for enrollment deposit and deadline dates.  It is vital 

that a student fulfill these requirements as stated.  Failure to do so 

may result in student forfeiting enrollment in class. 

 

Required fees payable upon notification of acceptance: 

 $100 Non-Refundable Enrollment deposit  

 

Payment of these fees secures your place in the class and is applied 

to your student account for payment of tuition.  At this time student 

should begin making arrangements for payment of remaining tui-

tion and fees.  The Financial Aid/Adult Education Coordinator can 

assist with planning and arranging for payment of educational 

costs.  Students are encouraged to meet with the Financial Aid/

Adult Education Coordinator as soon as possible following notifi-

cation of acceptance. 
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Automotive Collision Repair 
1044 Clock Hours 
 
Auto Collision Repair is for persons planning to enter the Auto 

Body Repair profession.  This course will provide the training nec-

essary to succeed in the field of Auto Body repair and in the specif-

ic areas of tool usage, metal preparation, color selection, paint fin-

ishing and conventional and uni-body frame repair.  Students will 

train on the most up-to-date equipment and tools in the profession 

of Auto Body Repair.  Classroom instruction will involve technical 

information while the lab experience will be the practical applica-

tion of that technical information.  Student will have the opportuni-

ty to study design, construction, and specialized operation of auto-

mobile units. 

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and profes-

sional development/membership fees.  The amount due for any 

additional fees will be made available upon notification of ac-

ceptance to the program. 

 

Units of study 

 Exterior and Interior Trim  

 Introduction to Auto Collision 

 Mechanical Service 

 Panel Repair and Replacement 

 Painting and Refinishing 

 Structural Repair 

 Welding 

 

 
 
*Gainful Employment Disclosure Statement; 
http://www.poplarbluffschools.net/schools/tcc/
gainful-employment-disclosure/  

 
 
 
 
 
 

Automotive Service Technology 
1044 Clock Hours 
 
This course will provide the training necessary to enter and suc-

ceed in the field of auto repair, maintenance, and service.  Students 

will train on the most up-to-date test equipment and tools in the 

profession of Auto Mechanics.  Classroom instruction will involve 

technical information while the shop experience will be the practi-

cal application of that technical information.  Students will have 

the opportunity to study design, construction, and operation of 

automobile units. 

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and profes-

sional development/membership fees.  The amount due for any 

additional fees will be made available upon notification of ac-

ceptance to the program. 

 

Units of Study 

 Automatic Transmissions and Transaxles 

 Brakes 

 Electrical 

 Engine Repair 

 Engine Performance 

 Heating and Air Conditioning 

 Introduction to Mechanics 

 Manual Drive Trains and Axles 

 Suspension and Steering 

 

 
 

*Gainful Employment Disclosure Statement; 
http://www.poplarbluffschools.net/schools/tcc/
gainful-employment-disclosure/  
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Building Trades 

1044 Clock Hours 
 

The Building Trades program is designed to prepare students for 

entry level jobs in the building trades.  The program concentrates 

on residential construction; designing and building of a family 

dwelling is the primary method of instruction.  Home mainte-

nance, repair, and alteration also are stressed.  The class includes 

training in the fundamentals of hand tools and power equipment; 

and instruction in and familiarization of concrete, electrical wir-

ing, construction costs and estimating, site work, building per-

mits, and landscaping. 

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and 

professional development/membership fees.  The amount due for 

any additional fees will be made available upon notification of 

acceptance to the program. 

 

Units of Study 

 Building and Installing Forms 

 Electrical Trade Exploration 

 Floor Layout and Framing 

 Installing Roofing and Components 

 Installing Exterior  Finishing 

 Installing Interior Finishes 

 Masonry Exploration 

 Planning for Construction  

 Plumbing Exploration 

 Preparing the Site  

 Safety and Basic Skills 

 

 
*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  

 

 

Computer Maintenance  

and Technology 

1044 Clock Hours 

 
The Computer Maintenance and Technology program prepares 

students to become CompTIA A+ certified repair technicians.  

Students will learn to build, install, upgrade, also learn to install 

and configure computer software.   

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and 

professional development/membership fees.  The amount due 

for any additional fees will be made available upon notification 

of acceptance to the program. 

 

 

Units of Study 

 A+ Certification Exam 

 Basic Networking 

 Basic Printers 

 Computer Maintenance/Repair Internship 

 Computer Networking internship 

 Hardware Installation, Configuration, and Upgrading 

 Hardware Diagnosis and Troubleshooting 

 Hardware Motherboards, Processors, and Memory 

 Hardware Preventive Maintenance 

 Network Operating Systems 

 Operating System Diagnosis and Troubleshooting 

 Operating Systems Fundamentals 

 Operating Systems Installation, Configuration, and Up 

 grading 

 

 

*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  
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Computer Graphics & 

Print Technologies 

1044 Clock Hours  

 

This program is designed for students with an interest in offset 

printing, who plan to enter the field of graphic communications. It 

includes all arts and processes that give the information by means 

of images printed on surfaces. The main purpose of the graphic arts 

industry is to create products that communicate visually. People 

use graphic materials to communicate in their daily lives. Newspa-

pers, books, magazines, advertisements, letters, and many other 

printed products are everywhere. The student will have a choice of 

working in a small company and working in many areas of the 

industry or maybe specialize in one area for a larger company. 

Some of the areas they may be working are: Computer Typesetting, 

Paste-Up work, Image Assembly, Press work, Bindery work and 

others. With two years training in Graphic Arts, students will know 

the fundamentals required to gain employment in the different 

areas of Offset Printing. 

 

 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and profes-

sional development/membership fees.  The amount due for any 

additional fees will be made available upon notification of ac-

ceptance to the program. 

 

 

Units of Study 

 Bindery Operation 

 Computer Page Layout 

 Introduction to the Macintosh Computer  

 Prepress Imaging     

 Press Operation 

 Printing Safety  

 

 

*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  

 

 

Culinary Arts  (1110 N Westwood Blvd PB, MO—Mules Café) 

1044 Clock Hours 

 
The Culinary Arts Program at Poplar Bluff Technical Career Cen-

ter is a course which includes instructional and on-the-job perfor-

mance. In the first year, each student will study production, ser-

vice, and cashier techniques. They will also have the opportunity to 

perform the duties of each work station in the full service restau-

rant operated by the program. Each student in the second year will 

study management techniques. During that time the student will 

have the opportunity to perform the duties of Kitchen Supervisor, 

Dining Room Supervisor, and Restaurant Manager in the full ser-

vice restaurant. Food Service work is the fastest growing job mar-

ket in the foreseeable future. Food Service operations are generally 

well designed and well equipped. Working in food service is a 

team effort and requires working cooperatively with others 

 

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and profes-

sional development/membership fees.  The amount due for any 

additional fees will be made available upon notification of ac-

ceptance to the program. 

