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LIFE SKILLS | BASIC COMMUNICATION & ADULT EDUCATION

PREVIEW
In our Basic Communication course, students must demonstrate capabilities that are, for the most part, used on 
a daily basis in society. Students are introduced to or reacquainted with how to make calls, using both landline 
and cellular telephones; how to set an alarm; composing notes or writing signatures when required; different 
currency identifiers and how to correctly identify them in the proper setting; the difference between a debit and 
credit card and how to use each; how to access and/or set up a bank account; and many more life skills. 

MORE DETAILS
A written summary of an article is asked of the student in order to gauge their reading comprehension, grammar, 
spelling, punctuation and word usage skills. If a written summary is not possible, an oral summary will suffice. Ba-
sic Communication intends to prepare WSB students for daily life interactions in public as well as provide them 
with the skills and abilities they need to gain sustainable independence.

Only students who have demonstrated a deficiency in academic areas are scheduled into Adult Education to 
help strengthen their skills in math, spelling, vocabulary, writing or reading comprehension, and to get their GED.

In Calculator classes, which are an aspect of Adult Education, students are expected to pass a basic math test 
using a calculator of their choice. Students are asked if they are comfortable with the calculator processes as 
well as addition, subtraction, multiplication and division of whole numbers, decimals and percentiles before 
testing. If they are not, Braille and large-print study materials are available for as long as it takes them to gain an 
understanding. 

Students also have the option to have the material explained to them orally in the classroom. Tests for Calculator 
are offered in large print and Braille, and practice tests are also available. Students are expected to make a 90% 
or better on a 10-point test until they pass and test out of the class.



LIFE SKILLS | BRAILLE 

PREVIEW
Our Practical Braille Skills course provides students with the tools, motivation and instruction necessary to 
achieve their goals in Braille literacy. Each student will learn and develop skills essential to master Braille and 
incorporate it into their daily life. This course increases the student’s ability to read and write Braille. Upon ad-
mission to the course, the skill level and individual learning needs of each student will be assessed. With this 
information, individualized goals tailored to each student will be implemented to increase the student’s level of 
success. Students with prior knowledge and Braille skills will be placed at the appropriate level for their needs. 

MORE DETAILS
This course is currently divided into three levels, Tactile readiness and raised markers, Alphabetic Braille and Lit-
erary Braille.

Beginners start by completing several tactile readiness exercises and learn to use raised markers. Upon success-
ful completion, students will move into Alphabetic Braille (formally known as uncontracted or grade 1 Braille). The 
course covers the Braille alphabet, numbers, punctuation and some special signs. Students who successfully 
complete the Alphabetic Braille course will move into Literary Braille (previously known as contracted or grade 
2). This is a shortened form of Braille—the dots in each cell can represent contractions, short forms of words and 
even whole words.

LEVEL ONE: TACTILE READINESS AND RAISED MARKERS
Estimated time to complete course: 1-2 weeks
Prerequisites: None

This course is designed to help students who are recently learning to deal with vision loss transition from print to 
Braille literacy. It is also beneficial to students who have difficulty feeling standard Braille. Students learn to use 
their fingers to receive tactile feedback, learn tactile discrimination and tracking techniques. They complete a va-
riety of sensory training activities to increase finger sensitivity. This short course is filled with hands-on activities 
and is a fun-filled learning experience, as students learn to see and explore the world with their fingers.

Students enrolled in this course will successfully complete the following:

� Use tactile discrimination to discern between a variety of textures
� Complete a variety of activities that raise student’s awareness and increase sensitivity
� Learn to track up and down, left to right using a systematic method
� Use raised markers to mark household appliances, electronics and remotes
� Create labels with raised markers
� Create unique markings on credit and debit cards for quick and accurate identification

Students who have completed this course will have the necessary skills to discern between different textures, 
sizes and shapes, increasing their ability to accurately identify and use raised markers for labeling household 
items, marking appliances and personal items. 

LEVEL 2: ALPHABETIC BRAILLE
Estimated time to complete course: 2-3 months 
Prerequisites: Demonstrate the ability to correctly use and identify raised marker labels

Alphabetic Braille writes out each word letter for letter exactly as it is spelled out in print. In this course students 
learn to read and write the entire alphabet in Braille, as well as punctuation marks. They learn to use the number 
sign and numbers, special abbreviations for cooking, and the dollar sign and decimal point. 



