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Welcome to Our Champion Technician Family
First of all,

WELCOME to CTI Training! You have taken a great first step on your

journey toward success. The CTI staff wants to thank you for choosing our program
and we can’t wait to help you realize your full potential. CTI, Inc. is certified by the
Alabama Community College System.
As you know, our program is not for everyone. We cater towards individuals with a
strong desire to work hard and improve. Our CTI family supports anyone with a
positive attitude and willingness to learn and better themselves. There is no room for
ego’s or negativity. We don’t care what level Technician you currently are, or aren’t
(we’ll take care of that!) but we do care that you’re serious about making continued
success.
Our program has worked for many people just like you and you’re next in line.
Here are a few simple things you have to do to make sure you’re successful:
1. Complete your “GET STARTED” packet.
2. You need to train smart (We’ll take care of this part). You need to bring
determination, energy, and the growth mindset to every day of training.
3. You need to make sure you are consistently applying knowledge that we will be
providing you.
4. Lean on our Instructors! They are here to make sure that you gain the
knowledge and ability to apply their 39 years of experience they will be sharing
with you.
“You must make the commitment to yourself to accomplish your dreams”.
To date, every CTI graduate working in the HVAC field is making at least $18.00/hr. Our
goal is to give you the most effective technical skills, knowledge and motivational tools
possible so that you can get the results you’re looking for. It won’t always be easy, but
remember – If it doesn’t challenge you, it won’t change you. Just remember everything
we do is done for a reason and you have to trust the process – our goal is to ensure you
exceed yours!
We encourage you to take full advantage of the opportunity in front of you. Remember,
we’ll be here to guide you every step of the way. Never hesitate when you have a chance
to taste success!

THE CTI TEAM
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Location
Champion Technician Institute is located at
9973 Lifeline Court
5 minutes away from the Mobile Regional Airport.

For more information, please contact us at 888-580-HVAC or visit our website at

www.championtechnician.com
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Champion Technician Institute Closure Policy
If Champion Technician Institute were to ever close its doors permanently and ceases to
offer training after students have enrolled, or if a program is canceled after students have
enrolled and training has begun, the school will make arrangements for the student to:

 Receive a refund of tuition based on the position of the course
curriculum.

 Submit to the Council of Education (COE) and the Alabama Department

of Postsecondary Education a list of arrangements made for each
student.
 Champion Technician Institute will provide notice to students of teach
out if necessary and diligently advertise availability.
 Teach out shall not cost the student more than the original cost the school
is entitled to under the Student Enrollment Contract for which the student
has not paid.

Grievance Procedures
Any complaint concerning an instructor, school condition, school policy, or course
assignments must be submitted in writing to the school director. If the student is not
satisfied, an appointment with the school director must be made.

School Director
Andy Cross
9973 Lifeline Ct.
Mobile, AL 36608
(251)639-6979 ** (888)580-HVAC

If the Student is still not satisfied, correspondence should be made with:
The Alabama Community College System
135 South Union Street
Montgomery, AL 36104-3630
Phone: 334-293-4500
Fax: 334-293-4526
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Mission Statement
Champion Technician Institute is a “State of the Art” facility, teaching any
qualified individual the proper techniques, procedures and responsibilities to
become a “Professional Technician”. It is the responsibility of EVERY
“Professional Technician” in the Heating and Air Conditioning Industry to help
design the best and least expensive systems possible to meet all of their
Customer’s needs.
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Our Goal
Champion Technician Institute will prepare individuals to immediately be able to go
out in the field ready to perform residential service calls. Once they have learned;
proper dress code, internal paperwork and dispatch procedures of their future
employer, they will be able to apply them in the field while, maintaining the “Standards
of Excellence” expected by their employer. Our classes are limited, by design, to
accommodate no more than 10 students per class or instructor to guarantee this is
accomplished.
With the help of over (20) individually specialized repair stations, we can insure an indepth course to accomplish our goal. Throughout our program we will constantly
stress the professional attitude, appearance, communication skills and repair or
replace procedures of a “Professional Technician”.
*Below are just a few of our entry level skills the student will be required to perform
before graduating the program:
▪ Mathematics for HVAC
▪ Sequence of Operations
▪ Equipment Installation
▪ Freon Recovery (608 Certification)
▪ Capacity Checks
▪ Brazing
▪ Diagnostic & Trouble-Shooting
▪ Sequence of Operations
▪ Charging (superheat, subcooling, airflow) ▪ Basic Fundamentals of the Refrigeration Cycle
▪ Repair/Change-out of every component for a Residential HVAC System