 

 

Units of Study 

 Accident Prevention and Crisis Management 

 Dining Room Management 

 Food Service Cost Control/Management 

 Food Service Nutrition 

 Food Service Sanitation 

 Introduction to Food Preparation 

 Orientation to Culinary Arts 

 Personnel Management 

 
*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  
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Heating, Ventilation, Air Conditioning, & 
Refrigeration (HVACR) 
1044 Clock Hours 
 
HVACR is designed to provide basic skills and technical 

knowledge in the field of air conditioning, heating and refrigera-

tion.  The practical aspects of refrigeration and air conditioning 

will be stressed through out the course program with emphasis on 

installing, maintaining, repairing, and servicing refrigeration and 

air conditioning systems.  Comprehensive coverage will be given 

to electrical systems, controls, and wiring so that students will have 

the necessary knowledge for entry- level positions in the field of 

heating, ventilation, air conditioning, and refrigeration. 

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and profes-

sional development/membership fees.  The amount due for any 

additional fees will be made available upon notification of ac-

ceptance to the program. 

 

 

Units of Study 

 Air Conditioning 

 Basic Electricity 

 Commercial Refrigeration 

 Controls 

 Electric Motors 

 Gas Fired and Electric Furnaces 

 Heat Pumps 

 Installation and Preventive Maintenance 

 Piping Principles and Practices  

 Psychometrics 

 Refrigeration Principles and Practices 

 Safety 

 Sheet Metal Layout and Duct Design 

 

 

*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  
 

 
 
 

Welding & Metal Fabrication 
1044 Clock Hours 
 
The welding program is designed to prepare the student to enter a 

wide range of occupations, including all phases of Welding and 

Metal Fabrication. Upon completion of the program a student 

should be ready to enter the field of welding as an apprentice.  

More skills will need to be acquired either through experience or 

further training for advancement to higher paying jobs. Classroom 

instruction will involve technical information while the shop expe-

rience will be the practical application.  

 

 

Program Specific Fees 

 

In addition to tuition, Program Specific fees associated with this 

course will be for required assessments, tools, uniforms and profes-

sional development/membership fees.  The amount due for any 

additional fees will be made available upon notification of ac-

ceptance to the program. 

 

 

Units of Study 

 Gas Metal Arc Welding 

 Gas Tungsten Art Welding 

 M.I.G. & T.I.G. welding 

 Oxy Fuel Cutting and Welding 

 Print Reading, Layout and Fit Up 

 Safety 

 Shielded Metal Arc Welding 

 Welding Tools and Proper Use 

 

 

 

 

 

 

 

 

*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  
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All courses of study in the Poplar Bluff Technical Career Center 

School of Cosmetology are designed and structured to not only 

focus on customer care, but incorporate elements that enhance the 

quality of care delivered.  It is vital that the cosmetologist develop 

critical thinking and problem solving skills in order to provide 

effective, individualized care.  Learning experiences are coordinat-

ed with curriculum and planned with consideration of individual 

and group needs. 

 

Students will complete theory and practical hours in the classroom 

prior to beginning clinical hours.  Students will complete clinical 

experiences in the PBTCC School of Cosmetology salon working 

with actual customers.  This course requires the student display 

professionalism, responsibility, maturity, self-motivation, and the 

ability to accept corrective criticism. 

 

Admission Criteria 
 

To become an eligible applicant, each individual must have the 

following submitted to the PBTCC no later than the posted dead-

line dates: 

 

 Completed Application Form 

 Application Fee  -  $25 

 Application fee covers cost of aptitude test and background 

 check.  Applications received without the   
 appropriate fee are considered incomplete. 

 Final High School Transcript (partial is acceptable if applicant has not 

completed high school at the time of application)  or GED/Hiset Cer-

tificate.  These documents must be forwarded to PBTCC from the 
granting institution.  Copies delivered by students are not acceptable. 

 Official transcripts of previously completed college credit;  

 Copy of birth certificate or driver’s license 

 Pre-entrance Test   

 Applicants are required to take the Test of Adult Basic Education 

(TABE).  Upon receipt of your completed application form you will 
be contacted to schedule a testing date and time.   

 Applicants are required to complete a pre-entrance essay, and inter-

view process.   

 Missouri State Highway Patrol Criminal Background Check.  Do not 

send additional money for background check.  This fee is included in 
your admission fee. 

 Proof of up-to-date immunizations will be required upon acceptance 

to the program, 

 

Application Deadlines* 
 

May 1  -  Fall Cosmetology/Manicure Class 

November 1  -  Winter Cosmetology/Manicure Class 

October 1  -  Esthetician Class 

March 1  -  Manicure Class 

 

Persons interested in applying for Cosmetology Instructor Class 

should contact Cosmetology Coordinator 

*Director May Extend Deadlines 

Selection 
Applicants admission materials will be reviewed by a selection com-

mittee.  Students will be selected for admission based on indications 

for potential achievement. 

 

Upon being selected for a class student will be notified by mail.  This 

notification will provide additional information regarding required 

fees for enrollment deposit, and deadline dates.  It is vital that a stu-

dent fulfill these requirements as stated.  Failure to do so may result 

in student forfeiting enrollment in class. 

 

Required fees payable upon notification of acceptance: 

 $100 Non-Refundable Enrollment deposit  

 Student License fee:  $25 - Student license fee is paid directly to 

the State Board of Cosmetology and secures the license enabling 

you to practice as a student.   
 

Payment of these fees secures your place in the class and is applied to 

your student account for payment of tuition.  At this time student 

should begin making arrangements for payment of remaining tuition 

and fees.  The Financial Aid/Adult Education Coordinator can assist 

with planning and arranging for payment of educational costs.  Stu-

dents are encouraged to meet with the Financial Aid/Adult Education 

Coordinator as soon as possible following notification of acceptance. 

 

Cosmetology/Manicure 
1220 Clock Hours 
The cosmetology course includes the study of hair and hair care, skin 

and skin care, nails and nail care, chemistry, bacteriology and infec-

tion control, State Rules and Regulations of Cosmetology, work eth-

ics, and salon management.  Upon successful completion of the 

course, including the required 1220 hours of attendance, the student 

will meet qualifications necessary to take the State board Exam for 

their Missouri Cosmetology License. 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course are $1045 for such items as instructional resources and equip-

ment, clinical consumable supplies, and professional development/

membership fees. 
 
Units of Study 
 
 Shampooing of all kinds 
 Hair coloring, bleaching, and rinses 

 Hair cutting and shaping 

 Permanent waving and relaxing 

 Hair setting, pin curls, finger waves, thermal curling 

 Comb outs and hair styling techniques 
 Scalp treatment and scalp diseases 

 Facials, eyebrows, and lash dyes and arches 
 Manicuring, hand and arm massage, treatment of nails 

 Cosmetic chemistry 

 Salesmanship and shop management 
 Sanitation and sterilization 

 Anatomy 
 State Law 

 Miscellaneous lectures and test review 

Programs of Study 
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Cosmetology/Manicure 
Additional Hours Training 
150 Clock Hours 
This is a continuation of the Cosmetology/Manicure course de-

signed to meet the needs of those individuals planning to expand 

their licensing options. 

 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course will be $500 for such items as instructional resources and 

equipment, clinical consumable supplies, and professional develop-

ment/membership fees for the student who is not a completer of the 

PBTCC Cosmetology/Manicure program or has completed the 

PBTCC program but not within thirty days prior to application.  

For the student continuing immediately upon completion of the 

1220 hour Cosmetology/Manicure program there are no additional 

Program Specific fees in addition to the state required student li-

cense fee of $25.  

