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EVEREST COLLEGE 

ABOUT CORINTHIAN COLLEGES, INC. 
 Ev erest  colleges are a part of Corinthian Colleges,  Inc.  (CCi).  CCi was formed in 1995 to own and operate colleg es acr oss the 
nation that focu s on  high-demand, specialized curricula.  CCi is continually  seeking to prov ide the kind of educational pr ograms 
that will best  serv e the changing needs of students,  business and in dustry . 
 With hea dquarters in  Santa Ana, California, and colleges in v ariou s states,  CCi prov ides job-or iented education and training 
in  high-growth, high-technology  areas of busin ess and industry .  The curricular focus is on allied health, business,  and other  
pr ograms that hav e been  dev eloped ba sed on  local employ er needs.   Students u se modern equipment and facilities,  similar to the 
kind they  can expect  to find on the job.   CCi prov ides people entering or reentering today 's competitiv e market with practical, 
skill-specific education v ital to their success. 
 Corinthian Colleges,  Inc. is dedicated to pr ov iding education and training that meets the current needs of business and 
indu stry .  Under  CCi ownership,  the College maintains its long -standing reputation  for  inn ov ation and high-quality  priv ate 
education. 

EDUCATIONAL PHILOSOPHY 
The Ev erest  College philosophy  is to pr ov ide quality  pr ograms that are sound in concept,  implemented by  a competent and 

dedicated faculty  and geared to serv e th ose seeking a solid foundation in kn owledge and skills required to obtain employment in 
their chosen fields.   The pr ograms emphasize hands-on  training, are relev ant to employ ers' needs,  and focus on area s that offer 
strong  long-term employment opportunities.  

To offer students the training and skills that will lead to successful employment, the sch ools will: 
• Continually  evaluate and update educational pr ograms; 
• Pr ov ide modern facilities and training equipment; 
• Select teacher s with professional experience in  the v ocations they  teach and the ability  to motiv ate and dev elop 

students to their greatest  potential; and 
• Pr om ote self-discipline and motiv ation so that students may  enjoy  success on the job and in society . 

MISSION STATEMENT 
Ev erest  College is an independent, priv ate, degree and diploma -granting sch ool of Allied Health, Bu siness,  Ju stice and 

Technical Education.  The College is dedicated to preparing students from div erse backgrounds with the skills,  knowledge,  and 
attitudes to successfully  compete for  jobs and to cope with ev er-changing work force requirements,  and it encourages lifelong 
learning and gr owth both on the job and in life. 

STATEMENT OF NON-DISCRIMINATION 
Corinthian Colleges,  Inc. does n ot discriminate on  the basis of race, color, religion, age,  disability , sex,  sexual orientation, 

national origin, citizen ship status,  gender identity  or  status,  or marital status in its admission  to or treatment in  its pr ograms and 
activ ities,  including adv ertising, training, placement and employment.  The College President is the coordinator of Title IX – the 
Educational Amendments Act of 1972, which prohibits discrimination  on the ba sis of sex  in any  education  pr ogram or  activ ity  
receiv ing federal financial a ssistance.  All in quiries or  complaints under the sex discrimination pr ov ision s of Title IX sh ould be 
directed to the College President.  The Colleg e President  must act  equitably  and promptly  to resolv e complaints and should 
pr ov ide a respon se within sev en working day s.   Students who feel that the complaint has not  been a dequately  addressed sh ould 
contact the Student Help Line, (800) 87 4-0255 or by  email at studentserv ices@cci.edu. 

OBJECTIVES 
In  order  to ensure continued fulfillment of its mission, the College has established the following g oals: 
• The College is committed to pr ov ide quality  teaching and excellence in education. This means the Colleg e will seek out  

qualified faculty  who will bring excitement to the cla ssr oom and stimulate enthusia sm and eagerness for learning in the 
students. 

• The College will seek to train its students in essential skills, competencies and attitudes.   This will result  in students 
who hav e successful careers and are committed to continued learning.   

• The College will seek out both  traditional and n ontraditional students and will continually  improv e its educational 
pr ocess by  working with employ ers,  other educational in stitution s and education pr ofessionals. The College’s success in  
realizing these g oals will be measured by  regularly  surv ey ing students, graduates and employ ers. 

• The College will striv e to dev elop all students in  their intellectual potential,  resulting in their  independent thinking and 
intelligent decision -making. 

• The College is committed to maintaining a strong link to the communities it  serv es by  including the community  and 
bu siness leaders in  surv ey s and ev aluation s of its academic programs and graduate job performance.  By  achiev ing this 
g oal, the College,  the students,  the community, and all citizen s of the region serv ed will be better  prepared for  the 
technical,  social and economic changes that will occur. 

See appendices for faculty  and administration, tuition and fees,  academic calendars and operating hours. 

SCHOOL HISTORY AND FACILITIES 
The Santa Ana campus opened in 2010 and is a  branch of Ev erest College located in  Colorado Springs, Colorado. The 

campus is located in downtown Santa Ana in the attractiv e Civ ic Center Professional Pla za and occupies 37 ,116 square feet.  
Sch ool facilities hav e been designed for training students in a  v ariety  of pr ograms.  Ev erest Colleg e, the facilities it occupies and 
the equipment it  uses comply  with all federal, state and local ordinances and regulation s,  including th ose related to fire sa fety , 
building safety  and health. 
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ACCREDITATIONS, APPROVALS AND MEMBERSHIPS 
This College v oluntarily  underg oes periodic accrediting ev aluation s by  teams of qualified examiners including subject  

ex perts and specialists in  occupational education and priv ate sch ool administration. 
Ev erest  College is accredited by  the Accrediting Council for  Independent Colleg es and Sch ools to award academic Associates 

degrees and diplomas. The Accrediting Council for In dependent  Colleges and Schools is listed as a nationally  recognized 
accrediting agency  by  the United States Department of Education  and is recognized by  the Council for  Higher Education  
Accreditation. The Accrediting Council for In dependent  Colleges and Sch ools (ACICS) is located at 750 First  Street,  NE, Suite 
980, Washington, D.C. 20002-4241; (202) 336-67 80 (http://www.acics.org).  

This institution’s application for approv al to operate ha s n ot  y et been  rev iewed by  the Bureau for  Priv ate Postsecondary  
Education. 

The College does n ot  imply , pr omise,  or guarantee that it will maintain its affiliation  with any  accrediting agency  for  the 
duration  of the student’s enrollment and expressly  reserv es the right to terminate any  such affiliation upon on e month’s n otice to 
students. 

College approvals and memberships are display ed in the lobby .  The College President  can pr ov ide additional information. 

ADMISSIONS 

ALL PROGRAMS 
Students should apply  for admission  as soon a s possible in  order to be officially  accepted for a  specific pr ogram and starting 

dates.  To apply , students sh ould complete the application  form and bring it to the College or call for  a priority  appointment to 
v isit  the Colleg e and receiv e a  tour of its facilities. 

All applicants are required to complete a  per sonal interv iew with an admissions representativ e. Parents and spou ses are 
encouraged to attend.  This giv es a pplicants and their families an opportunity  to see the College's equipment and facilities,  meet 
the sta ff and faculty , and a sk questions relating to the campus, curriculum, and career objectiv es.  Per sonal interv iews also enable 
College administrator s to determine whether an applicant is acceptable for enrollment into the pr ogram. 

Once an applicant has completed and submitted the Enr ollment Agreement, the College rev iews the information and 
in forms the applicant of its decision. If an applicant is n ot  accepted, all fees paid to the College are refunded. 

The College follows an open enrollment sy stem. In div iduals may  apply  up to one y ear in  advance of a scheduled class start.  
The following items must  be completed at the t ime of application: 

• Administration  and ev aluation of applicable entrance examination;  
• Enr ollment Agreement (if applicant is under 18 y ears of age, it must be signed by  parent or guardian); and 
• Verification that the student meets the admission requ irements for a specific program, if any  (see below). 
• The College reserv es the right to reject  students if the items listed abov e are n ot  successfully  completed. 
• These campuses do not  offer training in English  as a Second Language. 
Pr ospect iv e students who hav e a high sch ool diploma or a recognized equiv alency  certificate (GED) are required to:  
1 . Furnish pr oof by  pr ov iding the College with the diploma, official transcript,  GED certificate or other equiv alent 

documentation, a  copy  of which will be placed in the student file; and 
2. Achiev e a minimum cumulativ e score of 120 on the CPAt, a  nationally  standardized test. Applicants who fail the test can 

be re-tested within the period specified by  the test dev eloper  or one week, whichev er is longer.  
The inst itution  admits students with high sch ool diplomas or  a recognized equivalent (such a s the GED) or students bey ond 

the age of compulsory  school attendance.  Students bey ond the age of compulsory  sch ool attendance who do n ot hav e a  high 
sch ool diploma or  recognized equiv alent are required to apply  for admission to the College under  the Ability  to Benefit (ATB) 
Pr ov ision (see below).   

NOTE: All applicants for the Pharmacy  Technician diploma pr ogram must hav e a  high sch ool diploma or a recognized 
equ iv alency  certificate (GED).  Students may  n ot apply  for this pr ogram under  the Ability  to Benefit  Pr ov ision.   

ENTRANCE TEST 
All applicants are required to successfully  complete a standardized, nationally  standardized a ssessment examination.  See 

chart below  for  list  of tests by  program. 
High sch ool graduates or GED h older s (or other recognized equiv alency ) and who can submit proof of successfully  

completing a  minimum of 36 quarter hours or 24 sem ester  hours of earned college credit  at an accredited post-secondary  
in stitution will not  be requ ired to complete the abov e-r eferenced test  unless required for a dmission into a specific program.  
Applicants who hav e completed the ACT with a composite score of at lea st 15  or the SAT with a combined score of at lea st  7 00 on 
the critical r eading and math portions of the exam will n ot be required to complete the abov e-referenced test.   

Program Test 
Ability  to Benefit  Students Refer  to the Ability  to Benefit  Policy  section  later in this manual. 
Associate’s Degree pr ograms Career  Programs Assessment Test  (CPAt) offered by  ACT, Inc. (Minimum score: 120) 
All other pr ograms CPAt (Minimum score: 120) 

ABILITY TO BENEFIT POLICY  
Students who do not hav e a high school diploma or its recognized equiv alent may  still be admitted into certain diploma and 

associate degree programs at the sch ool, a s long as noted in  the catalog.   Howev er, before the school can accept a prospectiv e 
student who is seeking federal financial aid and who does not hav e a high school diploma or its recognized equiv alent, federal law 
requires the sch ool to determine whether the student has the ability  to benefit (ATB) from training at the institution.  Federal law 
requires that the sch ool make the ability  to benefit determination on  the basis of the applicant’s score on an ATB exam.  The school 
will admit under the Ability  to Benefit policy  applicants who prov ide an official score report that meets or exceeds the pa ssing scores 
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as specified in  the federal register on the CPAT, COMPASS, or Wonderlic.  See ATB Testing section  below.  Although students may  
be admitted under the ATB prov ision, the sch ool recognizes the additional benefits of a high sch ool diploma or its recognized 
equiv alent to the student.  For this reason the school shall make av ailable to all ATB students the opportunity  to complete their GED 
and encourages their utilization of a GED completion program.   

GED Preparatory Program 
Ev erest pr ov ides to all students admitted under the ATB prov ision  information  on  preparatory  programs conv enient to 

students for completion of their GED, local testing sites and schedules,  and tutorial opportunities.   Ev erest takes reasonable steps, 
such as scheduling, to make the program available to its ATB students.   

ATB Testing 
Forms B and C of the Career s Pr ogram Assessment Test (CPAt),  the computer-based COMPA SS/ESL test by  ACT, and 

Verbal Forms VS-1  & VS-2, Quantitativ e Forms QS-1  & QS-2  of the Wonderlic Ba sic Skills Test  (WBST) hav e been  approv ed by 
the U. S.  Department  of Education  for  the a ssessment of ATB students.   The COMPASS test  is a  computer-ba sed test  that does 
n ot rely  on specific forms. 

• Passing scores on  the CPAt  are Language Usage 42, Rea ding 43, and Numerical 41 .  
• Passing scores on  the COMPASS test  are Numerical Skills/Prealg ebra 25, Reading 62, and Writing Skills 32. 
• Passing scores on  the Wonderlic test  are: Verbal (200) and Quantitativ e (210).  

Students must  achiev e a  pa ssing score on all parts of the skill a ssessment in a  single testing session  to be con sidered as passing.  
Ev erest  will accept  test  score reports from tests taken at any  Ev erest  location  or an Assessment Center. 

Retesting Requirements 
An applicant who has failed the test may  be offered a chance to retest  when one of the following conditions is met: 
1 . The applicant’s performance was in fluenced by  factors other than ability , such as illness,  cheating, interruption or  

improper a dministration of the exam, failure to time the exam correctly , or  other factor s that may  hav e affected the 
applicant’s per formance; or 

2. A significant change in  the applicant’s ability  has occurred, such as the student has taken in struction to improv e skills, 
or has participated in  tutorial sessions on  test taking and ba sic mathematical and language skills. 

A student  may  not  retest,  unless the factor that affected performance has been r esolv ed, or the action taken  to impr ov e the 
applicant’s ability  has been  completed.   

Retaking the CPAt Test 
Students who fail the fir st a dministration of this exam and qualify  for a retest a s outlined abov e may  retake the exam using 

the alternativ e form of the exam with no waiting period.  If the retest  occurs before a full thirty  (30) day s hav e passed since the 
prev iou s testing, an alternate form (i.e.,  a form on  the approv ed ATB test  list  other than the one most  recently  administered) 
must  be u sed for the retest.   If a  minimum of thirty  (30) day s hav e passed since the administration of a particular form, the 
examinee may  be retested u sing the same form.  Howev er, n o form may  be administered to a  student more than twice in  a ninety 
(90) day  period.  A student may  retake the exam up to three (3) times (4 t imes total) before being  denied admission.   

Retaking the COMPASS 
Students who fail the first  administration  of this exam and qualify  for a  retest  a s outlined abov e may  retake the exam at any  

time.  The student may  retake the exam up to three (3) times (4 times total) befor e being denied admission.  

Wonderlic 
The Wonderlic Ba sic Skills Test  (WBST) is also u sed to determine whether an  application  without a  high  school diploma or 

recognized equiv alent has the ability  to benefit  fr om the program.  The following forms of the test  are used:  V erbal Forms VS-1 
& V S-2, Quantitativ e Forms QS-1  & QS-2.  The appr ov ed passing scor es on  this test  are a s follows: Verbal (200) and Quantitativ e 
(210). Students must  achiev e a pa ssing score on both skill a ssessments in  a single testing  session to be considered passing. 

Retesting Requirements 
In  some circumstances an  applicant may  need to be retested due to an  inaccurate or  incomplete test  a dministration.  If there is 
any  reason  to doubt  the accuracy  of a test  administration, the applicant sh ould be retested.  In a ddit ion, when an applicant’s test 
score falls within the ranges sh own in  the table below, which is less than the ATB minimum score,   the student  may  be a sked to 
retest. 

SUGGESTED SCORE RANGES FOR WBST RETESTING 
Verbal Skills Quantitativ e Skills 
170 to < 200 180 to < 210 

 
Befor e retesting, the problem that caused the need for  retesting sh ould be fixed, if possible. 

Retaking the WBST 
Retests should be conducted on an alternativ e test form.  To qualify  for Title IV  federal financial assistance, applicants who are 

retested with the WBST must achiev e the minimum ATB passing score for both the v erbal and quantitativ e test section s in  the same 
retest administration.  Retest  administrations u sing an alternativ e form may  be conducted with a half hour waiting period between 
administrations. 

When an applicant has already  taken both v erbal and quantitativ e forms 1  and 2 of the WBST, the student may  be retested with 
the following rules: 

1 . The applicant must  hav e already  taken both forms of the WBST once. 
2. The applicant may  be retested on the same form once, in the same 12 month period 
3. The applicant may  be retested on the same form only  if at lea st 60 day s hav e passed since the prev ious test. 
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ATB Advising  
By  choosing to admit ATB students,  the school has an obligation to pr ov ide the academic support  serv ices necessary  for the 

success of each student  in the pr ogram and to en sure that following completion of the program the student is ready  for 
placement.  Such support can best be pr ov ided through structured academic and career adv ising.  
Pre-Enrollment 
Prior to enrollment, all ATB students shall: 

• Be pr ov ided with information on GED preparatory  and completion pr ograms 
• Be adv ised regarding what steps the school is taking to make preparatory  programs available  
• Be encouraged to obtain a GED prior to completion of their pr ogram 
• Receiv e career adv ising to be documented using the AT B Disclosure Form 

Post -Enrollment 
All ATB students shall receiv e academic and career  adv ising during their fir st and third evaluation periods (i.e.,  term, 

module, phase,  lev el,  or quarter).  Thereafter,  ATB students shall receiv e academic adv ising at least  ev ery  other  evaluation period 
unless the student has a CGPA of 2.5  in associate degree programs or 80% in diploma programs.  These adv ising session s shall 
be documented using the AT B Advising Form.  

Denial of Admission 
A student who has been denied admission after four attempts at taking the ATB test  must wait six months from the date the 

student first  took the exam, or  90 day s fr om the date the student was denied admission, whichev er is later, before the student is 
eligible to reapply  for admission. 

Delayed Admission 
Students who do not enter school following passing the exam, will not  be required to retake and pa ss the exam prior to a 

delay ed entry, so long as the passing test result is on file at the institution.  Similarly , students who hav e enrolled and then 
withdrawn and wish to re-enter will not be required to retake and pass the exam prior  to re-entry, if the original pa ssing test  result is 
in the student’s academic file or if the student has earned a high school diploma or the equiv alent. 

PROGRAM SPECIFIC ENTRANCE REQUIREMENTS 
Allied Health Programs 

Students entering an allied health program may  be required to complete a  Health Notice prior to the start of the training 
pr ogram.  Health Notice forms are pr ov ided by  the College. 

Pharmacy Technician Program   
In  order  to be admitted into the Pharmacy  Technician pr ogram, applicants must: 
1 . Be a  high school graduate or hav e a  GED 
2. Pass the CPAt entrance examination 
3. Be in g ood health 
4. Pass a mandatory  criminal background check and drug screen 
5. Applicants must  be at lea st 18 y ears old on or before the expected graduation date 

Criminal Justice Program 
Students who are apply ing to the Criminal Just ice pr ogram need to be aware that some criminal conv ictions may  preclude 

them fr om employment in certain occupations.  To obtain employment in the Criminal Just ice field,  the student  may  be required 
to submit to the following by  a prospectiv e employ er: a criminal history  check fr om the Police department or Sheriff’s office in 
the jurisdiction  where student resides; an FBI background report. 

The student must  understand that employ ers in many  public sa fety  organization s, a s well as other employ ers, may  require 
applicants to undergo a series of applicant screening pr ocesses that may  include a backgr ound inv estigation, phy sical agility  test, 
and/or psy chological examination. Some career areas,  such as social serv ices,  may  not  hav e the same requirements.   

A per son with the following background may  be disqualified fr om employment in the Criminal Ju stice field: extensiv e 
history  of drug abuse; bad credit  history ; arrests and conv ictions; felonies; crimes of v iolence; drug-related crimes; domestic 
v iolence; a ssociation with criminal street gangs; a ssociation with kn own felons; a ssociation  with extremist  groups and/or 
terr orists.  Students who hav e the abov e listed issues in their backgrounds may  face difficulty  finding employment and may  not  
be eligible for employment in certain career positions. 

Students who are conv icted of crimes of v iolence, drug-related crimes, or  felonies while enrolled at  the College may  become 
ineligible for  certain career  position s in the field for  which the student is in  training. The student shall remain respon sible for  
any  and all financial obligation s to the College. 

Students may  not  apply  for  the Criminal Justice degree pr ogram  under  the Ability  to Benefit  pr ov ision  at the City  of 
Indu stry  and West  Los Angeles campuses. 

ALLIED HEALTH STUDENT DISCLOSURE  -  CRIMINAL BACKGROUND CHECK 
Allied health and nursing programs that use Joint  Commission on  Accreditation  of Health Organizations (JCAHO) 

accredited facilit ies for  student clinical experience/externships are required to comply  with JCAHO standard H.R. 1 .2 #5, which 
states: “The h ospital v erifies information on  criminal backgr ound check if requ ired by  law and regulation or  hospital policy . 
Rationale: This requir ement pertains to staff and students,  including re-entry  students, a s well as v olunteers who w ork in  the 
same capacity  a s staff when prov iding care,  treatment and serv ices”  (CA MH Update 3 August,  2004). 

Students,  including re-entry  students,  enrolling in the Massage Therapy , Pharmacy  Technician, Vocational Nursing, and 
Surgical Technologist  pr ograms will be subjected to a criminal background check, which will include:  

• 3 countywide criminal court searches (counties of residence or contiguou s counties) 
• 2 name searches (up to two married names) 



 5 

• 1  social security  trace – address trace report 
• 1  statewide sex offender search 
• 1  OIG search (Medicare/Medicaid related fraud) 
For  programs requiring a background check, $38 will be charged. The fee for this background check may  be cov ered by  

financial aid for th ose wh o qualify . This fee is non -refundable. 
Clearance for  students will not  be obtained where the background check identified a conv iction, pending ca se,  or incomplete 

deferral/div ersion for any  crime related to the following offen ses within the past  sev en y ears: 
 
Abuse of any  form Burglary Medicare or  Medical related offen ses 
All drug and alcoh ol related 
offenses 

Concealed weapons Possession  of stolen  pr operty 

Any  crime against person  or 
pr operty 

Drug paraphernalia Sexual crimes 

Assault Fraud Robbery 
Battery Harassment Theft/shoplifting /extortion-including conv iction s for bad check 

charges 

 
If an  applicant has an open warrant for a crime that would otherwise be giv en clearance, the background checking agency  

will contact the per son authorized to make a decision.  
A student’s inability  to obtain criminal background clearance per the requirements outlined abov e will prohibit clinical site 

placement and pr ogram completion. It is the student 's responsibility  to contact the background checking agency  to v erify  
conditions.   The sch ool cannot  contact the agency .   

NOTICE CONCERNING TRANSFERABILITY OF CREDITS AND CREDENTIALS EARNED 
AT OUR INSTITUTION 

The transferability  of credits y ou earn at Ev erest College is at the complete discretion of an institution to which y ou may  seek to 
transfer. Acceptance of the degree,  diploma or certificate y ou earn in the pr ogram  in which y ou are enrolling is also at the complete 
discretion of the in stitution  to which y ou may  seek to transfer. If the credits or degree, diploma or certificate that y ou earn at this 
institution are n ot accepted at the in stitution to which y ou seek to transfer, y ou may  be required to repeat some or all of y our 
coursework at that institution. For this rea son y ou should make certain that y our attendance at this institution will meet y our 
educational g oals.  This may  include contacting an institution to which y ou may  seek to transfer after attending Ev erest College to 
determine if y our credits or degree, diploma or certificate will transfer. 

ACADEMIC POLICIES 

ACADEMIC UNIT OF CREDIT 
The inst itution  uses a quarter h our credit  unit sy stem. One quarter credit  hour corresponds to 10 lecture hours,  20 

laboratory  hours,  or 30 externship h ours.  A clock h our is defined as 50 minutes of in struction  in a  60-minute period.  The listing 
of credit  h ours is n ot meant to imply  transferability  into other  college pr ograms.  A credit  hour is a unit of measure, n ot 
necessarily  an indicator of transferability  of credit.   The receiv ing in stitution, rather than the training in stitution, decides 
whether to accept credits for transfer. 

STANDARDIZED TESTING 
The College accepts appr opriate credits transferred from the College Lev el Examination  Program (CLEP), DA NTES subject 

testing, and certain professional certification  examination s recognized by  the American Council of Education.  Official test scores 
must  be sent to the Office of the Registrar at the College of attendance. 

CREDIT FOR PREVIOUS EDUCATION OR TRAINING  
The Education Department will ev aluate prev ious education and training that may  be applicable to an educational program. 

If the education and/or  training meet the standards for  transfer of cr edit,  the pr ogram may  be sh ortened and the tuition  reduced 
accordingly .  Students who request  credit for prev ious education  and training are required to prov ide the Colleg e with an official 
transcript  fr om the educational in stitution. 

Students with earned colleg e credits fr om another accredited institution may  apply  for credit  transfer  to the in stitution.  
Credit  will be accepted only  for courses that are compatible with the student’s pr ogram of study  at the inst itution  and for courses 
in  which a  grade of C or higher was earned. Grades earned more than 10 y ears ago are n ot  accepted except  to fulfill general 
education  and college core requirements.  Courses in  the medical sciences hav e a fiv e-y ear time limit for  transfer.   

Students must  complete at least  25% of all program hours in  residence.   Students wishing to transfer cr edits must  hav e 
official transcripts mailed directly  to the Office of the Registrar. Transcripts must  be receiv ed prior to the end of the first  term of 
enr ollment. Transcripts r eceiv ed after  the end of the fir st term may  be con sidered at  the discretion  of the Director  of Education.  

In  order  for  nursing students to transfer  a natural science course,  the course must hav e been taken within the pa st fiv e 
y ears.  Transfer of nursing courses will be evaluated on  an indiv idual ba sis by  the Campus Nursing Director and the Admission s 
Committee. 

General Education 
Subject  to certain limitation s and pr ogram requirements, coursework in general education subject area s (i.e.,  humanities,  

social sciences, mathematics, and science) may  be transferred at the institution’s discr etion to fulfill the equiv alent subject  area 
general education requirements of the student’s pr ogram of study . Details on  this policy  may  be obtained in  the Academic Dean’s 
office.   
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Military Training 
The inst itution  may  award credit for occupational experience and training courses completed while serv ing in  the Armed 

Serv ices of the United States a s recommended by  the American Council on  Education.  Veterans or activ e duty  serv ice member s 
may  submit the ACE military  transcript  applicable to their branch of serv ice to the Office of the Registrar for  evaluation.   

Advanced Placement 
The inst itution  grants credit for successful completion  of examination of the Advanced Placement Program of the College 

Entrance Examination Board with scor es of three (3) or better for mathematics,  history  and biology 

Learning Assessment 
The inst itution  accepts appr opriate credits transferred from the College Lev el Examination  Pr ogram (CLEP),  DA NTES 

su bject  testing,  and certain other  pr ofessional certification  examination  pr ograms.  Contact the campus Academic Dean for the 
current list of appr ov ed exams and minimum scores required for transfer.  Official test  scores must be sent to the Office of the 
Registrar. 

Transfer to Other Everest Campus Locations 
Students in g ood standing may  transfer to another Ev erest campus location.  Transfer students are adv ised that they  will be 

su bject  to the minimum residency  requirements at the new campus for the degree pr ogram in which they  are enrolled.   Students 
may  transfer applicable credits fr om Ev erest  coursew ork in  which a “C”  or higher was earned; howev er, those credits will be 
treated a s transfer credits and will n ot count toward fulfilling residency  requirements at the new location.  Students wishing to 
change campus location s must hav e official transcripts mailed directly  to the Office of the Registrar.  

Experiential Learning Portfolio – Degree Programs 
Un dergraduate students in degree pr ograms may  earn credit  for life experience through the Prior Learning Assessment 

pr ogram.  This pr ogram is designed to translate personal and pr ofessional experiences into academic credit.   Procedures for 
apply ing for  credit through experiential learning are av ailable in the office of the Director of Education.  The pr ocedures identify  
the courses for  which credit  may  be earned, the application pr ocess,  and the a ssociated fees.  Credits earned through the Prior 
Learning Assessment pr ogram in conjunction with successful completion of Pr oficiency  Examination s may  be used to satisfy  up 
to 50% of the credits required for program completion.  A  reduced credit  fee is charged for life experience credit.  See “Tuition 
and Fees” in Appendix  B for  details.   

Proficiency Examination – Degree Programs 
Un dergraduate students in degree pr ograms may  attempt to challenge the requirement to certain selected courses by  

demonstrating a proficiency  lev el ba sed on  special qualification s, skills,  or kn owledge obtained through w ork or other  experience 
that is su fficient  to warrant the granting of academic credit for a  course through a Proficiency  Examination.  All requ ests for 
Pr oficiency  Examinations must  be appr ov ed by  the appr opriate Pr ogram Director and the Director  of Education.  Pr oficiency  
Examination s are n ot available for all courses, n or will they  be appr ov ed for courses in  which the student has pr ev iou sly  been  or 
is currently  enrolled after the dr op/add period.  Students are a ffor ded one Pr oficiency  Examination attempt per course.   
Administrativ e and credit  fees for Pr oficiency  Examination s are noted in  the tuition and fees schedule in Appendix  B.  Credits 
earned a s a  result of successful completion  of Pr oficiency  Examination s in conjunction  with the Prior Learning Assessment 
Pr ogram may  be u sed to satisfy  up to 50% of the credits required for program completion.  Successful completion  of a 
Pr oficiency  Examination with a grade of C or  better will be posted to the academic transcript a s PE. 

DIRECTED STUDY 
There may  be times during the student’s course of study  that the student  is unable to take a  specific required course due to 

work schedule conflicts,  emergency  situations,  or course scheduling conflicts.  Should such an in stance arise,  the student may  
request  permission  fr om the Department Chair and Academic Dean to complete a course through directed study . Directed study  
will not  be appr ov ed during the fir st tw o quarters that a student is in residence unless approv ed by  the College President. No 
more than eight (8) quarter credit  hours earned through directed study  may  be applied to the major core of any  Associate’s 
degree.  No more than sixteen (16) quarter credit  h ours earned through directed study  may  be applied to the major  core of any  
Bachelor ’s degree.  In  addition, students may  not  take m ore than one directed study  course in  a single academic term without 
approval fr om the Academic Dean or College President. 

If a ppr ov ed and scheduled for a  directed study  course, the student will be assigned to a faculty  adv isor  who will prov ide the 
student with sy llabus,  a ssignments and direction s for course completion. The student will meet  with the faculty  adv isor on  a 
weekly  basis, complete all rea ding and writing assignments and examinations,  and submit any  required research or term paper s,  
all of which will be used to determine the final course grade a s defined in the sy llabus.   

Everest University  Consortium Agreement 
The Ev erest Consortium Agreement prov ides greater scheduling flexibility  by  enabling students to attend a limited number of 

classes at an Ev erest Univ ersity, In stitute, or Online campus location other than their home campus.  In  addition, students nearing 
completion of their pr ogram of study  may  finish their degree at another Ev erest  campus location through the Consortium 
Agreement.  All attendance and grades earned for coursework taken through the Con sortium Agreement will be applied to the 
student’s academic record at the home campus.  Prior to registering for classes at another Ev erest  location, students must  receiv e 
written approval from the Academic Deans at both campuses.   Complete details on the Ev erest Consortium Agreement are av ailable 
in the Academic Dean’s office. 

TRANSFER OF CREDIT 
 Ev erest acknowledges that learning takes place in both formal academic settings and in non -academic settings.  Accordingly , 

Ev erest has constructed its transfer credit  policy  to recognize both traditional college credit  and non -traditional learning.  
In general, Ev erest  considers the following criteria when determining if transfer credit should be awarded: 
• Accreditation  of the in stitution; 
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• The comparability  of the scope, depth, and breadth  of the course to be transferred; and 
• The applicability  of the course to be transferred to the student’s desired pr ogram.  This includes the grade and age of 

the prev iously  earned credit.  
If the learning was obtained outside a formal academic setting, through a nationally  administered proficiency  exam, a 

certificate exam, or military  training, Ev erest will ev aluate and award transfer credit  using professional judgment and the 
recommendations for credit issued by  the American Council of Education (ACE).   

Specific Requirements 
Accreditation 

Ev erest will consider awarding transfer credit  for any  course taken at a regionally  or nationally  accredited institution 
recognized by  either the Council for Higher Education Accreditation (CHEA) or the United States Department of Education.  For 
purposes of this policy , an institution that has receiv ed candidacy  status from an accreditor is considered to be accredited.  

Note:  If the institution in  qu estion  does n ot meet the above accreditation  requirements, the campus sh ould 
su bmit the transcript and any supporting documentation t o the Transfer Center t o determine if transfer credit 
may be awarded. 

Comparability 
Ev erest has designated three (3) ty pes of credit that it  may  award as transfer credit: 

• Course Credit – is the strictest  of all transfer credit Ev erest awards.   Course credit must be a match in the scope, 
depth, and breadth  of the transfer  course.     

• Disciplin e Credit – is less restrictiv e than course credit.  Discipline credit must be a  match in the same disciplin e a s 
the course being waiv ed. 