Our “fast-track” is program designed to fulfill what I see is a gap in the HVAC industry.
We need qualified technicians in the marketplace today, not a year from today. Whether
you are someone that has never worked in the industry or you are a current technician,
this course will teach participants the basics of electricity, refrigeration and
troubleshooting. Participants will leave with a solid foundation of electrical circuits, how
to read wiring diagrams, tools of the trade, safety and hazard prevention, the basic
fundamentals of a refrigeration cycle and how to troubleshoot it.
This program should benefit many individuals that do not have the resources, or the
time frame needed to complete the majority of programs offered in this industry to
date. Participants will also receive the 608 Freon certification needed to handle Freon
through our HVAC Excellence and/or NATE testing programs.
Our program is largely successful because of the personal and professional skills
taught to the students throughout the learning process. There will be subject testing
to verify that the necessary materials and skills are being taught and retained by the
student(s), before being allowed to move on to the next subject.
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I.

A student may give notice of cancellation to the school in writing. The unexplained
absence of a student from the school for more than 3 school days shall constitute
constructive notice of cancellation to the school. For purposes of cancellation the
date shall be the last day of attendance.

J. A school shall refund all monies paid to it in any of the following circumstances:
a) The school does not provide the prospective student with a copy of the student’s valid
enrollment agreement and current catalog or bulletin
b) The school cancels or discontinues the course of instruction in which the student has
enrolled.
c) The school fails to conduct classes on days or times scheduled, detrimentally affecting the
student

K. If cancellation occurs after the first day of class, the following charges prevail:
Percentage of days in class
Percentage of tuition and other
completed by student at notice
instructional charges which school
of cancellation:
may retain:
After the first day of class –
10%
In excess of 10% - 15%
In excess of 16% - 20%
In excess of 21% - 25%
In excess of 26% - 30%
In excess of 31% - 35%
In excess of 36% - 40%
In excess of 41% - 45%
In excess of 46% - 50%
In excess of 51% - 55%
In excess of 56% - 60%
In excess of 61% - 65%
In excess of 66% - 70%
In excess of 71% - 75%
In excess of 76% - 80%
In excess of 81% - 85%
In excess of 86% - 90%
In excess of 91% -100%

15 %

20%
25%
30%
35%
40%
45%
50%
55%
60%
65%
70%
75%
80%
85%
90%
95%
100%

L. If cancellation occurs after the first day of class, determination of course
completion will be based on the last day of attendance.
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Resources Department updates this Policy Guide annually. All policy changes are highlighted, and
all employees are required to sign an acknowledgement form indicating that they have read,
understand, and will comply with the provisions of the Policy Guide.
If a student approaches any employee about an alcohol/drug issue, employees are informed to
refer students to agencies that can provide students with substance abuse information and help.
Students are offered several counseling options.

Refund Guidelines
Champion Technician Institute adheres to the Alabama Community College System rules
on tuition refunds contained by the refund policy. If accepted by the school, the school’s
catalog, this agreement and its addenda state that all the terms and conditions of
enrollment and are not subject to alteration except as follows:
A. The student has the right to cancel this contract until midnight of the third
business day after the date of enrollment, application/registration fees, tuition,
and any other charges shall be refunded.
B. When notice of cancellation is given after midnight of the third business day
following acceptance, the school may retain no more than the
application/registration fee ($100.00).
C. When notice of cancellation is given after the student’s completion of the first day
of class attendance, the school may retain 15% of the course of instruction. All
books, supplies, and tools provided to the student must be returned also.
D. A student, who on personal initiative and without solicitation enrolls, starts, and
completes a course of instruction before midnight of the third business day after
the enrollment agreement is signed, is not subject to the cancellation provision of
this section.
E. Applicants not accepted by the school shall receive a refund of all tuition and
fees paid within 5 business days after the determination of non-acceptance is
made.
F. Deposits or down payments are considered part of tuition.
G. The school shall mail a written acknowledgement of a student’s cancellation or
written withdrawal to the student within 15 calendar days of the postmark date of
notification. Acknowledgement is not necessary if a refund has been mailed to the
student within the 15 calendar days.
H. All student refunds shall be made by the school within 5 business days from
the date of receipt of student’s cancellation.
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Our guarantee is that any student who attends our “fast-track” program will have
the basic skills to understand the residential service call process, communicate
effectively with the customer(s), perform a diagnosis in 30 minutes or less (average
time is 20 minutes) and then be able to perform the necessary repairs (with very few
exceptions).
The US Bureau of Labor Statistics indicates the HVAC industry is set to grow by more
than 21% between now and “2022”. As our industry strives to become more energy
efficient by the advancement of technology, the traditional skill set of future heating
and cooling technicians will look a lot like they do today. With our solid foundation of
the HVAC fundamentals which they will learn, any future learning will be so much faster
and easier as we definitely encourage an ongoing education to reach the students full
potential and life goals.