Students enrolled in this course will successfully complete the following: 

� Learn the position of each dot on the 6-dot Braille cell
� Use the pop-a-cell and peg slate to create and identify the letters of the alphabet
� Learn proper techniques for finger and hand placement, as well as correct posture
� Learn to track raised lines, single letters and then words
� Learn to read and write the alphabet
� Read and write the number sign and numbers
� Read room numbers and elevator buttons
� Learn punctuation
� Learn to use the slate and stylus to create Braille labels and address cards
� Learn to use the Perkins Braille writer to create Braille documents
� Create Braille labels for household products
� Create shopping and to-do lists
� Create address cards and compile and organize phone numbers
� Learn special abbreviations for cooking and the fraction line
� Read Braille measuring cups and recipes
� Use table of content to find and move to specific lessons and pages in student workbook
� Write letters, notes and other documents
� Participate in card games and board games modified with Braille
� Read short stories and articles
� Successfully complete a total of 26 lessons

Students who have completed this course will have the necessary Braille reading and writing skills to inde-
pendently perform tasks such as: 

� Labeling and identifying prescription bottles, clothing and household items
� Read Braille cookbooks and recipe cards, and use Braille measuring cups to accurately measure ingredients
� Organize addresses, phone numbers and documents
� Take notes, make shopping and to-do lists
� Develop organizational techniques to increase productivity in their home and workplace

LEVEL 3: LITERARY BRAILLE 
Estimated time to complete course: 6 months 
Prerequisites: Successful completion of Alphabetic Braille course or ability to demonstrate proficiency. 

This course introduces students to contracted Braille. In contracted Braille, some words and letter combinations 
are represented by signs that take up less space. The course covers contractions, word signs, group signs, short 
forms, and additional symbols and characters. Students learn to use Braille technologies such as Braille displays 
and notetakers.

In addition to the aforementioned skills, students enrolled in this course will demonstrate the ability to recall, 
read and write 180 contractions:

� Alphabetic word signs
� One-character word signs
� One-character group signs
� Lower cell group signs
� Sandwich contractions
� Dot 5 contractions
� Dot 4 5 6 contractions
� Dot 4, 5 contractions
� Dots 4 6 contractions



� Dots 5 6 contractions
� Short-form words

Students will also:
� Read magazines, books and other material in braille format on topics that interest them
� Increase Braille reading and writing accuracy and speed to 30 wpm
� Learn to use a Braille display to:

» Pair Braille display to smartphone, tablet, laptop or computer.
» Adjust Braille settings
» Check status of time, date, Bluetooth, wi-fi and battery
» Navigate device with Braille display
» Create documents
» Cut, copy and paste
» Use spell and grammar check
» Read, send, forward and reply to emails
» Search the internet
» Download books
» Read books

In addition to these skills, students who complete this course will be able to use their Braille literacy skills to 
independently organize and manage a household. They will have the capability to perform tasks efficiently and 
effectively in their chosen vocational training course, college or professional career. They can implement their 
Braille skills in their daily life to read restaurant menus, bank statements, enjoy their favorite books and commu-
nicate with others. They will have the ability to employ the use of Braille technology to increase productivity and 
to meet the demands of today’s fast-paced lifestyle.



LIFE SKILLS | COMPUTER ESSENTIALS

PREVIEW

The Computer Essentials course is designed to equip students with a core set of technical skills.  An initial 
assessment of proficiencies with computers, cell phones, Braille displays, notetakers, book readers, and GPS 
devices is used to develop a tailored learning experience for each student.  With an individualized lesson plan 
and skilled instructors, clients are given the technical know-how they need to excel in the digital age.

MORE DETAILS

The Computer Essentials course combines the curriculums of the Assistive Technology Fundamentals and IT 
Fundamentals courses into a single learning track. Upon completing the Computer Essentials training, clients 
will have more than just computer literacy, they will be better equipped to work with assistive technology, stay 
secure online and perform basic PC troubleshooting.

The training in this class takes place over the course of three modules:

I. Assessment
As each new client enters the course, they will undergo an assessment period. During this time, the client
will work with an expert instructor to determine which skills the client has already mastered, what needs
improvement and what the student has yet to learn. With quantitative results from the assessment in hand,
the instructor will work with each client to develop a training plan to tailor the course’s material to the student’s
unique needs.

II. Assistive Technology
The core to any blind or visually impaired person’s independence online is assistive technology.  Based on the
initial assessment, students will learn to use applications such as Fusion, JAWS, ZoomText and NVDA.  They will
learn how to properly navigate around the operating system; use common programs like Microsoft Outlook
and Word, Adobe Reader, and various internet browsers; access system settings; learn to adjust and tailor their
assistive technology to best suit their needs; and work with other assistive devices such as Braille displays or
audio recorders. There are also alternate curriculum elements for Macintosh and VoiceOver users, too.

III. Computer Literacy & Troubleshooting
Once students have mastered the assistive technology component, they then move on to the tech literacy and
troubleshooting portion. This section equips students with core knowledge to understand computer terminology
and lingo from motherboards to processors, RAM to HDDs. Upon completion of the class, students will be able
to make informed purchasing decisions about future technology and be better prepared to take on the next
portion: troubleshooting.  Students will learn basic troubleshooting methods and techniques to solve common
computer problems, perform simple maintenance on their own devices, and resolve common home-network
issues.

