
PROGRAM HANDBOOK 
Program: Certified Machine Technician  

Site: Broken Arrow 

School Year: 2022-2023 

Instructor and Contact Information 
Instructor Name: Robert Stout 

Office Phone: 918-828-3055 

Email: Robert.stout2@tulsatech.edu 

Office Hours: M-F 8:00-15:30 

Instructor Name: Aaron Polliard 

Office Phone: 918-828-3099 

Email: aaron.polliard@tulsatech.edu 

Office Hours: M-F 8:00-15:30 

Instructor Name: Tyler Reibert 

Office Phone: 918-828-3080 

Email: tyler.reibert@tulsatech.edu 

Office Hours: M-F 8:00-15:30 

Instructor Name: Aaron Runk 

Office Phone: 918-828-3056 

Email: aaron.runk@tulsatech.edu 

Office Hours: M-F 8:00-15:30 

Instructor Biography: 

mailto:aaron.polliard@tulsatech.edu
mailto:aaron.polliard@tulsatech.edu
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We come from many different backgrounds and any of us may step in with advice at any 
time or you may be sent to different instructors for advice. 

Instructional Philosophy: Educating people for success in the workplace 

Campus/Site Information 
Attendance Office: 918-828-3031 

Counselor(s):  

Ms. Tammy Garcia 828-3034 tammy.garcia@tulsatech.edu 

Mr. Mike Roark 828-3032 mike.roark@tulsatech.edu 

Administration:  

 Mr. Jerry Bogle, Campus Director 918-828-3001 jerry.bogle@tulsatech.edu 

 Mr. John Peterson, Assistant Campus Director 918-828-3004     

 john.peterson@tulsatech.edu 

Program Information 
Program Name: Certified Machine Technician 

Description: This is the program handbook for the Certified Machine Technician program 
at the Broken Arrow Campus of Tulsa Tech. The first half/year is taught by Robert 
Stout (half-day) and Aaron Polliard (all-day). The second half/year is taught by 
Tyler Reibert (half-day) and Aaron Runk (all-day). This program consists of multiple 
courses. Each course has assigned course hours. Students may be eligible to take 
state, national, or industry certifications. See program plan of study for specific 
information on courses, hours, and certifications available. 

Career and/or College Opportunity:  Career titles, college majors, etc. 

Eligibility for Admissions 
Secondary and adult students are admitted to programs on the basis of their interest, 
indicators of ability to succeed in their chosen occupation, aptitude and prior 
performance in school and work.  In addition, other factors may be considered that 
affect the student’s ability to fully participate or complete a program, or to obtain 
professional credentials at the program’s conclusion. 

Schedule 
Class Times: Monday through Friday 8:00 am to 11:00am and 12:00pm to 3:00 pm 

Break Times: 8:50AM-9:00AM and 12:50PM-1:00PM 
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Classroom Procedure & Expectations 
Grading 

It is the policy of the Board of Education of Tulsa Technology Center to issue a 
grade to each student enrolled according to the policy and procedures of the 
district. All course and program grade totals will be calculated in the district 
designated gradebook on a point-based system. 

The following criteria will be used for the assignment of letter grades, grading 
scales and percentage grades for students: 

A 100-90%

B 89 – 80%

C 79 – 70%

D 69 – 60%

F 59 – 0%

Makeup Work: 
Students are expected to make up the work missed while they are absent.  It is 
the responsibility of the student to contact the instructor and make 
arrangements to complete the work missed.  No penalty will be assessed if the 
work is made up within two days for each day missed.  Make up work shall be 
meaningful and relevant to the course missed.  Some situations may require 
more time due to the nature of the program.  In these cases, the instructor will 
set the completion date for the make-up work. 

Teaching Methods: 
This course may be taught through a variety of delivery methods which may 
include face to face, lecture, activities, shops/labs, and work-based learning. 

Professionalism: 
Program Uniform 

  Must wear long pants (No shorts.) 
  Must wear closed toe shoes. (No sandals or flip flops) 
  No jewelry (when in shop areas) 
  Long hair must be pulled back. (When in shop areas.) 
  Safety glasses must be worn in the shop. 
  All clothing must be worn in a safe manner. 

Attendance: 
Students must adhere to Tulsa Tech’s district attendance policy.  
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Tulsa Tech District Policies (https://tulsatech.edu/about-the-district/district-
policies) 

With the goal of employment, attendance is the uttermost, important factor. We are very limited 
in our teaching abilities regarding a student that is absent. Students will often want an 
endorsement from an instructor for gainful employment. Typically, the first question asked is 
“How is their attendance?” Our goal in preparing a student is hinged on their attendance. Also an 
attendance of less than 90% can disqualify a student from taking certification tests at their 
instructor’s discretion.  

ID Badges: 
To be worn at all times 

Accident Reporting:  
All accidents and injuries must be reported immediately to the INSTRUCTOR. 
Please tell your instructor if you become ill. The situation will be assessed and you will be 
advised what to do.  
If you see an accident, find the nearest instructor and they will notify the necessary personnel. 

Code of Conduct: 
Tulsa Tech’s student conduct code prohibits threatening behavior, harassment, 
intimidation and bullying. This policy applies to all students regardless of 
classification as a secondary or adult student. 

Supplies Needed 
Safety Glasses: 
You will be given your first pair of safety glasses. It will be your responsibility to bring these or 
an acceptable pair to class each day. Prescription glasses must be shatter resistant and have side 
shields.  