 

Cosmetology/Manicure 
Additional Hours Training 
280 Clock Hours 
This is a continuation of the Cosmetology/Manicure course de-

signed to meet the needs of those individuals planning to expand 

their licensing options. 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course will be $500 for such items as instructional resources and 

equipment, clinical consumable supplies, and professional develop-

ment/membership fees for the student who is not a completer of the 

PBTCC Cosmetology/Manicure program or has completed the 

PBTCC program but not within thirty days prior to application.  

For the student continuing immediately upon completion of the 

1220 hour Cosmetology/Manicure program there are no additional 

Program Specific fees in addition to the state required student li-

cense fee of $25.  

 

Esthetician 
750 Clock Hours 
The esthetician program focus is the study of skin. Students learn 

care of the skin, disorders associated with the skin and the treat-

ments that provide beautification and therapeutic services for the 

skin.  

 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course are $935 for such items as instructional resources and 

equipment, clinical consumable supplies, and professional develop-

ment/membership fees. 
 
Units of Study 
 
 Facials, cleansing, toning, massaging 

 Make-up application 
 Body treatments, aromatherapy, and body wraps 

 Reflexology 
 Cosmetic sciences 

 Cosmetic chemistry 
 Hair removal 

 Salesmanship and shop management 

 Sanitation and sterilization 
 State Law 

 Miscellaneous lectures and test review 

 
Cosmetology Instructor Training 
600 Clock Hours 
The Cosmetology Instructor Training course provides state board 

required training and hours to become and instructor of cosmetolo-

gy. 

 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course are $440 for such items as instructional resources and 

equipment, clinical consumable supplies, and professional develop-

ment/membership fees. 
 
Units of Study 
 
 Basic principles of student teaching 
 Psychology as applied to cosmetology 

 Business experience and management 
 Practice teaching 

 

Manicure 
400 Clock Hours 
Study and care of nails are the focus of this program.  Students 

learn proper usage of equipment, products, safety procedures and 

technique involved in performing manicure services. 

 

Program Specific Fees 

In addition to tuition, Program Specific fees associated with this 

course are $935 for such items as instructional resources and 

equipment, clinical consumable supplies, and professional develop-

ment/membership fees. 
 
Units of Study 
 
 Anatomy 
 Manicuring, hand and arm massage, and treatment of nails 

 Miscellaneous lectures and test review 
 Salesmanship and shop management 

 Sanitation and sterilization 

 Study of the use and application of certain chemicals 
 State law 

 

 

*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-employment-

disclosure/  
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Practical Nursing focuses on developing a primary degree of skill 

in performing bedside nursing care.  This 50 week program meets 

five days per week.  Clinical instruction is performed in the class-

room lab with up-to-date training mannequins and equipment.  

Actual hands-on care to develop skills is obtained in various local 

health care facilities in a variety of settings. The program encom-

passes 1360 clock hours: 876 classroom hours, 484 clinical hours.  

 Critical thinking and problem solving is stressed through out the 

curriculum.  Students completing the program can take the NCLEX

-PN exam to become a licensed practical nurse.  Completion of the 

program, however, does not automatically guarantee licensure.   

 

Admission Criteria 

To become an eligible applicant, each individual must have sub-

mitted the following to the PBTCC no later than the posted dead-

line dates for each program: 

 

 Completed Application Form 

 Application Fee -  $100 

 Application fee covers cost of aptitude test and back

 ground check, and Drug Testing. Applications received 

 without the appropriate fee are considered incomplete. 

 Final High School Transcript (partial is acceptable if  

 applicant has not completed high school at the time 

 of application)  or GED/Hiset Certificate.  These  

 documents must be forwarded to PBTCC from the 

 granting institution.  Copies delivered by students are 

 not accepted. 

 Official transcripts of previously completed college credit;  

 Copy of birth certificate and marriage license(s); marriage 

 license required only if current name is different from 

 birth certificate.  Documents must indicate name  

 changes and/or any names you have been identified 

 under previously. 

 Pre-entrance Test   

 Applicants are required to take the Test of Essential 

 Academic Skills (TEAS).  Upon receipt of your  

 completed application form you will be contacted to 

 schedule a testing date and time.  Testing will take 

 place at the Poplar Bluff Technical Career Center.  

 Results of the online test are available upon  

 completion of the exam.  The standardized test  

 evaluates aptitude in the following areas:  Reading, 

 Mathematics, Science, English and Language Usage.  

 Additional test information, study guides and on-line 

 practice tests can be obtained at the Assessment Tech

 nologies website, www.atitesting.com, or by calling  

 1-800-667-7531.  There is no “pass” or “fail” for this 

 exam.  After all applicants have completed the exam, 

 students will be ranked according to overall/total scores.   

 Selected applicants will be subject to an interview process. 

 Information will be collected for Background Check  Do not 

send additional money for background check.  This fee is 

included in your admission fee. 

 Proof of up-to-date immunizations and residency will be re-

quired before or upon acceptance to the program. 

 

Application Deadlines* 

December 1  -  Application Period Begins 

April 1 -  Application Period Ends 

*Director May Extend Deadlines 
 

Request for Accommodation 

If you have a physical or mental impairment that substantially lim-

its a major life activity, you may be eligible for accommodations in 

the testing process which will insure that the test accurately reflects 

your skills, knowledge and abilities.  Attempts will be made to 

provide a reasonable accommodation which will allow you to 

demonstrate your abilities.  Contact the Practical Nursing Program 

Coordinator or the PBTCC Adult Education Coordinator with 

questions or to arrange a Request for Accommodation. 

 

Selection 

Applicants admission materials will be reviewed by a selection 

committee.  Students will be selected for admission based on indi-

cations for potential achievement. 

 

Upon being selected for a class student will be notified by mail.  

This notification will provide additional information regarding 

required fees for enrollment deposit, physical examination form 

and deadline dates.  It is vital that a student fulfill these require-

ments as stated.  Failure to do so may result in student forfeiting 

enrollment in class. 

 

Required fees payable upon notification of acceptance: 

 $100 Non-Refundable Enrollment deposit due by June 1st  

 

Payment of these fees secures your place in the class and is applied 

to your student account for payment of tuition.  At this time student 

should begin making arrangements for payment of remaining tui-

tion and fees.  The Financial Aid/Adult Education Coordinator can 

assist with planning and arranging for payment of educational 

costs.  Students are encouraged to meet with the Financial Aid/

Adult Education Coordinator as soon as possible following notifi-

cation of acceptance. 

 

Orientation 

A mandatory orientation session will be held prior to the first day 

of class.  School policies, rules and regulations and student hand-

book will be discussed.  The Financial Aid/Adult Coordinator will 

be available to discuss financial aid and payment of tuition and fees 

with students.   
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Health Information 

Students must complete a physical exam and return completed 

form to the Practical Nursing Coordinator no later than the first 

day of class.  This physical and history form must include docu-

mentation of routine immunizations and a tuberculin skin test (or 

chest x-ray).  Because of possible contact with blood-borne path-

ogens, the Hepatitis B Vaccine is strongly recommended.  Docu-

mentation of a Rubella Vaccine or positive titers will also be 

required. 

 

Certain types of allergies, particularly latex allergies, which can 

be life-threatening, may prevent the student from completing 

certain clinical requirements.  All allergies should be reported to 

the Practical Nursing Coordinator prior to admission in the pro-

gram.  Every effort will be made to accommodate certain types 

of allergies to the best of our ability. 

