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ABOUT CORINTHIAN COLLEGES 
Th e Ev er est  In st itu te Br ig h ton  a n d Ch elsea  ca m pu ses a r e a  pa r t  of Cor in th ia n  Colleg es,  In c.  (CCi).  CCi w a s 

for m ed in  1 9 9 5  to ow n  a n d oper a te sch ools a cr oss th e n a t ion  th a t  focu s on  h ig h -dem a n d, specia lized cu r r icu la .   CCi is 
con tin u a lly  seekin g  to pr ov ide th e kin d of edu ca t ion a l pr og r a m s th a t  w ill best  ser v e th e ch a n g in g  n eeds of stu den ts,  
bu sin ess a n d in du str y .  

With  h ea dqu a r ter s in  Sa n ta  A n a , Ca lifor n ia ,  a n d sch ools in  v a r iou s sta tes,  CCi pr ov ides job-or ien ted edu ca t ion  
a n d tr a in in g  in  h ig h -g r ow th , h ig h -tech n olog y  a r ea s of bu sin ess a n d in du str y .   Th e cu r r icu la r  focu s is on  a llied 
h ea lth ,  bu sin ess,  a n d oth er  pr og r a m s th a t  h a v e been  dev eloped ba sed on  loca l em ploy er  n eeds.   Stu den ts u se m oder n  
equ ipm en t  a n d fa cilit ies,  sim ila r  to th e kin d th ey  ca n  ex pect  to fin d on  th e job.   CCi pr ov ides people en ter in g  or  
r een ter in g  toda y 's com petit iv e m a r ket  w ith  pr a ct ica l,  skill-specific edu ca t ion  v ita l to th eir  su ccess.  

Cor in th ia n  Colleg es,  In c.  is dedica ted to pr ov idin g  edu ca t ion  a n d t r a in in g  th a t  m eets th e cu r r en t  n eeds of 
bu sin ess a n d in du str y .   Un der  CCi ow n er sh ip,  th e Sch ool m a in ta in s its lon g -sta n din g  r epu ta t ion  for  in n ov a t ion  a n d 
h ig h -qu a lity  pr iv a te edu ca t ion .  

MISSION  
Th e in st itu t ion  is dedica ted to th e pr ov ision  of a  per son a lized tea ch in g  a n d lea r n in g  en v ir on m en t  desig n ed to 

su ppor t  th e per son a l a n d pr ofession a l ca r eer  dev elopm en t  of qu a lified u n der g r a du a te stu den ts.  Th e in st itu t ion  w a s 
fou n ded to pr ov ide to its com m u n ity  qu a lity  edu ca t ion  a n d tr a in in g  desig n ed to m eet  th e n eeds of both  stu den ts a n d 
em ploy er s.  Th e in st itu t ion  is desig n ed to ser v e a  div er se stu den t  popu la t ion  focu sin g  on  a du lts a n d r ecen t  h ig h  sch ool 
g r a du a tes seekin g  to a cqu ir e th e edu ca t ion  a n d skills n ecessa r y  to en ter  th eir  ch osen  ca r eer  field.  To a ch iev e th is,  th e 
in st itu t ion  is com m itted to: 

• Th e u t iliza t ion  of m oder n  tech n olog y  a n d tea ch in g  m eth ods (in clu din g  dista n ce edu ca t ion  a n d ex ter n sh ips 
w h er e a ppr opr ia te); 

• Th e pr ov ision  of in n ov a t iv e edu ca t ion a l pr og r a m s; 
• On g oin g  cooper a t ion  w ith  bu sin ess,  in du str y ,  g ov er n m en t,  loca l com m u n it ies,  a n d oth er  edu ca t ion a l 

in st itu t ion s in  th e desig n , deliv er y ,  a n d ev a lu a t ion  of effect iv e a n d dy n a m ic cu r r icu la ; a n d 
• Th e pr ov ision  of ca r eer  dev elopm en t  su ppor t  ser v ices to stu den ts a n d a lu m n i.  