Clients wishing to enter into the IT Specialist course must complete the assessment and receive a referral by a 
Computer Essentials instructor.



LIFE SKILLS | KEYBOARDING

PREVIEW
In our Keyboarding course, clients will use a program called Typability, in conjunction with JAWS software, to 
learn the layout and proper technique for typing. 

MORE DETAILS
Typability uses a non-typist approach for teaching typing, and clients learn where to position their hands, which 
fingers to use for certain keys, and how to make proper key strokes. For our clients with minimal sensitivity in 
their fingertips, we place tactile stickers on the keys as landmarks. For clients with low vision, we use high-con-
trast, large-print keyboards. The lessons begin with basic letters and progresses to making words and sentences, 
using function keys, and incorporating numbers and symbols. The goal of keyboarding is for clients to attain the 
desired speed and accuracy they need to enter into the career training program of their choice, all of which have 
different standards for typing speed and accuracy. 



LIFE SKILLS | LOW-VISION AIDS & PRINT READING

PREVIEW
In our low-vision aids and print-reading course, we sit down with the student to determine magnifiers that 
best suit the student’s vision when reading for leisure and work. Students learn techniques to improve reading 
speed and build reading comprehension. The target threshold has been set at a reading speed of 100 wpm using 
9th-grade level materials. The target threshold for reading comprehension is set at 75%, using 12th-grade level 
materials.

MORE DETAILS
When evaluating a student’s usable vision, students are asked to read three types of everyday reading materials 
which use progressively smaller print: a newspaper headline, a large-print article and a newspaper article. We pay 
attention to how close to the eyes the reading materials are held, whether both eyes are used, whether the stu-
dent squints, and whether the student reads fluently or haltingly. Each student also reads from screening cards. 
These are specifically designed to help determine how much magnification a student needs.

If a student does not already have a low-vision aid that works well for them, and has not previously worked with 
someone in the low vision field, the student can try out various types of aids that can be effective in the range 
of magnification they need. Types of magnifying aids available include: hand-held magnifiers, stand magnifiers, 
hand-held video magnifiers and desktop video magnifiers. 

Estimated time to complete course: A good reader who is familiar with the magnification aid can complete the 
evaluation in a week. More often the test is not finished until the second week. In that case, extra practice time is 
provided, followed by more testing.



LIFE SKILLS | ORIENTATION & MOBILITY

PREVIEW
In our Orientation & Mobility training, we evaluate a person’s ability to travel safely and efficiently in various 
environments. We provide the necessary training and adaptive equipment enabling a person to do so. All O&M 
services are self-paced, flexible and individualized to assist the student to reach their short-term and long-term 
goals. Program time varies depending on skill retention, physical/cognitive limitations, concept development 
and motivation. Typically, a person with no prior O&M training and little to no useful vision will need three to six 
months of training to become as independent as their abilities permit. Students who have had previous training 
can complete the program in three to four weeks.  

MORE DETAILS
Areas covered typically include pre-cane skills, basic cane skills, indoor travel, street crossing skills/route travel 
in residential, small business, and downtown areas, and use of public transportation. An outline of the course 
curriculum follows.

Pre-cane Skills
� Human guide
� Squaring off
� Upper & lower body protection
� Hand trailing
� Routes—I, L, U, Z
� Reversal of routes
� Room familiarization
� Dropped objects

Cane Skills
� Cane storage—fold, unfold and stow cane
� Human guide with cane
� ID cane position
� Locating door handles
� Diagonal cane
� Two-point touch
� Constant contact
� Cane trailing
� Ascending stairs
� Descending stairs
� Shorelining
� Touch and slide
� Touch and drag
� Three-point check
� Three-point touch
� Ridgelining

Indoor Travel
� Direction taking/parallel & perpendicular alignment
� Compass directions
� Use of digital recorders if applicable
� Use of landmarks and cues
� Use of tactile maps
� Routes and reversals



Residential Travel
� Sidewalk travel & recovery
� Straight-line travel
� Corner detection
� Corner familiarization
� Problem-solving
� Distance travel
� Routes and reversals
� Use of compass (talking, cell phone)
� Use of GPS systems (cell phone and Trekker combined with the Victor Stream)
� Use of monocular, tactile map, digital recorder
� Use of Braille or large print directions

Street Crossings (basic) 
� Intersection analysis
� Various types of intersections (+, T, traffic circles/roundabouts)
� Various types of traffic control
� Ready-to-cross position
� Alignment
� Veer correction
� Parallel vs. perpendicular traffic
� Boxing intersections
� Appropriate timing