Pencil / Pen: 
To take notes. 

Notebook & paper : 
To take notes. 

6’’ Scale: 
Stainless steel 6 inch long machinists scale with markings in 8ths, 16ths, 32nds and 64ths. This is 
a common measuring tool. Like a ruler.  

6’’ calipers: 
Six inch (6’’) here is referring to the capabilities of the size that can be measured. 
Caliper is referring to an instrument for measuring thicknesses and internal or external surfaces. 

https://tulsatech.edu/about-the-district/district-policies/


 

Tulsa Tech Program Handbook Page 5 of 7 

0-1’’ Outside Micrometer:
Zero to one (0-1’’) inch here is referring to the capabilities of the size that can be measured. 
Outside here is referring to the capabilities of location on object to be measured.  
Micrometer is referring to an instrument for measuring thicknesses. 

Precision Machining Technology Textbook 3rd Edition: 

Author: Peter J. Hoffman; Eric S. Hopewell; Brian Janes; Kent M., Jr., Kent M Sharp 
ISBN: 1337795305 
Publisher: Delmar Cengage Learning  
Publication Date: January 11, 2011 

Precision Machining Technology Textbook has been carefully written to align with the National 
Institute of Metalworking Skills (NIMS) Machining Level I Standard and to support achievement 
of NIMS credentials. This new text carries NIMS' exclusive endorsement and recommendation 
for use in NIMS-accredited Machining Level I Programs. It's the ideal way to introduce students 
to the excitement of today's machine tool industry and provide a solid understanding of 
fundamental and intermediate machining skills needed for successful 21st Century careers. With 
an emphasis on safety throughout, Precision Machining Technology Textbook offers a fresh 
view of the role of modern machining in today's economic environment. The text covers such 
topics as the basics of hand tools, job planning, benchwork, layout operations, drill press, milling 
and grinding processes, and CNC. The companion Workbook/Shop Manual contains helpful 
review material to ensure that readers have mastered key concepts and provides guided practice 
operations and projects on a wide range of machine tools that will enhance their NIMS 
credentialing success. 

Scientific Calculator (Optional) 

It doesn’t matter the brand of Calculator as  

long as it has the trigonometry functions such  

as sine cosine and tangent.   

But if I had to pick this is the one I endorse.  

Texas Instruments TI-30X IIS 2-Line Scientific Calculator 

Lock for locker (Optional): 
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Most students find it easier to leave personal items here at the school in a secured locker rather 
than to transport items that are used every day.  

Head phones (Optional): 

With many of the instructional resources being delivered through multimedia headphones are a 
great way to achieve a self-paced instruction while maintaining a great learning environment. 

AND MAY ONLY BE WORN IN THE SHOP 

AT COMPUTER STATIONS NEAR THE 
TEACHER PLATFORMS  

Machinery’s Handbook : 

(The edition will vary) 

Machinery's Handbook has been the most popular reference work in metalworking, design, 
engineering and manufacturing facilities and in technical schools and colleges throughout the 
world for nearly 100 years. It is universally acknowledged as an extraordinarily authoritative, 
comprehensive, and practical tool, providing its users with the most fundamental and essential 
aspects of sophisticated manufacturing practice. The 30th edition of the "Bible of the 
Metalworking Industries" contains major revisions of existing content, as well as new material 
on a variety of topics. It is the essential reference for Mechanical, Manufacturing, and Industrial 
Engineers, Designers, Draftsmen, Toolmakers, Machinists, Engineering and Technology 
Students, and the serious Home Hobbyist. 

Engineer’s Black Book (Optional): 

This pocket book is a great resource for anyone working in a shop. It’s designed for metal 
workers and machinists, but the information contained within comes in handy in lots of 
situations. Best of all, it’s durable enough to survive in a shop environment, and every page is 
coated in a glare-free laminate that resists tearing and won’t get all filthy. 

Inside there’s a wealth of practical information like conversion tables, hardening and 
tempering information, engineering flawing standards, tolerances, bolt and nut standards, 
and keys and keyway standards. You’ll also find the weights of metals, tapping drill sizes, 
and lots, lots moreAdditional Information 

Transportation/Parking:  Students need to park in student designated parking areas 

WBL or Clinical Information: 
Any further information beyond what you already listed. Include any 
requirements and that it is subject to business and industry availability. 

College Credit Opportunities: 
Tulsa Tech students may earn college credit by Transfer Credit or Prior Learning 
Assessment (PLA). Depending on the college and degree pursued, students may 
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earn credit by showing a transcript, certification or license, taking an institutional 
assessment at the college, showing a portfolio, or demonstrating knowledge. 

Other Information: 

Oklahoma Career Tech Student Organizations & Honor Recognitions 

 Career & Technical Education 

 NTHS – The National Technical Honor Society 

 PATH – Professional, Academic, Technical, and Honor 

All Tulsa Tech Policies apply to all programs. All policies listed in this handbook are in addition 
to district policies.  Read Tulsa Tech’s policy manual at: Tulsa Tech District Policies 
(https://tulsatech.edu/about/district-policies) 

https://tulsatech.edu/about/district-policies/
http://www.okcareertech.org/educators/career-clusters
http://sp-central/departments/instructionalservices/Shared%20Documents/Forms/AllItems.aspx
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