OBJECTIVES  
In  or der  to a ssu r e con t in u ed fu lfillm en t  of its m ission , th e in st itu t ion  h a s esta blish ed th e follow in g  g oa ls: 
• Th e in st itu t ion  w ill con t in u a lly  en h a n ce its edu ca t ion a l pr ocess a t  a ll lev els a n d seek to im pa r t  essen tia l 

skills,  com peten cies,  a n d a ttr ibu tes th a t  stu den ts n eed for  su ccessfu l ca r eer s a n d for  con tin u ed stu dy .  
• Th e in st itu t ion  sh a ll str iv e to dev elop in  a ll stu den ts th e in tellectu a l poten t ia l th a t  w ill lea d th em  to r ea lize 

th eir  ca pa cit ies for  cr it ica l th in kin g , in tellig en t  decision  m a kin g , a n d in div idu a l ex pr ession  of opin ion s.  
On g oin g  dev elopm en t  of com m u n ica t ion  a n d in ter a ct iv e skills w ill fu r th er  pr epa r e ou r  stu den ts to be 
su ita ble ca n dida tes for  posit ion s in  th eir  ch osen  field.  

• Th e in st itu t ion  is com m itted to qu a lity  in  tea ch in g  a n d ex cellen ce in  edu ca t ion  a n d sh a ll seek qu a lified 
fa cu lty  w h o w ill cr ea te a  fa cilita t iv e en v ir on m en t  th a t  foster s ex citem en t  in  th e cla ssr oom  a n d st im u la tes 
ea g er n ess for  lea r n in g .  

• Th e in st itu t ion  w ill cu lt iv a te a  str on g  a dv isor y  boa r d fr om  key  in div idu a ls in  th e com m u n ity  w h o ca n  
pr ov ide v isibility ,  feedba ck a n d in flu en ce in  th e qu a lity  of edu ca t ion  w e pr ov ide ou r  stu den ts.   

• Th e in st itu t ion  sh a ll str iv e to dev elop m a tu r e cit izen s w h o con tr ibu te to th eir  com m u n it ies by  pr ov idin g  
posit iv e r ole m odels,  cr ea t in g  oppor tu n it ies to pa r t icipa te in  com m u n ity  ser v ice a n d pa v in g  th e w a y  to 
dev elop n ew  a n d m u tu a lly  ben eficia l r ela t ion sh ips.  

• Th e in st itu t ion  is dedica ted to a ssist in g  g r a du a tes in  secu r in g  ca r eer -r ela ted em ploy m en t.  

SCHOOL HISTORIES AND DESCRIPTIONS 
Th ese in st itu t ion s,  th e fa cilit ies th ey  occu py  a n d th e equ ipm en t  th ey  u se com ply  w ith  a ll feder a l,  sta te a n d loca l 

or din a n ces a n d r eg u la t ion s,  in clu din g  th ose r ela ted to fir e sa fety ,  bu ildin g  sa fety  a n d h ea lth .   

BRIGHTON 
Th e Br ig h ton  sch ool,  for m er ly  Br y m a n  In st itu te,  w a s a cqu ir ed by  Cor in th ia n  Sch ools,  In c.  in  Decem ber ,  1 9 9 5 .  

Th e sch ool’s n a m e w a s ch a n g ed to Br y m a n  In st itu te on  Ju n e 3 0, 1 9 9 6 .  In  A pr il 2 007 , th e ca m pu s ch a n g ed its n a m e 
to Ev er est  In st itu te.  

Th e Br ig h ton  ca m pu s is desig n ed for  tr a in in g  stu den ts in  th e h ea lth  ca r e field in  a  br ig h t ,  w ell-lit  lea r n in g  
en v ir on m en t.    

Th e Br ig h ton  fa cility  h a s 2 8 ,000 squ a r e feet  con ta in in g  1 4  cla ssr oom s fu r n ish ed w ith  la bor a tor y  a n d office 
equ ipm en t,  fa cu lty  a n d a dm in istr a t iv e offices,  a  libr a r y  con ta in in g  r efer en ce a n d r ea din g  m a ter ia ls r ela ted to th e 
a ca dem ic pr og r a m s, a  stu den t  lou n g e a n d r estr oom s. Th e stu den t  lou n g e ser v es a s a  g a th er in g  pla ce for  lu n ch  a n d 
br ea ks.  It  is equ ipped w ith  a  v a r iety  of v en din g  m a ch in es a n d pr ov ides a  r ela x in g  a tm osph er e for  v isit in g  or  
stu dy in g  befor e a n d a fter  cla ss.  

Th e ca m pu s a n d th e equ ipm en t  it  u ses com plies w ith  a ll feder a l,  sta te a n d loca l or din a n ces a n d r eg u la t ion s,  
in clu din g  th ose r ela ted to fir e sa fety ,  bu ildin g  sa fety  a n d h ea lth .  
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Th e sch ool is con v en ien t ly  loca ted n ea r  pu blic tr a n spor ta t ion .  