Street Crossings (light-controlled) 
� Intersection analysis
� Traffic flow analysis
� Alignment
� Traffic surge recognition
� Visual recognition of walk/don’t walk signals
� Monocular use if applicable
� Use of APS systems
� Traffic islands
� Veer correction
� Scanning lane-by-lane

Medium Business/Downtown Travel
� Store location and familiarization
� Parking lot recovery
� Straight line travel
� Negotiating street furniture
� Detecting corners (blended curbs, rounded corners, diagonal curb cuts)
� Route planning
� Understanding the address system
� Requesting assistance
� Using escalators, elevators, and revolving doors
� Use of compass (talking, cell phone)
� Mall travel
� Use of tactile maps, digital recorder, monocular
� Use of hand-held magnifier or CCTV for reading maps/schedules
� Use of GPS systems (cell phone, Trekker/Victor)



Rural Travel
� Indenting
� Route travel
� Special cane techniques and cane tips for rural travel

Public Transportation
� Bus orientation
� Travel center orientation
� Independent bus travel
� Transferring buses
� Route planning/use of GPS

The following skills are not always taught; special lessons may be arranged:
� Use of ADA van if applicable
� Taxi/Uber
� Airport familiarization
� Greyhound travel
� Discussion of rapid-rail and rapid light-rail systems
� Use of monocular, tactile maps, digital recorder
� Use of tinted lenses to reduce indoor and outdoor glare
� Use of hand-held magnifying devices to read print maps
� Use of GPS systems (cell phone, Trekker/Victor Stream)
� Discussion of latest O&M-related technology aids
� Juno walks and discussions, and blindfold travel to prepare for application to a guide dog school
� Blindfold training upon request



LIFE SKILLS | TECHNIQUES OF DAILY LIVING

PREVIEW
Our Techniques of Daily Living (TDL) course works to offer students an opportunity to learn and enhance the 
skills that are needed to become more independent. This training teaches the fundamentals of self care, cooking 
and household cleaning that will aid students in taking better care of themselves. But our ultimate goal is for stu-
dents to overcome some of their fears and apply what they have learned so they can become more independent 
as they strive to reach their goals and integrate safely back into their homes and into the workforce. Because we 
interact with students at various stages of development and life skills, our TDL class addresses students’ needs 
on an individualized basis. Course length is based on where the individual is at the time of entry and their needs, 
skill set, abilities and motivation/drive.

MORE DETAILS
When a student comes into the classroom they receive an orientation to identify their strengths and weakness-
es, a discussion follows to talk about their concerns and expectations. Afterwards, a tour of the classroom is 
conducted.

This training is designed to meet them where they are, on an individual level without shaming or making them 
feel uncomfortable. When trained properly and treated with respect, our student’s gain the confidence needed 
to empower themselves and maintain independence.

Program Goals: To provide our students an opportunity to develop skills that will enable them to live inde-
pendently in the community safely and responsibly. Furthermore, to engage our students in community outings 
that will aid them in being more responsible, learn to take care of themselves and how to overcome anxiety. 
Lastly, to provide them with an opportunity to demonstrate their ability to access resources, utilize technolo-
gy that will aid them in being more proficient in their home and kitchen. Also, to provide an outlet that will give 
them the ability to navigate within their surroundings and advocate for themselves. 

Test Out: Once the student has successfully demonstrated their ability to perform the necessary requirements 
for this course, they will then plan and prepare a balance meal for four guests including themselves. The expec-
tation is to show off the skills they have learned, and to demonstrate their ability to cook safely, to serve their 
guests, socialize and clean up afterward.



CAREER TRAINING | ASSISTIVE TECHNOLOGY INSTRUCTOR

PREVIEW
Our Assistive Technology Instructor program provides students with the skills necessary to be an effective, 
highly employable assistive technology instructor and a consummate professional. Study topics ranging 
from computer fundamentals to advanced teaching theory. The program puts a strong focus on the practical 
application of skills and the reality of today’s workforce. A student completing the ATI certification would 
qualify for the following occupations: assistive technology support technician (home- or office-based 
positions); assistive/adaptive instructor/trainer (organization-based or field work positions); independent 
AT assessment/instructor trainer as a state vendor; and website accessibility consultant (company or 
independent contractor-based positions).

MORE DETAILS
A student enrolling into the ATI course is required to earn the current JAWS, NVDA and Zoom Text certifications 
by scoring an 80% or better on the online exams, as well as any future certification which becomes available 
from assistive technology companies before petitioning for graduation from the program. A student interested 
in obtaining the Microsoft Office Specialist (MOS) certifications will have the option of doing so. The ATI 
program will work in conjunction to assist students attending the MOS course while working on certifications 
for Word, Outlook, Excel and PowerPoint, or a schedule will be developed that allows time for a student wishing 
to earn the MOS certificates.