• Subject  Area Credit – affords the student  the most  flexibility  in awarding transfer credit.   Subject  area credit may  
only  be used in Colleg e Core and the g eneral education  areas of social science and science. 

Level of Course Work 
All college lev el coursework falls into one of the categories described below.  When analy zing a course for possible transfer 

credit,  it is important to properly  identify  the correct lev el.   

• College Preparat ory – Courses in this categ ory  are offered at most  colleges and are ty pically  taken a s remedial 
coursework.  Courses taken  in this category  are not  eligible

• Lower-Division Un dergraduate Courses – Courses in this category  are normally  taken in the first  two y ears of a 
baccalaureate pr ogram, in programs leading to an associate degree, and credits earned in  diploma pr ograms.  
Generally , lower -div ision  courses are numbered in the 1000 – 2999 range if u sing a 4 digit  course numbering sy stem or 
in  the 100 – 299 range if using a  3 digit course numbering sy stem. 

 for  transfer credit.  Generally , college preparatory  courses 
are numbered in the 000 – 999 range if u sing a 4 digit  course numbering sy stem or in the 00 – 99 range if using a 3 
digit course numbering sy stem. 

Applicability 
In order  to award transfer credit, the course in question must be relev ant to the student’s desired pr ogram at Ev erest.  For 

example, a  student enrolling in a massage therapy  program would not receiv e transfer credit  for an engineering course taken 
elsewhere.     

Required Grades 
A letter grade of C (70%) or better is required for transfer credit to be awarded.   

Academic Time Limits 
The following time limits apply  to a course being considered for transfer credit: 
• College Core and General Education course –  indefinite; 
• Major  Core course (except  health science courses) – within ten (10) y ears of completion; and 
• Military  training, Pr oficiency  exams (e.g.,  DA NTES, AP, CLEP, Excelsior, etc.) and IT certificate exams – the same 

academic t ime limits as College Core,  General Education, and Ma jor Core courses.  
Note:  Du e t o certain programmatic a ccreditation  criteria, health scien ce courses must be transferred within 
five (5) years of completion.   

Maximum Transfer Credits Accepted 
Students must complete at least  25% of the program in residency  at the institution awarding the degree or diploma.  The 

remaining 75% of the pr ogram may  be any  combination of transfer credit,  national proficiency  credit, Ev erest dev eloped proficiency  
credit,  or  Prior Learning Assessment. 

Students enrolled in  graduate pr ograms may  transfer no more than 24 quarter credits. 

Coursework Completed at Foreign Institutions 
All coursework completed at a  foreign institution must be ev aluated by  a member of the National Association of Credential 

Ev aluation Serv ices (NACES).   The ev aluation  must be course by  course with letter grades.   An exception to this may  be allowed for 
students transferring fr om Canada with prior approv al fr om the Transfer Center. 

 Military Training 
The inst itution  may  award credit for occupational experience and training courses completed while serv ing in  the Armed 

Serv ices of the United States a s recommended by  the American Council on  Education.  Veterans or activ e duty  serv ice member s 
may  submit the ACE military  transcript  applicable to their branch of serv ice to the Office of the Registrar for  evaluation.   
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GRADING 
Final grades are reported at the completion of each grading term and are prov ided to each student. If mailed, they  are sent to 

the student’s home address.    
The grading scale for the nursing pr ogram s requires higher percentages in order to earn a letter grade.  See the Nursing scale 

column in the table below.  
NOTE: The D grade is n ot used for any  modules or courses that are a  part of an allied health pr ogram, including all "core" 

courses offered in  medical pr ograms. A  grade of 7 0% or higher is required to pass these courses.  Howev er elimination of the D 
grade does n ot a pply  to general education and college core courses.  Scores 69% or less in  modular and Allied Health pr ograms 
are considered failing grades. Courses that hav e been  failed must be retaken.  Failed courses must be repeated and are calculated 
a s an attempt in  SAP calculations. 

** Not u sed in Allied Health Pr ograms.  
*** For  all Allied Health Pr ograms, F (failing) is 69-0%. 
 

Grade Point Value Meaning Percentage Scale 
A 4.0 Excellent 100-90 
B 3.0 Very  Good 89-80 
C 2.0 Good 79-7 0 
D** 1 .0 Poor 69-60 
F*** or 
Fa il† 

0.0 Fa iling 59 -0*** 

P   or 
Pass†  

Not Calculated Pass (for externship or thesis cla sses only ) 

I Not Calculated Incomplete 
IP Not Calculated In  Progress (for  externship or  thesis courses only ) 
L Not Calculated Leav e of Absence (allowed in modular programs only ) 
PE Not Calculated Pr oficiency  Exam 
W Not Calculated Withdrawal 
WZ Not Calculated Withdrawal for th ose students called to immediate activ e military  duty .  

This grade indicates that the course will not  be calculated for purposes  
of determining rate of progress 

CR Not Calculated Credit  for  Adv anced Placement 
TR Not Calculated Transfer (Modular Pr ograms and CampusVue) 

 
 A pplies T o All Courses 
   Course Repeat Codes 
1 Stu dent must repeat this class 
R Stu dent in  the process of repeating this class 
2 Cou rse repeated - original  grade no longer calculated in  CGPA 
W Repeat is Waived 

 
Treatment of Grades in the Satisfactory Academic Progress/Rate of Progress Calculation – All 
Campuses 

 
Treatment of Grades in the Satisfa ct ory Academic 

Progress/Rate of Progress Calculation 

Grade 
In cluded in  GPA 

calculation ? 

Counted as 
attempted 

credits? 

Counted as 
earned 
credits? 

A Y Y Y 
B Y Y Y 

C+ Y Y Y 
C Y Y Y 
D Y Y Y/N 
F Y Y N 
I N Y N 
L N N N 

PE N Y Y 
R N Y N 
W N Y N 

WZ N Y N 
CR N Y Y 
TR N Y Y 
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ATTENDANCE 
 Attendance in cla ss is critical to student academic success.   This policy  sets standards that pr ov ide for  the withdrawal fr om a 
course or  dismissal fr om a program of students whose absences fr om class exceed a  set rate.   Normally , a student is considered 
present when in the assigned classr oom for  the scheduled amount of time, i.e.,  neither late for cla ss (tardy ) n or leav ing before 
the end of class.   Howev er, an in structor may  consider a student present who does n ot attend the entire class session  if (a) the 
criteria  used to make the determination  are stated in  the course sy llabus and (b) the amount of time missed does n ot exceed 
50% of the cla ss session. 
 A lack of student attendance is a  basis for student  academic adv ising.  At the beginning of each course, faculty  shall adv ise 
students of the following: 

• The policy  regarding absences   
• The importance of regular attendance  
• That attendance is required to receiv e credit for the course  

Establishing Attendance / Verifying Enrollment 
 The schools will take attendance each class session  beginning with the first  day  of scheduled cla sses.   For  pr ograms with an 
add/dr op period, the taking of attendance for  a student  enrolling during the add/dr op period shall begin the first  scheduled class 
session  following the student’s enr ollment.   
 In  pr ograms without an  add/dr op period, students registered for a  cla ss shall attend by  the fir st scheduled cla ss session or  
be withdrawn. 
 Fa culty  are respon sible for  monitoring student attendance and adv ising students who hav e been  absent from their  classes.   

Monitoring Student Attendance 
Faculty  monitor  student attendance on the ba sis of both consecutiv e absences (the “Consecutiv e Absence Rule”) and absences 

as a percentage of the hours in the term/module (the “Percentage Absence Rule”).  A student may  appeal an attendance dismissal 
pursuant to the Student Academic Appeals Policy. 

Sh ould an appeal be granted, the student is n ot dismissed, but shall be placed on  probation and monitored with an adv ising 
plan.  Should an appeal not  be granted, the student shall be withdrawn fr om all courses and dismissed fr om school,  and shall not  be 
charged for attending while the appeal was pending.  Students dismissed due to an attendance v iolation must reapply  for admission 
to the school.    

Consecutive Absence Rule (All Programs) 
 When a  student’s absences fr om any  course or  module exceed fourteen (14) consecutiv e calendar day s excluding holiday s 
and scheduled breaks the faculty  shall n otify  the Academic Dean /Director of Education, who shall be ultimately  respon sible for  
determining whether the student plans to return to school or  has withdrawn.  The following guidelines shall be followed: 

•  All students wh o state they  will not  return to school shall be promptly  withdrawn. 
• All students who state they  will return must:  

1 . Attend their next scheduled cla ss session  

2. File an a ppeal within fiv e (5) calendar day s of the v iolation 

3. Hav e per fect  attendance while the appeal is pending  

• Any  student who ha s promised to return to school, but does n ot  attend the next scheduled cla ss session shall be 
withdrawn fr om all courses and dismissed from sch ool 

Percentage Absence Rule (Modular Programs)  
 For  students who have n ot prev iously  been dismissed from the pr ogram for v iolating the attendance policy , the following 
rule shall apply : 
Percentage  A ction  Taken 
15% of the total cla ssr oom hours missed Attendance warning letter sent 
20% of the total classr oom hours missed Dismissed from the pr ogram 
 
 For  students who have been  dismissed for  v iolating the attendance policy , or  would hav e been dismissed but for a 
successful appeal, the following rule shall apply : 
Percentage  A ction  Taken 
15% of the remaining  classr oom hours missed Attendance warning letter sent 
20% of the remaining cla ssroom h ours missed Dismissed from the pr ogram 
 

Percentage Absence Rule (Quarter-based Programs) 
 For  students in quarter-ba sed pr ograms, the following rule shall a pply : 
Percentage  A ction  Taken 
25% of the total hours for all courses in  the term Attendance warning letter sent 

40% of the total hours for all courses in  the term 
Withdrawn from the course and dismissed fr om 
sch ool 

Note:  For linear pr ograms, the con secutiv e absence rule is applied to day s missed in  the term.  For  modular pr ograms, the 
con secutiv e absence rule is applied to day s missed in the total pr ogram. 
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Date of Withdrawal  
 When a  student is withdrawn for consecutiv e absences within the term or module,  the date of the student ’s withdrawal shall 
be the student’s la st date of attendance (LDA ). When  a student is withdrawn for  v iolating the applicable percentage absence rule, 
the Date of Withdrawal shall be the date of the v iolation. 
 Note:  The Date of Withdrawal shall be the earlier  of a  v iolation of the Con secutiv e Absence Rule or the Percentage Absence 
Ru le. 

Date of Determination (DOD) 
 The Date of Determination (DOD) shall be the date the school determined the student w ould not  return to cla ss.  This is the 
date used to determine the timeliness of the refund and return to Title IV calculation s.  The DOD is the earliest of the following 
three (3) dates: 

• The date the student not ifies the sch ool (v erbally  or  in writing) that s/he is n ot  returning to class; 
• The date the student v iolates the published attendance policy ; 
• No later than the fourteenth calendar day  after the LDA; scheduled breaks are excluded when calculating the DOD. 

 For  students who fail to return after  an official Leav e of Absence (LOA), the DOD shall be the date the student was 
scheduled to return to class (for campuses that offer leav es of absence). 

Attendance Records 
 Sch ools shall maintain attendance records in computer form for  all programs required to take attendance.  The computer 
attendance database is the official record of attendance.  The official record may  be challenged by  filing an attendance appeal 
within fiv e (5) calendar day s following the end of a  session.  See Student Academic Appeal Policy .  Without an appeal,  after  the 
fourteenth calendar day  following the end of the session, the computer attendance database shall be con sidered final.  
Notwithstanding this requirement, any  attendance roster that has been used to v erify  the accuracy  of attendance as part of any  
audit pr ocedure shall be maintained for eighteen (18) months.    

ACADEMIC HONORS 
President's List Award 

Ev erest  College recognizes those full-time students who excel in their academic performance at the end of the regularly  
scheduled full term.  The highest  h onor  that can be achiev ed each term is to be named to the President 's List.  The President 's 
List  includes those full-time students (must  carry  at least  12 credit h ours during the term) who earn a 4.0 (A) grade point 
av erage for the term.  

Dean's List Award 
Ev erest  College recognizes another category  of students who excel in  their academic per formance.  These students are 

named to the Dean 's List.   The Dean 's List  includes th ose full-t ime students (must  carry  at lea st 12 credit  hours during the term) 
who earn a 3.5  or higher grade point av erage for  the term and hav e earned n o grade lower than a  C in any  course that term.   

Perfect Attendance award 
The College recognizes the achiev ement of perfect  attendance.  Students whose attendance record reflects n o incidence of 

absence,  tardiness,  or early  departure from cla ss during the quarter or module will be recognized. No except ions will be made 
regardless of rea son. 

Graduation Honors 
Students who graduate with outstanding academic achiev ement ev idenced by  a  cumulativ e grade point av erage of 3.50 or 

higher are entitled to graduate with hon ors. 

Student Awards 
Awards for outstanding  achiev ement are presented to deserv ing students based on performance and faculty  

recommendation s.   Graduates find these awards can be assets when they  seek future employment.  The Education Department 
can prov ide information regarding the specific awards presented. 

LEAVE OF ABSENCE POLICY (MODULAR PROGRAMS ONLY) 
The inst itution  permits students to request a  leav e of absence (LOA) a s long as the leav es do n ot exceed a  total of 180 day s 

during any  12-month period and a s long as there are documented, legitimate extenuating circumstances that require the 
students to interrupt their education. Extenuating circumstances include, but are n ot  limited to,  jury  duty , military  obligation s, 
birth or  adoption of a  child,  or  serious health condit ion of the student or  a spou se,  child or  parent. In  order for a student  to be 
granted an LOA, the student  must submit a completed, signed and dated Leav e of Absence Request Form to the Director  of 
Education. 

Re-admission Following a Leave of Absence 
Upon return fr om leav e, the student  will be required to repeat the module and receiv e final grades for  the courses fr om 

which the student took leav e when the courses are next offered in the normal sequence for students in  the class into which the 
student has reentered. The student will not  be charged any  fee for  the repeat of courses fr om which the student took leav e or for 
reentry  from the leav e of absence.  The date the student returns to cla ss is n ormally  scheduled for the beginning of a module.  
When a  student is enr olled in a  modular pr ogram, the student  may  return at any  appr opriate module,  n ot only  the module fr om 
which the student withdrew. 

Extension of LOA 
A student  on an approv ed LOA may  submit a  request to extend the LOA without returning to cla ss.   Such a request may  be 

approv ed by  the Director  of Education  pr ov ided: 
• The student submits a completed LOA Extension  Request Form  before the end date of the current leav e 
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• There is a  reasonable expectation  the student will return 
• The number of day s in the leav e as extended, when added to all other approv ed leav es, does n ot exceed 180 calendar day s 

in any  twelv e (12) month period calculated from the first day  of the student’s fir st leav e 
• Appropriate modules required for completion of the pr ogram will be av ailable to the student on the date of return 
If the extension request  is appr ov ed, the end date of the student’s current leav e will be changed in  the official student 

in formation sy stem to reflect the new end date.   If the request is denied, the student  will be withdrawn and the withdrawal date 
will be the student’s last  date of attendance (LDA). 

Failure to Return from a Leave of Absence 
A student  wh o fails to return fr om an LOA on  or before the date indicated in  the written request  will be terminated fr om the 

pr ogram, and the in stitution  will inv oke the cancellation /refund policy . 
As required by  federal statute and regulations,  the student’s last  date of attendance prior  to the appr ov ed LOA will be used 

in  order  to determine the amount of funds the in stitution  earned and make any  refunds that may  be requir ed under federal, 
state, or  in stitutional policy  (see “Cancellation /Refund Policy ”). 

Students who hav e receiv ed federal student loans must  be made aware that failure to return fr om an appr ov ed LOA, 
depending on  the length of the LOA, may  hav e an adv erse effect on  the students’ loan r epayment schedules. 

Federal loan pr ograms prov ide students with a “grace period”  that delay s the students’ obligation to begin repay ing their 
loan debt for six  months (180 day s) fr om the last  date of attendance. If a student  takes a  lengthy  LOA and fails to return to 
sch ool after  its conclu sion, some or all of the grace period may  be exhausted—forcing the borrower  to begin making repayments 
immediately . 

Effects of Leave of Absence on Satisfactory Academic Progress 
Students who are contemplating a leav e of absence sh ould be cautioned that one or more of the following factors may  affect  

their eligibility  to graduate within the maximum pr ogram completion t ime: 
• Students returning fr om a leav e of absence are n ot guaranteed that the module required to maintain the n ormal 

pr ogress in their training pr ogram will be av ailable at the time of reentry ; 
• They  may  hav e to wait for  the appropriate module to be offered; 
• They  may  be r equired to r epeat  the entire module fr om which they  elected to withdraw prior to receiv ing a final grade; 
• Financial aid may  be a ffected. 
When a  student returns fr om a leav e of absence and completes the course fr om which the student withdrew, the h ours for  

which the student receiv es a passing  grade are counted a s earned; the grade, h ours,  and attendance for  the original attempt prior 
to the official leav e of absence are n ot counted for purpose of the rate of pr ogress toward completion  calculation, and the original 
grade is n ot  counted in the CGPA calculation. 

EXTERNSHIP/CLINICAL TRAINING 
Upon successful completion  of all classroom requirements,  students are expected to begin the externship/clinical portion of 

their program, if applicable,  within 14 calendar day s from the last day  of their final classr oom module.  Students in the Surgical 
Technologist pr ogram must pass a drug test before starting the externship.  

Students must complete at least  15  clock h ours per  week, but no more than 40 clock hours per week, at an approv ed 
externship/clinical site.  The College recommends that students complete at lea st 20 clock hours per week.  Students must make up 
absences that occur during the externship/clinical to ensure that the required extern hours are completed prior to graduation.  
Modular students in pr ograms that contain an externship are subject to the sch ool academic calendar until they  hav e started on 
their externship assignment.  Once a student has started externship, the student is subject  to the work calendar specified by  their 
externship site. 

Students who interrupt their externship/clinical training for more than 10 scheduled w ork (extern) day s will be dr opped fr om 
the pr ogram by  the College.  

Students who have been dr opped may  appeal their termination if extenuating circumstances hav e occurred near the end of the 
externship/clinical that makes it impractical to complete the training within the required completion time.  Extenuating 
circumstances include prolonged illness or accident, death in the family , or other ev ents that make it impractical to complete the 
externship/clinical within the required completion time.  Student appeals must include written documentation  of the extenuating 
circumstances,  submitted to the Director of Education and approv ed by  the Appeals Committee.  Students may  be rein stated only  
once due to extenuating circumstances. 

ADD/DROP PERIOD 
The first 14 calendar day s of each academic quarter are designated as the add/drop period for students in quarter-ba sed 

pr ograms. This period allows for adjustments to student schedules that may  be necessary. This is the period when students may  add 
or  delete courses in order to finalize their schedules.   Scheduled breaks that fall during this timeframe are not  counted as part of the 
add/drop period.  Students who wish to make course changes must request  approval from the Academic Dean and the Student 
Finance Office. 

The student charges for the term will be determined by  the classes the student has attended by  the end of the third week of the 
term.  There are n o charges for classes dropped during the add/drop period.  A student who attends a class bey ond the add/drop 
period or who attends a class and does not drop it  within the add/dr op period will be charged for  the class.  For this reason, it  is 
important that students dr op classes in a timely  manner. 

For  students enrolling in school during the mini-term, the first sev en calendar day s of the mini-term are considered the 
add/drop period.  Scheduled breaks that fall during this timeframe are n ot counted as part of the add/dr op period. 

There is n o add/dr op period for modular classes or micro terms. 
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MAKE-UP WORK 
Students are required to make up all assignments and work missed a s a result of absence. The instructor may  assign additional 

outside make-up work to be completed for each absence. Arrangements to take any  tests missed because of an absence must  be 
made with the instructor and approv ed by  the Sch ool administration. 

REQUIRED STUDY TIME 
In  order  to complete the required class assignments, students are ex pected to spend outside time study ing.  The amount of 

time will vary  according  to in div idual student  abilit ies.   Students are r esponsible for rea ding all study  materials issued by  their 
in structors and must turn in a ssignments at the designated time. 

GRADUATION REQUIREMENTS – ALL PROGRAMS 
To be eligible for  graduation, students must: 

• Successfully  complete all required classr oom courses with a minimum cumulativ e grade point av erage of 2.0; 
• Successfully  complete all required clinical/externship clock h ours, if applicable; 
• Receiv e satisfactory  evaluation s fr om the externship/clinical facility , if applicable; 
• Be current on all financial and administrativ e obligation s to the school; 
• Complete all required exit interv iews; and 
• Complete all program -specific graduation r equirements. 

Students on academic pr obation may  qualify  for  graduation if at the end of the pr obationary  term they  meet the Satisfactory  
Academic Pr ogress requirements. 

GRADUATION REQUIREMENTS – MODULAR ALLIED HEALTH PROGRAMS 
In  addition to the r equirements for graduation giv en abov e,  students enr olled in modular allied health programs must  meet 

the addit ional graduation requirements giv en below: 
Complete all required classr oom m odules with a grade of at least  70% or  2.0;  
Meet  the grade requirements for  the module components, if applicable. 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 
Students must  maintain satisfactory  academic pr ogress in or der to remain eligible to continue as regularly  enrolled students 

of the College.   Additionally , satisfactory  academic pr ogress must be maintained in order to r emain eligible to continue receiv ing 
federal financial a ssistance. 

Accreditor and federal regulations require that all students pr ogress at a  reasonable rate (i.e. make satisfactory  academic 
pr ogress) toward the completion  of their  academic pr ogram.  Satisfactory  academic pr ogress is measured by : 

1) The student’s cumulativ e grade point av erage (CGPA) 
2) The student’s rate of progress toward complet ion (ROP) 
3) The maximum time frame allowed to complete the academic program (150% for all pr ograms) 

Evaluation Periods for Satisfactory Academic Progress 
Satisfactory  academic pr ogress is measured at  the end of each academic term  for modular pr ograms, which includes the 

25% point, the midpoint,  the end of each academic y ear, and the end of the pr ogram.   

GPA and CGPA Calculations  
At the end of each academic term, the student’s cumulativ e grade point  av erage (CGPA) is rev iewed to determine the 

student’s qualitativ e progress.   When  a student repeats a  course,  the student’s CGPA will be recalculated ba sed on the higher of 
the two grades earned.  Grades for  withdrawals, transfer credits,  incompletes,  non -punitiv e (Pa ss),  and n on -credit remedial 
courses hav e n o effect on  the student’s CGPA. 

Students must  attain a minimum CGPA of 1 .0 at the end of the fir st 25% of the pr ogram and a 1 .5  CGPA at the midpoint  of 
the pr ogram. 

Rate of Progress Toward Completion (ROP) Requirements 
The school catalog contains a  schedule designating the minimum percentage or amount of w ork that a student must 

successfully  complete at the end of each evaluation period to complete their  educational pr ogram within the maximum time 
frame (150%).  Quantitativ e pr ogress is determined by  div iding the number of credit  hours earned by  the total number of credit  
h ours in courses attempted.  Credit h ours attempted include completed h ours, transfer  credits,  withdrawals, and repeated 
courses.   Non-credit  remedial courses hav e no effect  on  the student’s ROP. 

Example: 12  credit    h ours   earned
  24 credit  hours attempted = 50% ROP 

      

Maximum Time in Which to Complete (MTF) 
The maximum time frame for  completion of all pr ograms is limited by  federal regulation  to 150% of the published length of 

the pr ogram.  The school calculates the maximum time frame using credit h ours for  courses attempted.  The total scheduled 
credit  hours for  all courses attempted, which include completed courses,  transfer courses, withdrawals,  and r epeated classes, 
count toward the maximum number of credit  hours allowed to complete the pr ogram.  Non -credit  remedial courses hav e n o 
effect  on the student’s ROP.  A  student is not  allowed to attempt more than 1 .5  times, or  150% of the credit  h ours in the standard 
length of the program in  order to complete the requirements for  graduation.   

The requirements for rate of pr ogress are to a ssure that students are pr ogressing at  a rate at  which they  will be able to 
complete their  pr ograms within the maximum time frame.  The maximum allowable attempted clock h ours are noted in  the 
following tables. 
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Satisfactory Academic Progress Tables  

 

47 Quarter Credit Hour Modular Program 
with  letter grades. Total  credits that may be 

attempted: 70 (150% of 47). 
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1-18 2.0 N/A 66.66% N/A 
19-24 2.0 0.5 66.66% 25% 
25-30 2.0 0.75 66.66% 40% 
31-36 2.0 1.0 66.66% 50% 
37-42 2.0 1.4 66.66% 60% 
43-48 2.0 1.7 66.66% 63% 
49-70 N/A 2.0 N/A 66.66% 

 

49 Quarter Credit Hour Modular Program 
with  letter grades. Total  credits that may be 

attempted: 73 (150% of 49). 
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1-18 2.0 N/A 66.66% N/A 
19-24 2.0 0.5 66.66% 25% 
25-30 2.0 0.75 66.66% 40% 
31-36 2.0 1.0 66.66% 50% 
37-42 2.0 1.4 66.66% 60% 
43-48 2.0 1.7 66.66% 63% 
49-73 N/A 2.0 N/A 66.66% 

 

55 Quarter Credit Hour Modular Program 
(Massage Therapy v  3-0). Total  credits 

that may be attempted: 82 (150% of 55).  
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1-12 2.0 N/A 66.66% N/A 
13-24 2.0 1.0 66.66% 25% 
25-54 2.0 1.5 66.66% 55% 
55-66 2.0 1.8 66.66% 64% 
67-82 N/A 2.0 N/A 66.7% 

 
 
 

 

59 Quarter Credit Hour Modular 
Program (Medical  Assistant). Total  

credits that may be attempted: 88 (150% 
of 59). 
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1-18 2.0 N/A 66.66% N/A 
19-30 2.0 1.25 66.66% N/A 
31-42 2.0 1.5 66.66% 60% 
43-54 2.0 1.75 66.66% 60% 
55-66 2.0 1.85 66.66% 60% 
67-77 2.0 2.0 N/A 66.7% 
78-88 N/A 2.0 N/A 66.7% 

 

96 Quarter Credit Hour Quarter-Based 
Program (Criminal  Justice). Total  
credits that may be attempted: 144 

(150% of 96). 
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1-16 2.0 N/A 66.66% N/A 
17-32 2.0 1.0 66.66% N/A 
33-48 2.0 1.2 66.66% 50% 
49-60 2.0 1.3 66.66% 60% 
61-72 2.0 1.5 66.66% 65% 
73-95 2.0 1.75 N/A 66% 

96-144 N/A 2.0 N/A 66% 

 
 
Academic Probation 

Pr obation is the period of time during which a student’s pr ogress is monitored under an a dv ising plan.  During the period of 
pr obation, students are con sidered to be making Satisfactory  Academic Pr ogress both for academic and financial aid eligibility .  
Students on probation  must  participate in  academic adv ising a s deemed n ecessary  by  the sch ool a s a  condition  of their  
pr obation.  Academic adv ising shall be documented on  an Academic Adv ising Plan and shall be kept  in the student’s academic 
file.  The Academic Adv ising Plan will be updated at the end of each ev aluation  period that the student is on  pr obation. 

If,  at the end of any  ev aluation  period, a student falls below the required academic pr ogress standards (CGPA, ROP, or other 
standards) for his/her program a s stated in the sch ool catalog, the student shall receiv e a written warning and be placed on 
pr obation.  Pr obation  will begin at  the start of the next ev aluation period.  The student  will remain on academic pr obation a s 
long a s his or her  CGPA or  ROP r emains in the pr obation  ranges specified in  the sch ool catalog.   When both the CGPA and ROP 
are abov e the pr obation ranges,  the student is remov ed fr om probation.  In addition, students whose pr obation  status exten ds 
ov er multiple academic terms may  be directed to participate in extra tutorial session s or dev elopmental cla sses.    

Notification of Probation 
The Academic Dean /Director  of Education  (or  designee) must  pr ov ide written  n otice of pr obationary  status to all students 

placed on  academic pr obation.  Additionally ,  all students on  probation  must participate in academic adv ising.   The following 
timelines apply  for  all students placed on academic on pr obation : 

For  programs with an Add/Dr op period; 
• Students must  be n otified in writing by  the end of the add/dr op period of the probationary  term; and 
• Mu st receiv e academic adv ising within thirty  (30) day s fr om the start date of the pr obationary  term. 
• For  programs without an Add/Dr op period: 
• Students must  be n otified in writing by  the end of the first  week of the pr obationary  term; and 
• Mu st receiv e academic adv ising by  the end of the secon d week of the probationary  term. 
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If a  student’s probationary  status extends ov er consecutiv e academic terms, a  second written  Notice of Academic Probation  is 
not  required.  Howev er,  the Academic Adv ising Plan  and the Ev aluation  of Progress form  must  be updated at  the end of each 
academic term/evaluation period that the student is on probation. 

Academic Suspension 
If,  at the end of any  ev aluation  period, a student 's CGPA or  ROP falls into the suspension ranges specified in the school 

catalog, the student is con sidered n ot to be making SAP.  Students n ot  making SAP must  be placed on  suspension and 
withdrawn fr om the pr ogram. 

Academic Appeals 
Any  student may  submit an appeal of a decision of suspension or dismissal in accordance with the Student Academic 

Appeals Policy . 

Satisfactory Academic Progress (SAP) Appeals 
SA P a ppeals must  be made within fiv e (5) calendar day s of the date the student  was n otified of the v iolation.  The student is 

deemed to hav e notice of the pending suspen sion /dismissal a s of the date of the su spension /dismissal letter.   Pr ov ided that the 
student can complete their program within the maximum time frame with the required minimum CGPA, a  SAP appeal may  be 
granted if the student demonstrates that s/he is sincerely  committed to taking the steps required to succeed in  their program and 
that their failure to maintain the required CGPA or ROP was caused by  any  of the following mitigating circumstances: 

1. The death of a family  member 
2. An illness or  injury  suffered by  the student 
3.  Special circumstances of an unusual nature which are n ot  likely  to recur 
The Appeal Committee shall, a s a  condit ion of granting the appeal, r equire the student to dev elop an Academic Adv ising 

Plan in  conjunction  with their adv isor, and place the student on  pr obation. 

Reinstatement Following Suspension 
Students who successfully  appeal a  suspension or dismissal may  return to sch ool under the following condit ions: 
• The student must  dev elop an academic adv ising plan with their adv isor 
• The student must  bring their  CGPA up to the pr obation  range by  the end of the ev aluation  period following the appeal 
If the student  meets the abov e con dition s, s/he may  remain in sch ool,  and is con sidered to be making SA P so long  as the 

student’s CGPA does n ot fall below the probation range. 

Academic Dismissal 
Students who hav e been  readmitted following academic suspension who fail to improv e their CGPA and/or ROP into the 

applicable pr obation range by  the end of the fir st ev aluation period after readmission  must  be dismissed fr om the pr ogram.  
Students who hav e been  dismissed from a program are n ot  eligible for rea dmission.    

Graduation 
Students must  complete their program within the maximum time frame and with a  2.0/7 0% CGPA a s stated in the sch ool 

catalog in  order  to graduate. 

Application of Grades and Credits 
• Grades A through C are included in the calculation of CGPA and are included in the Total Number of Credit  Hours 

Attempted. 
• Transfer credits (T) are not  included in the calculation of CGPA but are included in the Total Number of Credit Hours 

Attempted (see below) in order to determine the required lev els for CGPA and rate of pr ogress.  Transfer credits are 
included as credit h ours attempted and successfully  completed in calculating the rate of pr ogress. 

• Dev elopmental courses, n on-credit and remedial courses (PF, PP, CR, NC) are graded on  a pass/fail ba sis and are not  
included in the calculation of progress toward completion or the student’s CGPA.  

• For  calculating rate of progress,  D and F grades and W (withdrawn WI, WD, WZ) grades are counted as hours attempted 
but are not  counted a s h ours successfully  completed.  Grades of I (Incomplete, In  Pr ogress) will also be counted a s h ours 
attempted but not as hours successfully  completed; h owev er, when the I is replaced with a grade, the CGPA and 
satisfactory  academic progress determination will be recalculated based on that grade and the credit  hours earned. 

• When a  course is repeated, the higher of the tw o grades is used in the calculation of CGPA, and the total clock hours for 
the original course and the repeated course are included in the Total Clock Hours Attempted (in the charts abov e) in  
order to determine the required progress lev el.  The clock hours for the original attempt are con sidered a s not  
successfully  completed. 