 

Program Specific Fees 
 

In addition to tuition, Program Specific fees associated with this 

course are $2,970 for such items as instructional resources and 

equipment, clinical consumable supplies, and professional devel-

opment/membership fees. 

 

Progression and Retention 
Students must demonstrate adequate progression throughout the 

entirety of the program’s course of study.  Meeting these stand-

ards is an essential element in the learning process and in devel-

oping the abilities necessary for the practice of practical nursing.  

Adequate progression is measured as follows: 

 

1. Student must complete each individual course with an 80% 

grade average. 

2. Student may not be absent more than a total of 65 hours 

throughout the entirety of the program. 

 

Failure to meet or maintain any one of the above requirements  

may result in termination from program.   

 

The National Licensure Examination 
(NCLEX-PN) 

After completion of the program, the student must take a nation-

al exam to obtain licensure as a Licensed Practical Nurse (LPN).    

Completion of the program does not guarantee the eligibility to 

take the NCLEX-PN state licensing exam.  Authorization to take 

the exam must be given by the State Board of Nursing to which 

the student applies. 

 
Requirements to take the Licensing Exam 

 Have high school diploma or it’s equivalent (GED) 

 Have completed a basic prescribed curriculum in a state approved school of Practical 
Nursing or comparable education as determined by the State Board of Nursing. 

 
 

Grounds for Denial, Revocation, or Suspension of License 
 
1. The board may refuse to issue any certificate of registration or authority, permit or 

license required pursuant to sections 335.011 to 335.096 for one of any combination of 
causes stated in subsection 2 or this section.  The board shall notify the applicant in 
writing of the reasons for the refusal and shall advise the applicant of his or her right to 
file a complaint with the administrative hearing commission as provided by chapter 621, 
RSMo. 

2. The board may cause a complaint to be filed with the administrative hearing commission 
as provided by chapter 621, RSMo, against any holder of any certificate of registration or 
authority, permit or license required by sections 335.011 to 335.096 or any person who 
has failed to renew or has surrendered his or her certificate or registration or authority, 
permit or license for nay one or any combination of the following causes: 

 Use or unlawful possession of any controlled substance, as defined in chapter 195, 
RSMo, or alcoholic beverage to an extent that such use impairs a person’s ability to 
perform the work of any profession licensed or regulated by sections 335.011 to 335.096; 

 The person has been finally adjudicated and found guilty, or entered a plea of guilty or 
nolo contendere, in a criminal prosecution pursuant to the laws of any state of  the United 
States, for any offense reasonably related to the qualifications, functions or duties of any 
profession licensed or regulated pursuant to sections 335.001 to 335.096, for any offense 
an essential element of which is fraud, dishonesty or an act of violence, or for any offense 
involving moral turpitude, whether or not sentence is imposed; 

 Use of fraud, deception, misrepresentation or bribery in securing any certificate of 
registration or authority, permit or license issued pursuant to sections 335.011 to 335.096, 
or in obtaining permission to take any examination given or required pursuant to sections 
335.011 to 335.096; 

 Obtaining or attempting to obtain any fee, charge, tuition or other compensation by fraud, 
deception or misrepresentation; 

 Incompetency, misconduct, gross negligence, fraud, misrepresentation or dishonesty in 
the performance of the functions or duties of any profession licensed or regulated by 
sections 335.011 to 335.096; 

 Violation of, or assisting or enabling any person to violate, any provision of sections 
335.011 to 335.096, or any lawful rule or regulation adopted pursuant to sections 335.011 
to 335.096; 

 Impersonation of any person holding a certificate of registration or authority, permit or 
license or allowing any person to use his her certificate of registration or authority, 
permit, license or diploma from any school; 

 Disciplinary action against the holder of a license or other right to practice any profession 
regulated by sections 335.011 to 335.096 granted by another state, territory, federal 
agency or country upon grounds for which revocation or suspension is authorized in this 
state; 

 A person is finally judged insane or incompetent by a court of competent jurisdiction; 

 Assisting or enabling any person to practice or offer to practice any profession licensed or 
regulated by sections 335.011 to 335.096 who is not registered and currently eligible to 
practice pursuant to sections 335.011 to 335.096; 

 Issuance of a certificate of registration or authority, permit or license based upon a 
material mistake of fact; 

 Violation of any professional trust of confidence; 

 Use of and advertisement of solicitation which is false, misleading or deceptive to the 
general public or persons to whom the advertisement or solicitation is primarily detected; 

 Violation of the drug laws or rules and regulations of this state, or any other state of the 
federal government; 

 Placement on an employee disqualification list or other related restriction of finding 
pertaining to employment within a health-related profession issued by any state or federal 
government or agency following final disposition by such state or federal government 
agency. 

 
 

Practical Nursing Units of Study 
 
Units of Study 
 

 Anatomy and Physiology 
 Geriatrics 
 Fundamentals of Nursing 
 Personal and Vocational Concepts 
 Nutrition and Diet Therapy 
 Medical- Surgical Nursing 
 Pharmacology I and Pharmacology II 
 Pediatrics 
 Maternal and Newborn Nursing  
 Intravenous Therapy 
 Leadership and Management 
 Mental Health 
 Review and Exit Testing  
 

*Gainful Employment Disclosure Statement; http://

www.poplarbluffschools.net/schools/tcc/gainful-employment-

disclosure/  
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Auto Collision Repair 
Exterior and Interior Trim  

22 hours (7 hours classroom; 15 hours shop) 

 

The student will learn how to remove or replace trim 

and glass parts as well as identify different plastics. 

 

Introduction to Auto Collision 

22 hours (7 hours classroom, 15 hours shop) 

 

The student will gain an understanding of the workings 

of a shop including safety, tools, equipment and their 

proper use.  Prior to beginning all units or courses of 

study, students must successfully demonstrate general 

safety and power tool safety.  

 

Mechanical Service 
100 hours (33 hour classroom, 67 hours shop) 

 

The student will become familiar with the mechanical 

workings of an automobile including electrical, sus-

pensions, cooling and drive trains. 

 

Painting and Refinishing 

300 hours (150 hours classroom; 150 hours shop) 

 

The student will learn the proper use and applying 

techniques for  using single stage and basecoat clear 

coat finishes. 

 

Panel Repair and Replacement 

200 hours (66 hours classroom, 134 hours shop) 

 

The student will cover the basic repair and replacement 

of steel, aluminum, fiberglass and plastic panels used 

on vehicles today. 

 

Structural Repair 

200 hours (66 hours classroom 134 hours shop) 

 

The student will learn to diagnose and repair or replace 

structural panels on frame type vehicles as well as to-

day’s uni-body  and conventional frame constructed 

autos. 

 

Welding 
200 hours (66 hours classroom; 134 shop) 

Students will learn the proper use of the mig and oxy-

acetylene welder to repair and replace structural and 

cosmetic panels safely. 

 

Automotive Service Technology 

Automatic Transmissions and Transaxles 

87  hours 

 

The drive train transfers turning force form the engine 

crankshaft to the drive wheels.  In this section we will 

examine the automatic transmissions of the drive train.  