Our Goal is to help you become a “Certified Technician” in one or more of the
areas listed, below:









Principles of Electrical and Refrigeration Theory
Combustion Analysis
Electric Heat
Gas Heat
Heat Pump Installation
Heat Pump Service
Light Commercial Air Conditioning
Residential Air Conditioning

Authentication and Credentials Validation
We offer Technician certifications through the two HVAC National Organizations;
▪ HVAC Excellence (Heating, Ventilation & Air Conditioning)
▪ N.A.T.E (North American Technician Excellence)
▪ Champion Technician Institute, Inc. is certified by ACCS (Alabama Community
College Systems).

Increase in Salary
Holding a certification of this nature has high value in the job market. Due to their national
standards required of each Technician, any employer or future employer will know your skill
level and what to expect. Technicians with these certifications will earn more in salary or a
higher hourly wage in most cases. **More information will be available on our “Employment
Readiness Certifications” and “Professional Technician Certifications” during the course.
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Methods of Payment & Financing
Champion Technician Institute accepts all major credits cards, debit cards, cash,
money- orders/cashier, personal or business checks as a form of payment. Champion
Technician Institute offers different payment options along with financing options that
are available upon request.
Employer Financing – In order to achieve what every employer seeks (a Great
Technician), we offer our “Employer’s Tuition Agreement”. It consist of (4) tuition
payments applied to the Student’s tuition of their choice. This agreement comes with
a weekly Student Performance Guarantee. **(Details available upon request)**.

Class Size
Champion Technician Institute believes, based on previous experience that all
students progress at different rates. Therefore, we limit the class size to 10 students.
Since lab training is so vital to our program, each student will have their own work
station thereby assuring each student the optimal personal instruction.
Champion Technician Institute reserves the right to add additional students into a
program under special circumstances.

HVAC Course Layout
The intent of our “Fast-Track” program is to provide the HVAC industry with certified
residential HVAC technicians today, not a year from today. To accomplish this, classes
are scheduled to begin every other month throughout the year. Each class consists of
only 10 students on a first come first serve basis. Once a class has enrolled the
maximum number of students for that course, all future enrollments will automatically be
signed up for the next eligible class. We hope to ensure that no future student of CTI will
have to wait more than 2 months before having the opportunity to become a “HVAC
Certified Technician”.
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Alcohol & Substance Abuse Policy
Champion Technician Institute expects all members of its community; students, facility and staff, to
be familiar with and to abide by applicable state, federal and local laws regarding alcohol and drugs.
Students are also responsible for knowing school regulations concerning alcohol use on campus.
Champion Technician Institute forbids the use, possession, distribution or sale of drugs or alcohol
by a student anywhere on school property. Violation of these laws or regulations may subject a
student to both criminal prosecution and campus disciplinary action.
During orientation, all students will receive a pamphlet explaining our Alcohol and Substance Abuse
Prevention Policy along with the risks and penalties of being under the influence. The pamphlet also
contains the information of various organizations that can help those who have an alcohol and
substance abuse problem.
Use of illicit drugs and abuse of prescription drugs pose a serious threat to mental and physical
health. Alcohol is a drug. Its use in even the smallest amounts may be harmful to some people, and
when used to excess, alcohol is harmful to everyone. For this reason, responsible drinking is
essential and is expected of those who choose to drink.
Champion Technician Institute complies with the requirements of the Drug Free Schools and
Communities Act. Champion Technician Institute will review its policy on an annual basis to
determine its effectiveness and to ensure that standards of conducts and disciplinary sanctions
have been consistently enforced.
The unlawful possession, use, distribution, sale, or manufacture of controlled substances is
prohibited on any premises owned or controlled by Champion Technician Institute. Under no
circumstance will the institution tolerate the use of illicit drugs or alcohol on campus or during any
institution-sponsored activities. Students who violate the prohibition against the illegal use of
controlled substances and alcohol will be subject to disciplinary action up to and including
expulsion.
If any Champion Technician Institute student has a drug or alcohol problem, you may call upon the
institution for assistance. Champion Technician Institute can provide a confidential referral to a drug
or alcohol treatment program. The following agencies provide information on substance abuse:





Alcoholics Anonymous: (800) 371-1475 (24-hour answering service)
Center for Substance Abuse Treatment and Refer Hotline: (800) 622-HELP (4357)
Focus on Recover for Alcohol & Substance Abuse: (800) 888-9383 (24-hour help line)

Use of illicit drugs by any person is illegal under both the state and federal statutes. Use
of alcohol by people under 21 years of age is illegal under state law. Penalties for conviction
under state and federal law include incarceration and fines varying between
$100 and $100,000 depending on the offense. Property used in connection with illegal drugs may
be confiscated.
Champion Technician Institute’s new employees are told about the Drug-Free Workplace.
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All students must wear their uniform in and out of the classroom and dressed
accordingly.
No shorts, hats, or sandals of any kind are permitted in the lab and/or classroom.
No cell phones or headphones are to be used during lab and/or classroom instruction.
All students must wear their safety glasses and gloves at all times during their
training in the lab and classroom.
All units must be powered down and gas must be turned off to all units by the
end of each class session.
No parts from any unit (lab or classroom) are to be left in the lab after class sessions.
New and/or used units are encouraged to be included in our institution. All units must
be returned after they are serviced.
Laboratory units that need the use of live electricity and gas will not be used
without the classroom instructor’s permission.
The lab shall be maintained and clean at all times. Students will be held
accountable for their workstation(s).
Vandalism of units, laboratory, and facility will not be tolerated.
Proper goggles must be worn at all times in all designated areas in the lab.
There should be no sitting and/or leaning on the units.
Food and/or liquids are not allowed in the lab.
Appropriate tools should be used (I.e. knives should not be used as screwdrivers,
blades for wire strippers, channel locks instead of pipe wrenches, etc.).
Foul language and horseplay will not be tolerated. Keep in mind that tours of our
Facility are given on a daily basis.
All benefits and privileges offered by Champion Technician Institute will be
revoked if the student fails to be paid up to date.

Personal Property
Champion Technician Institute assumes no responsibility for loss of damage to personal
property. It is the student’s responsibility to protect their belongings. A dedicated area,
under locked security, will be available to accomplish this. We also have a 24 hour
monitoring system for security and mainly used for attendance verification.

Medical Policy
Students are asked to inform Champion Technician Institute personnel of all and any medical
history that may interfere with or jeopardize the health of any staff member and/or student.
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Our “Fast-Track” Criteria
Here is a sample of some of our “Minimum Proficiency Expectations” that the
student must be able to perform before graduating this course.
1.
2.
3.
4.
5.
6.

Connect the Gauge Set to the condensing unit correctly.
Attach the recovery unit to a system and recover Freon from the system.
What is the safe fill level for the recovery cylinder?
What is the safe fill level for a 30# recovery cylinder?
Explain how to cool the recovery cylinder when recovering Freon from the system.
Connect the vacuum pump to a system and ask how many microns we pull the system
down to.
7. Check for power from the panel box and also check for blown fuse.
8. Show how to safely remove a bad fuse and replace the blown fuse.
9. Set the Brazing rig up for silver brazing job and braze copper tubing.
10. Identify the components on the gas furnace.
11. What is the purpose of the draft switch on the furnace?
12. Explain the sequence of operation for the gas furnace.
13. Demonstrate how to find common, start and run windings on a compressor using an
ohmmeter.
14. Wire a one stage cool one stage heat thermostat (gas and electric units).
15. Wire a one stage cool two stage heat thermostat (heatpump).
16. Identify the use and purpose of a programmable wall thermostat.
17. Identify the proper sequence to clean both a condenser and an evaporator coil.
18. Demonstrate the procedure to test a run capacitor for open, short, or tolerance.
19. Demonstrate the procedure for charging with a blended refrigerant.
20. Demonstrate the procedure for using nitrogen while brazing a line set.
21. Demonstrate the overall procedure for changing out a complete condensing unit.
22. Demonstrate the procedure for changing out an electric air handler unit.
23. Demonstrate your knowledge in general HVAC maintenance/preventive maintenance
procedures:
e.g. cleaning evaporator or condenser coil.
24. Demonstrate your ability to read both superheat and subcooling.
25. Demonstrate your ability to calculate CFMs of air using meter or electric heat formula.
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Pre-Course Study Guide
Basic Math Skills
Safety & Hazard Prevention

Electrical Theory & Application

Review Questions

EXAM!