Effect of Transfer Credit On Satisfactory  Academic Progress 
Students may  receiv e transfer credit  for  courses taken at  another sch ool.   Courses for  which a student receiv es transfer  

credit  are counted as attempted and successfully  completed for purposes of satisfactory  academic pr ogress.  As a r esult,  courses 
for  which a student receiv es transfer credit prov ide the student with adv anced standing, which is applied to the student’s 
pr ogress in calculation of the percentage of maximum time frame for the pr ogram that the student has completed.  For  in stance 
if a student enrolled in a 47 -credit-h our pr ogram (with a maximum time frame of 7 0 credit  h ours) receiv es 12 credit h ours of 
transfer credit  and completes 12 credit h ours in the first  term of enr ollment, the student will be ev aluated as a student who has 
completed 18 credits in the pr ogram at the end of the fir st term.   

When a  student transfers from or completes on e program at the school and enr olls in an other pr ogram, and all courses 
completed in the original program are acceptable for credit  in the new program, all courses attempted and grades receiv ed in the 
original program are counted in  the n ew pr ogram for calculation of the student’s satisfactory  academic progress in the new 
pr ogram.  When  a student  transfer s fr om or completes one pr ogram at the sch ool and enrolls in  another pr ogram at the sch ool 
and all courses completed in  the original pr ogram are NOT accepted for  credit in the n ew pr ogram, all attempts of courses taken  
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in  the original pr ogram that are part of the new pr ogram will be counted in the calculation  of the student’s satisfactory  academic 
pr ogress upon  entry  into the new pr ogram, and the grades for the courses that are a part of the new pr ogram that were taken at 
the same in stitution will be u sed in the student’s CGPA calculation. 

Satisfactory Academic Progress and Financial Aid 
Students must  meet  the standards of satisfactory  academic pr ogress in order  to r emain eligible to continue receiv ing 

financial assistance as well a s to remain eligible to continue as a student of the school. 
The Financial Aid Office will pr ov ide details to all eligible recipients.   Students sh ould rea d these standards carefully  and 

refer any  question s to Academic or  Financial Aid Office personnel.  Satisfactory  academic pr ogress for purposes of determining 
continuing federal financial assistance is determined by  apply ing the CGPA requirements,  rate of pr ogress requirements, 
maximum completion t ime restrict ions,  pr obation  pr ov isions,  suspen sion and dismissal pr ocedures,  and appeals procedures a s 
outlined in  the satisfactory  academic pr ogress sect ion of the catalog. 

Students on academic pr obation are considered to be maintaining satisfactory  academic progress and are eligible to 
continue receiv ing federal financial a ssistance.  Students who hav e been  academically  suspended or dismissed are no longer 
activ e students of the Sch ool and are ineligible for  financial aid.   Reinstatement of financial aid eligibility  will occur only  after  re-
admittance following su spension  or in the ev ent the student 's a ppeal results in  re-admittance.    

STUDENT ACADEMIC APPEALS POLICY 
Academic appeals include th ose appeals related to final grades,  attendance v iolation s,  and academic or financial aid 

eligibility .   
All formal academic appeals must be submitted in  writing on an Academic Appeal Form to the Academic Dean/Director of 

Education  within fiv e (5) calendar day s of the date the student has n otice of the adv erse academic decision.  The a ppeal must  
include: 

• The specific academic decision  at issue 
• The date of the decision 
• The reason s the student believ es the decision was incorrect 
• The informal steps taken to resolv e the disagreement ov er the decision 
• The resolution sought 
• The written appeal may  be accompanied by  any  additional documentation  (e.g.,  papers,  doctor  n otes, tests,  sy llabi) the 

student believ es supports the conclusion  that the academic decision was incorrect.  
Note:  Once a  formal appeal is filed,  no action  based on the adv erse academic decision may  be taken  until the a ppeal pr ocess 

is complete.   Howev er, in  cases inv olv ing financial aid eligibility , all financial aid disbursements shall be suspended until the 
matter is resolv ed. 

Within fiv e (5) calendar day s of receiv ing the Academic Appeal Form, the Director of Education shall conv ene an Appeal 
Committee,  which sh ould normally  include the Department Chair, a  member of the Student Serv ices Staff,  and a faculty  member 
fr om another  pr ogram.  The Appeal Committee shall inv estigate the facts of the matter to the extent deemed appr opriate under 
the circumstances.  The Appeal Committee shall render a written decision within fiv e (5) calendar day s of the date the appeal 
was receiv ed by  the Dir ector of Education, and shall forward the decision to the student and the in structor within fiv e (5) 
calen dar day s thereafter.   Copies of all documents relating to the appeal shall be placed in  the student’s academic file,  and the 
decision  of the Appeal Committee shall be n oted in  the official student information  sy stem.  The decision of the Appeal 
Committee is final, and n o further appeals are permitted.  

Note:  When an appeal is denied, the date of any  suspen sion of financial aid or dismissal fr om the pr ogram shall be the date 
of the adv erse academic decision.  The student will not  be charged for  any  attendance after  the date of the adv erse academic 
decision. 

Assignment/Test Grades 
Students who disagree with an assignment/test grade should discuss it  with the in structor upon  receipt of the grade.   

Assignments/test  grades are rev iewed at the in structor’s discretion.  If the in structor is n ot av ailable,  the matter sh ould be 
discussed with the Program Director /Department Chair.  Only  final course grades are eligible for appeal. 

Final Course Grades 
Appeals of final course grades must  be made within fiv e (5) calendar day s of the date the grade becomes final.  The Director 

of Education may  direct a  grade to be changed only  when it  is determined through the appeal pr ocess that a final grade was 
in fluenced by  any  of the following:  

1 . A per sonal bias or arbitrary  rationale;  
2. Standards unreasonably  different from those that were applied to other students;  
3. A substantial, unreasonable,  or unannounced departure fr om prev iously  articulated standards;  
4. The result of a  clear and material mistake in  calculating or recording  grades or academic pr ogress.   

Attendance Violations 
Appeals of attendance v iolation s must be made within fiv e (5) calendar day s of the v iolation.  In order for an attendance 

appeal to be considered, the student must: 
1 . Hav e per fect  attendance while the appeal is pending; 
2. Submit a written plan to improv e attendance with the Appeal Form. 
Pr ov ided that n o applicable state requirement would be v iolated by  doing so, an attendance appeal may  be granted if the 

student demon strates that the absence was caused by : 
1 . The death of a family  member; 
2. An illness or  injury  suffered by  the student; 
3. Special circumstances of an unusual nature which are n ot  likely  to recur. 
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The Appeal Committee may , as a con dition  of granting the a ppeal,  require the student to make up missed class time or  
a ssignments,  place the student on pr obation and require the student to dev elop an  Academic Adv ising Plan in  conjunction  with 
their a dv isor. 

Satisfactory Academic Progress (SAP) Appeals 
SA P a ppeals must  be made within fiv e (5) calendar day s of the date the student  was n otified of the v iolation.  The student is 

deemed to hav e notice of the pending dismissal a s of the date of the dismissal letter.  Prov ided that the student can complete 
their pr ogram within the maximum time frame with the required minimum CGPA, a SA P a ppeal may  be granted if the student 
demonstrates that s/he is sincerely  committed to taking the steps required to succeed in their  pr ogram and that their failure to 
maintain the required CGPA or  ROP was caused by  any  of the following mitigating circumstances: 

1 . The death of a family  member; 
2. An illness or  injury  suffered by  the student; 
3. Special circumstances of an unusual nature that are n ot  likely  to recur. 
The Appeal Committee shall, a s a  condit ion of granting the appeal, r equire the student to dev elop an Academic Adv ising 

Plan in  conjunction  with their adv isor, and place the student on  pr obation. 

STATEMENT OF ACADEMIC FREEDOM 
Ev erest  College endor ses and adheres to the concept  of academic freedom and supports the instructor’s priv ilege to function  

a s a  scholar in the interpretation and application of theories and idea s.  While course content is mandated by  catalog course 
sy nopses, course administration  is n ot  imposed.  The College believ es that students' interests are best serv ed when in structors 
are giv en fr eedom concerning modes of teaching, specific course requirements,  and course evaluation methods. The College 
recognizes,  h owev er, that academic freedom does not  defend the teaching of doctrines inconsistent with the stated purpose of 
the College. 

REPEATING A CLASS 
A student  may  repeat  a course taken  at the College in order to improv e the cumulativ e grade point av erage.  Repeated 

courses will appear on the student’s transcript.  The first  attempt will also be sh own; h owev er, the cumulativ e grade point  
av erage will be calculated with the higher of the two grades.   All repeats will be charged at the student’s current tuition rate. 

Externships, while n ot n ormally  subject  to being repeated, may  be repeated only  with the permission  of the Department 
Chair and/or the Academic Dean. 

ONLINE LEARNING  
Campuses may  choose to offer certain courses online. Online courses are offered u sing the eCollege platform v ia the Internet, 

and interaction between the students and faculty  occur using an online env ironment that encourages participation. Courses will 
generally  be similar in content to the in-class mode, although more indiv idual effort and initiativ e will be required to successfully  
master the material. Online courses will be designated on  the class schedule so students may  register during the normal registration 
period. 

To maximize success within the online courses,  students must: 
• Hav e a computer with a sy stem pr ofile that meets or  exceeds the following:  

Window s Sy stems 
Window s 2000, XP, or Vista  
64 MB Ram  
28.8 kbps modem (56K recommended)  
Sound Card & Speaker s  
Recommended Br ow ser: Microsoft  Internet Ex plorer 7 .0  
Recommended Br ow ser: Mozilla  Firefox  2.0  
Supported Br owser : Micr osoft  Internet  Explorer  6.0  
Supported Br owser : Mozilla  Firefox 3.0   
or … 
Mac Sy stems 

Complete the application only  once but check quarterly  to make sure they  are maintaining the correct sy stems profile; 

Mac OS X or higher (in cla ssic mode)  
32 MB RA M (64 recommended)  
28.8 kbps modem (56K recommended)  
Sound Card & Speaker s  
Recommended Br ow ser: Sa fari 3.0  
Recommended Br ow ser: Mozilla  Firefox  2.0  
Supported Br owser : Safari 2.0  
Supported Br owser : Mozilla  Firefox 3.0 

• Hav e Internet access and an established email account; 
• Verify  their email account/address with their Online Coordinator  at the t ime of registration each quarter; 
• Commence online course work a s soon a s y ou hav e access to y our courses; 
• Un der stand that student participation and class activ ities occur weekly  through out the course; 
Understand that if a student fails to participate in  class activ ities during two con secutiv e weekly  periods of a six -week course or  

three consecutiv e periods of a twelv e-week course,  the student may  be withdrawn fr om the course and may  not  be allowed to 
reenter the course during that term. 
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ADMINISTRATIVE POLICIES 

STUDENT CONDUCT CODE  
Background 

The College maintains professional-lev el standards for  conduct and behav ior for all students.  The standards of conduct for  
students are patterned after  those of pr ofessional employ ees in the workplace.  Students are expected to observ e campus policies 
and behav e in  a manner that is a  credit to the campus and to themselv es.  Certain v iolation s of the student conduct code, a s 
outlined in  this policy , shall result in  immediate dismissal.  Other v iolation s are subject to a progressiv e disciplinary  action, 
where the student is adv ised and giv en ev ery  opportunity  to change his or her behav ior to meet the expectations of the Colleg e 
and to prepare for  what the student  might later expect  to fin d in a professional-lev el work env ironment.  The College maintains 
the right to discipline students found in  v iolation of College policies.   

• The College maintains the right to discipline students found in v iolation of College policies in accordance with the 
pr ocedures below. 

• The student conduct code applies to all students,  including students taking online courses or a  combination of online 
and campus courses.  College Work Study  students who v iolate the student code of conduct in  the performance of their 
college work study  duties are subject to disciplinary  action /pr ocedures. 

• The Campus President or  designee (ty pically  the Director of Education /Academic Dean or, in the case of online 
students, the Online Coor dinator) has the authority  to make decisions about student disciplinary  action. 

• Students are subject to the student conduct code while participating in  any  program externship,  clinical r otation, or 
other Colleg e-related activ ity . 

• All student conduct  code v iolation s shall be documented in  the student’s academic recor d. 
• Students dismissed for  v iolations of the student  conduct code shall remain responsible for any  financial obligation s to 

the College. 
• Students dismissed fr om one Corinthian Colleg es,  Inc.  college for v iolation of the student conduct code shall n ot  be 

eligible for  admittance to another  Ev erest college. 

Applicability 
This Code of Student Conduct (Code) applies at all times to all students.  As u sed in this Code, a student is any  indiv idual who 

has been accepted or is enrolled in school.  Student status la sts until an indiv idual graduates,  is withdrawn, or is otherwise not  in 
attendance for more than 180 con secutiv e calendar day s. 

Generally 
Ev erest seeks to create an env ironment that pr omotes integrity , academic achiev ement, and per sonal responsibility .  All 

Ev erest schools should be free from v iolence,  threats and intimidation, and the rights, opportunities,  and welfare of students,  
faculty , staff,  and guests must be pr otected at all times.   

To this end, this Code sets forth the standards of behavior expected of students as well as the pr ocess that must be followed 
when a student is accused of v iolating those standards.   Reasonable dev iations fr om the pr ocedures contained herein will not 
inv alidate a decision or proceeding unless, in the sole discretion of the school,  the dev iation(s) significantly  prejudice the student.  
The Sch ool President (or designee) is responsible for appropriately  recording and enforcing the outcome of all disciplinary  matters. 

Conduct Affecting the Safety of the Campus Community 
Ev erest reserv es the right to take all necessary  and appropriate action to protect the safety  and well-being of the campus 

community .  The School President (or designee) may  immediately  su spend any  student whose conduct threatens the health and/or 
sa fety  of any  person(s) or pr operty .  The suspension shall remain in effect until the matter is resolv ed through the disciplinary  
pr ocess.   Such conduct includes,  but is not  limited to: 

• Possessing alcoh ol or other intoxicants, drugs,  firearms, explosiv es,  weapon s,  dangerou s dev ices, or  dangerou s 
chemicals on sch ool premises 

• Theft 
• Vandalism or misu se of sch ool or an other’s property 
• Harassment or  intimidation of other s 
• Endangerment, a ssault, or in fliction  of phy sical harm 

Other Prohibited Conduct 
Additionally , disciplinary  action may  be initiated against  any  student(s) based upon reasonable suspicion of attempting to 

commit, or assisting in the commission of any  of the following prohibited forms of conduct: 
• Cheating, plagiarism, or other forms of academic dish onesty 
• Forg ery , falsification, alteration  or misuse of documents,  funds, or  pr operty 
• Any  disruptiv e or  obstructiv e action s, including: 

o The use of cell phones or other  electronic dev ices for v oice or  text communication in  the classr oom, unless 
permitted by  the in structor 

o The inappr opriate use of electr onic or  other dev ices to make an audio,  v ideo, or ph otographic record of any  
person  while on  school premises without his/her prior kn owledge or effectiv e consent  

• Fa ilure to comply  with school policies or directiv es 
• Any  other action(s) that inter fere with the learning env ironment or the rights of others 
• Violations of local,  state, prov incial, or federal law (see below) 

Note:  This list is n ot exhaustiv e, but rather offers examples of unacceptable behav ior which may  result  in disciplinary  action. 
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Violations of Local, State, Provincial, or Federal Law 
Ev erest students are expected to comply  with all local, state, pr ov incial, and federal laws and v iolation s of th ose laws may  also 

constitute a v iolation of this Code.  While a criminal charge does n ot mean that the student is guilty  of an offense, such a charge does 
mean that civ il authorities hav e determined that there is at least pr obable cause to believ e that an offense was committed, and that 
the student committed it.  In such instances, the Sch ool President (or designee) may  conduct an in quiry  and/or proceed with 
disciplinary  action under this Code independent of any  criminal pr oceeding.    
Limitations on Students with Pending Disciplinary Matters 

Any  student with a pending disciplinary  matter shall n ot be allowed to: 
• Enr oll or attend cla sses at another Ev erest location (including Online) 
• Graduate or participate in  graduation  ceremonies 
• Engage in any  other activ ities pr oscribed by  the Sch ool President 
Additionally , if a student withdraws from school at any  point during the disciplinary  process, the student is n ot eligible for 

readmission to any  Ev erest  sch ool (including Online) prior to resolv ing the outstanding disciplinary  issue. 
Inquiry by the School President 

If the School President (or designee),  in his or her sole discretion, has rea son  to believ e that a student has v iolated the Code of 
Student Conduct, the School President (or designee) shall conduct a reasonable in quiry  and determine an appr opriate course of 
action.  If the School President (or designee) determines that a v iolation has not occurred, no further action shall be taken. 
Conduct Which Does Not Warrant a Suspension or Dismissal 

If the School President (or designee),  in his or her sole discretion, determines that the student’s behavior may  have v iolated this 
Code but does n ot warrant a suspension or dismissal, the School President (or designee) shall promptly  prov ide the student with a 
written warning.  Multiple written warnings may  result in a suspen sion or dismissal. 
Conduct Which Warrants a Suspension or Dismissal 

If the School President (or designee),  in his or her sole discretion, determines that the student’s behavior warrants a suspension 
or  dismissal, the School President (or designee) shall promptly  prov ide the student with a written notice of the following: 

• The conduct for which the sanction is being imposed 
• The specific sanction being  imposed 
• The right to appeal if a  written request is filed by  the student within (5) calendar day s of the date of the written n otice 

Sanctions 
Sanctions should be commensurate with the nature of the student’s conduct.  All sanctions imposed should be designed to 

discourage the student from engaging in future misconduct and whenev er possible sh ould draw upon educational resources to bring 
about a lasting and reasoned change in  behav ior.   

Suspension – A sanction by  which the student is not  allowed to attend class for a specific period of time.  Satisfactory  
completion of certain conditions may  be required prior to the student’s return at the end of the suspension period.  During a period 
of suspen sion, a student shall not  be admitted to any  other Ev erest school. 

Note:  Student absences resulting fr om a suspen sion shall remain in the attendance record regardless of the outcome of any  
disciplinary  inv estigation or  the decision of the Student Conduct Committee. 

Dismissal – A sanction by  which the student is withdrawn from sch ool.  Such students may  only  reapply  for admission  with the 
appr ov al of the School President.   
Note:  Students dismissed for  v iolations of this Code remain respon sible for any  outstanding balance owed to the school. 

Examples of conditions the school may  require a student to complete prior to returning fr om a suspension or dismissal are: 
• Community  Serv ice and/or  participation  in educational pr ograms  
• Research assignments or special pr ojects 
• Behav ioral contracts 
• The loss of specific priv ileges (e.g.,  loss of automobile priv ileges on  school premises,  restricted access to computer lab or 

automotiv e machinery ) 
• Reimbursement or restitution for property  damage 
• Referral to receiv e outside counseling serv ices 
• Remov al fr om sch ool spon sored h ousing 

Academic Dishonesty 
Any  form of deception  in the completion of a ssigned work is con sidered a form of academic dish onesty .  This includes, but is 

not  limited to:  
• Copy ing another’s work fr om any  source 
• Allowing another to copy  one’s own work whether during a test  or on  an assignment 
• Any  attempt to pa ss off the work, data, or  creativ e efforts of another a s one’s own  
• Kn owingly  furnishing false in formation about  one’s academic performance to the school 
One or more of the sanctions listed below may  be imposed for academic dish onesty : 
• A reduction in  grade on  the a ssignment on which the v iolation  occurred  
• No credit  on the assignment, paper, test,  or exam on which the v iolation occurred 
• A failing grade for the course/m odule 
• Su spension  or Dismissal fr om the school 

Appeal Process 
Students are entitled to appeal any  sanction which results in suspension or dismissal.  The appeal must be in writing and filed 

within fiv e (5) calendar day s of the date of the written n otice.  If the student files a timely  appeal, the Sch ool President (or designee) 
shall conv ene a Student Conduct Committee to conduct the hearing.  The Committee shall generally  include the School President, 
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the Academic Dean/Director of Education, a  Pr ogram or Department Chair, the Student Serv ices Coordinator, or a  faculty  member.  
The members of the Committee shall select a Chair.  If the alleged v iolation inv olv es allegations of sexual misconduct committed 
against faculty  or staff, the Committee must include a  representativ e fr om Corporate or Div ision  Human Resources.  

The Committee Chair shall timely  schedule a hearing date, and pr ov ide written notice to the student.  The notice must be 
mailed or otherwise deliv ered to the student at least  two (2) calendar day s prior to the scheduled hearing date, and include n otice 
that the student may : 

• Appear in per son, but is not  required to appear 
• Submit a written statement 
• Respond to ev idence and question the statements of others 
• Inv ite relev ant witnesses to testify  on  his/her behalf 
• Submit written statements signed by  relevant witnesses 
Attendance at the hearing is limited to those directly  inv olv ed or th ose requested to appear.  Hearings are n ot open to the public 

and are not  recorded.   
The Student Conduct Committee shall: 
• Pr ov ide the student a full and rea sonable opportunity  to explain  his/her  conduct 
• Inv ite relev ant witnesses to testify  or  submit signed statements 
• Reach a  decision  based upon the in formation submitted prior to the hearing and the testimony  and in formation  of the 

student and witnesses at the hearing  
• If the student  does n ot  appear, or elects not  to appear, the Committee may  pr oceed in  the student’s absence and the 

decision  will hav e the same force and effect  as if the student  had been  present 
The Student Conduct Committee shall issue a  written decision to the student within fiv e (5) calendar day s of the date of the 

hearing which may : 
• Affirm the finding and sanction  imposed by  the School President (or designee) 
• Affirm the finding and modify  the sanction 

o Sanctions may  only  be reduced if found to be gr ossly  disproportionate to the offen se 
• Disagree with the prev ious finding and sanction  and dismiss the matter 

o A matter may  be dismissed only  if the original fin ding is found to be arbitrary  and ca pricious 
The decision of the Student Conduct Committee is final, and no further appeal is permitted. 

Record of Disciplinary Matter 
All disciplinary  files shall be kept  separate from the student academic files until resolv ed. 
Disciplinary  files for students who have v iolated the Code of Student Conduct shall be retained as part of the student’s academic 

file and considered “education records” as appropriate, pursuant to the Family  Educational Rights and Priv acy  Act (FERPA) and 
PIPEDA.  Disciplinary  records shall be retained in the student’s academic file permanently  and a n ote shall be included in the 
official student information sy stem indicating the date of the disciplinary  decision  and the sanction imposed.   

When circumstances warrant, disciplinary  matters shall be referred to the appropriate law enforcement authorities for 
inv estigation and prosecution.  Additionally , disciplinary  records shall be reported to third parties as applicable (e.g. Veteran’s 
Administration). 

STUDENT DISABILITY SERVICES/ACCOMMODATIONS 
Ev erest  College has an in stitutional commitment to pr ov ide equal educational opportunities for qualified students with 

disabilit ies in accordance with state and federal laws and regulation s,  including the Americans with Disabilities Act of 1990 and 
Section 504 of the Rehabilitation Act of 1973. To pr ov ide equality  of access for  students with disabilities, Ev erest Colleg e will 
pr ov ide accommodations and auxiliary  aids and serv ices to the extent necessary  to comply  with state and federal laws. For each 
student, these accommodation s and serv ices will specifically  address the functional limitations of the disability  that adv ersely  
affect equal educational opportunity . Applicants or  students who would like to request  disability  serv ice/accommodation s must 
make a request  to the Campus President.  Students will receiv e written notification  of the determination  within sev en calen dar 
day s. Students may  appeal an accommodation decision  by  following the student griev ance pr ocedure as stated in  the “Student  
Academic Appeals Policy” sect ion of this catalog. 

ALCOHOL AND SUBSTANCE ABUSE STATEMENT 
The College does n ot  permit or condon e the use or  possession  of alcoh ol,  marijuana, or any  other illegal drug, narcotic,  or 

controlled substance by  students or  employ ees.   Possession  of these substances on campus is cause for  dismissal. 

DRUG AWARENESS 
The Drug-Free Sch ools and Communities Act of 1989, Public Law 101 -226, requires institution s receiv ing financial 

a ssistance to implement and en force drug prev ention pr ograms and policies.  The information and referral line that directs 
callers to treatment center s in the local community  is av ailable through Student Serv ices. 

Ev erest  College pr ohibits the manufacture and unlawful possession, use or  distribution of illicit  drugs or alcoh ol by  students 
on its property  and at  any  Colleg e activ ity . If a student suspects someone to be under the influence of any  drug (or  alcohol),  they  
sh ould immediately  bring this concern to the attention of the Director  of Education  or College President. Violation  of Ev erest  
College’s anti-drug policy  will result in appropriate disciplinary  action s and may  include expulsion of the student.  The 
appropriate law enforcement authorities may  also be n otified. 

In  certain ca ses,  students may  be referred to counseling sources or  substance abuse centers.  If such a  referral is made, 
continued enrollment or employment is subject  to successful completion of any  prescribed counseling or treatment program. 
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SEXUAL HARASSMENT  
Federal law prov ides that it shall be unlawful discriminatory  practice for  any  employ er, because of the sex of any  per son, to 

discharge with out cause,  to refu se to hire,  or otherwise discriminate against any  person  with respect  to any  matter directly  or  
indirectly  related to employment or academic standing.  Harassment of an employ ee on the ba sis of sex  v iolates this federal law.  

Sexual harassment of employ ees or students at  the Colleg e is prohibited and shall subject  the offender to dismissal or other  
sanctions following compliance with the pr ocedural due pr ocess requirements.  

Unwelcome sexual a dv ances,  requests for sexual fav or s, and other v erbal or phy sical conduct of a  sexual nature con stitute 
sexual harassment when:  

1 . Submission  to such conduct  is made explicitly  or  implicitly  a term or condition of an indiv idual’s employment or  
academic standing; or 

2. Submission  or a  reject ion of such conduct  by  an in div idual is used a s a  ba sis for employment or academic decisions 
affecting an indiv idual; or   

3. Such contr ol unreasonably  interferes with an indiv idual’s w ork or academic performance or creates an intimidating, 
h ost ile,  or offen siv e working or  academic env ironment.  

Any  indiv idual who feels he/she has a  complaint or matter he/she wishes to discuss may  report  the problem directly  to the 
College President.  Please be reminded that this policy  applies to students as well a s employ ees.  

CAMPUS SECURITY AND CRIME AWARENESS POLICIES  
As required by  Public Law 101-542, as amended by  Public Law 102-325, Title II,  Crime Awareness and Campus Security  Act 

of 1990, Section 294, Policy  and Statistical Disclosures,  Ev erest  College has established policies regarding campus security . 
The College striv es to pr ov ide its students with a secure and sa fe env ironment.  Classr ooms and laboratories comply  with 

the requirements of the variou s federal,  state and local building codes, with the Board of Health and Fire Mar shal regulation s.  
Most  campuses are equipped with alarm sy stems to pr ev ent unauth orized entry.  Facilities are opened each morning and closed 
each ev ening by  administrativ e personnel. 

The College encourages all students and employ ees to report criminal incidents or  other emergencies that occur on  the 
campus directly  to the Campus President, student  adv isor  or in structor.  It  is important that College personnel are aware of any  
such  pr oblems on  College campuses.   The Campus President is respon sible for  inv estigating such reports and taking legal or  
other action  deemed n ecessary  by  the situation.  In  extreme emergencies,  the Campus President  may  immediately  contact law 
en forcement officers or other  agency  per sonnel,  such a s paramedics.   The College will work with local and state law enforcement 
personnel if such inv olv ement is necessary .  A  copy  of the student 's report and any  resultant police report will be maintained by  
the College for  a minimum of three y ears after the incident. 

Students are respon sible for their  own security  and sa fety  both on -campus and off-campus and must  be con siderate of the 
security  and sa fety  of others.   The College has n o responsibility  or obligation for any  personal belongings that are lost,  stolen  or 
damaged, whether on or off College premises or during any  sch ool activ ities. 

On  May  17 , 1996, the President of the United States signed Megan’s Law into federal law. As a result,  local law enforcement 
agencies in  all 50 states must n otify  schools, day  care centers,  and parents about the presence of dangerou s offenders in their 
area. Students and staff are adv ised that the best source of information on  the registered sex offenders in  the community  is the 
local sheriff’s office or  police department. The following link will prov ide y ou with a  list  of the m ost  recent updated online 
in formation r egarding registered sex  offenders by  state and county :  http://www.fbi.g ov /h q/cid/cac/registry .htm. 

Statistical Information 
The law requires the school to report to students and employ ees the occurrence of v arious criminal offen ses on an annual 

ba sis.   Prior  to October  1 st of each y ear, the College will distribute a security  report  to students and staff containing the required 
statist ical information  on any  campus crimes committed during the pr ev iou s three y ears.   A copy  of this report is av ailable to 
students, employ ees, and pr ospectiv e students and employ ees upon  request. 

DRUG AWARENESS  
The Drug-Free Sch ools and Communities Act of 1989, Public Law 101 -226, requires institution s receiv ing financial 

a ssistance to implement and en force drug prev ention pr ograms and policies.  The information and referral line that directs 
callers to treatment center s in the local community  is av ailable through Student Serv ices. 

This institution prohibits the manufacture and unlawful possession, use or distribution  of illicit drugs or alcoh ol by  students 
on its property  and at  any  Colleg e activ ity . If a student suspects someone to be under the influence of any  drug (or  alcohol),  they  
sh ould immediately  bring this concern to the attention of the Director  of Education  or Sch ool President. Violation  of the 
in stitution’s anti-drug policy  will result in appropriate disciplinary  action s and may  include expulsion of the student.  The 
appropriate law enforcement authorities may  also be n otified. 

In  certain ca ses,  students may  be referred to counseling sources or  substance abuse centers.  If such a  referral is made, 
continued enrollment or employment is subject  to successful completion of any  prescribed counseling or treatment program. 

WEAPONS POLICY 
No weapon s of any  ty pe are allowed on campus. This includes, but is not  limited to: hand guns,  rifles,  kniv es,  and any  other 

dev ices used to harm or intimidate staff or  students.  Ev erest  College maintains a  threat-free learning env ir onment. Violation of 
this policy  may  result  in immediate dismissal fr om the College and a complaint with local law enforcement. 

CAMPUS COMPLETION RATE REPORTS 
Un der the Student Right to Kn ow Act (20 U.S.C. § 1092(a)), an in stitution is required to annually  prepare completion  or 

graduation rate data respecting the inst itution’s first-t ime, full-t ime undergraduate students.  (34 CFR 668.45(a)(1)).  
In stitutions are required to make this completion or  graduation  rate data readily  available to students approximately  12 months 
after the 150% point for program completion  or graduation for a  particular cohort of students.   This complet ion rate report is 

http://www.fbi.gov/hq/cid/cac/registry.htm�
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av ailable to students and prospectiv e students upon  request.  Notice of the right to request this information is distributed 
annually . 

DRESS CODE 
Students are expected to dress in a manner that would n ot be construed as detrimental to the student body  and the 

educational pr ocess at the Inst itute.  Students are reminded that the In stitute pr omotes a bu siness atmosphere where in structors 
and guests are pr ofessionals and potential employ ers.  Students sh ould alway s be cognizant of the fir st impression of pr oper 
dr ess and gr ooming.  The Inst itution  does n ot permit any  clothing which has expressed or implied offensiv e symbols or 
language. 

Students in Allied Health pr ograms may  be required to wear uniforms that present a  pr ofessional appearance.  A 
pr ofessional appearance puts patients at ea se,  in spir es con fidence,  and makes a g ood impression.   

WEATHER EMERGENCIES 
The College reserv es the right to close during weather emergencies or other "acts of God." Under these conditions,  students 

will not  be considered absent. In structor s will cov er any  missed material to en sure completion  of the entire pr ogram. 

CLOTHING AND PERSONAL PROPERTY 
All personal property  is the sole respon sibility  of the student,  and the College does n ot  assume liability  for any  loss or  

damage. Clothing and other  small items sh ould be marked clearly  with the student 's name and address. Vehicles sh ould alway s 
be locked to av oid theft. 

HEALTH CARE 
Students must  take proper  care of their health so that they  can do their best  in sch ool.   This means regular hours,  plenty  of 

sleep, sufficient exercise and nutritiou s food.  Students who become seriously  ill or contract a communicable disea se should stay  
h ome and recov er, but remember to n otify  the College immediately .  All medical and dental appointments should be made after 
sch ool hours. 

The College will n ot  be responsible for rendering any  medical a ssistance but will refer  students to the proper medical facility  
upon requ est. 