This section will help students pass ASE certification 

test A2 Standard/Automatic Transmissions & Transax-

les. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Brakes 

87 hours  

 

The brake system enables the driver to stop the vehi-

cle.  In this section we will examine the differences 

between discs and drum brakes; also we will cover 

power and antilock brake systems.  This section will 

help students pass ASE certification test A5.  
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Electrical 

174 hours 

 

Almost every system in a vehicle uses some type of elec-

trical or electronic components. In this section we will 

begin with basic electrical theory and continue with ma-

jor electrical systems (starting & charging).  We will fin-

ish with computer diagnostic of computer systems.  This 

section will help students pass ASE certification test A6.   

 

Engine Performance 

174 hours  

 

Peak engine performance provides maximum engine 

power, but is also essential to reducing engine-related 

emissions.  This section will describe common engine 

performance problems, detailing their causes and explain 

how each can be corrected.  This section will help stu-

dents with ASE certification test A6.   

 

Engine Repair 

174 hours 

 

Engine mechanical problems usually result form abuse 

or prolonged service.  This section will give students 

skills needed to properly troubleshoot and rebuild auto-

motive engines.  This section will help student with ASE 

certification test A1 

 

Heating and Air Conditioning 

87 hours  

 

Heating and air conditioning are vital to most vehicle 

owners.  This section will explain the operation and ser-

vice and repair of heating and air conditioning systems.  

This section will help students with ASE certification 

test A7.   

 

Introduction to Mechanics 

87 hours  

 

This section will be a general overview of all the areas 

covered by automotive technicians.  Specialty areas will 

be introduced in this section.   

 

 

 

Manual Drive Trains and Axles 

87 hours  

 

The drive train transfers turning force form the engine 

crankshaft to the drive wheels.  In this section we will 

examine the manual transmission and transaxles of the 

drive train.  This section will help students pass ASE 

certification test A3.   

 

Suspension and Steering 

87 hours  

The suspension and steering systems take a pounding.  

During the life of a vehicle the suspension will go over 

thousands of bumps and holes in the road surface.  

This section will examine the different types of sus-

pensions and steering.  This section will help students 

with ASE certification test A4.  

 
Building Trades 
Building and Installing Forms 

60 hours 

Techniques involved in forming footings and founda-

tion walls are taught during this unit of study.  Stu-

dents will apply knowledge in a residential construc-

tion.  Learning of and meeting building codes around 

general region is an integral learning objective in this 

course. 

 

 

 

 

 

 

 

 

 

 

 

 

Electrical Trade Exploration 

90 hours 

Course objective include residential wiring meeting 

NEC requirements and using tools and materials to 

perform tasks commonly used in residential wiring.  

Students will apply knowledge in a residential con-

struction. 
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Floor Layout and Framing  

250 hours 

Conventional framing for all aspects of a residential 

construction are taught in this unit of study.  Tech-

niques and performance to meet building code  re-

quirements are integral learning objectives.   

Students will apply knowledge in a residential con-

struction. 

 

Installing Exterior  Finishing 

 50 hours 

Students learn finishing techniques involving con-

crete slabs, decks and stairs, and  siding materials.  

Students will apply knowledge in a residential con-

struction.  

 

Installing Interior Finishes 

300 hours 

Students learn and apply knowledge of installation 

of interior finishes necessary to finish out a residen-

tial construction.  Specific techniques covered are:  

trim and doors, paint and wall finishes, cabinets, and 

floor coverings; hang, tape and texture sheetrock, 

general finish carpentry, installation of factory cabi-

nets and tops,  installation of wood laminate floor-

ing, carpet, and ceramic tile. 

 

Installing Roofing and Components 

75 hours 

Students learn and apply knowledge regarding instal-

lation of a residential construction roof.  Specific 

learning objective include installing metal edging, 

vents, composite shingles, and underlayment. 

 

Masonry Exploration 

90 hours 

Students learn techniques of laying masonry block 

walls and corners for residential construction. 

 

Planning for Construction  

 25 hours 

Interpreting blueprints, building codes, zoning laws, 

and identifying materials and fasteners are the objec-

tive of this unit of study. 

 

 

 

Plumbing Exploration 

70 hours 

Students learn residential plumbing basics: waste, sup-

ply, and vents and will work with PVC and sweating 

copper in a residential construction setting. 

 

Preparing the Site  
25 hours 

At a residential construction site students will com-

plete a building layout, square it up, and use leveling 

instruments to establish grades.  

 

Safety and Basic Skills 

9 hours 

Prior to beginning all units or courses of study, stu-

dents must successfully demonstrate general safety and 

power tool safety. 

 

Computer Maintenance  
and Technology 
A+ Certification Exam 

500 hours.   

Students will prepare for the CompTIA A+ Certifica-

tion exam A+ Essentials and practical application 

through interactive computer learning modules and 

class room lectures.   

 

Basic Printers 

40 hours.  

Identify printer technologies, interfaces, and options, 

upgrades.  Recognize common printer problems and 

techniques used to resolve them.  

 

Basic Networking 

70 hours  

Identify the common types of network cables, their 

characteristics, and connectors.  Identify basic network 

concepts, common topologies, and how a network 

works.   

 

Hardware Diagnosis and Troubleshooting 

80 hours.  

Recognize common problems associated with each 

module and their symptoms.   

 

 

 

Course Descriptions 

Poplar Bluff  Technical Career Center 



Page 28 

Hardware Installation, Configuration/Upgrading 

60 hours.  

Identify names, purpose and characteristics of system 

modules.  Identify basic procedures for adding and 

removing field replaceable modules for desktop sys-

tems. 

 

Hardware Motherboards, Processors/Memory 

60 hours 

Distinguish between the popular CPU chips in terms of 

their basic characteristics.  Identify RAM, mother-

boards, form factors, and operational characteristics. 

 

Hardware Preventive Maintenance 

60 hours.  

Identify various types of preventative maintenance 

measures, products, and procedures and when to use 

them.  Identify various safety measures and environ-

mental protection procedures. 

Network Operating Systems 

60 hours.   

Identify the networking capabilities of Windows.  

Identify the basic internet protocols, and terminologies.   

 

Operating Systems Fundamentals 

60 hours.  

Identify the major desktop components and interfaces, 

and their functions.  Differentiate the characteristics of 

different Windows versions. 

 

Operating System Diagnosis and Troubleshooting 

60 hours.  

Recognize and interpret the meaning of common error 

codes and startup messages from the boot sequence 

and identify steps to correct the problems. 

 

Computer Graphics & 
Print Technologies 
Bindery Operation    

180 hours 

Student will learn techniques and steps involved in  

machine set up and performance of machines that auto-

matically perform one or more bindery operations such 

as folding, cutting drilling or stitching and using meas-

uring instruments. 

 

Computer Page Layout 

216 hours 

The desktop publishing process is analyzed as it relates 

to the printing industry.  Terminology, input/output 

considerations, current trends and hands-on projects 

using each of the three major graphic software pro-

grams, Adobe Illustrator, InDesign and Photoshop are 

primary instructional objectives. 

    

Introduction to the Macintosh Computer 

144 hours 

Students will learn the filing structure and systematic 

operation of the Macintosh environment.  Instructional 

methods include introductory work processing assign-

ments. 

 

Prepress Imaging     

216 hours 

Students will learn terminology, materials, equipment 

and methods used in the electronic prepress system of 

operation.  Specific course learning objectives include 

proper usage of:   file formats, fonts, imposition, Post-

script and PDF, preflight workflow options, proofing 

and computer to plate operations. 