Addition – Subtraction – Division
Multiplication of Whole Numbers & Fractions
Electrical Shock – Circuit testing
Hazardous Wiring - Power lines
First-Aid Tools - Ladders
What is Electricity? Kinetic/Potential Energy
What is an atom?
Protons/Neutrons/Electrons
Law of Charges – Understanding: Volts,
Amps and Ohms (resistance)
How to use a Meter/Ohm’s Law
This is a Student worksheet of review
questions; taken by the Student & designed
to reinforce the knowledge of the enclosed
materials as each is completed.
The results of each worksheet, will be
reviewed in a one-on-one discussion
between the Student and Instructor via
phone or internet conversation.
This will be a gradable test that will be
taken by the Student to ensure that the
knowledge is retained on the above
materials.

Purpose
The Pre-Course Study Guide is essential to the success of our “Fast-Track” Program. Its
purpose is to help ensure that each Student has the basic knowledge base that we
require on Day One of the Course. This has significantly helped improve the end goal of
our Program which was to guarantee the Technician could go out and run a residential
service call, diagnose the problem, perform the mechanical repair needed to get the
system back up and running with minimal supervision
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Transcripts
A transcript from Champion Technician Institute can be obtained by filling out a transcript
request form located in the main office. He/she shall submit the application in person to the
main office. If he/she cannot come in person, he/she shall send it through an authorized
person (along with a letter authorizing said person to receive the transcripts on his/her
behalf).

Safety Glasses
All students must wear safety glasses, which will be provided to all students excluding
refreshers. Students must wear these safety glasses while performing labs within the
school lab and/or within the classroom. Students found not wearing the safety glasses
while performing duties within the lab and/or classroom risk possibility of being removed
from class as well as having their overall grade affected.

CTI Conduct
Notice to all students: At Champion Technician Institute, the key word is respect: respect
for school, property, tools, safety regulations, and most importantly, for each other. Since
students are being prepared for a work environment, they are expected to conduct
themselves in a responsible manner, conforming to generally accepted standards of
employment. To be conducive to the intense training provided, the atmosphere must be
serious and orderly. Disruptive conduct, drugs, or alcohol are not tolerated and will result in
suspension and/or expulsion. To compliment the students’ training, we have created a lab
that everyone will be able to train in.
If a student violates the lab rules and guidelines, any safety regulations, hinders with
another student’s work, conducts themselves in a crude, noisy, or petulant manner, attends
class under the influence of drugs or alcohol, destroys or defaces property in any manner,
and/or fails to make tuition payments and/or fees that are due in a timely manner will result
in expulsion from the institution. Champion Technician Institute reserves the right to suspend
the training of any student whose work or conduct is not satisfactory.
Students must impress visitors and potential employers with their professionalism and
therefore must abide by the school uniform policy. Champion Technician Institute’s students
will be provided with a uniform on or before the first day of training. Please read the rules
below and adhere to the policy. We appreciate your cooperation and your help in
maintaining Champion Technical Institute’s laboratory. If all students and staff follow these
policies, we will be able to provide quality training to our present and future students for
many years to come.
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Return Procedures
All Champion Technician graduates may return to repeat or reinforce a needed portion of
previously completed programs. There are no additional tuition charges unless
books/supplies and tool kits need to be purchased; all graduates are welcome to this
benefit. All students taking advantage of the repetition privilege must follow the attendance
policy. All those failing to adhere to those policies will lose repetition privileges for the
future. For all available privileges, students must arrange scheduling with the school
director and must be paid up to date. Please remember that repetition privileges are only
available if class size has not reached the maximum number of next enrollees (10
students).

Family Educational Rights & Privacy Act (FERPA)
Champion Technician Institute also adheres to the Family Educational Rights and Privacy
Act (FERPA). FERPA is a federal law that protects the privacy of student education records.
The law applies to all schools that receive funds under an applicable program of the U.S.
Department of Education.
With limited exception, Champion Technician Institute is required to receive a written
consent form from students before student educational records can be discussed and/or
released to any third party (ex: spouse, parent/legal guardian, potential employer, etc.).
For any additional information regarding FERPA, you may contact them at the
following address:
Family Policy Compliance Office
U.S. Department of
Education 400 Maryland
Avenue, SW Washington,
DC 20202-8520
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Daily Classes
Monday – Friday Classes
Morning

8:00a.m – 12:00p.m

Classroom Exercises
Lab

Lunch

(2.5 hours)
(1.5 hours)

12:00p.m – 1:00p.m

Monday – Friday Classes

1:00p.m – 6:00p.m

Afternoon

Lab
Classroom Exercises

(2.5 hours)
(1.5 hours)

Breaks

Morning
Mid-Morning

(15 min)
(15 min)

Mid-Afternoon
Afternoon

(15 min)
(15 min)

NOTE: Within a very short time into the course, the classroom exercises will
coincide with lab for efficiency and student performance.