TERMINATION PROCEDURES 
Students may  be terminated by  the College for cause. Examples include, but are n ot limited to,  the following: 
• Violation of the College's attendance policy ; 
• Fa ilure to maintain satisfactory  academic pr ogress; 
• Violation of personal conduct standards; 
• Inability  to meet financial obligation s to the College. 
Students to be terminated are n otified in writing and may  appeal to the College President. 

TRANSCRIPTS AND DIPLOMAS 
All student academic records are retained, secured, and disposed of in accordance with local,  state,  and federal regulation s.  

All student record in formation  is maintained on the College computer sy stem.  Permanent records are kept in paper form, 
microfiche or microfilm.  The Colleg e maintains complete records for each student, including  grades,  attendance,  prior 
education  and training, and awards receiv ed.   

Student academic transcripts,  which include grades,  are av ailable upon  written request by  the student.   Student records may  
be relea sed only  to the student or his/her  designee as directed by  the Family  Educational Rights and Priv acy  Act of 1974. 

Transcript  and diploma requests must be made in  writing to the Office of the Registrar.  Official transcripts will be released 
to students who are current with their  financial obligation (i.e.,  tuition and fees due to the College are paid current per the 
student’s financial agreement).  Diplomas will be released to students wh o are current with their financial obligation upon  
completion  of their  school program.  

 Students are pr ov ided an official transcript upon  completing graduation requirements.   Normal pr ocessing time for 
additional copies of the transcript  is appr oximately  three to fiv e day s.   

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT  
The Family  Educational Rights and Priv acy  Act (FERPA) grants students certain rights with respect to their  educational 

records.   They  are: 
1 . The right to in spect and rev iew the student 's education recor ds within 45 day s of the day  the in stitution receiv es a 

request  for  access.   Students should submit to the in stitution president  written requests that identify  the recor d(s) they  
wish  to inspect.   The in stitution official will make arrangements for access and n otify  the student of the time and place 
where the records may  be in spected. If the records are not  maintained by  the in stitution  official to whom the request  
was submitted, that official shall a dv ise the student of the correct  official to whom the requ est  sh ould be addr essed. 

2. The right to request  the amendment of the student 's educational records that the student believ es are inaccurate or  
misleading.  Students may  ask the institution to amend a record that they  believ e is inaccurate or misleading.  They  
sh ould write the in stitution official respon sible for  the recor d, clearly  identify  the part of the record they  want changed, 
and specify  why  it  is inaccurate or misleading. If the in stitution decides not  to amend the record a s requ ested by  the 
student, the in stitution will not ify  the student of the decision and adv ise the student of his or her right to a hearing 
regarding the r equest for amendment.  Addit ional in formation regarding the hearing pr ocedures will be pr ov ided to the 
student when n otified of the right to a hearing. 

3. The right to con sent to disclosures of per sonally  identifiable information  contained in the student 's education recor ds,  
except  to the extent  that FERPA authorizes disclosure without con sent.  Generally , sch ools must  hav e written 
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permission for the parents of minor  students or eligible students in  order  to relea se any  information  fr om a student’s 
educational record. Howev er, FERPA allows sch ools to disclose th ose records,  without con sent, to the following parties 
or under  the following condition s (34 CFR § 99.31): 
Sch ool officials with legitimate educational interest; 
Other  schools to which a  student is transferring; 
Specified officials for  audit or  evaluation purposes; 
Appr opriate parties in  connection with financial aid to a student; 
Organization s conducting certain studies for or on  behalf of the sch ool; 
Accrediting organizations; 
To comply  with a judicial order or  lawfully  issued subpoena; 
Appr opriate officials in ca ses of health and safety  emergencies; and 
State and local authorities,  within a juv enile justice sy stem, pursuant to specific State Law. 
Sch ools may  disclose,  without con sent, “directory ” information  such as a student’s name, address, telephone number, 
date and place of birth, h onor s and awards, and dates of attendance.  Howev er, sch ools must  tell parents and eligible 
students about directory  in formation and allow parents and eligible students a rea sonable amount of time to r equest 
that the sch ool n ot disclose directory  in formation about them. Sch ools must  not ify  parents and eligible students 
annually  of their  rights under  FERPA. The actual means of n otification (special letter, inclusion  in a  PTA bullet in, 
student handbook, or new spaper  article) is left  to the discretion of each sch ool. 

4.   The right to file a  complaint with the U.S.  Department of Education  concerning alleg ed failures by  the in stitution  to 
comply  with the requirements of FERPA.  The name and address of the Office that administer s FERPA  is the Family  
Policy  Compliance Office,  U.S. Department of Education, 400 Mary land Av enue, SW, Wa shington, DC 20202 -5920. 

 Additional FERPA information  is av ailable fr om the in stitution’s Bu siness Office. 

Directory Information 
The institution  has designated certain in formation  contained in  the education  recor ds of its students a s Directory  

In formation  for  purposes of FERPA.  Dir ectory  Information at this inst itution includes: 
• Name 
• Addr ess 
• Teleph one numbers 
• Major  and/or minor fields of study 
• Diploma/Degree sought 
• Expected date of program completion   
• Expected date of graduation 
• Diplomas/Degrees conferred 
• Awards and Hon ors  
• Dates of attendance 
• Pr ev ious in stitution s attended 
• Participation in officially  recognized activ ities  
• Ph otograph 
Dir ectory  information may  be disclosed by  this in stitution  for  any  purpose, without  the prior con sent of a student, unless the 

student  has forbidden disclosure of such in formation  in  writing.  Students wishing to prev ent disclosure of the designated 
directory  information must file written n otification to this effect  with the Registrar 's Office.  In  the ev ent that such written 
n otification is n ot filed, the in stitution  assumes that the student does not  object  to the release of the directory  in formation. 

Additional FERPA information  is av ailable fr om the in stitution’s Bu siness Office. 

RETENTION OF STUDENT RECORDS 
Transcripts will be retained for at least  50 y ears.  Other records will be retained for at  lea st 5  y ears. 

MAXIMUM CLASSROOM SIZE 
To pr ov ide meaningful in struction and training, classes are limited in size.   Following are the maximum cla ss sizes by  

campus for both lecture and laboratory  classes: 
 
Campus Maximum class si ze 
Santa Ana 30 students in  lecture and laboratory  classes. The maximum size for Massage Therapy laboratory  classes is 24 stu dents. 

STUDENT COMPLAINT/GRIEVANCE PROCEDURE 
Complaints are defined a s any  student  concern regarding school pr ograms, serv ices,  or staff n ot addressed by  other sch ool 

policies.  Students hav e the right to file a  complaint with the school at  any  time.  Students are encouraged to fir st attempt to 
in formally  resolv e their complaint with the instructor or  staff member  in the department most directly  connected with their 
complaint.  Students who are unable to resolv e their complaint informally  sh ould submit their  complaint in writing to the Sch ool 
Pr esident.  The Pr esident will meet  with the student  to discuss the complaint and pr ov ide the student with a  written response 
within sev en (7 ) calendar day s of the meeting.  Students who are n ot  satisfied with the response of the President  may  contact the 
Student Help Line at (800) 874 -0255 or  email at studentserv ices@cci.edu. 

mailto:studentservices@cci.edu�
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Students who feel that the sch ool has n ot  adequately  addressed a  complaint may  consider contacting the accrediting agency . 
All complaints submitted to the agency  must  be in  written form and directed to:  

Accrediting Council for  Indepen dent Colleg es and Sch ools 
750 Fir st Street,  N.E., Suite 980 

Wa shington, DC 20002-4241 
(202) 336 -6780 

 A student  or any  member of the public may  file a complaint about this institution with the Bureau for Private Postsecon dary  
Education  by  calling (800) 1 -888-37 0-7589  or by  completing a  complaint form, which can be obtained on  the bureau’s Internet 
Web site www.bppe.ca.g ov. 

POLICY AND PROGRAM CHANGES 
The College catalog  is current a s of the t ime of printing. The in stitution reserv es the right to make changes in  organizational 

structure, policy  and pr ocedures a s circumstances dictate.   This campus reserv es the right to make changes in  equipment and 
materials and modify  curriculum as it  deems necessary .  The College reserv es the right to cancel any  scheduled class in  which 
there is an insufficient  number of students enrolled.   When size and curriculum permit, classes may  be combined to pr ov ide 
meaningful instruction and training and contribute to the lev el of interaction among students.  Students are expected to be 
familiar with the information  presented in this College catalog. 

FINANCIAL INFORMATION 
Tuition and fee in formation  for  each campus can be found in “Appendix  B: Tuition  and Fees” in  this catalog. 

TUITION AND FEES 
Modu lar pr ograms are offer ed throughout the y ear on  a schedule independent of the standard quarter calendar.  When a 

student begin s enrollment in  a modular program, the student is charged for tuition by  academic y ear, instea d of by  quarter.   
For  quarterly  pr ograms, arrangements for  paym ent of tuition  and book charges (if a pplicable) must  be made in  advance of 

the first  day  of cla sses for each term for  which the student  is enrolled.   The College charges the student 's tuition  account for 
tuition at  the beginning of each term for which the student  is enrolled.  

Tuition and fees for subsequent quarters will be charged at  the published rate in effect  at the beginning of each quarter. 
The minimum full-time course load is 12 credits per  quarter. Non -credit-bearing coursew ork will be charged at  the same 

rate a s credit-bearing coursework. Textbook costs per  quarter are dependent  upon the classes for  which the student is register ed. 
All credits for  which a  student is registered are charged at the current rates,  including  any  courses being repeated. Arrangements 
to cov er the cost of tuition, books,  and fees must  be completed prior to registration  each quarter. 

The student 's total tuition  for  a giv en quarter is determined by  multiply ing the number  of credit  hours for which the student 
is registered at  the end of the Add/Dr op period by  the then current tuition  rate for that number of credit  hours.    

ADDITIONAL FEES AND EXPENSES 
Charges for  textbooks and equipment are separate from tuition.  The institution does n ot charge for books and equipment 

until the student purchases and receiv es the items.  Incidental supplies,  such a s paper  and pencils,  are to be furnished by  
students.   

VOLUNTARY PREPAYMENT PLAN 
The College pr ov ides a  v oluntary  prepayment plan to students and their families to help reduce the balance due upon entry. 

Details are av ailable upon request  fr om the Financial Aid Office. 

STUDENTS RIGHT TO CANCEL 
A student has the right to cancel the Enrollment Agreement until midnight of the sev enth calendar day  after enrollment or 

through attendance at the fir st class session, whichev er is later.  The Enrollment Agreement does not  constitute a contract until it 
has been appr ov ed by  an official of The Sch ool.  If the agreement is not  accepted by  The Sch ool, all monies paid will be refunded.  A 
student who has not  v isited The Sch ool prior to enrollment may  withdraw without penalty  following either the regularly  scheduled 
or ientation procedures or  a tour of The Sch ool and in spection of the equipment.  

OFFICIAL WITHDRAWALS 
A student has the right to withdraw at any  time. An official withdrawal must be documented in writing. An official withdrawal 

is con sidered to hav e occurred on the earlier of a) the date that the student pr ov ides to The School official n otification of his or her 
intent to withdraw or b) the date that the student begins the withdrawal pr ocess. Students who must withdraw fr om The Sch ool are 
requested to notify  the office of the Academic Dean/Director of Education by  teleph one, in person, or in writing, to pr ov ide official 
notification  of their intent to withdraw. Students will be asked to prov ide the official date of withdrawal and the rea son for 
withdrawal in writing at the time of official n otification. When the student begins the pr ocess of withdrawal, the student or the office 
of the Academic Dean/Director of Education  will complete the necessary  form(s). 

Quarter-based Programs: After the cancellation period, students in quarter-based programs who officially  withdraw fr om 
The Sch ool prior to the end of The School’s official add/dr op period will be dr opped from enrollment, and all monies paid will be 
refunded.  

Modular Programs: Although there is no add/dr op period in modular programs, for students who officially  withdraw within 
the first fiv e class day s (or for weekend classes within sev en calendar day s from the date they  started cla ss,  including the day  they  
started class), all monies paid will be refunded.  

REFUND POLICIES 
This School is certified by  the U.S.  Department of Education a s an eligible participant in the Federal Student Financial Aid 

(SFA) pr ograms established under the Higher Education Act of 1965 (HEA ), a s amended (Title IV  pr ograms).  

http://www.bppe.ca.gov/�
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When a  student withdraws, The School must complete both a “ Return to Title IV” and a  refund calculation.  
• Fir st, if the student is a Title IV recipient, The Sch ool must  determine h ow much federal grant and loan a ssistance the 

student has earned under the Federal Return of Title IV  Funds Policy . If the student (or  parent, in  the ca se of a  PLUS 
Loan) is eligible for  additional funds at the time of withdrawal, the student may  receiv e a ddit ional SFA funds.  If the 
student receiv ed more SFA funds than he or  she earned under  the Federal Return of Title IV  Funds policy , The Sch ool,  
and in some ca ses the student,  is required to return the unearned funds to the Federal pr ogram(s) or lender, a s 
applicable.  The federal Return to Title IV  policy  is ex plained below. 

• Second, The School must determine h ow much of the tuition  and fees it is eligible to r etain using the applicable refund 
policies. A  refund will be calculated on the ba sis of the inst itutional refund policy  and any  applicable state refund 
policies. If a  state or accrediting agency  refund policy  applies,  it  will be included on this agreement (see below).   

The student will  be given the benefit of the refund policy that results in the largest refund to the student. 
Any  unpaid balance of tuition  and fees that remains after calculating the refund and apply ing the amount of SFA funds 

earned ba sed on  the Federal Return of Title IV  Funds policy  must be paid by  the student  to The Sch ool. 
The refund calculation  will be ba sed on  the date of withdrawal. Any  monies due the applicant or student  will be refunded 

within 30 day s of the date of cancellation, termination, or  determination  of withdrawal. If a  student receiv ed a  loan for tuition, a  
refund will be made to the lender to reduce the student’s loan debt.  If the am ount of refund exceeds the unpaid balance of the 
loan, the balance of funds will then be applied in  the following order: 

1 . to pay  authorized charges at the inst itution; 
2. with the student ’s permission, applied to reduce the student ’s Tit le IV loan  debt (not  limited to the student ’s loan debt 

for  the period of enrollment); 
3. returned to the student.  
In  cases of pr olonged illness or  accident, death in  the family , or  other circumstances that make it  impractical to complete 

the pr ogram, The Sch ool will make a settlement that is reasonable and fair to both parties. 

Date of Withdrawal versus Date of Determination (DOD) 
The date of withdrawal for purposes of calculating a refund is the student’s last  date of attendance. The date of 

determination, from which The School has 45 day s to issue a  refund, is the earlier of the date the student officially  withdraws or 
the date The School determines the student has v iolated an academic standard. For  example, when a student  is withdrawn for 
v iolating an academic rule, the date of the student’s withdrawal shall be the student’s la st  date of attendance.  The date of 
determination shall be the date The Sch ool determines the student  has v iolated the academic rule, if the student has not  filed an 
appeal.  If the student files an  appeal and the appeal is denied, the date of determination is the date the appeal is denied. If the 
student ceases attendance without prov iding official not ification, the DOD shall be n o m ore than 14 day s from the student’s la st  
date of attendance. 

Effect of Leaves of Absence on Refunds  
If a  student does n ot return fr om an appr ov ed leav e of absence (where applicable) on the date indicated on the written 

request,  the refund will be made within 30 day s fr om the date the student was scheduled to return (DOD), but the refund 
calculation will be based on the student’s last  date of attendance. 

Federal Return of Title IV Funds Policy 
The Financial Aid Office is required by  federal statute to determine h ow much financial aid was earned by  students who 

withdraw, dr op out, are dismissed, or take a leav e of absence prior  to completing 60% of a  payment period or term. 
For  a  student who withdraws after the 60% point-in -time, there are n o unearned funds. Howev er, a sch ool must still 

complete a  Return calculation in order to determine whether the student is eligible for a  post-withdrawal disbursement.  
The calculation  is based on the percentage of earned aid using the following Federal Return of Title IV funds formula: 
Percentage of payment period or  term completed = the number of day s completed up to the withdrawal date div ided by  the 

total day s in the payment period or  term. (Any  break of fiv e day s or more is n ot counted a s part of the day s in the term.) This 
percentage is also the percentage of earned aid. 

Funds are returned to the appr opriate federal program ba sed on  the percentage of unearned aid u sing the following 
formula: 

Aid to be returned = (100% of the aid that could be disbursed minus the percentage of earned aid) multiplied by  the total 
amount of aid that could hav e been disbursed during the payment period or  term. 

If a  student earned less aid than was disbursed, the in stitution  would be requ ired to return a portion  of the funds and the 
student w ould be required to return a portion of the funds. Keep in  mind that when Tit le IV funds are returned, the student 
borr ower may  owe a debit  balance to the inst itution.  

If a  student earned more aid than was disbursed to him /her, the institution w ould owe the student a post-withdrawal 
disbursement which must be paid within 120 day s of the student’s withdrawal. 

The inst itution  must return the amount of Tit le IV funds for which it  is responsible n o later than 45 day s after the date of the 
determination of the date of the student’s withdrawal unless state policy  indicates a sh orter time frame (see state refund policy , if 
applicable). 

Refunds are allocated in  the following order: 
1 . Un subsidized Federal Stafford loans. 
2. Subsidized Federal Stafford loans. 
3. Un subsidized Direct  Stafford loans (other than PLUS loan s). 
4. Subsidized Direct  Sta fford loan s. 
5 . Federal Perkins loans. 
6. Federal PLUS loans. 
7 . Dir ect PLUS loans. 
8. Federal Pell Grants for which a return of funds is required. 
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9. Academic Competit iv eness Grants for  which a return of funds is required. 
10. National Smart Grants for which a return of funds is required. 
11 . Federal Supplemental Educational Opportunity  Grants (FSEOG) for  which a  return of funds is required. 

Return of Unearned SFA Program  Funds 
The Sch ool must  return the lesser  of: 
• The amount of SFA pr ogram funds that the student did n ot earn; or 
• The amount of institutional costs that the student incurred for  the payment period or period of enrollment multiplied 

by  the percentage of funds that were not  earned. 
The student (or  parent, if a Federal PLUS loan) must  return or  repay , a s appr opriate the amount by  which the original 

ov erpayment amount exceeds 50% of the total grant funds receiv ed by  the student for the payment period or  period of 
enr ollment, if the grant ov erpayment is greater than $50. 

(Note: If the student cannot  repay  the grant ov erpayment in  full,  the student must  make satisfactory  arrangements with the 
U.S.  Department of Education  to repay  any  outstanding grant balances.  The Student Financial Aid Department will be available 
to adv ise the student  in the ev ent that a student repayment obligation exists.  The indiv idual will be ineligible to receiv e 
additional student  financial assistance in the future if the financial obligation(s) are n ot satisfied.) 

Textbook and Equipment Return/Refund Policy 
If a  student who was charged for and paid for textbooks,  uniforms, or equipment, returns unmarked textbooks,  unworn 

uniforms, or new equipment within 45 day s following the date of the student’s cancellation, termination, or withdrawal, the 
institution shall refund the charge for the textbooks, uniforms, or equipment paid by  the student. Uniforms that hav e been w orn 
cannot be returned because of health and sanitary  reasons.  If the student fails to return unmarked textbooks, unworn uniforms or 
new equipment within 30 day s following the date of the student’s cancellation, termination, or withdrawal, the institution may  
retain the cost of the items that has been paid by  the student. The student may  then retain the equipment without further financial 
obligation  to The School. 

Pro Rata Refund Calculation 
The Sch ool will perform a pr o rata refund calculation for students who terminate their training before completing the period of 

enrollment. Under a pr o rata refund calculation, The Sch ool is entitled to retain only  the percentage of charges (tuition, fees,  room, 
board, etc.) proportional to the period of enrollment completed by  the student. The period of enrollment completed by  the student 
is calculated by  div iding the total number of calendar day s  in  the period of enrollment into the calendar day s in  the period as of the 
student’s last date of attendance.  The period of enrollment for students enrolled in modular pr ograms is the academic y ear.  The 
period of enrollment for students enrolled in quarter-based pr ograms is the quarter.  The refund is calculated using the following 
steps. 

1 . Determine the total charges for the period of enrollment. 
2. Div ide this figure by  the total number of calendar day s in the period of enrollment. 
3. The answer to the calculation in step (2) is the daily  charge for in struction. 
4. The amount owed by  the student for the purposes of calculating a refund is deriv ed by  multiply ing the total calendar day s in 

the period as of the student’s last date of attendance by  the daily  charge for in struction and adding in any  book or 
equipment charges. 

5 . The refund shall be any  amount in excess of the figure deriv ed in step (4) that was paid by  the student. 

STUDENTS CALLED TO ACTIVE MILITARY DUTY 
Newly Admitted Students 

Students who are newly  admitted to the sch ool and are called to activ e military  duty  prior to the first day  of cla ss in their first 
term/module shall receiv e a full refund of all tuition  and fees paid.   Textbook and equipment charges shall be refunded to the 
student upon return of the textbooks/unused equipment to the sch ool. 

Continuing Students 
Continuing students called to activ e military  duty  are entitled to the following: 
If tuition and fees are collected in adv ance of the withdrawal, a strict pr o rata refund of any  tuition, fees,  or other charges paid 

by  the student for the program and a cancellation of any  unpaid tuition, fees,  or other charges owed by  the student for the portion of 
the pr ogram the student does n ot complete following withdrawal for  activ e military  serv ice (“WZ”). 

Continuing Modular Diploma Students 
Continuing modular diploma students who hav e completed 50% or less of their program are entitled to a  full refund of tuition, 

fees, and other charges paid.  Such students who have completed more than 50% of their program are entitled to a strict pr o rata 
refund. 

STUDENT TUITION RECOVERY FUND DISCLOSURE 
You must pay  the state-imposed assessment for the Student Tuition Recov ery  Fund (STRF) if all of the following applies to y ou:  
1 . You are a  student, who is a  California resident and prepay s all or  part of y our tuition either by  cash, guaranteed student  
loans,  or  per sonal loan s, and  
2. Your total charges are n ot  paid by  any  third-party  pay er such a s an employ er, g ov ernment pr ogram or  other pay er unless 
y ou hav e a separate agreement to repay  the third party .  
You are not eligible for protection from the STRF and y ou are not  required to pay  the STRF assessment, if either of the 

following applies:  
1 . You are n ot a  California resident.  
2. Your total charges are paid by  a third party , such as an employ er, gov ernment program or other  pay er, and y ou hav e n o 
separate agreement to repay  the third party. 
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The State of California created the Student Tuition  Recov ery  Fund (STRF) to reliev e or mitigate econ omic losses suffered by  
California residents who were students attending certain schools regulated by  the Bureau for Private Postsecondary  and Vocational 
Education.  

You may  be eligible for STRF if y ou are a California resident, prepaid tuition, paid the STRF assessment, and suffered an 
econ omic loss a s a result of any  of the following:  

1 . The sch ool closed before the course of in struction  was completed.  
2. The school’s failure to pay  refunds or charges on behalf of a student to a  third party  for licen se fees or any  other purpose, 
or to pr ov ide equipment or  materials for  which a charge was collected within 180 day s before the closure of the sch ool.   
3. The school’s failure to pay  or reimburse loan pr oceeds under a  federally  guaranteed student loan program as required by  
law or to pay  or  reimburse proceeds receiv ed by  the school prior to closure in  excess of tuition  and other cost.   
4. There was a  decline in  the quality  of the course of in struction  within 30 day s before the sch ool closed or, if the decline 
began earlier than 30 day s prior  to closure, the period of declin e determined by  the Bureau.  
5 . An inability  to collect  on a  judgment against  the institution for a  v iolation of the Act. 

STUDENT FINANCING OPTIONS 
The school offer s a  v ariety  of student financing option s to help students finance their educational costs.  Detailed 

in formation r egarding financing option s av ailable and the Financial Aid pr ocess can be obtained fr om the sch ool’s Student 
Financial Planning Brochure. In formation regarding other sources of financial assistance such a s benefits av ailable through the 
Bureau of In dian Affairs,  Div ision of Vocational Rehabilitation, Veterans Assistance and State Pr ograms can  be obtained thr ough 
those agencies. 

FINANCIAL ASSISTANCE 
Financial a ssistance (aid) in the form of grants and loans is av ailable to eligible applicants who hav e the ability  and desir e to 

benefit fr om the specialized pr ogram/training offered at the sch ool. 

STUDENT ELIGIBILITY 
To receiv e financial a ssistance y ou must: 
1 . usually, hav e financial need; 
2. be a U.S. citizen  or  eligible n oncitizen; 
3. hav e a social security  number; 
4. if male, be registered with the Selectiv e Serv ice; 
5 . if currently  attending school, be making satisfactory  academic progress; 
6. be enrolled as a regular student in any  of the school’s eligible programs; 
7. n ot be in default on any  federally -guaranteed loan. 

FEDERAL FINANCIAL AID PROGRAMS 
The following describes the Federal Financial Aid Pr ograms available at  the sch ool.   Additional information regarding these 

pr ograms, eligibility  requirements, the financial aid process and disbursement of aid can be obtained through the sch ool’s 
Student Financial Planning Brochure, the school’s Student  Finance Office,  and the U.S.  Department of Education’s Guide to 
Federal Student Aid,  which pr ov ides a detailed description  of these programs.  The guide is av ailable online at: 

http://studentaid.ed.g ov /students/publication s/student_guide/index.html 

Federal Pell Grant 
The Federal Pell Grant Pr ogram is the largest  federal student aid pr ogram.  For many  students,  these grants pr ov ide a  

foundation  of financial assistance that may  be supplemented by  other resources.  Student eligibility  for the Federal Pell Grant 
Pr ogram is determined by  a standard formula that is rev ised and approv ed ev ery  y ear by  the federal g ov ernment.  Unlike loans, 
grants do n ot  hav e to be repaid. 

Federal Supplemental Educational Opportunity Grant (FSEOG) 
Un dergraduate students who are unable to continue their education without additional assistance may  qualify  for this 

pr ogram.  Grants are based on funds av ailable and do not  hav e to be repaid.   Need is determined by  the financial resources of the 
student and parents,  and the cost  of attending school. 

Federal Perkins Loan 
This low-interest  loan is av ailable to qualified students who need financial assistance to pay  educational expen ses.   

Repayment of the loan begins nine months a fter the student graduates,  leav es school or  dr ops below half-time status.   

Federal Work Study (FWS) 
The need-ba sed program pr ov ides part-time employment to students who need income to help meet their costs for 

postsecondary  education.  Funds under this program are limited. 

Federal Stafford Loans (FSL) 
Formerly  the Guaranteed Student Loan (GSL),  this low -interest  loan is av ailable to qualified students through the lending 

in stitutions or agencies participating in the pr ogram and is guaranteed by  the U.S.  gov ernment. Repayment begins six months 
after the student graduates, leav es sch ool or drops below  half-time status.  There are tw o ty pes of Federal Stafford Loans 
av ailable: Subsidized Loans and Unsubsidized Loans. 

Federal Subsidized Stafford Loan is a low -interest  loan issued by  a lender (bank, credit  union, or  sav ings and loan 
a ssociation).  Student eligibility  for a  Subsidized Sta fford Loan is ba sed on  “financial need.”   The Federal g ov ernment pay s the 
interest  while the student is in  school at  lea st half time, during the grace period and during periods of deferment.   

http://studentaid.ed.gov/students/publications/student_guide/index.html�
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Federal Unsubsidized Stafford Loan  is a  low -interest loan issued by  a lender (bank, credit union, or  sav ings and loan 
a ssociation).  Students do n ot hav e to demonstrate “need” in order to obtain this loan. Interest  accrues on this loan while a  
student attends school. 

Federal Parent Loan for Undergraduate Students (PLUS) 
The Federal Parent Loan for  Undergraduate Students (PLUS) prov ides additional funds to help parents pay  for  educational 

ex penses.   Parents may  borrow up to the cost  of their dependent student ’s education minus any  other  aid the student  is eligible 
for.    The interest  rate fixed and interest  accrues at the time of disbursement.  Repayment ty pically  begins within 60 day s after 
the loan has been fully  disbursed.  

Note: Federal student loans are insured by  state and priv ate n on -pr ofit guarantee agencies.   
Loan origination  fees may  be deducted fr om the loan by  the inst itution  making the loan a s set  forth by  federal regulation s.  

Military Scholarships and Grants, including Active Duty , Veterans and Family 
The campuses are recognized by  many  public and n on-profit organizations a s an appr ov ed in stitution to serv e the military  

community .  As educational benefit pr ograms become available, the campuses seek eligibility  with the funding organization s.  
Therefore, if y ou are activ e military , spouse, dependent, v eteran, serv ice person, reserv ist, or otherwise eligible, y ou may  qualify  for 
various educational benefit  pr ograms. Eligibility  criteria for military  educational assistance and benefits available vary  by  state and 
school,  so check with the funding organization  to see whether y ou qualify . 

 Workforce Scholarships and Grants, including Youth, Adult and Displaced Workers 
The campuses are recognized by  many  public and n on-profit organizations a s an appr ov ed in stitution to support state and local 

workforce education and employment initiativ es..  A s educational benefit  programs become av ailable, the campuses seek eligibility  
with the funding organization s.  Therefore, if y ou are unemploy ed, under employ ed, or otherwise eligible y outh or adult, y ou may  
qualify  for various workforce educational benefit  programs. Eligibility  criteria for  workforce educational assistance and benefits 
av ailable v ary  by  state, community  and school,  so check with the funding organization to see whether y ou qualify . 

WILLIAM D. FORD FEDERAL DIRECT LOAN PROGRAM 
Loans made through this pr ogram are referred to as Direct Loans.  Eligible students and parents borrow directly  from the U.S.  

Department of Education at participating schools. Direct Loans include subsidized and unsubsidized Direct Stafford Loans (also 
known as Direct Subsidized Loans and Direct Un subsidized Loans),  Direct PLUS Loans,  and Direct Con solidation  Loans. You repay 
these loans directly to the U.S. Department of Education. 
DREAM AWARD PROGRAM AND SCHOLARSHIPS 

Graduates of any  Corinthian Colleges, Inc. (CCi) sch ool may  be n ominated for  the CCi-sponsored Dream Award pr ogram.  
This award is giv en to recognize a graduate, for  whom the decision  to attend a  CCi sch ool was a  turning point  in the graduate’s 
life.   

The Dream Award pr ogram is div ided into two tier s – the Campus Dream A ward which is managed by  each campus and 
recognizes one graduate fr om each campus; and the Corinthian Dream Award,  which is selected by  Corinthian’s executiv e 
team and recognizes one “ultimate” winner fr om the pool of Campus Dream Award winners.   Eligible graduates must hav e 
graduated from a Corinthian Colleges,  Inc.  school within the three y ears prior to the n omination period and be n ominated by  
their campus.   Dr eam Award program scholarships will be awarded annually .  They  are n ot  transferable n or can they  be 
exchanged for cash.  Nominations and awards are determined by  an independent panel.   Scholar ship awards must  be u sed 
within two y ears of the award. 

Campus Dream A ward:  Each  campus will nominate one recent  graduate fr om the campus to represent  the campus in 
the award competition.  Nominations are accepted fr om April 1  to August 1  each  y ear.  Selection of the n ominee is based on a  
rev iew of recent  graduates within the past  three y ears by  the Campus Select ion Committee.   The selected nominee should be a 
graduate wh ose life story  could hav e gone in  any  direction, but whose decision to attend a  CCi sch ool was a  turning point for  
them.  The selected n ominee sh ould be an inspiration  and motiv ation to other students.   Each  Campus Dream Award recipient 
will receiv e: 

1 . A sch olarship w orth $2,500 that may  be used at any  CCi campus for training that is more adv anced than the one fr om 
which the n ominee has graduated, and 

2. A tr ophy . 
Corinthian Dream Award:  Following the close of the n omination  period for  the Campus Dream Award, the Corinthian 

Dream Award recipient will be selected fr om the campus n ominees by  the Corinthian Colleges Selection Committee,  composed 
of the Executiv e Management Team of CCi.   The award will be giv en to the n ominee with the most compelling story  and highest 
lev el of achiev ement.  The award will be announced to the winner by  the end of August and will be presented at the October CCi 
Pr esidents Meet ing.  The award will include: 

1 . A full scholarship that may  be u sed at  any  CCi campus for  training that is more adv anced than the pr ogram fr om which 
the recipient ha s graduated,   

2. An all expenses paid trip to the October Presidents Meeting, 
3. A tr ophy ,  
4. A letter of recognition fr om the CCi CEO and COO, and 
5. A n omination to the Career College Association (CCA) Great  Award. 
Additional information  regarding this award and scholarship pr ogram may  be requested fr om the Campus President. 