 

Press Operation 

216 hours 

Students will be exposed to and will have the oppor-

tunity to learn the fundamental skills required to set up 

and operate an offset press.  Emphasis is placed on set 

up, press operation, and troubleshooting of single color 

jobs on various paper stock. 
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Printing Safety 
72 hours 

Prior to beginning all units or courses of study, stu-

dents must successfully demonstrate knowledge of 

equipment and use of appropriate safety precautions 

when working with all equipment available to the stu-

dent in the  graphic communications and printing pro-

gram of study. 

 
Cosmetology 

Anatomy  

20 hours  

Students will learn the functions of the body systems, 

identify the major bones, muscles, nerves, and blood 

vessels of the head, face, arm and hand; and under-

stand the importance of this knowledge to proper facial 

and massage treatments in a cosmetology setting. 

 

Comb Outs and Hair Styling Techniques  

105 hours  

Students will learn basic comb out techniques, teasing, 

relaxing the style with proper brush out techniques, 

and learn control, balance and form and how they re-

late to hair styling. 

 

Scalp treatment and scalp diseases  

30 hours  

Students will learn to identify scalp disorders and dis-

eases, procedures for scalp treatments for normal 

scalp, dry scalp, and oily scalp; including use of high 

frequency current. 

 

Cosmetic Chemistry  

25 hours  

Students will define chemistry, identify the physical 

properties of matter, describe differences in com-

pounds, mixtures, suspensions and solutions; and de-

scribe the pH scale and how it relates to hair and 

chemical services cosmetologists perform. 

 

Facials, Eyebrows, and Lash Dyes and Arches  

40 hours  

Students will learn basic facial, including skin analy-

sis, facial cleansing, facial steaming, facial massage,  

mask/pack application and removal, and moisturing.  

They will learn to properly shape eyebrows, arch eye-

brows with tweezers or wax, and learn procedures for 

lash and brow tint.   

 

Hair Coloring, Bleaching, and Rinses  

130 hours  

Students will study the law of color, color theory, 

different types of haircolors, corrective color, identi-

fy safety measures in hair coloring, and demonstrate 

correct procedures for color application.  They will 

also study hair lightening, learn the types of lighten-

ing products, identify safety measures in hair light-

ening, and demonstrate correct procedures for high-

lighting with a cap and with foils/papers. 

Hair Cutting and Shaping  

130 hours  

Students will learn basic hair cutting procedures for 

a long layered haircut, a graduated haircut, a blunt 

haircut, a uniform layered haircut, a men’s clipper 

cut, and a men’s layered haircut with shears.  They 

will learn and demonstrate proper use of the shears, 

clippers, edgers, and razor.  

 

Hair Setting, Pin Curls, Finger Waves, Thermal 

Curl 

230 hours  

Students will learn to set hair with different roller 

placements, learn sculptured pincurls, learn full 

stem, half stem, and no stem pin curls, barrel curls, 

skip waves, and finger waves.  They will also learn 

to style hair with a blow dryer and brush, learn ther-

mal curling with a marcel curling iron, demonstrate 

spiral and croquignole curling with a marcel curling 

iron, and demonstrate use of a flat iron and pressing 

comb. 

 

Manicuring  Hand Arm Massage  Nail Treatment 

110 hours  

Students will identify implements for manicuring; 

arrange implements and materials properly, demon-

strate how to sanitize implements; perform a plain 

manicure; perform a hot oil manicure; repair a bro-

ken natural nail; apply a sculptured nail; give an arm 

and hand massage; identify safety measures in mani-

curing; apply a nail tip; and perform a nail wrap. 
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Miscellaneous Lectures and Test Review   

160 hours  

These hours will be used for overall review preparation 

for the State Board Exam, and will be individually 

adapted to subject areas in which the students are weak-

est. 

 

Permanent Waving and Relaxing  

150 hours  

Students will learn to section and wrap a head of hair for 

a perm, differentiate between the types of permanent 

wave lotions, determine appropriate rod size to be use, 

apply solution, and perform a test curl.  They will also 

learn to section hair for a chemical relaxer, study the dif-

ferences between types of relaxers, determine the proper 

product to use, and demonstrate application procedures 

for a chemical relaxer. 

 

Salesmanship and Shop Management  

30 hours  

Students will describe procedures to open and operate a 

salon; identify regulations and applicable laws; demon-

strate methods of advertising and techniques for manag-

ing a salon; perform procedures for appointment book-

ing; demonstrate good telephone communication skills 

and how to sell services and products; and keep client 

records. 

 

Sanitation and Sterilization  

30 hours  

Students will learn the three methods of decontamina-

tion, know their differences and when each is required, 

and demonstrate proper decontamination in a salon set-

ting.    

 

Shampooing of All Kinds  

40 hours  

Students will study the pH of shampoos, differentiate 

among types of shampoos, demonstrate proper shampoo 

procedures and proper use of conditioners 

 

State Law  

10 hours  

Students will explain the purpose of state law regarding 

cosmetology; read state law requirements and regula-

tions; demonstrate adherence to current state laws and 

pass state law test with at least 75% success. 

Culinary Arts    (1110 N Westwood Blvd PB, MO—Mules Café) 

Accident Prevention and Crisis Management 

100 hours 

Students will be trained in proper usage of common 

commercial kitchen equipment and how to react to 

common kitchen accidents such as cuts, burns and 

falls. 

 

Dining Room Management 

160 hours 

Students will rotate through different stations in the 

working in-house restaurant including waiter, server, 

bus person, and cashier.  This will allow them a 

working knowledge of several different real-world 

dining room jobs and how to effectively manage 

dining room staff. 

 

Food Service Cost Control/Management 

160 hours 

Students will be involved in cost control issues that 

vary from menu design to available product utiliza-

tion, allowing them to effectively manage food costs 

and menu production. 

Food Service Nutrition 

100 hours 

Students will be involved in the nutritional aspect of 

menu design to include proteins, starches, vegeta-

bles, and desserts.   

 

Food Service Sanitation 

100 hours 

Students will understand basic sanitation rules to 

include receiving, storage, labeling, cooking, and 

holding of foods that will be used in everyday life in 

the commercial kitchen. 

 

Introduction to Food Preparation 

160 hours 

Students will rotate through different back of the 

house jobs to include production, preparation, plat-

ing, and presentation of food items in the working in

-house restaurant. 

 

Orientation to Culinary Arts 

100 hours 

Students will be exposed to the history of Culinary 

Arts and the classical brigade system.  Safety, sani-

Course Descriptions 

Poplar Bluff  Technical Career Center 



Page 31 

tation, attitude, and proper personal presentation will 

also be covered. 

 

Personnel Management 

160 hours 

Second year students will be given the opportunity to 

be sous chefs, or second in charge of the kitchen.  

This will present an opportunity to guide newer stu-

dents and give them real world management respon-

sibilities. 

 

Heating, Ventilation, Air Conditioning, & 
Refrigeration (HVACR) 
Air Conditioning 

50 hours 

Students will examine different systems and methods 

used in the process of comfort cooling.  Students will 

receive hands on training as well as classroom.  Af-

ter completing this section the students will be able 

to define the process of air-conditioning, design an 

air conditioning system for a residential structure, 

perform a load analysis using computer based soft-

ware, and trouble shoot air- conditioning system 

problems. 