WEEK #1
Introductions
History of HVAC
Definitions / Symbols / Component
Identification
Atoms/Electrons
What is Electricity?
Circuits
Conductors / Insulators
Loads & Switches / Measurements with a
Meter
Compressors/Motors
HOMEWORK!
EXAM
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Tour of Facility – Classroom Protocol - Safety
Who, When, Why – What it Does – How it Works
Mobile Inter-Active Trainer
Make-Up – Law of Electric Charge – Electron
Flow
Potential Difference – Volts – Amps – Ohms Law
- Watts – Review Questions
Series – Parallel – Complex – Single & Three
Phase Power
The British Are Coming! BTU/Latent/Sensible
Heat
Valves – Contactors – Transformers –
Sequencers – Thermostats – Review Questions
Rotation – Windings - Capacitors
Daily
End of The Week

WEEK #2
Understanding Wiring Diagrams

(In Depth)

Automated Control Systems / Leak
Detection
Troubleshooting
Review Questions
Refrigerant Cycle

Electronic Leak Detection (Soap Bubbles) /
Halogen Review
Using Wiring Diagrams

Subcooling – Superheat
Metering Devices
Saturation Conditions
Thermostatic Expansion Devices
Soldering Introduction
HOMEWORK!
EXAM

MANDATORY

Fundamentals – Refrigerant Pressures States
& Conditions - Components
How do we determine? and Why
Learning our Gauges
Using the PT Chart
Set-Up – Remote – Bulb & Spring Pressures
Setting up your Rig for Soldering / Brazing
Daily
End of The Week
**MUST PASS before Student can proceed to
Week #3

Week #3
EPA Section 608 Certification
Universal R410A Safety-n-Training
Certification
Meters – Hand Tools Etc…
Mobile Interaction Trainer
Troubleshooting
Truck Stock
Communication Skills

Refrigerants / Identifying blends, binary, ternary
Azeotropic and Near Azeotropic (FC’s and FO’s)

HOMEWORK!

Daily

EXAM

End of The Week

MANDATORY

**MUST PASS before Student can proceed to
Week #4

Purpose and Verification
Trouble-Shooting Basic Procedures
Heat Pumps – Gas Heat
Stock Sheets / Freon Compliance
Voice Tone, Body Language, Power Words, Etc..
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Excused Absences
Excusal for any absences is subject to proper documentation. Documentation must be
legible and provide the following: date, student name, contact name, address and phone
number. If more than 5 consecutive days are needed, refer to the Leave of Absence policy.
Once the director has approved your documentation and has excused your absences, it
will be left up to the student to make up any assignments and/or projects missed. Excused
absences are left up to the discretion of the school.

Tutoring Availability
Due to the fact that our institution trains individuals based on an “Interactive” method, our
goal is to ensure that every student understands the material clearly and thoroughly.
Unfortunately, not all students learn in the same way and some may have difficulty
understanding everything that is taught during class. Therefore, all students have the right
and privilege to obtain one-on-one tutoring. As a student, your duty is to schedule an
appointment to receive additional assistant/tutoring which is available throughout the
program.

Please follow these procedures to receive this additional help:
• Student must fill out a request form with at least two class days’ notice with the office.
• Must be scheduled around the instructor’s availability.
• Excessive tutoring is not tolerated. (The pre-study home course is designed to eliminate this).
• Any missed tutoring will be used against student’s overall grade.
• Additional tutoring is not considered extra credit nor a make-up day for any absence(s).
• Tutoring can only be offered for topics already covered in class.