Successful completion of the program also includes passing scores in the areas of homework and 
assignments, student teaching, and class participation.  When the student earns a passing score on all 
certifications and has satisfactory scores in the remainder of the program, he or she will be evaluated as a 
candidate for graduation.

This course instruction will be delivered through lectures, hands-on labs, textbooks, supplemental reading, case 
studies, online multimedia resources, study exams and specialized projects which develop during the nine-
month program. 

PREREQUISITES 
� High school diploma or GED
� Successful completion of the AT proficiency test
� Print reading speed of 100 wpm, with 75% comprehension
� Braille reading speed of 30 wpm (if primary Braille user), or 10 wpm (if non-Braille user)
� Keyboarding speed of 30 wpm
� 12th-grade spelling and grammar level
� Good independent living and travel skills
� Strong logical reasoning ability and emotional maturity
� Ability to learn and retain information
� Good interpersonal relationship qualities
� Ability to work in a high-tech environment
� Ability to adapt to constant change
� Four-year degree is recommended but not required 

The ATI program is also available for online study. 



CAREER TRAINING | CALL CENTER SPECIALIST

PREVIEW
Offering impeccable customer service is critical for any organization or company hoping to create and 
maintain a loyal customer base. World Services for the Blind’s eight-week Call Center Specialist program 
imparts a vast skill set upon its participants so that, upon graduation, they are prepared to take on the role of 
call center representative with confidence.

MORE DETAILS
Organized into 11 components, the Call Center Specialist program covers the following topics: customer 
service, soft skills, communication, relationship building, sales and marketing, difficult customers, operations, 
human resources, and Microsoft Outlook, Word and Excel programs.

The bulk of instruction will focus on sharpening students’ skills in the three Microsoft programs that will be 
essential to their career development. Students will spend two weeks studying Outlook, two weeks studying 
Word and two weeks studying Excel. Each module will provide an in-depth look at each program, and how to 
use them to their fullest potential. 

PREREQUISITES
� High school diploma or GED
� Keyboarding speed of 35 wpm (45 wpm preferred)
� 12th-grade spelling level
� Print reading speed of 100 wpm with 75% comprehension
� Excellent ZoomText or JAWS skills
� Good independent living and travel skills
� This program does not require a minimum Braille reading speed

The Call Center Specialist program is also available for online study. 



CAREER TRAINING | CERTIFIED ADMINISTRATIVE ASSISTANT

PREVIEW
Certified by the National Career Certification Board, our Certified Administrative Assistant (CAA) program 
prepares individuals for a career as an administrative assistant across a wide range of professional companies.

MORE DETAILS
Attaining national certification displays that individuals have studied and mastered the necessary skills 
to be a recognized professional in the field of administrative assistants. The CAA performs organizational, 
administrative and clerical duties in a multitude of settings. Nearly every industry employs administrative 
assistants to organize files, schedule appointments, serve as information and communication managers, and 
support other staff members, all necessary functions in a business or office that keep an organization running 
efficiently.

CAREER PROSPECTS
Secretaries and administrative assistants held about 4 million jobs in the past year in the United States. 
According to the Bureau of Labor and Statistics, overall employment for Certified Administrative Assistants 
(CAA) is expected to grow 12% by the year 2020.

Earning a national certification demonstrates competency to employers, and the NCCB’s CAA designation 
raises the level of standards in the industry and will give certification holders an edge over the competition. 
Nationally certified administrative assistants are typically paid higher than others in the field who do not 
possess nationally recognized credentials.

PREREQUISITES 
� High school diploma or GED
� Successful completion of the AT proficiency test
� Print reading speed of 100 wpm, with 75% comprehension
� Keyboarding speed of 30 wpm
� 12th-grade spelling and grammar level
� Good independent living and travel skills
� Strong logical reasoning ability and emotional maturity
� Ability to learn and retain information
� Good interpersonal relationship qualities
� Ability to work in a high-tech environment
� Ability to adapt to constant change
� Four-year degree is recommended but not required



CAREER TRAINING | CERTIFIED CREDIT COUNSELOR

PREVIEW 
Certified by the National Association of Certified Credit Counselors (NACCC), our Certified Credit Counselor 
program prepares students to serve individuals in need of credit counseling, bankruptcy counseling, financial 
coaching, student loan debt counseling and housing counseling. 

MORE DETAILS 
In the Certified Credit Counselor program, students can earn five or six certifications in various areas of 
financial health. Two tracks of study are available. The first track is the foundation of the course. Students 
study and certify in the areas of credit counseling, debt settlement, financial health, student loan counselor 
and housing counselor—giving the student a total of five certifications. This first track takes a minimum of 
six months to complete. 

The second track adds an optional sixth certification, financial and career coach. Unlike the first five, this 
certification requires practical hours of counseling and coaching in addition to the test. This track adds 
another 12 to 16 weeks to fulfill the requirements. This sixth certification requires a written recommendation 
from the instructor.