ALTERNATIVE LOAN PROGRAMS 
If y our primary  financing option does n ot fully  cov er y our pr ogram costs, alternativ e financing option s can help bridge that 

financial gap.  Private loan  pr ograms are conv enient, affordable and ea sy  to use.  
• There are alternativ e loan s prov ided by  priv ate lenders. 
• The interest rate is v ariable and the loan  appr ov ed and origination fees are ba sed on  credit. 
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• Repayment begin s six months after  graduation, leav ing sch ool or dropping  below half-time status. 
• Student may  apply  on their  own or  with a co-borr ower.  
Please refer  to Student Financial Planning br ochure and for further information or  please see one of the Student  Finance 

Planners.   

GRANTS AND SCHOLARSHIPS 
Cal Grants 

California sponsors the Cal Grant pr ograms through the Student Aid Commission.  Students who are California residents 
seeking postsecondary  education may  qualify  if they  hav e not defaulted on  a prev ious student loan and do not  owe a refund on any  
state or federal educational grant.  Awards are ba sed on financial need, academic pr ogress and pr ogram of study. 

Imagine America Scholarships 
Ev erest College participates in the Imagine America scholarship program operated by  the Career Training Foundation  of 

Washington D.C. Under this sch olarship pr ogram two $1 ,000 Imagine America sch olarships are available at each participating high 
school and can be awarded to two graduating high school seniors from that school. 

Sch olarship certificates are sent directly  to the high school from the Career Training Foundation of Wa shington D.C.  The high 
school guidance counselor and the high school principal select the students of their choice to receiv e the award. Certificates hav e to 
be signed by  the counselor  and principal to be valid.  The chosen high sch ool seniors can each only  receiv e one Imagine America 
scholarship. 

Imagine America scholarship certificates are to be giv en to the Financial Aid Office prior to class commencement, are n on-
transferable and cannot be exchanged for cash. Scholarship certificates will be accepted until the end of the y ear in which they  are 
awarded. 

STUDENT SERVICES 

PLACEMENT ASSISTANCE 
The College encourages students to maintain satisfactory  attendance, conduct and academic pr ogress so they  may  be v iewed 

fav orably  by  pr ospectiv e employ ers.   While the College cannot  guarantee employment, it has been  successful in placing the 
majority  of its graduates in their  field of training.  The field of training is listed in each  pr ogram descript ion and includes the 
DOT code, which is deriv ed fr om the U.S.  Department of Labor Dictionary  of Occupational Titles.   The DOT can also be cr oss-
referenced with O*NET Online for a further description of the variou s job titles that utilize the core skills acquired in  the 
student’s pr ogram of study .  All graduating students participate in the following placement assistance activ ities: 

• Pr eparation of resumes and letters of introduction –an important step in a  well-planned job search; 
• Interv iewing techniques.   Students acquire effectiv e interv iewing skills through practice exercises; 
• Job referral by  Career Serv ices Department.  The Career  Serv ices Department compiles job opening s fr om employ ers in 

the area. 
All students are expected to participate in  all career serv ices activ ities,  and failure to do so may  jeopardize these priv ileges.   

Participation in the job a ssistance pr ogram includes students activ ely  dev eloping their own job leads fr om the direction  pr ov ided 
by  the Career Serv ices Department.  Graduates may  continue to utilize the College’s placement assistance pr ogram at no 
additional cost.   

EVEREST CARE PROGRAM 
The Ev erest CARE Student Assistance Pr ogram is a free personal-support pr ogram for our students and their families.  This 

pr ogram prov ides enrolled students direct and confidential access to pr ofessional counseling. For more information, please v isit the 
website http://www.ev erestcares.com or call (888) 852-6238. 

STUDENT ACTIVITIES 
Throughout the school y ear, activ ities that encourage school spirit  and dev elop student  leadership may  be offer ed.  The 

College believ es that participation in  these activ ities is an important part of the educational pr ocess,  and student  inv olv ement is 
encouraged. 

HOUSING 
While the school does n ot offer h ousing, information on  a wide variety  of h ousing option s is available fr om the Coordinator 

of Student Serv ices. 

TRANSPORTATION ASSISTANCE 
The College maintains information  on public transportation  and a  list of students interested in car-pooling. 

FIELD TRIPS 
This campus believ es that training is enriched by  observ ing real-life a pplication s.   When  appr opriate,  v isits are arranged to 

indu strial or  pr ofessional location s. 

SPECIAL LECTURES 
Guest  lecturers are inv ited to speak to students about career opportunities and current indu stry  applications of educational 

pr ograms. 

DRUG ABUSE PREVENTION 
In formation  on drug abuse prev ention is av ailable at the College for  all students and employ ees. 

http://www.everestcares.com/�
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ADVISING 
The College pr ov ides adv ising to students on  issues inv olv ing education  and academics.   For per sonal pr oblems that may  

require pr ofessional a dv ising or counseling, the College has information regarding community  resources that are av ailable upon 
request  fr om the Campus President. 
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PROGRAMS OFFERED 
 
 
Diploma Programs 

Ma ssage Therapy 
Medical Administrativ e A ssistant 
Medical A ssistant 
Medical In surance Billing and Coding 
Pharmacy  Technician 

Associate of Science Degree Programs 
Accounting 
Bu siness 
Criminal Ju stice 
Paralegal 
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DIPLOMA PROGRAMS 
 

Massage Therapy 
Diplom a program 
9 months - 750 hours – 55 credit units 
          V 3 

  
 The Ma ssage Therapy  pr ogram is designed to prov ide the student with the necessary  tools required to successfully  enter the 
massage indu stry .  Whether it is a day  spa, phy sician’s office,  health club, or resort, graduates of this pr ogram will hav e acquired 
all the tools needed to thriv e in this exciting new career. 
 This 750-h our pr ogram con sists of one pre-r equisite course,  eight self-contained units of learning called modules, and a 30 
h our clinic,  which the student must complete before they  graduate.  Each student must  successfully  complete the pre-r equisite 
course before mov ing on  to any  one of the remaining modules in  the program. Included in  this pr ogram are 225 

 

h ours of 
Anatomy  and Phy siology , as well a s introduction to principles and practices of massage therapy , massage fundamentals,  
massage and bodywork, pathology , business and success skills,  and health and wellness.   Upon  the successful completion  of this 
pr ogram, graduates will hav e receiv ed the education necessary  to attain a career  in one of the most  engaging and exciting  fields 
today .  The graduate may  w ork in  an entry -lev el position  as a Massage Therapist in  a variety  of health care facilities, including, 
but n ot  limited to,  a massage clinic, h ospital,  chir opractic office, nursing h ome, health club, spa,  resort, or in private practice.   
Ma ssage Therapists may  be employ ed in  urban, suburban, and rural areas. 

Module 
Code Module Title Contact 

Hours 
Quarter 
Credit Hours 

Prerequisite course: 
MTD100 Introduction to Massage Therapy 80 6.0 
Modular courses: 
MTD201 Bu siness and Ethics 80 6.0 
MTD237 Swedish Massage, Pre-Natal, Post-Natal and Infant, & Elder/Geriatric Massage 80 6.0 
MTD263 Ea stern Theory  and Practice 80 6.0 
MTD220 Energy  & Non-Traditional Therapies, Wellness & CPR 80 6.0 
MTD282 Deep Tissue, My ofascial Release & Pin and Stretch 80 6.0 
MTD214 Neuromuscular/Trigger Point and Muscle Energy  Techniques 80 6.0 
MTD246 Clinical and Sports Massage 80 6.0 
MTD295 Health and Wellness 80 6.0 
MTD278 Ma ssage Therapy  Clinic* 30 1.0 
PROGRAM TOTAL With Clinic: 750 55.0 
* Massage Therapy  Clinic hours are to be scheduled throughout the last three modules of training. 
 
MT D100 – Introduction to Massage Therapy 6.0 Quarter Credit Hours 
This module is designed to prepare the student for future course work in more advanced modalities presented later on in the program.  
The topics cov ered in this course are Joint Classification, Range of Motion of the shoulder, Western Theory  & History, the Benefits of 
Ma ssage Therapy  on the Body  Sy stems, Classification of Massage Mov ements, Draping Procedures, The Client Consultation, 
Pr ocedures for a Complete Body  Massage, The Skeletal Sy stem, The Muscular Sy stem, General Structural Plan of the Body , Mov ements, 
and Directional Terms, and Indications/Contraindications for Massage Therapy.  Prerequisite: None. Lecture Hours: 40.0 Lab Hours: 
40.0 Other Hours: 0.0. 
MT D201 – Business and Ethics 6.0 Quarter Credit Hours 
This module is designed to prov ide students with an understanding of the job opportunities in the massage industry while building core 
computer and business skills.  Professionalism, ethical practice, the law as it  relates to massage and communication are discussed. 
Clinical practice in Swedish massage, and chair massage and integrated techniques continue to build the massage therapists practical 
skills. Prerequisite MTD100 Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0. 

MT D237 – Swedish Massage, Pre-Natal, Post-Natal and Infant, & Elder/Geriatric Massage 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with the theory  & hands-on skills inv olv ed in practicing a form of massage known as 
Swedish Massage.  Also cov ered in this module are range of motion for hips, pre-natal, post-natal, infant & elder /geriatric massage and 
an understanding of the anatomy and phy siology  of the reproductiv e sy stem.   Prerequisite: MTD100. Lecture Hours: 40.0 Lab Hours: 
40.0 Other Hours: 0.0 
MT D263 – Eastern Theory and Practice 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with the understanding and knowledge of Eastern theory  and practice as used within 
different sty les of Asian bodywork.  The student will also learn the immune and lymphatic sy stems.  For specific musculature cov ered 
for this module please refer to the anatomy  and phy siology  outline. Prerequisite: MTD100 Lecture Hours: 40.0 Lab Hours: 40.0 Other 
Hours: 0.0. 
MT D220 – Energy & Non-Traditional Therapies, Wellness & CPR 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with the theory  and hands-on skills inv olved in introducing fundamental energy  based 
modalities including polarity  beginning Reiki hand-placements. The student will be introduced to basic health and wellness concepts 
including CPR. This module will also prov ide the student with the understanding of the integumentary  sy stem and musculature of the 
forearms and hands. Prerequisite: MTD100. Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 
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MT D282 – Deep Tissue, Myofascial Release & Pin and Stretch 6.0 Quarter Credit Hours 
This module is designed to prov ide students with an understanding of my ofascial, deep tissue and pin and stretch techniques.  These 
techniques will be incorporated into a Swedish massage to better address individual client needs.  Students will use basic assessment 
skills to identify  muscular holding patterns and dev elop treatment plans. The indications and contraindications of these techniques will 
be discussed as will specific sights of caution for deep tissue.  In addition students will dev elop an understanding of the digestiv e 
sy stem, urinary sy stem and the muscles of the anterior neck. Also cov ered are joints of the Spine and Thorax. Prerequisite: MTD100. 
Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 
MT D214 – Neuromuscular/Trigger Point and Muscle Energy Techniques 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with the understanding and knowledge of neuromuscular techniques (NMT), muscle 
energy  techniques (MET) and trigger point therapy  and the assessment skills necessary  for these modalities.  The student will also learn 
the nerv ous sy stem and the musculature of the deep posterior spinal muscles. Prerequisite: MTD100. Lecture Hours: 40.0 Lab Hours: 
40.0 Other Hours: 0.0 
MT D246 – Clinical and Sports Massage 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with the understanding and knowledge of clinical and sports massage techniques and 
the assessment skills necessary  for these modalities.  The student will also learn the assessment skills,  charting/documentation, clinical 
applications and focus within the endocrine sy stem with a review or the nerv ous sy stem (CNS/PNS).  For specific musculature cov ered 
for this module please refer to the anatomy  and phy siology  outline. Cov ered in this module are the endocrine and peripheral nerv ous 
sy stems, and muscles of the leg and foot. Prerequisite: MTD100. Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 
MT D295 – Health and Wellness 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with an ov erall understanding of the skills inv olv ed in working in spa services and in 
working with specific strategies to enhance good health and wellness. Prerequisite: MTD100 Lecture Hours: 40.0 Lab Hours: 40.0 
Other Hours: 0.0. 

MT D278 – Massage Therapy Clinic 1.0 Quarter Credit Hour 
This course is designed to prov ide the student with a realistic hands-on v iew and experience of working in the field by  participating in a 
real massage therapy clinic or ‘mock’ clinic environment.  The clinic prov ides the students an opportunity  to enhance skills learned and 
practiced fr om instruction.  This course is a continuation of superv ised clinical practice integrating the principles of Swedish massage, 
chair massage and adjunctiv e therapeutic modalities. Students are afforded the opportunity  to practice their massage and ev aluation 
skills on a div erse group of subjects.  Prerequisite: Successful completion of 6 of the 9 modules and Instructor approv al.  Students may  
be able to start the clinic prior to the 6th module with instructor approv al. Lecture Hours: 00.0 Lab Hours: 00.0 Other Hours: 30.0. 
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Medical Administrative Assistant 
Diplom a program 
8 months – 720 hours – 47  credit  units 
          V 1 

The objectiv e of the Medical Administrativ e A ssistant Pr ogram is to prepare students for  entry -lev el posit ions as medical 
administrativ e a ssistants in a v ariety  of health care sett ings.   Students study  v arious administrativ e procedures related to the 
medical office.   Students will learn accounting functions essential to a medical env ironment, set  up patient records and maintain 
all filing and record keeping, basics of coding with CPT and ICD-9  codes,  preparation and pr ocessing  insurance claims, dictation  
and transcription, correspon dence and mail processing and computerized practice management. 

The Medical Administrativ e A ssistant Pr ogram is designed to pr epare students for  entry -lev el position s as medical 
administrativ e a ssistants in a v ariety  of health care sett ings.   Students study  v arious administrativ e procedures related to the 
medical office,  including patient processing and assessment, pr ocessing  medical insurance claims, bill collect ions,  and g eneral 
office pr ocedures utilized in  v arious medical offices.  In  addition to acquiring manual and hands-on  administrativ e skills,  the 
pr ogram is designed to teach students computer and key boarding skills which enables them to become familiar with the 
computerized techn ology  that is becoming m ore v isible in  the twenty -fir st century  medical office env ironment. 

 
Ma jor Equipment: Autoclave, Calculators, Personal Computers, Patient Examination Table, Stethoscopes,  Sphygmomanometer, 
Transcription Machine 
 
Module A: Office Finance 6.0 Quarter Credit Hours 
Module A introduces accounting functions essential to a medical environment.  Students learn basic bookkeeping procedures and apply  
them to a bookkeeping project and accounting sy stem.  Students will also complete assignments writing payroll checks and keeping 
check registers.  Patient billing is an integral portion of the module, including tracing delinquent claims and insurance problem solv ing.  
Students study  essential medical terminology, build on key boarding and word processing skills, and become familiar with the self–
directed job search process by  learning how to cultivate the right on-the-job attitude, assembling a working wardrobe and identify ing 
the strategies it takes to become the best  in y our new job so that y ou can advance in y our career.  They  also become familiar with 
essential medical terminology . Lecture Hours: 40.0   Computer/Keyboarding Hours: 20.0   Spelling/Skillbuilding Hours: 20.0 

Module B:  Patient Processing and Assisting 6.0 Quarter Credit Hours 
In  Module B, students learn to set up patient records and maintain and organize them manually  and electronically.  Students become 
familiar with records management sy stems and dev elop skills in alphabetic filing and indexing, and appointment scheduling.  The basics 
of health insurance are introduced, as well the basic of coding with CPT and ICD-9 codes.   Students are trained in v ital signs, and a 
cardiopulmonary  resuscitation (CPR) course is taught.  Students study  essential medical terminology, build on key boarding and word 
processing skills, and become familiar with the self-directed job search process by  identify ing their personal career objectiv e. Lecture 
Hours: 40.0   Computer/Key boarding Hours: 20.0   Spelling/Skillbuilding Hours: 20.0 

Module C:  Medical Insurance  6.0 Quarter Credit Hours  
Module C dev elops student proficiency  in preparing and processing insurance claims.  Students study  insurance programs, including 
HMOs, PPOs, and worker’s compensation plans.  National coding sy stems used for claims processing are studied.  Students learn to 
obtain information from patient charts and ledgers to complete insurance forms accurately.  Students are giv en hypothetical insurance 
billing situations and select  appropriate forms, codes, and procedures to process insurance claims for optimal reimbursement.  Office & 
insurance collection strategies are also included.  Students study  essential medical terminology , build on key boarding and word 
processing skills, and become familiar with the self-directed job search process by  dev eloping career networking techniques that will 
assist y ou in being successful in the medical field.  Lecture Hours: 40.0   Computer/Key boarding Hours: 20.0   Spelling/Skillbuilding 
Hours: 20.0 
Module D:  Insurance Plans and Collections  6.0 Quarter Credit Hours 
Module D dev elops student proficiency in preparing and processing insurance claims.  The Medicaid, Medicare, TRICARE, and 
CHAMPVA programs are discussed.  Students learn to obtain information from patient charts and ledgers to complete insurance forms 
accurately .  They  also focus on important aspects of the collection process including collection letters, telephone calls, and collection 
servicing agencies.  They  will also learn about Occupational Safety  and Health Administration (OSHA) standards and the use of 
univ ersal precautions in the medical office.  Medical ethics and law are also included.  Students study  essential medical terminology, 
build on keyboarding and word processing skills, and become familiar with the self-directed job search process by  identify ing and 
demonstrating what a successful job interview contains and how to answer common interv iew questions accurately . Lecture Hours: 40.0   
Computer/Key -boarding Hours: 20.0   Spelling/Skillbuilding Hours: 20.0 

 
Module Module Title 

T otal 
Clock Hours 

Quarter 
Credit Units 

Modu le A Office Finance 80 6.0 
Modu le B Patient Pr ocessing  and Assist ing 80 6.0 
Modu le C Medical In surance 80 6.0 
Modu le D In surance Plans and Collection s 80 6.0 
Modu le E Office Pr ocedures 80 6.0 
Modu le F Patient Care and Computerized Practice Management 80 6.0 
Modu le G Dental Administrativ e Pr ocedures 80 6.0 
Modu le X Medical Administrativ e A ssistant Externship 160 5.0 
 TOTAL 720 47.0 
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Module E: Office Procedures 6.0 Quarter Credit Hours 
In  Module E,  students are introduced to dictation and transcription.  Emphasis is also placed on correspondence and mail processing, 
health information management and the medical facility  env ironment.  Students will also become familiar with disability  income 
insurance and legal issues affecting insurance claims. In addition, students learn about the Health Insurance Accountability  and 
Portability  Act (HIPAA). Students study  essential medical terminology , build on key boarding and word processing skills,  and become 
familiar with the self-directed job search by  learning how to set  their own career goals. Lecture Hours: 40.0   Computer/Key boarding 
Hours: 20.0   Spelling/Skillbuilding Hours: 20.0 
Module F: Patient Care and Computerized Practice Management 6.0 Quarter Credit Hours 
Module F emphasizes computerized practice management, including file maintenance, patient records,  bookkeeping and insurance.  
Students will learn the health insurance claim form and managed care sy stems.  Hospital billing is introduced this module.  Students 
will also learn about the history  of the healthcare industry  and the Medical Assisting Profession. In addition, students learn basic 
techniques for taking patients v ital signs.  They  learn OSHA standards and the use of univ ersal precautions in the medical office.  
Students study  essential medical terminology, build on key boarding and word processing skills, and become familiar with the self-
directed job search process by  learning all about how to become and learn from mentoring. Lecture Hours: 40.0   
Computer/Key boarding Hours: 20.0   Spelling/Skillbuilding Hours: 20.0  
Module G: Dental Administrative Procedures 6.0 Quarter Credit Hours 
Module G focuses on basic administrative procedures performed in the dental office.   Students are introduced to the dental health team 
with emphasis on the tasks performed by  the administrativ e support staff.   Specialized procedures including appointment scheduling, 
bookkeeping, dental charting, processing patients, insurance billing and coding, and law and ethics are presented.  Students are also 
giv en an introduction to radiography  and radiation safety. Students will do v ital signs.  They  discuss interpersonal skills and human 
relations, telephone techniques, and patient reception techniques. Students build on key boarding and word processing skills,  become 
familiar with essential dental terminology , and become familiar with the self-directed job search process by  learning how to dress for 
success. Lecture Hours: 40.0   Computer/Key boarding Hours: 20.0   Spelling/Skillbuilding Hours: 20.0 

Module X – Medical Administrative Assistant Externship 5.0 Quarter Credit Hours 
Upon successful completion of modules A through G, students participate in a 160-hour externship at an approv ed facility. This course 
is 160 hours of superv ised, practical, in-serv ice experience in a medical office or clinic in which the student practices direct application 
of all administrative functions of the medical administrativ e assistant. Lecture Hours: 0.0 Computer/Key boarding Hours: 0.0   
Spelling/Skillbuilding Hours: 0.0   Other Hours:  160 
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Medical Assistant 
Diplom a program 
10 months – 880 h ours – 59 credit  units 
          V 2 

The Medical A ssistant Diploma Program is designed to prepare students for entry -lev el position s a s medical assistants in a 
variety  of health care settings. Students learn the structure and function of the major body  sy stems in conjunction with medical 
terminology , diagnostic and therapeutic pr ocedures,  computer skills, administrativ e processes,  bookkeeping and accounting 
practices,  and the pr ocessing of medical in surance forms and claims. 

In recent y ears, the medical assisting pr ofession has become indispensable to the health care field. Phy sicians hav e become 
more reliant on medical a ssistants for their fr ont and back office skills.   Medical offices and ambulatory  care pr ov iders,  clinics, 
hospitals, urgent care centers, nursing homes, medical supply  businesses,  home health agencies,  insurance pr ov iders,  and 
pharmaceutical companies are seeking their serv ices. This diploma program prepares graduates to fill entry -lev el positions such as 
clinical or administrativ e assistant, medical receptionist, and medical insurance biller. 

The g oal of the Medical A ssistant Diploma Program is to prepare competent entry -lev el medical assistants in the cognitiv e 
(knowledge),  psy chomotor (skills),  and affectiv e (behav ior) learning domains required and necessary  to prepare them for entry  lev el 
positions such as clinical or administrativ e assistant, medical receptionist, and medical insurance biller. Students study  the 
structure and function of the major body  sy stems in  conjunction with medical terminology , diagnostic and therapeutic pr ocedures,  
computer skills,  administrative pr ocesses, bookkeeping and accounting practices, and the processing of medical insurance form s 
and claims. 
 

Course 
Number 

Course Title Clock 
Hours 

Quarter 
Credit Units 

Module  
MA INTRO 

Introduction to Medical Assisting  080 6.0 

Module A Integumentary, Sensory , and Nerv ous Sy stems, Patient Care 
and Communication 

080 6.0 

Module B Mu scular Sy stem, Infection Control, Minor Office Surgery, and 
Pharmacology 

080 6.0 

Module C Digestiv e Sy stem, Nutrition, Financial Management, and First 
Aid 

080 6.0 

Module D Cardiopulmonary  Systems, Vital Signs, Electrocardiography, 
and CPR 

080 6.0 

Module E Urinary , Blood, Lymphatic, and Immune Sy stems and 
Laboratory  Procedures 

080 6.0 

Module F Endocrine, Skeletal, and Reproductiv e Sy stems, Pediatrics, and 
Geriatrics 

080 6.0 

Module G Medical Law and Ethics, Psy chology , and Therapeutic 
Pr ocedures 

080 6.0 

Module H Health Insurance Basics, Claims Processing, and Computerized 
Billing 

080 6.0 

Module X Externship 160 5.0 
 Program Total 880 59.0 
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MODULE MA INTRO - Introdu ction  t o Medical A ssisting  6.0-Quarter Credit Unit s 
Modu le MA INTRO introduces students to the medical assisting profession, medical terminology , interpersonal skills,  
study  techniques,  and ba sic clinical skills.  Students are introduced to the rules needed to build,  spell,  and pr onounce 
health care terms, ba sic prefix es,  suffixes,  word r oots,  combining forms, and terms associated with body  structure and 
directional terminology . Students study  the pr ofessional qualities and pr ofessional per sonal appearance of a  medical 
a ssistant. They  learn about the administrativ e and clinical duties performed by  a medical assistant. Additionally , 
students study  the purpose of accreditation and the significance of becoming credentialed pr ofessional. Students also 
study  the importance of interper sonal skills and the application of these skills with patients and fellow employ ees.  
Students will gain kn owledge of ba sic medical in surance billing,  coding concepts,  and the use of coding reference books.  
Students are intr oduced to the basic clinical skills of obtaining v ital signs,  drawing and pr ocessing blood samples,  and 
preparing and administering injection s—pr ocedures that they  will continue to practice through out the remaining 
modules.  Students learn h ow to u se kn owledge of multiple intelligences to enhance study ing and learning and h ow to 
make their per sonality  ty pe work for them. Successful n ote-taking and listening skills are rev iewed, a s well as 
techniques for  remembering. Students also gain kn owledge of test-taking strategies,  including methods that can be used 
for  reducing test anxiety .  Lecture: 40 Hrs  Lab: 40 Hr s  Prerequisite: None 

MODULE A  - Integumentary, Sensory, and Nervou s Sy stems, Patient Care and Communication 
         6.0-Quarter Credit Unit s 
Modu le A emphasizes patient care,  including phy sical examination s and pr ocedures related to the ey es and ears,  the 
nerv ou s sy stem, and the integumentary  sy stem. Students will hav e an opportunity  to work with and rev iew patient 
charts and perform fr ont office skills related to records management, appointment scheduling, and bookkeeping. 
Students gain skills in  communication (v erbal and nonv erbal) when working with patients both on the ph one and in  
person. Students dev elop working kn owledg e of basic anatomy  and phy siology  of the special sen ses (ey es and ears),  
nerv ou s and integumentary  sy stem, common disea ses and disorders,  and medical terminology  related to these sy stems. 
Students check v ital signs,  obtain  blood samples,  and prepare and administer  injections.  Also introduced are strategies 
for  dealing with change, setting g oals,  and getting motiv ated. Students learn how to prepare an attractiv e business 
letter, along with demonstrating increasing speed and accuracy  on the computer key board and in medical transcription. 
Students build on  their key boarding  and word processing skills related to w ord processing and spreadsheet  pr ograms, 
with acceptable pr ogress through the identified text(s).  Lecture: 40 Hrs (20 in  Theory /10 in Clinical Lab/10 in  
Computer)  Lab: 40 Hrs (30 in  Clinical Lab/10 in Computer Lab) Prerequisite: MA INTRO 

MODULE B - Mu scular Sy stem, Infection  Control, Min or Office Surgery, and Pharmacology   
         6.0-Quarter Credit Unit s 
Modu le B stresses the importance of a sepsis and sterile technique in  today ’s health  care env ironment, along with the 
pr oper u se of per sonal pr otect iv e equipment. Students learn about ba sic bacteriology  and its relationship to in fection  
and disease contr ol.  Students identify  the purpose and expectation s of the Occupational Health and Sa fety  
Administration  (OSHA) and the Clinical Laboratory  Improv ement Amendments (CLIA ) regarding disea se transmission 
in  the medical facility . Students study  ba sic math concepts to prepare for medication  dosage calculation s. Students 
learn the principles and v arious meth ods of administering medication. Ba sic pharmacology  and the u ses,  inv entory , 
cla ssification, and effects of therapeutic drugs are included. Students participate in the positioning and draping of 
patients for  v arious examinations and prepare for  assist ing with minor  office surgical procedures. Students gain 
kn owledge of basic anatomy  and phy siology  of the muscular sy stem, common  diseases and disor ders,  and medical 
terminology  related to this sy stem. Students check v ital signs,  obtain blood samples, and prepare and administer 
injection s. Also introduced are strategies for  setting and accomplishing per sonal g oals,  along with h ow to succeed in 
accomplishing these g oals.  Students describe how to handle numbers,  symbols,  and abbrev iations in  transcribed 
material and demonstrate increasing speed and accuracy  on  the computer key board and in medical transcription. 
Students build on  their key boarding  and word processing skills related to w ord processing and spreadsheet  pr ograms, 
with acceptable pr ogress through the identified text(s).  Lecture: 40 Hrs (20 in  Theory /10 in Clinical Lab/10 in  
Computer)  Lab: 40 Hrs (30 in  Clinical Lab/10 in Computer Lab) Prerequisite: MA INTRO 



 37 

MODULE C - Digestive Sy stem, Nutrition, Finan cial Management, and First  Aid    
          6.0-Quarter Credit Unit s 
Modu le C intr oduces students to the health care env ironment, office emergencies, and first  aid, with an  emphasis on 
bandaging  techniques for  wounds and injuries.  Students will discuss ty pes of disasters and the medical a ssistant’s r ole 
in  emergency  preparedness and a ssisting during and after  a  disaster.  Students learn bookkeeping  pr ocedures,  accounts 
receiv able and pay able, financial management, banking, and check-writing pr ocedures essential to the successful 
operation  of the medical office.  Students study  the administrativ e and clinical uses of the electr onic health record. 
Students dev elop working kn owledge of good health, nutrition, weight  control,  and strategies in  pr omoting g ood health 
in  patients.  They  acquire kn owledg e of ba sic anatomy  and phy siology , common  disea ses and disorder s,  and medical 
terminology  of the digestiv e sy stem. Students check v ital signs,  obtain blood samples,  and prepare and administer 
injection s. They  are introduced to strategies for building activ e reading and comprehension skills, along with techniques 
for  managing time. Students practice transcribing accurate medical recor d notes and correcting  erron eous entries, 
along with  dem onstrating increa sing speed and accuracy  on the computer  key board and in  medical transcription. 
Students build on  their  key boarding  and w ord pr ocessing  skills r elated to w ord processing  and sprea dsheet  programs, 
with acceptable pr ogress through the identified text(s).   
Lecture: 40 Hr s (20 in Theory /10 in  Clinical Lab/10 in Computer) 
La b: 40 Hr s (30 in Clinical Lab/10 in  Computer Lab)  
Pr erequisite: MA INTRO 

MODULE D - Cardiopulmonary Systems, Vital Signs, Electrocardiography, and CPR    
          6.0-Quarter Credit Unit s 
Modu le D examines the circulatory  and respiratory  sy stems, including the structure and function  of the heart and lungs, 
along with diseases,  disorders,  diagnostic tests,  anatomy  and phy siology , and medical terminology  a ssociated with these 
sy stems. Students a pply  knowledg e of the electrical pathway s of the heart muscle in pr eparation for apply ing 
electr ocardiography  leads and recor ding  a  12-lead electr ocardiogram  (ECG). Students r eceiv e in struction  in 
cardiopulmonary  resuscitation (CPR) and the u se of an  automated external defibrillator  (A ED), which enables them to 
respon d to cardiac emergencies.  Students check v ital signs and differentiate between  n ormal values for pediatric and 
adult patients. Students obtain  blood samples and prepare and administer injection s. Students will discuss h ow to apply  
critical and creativ e thinking skills to analy zing  and pr oblem solv ing in  the workplace and ev ery day  life.  Students study  
the preparation  of a  History  and Phy sical examination  report,  along with demon strating increasing speed and accuracy  
on  the computer key board and in  medical transcription. Students build on their key boarding and w ord pr ocessing  skills 
related to wor d processing and spreadsheet  pr ograms, with acceptable progress thr ough the identified text(s).   
Lecture: 40 Hr s (20 in Theory /10 in  Clinical Lab/10 in Computer) 
La b: 40 Hr s (30 in Clinical Lab/10 in  Computer Lab)  
Pr erequisite: MA INTRO 