Make-Up Work
If the need should arise for a student to make up work because of an excused absence,
every effort will be made to bring him/her back up to the same level as the rest of the class.
A student who wishes to make up classes may do so at no extra cost by scheduling a
session with the administrative office. Certain factors must be considered including
classroom/lab and instructors’ availability. Make up time is in addition to regular class
hours. If for whatever reason Champion Technician Institute cannot hold class during your
scheduled date/time, it will be up to the institution to schedule a new make- up date for
your missed class.
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Emergency Notifications
When weather conditions are severe or hazardous prohibiting class attendance,
information on school closing will be available by a recorded phone message.
Announcements for the school closing will be available one hour before your class start
time. When sever weather conditions exist, students should call the school at 1-(888) 5484822 and/or monitor the school’s website and social media sites. Heavy rain with flood
warnings, tornado warnings, and hurricane watch/warnings are considerations for
hazardous conditions. If for whatever reason Champion Technician Institute cannot hold
class during your scheduled date/time, it will be left up to the institution to schedule a new
make-up date for your missed day(s) of training. In special circumstances, and up to our
discretions, Champion Technician Institute reserves the right to make the decision not to
make up your missed day(s) of training. Holidays may be used to reschedule any time
missed due to Champion Technician Institute and/or weather conditions. See the
*Observed Holidays* section of the student handbook for a list of those holidays.

Attendance
Champion Technician Institute strongly believes that attendance and punctuality are very
important factors because it demonstrates responsibility and reliability. Therefore, we strive
to have a perfect attendance record when it comes to our students to prepare them for the
working world.

Attendance Requirements
•
•
•
•
•
•
•
•
•

The student is responsible for 90% of overall class time to ensure they successfully
pass the course.
Once a student reaches 16 hours of absence, he/she will have failed the program.
In the event of an emergency, adequate proof must be provided.
Excessive tardiness will not be tolerated (prior arrangements may be made with the
director).
Four (4) tardies to class will result in one (1) full day of absence.
Students can only make up assignments and/or projects missed if their
absences were excused.
Individuals must contact the office/instructor if they will be tardy or absent.
Cuts will not be tolerated and will be counted as one half day of absence.
Arriving half an hour tardy will result in one half day of absence.
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Week #4
Heat Loss / Duct Sizing / Fresh Air
Requirements
House Envelope / Touch of
Psychrometric
Equipment Ratings & Efficiencies
Name Plate Identification
Roll Playing

Service Calls (Do’s & Don’ts)
Knowing your Customer
Troubleshooting & Task
Performance
FINAL EXAM!

Graduation an Congratulations’

Structural / Load
Calculations / Duct Loss
Understanding Air
Properties and Seals
EER, SEER, AFUE, HSPF,
COP, etc..
Lead Generation
Repair vs Replace
Higher Authority
How to Dress
How to Run a Service Call
Personality Traits / History
Timed Diagnostics and
Repair Performance
Written Exam / Oral Exam
Performance Exam (Video
taped upon Request)
Certificates and
Certifications!

CTI Class Disclaimer
CTI reserves the right to add/remove any course information or materials as long as it will
assist you in your education. CTI also reserves the right to shorten or lengthen any daily
classes in order to achieve the same outcome. All Students must perform the required
“Graduation Procedures” to receive a graduation certificate from CTI.
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Educational Philosophy/Objective
Champion Technician Institute has been established with one goal in mind; to train and
prepare men and women in practical skills and knowledge in order to increase their value
in the heating, ventilation, and air conditioning workplace.
Our staff has been in the HVAC business for 40 years, in all phases including sales,
installation, estimating, training and management. It has become obvious to us that the
need for qualified service technicians, as well as craftsman-like installers, is at an all- time
high.
Champion Technician Institute believes in the principle of complete preparation. Not only
do we provide the essential knowledge and skills but also the opportunity for personal
and professional development. Those who emerge from our program have the tools for
professional growth and the essential skills needed to advance and succeed in the HVAC
field.

To accomplish these goals:
•
•
•
•
•
•
•
•

Our Classes are limited to only 10 Students.
Each Student has their own workstation for lab work.
Champion Technician Institute accepts only those who exhibit the enthusiasm and
physical ability necessary to complete this rigorous course.
Champion Technician Institute provides the best and most updated
equipment available for instruction and uses it to meet the standards within
the industry.
All students will learn from videos, lab assignments, and instructors who have
proven, field records.
Intensive hands-on training is provided to allow students adequate time in the lab.
Instruction on all phases of employment, including job placement assistance,
customer relations, and employee/employer relations will be addressed during the
students’ training.
Every Graduate will be eligible for Student mentoring.

11

Job Description for Technicians
Champion Technician Institute trains all students to be technicians involved with the
maintenance and repair of heating, ventilation, air conditioning, and electrical systems.
Working conditions are not ideal for all technicians. Work may take place in cramped, dirty,
dusty, cold or hot conditions. Respiratory precautions may also be taken because of
exposure to refrigeration chemicals and high temperatures.
A career as a technician is a great choice for someone with mechanical aptitude who wants
to join a great profession with strong growth possibilities.