PREREQUISITES
� 75% comprehension when reading technical materials at 120 wpm
� Fill out forms with a keyboarding speed of at least 30 wpm
� Excellent skill using a web browser
� Intermediate skill with Microsoft Word, Excel and Outlook
� Ability to read and write at or above a 10th-grade level
� Ability to compose a professional email
� Completion of WSB’s financial literacy course

The Certified Credit Counselor program is also available for online study. 



CAREER TRAINING | DEVELOPMENTAL THERAPY 

PREVIEW
The Developmental Therapy program (DTP) is a program designed to train and certify individuals interested 
in working in an area caring for children. This program is designed to train individuals who are blind or visually 
impaired to gain competitive employment as a Developmental Therapy Assistant (DTA) in a great work 
environment. It allows them to gain independence, education and certifications that will make them more 
marketable for employment.  

MORE DETAILS 
These students will be given an extensive career assessment using a comprehensive and interpretative report 
with their career training potentials. The report will utilize and expand on the individual’s abilities and interests 
that will make the work environment complementary to their abilities. The assessment will be proctored and 
interpreted by a Certified Vocational Rehabilitation Therapist and reviewed with the student extensively to 
understand their career training potentials. These scales will help the student in planning their career and 
making informed career choices.  A copy of the interpretative assessment will be provided to the student and 
their state Vocational Rehabilitation Counselor.   

TRAINING SERVICES
� Comprehensive Career Inventory
� Work Experience
� Adult Education Training
� Certification Courses on Campus
� Room & Board

CERTIFICATES AVAILABLE
� Comprehensive Childcare Orientation Training (CCOT): 10 CR Hours
� Standard of Childhood Development & Early Learning (SCDEL): 18 CR Hours
� Comprehensive Childcare Database Management System (CCDMS)
� State Childcare Computer Program

PREREQUISITES 
� High School Diploma or GED
� Background Eligible
� CPR Certified



CAREER TRAINING | HOSPITALITY PROFESSIONAL 

PREVIEW
In our Hospitality Professional program, individuals will learn customer service, shadow experienced 
custodians, exhibit an understanding of safety rules and regulations, and practice good communication as 
expected in the workplace. Offering fantastic hospitality is critical for any organization or company hoping 
to create and maintain a loyal customer base. World Services for the Blind’s 20-week Hospitality Professional 
Program imparts a vast skill set upon its participants so that, upon graduation, they are prepared to take on 
the role of custodian with confidence. 

MORE DETAILS 
Organized into 14 components, the Hospitality Professional Program covers the following topics: 
� Facility maintenance
� Housekeeping
� Food services
� Customer service
� Soft skills
� Communication
� Relationship building
� Sales and marketing
� Difficult customers
� Operations
� Human resources
� Microsoft Outlook, Word and Excel programs

The bulk of instruction will focus on sharpening students’ skills in the three Microsoft programs that will be 
essential to their career development. Students will spend four weeks studying Outlook, four weeks studying 
Word and four weeks studying Excel. Each module will provide an in-depth look at each program, and how to 
use them to their fullest potential. Students will shadow facility maintenance, housekeeping and food services 
for five-week intervals. 

PREREQUISITES 
� High school diploma or GED
� Keyboarding speed of 30 wpm
� 8th-grade spelling level
� Print reading speed of 25 wpm with 75% comprehension
� Good ZoomText or JAWS skills
� Excellent  independent living and travel skills
� This program does not require a minimum Braille reading speed



CAREER TRAINING | IT SPECIALIST

PREVIEW 
Our IT Specialist program (formerly known as Desktop Support Technician I & II) isn’t your typical IT class. 
Tailored towards the blind and visually impaired, the class is a self-paced introduction to the world of 
IT. Students are given the tools and resources to guide them on their path to certification while working 
alongside the organization’s IT department to gain real world, hands-on, practical experience. Whether your 
focus is networking, server administration, data security, or something else, the self-paced nature of the 
course material combined with real-world experience is a learning environment like no other and is the only 
program nationwide of its kind.

MORE DETAILS 
The IT Specialist program is designed to be self-paced, with students taking the reins in their studies rather 
than being herded through a “one size fits all” curriculum. On average, students achieve one certification every 
three to six months. This depends on the student’s aptitude and familiarity with the concepts before coming 
into the class and the certifications they choose to pursue.

Students are able to choose the certifications they wish to study for. Currently, the CompTIA A+, Network+ and
Security+ are offered with plans to expand to Cisco and Microsoft certifications in the future.