MODULE E - Urinary, Blood, Lymphatic, and Immune Systems and Laboratory Procedures  
          6.0-Quarter Credit Unit s 
Modu le E introduces microbiology  and laboratory  procedures commonly  per formed in  a phy sician’s office or  medical 
clinic. Students learn specimen identification, collection, handling and transportation  pr ocedures and practice 
v enipuncture and r outine diagnostic hematology . Maintenance and care of laboratory  equipment and supplies are 
discussed. Students gain w orking knowledge of radiology  and nuclear medicine,  in  addition to variou s radiological 
examinations and patient preparation  for  these exams. Anatomy  and phy siology  of the urinary  sy stem and the body ’s 
immunity , including the structure and functions,  as well as common  diagnostic exams and disorder s related to these 
sy stems, is presented. Students per form common laboratory  tests, check v ital signs,  and per form selected inv asiv e 
pr ocedures. Students learn essential medical terminology  related to the body  sy stems and topics introduced in  the 
module. Students learn the skills inv olv ed in  organizing and writing a paper.  Students transcribe miscellaneou s medical 
reports,  along with demon strating increasing speed and accuracy  on the computer key board and in  medical 
transcription. Students build on their  key boarding and word pr ocessing skills related to word processing and 
spreadsheet programs, with acceptable pr ogress through the identified text(s).  Lecture: 40 Hrs (20 in  Theory /10 in 
Clinical Lab/10 in  Computer)  Lab: 40 Hr s (30 in Clinical Lab/10 in  Computer Lab) Prerequisite: MA INTRO 
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MODULE F - En docrine, Skeletal, and Reproductive Sy stems, Pediatrics, and Geriatrics  
          6.0-Quarter Credit Unit s 
Modu le F cov ers general anatomy  and phy siology , including an ov erv iew of the study  of biology  and the v arious body  
structures and sy stems. This module also examines the anatomy, phy siology , and functions of the skeletal, endocrine,  
and r epr oductiv e sy stems, along with medical terminology  associated with these sy stems. Students learn about child 
growth and dev elopment. They  dev elop working  knowledge of the skills necessary  to a ssist in a pediatrician’s office and 
learn the important differ ences that are specific to the pediatric field. Some of the skills students learn in this area  are 
height and weight measurements and restraining techniques used for in fants and childr en. They  check v ital signs,  assist  
with diagn ost ic examination s and laboratory  tests,  and instruct patients regarding health pr om otion practices. Students 
gain kn owledge of signs and symptoms of possible child abu se or neglect. Students also become familiar with human 
dev elopment across the life span. They  will discuss n ormal and abn ormal changes that are part of the aging pr ocess and 
the medical a ssistant’s respon sibilit ies related to the older person. Students check v ital signs,  obtain blood samples, and 
prepare and administer  inject ions.  Students discu ss the importance of the ability  to compose business documents and 
reports and practice composing bu siness documents and e-mails.  Students dem onstrate increasing speed and accuracy  
on the computer key board and in  medical transcription. Students build on  their key boarding and w ord processing skills 
related to wor d processing and spreadsheet  pr ograms, with acceptable progress thr ough the identified text(s).  Lecture: 
40 Hr s (20 in Theory /10 in  Clinical Lab/10 in Computer)  Lab: 40 Hrs (30 in Clinical Lab/10 in Computer Lab) 
Pr erequisite: MA INTRO 

MODULE G - Medical Law, and Ethics, Psych ology, and Therapeutic Procedures 
          6.0-Quarter Credit Unit s 
Modu le G cov ers the history  and science of the medical field,  as well a s the medical assisting pr ofession. Students gain 
working kn owledge of concepts related to patient reception  in the medical office and preparing for  the day . They  discuss 
the importance of pr ofessional behav ior  in the workplace. Students learn what it takes to become an office manager and 
the responsibilities an office manager has to the office, the staff,  and the phy sician. Students are introduced to medical 
office safety , security , and emergency  pr ov isions.  They  study  how to maintain equipment and inv entory . The functions 
of computers in  the medical office are discussed. Students also talk about the r ole ergon omics play s in the health of the 
staff and patients.  Students learn how to pr ov ide mobility  assistance and support to patients with special phy sical and 
emotional needs, and variou s phy sical therapy  modalities are discu ssed. Also introduced are the ba sic principles of 
psy ch ology , psy chological disorders,  diseases, available treatments, and medical terminology  related to mental and 
behav ioral health. Medical law and ethics in relation to health care are discu ssed. Skills and attitudes necessary  for  
success in the workforce are introduced, along with how to create a résumé, and follow through with the job search. 
Students check v ital signs,  obtain  blood samples,  and prepare and administer  injections.  Students dem onstrate 
increa sing speed and accuracy  on the computer key board and build on  their key boarding and wor d processing skills 
related to wor d processing and spreadsheet  pr ograms, with acceptable progress thr ough the identified text(s).  Lecture: 
40 Hr s (20 in Theory /10 in  Clinical Lab/10 in Computer)  Lab: 40 Hrs (30 in Clinical Lab/10 in Computer Lab) 
Pr erequisite: MA INTRO 

MODULE H – Health In surance Ba sics, Claims Processing, and Computerized In surance Billing 
          6.0-Quarter Credit Unit s 
Modu le H intr oduces students to in surance billing  and prov ides an  in-depth  exposure to diagnostic and pr ocedural 
coding. Students gain  working  knowledge of the major  medical in surances and claims form processing.  They  are 
introduced to ty pes and sources of in surance,  health insurance basics,  tradit ional insurance plans,  managed care, 
Medicare,  Medicaid,  military  carriers,  and Worker’s Compensation  and Disability  in surance.  This m odule cov ers the 
format of the ICD-9 -CM manual, the CPT-4  and HCPCS manuals,  and their  relation ship to the pr ocess of insurance 
claims submission. Patient  expectation s of the medical practice in  regard to billing and collection s and patient 
confidentiality  are cov ered. Students gain kn owledge of how  to enter patient information  and schedule appointments 
electr onically , along with processing in surance claims both manually  and electronically . Students continue to dev elop 
ba sic clinical skills by  taking v ital sign s, obtaining blood samples,  and preparing and administering inject ions.   
Lecture: 40 Hr s (20 in Theory /10 in  Clinical Lab/10 in Computer)  Lab: 40 Hrs (30 in  Clinical Lab/10 in Computer Lab) 
Pr erequisite: MA INTRO 

MODULE X - Medical Assistant Diploma Program Externship   5.0 Quarter Credit Hours 
Upon successful completion  of all modules, medical a ssisting students participate in a  160-h our externship at an 
approv ed facility . The externship pr ov ides the student an opportunity  to apply  principles and practices learned in  the 
pr ogram and utilize entry -lev el medical a ssisting skills in working with patients.  Medical A ssistant Diploma Pr ogram 
extern s w ork under the direct superv ision  of qualified per sonnel at the participating externship sites,  and under  general 
su perv ision of the sch ool staff. Superv isory  per sonnel at  the site ev aluate externs at 80- and 160-h our interv als.  
Completed evaluation forms are placed in the students’ permanent records.  Students must  successfully  complete their  
extern ship experience in or der to fulfill requ irements for graduation. Lecture: 00 Hrs  Lab: 00 Hrs  Extern 160 
Pr erequisite: MA INTRO, Modules A -H 
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Medical Insurance Billing and Coding 
Diplom a program 
8 months – 720 hours – 47  credit  units 
          V 2 

 Medical In surance Billing and Coding pr ofessionals per form a variety  of administrativ e health information function s, 
including  those a ssociated with organizing, analy zing, and technically  ev aluating health insurance claim forms and coding 
disea ses,  surgeries,  medical pr ocedures,  and other therapies for billing and collect ion. 
 The objectiv e of the Medical Billing and Coding Pr ogram is to pr ov ide the student with the appr opriate didactic theory  and 
hands-on  skills necessary  to prepare them for entry -lev el position s a s medical insurance biller s and coder s in today ’s health care 
offices,  clinics,  and facilities.   Students will study  diagnostic and procedural terminology  as it relates to the accurate completion  
of medical insurance claims.  Utilizing a format of medical specialties,  relev ant terms will also be introduced and studied. 
 The Medical In surance Billing and Coding Program is a 720 clock hour /47 .0 credit  unit course of study , consist ing of sev en 
indiv idual learning units,  called modules.   Students are required to complete all modules,  starting with Module MEDINTRO and 
continuing in any  sequence until all sev en modules hav e been  completed.  After  the MEDINTRO Introductory  Module is 
completed, the remaining six  modules stand alone as units of study .  If students do n ot  complete any  portion of one of these 
modules,  the entire module must  be repeated.  Upon  successful complet ion all modules,  students participate in an externship.  
This con sists of 160 clock h ours of hands-on  experience working either in a tutorial cla ssroom sett ing called a  practicum or in an 
outside facility  in the field of medical in surance billing and coding. 
 

Course 
Number Course Title Clock Hours Credit Units 
MEDINTRO Introduction to Medical Terminology, Key boarding, Word Processing,  

Ba sic Math, Insurance Coding, and Administrativ e Duties of Medical 
Personnel 

80 6.0 

MIBCL Anatomy & Phy siology, Medical Terminology, Diagnostic and Procedural 
Coding of the Cardiovascular and Lymphatic Sy stems 

80 6.0 

MIBGU Anatomy & Phy siology, Medical Terminology, Diagnostic and Procedural 
Coding of the Genitourinary  Sy stem 

80 6.0 

MIBIE Anatomy & Phy siology, Medical Terminology, Diagnostic and Procedural 
Coding of the Integumentary  and Endocrine Sy stems, and Pathology 

80 6.0 

MIBMS Anatomy & Phy siology, Medical Terminology, Diagnostic and Procedural 
Coding of the Musculoskeletal Sy stem 

80 6.0 

MIBRG  
 

Anatomy & Phy siology, Medical Terminology, Diagnostic and Procedural 
Coding of the Respiratory  and Gastrointestinal Sy stems 

80 6.0 

MIBSN Anatomy & Phy siology, Medical Terminology, Diagnostic and Procedural 
Coding of the Sensory  and Nerv ous Sy stems, and  Psy chology 

80 6.0 

MIBP Practicum –OR– 
160 5.0 

MIBE Externship 
PROGRAM TOTAL 720 47.0 

 

Module MEDINTRO - Introduction to Medical Terminology, Keyboarding, Word Processing,   6.0 Quarter Credit 
Hours Basic Math, Insurance Coding, and Administrative Duties of Medical Personnel 
This module presents basic prefixes, suffixes,  word roots,  combining forms, special endings, plural forms, abbrev iations, and 
symbols.   Also cov ered is medical jurisprudence and medical ethics.  Legal aspects of office procedure are cov ered, including a 
discussion of various medical/ethical issues in today ’s medical env ironment. Students will learn basic computer skills and acquire 
knowledge of basic medical insurance billing and coding.  Students are prov ided exposure to computer software applications used 
in the health care env ironment including basic key boarding, Word and Excel.  In addition, basic guidelines and coding conv entions 
in ICD-9 and CPT are cov ered with focus on the professional (outpatient) guidelines, as well as an introduction to the use of the 
coding reference books.  Basic math is introduced. Career skills and dev elopment of proper study  and homework habits are 
introduced as well as professionalism needed in the healthcare environment. Prerequisite:  None.   Lec Hrs: 40  Lab Hrs: 40  Other 
Hrs: 0 
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Module MIBCL – Anatomy & Physiology, Medical Termin ology, Dia gnostic and Procedural Coding of the 
Cardiovascular and Lymphatic Sy stems 6.0 Quarter Credit Hours 
This module presents a study  of basic medical terminology  focused on the cardiov ascular sy stem and the lymphatic sy stem. A 
word-building sy stems approach is used to learn word parts for constructing or analy zing new terms. Emphasis is placed on 
spelling, definition, usage, and pronunciation. Abbreviations are introduced as related terms are presented within the module. A 
study  of the human body ’s diseases and disorders, including signs, symptoms, etiology, diagnosis, and treatment, is accomplished 
following the modular subject areas.  Students are prov ided exposure to computer software applications used in the health care 
env ironment, including medical billing software, Word and Excel.  The major medical insurances and claims form processing is 
presented in an ongoing approach to build this skill set.  It will include information on national and other common insurance plans 
as well as claim form completion and ICD and CPT coding.  Problem solv ing and managed care sy stems will also be discussed. Daily  
financial practices to include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be 
discussed. Computer use in the ambulatory  env ironment will also be taught. Basic and advanced guidelines and coding conventions 
in CPT will be taught with focus on the professional (outpatient) guidelines. The evaluation and management documentation 
guidelines will be discussed, as well as the proper use of modifiers. Basic guidelines and coding conv entions in ICD-9-CM diagnosis 
coding and medical necessity  with CPT pairing will be stressed, as well as the use of a natural language encoder program. Various 
aspects of pharmacology  will be discussed including a study  of the medications prescribed for the treatment of illnesses and 
diseases within the modular subject area. Included in this are drug actions and medication uses in relation to body  sy stems and 
medical terminology. To prepare the student to comprehend the complexity  of the health care sy stem and the life cy cle of a medical 
practice, areas that will be discussed include personnel management, compliance, technology , and the many  roles of office 
management. Prerequisite:  MEDINTRO     Lec Hrs: 40  Lab Hrs: 40  Other Hrs: 0 

Module MIBGU – Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural  6.0 Quarter Credit 
Hours Coding of the Genitourinary System 
This module presents a study  of basic medical terminology  focused on the genitourinary  sy stem. A word-building sy stems approach 
is used to learn word parts for constructing or analy zing new terms. Emphasis is placed on spelling, definition, usage, and 
pronunciation. Abbreviations are introduced as related terms are presented within the module. A study  of the human body ’s 
diseases and disorders, including signs, symptoms, etiology, diagnosis, and treatment, is accomplished following the modular 
subject areas. Students are prov ided exposure to computer software applications used in the health care env ironment, including 
medical billing software, Word and Excel.  The major medical insurances and claims form processing is presented in an ongoing 
approach to build this skill set.  It will include information on national and other common insurance plans as well as claim form 
completion and ICD and CPT coding.  Problem solv ing and managed care sy stems will also be discussed. Daily  financial practices to 
include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be discussed. Computer 
use in the ambulatory  environment will also be taught. Basic and advanced guidelines and coding conv entions in CPT will be taught 
with focus on the professional (outpatient) guidelines.  The ev aluation and management documentation guidelines will be 
discussed, as well as the proper use of modifiers.  Basic guidelines and coding conv entions in ICD-9-CM diagnosis coding and 
medical necessity  with CPT pairing will be stressed, as well as the use of a natural language encoder program. Various aspects of 
pharmacology  will be discussed including a study  of the medications prescribed for the treatment of illnesses and diseases within 
the modular subject area. Included in this are drug actions and medication uses in relation to body  sy stems and medical 
terminology . To prepare the student to comprehend the complexity of the health care sy stem and the life cy cle of a medical practice, 
areas that will be discussed include personnel management, compliance, technology, and the many  roles of office management. 
Prerequisite:  MEDINTRO     Lec Hrs: 40  Lab Hrs: 40  Other Hrs: 0 

Module MIBIE –  Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural  6.0 Quarter Credit 
Hours Coding of the Integumentary and Endocrine Systems, and Pathology 
This module presents a study  of basic medical terminology  focused on the integumentary  sy stem, the endocrine sy stem, and 
pathology. A word-building sy stems approach is used to learn word parts for constructing or analy zing new terms. Emphasis is 
placed on spelling, definition, usage, and pronunciation. Abbrev iations are introduced as related terms are presented within the 
module. A study  of the human body ’s diseases and disorders, including signs, symptoms, etiology , diagnosis, and treatment, is 
accomplished following the modular subject areas. Students are prov ided exposure to computer software applications used in the 
health care environment, including medical billing software, Word and Excel.  The major medical insurances and claims form 
processing is presented in an ongoing approach to build this skill set.  It  will include information on national and other common 
insurance plans as well as claim form completion and ICD and CPT coding.  Problem solv ing and managed care sy stems will also be 
discussed. Daily  financial practices to include patient fee determining, credit arrangements and bookkeeping and bank-keeping 
procedures will be discussed. Computer use in the ambulatory  environment will also be taught. Basic and advanced guidelines and 
coding conventions in CPT will be taught with focus on the professional (outpatient) guidelines.  The ev aluation and management 
documentation guidelines will be discussed, as well as the proper use of modifiers. Basic guidelines and coding conv entions in ICD-
9-CM diagnosis coding and medical necessity  with CPT pairing will be stressed, as well as the use of a natural language encoder 
program. Various aspects of pharmacology  will be discussed including a study  of the medications prescribed for the treatment of 
illnesses and diseases within the modular subject area. Included in this are drug actions and medication uses in relation to body  
sy stems and medical terminology. To prepare the student to comprehend the complexity  of the health care sy stem and the life cy cle 
of a medical practice, areas that will be discussed include personnel management, compliance, technology, and the many  roles of 
office management. Prerequisite:  MEDINTRO     Lec Hrs: 40  Lab Hrs: 40  Other Hrs: 0 

Module MIBMS – Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural  6.0 Quarter Credit 
Hours Coding of the Musculoskeletal System 
This module presents a study  of basic medical terminology  focused on the musculoskeletal sy stem. A word-building sy stems 
approach is used to learn word parts for constructing or analy zing new terms. Emphasis is placed on spelling, definition, usage, and 
pronunciation. Abbreviations are introduced as related terms are presented within the module. A study  of the human body ’s 
diseases and disorders, including signs, symptoms, etiology, diagnosis, and treatment, is accomplished following the modular 
subject areas. Students are prov ided exposure to computer software applications used in the health care env ironment, including 
medical billing software, Word and Excel.  The major medical insurances and claims form processing is presented in an ongoing 
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approach to build this skill set.  It will include information on national and other common insurance plans as well as claim form 
completion and ICD and CPT coding.  Problem solv ing and managed care sy stems will also be discussed. Daily  financial practices to 
include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be discussed. Computer 
use in the ambulatory  environment will also be taught. Basic and advanced guidelines and coding conv entions in CPT will be taught 
with focus on the professional (outpatient) guidelines.  The ev aluation and management documentation guidelines will be 
discussed, as well as the proper use of modifiers.  Basic guidelines and coding conv entions in ICD-9-CM diagnosis coding and 
medical necessity  with CPT pairing will be stressed, as well as the use of a natural language encoder program. Various aspects of 
pharmacology  will be discussed including a study  of the medications prescribed for the treatment of illnesses and diseases within 
the modular subject area. Included in this are drug actions and medication uses in relation to body  sy stems and medical 
terminology . To prepare the student to comprehend the complexity of the health care sy stem and the life cy cle of a medical practice, 
areas that will be discussed include personnel management, compliance, technology, and the many  roles of office management. 
Prerequisite:  MEDINTRO     Lec Hrs: 40  Lab Hrs: 40  Other Hrs: 0 

Module MIBRG – Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural 6.0 Quarter Credit 
Hours Coding of the Respiratory and Gastrointestinal Systems 
This module presents a study  of basic medical terminology  focused on the respiratory  sy stem and the gastrointestinal sy stem. A 
word-building sy stems approach is used to learn word parts for constructing or analy zing new terms. Emphasis is placed on 
spelling, definition, usage, and pronunciation. Abbreviations are introduced as related terms are presented within the module. A 
study  of the human body ’s diseases and disorders, including signs, symptoms, etiology, diagnosis, and treatment, is accomplished 
following the modular subject areas.  Students are prov ided exposure to computer software applications used in the health care 
env ironment, including medical billing software, Word and Excel.  The major medical insurances and claims form processing is 
presented in an ongoing approach to build this skill set.  It will include information on national and other common insurance plans 
as well as claim form completion and ICD and CPT coding.  Problem solv ing and managed care sy stems will also be discussed. Daily  
financial practices to include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be 
discussed. Computer use in the ambulatory  env ironment will also be taught. Basic and advanced guidelines and coding conventions 
in CPT will be taught with focus on the professional (outpatient) guidelines. The evaluation and management documentation 
guidelines will be discussed, as well as the proper use of modifiers. Basic guidelines and coding conv entions in ICD-9-CM diagnosis 
coding and medical necessity  with CPT pairing will be stressed, as well as the use of a natural language encoder program. Various 
aspects of pharmacology  will be discussed including a study  of the medications prescribed for the treatment of illnesses and 
diseases within the modular subject area. Included in this are drug actions and medication uses in relation to body  sy stems and 
medical terminology. To prepare the student to comprehend the complexity  of the health care sy stem and the life cy cle of a medical 
practice, areas that will be discussed include personnel management, compliance, technology , and the many  roles of office 
management. Prerequisite:  MEDINTRO     Lec Hrs: 40  Lab Hrs: 40  Other Hrs: 0 

Module MIBSN – Anatomy & Physiology, Medical Terminology, Diagnostic and Procedural 6.0 Quarter Credit 
Hours Coding of the Sensory and Nervous Systems, and Psychology 
This module presents a study  of basic medical terminology  focused on the sensory  sy stem, the nerv ous sy stem, and psy chology . A 
word-building sy stems approach is used to learn word parts for constructing or analy zing new terms. Emphasis is placed on 
spelling, definition, usage, and pronunciation. Abbreviations are introduced as related terms are presented within the module. A 
study  of the human body ’s diseases and disorders, including signs, symptoms, etiology, diagnosis, and treatment, is accomplished 
following the modular subject areas.  Students are prov ided exposure to computer software applications used in the health care 
env ironment, including medical billing software, Word and Excel.  The major medical insurances and claims form processing is 
presented in an ongoing approach to build this skill set.  It will include information on national and other common insurance plans 
as well as claim form completion and ICD and CPT coding.  Problem solv ing and managed care sy stems will also be discussed. Daily  
financial practices to include patient fee determining, credit arrangements and bookkeeping and bank-keeping procedures will be 
discussed. Computer use in the ambulatory  env ironment will also be taught. Basic and advanced guidelines and coding conventions 
in CPT will be taught with focus on the professional (outpatient) guidelines. The evaluation and management documentation 
guidelines will be discussed, as well as the proper use of modifiers. Basic guidelines and coding conv entions in ICD-9-CM diagnosis 
coding and medical necessity  with CPT pairing will be stressed, as well as the use of a natural language encoder program. Various 
aspects of pharmacology  will be discussed including a study  of the medications prescribed for the treatment of illnesses and 
diseases within the modular subject area. Included in this are drug actions and medication uses in relation to body  sy stems and 
medical terminology. To prepare the student to comprehend the complexity  of the health care sy stem and the life cy cle of a medical 
practice, areas that will be discussed include personnel management, compliance, technology , and the many  roles of office 
management. Prerequisite:  MEDINTRO     Lec Hrs: 40  Lab Hrs: 40  Other Hrs: 0  Once a student has completed all modules, he 
or  she will be placed in his or her final module of training, as chosen by  the school administration, in an on -campus practicum 
experience or out in the field in an approv ed externship facility .   

Module MIBP – Practicum 5.0 Quarter Credit Hours 
Upon successful completion of Modules MIBINTRO. MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, and MIBSN, Medical Insurance 
Billing and Coding students participate in a 160 hour practicum on-campus.  The practicum prov ides the student an opportunity  to 
apply  principles and practices learned in the program and utilize entry -lev el skills in working with insurance companies and 
processing claims.  Medical insurance billing and coding students work under the direct superv ision of the school staff.  Students 
are evaluated by  an instructor or Department Chair at 80 and 160 hour intervals.  Completed evaluation forms are placed in the 
students permanent records.  Students must successfully  complete their practicum experience in order to fulfill requirements for 
graduation. Prerequisite:  Successful completion of Modules MIBINTRO, MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, and MIBSN.  
Lec Hrs: 0   Lab Hrs: 0 Other Hrs; 160 
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Module MIBE – Externship 5.0 Quarter Credit Hours 
Upon successful completion of Modules MIBINTRO. MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, and MIBSN, medical insurance 
billing/coding students participate in a 160-hour externship. Students are expected to work a full-time (40 hours per week) 
schedule if possible. Serving in an externship at an approv ed facility  giv es externs an opportunity  to work with the principles and 
practices learned in the classroom. Externs work under the direct superv ision of qualified personnel in participating institutions 
and under general superv ision of the school staff. Supervisory  personnel will evaluate externs at 80 and 160-hour intervals. 
Completed evaluation forms are placed in the students’ permanent records. Students must successfully  complete their externship 
training in order to fulfill requirements for graduation.  Prerequisite:  Successful completion of Modules MIBINTRO, MIBCL, 
MIBGU, MIBIE, MIBMS, MIBRG, and MIBSN.  Lec Hrs: 0  Lab Hrs: 0  Other Hrs; 160 
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Pharmacy Technician 
Diplom a program 
8 months– 720 hours – 49 credit  units 
          V 1 

Pharmacy  serv ices hav e expanded and grown at an accelerated rate. Pharmacy  Technicians play  a major role in pharmacy  
operation s and in  the ov erall healthcare work force.  As pharmacy  serv ices continue to grow, with new serv ices being offered, new 
drugs entering the market, and as comprehensiv e drug information becomes a necessity , the need for highly -trained pharmacy  
technicians increases. 

Many  of the traditional pharmacy  functions, once performed by  pharmacists, are now being performed by  pharmacy  
technicians.   Today ’s pharmacy  technician has a ssumed a position which supports and enhances the pr ogressiv e direction taken by  
pharmacy.  The technician has also become the key  person in a ssuring the smooth uninterrupted functioning of traditional 
pharmacy  serv ices. 

Pharmacy  is a dynamic field requiring an ongoing learning process.   Graduates from this training program will become activ e 
participants in this growing field by  exhibiting competence through knowledge and skills learned through the college. 

 
MODULE 
NUMBER 

MODULE  
TITLE 

CLOCK 
HOURS 

QUARTER CREDIT  
UNITS 

MODULE A Administration of Medications and Pharmacology  of the 
Endocrine/Lymphatic Sy stems 

80 6.0 

MODULE B Aspects of Retail Pharmacy and Pharmacology  of the Nerv ous 
Sy stem 

80 6.0 

MODULE C History  and Ethics of Pharmacy  and Pharmacology  of the 
Respiratory  System & Nuclear Oncology  Pharmacy  Practice 

80 6.0 

MODULE D 
 

In fection Control, Medication Errors and Alternative 
Medicine and  Pharmacology  of the Integumentary  System 
and Senses 

80 6.0 

MODULE E Administrative Aspects of the Pharmacy Technician & 
Pharmacology  of the G.I. and Muscular Sy stem 

80 6.0 

MODULE F 
 

Aspects of Hospital Pharmacy  and Pharmacology  of the 
Urinary  and Reproductiv e Sy stem 

80 6.0 

MODULE G 
 

Home Health Care, Pharmacy  Operations and Pharmacology  
of the Cardiovascular, Circulatory  and Skeletal Sy stem 

80 6.0 

MODULE H 
 

PTCB Rev iew, Professional Dev elopment, and the CA  
Pharmacy  Technician Registration Process 

40  3.0 

MODULE X 
 

Clinical Externship 120 4.0 

PROGRAM TOTAL: 720 49.0 

 
Module A - Administration of Medications and Pharmacology of the Endocrine and Lymphatic Systems 6.0 Quarter 
Credit Hours 
This module is designed to prov ide the student with an ov erall understanding of medication administration, safety  and quality  
assurance.  Included in this course is an ov erv iew and historical dev elopment of pharmacy.  Body  sy stems are cov ered in this module 
which includes the Endocrine and Lymphatic sy stems, and medications used to treat conditions of the endocrine sy stem.  Repackaging 
and compounding will be discussed and performed.  Included in this course is use of policy  and procedure manuals, materials 
management of pharmaceuticals, the pharmacy  formulary  sy stem, computer applications in drug-use control, receiv ing and processing 
medication orders.  Preparation and utilization of patient profiles, handling medications, storage and deliv ery  of drug products, records 
management and inventory  control, and compensation and methods of payment for pharmacy  serv ices are discussed.  Conv ersions and 
calculations used by  pharmacy  technicians will be discussed along with drug dosages in units and working with compounds, admixtures, 
and parenteral and IV medications. Hands-on skills in the laboratory  practice setting are performed. Lecture Hours: 40.0 Lab Hours: 
40.0 Other Hours: 0.0 
Module B - Aspects of Retail Pharmacy and  Pharmacology of the Nervous System 6.0 Quarter Credit Hours 
This module is designed to prov ide the student with responsibilities of a technician filling prescriptions,  including the information 
required to fill prescription and ty ping the prescription label.  This module also cov ers how to read a drug label.  Medications for the 
Respiratory  and Nerv ous sy stem are cov ered including a study of medications for neurological conditions,  mental disorders and a 
discussion on muscle relaxants.  This module will include C.P.R. certification.  Hands-on skills in the laboratory  practice setting are 
performed.  Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 

Module C - History and Ethics of Pharmacy and Pharmacology of the  
Respiratory System & Nuclear and Oncology Pharmacy Practice 6.0 Quarter Credit Hours        
This module is designed to introduce the student to the professional aspects of working in pharmacy  technology .  Subjects cov ered 
include a history  of and changing roles of pharmacists and pharmacy  technicians.  This module cov ers the Law and Ethics of Pharmacy  
which includes the Food and Drug Act, the 1970 Comprehensiv e Drug Abuse Prev ention and Control Act, and other modern-day  drug 
legislation.  The respiratory sy stem is discussed along with medications for respiratory  tract disorders.  Oncology  agents are cov ered in 
this module along with HIV/AIDS.  Calculations and dimensional analy sis of drug dosages are cov ered.  Hands-on skills in the 
laboratory  practice setting are performed.  Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 
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Module D - Infection Control, Medication Errors and Alternative Medicine and Pharmacology of the  
Integumentary System and Senses 6.0 Quarter Credit Hours 
This module cov ers pharmacy  technician registration and certification, including professionalism and communication in the pharmacy  
setting.  Ov er-the-Counter medications, v itamins and skin care products are discussed in this module.  Medications for the 
Integumentary  sy stem are cov ered along with a discussion on medication calculations for the elderly.  Also cov ered in this module are 
medications used for disorders of the ey es and ears.  Students learn the most common medication errors, alternative medication and 
food & drug interactions.  Hands-on skills in the laboratory  practice setting are performed. Lecture Hours: 40.0 Lab Hours: 40.0 Other 
Hours: 0.0 
Module E - Administrative Aspects of the Pharmacy Technician & Pharmacology of the  
G.I. and Muscular System 6.0 Quarter Credit Hours 
In  this module, emphasis is placed on the role and responsibilities of the pharmacy  technician regarding parenteral dosages, including 
using proportion in calculating drug dosages for pediatrics.  This module is designed to pr ov ide the student with an ov erall 
understanding of the administrative aspects and hands-on applications inv olved in working in a pharmacy.  Medications for the G.I.  and 
Mu sculoskeletal Sy stem are cov ered along with medications for disorders of the musculoskeletal sy stem, as well as a study  of general 
operations of pharmacies at different settings.  Subjects cov ered include safety  in the workplace, using computers in the pharmacy, 
communications and interpersonal relations within the pharmacy .  Students will learn about migraine headaches, analgesics and drugs 
for NSAID.  Uses of computers in the pharmacy  practice setting are cov ered.  Hands-on skills in the laboratory  practice setting are 
performed. Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 
Module F - Aspects of Hospital Pharmacy and Pharmacology of the Urinary and Reproductive System 6.0 Quarter 
Credit Hours 
This module is designed to prov ide the student with an ov erall understanding of anatomy and phy siology  as it relates to the Urinary  and 
Reproductiv e Sy stems.  Students will learn common tasks performed by  pharmacy  technicians in the hospital practice setting, including 
policies and procedures, responsibilities of the inpatient pharmacy  technician, and specific State requirements regulating the use of 
pharmacy  technicians in v arious States.  Students will familiarize themselves with intravenous flow rates of large v olume and small 
v olume IV, infusion of IV Piggybacks, and the use of a Heparin lock.  Critical Care flow rates and automated medication dispensing 
sy stems are discussed and calculated.  Hands-on skills in the laboratory  practice setting are performed.  Lecture Hours: 40.0 Lab Hours: 
40.0 Other Hours: 0.0 
Module G - Home Health Care, Pharmacy Operations and Pharmacology of the  
Cardiovascular, Circulatory and Skeletal System 6.0 Quarter Credit Hours 
This module is designed to familiarize the student with all aspects of home health care, mail order pharmacy /E-Pharmacy, and long 
term care pharmacy.  Also cov ered in this module is drug distribution sy stems utilized in the pharmacy  to include pharmacy  stocking 
and billing, inventory  and purchasing.  This module will prov ide students with the understanding of the cardiovascular, circulatory  and 
skeletal sy stem and discuss medications for circulatory  disorders and medications for the skeletal sy stem. Hands-on skills in the 
laboratory  practice setting are performed. Lecture Hours: 40.0 Lab Hours: 40.0 Other Hours: 0.0 

Module H – PTCB Review, Professional Development,  and the CA Pharmacy Technician Registration Process 3.0 
Quarter Credit Hours 
This 40-hour module is designed to prov ide the student with an understanding of the history  of Pharmacy  Technicians and pharmacy  
related Professional Associations.  Students will be familiarized with the California State Board of Pharmacy registration and PTCB 
certification exam.  Prerequisite: None.  Lecture Hours: 20.0 Lab Hours: 20.0 Other Hours: 40.0. 
Module X - Clinical Externship 4.0 Quarter Credit Hours 
This 120-hour module is designed to prov ide the student with superv ised, practical hands-on and observational experiences in the 
working pharmacy .  Students will be expected to gain experiences in either a hospital pharmacy  or a community  (retail) pharmacy .  
Students will gain exposure to “on -the-job” experiences and training in the pharmacy setting and practice of skills, gaining experiences 
in all aspects of drug preparation, and distribution utilized by  participating sites. Prerequisite: Completion of Didactic Program.  Lecture 
Hours: 0.0 Lab Hours: 0.0 Other Hours: 120.0. 
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ASSOCIATE OF SCIENCE DEGREE PROGRAMS 
 

Accounting 
Associate of Science Degree program 
24 months – 96 credit  units 
          V 1 

Accounting is the language of business and accounting pr ocedures and records are the basic ingredients that pr ov ide 
students with a broad and div erse backgr ound in  pr ofessional accounting, making a v ariety  of entry -lev el positions in  business,  
indu stry , and g ov ernmental accounting fields available to graduates of this program. 
 