 

Basic Electricity 

160 hours 

Students will examine the electrical systems used in 

the HVAC/R industry.  After studying this section a 

student will be able to define electricity, differentiate 

between A/C and D/C current, use ohms and watts 

law, demonstrate proper use of test instruments, 

identify parallel, series and series parallel circuits, 

read and interpret schematic diagrams, select proper 

wire size and type, select proper circuit breakers and 

fuses, and demonstrate safe working practices when 

working with electricity.  

 

Commercial Refrigeration 

50 hours 

Students will examine machines used in the preser-

vation of goods.  Students will have hands on experi-

ence working on a variety of refrigeration equipment 

including walk in coolers and freezers, reach in re-

frigerators, water fountains, ice machines, and other 

refrigerating equipment.   

 

Controls 

50 hours 

Students will examine different electromechanical and 

flow control devices used in the HVAC/R industry.   

 

Gas Fired and Electric Furnaces 

50 hours 

 Students will examine heating systems utilizing fossil 

fuels as well as electrical energy for the purpose of com-

fort heating.  Students will gain heating theory as well as 

hands on training on mid and high efficiency gas furnac-

es, gas fired boilers, venting requirements, electric re-

sistance heating, as well as various other heating sys-

tems.   

 

Electric Motors 

50 hours 

Students will examine different types of motors used in 

the HVAC/R industry such as Shaded pole, Permanent 

split capacitance, Capacitor start capacitor run, Capacitor 

start induction run, electrically commutated motors, 

three phase, and duel voltage motors.   

 

Heat Pumps 

50 hours  

Students will learn heat pump theory and gain hands on 

training with water source and air source heat pumps. 

Installation and Preventive Maintenance 

50 hours 

Students will learn proper techniques in the installation 

and servicing of various types of HVAC/R equipment.   

 

Piping Principles and Practices  

160 hours 

Students will learn to work with different types of mate-

rials used in the construction and installation of HVAC/

R equipment including, copper, steel, and aluminum tub-

ing, different soldering and brazing techniques, proper 

used and setup of an oxy-acetylene torch, use and setup 

of air-acetylene torch, cutting reaming threading in-

stalling gas piping, identify fittings, select proper alloys 

used for soldering and brazing operations.   

 

Psychometrics 

30 hours 

Students will study the physical properties of air at dif-

ferent pressures, temperatures, and humidity levels. 
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Refrigeration Principles and Practices 

160 hours 

Students will study heat transfer theory, pressure tem-

perature relationships, gas laws, properties of refriger-

ants, types of refrigerants, types of oils, refrigeration 

system components, basic refrigeration cycle, EPA 

rules and regulations concerning regulated refrigerants, 

refrigeration service techniques, refrigeration system 

troubleshooting. 

 

Safety 

30 hours 

Students will study safety and how it applies to the 

HVAC/R trade.  Topics will include electrical safety, 

proper work place attire, proper setup and use of lad-

ders, tools, fires, and first aid. 

 

Sheet Metal Layout and Duct Design 

154 hours 

Students will study techniques that will enable them to 

size and assemble ductwork.  Students will use tradi-

tional methods as well as computer based plasma cut-

ting of duct fittings.   

 
 
 
Practical Nursing 
 
THEORY COURSES                   CLINICAL EXPERIENCES 

 
Title                        Clock Hours Title          Clock Hours

  

  
Anatomy and Physiology           95                   Fundamentals of Nursing            84 

Fundamentals of Nursing           150                       Geriatrics             57  

Geriatrics             35                   Intravenous therapy            8 

Intravenous Therapy            40                   Leadership & Management          56 

Leadership & Management        38                   Maternal and Newborn Nursing   28 

Maternal and Newborn Nursing 45                   Medical - Surgical Nursing          104 

Medical - Surgical Nursing       150                    Mental Health Nursing            28 

Mental Health Nursing              45                  Observation and Miscellaneous     42 

Nutrition and Diet Therapy        40                   Pediatrics             28 

Pediatrics             50                        Pharmacology I (admin of meds)  49 

Personal and Vocational Concepts 38 

Pharmacology I                48 

Pharmacology II                 72 

Review and Exit testing                  30           
   

  

Total Theory Hours                  876 Total Clinical Areas      484 
 

TOTAL PROGRAM HOURS     =      1360 

 

 

 

COURSE DESCRIPTIONS / UNITS OF STUDY 

 
Anatomy and Physiology 

95 hours theory 

This foundation level course is designed to provide the beginning 

student with basic knowledge of human anatomy and physiology 

applicable to practical nursing.  The course begins to relate the 

relationship between normal body function and wellness.  The 

course is presented by exploring an over view of the body systems. 

 

Fundamentals of Nursing 

150 hours theory ;  84 clinical hours 

This beginning level nursing course introduces the student to pri-

mary nursing skills and procedures with an emphasis on caring, 

safety, and therapeutic communication across the life span and 

various cultural groups.  Guided laboratory and beginning laborato-

ry experiences are integrated throughout the course. 

 

Geriatrics 

35 hours theory;  57 clinical hours 

This course introduces the practical nursing student to various as-

pects of caring for older adults.  Emphasis is placed on individuali-

ty of the older adult to promote and support the emotional, mental, 

and social well-being of clients. Utilization of the nursing process 

is used to support prevention or early detection of health problems 

in an effort to achieve optimal health.  This course employs nursing 

care to promote physical health of clients with acute, chronic or life

-threatening physical health conditions.  Geriatrics includes clinical 

rotation in a long-term care facility. 

 
Intravenous Therapy 

40 hours theory;  8 clinical hours 

Intravenous therapy prepares the student to perform limited intra-

venous therapy treatments within the scope of practice. Students 

will demonstrate safe, effective, efficient care across the life span 

to all cultural groups.  As required by the Missouri State Board of 

Nursing, a minimal 8-hour clinical experience is provided.  This 

course satisfies the Missouri State Board of Nursing requirements 

for LPN IV certification. 
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Leadership and Management 

38 hours theory; 56 clinical hours 

This course discusses the responsibilities of the practical nurse in 

various leadership roles.  Techniques and concepts are taught to facil-

itate effective leadership through communication and delegation.  

This course will assist the graduating practical nurse in the transition 

to practice as a practical nurse by introducing professional work 

skills, ethics, legal obligations, and the importance of continuing 

education for professional growth.  Preparation for NCLEX-PN exam 

as well as decision making and critical thinking skills are discussed.  

This course includes a clinical component that allows the student to 

demonstrate leadership skills. 

 

Medical-Surgical Nursing 

150 hours theory; 104 clinical hours 

Utilizing the nursing process and a systematic approach, the diagno-

sis, signs and symptoms, treatments and nursing care are examined.  

The importance of prevention or early detection of health problems is 

emphasized.  A clinical component through the course allows the 

student the opportunity to demonstrate safe, effective and efficient 

basic nursing care within the scope of practice for the practical nurse. 

 

Mental Health Nursing 

45 hours theory; 28 clinical hours 

This is an introductory course of mental health concepts and thera-

peutic interventions to achieve optimal health.  Commitments to the 

ethical, moral, and legal obligations of nursing practice are stressed.  