PREREQUISITES
� High school diploma
� Typing speed of 45 wpm or better
� Strong reading comprehension
� 12th grade proficiency in business math & algebraic problem solving
� Basic to intermediate computer literacy (Navigating Windows, basic concepts and terms, familiarity with

common programs and apps, etc.)
� Intermediate to advanced skill with your preferred assistive technology product (JAWS, ZoomText, NVDA,

etc.)
� Good written and verbal communication skills
� Good hygiene & personal presentation
� Strong time management & punctuality



CAREER TRAINING | LICENSED MASSAGE THERAPIST CERTIFICATION PROGRAM

PREVIEW
The profession of massage therapy is growing rapidly, with a projected employment increase of 26% between 
2016 to 2026. World Services for the Blind’s new Licensed Massage Therapist Certification program is designed 
to meet that demand. By training certified massage therapists, the program will address the industry’s need 
for professionals while helping people who are blind or visual impaired gain meaningful employment. While 
massage therapists work in a variety of environments, solo practitioners account for the largest percentage 
of practicing therapists (67 percent). Sixty percent work at least part of their time at a client’s home/business/
corporate setting, 23 percent in a healthcare setting, 29 percent in a spa setting, and 38 percent at a home 
practice.

MORE DETAILS
Students will learn a variety of methods and theories of body therapy. Each type of massage is considered a 
“tool” to be used by the practitioner for the benefit of the client. 

To ensure program participants are well-rounded in both skills and abilities—and ready to work upon 
completion of the program—students will also receive adaptive technology support, orientation & mobility, 
customer-service training and small-business training. Students must be 18 years of age or older and possess 
either a high school diploma, GED or college transcripts, and be physically able to perform and receive various 
massage techniques taught by our program.

CURRICULUM

ANATOMY & PHYSIOLOGY SYSTEM AND KINESIOLOGY (175 HOURS)
Students will learn the functions and activities performed by the systems of the body as a whole. Students will 
learn how massage can affect the systems of the body, and how the physiology of the eleven systems relates 
to massage. Students will also learn indications and contraindications for massage.

TECHNIQUE (225 HOURS)
Students will learn hands-on techniques for practicing massage. In addition to Swedish massage, students 
will gain a basic understanding of several other modalities including sports massage, soft tissue release, deep 
tissue, active isolated stretching, sports massage, Fibromyalgia massage, reflexology, lymphatic drainage, 
myofascial release, aromatherapy, spa services and many more.

MINI-COURSES (100 HOURS)
In this class students will cover a variety of short subjects including hydrotherapy, heliotherapy, electrotherapy, 
state law, hygiene and infection control, business management, ethics and more.

SUPERVISED CLINICAL PRACTICE
Each student is required to give and receive a massage everyday with fellow massage students. At 200 hours 
and with the approval of the instructors, the student will begin doing clinical massage on the public.

PROGRAM COSTS & REQUIRED MATERIALS
In addition to room & board and training fees for the six-month program, participants in the Licensed Massage 
Therapist Certification Program are responsible for the following:

Text Book: $109
Massage Table—$350
Fleece Pad/Face Cover—$75
Twin Sheet Sets—$80
2 Bath Towels & Hand Towels—$50



Professional Insurance—$100 (1 year)
MBLEx Federation Examination—$295
Arkansas State Board Law Examination—$380 (Registration, exam and license fee). License is valid for 2 years. 
Background check—$57 (Required)
CPR training & current card (This can be done online for $30).
TB Test $80

**Additional licensing fees may be incurred based upon the state in which each individual will work. Applying 
for licensure by endorsement or reciprocity varies by individual state.

LICENSING & RECIPROCITY
In order to practice massage in the state of Arkansas, students are required to obtain a license and register 
with the Arkansas State Board of Massage Therapy. Applying for licensure by endorsement or reciprocity 
varies by individual state. This means that if you are already a licensed massage therapist in one state and are 
moving to another state, you must obtain a massage license from their state board in order to practice in that 
state. In some states, you can get licensed by reciprocity, endorsement or credentials.

STATES WITH RECIPROCITY
Alabama, Alaska, Arizona, Colorado, Delaware, Florida, Georgia, Idaho, Illinois, Indiana, Kentucky, Louisiana, 
Michigan, Mississippi, Missouri, Montana, Nevada, New Jersey, New Mexico, Ohio, North Dakota, North Carolina, 
Oregon, Pennsylvania, Rhode Island, South Carolina, Tennessee, Virginia, Washington, West Virginia and 
Wisconsin.

STATES WITHOUT RECIPROCITY
Connecticut, Hawaii, Iowa, Maine, Maryland, Massachusetts, New Hampshire, Oklahoma, South Dakota, Texas 
and Utah.

New York and Nebraska require 1,000 hours, whereas Arkansas is 500 hours.