 
Course Code 

 
Course Title 

Associates Degree 
Quarter Credit Hours 

College CORE REQUIREMENTS 
SLS 1105 Strategies for Success 4.0  
CGS 2167C Computer Applications  4.0  
SLS 1321 Career Skills 2.0  
Associate’s students choose 8 credits from the following:   
LIS 2004 Introduction to Internet Research 2.0  
MAN 2031 Let’s Talk Business 2.0  
OST 2335 Bu siness Communications 4.0  
MTB 1103 Bu siness Math 4.0  
OST 1141L Key boarding 2.0  
CGS 2510C Applied Spreadsheets 4.0  
  TOTAL QUARTER CREDIT HOURS  18.0 
MAJOR CORE REQUIREMENTS 
APA 2111 Principles of Accounting I 4.0  
APA 2121 Principles of Accounting II 4.0  
APA 2161 Introductory  Cost/Managerial Accounting 4.0  
ACG 2021 Introduction to Corporate Accounting 4.0  
APA 2141 Computerized Accounting 4.0  
ACO 1806 Payroll Accounting 4.0  
ACG 2551  Non-Profit Accounting 4.0  
TAX 2000 Tax Accounting  4.0  
MAN 1030 Introduction to Business Enterprise 4.0  
BUL 2131 Applied Business Law 4.0  
Ch oose two courses from the following:   
CGS 2510C Applied Spreadsheets 4.0  
FIN 1103 Introduction to Finance 4.0  
ACG 2178 Financial Statement Analy sis 4.0  
MAN 2021 Principles of Management 4.0  
  48.0 
GENERAL EDUCATION CORE REQUIREMENTS 
ENC 1101 Composition I 4.0  
ENC 1102 Composition II 4.0  
MAT 1033 College Algebra 4.0  
PSY 2012 General Psy chology 4.0  
SPC 2016 Oral Communications*  4.0  
AML 2000 Introduction to American Literature 4.0  
EVS 1001 Env ironmental Science 4.0  
SLS 1505 Ba sic Critical Thinking 2.0  
  TOTAL QUARTER CREDIT HOURS  30.0 
TOTAL QUARTER CREDIT HOURS REQUIRED FOR GRADUATION 96.0 

 *Online students will take SPCP2300 Fundamentals of Interpersonal Communication 
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Business 
Associate in Science Degree 
24 months – 96 credit  units 
           V 5 

 
The Associate of Science in Business pr ogram is offered to students whose career goals require a br oad kn owledge of the 

functional areas of bu siness.   All students will take coursew ork in the areas such as accounting, general business,  management, 
marketing, human resources,  computer applications,  ethics,  project management and business law.  In addition students will serv e 
an internship in order to directly  apply  the learned competencies in a functioning business env ironment.  All courses are dev eloped 
to engage the student with activ e, pr oject-ba sed learning including activ e use of technology  and community  resources where 
appr opriate.  The A ssociate’s program activ ely  incorporates key  skills, practices and applications needed in  the workplace and 
sought by  employ ers.  In addition to the interpersonal communication’s course, most course activ ities will encourage students to 
work in groups and giv e presentation s in the campus classroom setting.  Students will find their curriculum is organized to sequence 
the appr opriate courses and prerequisites towards their Associates degree and g oals of a career in business.   The Associate’s 
pr ogram prepares students for entry -lev el careers in  fields such as bu siness administration, marketing, human resources, 
operation s, accounting and sales. 
 

Course 
Code Course 

Associate’s Degree Quarter 
Credit Hrs. 

COLLEGE CORE REQUIREMENTS  
CGS 2167C Computer Applications 4.0  
SLS 1321 Career Skills & Portfolio Dev elopment 2.0  

SLSP 1103 Strategy & Critical Thinking 2.0  
OST 2335 Bu siness Communications 4.0  

     
 TOTAL COLLEGE CORE CREDIT HOURS  12.0 

MAJOR CORE REQUIREMENTS   
APA 2111 Principles of Accounting I 4.0  
APA 2121 Principles of Accounting II 4.0  
BUL 2131 Bu siness Law 4.0  
FIN 1103 Introduction to Finance 4.0  
GEBP 2430 Bu siness Ethics: Main St to Wall St 4.0  
MAN 1030 Introduction to Business  4.0  
MAN 2021 Principles of Management 4.0  
MAN 2300 Introduction to Human Resources  4.0  
MANP 2582 Introduction to Project Management 4.0  
MAN 2727 Strategic Planning for Business 4.0  
MAR 1011 Introduction to Marketing  4.0  
MAR 2305 Customer Relations & Serv icing 4.0  
SBM 2000 Small Business Management  4.0  
MAN 2946 Bu siness Internship *  4.0  

     
  TOTAL MAJOR CORE CREDIT HOURS  56.0 

GENERAL EDUCATION REQUIREMENTS  
ECOP 1021 General Economics   4.0  
ENC 1101 Composition I 4.0  
ENC 1102 Composition II 4.0  
EVS 1001 Env ironmental Science 4.0  
MAT 1033 College Algebra 4.0  
PSY 2012 General Psy chology 4.0  

SPCP 2300 Fundamentals of Interpersonal Communication 4.0  
     

 TOTAL GENERAL EDUCATION CREDIT HOURS  28.0 
   

TOTAL QUARTER CREDIT HOURS REQUIRED FOR GRADUATION         96.0 
*Online students must take MAR2721 Marketing on the Internet 
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Criminal Justice 
Associate of Science Degree program 
24 months – 96 credit  units 
          V 2 

The Criminal Just ice pr ogram pr ov ides a broa d under standing of the criminal justice sy stem and prepares graduates for  
entry -lev el career  opportunities in probation, correction s, immigration, law enforcement, and/or security .   
 

Course Code Course Title 
Associate’s Degree 
Quarter Credit Hrs. 

COLLEGE CORE REQUIREMENTS 
SLS 1105 Strategies for Success 4.0 
SLS 1321 Career Skills 2.0 
CGS 2167C Computer Applications 4.0 
  TOTAL QUARTER CREDIT HOURS 10.0 
MAJOR CORE REQUIREMENTS  
CCJ 2501 Juv enile Justice 4.0 
CCJ 1017 Criminology 4.0 
CCJ 1024 Introduction to Criminal Justice 4.0 
CJL 2130 Criminal Ev idence 4.0 
CJL 2134 Criminal Pr ocedure and the Constitution  4.0 
CCJ 1610 Criminal Inv estigations  4.0 
CCJ 2358 Criminal Justice Communications  4.0 
CCJ 2306 Introduction to Corrections 4.0 
CJD 2250 Introduction to Interviews and Interrogations 4.0 
DSC 2002 Introduction to Terrorism 4.0 
CCJ  2929 Criminal Justice Capstone Project 4.0 
 TOTAL QUARTER CREDIT HOURS 44.0 
The students will take 8.0 credits from following courses: 
CJE 2100 Policing in America 4.0 
CCJ 2288 Spanish for the Criminal Justice Professional * 4.0 
CCJ 2679 Introduction to Victims Adv ocacy   4.0 
CCJ 2943 Current Issues in Criminal Justice 4.0 
CJE 2670 Introduction to Forensics  4.0 
CCJ 1910 Career Choices in Criminal Justice  4.0 
  TOTAL QUARTER CREDIT HOURS 8.0 
GENERAL EDUCATION CORE REQUIREMENTS  
ENC 1101 Composition I 4.0 
ENC 1102 Composition II 4.0 
SPC 2016  Oral Communications ** 4.0 
SYG 2000 Principles of Sociology 4.0 
MAT 1033 College Algebra 4.0 
PSY 2012 General Psy chology   4.0 
SLS 1505 Ba sic Critical Thinking 2.0 
AML 2000 Introduction to American Literature 4.0 
EVS 1001 Env ironmental Science 4.0 
  TOTAL QUARTER CREDIT HOURS 34.0 
TOTAL QUARTER CREDIT HOURS REQUIRED FOR GRADUATION 96.0 
*Spanish  for the Criminal  Justice Professional  is not available for online stu dents 
**Online students must take SPCP2300 Fundamentals of Interpersonal  Communication  
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Paralegal 
Associate of Science Degree program 
24 months – 96 credit  units 
          V 1 

Graduates of the Paralegal pr ogram are prepared, under the direction of an attorney , to interv iew, gather, rev iew and 
analy ze factual situations; research the law; prepare and interpret legal documents; con duct day  to day  operations of a  legal 
office.   Graduates of the pr ogram may  find employment in  legal offices,  state and federal g ov ernment agencies, cor porate legal 
departments,  con sumer groups,  in surance companies, banks,  title companies,  and legal aid societies.   The Paralegal pr ogram is a 
terminal degree in that it trains in div iduals for entry -lev el positions and is not  a preparatory  curriculum for law school. 
 

Course Code Course Title 
Associates Degree 
Quarter Credit Hours 

COLLEGE CORE REQUIREMENTS 
CGS 2167C Computer Applications 4.0  
SLS 1105 Strategies for Success 4.0  
SLS 1321 Career Skills 2.0  
OST 2725 Applied Word Processing 4.0  
  TOTAL QUARTER CREDIT HOURS  14.0 
MAJOR CORE REQUIREMENTS 
PLA 1003 Introduction to Paralegal 4.0  
PLA 2363 Criminal Pr ocedure and the Constitution 4.0  
PLA 1105 Legal Research and Writing I 4.0  
PLA 2106 Legal Research and Writing II 4.0  
PLA 2273 Torts 4.0  
PLA 2423 Contract Law 4.0  
PLA 2600 Wills,  Trusts, and Probate 4.0  
PLA 2800 Family  Law 4.0  
PLA 2763 Law Office Management 4.0  
PLA 2203 Civ il Procedure 4.0  
TOTAL QUARTER CREDIT HOURS  40.0 
Students will take 8.0 credits from the following list: 
PLA 2460 Bankruptcy 4.0  
PLA 2930 Contemporary  Issues and Law 4.0  
PLA 2433 Bu siness Organizations  4.0  
PLA 2483 Introduction to Administrativ e Law 4.0  
PLA 2610 Real Estate Law  4.0  
PLA 2631 Env ironmental Law  4.0  
  TOTAL QUARTER CREDIT HOURS  8.0 
GENERAL EDUCATION CORE REQUIREMENTS 
ENC 1101 Composition I 4.0  
ENC 1102 Composition II 4.0  
SPC   2016 Oral Communications 4.0  
SYG 2000 Principles of Sociology 4.0  
MAT 1033 College Algebra 4.0  
PSY 2012 General Psy chology   4.0  
SLS 1505 Ba sic Critical Thinking 2.0  
AML 2000 Introduction to American Literature 4.0  
EVS 1001 Env ironmental Science 4.0  
  TOTAL QUARTER CREDIT HOURS  34.0 
TOTAL QUARTER CREDIT HOURS REQUIRED FOR GRADUATION  96.0 
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COURSE DESCRIPTIONS FOR QUARTER-BASED PROGRAMS 
COURSE NUMBERING SYSTEM 
 Ev erest  College uses the following course numbering sy stem: 

• 0000-0099 Pr eparatory  courses 
• 1000-2999 Low er div ision (fir st and second y ear) courses 

 Students enrolled in A ssociate’s degree pr ograms primarily  take courses in the lower div ision, alth ough they  are not  
restricted fr om taking upper div ision  courses in order to fulfill program course requirements or electiv e course requirements, 
pr ov ided pr erequisites,  if any , are satisfied. 
ACG 2021 Introduction to Corporate Accounting 4.0 Quarter Credit Untis 
This course defines financial accounting objectiv es and their relationship to business.   Students are introduced to the fundamental 
principles of accounting and the accounting cy cle as it  applies to corporations.   Prerequisite: APA 2121.  Lec. Hrs. 040 Lab Hrs. 000 
Other Hrs. 000. 
ACG 2178 Financial Statement Analysis 4.0 Quarter Credit Units 
The basics of financial statement analy sis in directing a firm’s operations are cov ered in this course.  Students will gain an 
understanding of how funds are acquired in financial markets and the criteria used by  inv estors in deciding where to place their funds. 
Lec Hrs. 040 Lab Hrs. 000 Other Hrs. 000. 
ACG 2551 Non-Profit Accounting 4.0 Quarter Credit Hours 
In  this course the student explores accounting sy stems unique to non-pr ofit organizations. Accounting principles for hospitals and 
educational organizations are examined.  Prerequisite ACG 2021   Lecture Hrs. 040  Lab Hrs. 000 Other Hrs. 000 
ACO 1806 Payroll Accounting 4.0 Quarter Credit Hours 
This course prov ides students with a working knowledge of payroll laws,  principles,  practices, methods and sy stems.  Students gain 
hands-on experience performing the payroll function.  Prerequisite: APA 2111.  Lecture Hrs.  030 Lab Hrs. 020 Other Hrs. 000 
AML 2000 Introduction to American Literature 4.0 Quarter Credit Units 
This course concentrates on the major writers of Modern American literature. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000  
APA 2111 Principles of Accounting I 4.0 Quarter Credit Units 
Accrual accounting based upon generally  accepted accounting principles is stressed in this course.   Analy sis of income statement 
procedures, computerized accounting applications and the accounting cy cle are highlighted.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 
000. 
APA 2121 Principles of Accounting II 4.0 Quarter Credit Units 
This course emphasizes accounting theory  and applications as they  apply  to the accounting cycle. Various aspects are explored in depth 
including cash analy sis, bank statement reconciliation, bad debt, accounts receivable, notes receiv able, accounts payable, notes payable, 
various methods of inv entory  pricing, fixed asset allocations, intangible assets, and natural resources.  Prerequisite: APA 2111.  Lec. Hrs. 
040 Lab Hrs. 000 Other Hrs. 000. 
APA 2141 Computerized Accounting 4.0 Quarter Credit Hours 
This course emphasizes the practical application of fundamental accounting principles through the use of automated accounting 
software.  Students will gain experience in integrated software designed to handle general ledger, accounts payable, accounts receiv able, 
financial statement analy sis, fixed assets,  sales order processing, inv entory, and payroll.  Prerequisite: APA 2121.  Lecture Hrs. 030 Lab 
Hrs. 020 Other Hrs. 000 
APA 2161 Introductory Cost /Managerial Accounting 4.0 Quarter Credit Units 
This course examines the dev elopment and operation of cost  accounting sy stems.  Topics include basic cost concepts and product 
costing techniques including job order, process costing, and standard costing with emphasis on managerial application.  Prerequisite: 
APA 2121.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000. 
BUL 2131 Applied Business Law 4.0 Quarter Credit Units 
This course is designed to prov ide the student with information on the essentials of the nature of law and the functions of the judicial 
sy stem in the business environment.  An ov erview of legal characteristics of a sole proprietorship, partnerships and corporations are 
discussed. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CCJ 1017 Criminology 4.0 Quarter Credit Units 
The study  of crime and causes of crime, the ty pes of crime, and crime prev ention strategies and society ’s response to crime.  Lec. Hrs. 
040 Lab Hrs. 000 Other Hrs. 000 
CCJ 1024 Introduction to Criminal Justice 4.0 Quarter Credit Units 
This course prov ides an ov erview and introduction to criminal justice.  Focus on the nature of crime, law and criminal justice, the Police 
and Law Enforcement, the makeup of the courts, the adjudication sy stem, the issues facing police, corrections, and a rev iew of the 
nature and history  of the juvenile justice sy stem.  Lec.  Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CCJ 1610 Criminal Investigations 4.0 Quarter Credit Units 
Ba sic investigativ e techniques,  taking witness statements, interviews and reports are cov ered.  An ov erv iew of police procedures is also 
included. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CCJ 1910 Career Choices in Criminal Justice 4.0 Quarter Credit Units 
This course prov ides an ov erview of employment in the criminal justice field. Topics include nature of the work, employment 
opportunities, median income, training, opportunity for advancement, employment outlook for ten different general classifications.  
Prerequisite: CCJ 1024. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CCJ 2288 Spanish for the Criminal Justice Professional 4.0 Quarter Credit Units 
This course prov ides criminal justice pr ofessionals with a fundamental communication skill set in the Spanish language.  Students will 
address Spanish phrases and terms that will enhance the ability  to respond to emergencies and function in other justice related 
env ironments. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
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CCJ 2306 Introduction to Corrections 4.0 Quarter Credit Units 
This course will examine an ov erview of the history  of corrections and punishment in America with a review of the correctional process 
including: probation, intermediate sanctions, restorativ e justice, imprisonment and the death penalty. The organization, management 
and operation of correctional facilities,  inmate life and env ironment will be examined, including the legal foundation of prisoners’ rights.  
Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CCJ 2358 Criminal Justice Communications 4.0 Quarter Credit Units  
This course will introduce the student to pr oper communication techniques within the community  and the law enforcement 
env ironment.  Interv iewing techniques; written communication, report writing; and testimony  will be a part of this course. Lec.  Hrs. 
040 Lab Hrs. 000 Other Hrs. 000 
CCJ 2679 Introduction to Victims Advocacy 4.0 Quarter Credit Units 
This course examines criminal v ictimization in the United States.  The topics include the historical treatment of v ictims of crime, the 
character and extent of modern criminal v ictimization, the nature of v ictimization experience, v ictim treatment at the hands of the 
criminal justice sy stem. Prerequisite: CCJ 1024 (None for HS Major). Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CCJ 2943 Current Issues in Criminal Justice 4.0 Quarter Credit Units 
This course presents an analy sis of significant issues confronting modern day  criminal justice practitioners including critical concepts of 
law enforcement, the courts, corrections, and juv enile justice. Prerequisite: CCJ 1024. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CGS 2167C Computer Applications 4.0 Quarter Credit Units 
This course introduces the essential concepts necessary  to make effectiv e use of the computer. Students achiev e an understanding of 
what a computer can do, how it works, and how it can be used to create documents using word processing and spreadsheet applications 
for personal and business use.   Lec. Hrs. 030 Lab Hrs. 020 Other Hrs. 000 
CGS 2501 Applied Word Processing 4.0 Quarter Credit Units 
This course cov ers the various techniques used in intermediate to advanced word processing. Emphasis will be placed on using and 
creating templates, dev eloping multi-page documents, building forms, and working with charts and diagrams. In addition, students will 
learn document collaboration techniques and customization with macros.  Prerequisite: CGS 2167C. Lecture Hrs: 030 Lab Hrs: 020 
Other Hrs: 000. 
CGS 2510C Applied Spreadsheets 4.0 Quarter Credit Units 
This course cov ers the various topics in relation to spreadsheet applications. Course topics include creating workbooks, editing and 
formatting tools, using formulas and functions,  employ ing creative formatting, building charts, working with multiple worksheets and 
lists, building templates,  working with macros,  using analysis and auditing tools,  using lists, database features and piv ot tables.  
Prerequisite: CGS 2167C. Lecture Hrs: 030 Lab Hrs: 020 Other Hrs: 000. 
CJD 2250 Introduction to Interviews and Interrogations 4.0 Quarter Credit Units 
Interv iews and interrogation focuses on techniques and philosophies of conducting human communication in a criminal justice or legal 
env ironment in which the goal is to obtain accurate information. Students will learn and apply  specialized techniques and approaches to 
interviews and interrogations as well as legal implications based on a variety  of situations. Obtaining ey ewitness information in an 
inv estigative environment is also discussed. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CJE 2100 Policing in America 4.0 Quarter Credit Units 
This course prov ides a solid foundation by  tracking the historical dev elopment of policing in America from its English roots to the first 
organized municipal police departments in the 1830s. It  describes various federal law enforcement organizations and how they  relate to 
state and local police. There is examination of the police subculture, explanation of the manner in which police agencies are organized 
and managed, community  policing and problem solv ing, patrol and criminal investigations, impact of technology  on police and 
discussion of the future.  Prerequisite: CCJ 1024. Lec.  Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CJL 2130 Criminal Evidence 4.0 Quarter Credit Units 
This course focuses on the nature of ev idence as it relates to the pretrial and trial process, including: witnesses,  hearsay, admissions and 
confessions,  and the exclusionary  rule. Emphasis is placed on specific ty pes of ev idence: circumstantial, documentary, physical, 
documentary  and recorded. Prerequisite: CCJ 1024. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
CJL 2134 Criminal Procedure and the Constitution 4.0 Quarter Credit Units 
There will be a discussion of the Constitutional aspects of criminal procedure.  The student will learn procedural aspects of the criminal 
sy stem from arrest or summons through pretrial motions,  trial, post-conv iction and appellate processes. A study  of the Constitution at 
work in the court sy stem with current applications. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
DSC 2002 Introduction to Terrorism 4.0 Quarter Credit Units 
Students in this course gain a valuable ov erv iew of terrorism: its history, current activities, and projected future. Topics include: 
domestic and international terrorism, terrorist training, weapons of mass destruction, defenses against terrorism, legal aspects, and the 
impact of the media. Lec.  Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
ECOP 1021 General Economics 4.0 Quarter Credit Hours 
This course serv es as an introduction to the principles of macro and microeconomics.  Specific topics of study  will include scarcity  and 
choice, supply  and demand, national income, foreign trade, inflation, unemployment, and the banking sy stem. Prerequisite: None. Lec. 
Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
ENC 1101 Composition I  4.0 Quarter Credit Units 
This course prov ides instruction and practice in expository  writing and emphasizes grammatical and mechanical accuracy  and proper 
essay  form. Emphasis is placed on clarity, logical organization, unity, and coherence of central idea and supporting material. Lec. Hrs. 
040 Lab Hrs. 000 Other Hrs. 000 
ENC 1102 Composition II 4.0 Quarter Credit Units 
This course builds on the foundation of the written communication skills dev eloped in Composition I.  It further dev elops the students’ 
skills in composing essay s and other written communication, including the documented research paper.  Prerequisite: ENC 1101. Lec. 
Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
EV S 1001 Environmental Science 4.0 Quarter Credit Units 
This non-laboratory  course introduces students to env ironmental issues through an understanding of the interrelationships of humans 
and their planet. Attention is focused on ecosy stems, pollution, energy, and improv ement or prev ention of problems. Env ironmental 
concerns are explored through readings, research, and discussion.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
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FIN 1103 Introduction to Finance 4.0 Quarter Credit Units 
This course is a survey  of the financial considerations encountered during life, including purchases,  credit, banking, taxes, insurance, 
inv estments, retirement and estate planning. Lec.  Hrs. 040 Lab Hrs. 000 Other Hrs. 000. 
GEBP 2430 Business Ethics: Main St to Wall St 4.0 Quarter Credit Units 
This course is a survey  of different origins of ethics and v alue sy stems and their influence on business and cultural dev elopment. 
Comparison of different ethical values and their probable impact in American business will be explored.  Students will also explore the 
different models of ethical decision making, the role of personal integrity  and the need for a personal sy stem of moral and ethical v alues 
in their professional careers. Prerequisites: None.  Lecture Hrs: 40.   Lab Hrs: 0.  Other Hrs: 0. 
LIS 2004 Introduction to Internet Research 2.0 Quarter Credit Units 
This course prov ides instruction on the basic use of the Internet and the use of search engines. Students will have hands-on access to the 
Internet. Prerequisite: None. Lecture Hrs: 010 Lab Hrs: 020 Other Hrs: 000 
MAN 1030 Introduction to Business Enterprise 4.0 Quarter Credit Units 
This course is an introduction to the terminology , functions, and procedures related to the organization and operation of a business 
enterprise as an institution in an economic society .  Particular emphasis is giv en to accounting, ownership, human resources, marketing, 
and managerial functions within the business enterprise.   Prerequisites: None.  Lecture Hrs: 40.   Lab Hrs: 0.   Other Hrs: 0. 
MAN 2021 Principles of Management 4.0 Quarter Credit Units 
This course cov ers an analy sis of fundamental management principles integrated with concepts of the behav ioral sciences.   Management 
processes, resources, and organizational structure are introduced.  Prerequisites:  None.  Lecture Hrs: 40.  Lab Hrs: 0.  Other Hrs: 0. 
MAN 2031 Let’s Talk Business 2.0 Quarter Credit Hours 
This course is designed to prov ide opportunities through reading, discussions, and exercises for students to improv e their proficiency  as 
communicators in business env ironments. Prerequisite: None.  Lecture Hrs: 020 Lab Hrs: 000 Other Hrs: 000 
MAN 2300 Introduction to Human Resources    4.0 Quarter Credit Hours 
This course is an introduction to the workings of the human resources aspect of a business operation. It includes a discussion of wage 
and salary  considerations, performance evaluations, benefits,  employ ee hiring and firing, and policy  and procedure implementation.  
Prerequisite: None. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
MAN 2727 Strategic Planning for Business 4.0 Quarter Credit Units 
Designed to help students to understand how to integrate knowledge of the various business disciplines and apply  that knowledge to 
planning and managing strategic business activ ities.   Following an examination of policy  and strategy concepts, the student will 
complete studies, which integrate and apply  what is learned.  Prerequisites MAN 1030, FIN 1103, and APA 2121.  Lec. Hrs. 040 Lab Hrs. 
000 Other Hrs.000. 
MAN 2946 Business Internship 4.0 Quarter Credit Units 
As part of the preparation for a career in management, the Sophomore student is permitted to serve an externship of 120 hours in 
management functions of financial, business, and industrial organizations or gov ernment agencies acceptable to the Univ ersity.  
Arrangements for the externship training prov ide for assignment of duties,  hours of employment, and working conditions satisfactory  to 
the student, the Academic Advisor, and the employ er.  Prerequisite: The student must be in good standing as stated in the Standards of 
Satisfactory  Academic Progress and be in the last 24 credits of their program and/or have approval of the Department Chair. Lecture 
Hours: 40.0   Lab Hours: 0.0. 
MANP Introduction to Project Management  4.0 Quarter Credit Units 
This course is an introduction to the discipline of project management. Topics include an ov erview of its ev olution, its v arious processes 
and principles, tools and techniques and project life cycle.  Students will also be introduced to project  management software.  Lecture 
Hrs: 40.  Lab Hrs: 0.  Other Hrs: 0. 
MAR 1011 Introduction to Marketing 4.0 Quarter Credit Units 
The course deals with the distribution of goods from producer to consumer and cov ers such topics as characteristics of markets for 
consumer goods, marketing functions and the organizations that perform them, marketing methods and techniques,  price policies,  and 
the cost of marketing.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000. 
MAT 1033 College Algebra 4.0 Quarter Credit Units 
The algebra of linear and quadratic equations, graphing, functions, inequalities, rational expressions, radicals, and sy stem of equations.  
The course emphasizes critical thinking and problem -solv ing skills. Prerequisite: None.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
MT B 1103 Business Math 4.0 Quarter Credits Units 
This course presents a comprehensiv e review of computational skills as they  apply  to the business world.  Topics include fractions,  
decimals, banking and credit card transaction, equations, percents, discounting process (trade and cash), markups and markdowns, 
simple and compound interest, and payroll functions.  Lecture Hrs: 040 Lab Hrs: 000 Other Hrs: 000. 
OST  1141L Keyboarding 2.0 Quarter Credit Units 
Designed to familiarize the student with basic key boarding and dev elop minimum typing skills.  Prerequisite: None. Lecture Hrs. 000 
Lab Hrs. 040 Other Hrs. 000. 
OST  2335 Business Communications 4.0 Quarter Credit Units 
Practical written communications skills for business are studied in this advanced course. This course includes the mechanics and 
principles of effectiv e letter writing and methods of researching and compiling reports.  Focus is on a better understanding of writing 
sty les appropriate to the business world. Prerequisite: ENC1102. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000. 
PLA 1003 Introduction to Paralegal                                                                                                            4.0 Quarter Credit Hours 
This course introduces students to the paralegal’s role and the nature of a career as a legal assistant. Legal procedures are presented in 
real-world context with a basic introduction to necessary  skills, such as legal research, law office operations,  technology  in the law, and 
litigation. Vocabulary  is learned in context. In-depth cov erage is begun on legal ethics, professional regulation, trends and issues in the 
field, and the legal sy stem. Career management for paralegal professionals is cov ered thoroughly .  Prerequisite: None. Lecture Hrs. 040 
Lab Hrs. 000 Other Hrs. 000 
PLA 1105 Legal Research and Writing I              4.0 Quarter Credit Hours 
This course cov ers the basics of legal research, legal writing, and legal analysis for the legal assistant.  Students learn to use a law library, 
perform legal research, analy ze legal problems, and write a legal memorandum.  Students are taught to locate and use both primary , 
secondary, and CALR legal research sources to solv e legal problems.  Prerequisite: PLA 1003. Lecture Hrs. 030 Lab Hrs. 020 Other Hrs. 
000 
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PLA 2106 Legal Research and Writing II                       4.0 Quarter Credit Hours 
This course cov ers advanced aspects of legal research, legal writing, and legal analy sis for the legal assistant, with an emphasis on legal 
writing and analysis of complex issues.  Students strengthen their legal research skills using a variety of primary  and secondary  sources, 
analy ze complex legal problems, and write a persuasiv e memorandum or brief.  Students also dev elop skills in computer assisted legal 
research and are introduced to fee-based serv ices such as Westlaw, LEXIS as well as free Internet legal sources. Prerequisite: PLA 1105. 
Lecture Hrs. 030 Lab Hrs. 020 Other Hrs. 000 
PLA 2203 Civil Procedure            4.0 Quarter Credit Hours 
This course prov ides the student with an introduction and ov erview to the procedures applicable to and gov erning civ il matters, 
including procedures related to pleading, motions, discov ery, trial practice, post-trial motions and other issues.  Prerequisite: PLA 1003. 
Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2273 Torts                        4.0 Quarter Credit Hours 
This course prov ides an introduction to the substantive law of torts, including elements, defenses, and damages applicable to intentional 
torts, and to unintentional torts based on negligence, product liability, strict liability, and professional malpractice.  The course prov ides 
opportunities for students to practice and improv e their interv iewing, inv estigation, document drafting, negotiation, and contract 
interpretation skills.  Prerequisite: None. Lecture Hrs.  040 Lab Hrs. 000 Other Hrs. 000 
PLA 2363 Criminal Procedure and the Constitution           4.0 Quarter Credit Hours 
There will be a discussion of the Constitutional aspects of criminal procedure.  The student will learn procedural aspects of the criminal 
sy stem from arrest or summons through pretrial motions,  trial, post-conv iction and appellate processes.  A study  of the Constitution at 
work in the court sy stem with current applications.  Prerequisite: None. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2423 Contract Law                         4.0 Quarter Credit Hours 
The principles of contract law are addressed and discussed in this course including the major prov isions of the Uniform Commercial 
Code.  Basic contract prov isions and drafting techniques are explained and practiced through the drafting of various ty pes of contracts.  
Contract Litigation is also cov ered. Prerequisite: PLA 1003. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2433 Business Organizations                     4.0 Quarter Credit Hours 
This course cov ers the principles of Business Organizations, including the formation, operation, and dissolution of various ty pes of 
business organizations. Topics include sole proprietorships, corporations, partnerships,  the law of agency, and employment agreements.  
Prerequisite: None. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2460 Bankruptcy                   4.0 Quarter Credit Hours 
Bankruptcy  law and procedure, including commencement of a case, preparing schedules, operating and liquidating procedures, 
adv ersary matters and litigation in bankruptcy court, debtors' and creditors' rights and obligations, technical terminology, and practical 
direction for paralegals. Forms used in bankruptcy  court and proceedings under Chapter 7, Chapter 13, and, to a lesser extent, Chapter 
11  and proceedings under Chapters 9 and 12 are also cov ered. The rights of creditors,  including secured transactions, consensual and 
nonconsensual liens, UCC transactions, and the unique position of real estate, will be rev iewed. The course also teaches garnishments 
and other judicial attachments of property.  Prerequisite: None. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2483 Introduction to Administrative Law                       4.0 Quarter Credit Hours 
This course examines basic concepts of law and procedure in federal and state administrative agencies, with emphasis on the paralegal’s 
role in the administrativ e process.  Students will learn both formal and informal adv ocacy  techniques, including representing clients 
before administrativ e bodies.  Substantive topics will include administrative delegation of power, rulemaking, agency  discretionary  
powers, remedies, open gov ernment, and judicial rev iew. Procedural topics will include agency operation, adjudication, hearing 
preparation, and administrativ e and judicial appeals.  Prerequisite: None.  Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2600 Wills, Trusts, and Probate                      4.0 Quarter Credit Hours 
This course examines legal concepts of wills, trusts,  intestacy, guardianships, and conservatorships: analy sis of client needs: drafting of 
simple wills: and study  of various ty pes of trusts and their application to particular client needs.  Study of probate procedures, the 
administration of assets,  methods of compiling both probate and non-probate estate and simple tax implications.   Prerequisite: None. 
Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2610 Real Estate Law            4.0 Quarter Credit Hours 
This course is an introduction to Real Estate law. Topics include property  rights, principles of land ownership, sale, financing and 
conveyance, contracts, liens,  mortgage financing, mortgages or deeds of trust, deeds, recording, settlement concepts, condominiums and 
cooperatives, leasing and other property  concepts.  Prerequisite: None. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2631 Environmental Law                           4.0 Quarter Credit Hours 
This course examines the substantiv e and procedural laws that gov ern environmental litigation, including the history  of environmental 
law and the procedural and practical skills required of an environmental paralegal.  Prerequisite: None. Lecture Hrs. 040 Lab Hrs. 000 
Other Hrs. 000 
PLA 2763 Law Office Management            4.0 Quarter Credit Hours 
This course examines the fundamentals of law office management and organization. Subjects cov ered include basic principles and 
structure of law practice management, law practice structures, organization, and gov ernance, client sy stems, timekeeping and 
accounting sy stems, human resources, marketing and strategic planning, administrative and substantive sy stems in the law office,  and 
law practice technology .  Prerequisite: PLA 1003. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2800 Family Law                             4.0 Quarter Credit Hours 
Students are instructed in the theory  of law gov erning marriage, div orce, annulment, property  settlement agreements, child custody  and 
support obligations,  paternity, adoption, alimony, pre-nuptial agreements, name changes, and domestic v iolence.  Students will be 
introduced to state-specific procedures and prepare various pleadings or documents related to these topics.  Prerequisite: None. Lecture 
Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
PLA 2930 Contemporary Issues and Law                              4.0 Quarter Credit Hours 
This course examines contemporary  law, including contemporary  legal issues as well as practicing law in today ’s env ironment. 
Prerequisite: PLA 1003. Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
POS 2104 American National Government 4.0 Quarter Credit Units 
A study  of the Constitutional structure and dynamics of the American Federal sy stem; included is an examination of the current 
structure, organization, powers, and procedures of the American national gov ernment. Prerequisite:  None.  Lecture Hrs. 040 Lab. Hrs. 
000 Other Hrs. 000. 
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PSY 2012 General Psychology 4.0 Quarter Credit Units 
This course is designed to prov ide students with a general understanding of the general principles of psy chology  and theories underlying 
modern psy chology.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
SBM 2000 Small Business Management 4.0 Quarter Credit Units 
This course examines the various aspects of starting, acquiring, and operating a small business enterprise.  It is a comprehensiv e 
discussion of pr oblems encountered by  small businesses.   A study  of management principles and procedures prov ides methods of 
resolv ing these problems.  Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 0. 
SCC 1102 Business & Ethics for Security Specialists 4.0 Quarter Credit Hours 
This course introduces the student to business management, organizational leadership and business ethics.  Topics will include 
corporate structure and values, strategic management, leadership, ethical values, and models of ethical decision making.  Additional 
topics include leadership strategies, team dev elopment, corporate compliance issues, and ethical scenarios.  Application projects will 
emphasize how business knowledge will help a Homeland Security  Specialist.  Prerequisite: None. Lec. Hrs. 040 Lab Hrs. 000 Other 
Hrs. 000 
SLS 1105 Strategies for Success 4.0 Quarter Credit Units 
This course is designed to equip students for transitions in their education and life. Includes introduction to the School and its 
resources, study  skills, and personal resource management skills.  Students will be actively  inv olved in learning and integrating practical 
applications to promote success. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
SLS 1321 Career Skills 2.0 Quarter Credit Units 
A course designed to assist students with personal and professional dev elopment for successful employment with a concentration on 
dev eloping a positiv e self-image, assessing competitiveness strengths, career expectations, learning job search techniques, in addition to 
written skills and current resume preparation. Lec. Hrs. 020 Lab Hrs. 000 Other Hrs. 000 
SLS 1341 Career Skills & Portfolio Development 2.0 Quarter Credit Units 
A course designed to assist students with personal and professional dev elopment for successful employment with a concentration on 
dev eloping a positiv e self-image, assessing competitiveness strengths, career expectations, learning job search techniques, in addition to 
written skills and current resume preparation. Lec. Hrs. 020 Lab Hrs. 000 Other Hrs. 000 
SLS 1392 Workplace Relationships 2.0 Quarter Credit Hours 
This course prov ides students the opportunity  to study  the building of appropriate interpersonal business relationships with coworkers, 
superv isors, and customers. Specific focus will be on dev eloping and practicing effectiv e customer serv ice principles for building 
successful business networks. Prerequisite:  None. Lecture Hrs. 010 Lab Hrs. 020 Other Hrs. 000 
SLS 1505 Basic Critical Thinking 2.0 Quarter Credit Units 
This course introduces the students to the concepts of critical thinking.  Topics cov ered include self critique and understanding, fair-
minded thinking, the lev els of thinking, the parts and standards for thinking, and dev eloping ethical and strategic thinking.  Students 
will examine effectiv e way s to think more critically, and will apply  these tools in course assignments.  Lec. Hrs. 020 Lab Hrs. 000 Other 
Hrs. 000 
SPC 2016 Oral Communications 4.0 Quarter Credit Units 
This course is designed to dev elop students’ ability  to communicate effectiv ely.  Emphasis is placed upon the basic elements of 
communication in order to strengthen students’ interpersonal and professional speaking skills. Lec. Hrs. 040 Lab Hrs. 000 Other Hrs. 
000 
SPCP 2300 Fundamentals of Interpersonal Communication  4.0 Quarter Credit Units 
The dynamics of interaction between people in personal, social and workplace situations are explored to better understand how 
interpersonal communication shapes relationships. Exploration will occur through readings, discussion, and application exercises.  Lec.  
Hrs. 040 Lab Hrs. 000 Other Hrs. 000 
STA 2014 Statistics 4.0 Quarter Credit Units 
This course introduces students to statistical techniques.  Methods of describing, summarizing, and analy zing data are presented.  
Prerequisite:  MAT 1033.  Lecture Hrs. 040 Lab Hrs. 000 Other Hrs. 000. 
SYG 2000 Principles of Sociology 4.0 Quarter Credit Units 
A study  of cultural heritage, of the cultural influence of human nature and personality, and of social interaction.  Lec.  Hrs. 040 Lab Hrs. 
000 Other Hrs. 000 
TAX 2000 Tax Accounting     4.0 Quarter Credit Hours 
This is a surv ey course cov ering the laws, procedures, returns, and subsidiary schedules inv olved in the preparation of Federal personal 
tax returns.  Prerequisite: None.  Lecture Hrs. 030 Lab Hrs. 020 Other Hrs. 000 
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CORINTHIAN COLLEGES, INC.   
The following schools in the United States are owned by Corinthian Colleges, Inc.: 