Note: Students represent and warrant that they are solely responsible for determining
whether they are physically fit, able, or skilled enough to:
a) Enter the Champion Technician Institute
b) Participate in any and all training, classes/activities offered by Champion
Technician Institute
c) Adequately face the risk posed by their involvement and participation in HVAC
training
Students furthermore represent and warrant that they are at least 18-years-old (unless
otherwise approved by Champion Technician Institute) and have no physical or mental
limitations or impairments which will pose a direct threat to them or others as a result of
their entry into the Champion Technician Institute facility through their participation in any
training. Students represent and understand that they are not employees or agents of
Champion Technician Institute, that they have not been guaranteed any employment with
anyone in connection with their decision to enter Champion Technician Institute and/or
seek to enroll in the training and that they could have chosen to enroll in another training
school.

Certifications
Champion Technician Institute graduates will receive a certificate of successful completion
of the course. To receive a graduation certificate, each student must achieve a minimum
grade of 70% for each point of the course and be current with tuition and fees. Students
who graduate from the program will be required to take and pass the EPA certification tests.
These tests will not be required if the student has achieved EPA universal certification and
R-410A safety certification prior to enrolling in the course. Certificates of completion will be
held until the student’s payments are current and all documentation requested by the
school and accrediting institution is complete. All students will have the opportunity to
achieve additional nationally recognized technician certifications that we can proctor.
*Such as: HVAC (Heating, Ventilation, Air Conditioning) Excellence and Nate (North American
Technical Excellence).
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Job Placement Assistance
Champion Technician Institute has job placement assistance that helps all student and
graduates. Champion Technician Institute cannot guarantee employment, as that is
essentially up to the graduate, but we will provide everyone with complete employment
services. Champion Technician provides job placement assistance by:
• Interviewing students to determine their employment needs while assisting them in
creating a resume and placing it on the Champion Technician Institute internet board
• Surveying employers for hiring opportunities
• Developing relationships with key employers to help fulfill their hiring needs on a
regular basis
• Contacting people in the industry to enhance our institute’s reliable source of
trained employees

Champion Technician Institute strives to assist students in obtaining the types of career
positions for which they are qualified and geographical areas in which they prefer to work.
Students that would like to use these services will need to authorize Champion Technician
Institute to release their grades, attendance, and instructor evaluations. Once a student or
past graduate is employed, he/she must inform the job developer of the company name,
starting salary, date of employment and position in order to update the student’s file.
Students must comply with the following stipulations to receive job placement assistance:
1. Schedule an appointment with the job developer to review their resume and
place it on the Champion Technician Institute internet job board.
2. Schedule an exit interview with the job developer before graduation.
3. Maintain contact with the job developer regarding results of job interviews,
acceptance or rejection of offers and subsequent job offers (student or graduate
must have an explanation of why a job was rejected).
4. Pursue job leads from the job developer and report to all scheduled
appointments. Student or graduate should not miss any scheduled interviews or
appointments.
5. Must not be terminated from an employer due to stealing, illegal substance abuse,
excessive tardiness, absence or failure to give a two-weeks-notice before
departure.
6. Fill out all forms required by the accrediting institution.
Failure to comply with the above will release CTI’s obligations for the job placement
assistance services.

13

Admission
•
•
•

•
•

Meet minimum age requirement 16 years (17 for some programs).
Hold High School Diploma, GED or have completed a recognized Homeschool
program.
CTI must evaluate the validity of a student’s high school, GED or recognized
Homeschool completion if the school has reason to believe that the high school
diploma, Homeschool completion or GED state certificate is not valid or was not
obtained from an entity that provides secondary school education.
Valid driver’s license or state I.D. issued by his/her state.
Social Security Card.

Note:
A pre-enrollment exam is required for all enrolling students with or without a
GED, Homeschool or High School Diploma.
Champion Technician Institute is an equal opportunity learning center regardless of age,
race, creed, or gender. Champion Technician Institute reserves the right to deny
admission to any applicant whose demeanor and/or physical characteristics are
inconsistent with the basic qualifications and requirements of Champion Technician
Institute’s training program objectives.

Student Transfer
Champion Technician Institute will accept any student looking to transfer into our
programs from another educational institution as long as they can meet our admission
requirements. (Please see the Admission Requirements Section for details).

Holidays
Martin Luther King Day
Mardi Gras Day
Thanksgiving (Thurs. & Fri.)

12

Independence Day
Memorial Day
Christmas Break

President’s Day
Labor Day
New Year’s Day