CAREER TRAINING | MICROSOFT OFFICE SPECIALIST

PREVIEW 
The Microsoft Office Specialist (MOS) program is designed to effectively prepare adults who are blind or visu-
ally impaired to successfully earn certifications for the Microsoft Office applications. The program prepares 
a student to function in an office environment or as a first-level application support specialist. The program 
includes training in Microsoft Windows with Microsoft Office products. 

Computer training is accomplished with the use of assistive technology such as screen-reading programs and 
magnification programs, depending on the individual’s needs.

MORE DETAILS
Students will learn how to use the Microsoft Office 2016 suite of programs and ultimately obtain certifications 
in Word, Excel, Outlook and PowerPoint. The program is primarily self-paced with scheduled instructional times 
and group activities. Assignments integrate the knowledge of multiple applications to demonstrate proficiency.

PREREQUISITES
� High school diploma or GED
� Keyboarding speed of 35 wpm (45 wpm preferred)
� 12th-grade spelling level
� Print reading speed of 100 wpm with 75% comprehension
� Excellent ZoomText or JAWS skills
� Good independent living and travel skills
� This program does not require a minimum Braille reading speed

The Microsoft Office Specialist program is also available for online study. 



CAREER TRAINING | OFFICE ESSENTIALS

PREVIEW
Our Office Essentials program is tailored to fit your needs. We combine aspects of Microsoft Office Specialist, 
call center specialist, Assistive Technology, and employment preparation—into one program, ensuring students 
are receiving the best training and the most up-to-date information, with the greatest opportunity to enter 
into the workforce.

MORE DETAILS
Training in Microsoft Office tests each student on their use and proficiency of the application in a realistic office 
setting. Call Center Specialist builds students’ soft skills, and Assistive Technology training develops students’ 
timeliness when working with screen reading software and screen magnification software in conjunction with 
demands of the office environment.

Over all, Office Essentials will further assist students in obtaining employment to work in an office setting. The
combination of resources allows each graduate the information and skills needed to find employment to excel 
in their career goals.

The course consists of a combination of areas and skills sets such as:
� Microsoft Office (Word, Excel, PowerPoint, Outlook)—Learning to use and perfect the use of all applications.
� Proficient use of each application will be tested, but certification is not required.
� Customer service and phone etiquette
� Assistive Technology training

Each student will work with our career specialist to conduct job searches, develop resumes, cover letters, improve 
interviewing skills, apply for employment and participate in actual interviews when possible.

The Office Essentials program is also available for online study. 



CAREER TRAINING | SERVICE EMPLOYMENT & TECHNOLOGY

PREVIEW
Our Service Employment & Technology course teaches a broad spectrum of technology while addressing 
customer service skills—all of which are vital in the workplace. This program consists of call center training, 
general customer service training, and training in the use of Jaws for Windows, VoiceOver for Mac and mobile 
technologies.

MORE DETAILS
Being skilled in the above aspects will provide a student with the ability to function in a customer service 
position with not only soft skills and general call center skills, but intensive training in the technologies used by 
companies worldwide. This course is up to 10 weeks long. Students will be taught half days in technology and 
half days in customer service/call center.

COURSE CONTENT
� Customer service
� Call center
� Mobile technology at work (student’s choice)
� Screen reader speed and multitasking
� Web research
� In-depth Excel

PREREQUISITES
� Working knowledge of Microsoft Outlook
� Working knowledge of Microsoft Word
� Working knowledge of Microsoft Excel
� High school diploma
� Keyboarding speed of 35 wpm
� Print reading speed of 100 wpm with 75% comprehension
� Basic skills with ZoomText and/or JAWS, NVDA
� 12th-grade proficiency in business math and algebraic problem solving
� Problem solving and critical thinking skills
� Ability to multitask
� Time and stress management skills
� Ability to adhere to a working or training schedule
� Ability to interact well with others and convey information in a clear manner
� Approval of the admissions committee

The Service Employment & Technology program is also available for online study. 



CAREER TRAINING | SMALL BUSINESS MANAGEMENT

PREVIEW
Our Small Business Management program aims to teach individuals the aspects of developing and maintain a 
business of their own. Clients will develop a business plan, register with their state, file with the IRS and identify 
a means of raising capital. 

MORE DETAILS
Through the use of materials provided by the Small Business Administration, clients will learn to identify the 
fundamental aspects of starting and growing a small business of their own. According to the Bureau of Labor 
and Statistics, there were 9.6 million self-employed workers in 2016. This number is expected to increase to 
10.3 million by 2026.  

Whether you are starting a new business or functioning as a partner of a growing business, knowing how to 
navigate the growing pains that come with those responsibilities are the difference between a successful 
venture and a missed opportunity. 

PREREQUISITES 
� High school diploma or GED
� Print reading speed of 100 wpm, with 75% comprehension
� Keyboarding speed of 30 wpm
� 12th-grade spelling and grammar level
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