Everest College 
  Alhambra, CA (main campus) 
  Anaheim, CA (main campus) 
  Arlington, TX (branch of Ev erest Institute, Rochester, NY) 
  Arlington, VA (branch of Ev erest College, Thornton, CO) 
  Aurora, CO (branch of Ev erest College, Thornton, CO) 
  Bremerton, WA (main campus) 
  Burr Ridge, IL  (branch of Ev erest College, Skokie, IL) 
  Chesapeake, VA (branch of Ev erest College, Newport News, VA) 
  Chicago, IL (branch of Ev erest College, San Francisco, CA) 
  City  of Industry, CA (branch of Wy oTech, Long Beach, CA) 
  Colorado Springs, CO (main campus) 
  Dallas, TX (branch of Ev erest College, Portland, OR) 
  Ev erett, WA (branch of Ev erest College, Bremerton, WA) 
  Fife,  WA (branch of Ev erest College, Seattle, WA) 
  Fort Worth, TX (branch of Ev erest College, Salt Lake City, UT) 
  Fort Worth, TX (branch of Ev erest College, Colorado Springs, CO) 
  Gardena, CA (main campus) 
  Hayward, CA  (main campus) 
  Henderson, NV (main campus) 
  Los Angeles (Wilshire), CA (main campus) 
  McLean, VA (branch of Ev erest College, Colorado Springs, CO) 
  Merrillville, IN (branch of Ev erest Institute, Grand Rapids, MI) 
  Merrionette Park, IL (branch of Ev erest University, Pompano 
Beach, FL) 
  Mesa, AZ (branch of Ev erest College, Phoenix, AZ) 
  Milwaukee, WI (branch of Ev erest Univ ersity, Tampa, FL) 
  Newport News, VA (main campus) 
  North Aurora, IL (branch of Ev erest Institute, Brighton, MA) 
  Ontario, CA (main campus) 
  Ontario (Metro), CA (branch of Ev erest College, Springfield, MO) 
  Phoenix, AZ (main campus) 
  Portland, OR (main campus) 
  Renton, WA (main campus) 
  Reseda, CA (main campus) 
  Salt Lake City, UT (main campus) 
  Santa Ana, CA (branch of Ev erest College, Colorado Springs, CO) 
  San Bernardino, CA (main campus) 
  San Francisco, CA (main campus) 
  San Jose, CA (main campus)   
  Seattle, WA (main campus) 
  Skokie, IL (main campus) 
  Springfield, MO (main campus) 
  St. Louis (Earth City), MO (branch of Ev erest College, Bremerton, 
WA) 
  Tacoma, WA (branch of Ev erest College, Bremerton, WA) 
  Thornton, CO (main campus) 
  Torrance, CA (main campus) 
  Vancouver, WA (branch of Ev erest College, Portland, OR) 
  Vancouver, WA (branch of Ev erest College, Seattle, WA) 
  West Los Angeles, CA (branch of Wy oTech, Long Beach, CA) 
Everest College Phoenix 
  Phoenix, AZ (main campus) 
  Mesa, AZ (branch of Ev erest College Phoenix, AZ) 
Everest Institute 
   Austin, TX (branch of Ev erest Institute, Southfield, MI) 
  Brighton, MA (main campus) 
  Chelsea, MA (branch of Ev erest College, Alhambra, CA) 
  Cross Lanes, WV (main campus) 
  Dearborn, MI (branch of Ev erest Institute, Southfield, MI) 
  Decatur, GA (branch of Ev erest Institute, Cross Lanes, WV) 
  Detroit, MI (branch of Ev erest Institute, Southfield, MI) 
  Eagan, MN (branch of Ev erest Institute, Cross Lanes, WV) 
  Fort Lauderdale, FL (branch of Ev erest Institute, Kendall, FL) 
  Gahanna, OH (branch of Ev erest College, Ontario, CA) 
  Grand Rapids, MI (main campus) 
 
 

  Detroit, MI (branch of Ev erest Institute, Southfield, MI) 
  Eagan, MN (branch of Ev erest Institute, Cross Lanes, WV) 
  Fort Lauderdale, FL (branch of Ev erest Institute, Kendall, FL) 
  Gahanna, OH (branch of Ev erest College, Ontario, CA) 
  Grand Rapids, MI (main campus) 
  Hialeah, FL (branch of Ev erest Institute, Miami, FL) 
  Houston (Bissonnet), TX (branch of Ev erest College, Renton, WA) 
  Houston (Greenspoint), TX (branch of Ev erest Institute, San 
Antonio, TX) 
  Houston (Hobby), TX (branch of Ev erest Institute, San Antonio, 
TX) 
  Jonesboro, GA (branch of Ev erest College, Ontario, CA) 
  Kalamazoo, MI (branch of Ev erest Institute, Grand Rapids, MI) 
  Marietta, GA (branch of Ev erest College, Reseda, CA) 
  Miami (Kendall), FL (main campus) 
  Miami, FL (main campus) 
  Norcross, GA (branch of Ev erest College, Gardena, CA) 
  Pittsburgh, PA (main campus)  
  Portland (Tigard), OR (branch of Ev erest College, Seattle, WA) 
  Rochester, NY (main campus) 
  San Antonio, TX (main campus) 
  Southfield, MI (main campus) 
  South Plainfield, NJ (branch of Ev erest Institute, Southfield, MI) 
  Silv er Spring, MD (branch of Ev erest College, Portland, OR) 
Everest University 
  Tampa (Brandon), FL (branch of Ev erest University  Tampa, FL) 
  Jacksonville, FL (branch of Ev erest University, Largo, FL) 
  Lakeland, FL (branch of Ev erest University, Largo, FL) 
  Largo, FL (main campus) 
  Melbourne, FL (branch of Ev erest University, Orlando, FL) 
  North Orlando, FL (main campus)   
  Orange Park, FL (branch of Ev erest University, Tampa, FL) 
  Pompano Beach, FL (main campus) 
  South Orlando, FL (branch of Ev erest University, North Orlando, 
FL) 
  Tampa, FL (main campus) 
WyoTech  
  Blairsv ille, PA (branch of Wy oTech, Laramie, WY) 
  Daytona Beach, FL (main campus) 
  Fremont, CA (main campus) 
  Laramie, WY (main campus) 
  Long Beach, CA (main campus) 
   Sacramento, CA (branch of Wy oTech, Laramie, WY) 
Heald College 
Concord, CA (main campus) 
Fresno, CA (main campus) 
Hayward, CA (main campus) 
Honolulu,  HI (branch of Heald College, San Francisco) 
Portland, OR (branch of  Heald College,  San Francisco) 
Rancho Cordova, CA (main campus) 
Rosev ille, CA (main campus) 
Salinas, CA (main campus) 
San Francisco, CA (main campus) 
San Jose, CA (Milpitas) (main campus) 
Stockton, CA (main campus) 
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The following schools in the Canada are owned by Corinthian Colleges, Inc.: 

Everest College of Business, Technology, and Healthcare 
All Canadian locations listed below are branches of Ev erest College 
Canada, Inc. 

Barrie, Ontario 
Brampton, Ontario 
Hamilton City Centre, Ontario 
Hamilton Mountain, Ontario 
Kitchener, Ontario 
London, Ontario 
Mississauga, Ontario 

Nepean, Ontario 
New Market, Ontario 
North York, Ontario 
Ottawa-East, Ontario 
Scarborough, Ontario 
Sudbury, Ontario 
Thunder Bay, Ontario 
Toronto Central, Ontario 
Toronto College Park (South), Ontario 
Windsor, Ontario 
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STATEMENT OF OWNERSHIP 
These campuses are owned and operated by  Corinthian Sch ools,  Inc.,  a Delaware corporation, which is a wholly  owned 

su bsidiary  of Corinthian Colleges,  Inc.,  a Delaware corporation. Corporate offices are located at  6 Hutton  Centre Driv e, Suite 
400, Santa Ana, CA 92707 . 
 
CORINT HIA N COLLEGES, INC. 
DIRECT ORS 
Ja ck D. Massimin o  
Peter Waller 
Terry  Hartsh orn 
Paul R. St.  Pierre 
Linda  Arey  Skladany 
Hank Adler 
Alice T.  Kane 
Robert Lee 
Tim Sulliv an 
John  Dionisio 
 

OFFICERS T ITLE 
Ja ck D. Massimin o Executiv e Chairman  
Peter Waller Chief Executiv e Officer  and Director 
Matthew Ouimet Pr esident and Chief Operating Officer 
Kenneth S.  Ord Executiv e Vice President and Chief Financial Officer 
Mark L.  Pelesh Executiv e Vice President, Leg islativ e and Regulatory  Affairs  
William Buchanan Executiv e Vice President, Market ing 
Beth Wilson Executiv e Vice President 
Dav id Poldoian Chief Bu siness Dev elopment Officer 
Stev e Quattrociocchi Div ision President, CCi Onlin e 
Janis Sch oonmaker Div ision President, FMU Div ision 
Mike Benv enuti Div ision President, Ev erest Central 
Bob Bosic Div ision President, Ev erest West 
Dav e Whiteford Div ision President, Ev erest South 
Stan A. Mortensen Executiv e Vice President, General Counsel and Corporate 
 Secretary 
Robert C.  Owen Senior Vice President, Chief Accounting Officer  
Anna Marie Dunlap Senior Vice President, Inv estor  Relation s & Corporate 
 Communications 
Rick Simpson Senior Vice President and Chief Academic Officer 
Carmella  Cassetta Senior Vice President and Chief Information Officer 
Jim Wade Senior Vice President, Human Resources 

CORINT HIA N SCHOOLS, INC. 
DIRECT ORS 
Ja ck D. Massimin o 
Peter Waller 
Beth A. Wilson 
 

OFFICERS  T ITLE 
Ja ck D. Massimin o   Chairman of the Board  
Peter Waller  Chief Executiv e Officer  and Director 
Kenneth S.  Ord  Executiv e Vice President and Chief Financial Officer  
Beth A. Wilson  Executiv e Vice President 
Stan A. Mortensen  Executiv e Vice President, General Counsel and Corporate  
  Secretary 
Robert C.  Owen  Senior Vice President, Chief Accounting Officer 

RHODES COLLEGES, INC. 
DIRECT ORS 
Ja ck D. Massimin o 
Peter Waller 
Beth A. Wilson 

OFFICERS T ITLE 
Ja ck D. Massimin o Chief Executiv e Officer 
Peter Waller Pr esident and Chief Operating Officer 
Kenneth S.  Ord Executiv e Vice President and Chief Financial Officer  
Beth A. Wilson Executiv e Vice President 
Stan A. Mortensen Senior Vice President, General Coun sel and Corporate Secretary 
Robert C.  Owen Trea surer and Assistant Secretary 
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APPENDIX A: ADMINISTRATION AND FACULTY 
 

SANTA ANA 
Linnea Ray Campus President 
Open Dir ector of Education 
Sam Ortiz Dir ector of Student Finance 
Open Dir ector of Student Accounts 
Penny  Foy e 
 

Dir ector of Admissions 

Open Dir ector of Career Serv ices 
Open Registrar 

 

 

 

FACULTY 
 

SANTA ANA 
Department Chai rs 
Medical A ssistant Open  
Medical In surance Billing and Coding Open  
Ma ssage Therapy Open  
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APPENDIX B: TUITION AND FEE CHARTS BY CAMPUS 
 

 

SANTA ANA 

Program 
Program 

Length 
Credit 
Units Tuition 

Books and 
Equipment 
(estimated) 

T otal 
(estimated) 

Massage Therapy* ** 9 months 54 $15,142 $1422.09 $16,564.09 
Medical  A ssistant 10 months  59 $17,944 $1414.86 $19,358.86 
Medical  Insurance Billing and Coding 8 months 47 $13,878 $1868.63 $15,746.63 
Pharmacy Technician*# 10 months 49 $14,141 $878.27 $15,019.27 
Medical  A dministration A ssistant 8 months 47 $15,097 $1421.31 $16,518.31 
Degree Programs 
Accounting 24 months 96 $350/credit hr $1650 $35,250 
Bu siness 24 months 96 $350/credit hr $1650 $35,250 
Criminal  Ju stice 24 months 96 $350/credit hr $2937 $36,537 
Paralegal 24 months 96 $350/credit hr $3440 $37,040 
1An STRF fee of $2.50 per $1,000 will  be charged. 
*For programs requiring a background check, $38 will  be charged.  
**A  $255 fee for the National  Licensing Exam will  be charged. 
#$25 CPR, $76 Live Scan and $50 State Board of Pharmacy License Application fee will  be charged 
Effective: July  1, 2010 
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APPENDIX C: START DATES 

MODULAR PROGRAMS 
SANTA ANA 

 
Modular Programs 

Day and Ev e Schedule 
2010 

Start Dates End Dates 
09/20/10 10/15/10 
10/18/10 11/12/10 
11/15/10 12/14/10 
12/15/10 01/24/11 

 

Break Schedule 
2010 

Break Dates 
Thanksgiving 11/25/10 – 11/28/10 
Winter Break 12/23/10 – 01/03/11 

 

 
 

Modular Programs 
Day and Ev e Schedule 

2011 
Start Dates End Dates 

12/15/10 01/24/11 
01/26/11 02/23/11 
02/24/11 03/23/11 
03/28/11 04/22/11 
04/25/11 05/20/11 
05/24/11 06/21/11 
06/23/11 07/21/11 
07/25/11 08/19/11 
08/23/11 09/20/11 
09/22/11 10/19/11 
10/20/11 11/16/11 
11/17/11 12/16/11 
12/19/11 01/25/12 

 

Break Schedule 
2011 

Break Dates 
Winter Break 12/23/10 – 01/03/11 

Martin  Luther King Jr. Day 01/15/11 – 01/17/11 
Mod Break 01/25/11 

President’s Day 02/19/11 – 02/21/11 
Spring Break 03/24/11 – 03/27/11 
Mod Break 05/23/11 

Memorial  Day Break 05/28/11 – 05/30/11 
Mod Break 06/22/11 

Independence Day Break 07/02/11 – 07/04/11 
Summer Break 07/22/11 – 7/24/11 

Mod Break 08/20/11 – 08/22/11 
Labor Day Break 09/03/11 – 09/05/11 

Mod Break 09/21/11 
Thanksgiving Break 11/24/11 – 11/27/11 

Winter Break 12/23/11 – 02/02/12 
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ACADEMIC CALENDAR FOR QUARTER-BASED PROGRAMS 
 

 

FY 2010 –  2011  Academic Calendar 
Summer Term Starts   July 12 2010 
Summer Term Drop/Add 
Deadline   July 25 

 
2010  

Mini-Term Starts   August 23 2010  
Mini-Term Drop/Add Deadline  August 29 2010  
Labor Day  Holiday  September  6 2010  
Micro-Term Starts  September  13 2010  
Summer Term Ends  October  3 2010  
     
Fall Break From: October  4 2010  
 To: October  10 2010  
     
Fall Term Start   October  11 2010  
Fall Term Drop/Add Deadline  October  24 2010  
Mini-Term Starts  Nov ember 22 2010  
Thanksgiv ing Day  Holiday  From: Nov ember 25 2010  
 To: Nov ember 26 2010  
Mini-Term Drop/Add Deadline  December  1 2010  
Micro-Term Starts  December  13 2010  
Winter Holiday  From: December  23 2010  
 To:  January 2 2011 
Classes Resume    January 3 2011  
Fall Term Ends    January 9 2011  
Winter Break From: January 10 2011 
 To: January 16 2011 
M.L. King Jr. Birthday  Holiday   January 17 2011  
Winter Term Starts    January 18 2011  
Winter Term Drop/Add Deadline   January 31 2011  
Presidents' Day    February 21 2011  
Mini-Term Starts   February 28 2011  
Mini Term Drop/Add Deadline   March 6 2011  
Micro-Term Starts  March 21 2011  
Winter Term Ends     April 10 2011  
Spring Vacation From:  April 11 2011  
 To:  April 17 2011 
     
Spring Term Starts   April 18 2011  
Spring Term Drop/Add Deadline   May   2 2011  
Memorial Day Holiday    May 30 2011  
Mini-Term Starts  May 31 2011  
Mini Term Drop/Add Deadline  June  6 2011  
Micro-Term Starts  June 20 2011 
Independence Day  Holiday    July 4 2011  
Spring Term Ends   July 10 2011  
Summer Vacation From:  July 11 2011  
 To:  July 17 2011  
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FY 2011 – 2012  Academic Calendar 
Summer Term Starts   July 18 2011 
Summer Term Drop/Add 
Deadline   July 31 

 
2011  

Mini-Term Starts   August 29 2011  
Mini-Term Drop/Add Deadline  September  4 2011  
Labor Day  Holiday  September 5 2011  
Micro-Term Starts  September  19 2011  
Summer Term Ends  October  9 2011  
     
Fall Break From: October  10 2011  
 To: October  16 2011  
     
Fall Term Start   October  17 2011  
Fall Term Drop/Add Deadline  October  30 2011  
Thanksgiv ing Day  Holiday  From: Nov ember 24 2011  
 To: Nov ember 25 2011  
Mini-Term Starts  Nov ember 28 2011  
Mini-Term Drop/Add Deadline  December  4 2011  
Micro-Term Starts  December  19 2011  
Winter Holiday  From: December  23 2011  
 To:  January 2 2012 
Classes Resume    January 3 2012  
Fall Term Ends    January 15 2012  
     
M.L. King Jr. Birthday  Holiday   January 16 2012  
Winter Term Starts    January 17 2012  
Winter Term Drop/Add Deadline   January 30 2012  
Presidents' Day    February 20 2012  
Mini-Term Starts   February 27 2012  
Mini Term Drop/Add Deadline   March 4 2012  
Micro-Term Starts  March 19 2012  
Winter Term Ends     April 8 2012  
Spring Vacation From:  April 9 2012  
 To:  April 15 2012  
     
Spring Term Starts   April 16 2012  
Spring Term Drop/Add Deadline   April  29 2012  
Memorial Day Holiday    May 28 2012  
Mini-Term Starts  May 29 2012  
Mini Term Drop/Add Deadline  June  4 2012  
Micro-Term Starts  June 18 2012  
Independence Day  Holiday    July 4 2012  
Spring Term Ends   July 8 2012  
Summer Vacation From:  July 9 2012  
 To:  July 15 2012  

 

FY 2013  Academic Calendar 
Summer Term Starts   July 16 2012 
Summer Term Drop/Add 
Deadline   July 29 

 
2012  

Mini-Term Starts   August 27 2012  
Mini-Term Drop/Add Deadline  September  2 2012  
Labor Day  Holiday  September  3 2012  
Micro-Term Starts  September  17 2012  
Summer Term Ends  October  7 2012  
     
Fall Break From: October  8 2012  
 To: October  14 2012  
     
Fall Term Start   October  15 2012  
Fall Term Drop/Add Deadline  October  28 2012  
Thanksgiv ing Day  Holiday  From: Nov ember 22 2012  
 To: Nov ember 23 2012  
Mini-Term Starts  Nov ember 26 2012  
Mini-Term Drop/Add Deadline  December  2 2012  
Micro-Term Starts  December  17 2012  
Winter Holiday  From: December  22 2012  
 To:  January 1 2013 
Classes Resume    January 2 2013  
Fall Term Ends    January 13 2013  
     
Winter Term Starts    January 14 2013  
M.L. King Jr. Birthday  Holiday   January 21 2013  
Winter Term Drop/Add Deadline   January 28 2013  
Presidents' Day    February 18 2013  
Mini-Term Starts   February 25 2013  
Mini Term Drop/Add Deadline   March 3 2013  
Micro-Term Starts  March 18 2013  
Winter Term Ends     April 7 2013  
Spring Vacation From:  April 8 2013  
 To:  April 14 2013  
     
Spring Term Starts   April 15 2013  
Spring Term Drop/Add Deadline  April 28 2013  
Memorial Day Holiday    May 27 2013  
Mini-Term Starts  May 28 2013  
Mini Term Drop/Add Deadline  June  3 2013  
Micro-Term Starts  June 17 2013  
Independence Day  Holiday    July 4 2013  
Spring Term Ends   July 7 2013  
Summer Vacation From:  July 8 2013  
 To:  July 14 2013  
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FY 2014  Academic Calendar 
Summer Term Starts   July 15 2013 
Summer Term Drop/Add 
Deadline   July 28 

 
2013  

Mini-Term Starts   August 26 2013  
Mini-Term Drop/Add Deadline  September  1 2013  
Labor Day  Holiday  September  2 2013  
Micro-Term Starts  September  16 2013  
Summer Term Ends  October  6 2013  
     
Fall Break From: October  7 2013  
 To: October  13 2013  
     
Fall Term Start   October  14 2013  
Fall Term Drop/Add Deadline  October  27 2013  
Mini-Term Starts  Nov ember 25 2013  
Thanksgiv ing Day  Holiday  From: Nov ember 28 2013  
 To: Nov ember 29 2013  
Mini-Term Drop/Add Deadline  December  3 2013  
Micro-Term Starts  December  16 2013  
Winter Holiday  From: December  23 2013  
 To:  January 1 2014 
Classes Resume    January 2 2014  
Fall Term Ends    January 12 2014  
     
Winter Term Starts    January 13 2014  
M.L. King Jr. Birthday  Holiday   January 20 2014  
Winter Term Drop/Add Deadline   January 27 2014  
Presidents' Day    February 17 2014  
Mini-Term Starts   February 24 2014  
Mini Term Drop/Add Deadline   March 2 2014  
Micro-Term Starts  March 17 2014  
Winter Term Ends     April 6 2014  
Spring Vacation From:  April 7 2014  
 To:  April 13 2014  
     
Spring Term Starts   April 14 2014  
Spring Term Drop/Add Deadline   April  28 2014  
Memorial Day Holiday    May 26 2014  
Mini-Term Starts  May 27 2014  
Mini Term Drop/Add Deadline  June  2 2014  
Micro-Term Starts  June 16 2014  
Independence Day  Holiday    July 4 2014  
Spring Term Ends   July 6 2014  
Summer Vacation From:  July 7 2014  
 To:  July 13 2014  

 

FY 2015  Academic Calendar 
Summer Term Starts   July 14 2014 
Summer Term Drop/Add 
Deadline   July 27 

 
2014  

Mini-Term Starts   August 25 2014  
Mini-Term Drop/Add Deadline  August 31 2014  
Labor Day  Holiday  September  1 2014  
Micro-Term Starts  September  15 2014  
Summer Term Ends  October  5 2014  
     
Fall Break From: October  6 2014  
 To: October  12 2014  
     
Fall Term Start   October  13 2014  
Fall Term Drop/Add Deadline  October  26 2014  
Mini-Term Starts  Nov ember 24 2014  
Thanksgiv ing Day  Holiday  From: Nov ember 27 2014  
 To: Nov ember 28 2014  
Mini-Term Drop/Add Deadline  December  2 2014  
Micro-Term Starts  December  15 2014  
Winter Holiday  From: December  23 2014  
 To:  January 2 2015 
Classes Resume    January 3 2015  
Fall Term Ends    January 11 2015  
     
Winter Term Starts    January 12 2015  
M.L. King Jr. Birthday  Holiday   January 19 2015  
Winter Term Drop/Add Deadline   January 26 2015  
Presidents' Day    February 16 2015  
Mini-Term Starts   February 23 2015  
Mini Term Drop/Add Deadline   March 1 2015  
Micro-Term Starts  March 16 2015  
Winter Term Ends     April 5 2015  
Spring Vacation From:  April 6 2015  
 To:  April 12 2015  
     
Spring Term Starts   April 13 2015  
Spring Term Drop/Add Deadline  April 26 2015  
Memorial Day Holiday    May 25 2015  
Mini-Term Starts  May 26 2015  
Mini Term Drop/Add Deadline  June  1 2015  
Micro-Term Starts  June 15 2015  
Independence Day  Holiday  From:  July 3 2015  
 To:  July 4 2015  
Spring Term Ends   July 5 2015  
Summer Vacation From:  July 6 2015  
 To:  July 12 2015  



 63 

APPENDIX D: OPERATING HOURS BY CAMPUS 
 

Santa Ana 
Office:  
8:00 am – 8:00 pm Mon day  – Thursday 
8:00 am – 6:00 pm Fr iday 
Sch ool:  
6:00 am – 10:00 am Mon day  – Friday  Early  Morning Modular 
10:20 am – 2:20 pm Mon day  – Friday  Day  Modular 
2:30 pm – 6:30 pm Mon day  – Friday  Afternoon  Modular 
6:00 pm – 10:00 pm Mon day  – Friday  Ev ening Modular  
8:30 am – 4:30 pm Mon day  – Thursday  Quarterly  Day /Aftern oon  
6:00 pm – 10:00 pm Mon day  – Thursday  Quarterly  Ev ening  
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