Both adaptive and maladaptive behaviors are explored. The nursing 

process is employed as a framework to assist in planning and imple-

menting appropriate therapeutic interventions.  Use of teaching-

learning process is incorporated to address individual client needs in 

effort to promote and support mental health.  There is a clinical com-

ponent for mental health nursing. 

 

Nutrition and Diet Therapy 

40 hours theory 

This course addresses the basic principles of nutrition and nutritional 

needs throughout the life span and the application of these principles 

in the maintenance of optimal health.  The contents reflect the in-

creasing awareness of the positive correlation between nutrition and 

health status.  The nursing  process is used as the framework for un-

derstanding the effects of diet on various illness and special condi-

tions. 

 

Maternal and Newborn Nursing 

45 hours theory;  28 clinical hours 

This course covers safe, effective and efficient basic maternal and 

newborn care for the client and family.  Emphasis is placed on physi-

cal, mental, emotional and social needs for the client experiencing 

pregnancy and childbirth.  Utilization of teaching-learning process is 

used to address client needs.  This course includes a clinical compo-

nent that allows the student to apply theory. 

 

Pediatrics 

50 hours theory; 28 clinical hours 

Human growth and development is introduced with focus a on appli-

cation for children from infancy through adolescents.  Symptoms, 

diagnostic procedures, pathophysiology, medical care and treatment, 

and nursing care and interventions are discussed for selected 

pediatric diseases and conditions.  The role of the practical nurse 

in the care of children is taught through application of the nurs-

ing process to provide optimal nursing care. 

 

Personal and Vocational Concepts 

38 hours theory 

An introduction to the role of the student and the practical nurse, 

including study skills, nursing history and the role of the practi-

cal nurse. Communication and interpersonal relationships are 

stressed. Concepts supporting  effective communication and 

collaboration within the interdisciplinary team are discussed.  

The relevance of informational technology to healthcare is also 

discussed. 

 

Pharmacology I 

48 hours theory; 49 clinical hours 

This course provides for the development of basic knowledge in 

administration of medications necessary to accurately and safely 

administer appropriate doses of medications by various routes of 

administration as well as monitor the therapeutic response.  

Safety is strictly emphasized as is the legal, ethical, and moral 

responsibilities of medication administration.  The nursing pro-

cess and how it applies to medication administration is present-

ed.  Growth across the life span is applied to administration of 

medications.  In addition, dosage calculation is addressed 

providing instruction in converting from one system of measure-

ment to another as well as calculation of fractional doses.  The 

clinical component provides the student with one to one faculty 

interaction, administering medications in a safe controlled envi-

ronment.  This course is the foundation for Pharmacology II. 

 

Pharmacology II 

72 hours theory 

This course provides students an introduction to pharmacologi-

cal agents using specific drug classifications.  Clinical problem 

solving is used to correlate nursing implications with various 

concerns related to drug therapy.  Psychological effects of drugs, 

the individual needs of the client, safety concerns with admin-

istration and monitoring of drug therapy, client education issues, 

cultural issues, and drug interactions are all discussed.  Effective 

and collaboration is emphasized and used in the clinical setting. 

 

 Review and Testing 
30 classroom hours 

This time has been set aside in the curriculum to allow compre-

hensive testing at the end of the program with the purpose of 

assisting each student to determine their individual needs for 

focused review of the core content in various courses prior to 

taking the NCLEX-PN licensure exam. A planned review incor-

porating essential material from all courses is also provided. 
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Welding & Metal Fabrication 
Gas Metal Arc Welding (MIG)   

120 hours (20 hours classroom—100 hours shop)  

The student will learn how to properly set up the 

equipment and gases used to make quality welds. 

Also the student will learn how to make quality 

welds in Flat, horizontal, vertical, and overhead. 

 

Gas Tungsten Arc Welding  (TIG)  

200 hours (40 hours class room—160 hours shop) 

The student will learn how to set up the equipment 

and gases used to make quality welds. The student 

will make quality fillet and groove welds on carbon 

steel, and quality fillet welds on 4043 aluminum. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Oxy Fuel Cutting and Welding 

80 hours  (20 hours classroom - 60 shop)  

Student will be able to produce quality fillet welds 

and produce clean smooth cuts on carbon steel. 

Print Reading Layout and Fit Up 

100 hours (80 hours class room—20 hours shop) 

The student will learn how to read, interpret and 

draw welding symbols .   

Safety 

100 hours (80 hours classroom—20 hours shop) 

Student will learn about the hazards of arc welding and 

how to safely use machinery and equipment used in 

the welding industry.  

 

 

Shielded Metal Arc Welding 

400 hours (100 hours classroom—300 hours shop) 

The student will be able to produce  quality multi-pass 

groove welds on 3/8" mild steel in flat ,vertical, hori-

zontal and overhead positions. 

 

Welding Tools and Proper Use 

44 hours  (14 hours class room—30 hours shop) 

The student will learn the proper names and uses for 

various hand tools used in the welding and fabrication 

environment. 

 

All Programs Gainful Employment Information can be 

found at the following link: 

 

http://www.poplarbluffschools.net/schools/tcc/gainful-

employment-disclosure/  
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Poplar Bluff Technical Career Center 

Admission Procedures 
 

Step 1 
Complete an Application for Your  
Desired Program of Study 
Complete an application form and submit it and applicable fees to PBTCC.  Application forms can be picked up at the main 

office at the PBTCC Oak Grove Road site.  Application form can also be completed on or downloaded from the Poplar Bluff 

R-1 PBTCC website - www. Poplarbluffschools.net. 

 

Step 2 
Request Your Transcripts 
Call your high school and college and request that your official transcripts be sent to PBTCC or request  your GED scores be 

sent to PBTCC.  Official transcripts or GED scores must be received directly from the granting source.  Student copies, or 

transcripts and GED scores delivered by students to PBTCC are not acceptable. 

 

Step 3 
Assess Your Academic Ability 
Upon receiving your completed application and fee you will be contacted to arrange a time and date for an academic 

assessment.  The type of assessment you will complete depends upon your chosen program of study.  

 

Step 4 
Finance your Education 
The Poplar Bluff Technical Career Center offers financial aid in the form of grants, scholarships, and student loans.  The 

majority of funds are provided through federal and state programs.  Completion of the Free Application for Federal Student 

Aid or FAFSA is the first step in seeking financial aid.  Applications can be accessed or downloaded at the FAFSA website, 

www.FAFSA.org  High school counselors or the PBTCC Financial Aid Coordinator can answer questions regarding the 

process of completion of a FAFSA.  Use the PBTCC Federal School Code 013683 when completing financial aid 

forms.  Call the PBTCC Financial Aid Coordinator at 573-785-2248 for further information. 

 

Step 5 
Pay Your Tuition 
Tuition and fees can be paid at the PBTCC main office.  Arrangements for payment of tuition and fees must be made five 

business days prior to the first scheduled day of classes. 

 

Step 6 
Attend Your Orientation 
You will receive information regarding the date of your program’s orientation meeting.  It is essential you attend this 

meeting. 

 

Step 7 
Begin Your Classes 

 

Access applications at the Poplar Bluff R1 Website 

www.poplarbluffschools.net 

Technical Career Center page under the “Schools” drop down tab 
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