CHELSEA 
Th e Ch elsea  ca m pu s, for m er ly  Br y m a n  In st itu te,  w a s open ed in  Ma r ch  2 004  a s a  br a n ch  of Br y m a n  Colleg e in  

A lh a m br a , Ca lifor n ia .  In  A pr il of 2 007 , th e ca m pu s ch a n g ed its n a m e to Ev er est  In st itu te.  
Th e Ch elsea  ca m pu s h a s been  desig n ed for  tr a in in g  stu den ts in  th e h ea lth  ca r e field in  a  br ig h t ,  w ell-lit  lea r n in g  

en v ir on m en t.  
Th e Ch elsea  sch ool is con v en ien t ly  loca ted in  dow n tow n  Ch elsea  ju st  a cr oss th e Tobin  Br idg e fr om  th e city  of 

Boston . Th e m oder n , a ir -con dit ion ed fa cility  is desig n ed for  tr a in in g  stu den ts for  th e w or kin g  w or ld.   Th e a ttr a ct iv e 
fa cility  h a s a ppr ox im a tely  2 8 ,000 squ a r e feet  a n d in clu des tw o com pu ter  la bor a tor ies,  tw o m edica l la bor a tor ies,  on e 
m a ssa g e th er a py  la bor a tor y ,  a  stu den t  lou n g e, r esou r ce cen ter ,  bookstor e a n d a dm in istr a t iv e a r ea s.  

Th e ca m pu s a n d th e equ ipm en t  it  u ses com ply  w ith  a ll feder a l,  sta te a n d loca l or din a n ces a n d r eg u la t ion s,  
in clu din g  th ose r ela ted to fir e sa fety ,  bu ildin g  sa fety  a n d h ea lth .  

Th e sch ool is con v en ien t ly  loca ted n ea r  pu blic tr a n spor ta t ion .  

IMPORTANT DISCLAIMER INFORMATION 
Th is ca ta log  is n ot  in ten ded to be a  com plete sta tem en t  of a ll pr ocedu r es,  policies,  r u les,  a n d r eg u la t ion s by  w h ich  

th ese In st itu t ion s a r e oper a ted. Depa r tm en ta l pr ocedu r es,  policies,  r u les,  a n d r eg u la t ion s,  w h eth er  or  n ot  con ta in ed 
in  th is ca ta log ,  m a y  be a pplica ble to stu den ts in  th ose depa r tm en ts.  

Th e stu den t  is r espon sible for  m eet in g  a ll r equ ir em en ts for  g r a du a tion .  A  stu den t 's a dv isor  m a y  a ssist  in  
pla n n in g  pr og r a m s, bu t  th e fin a l r espon sibility  for  m eet in g  th e r equ ir em en ts for  g r a du a t ion  r ests w ith  ea ch  stu den t .  
 In  a ddit ion , stu den ts pla n n in g  to tr a n sfer  to a n oth er  in st itu t ion  h a v e th e sole r espon sibility  to deter m in e th a t  th eir  
cou r se of stu dy  a t  Ev er est  In st itu te w ill qu a lify  for  su ch  tr a n sfer .  

STATEMENT OF NON-DISCRIMINATION 
Ev er est  In st itu te does n ot  discr im in a te on  th e ba sis of r a ce,  color ,  r elig ion , a g e,  disa bility ,  sex ,  sex u a l or ien ta t ion , 

n a t ion a l or ig in ,  cit izen sh ip sta tu s,  g en der  iden tity  or  sta tu s,  v eter a n , or  m a r ita l sta tu s in  its a dm ission  to or  
tr ea tm en t  in  its pr og r a m s a n d a ct iv it ies,  in clu din g  a dv er t isin g ,  tr a in in g ,  pla cem en t  a n d em ploy m en t.   Th e Ca m pu s 
Pr esiden t  is th e coor din a tor  of Tit le IX – th e Edu ca t ion a l A m en dm en ts A ct  of 1 9 7 2 , w h ich  pr oh ibits discr im in a t ion  
on  th e ba sis of sex  in  a n y  edu ca t ion  pr og r a m  or  a ct iv ity  r eceiv in g  feder a l fin a n cia l a ssista n ce.   A ll in qu ir ies or  
com pla in ts u n der  th e sex  discr im in a t ion  pr ov ision s of Tit le IX sh ou ld be dir ected to th e Ca m pu s Pr esiden t .   Th e 
Ca m pu s Pr esiden t  m u st  a ct  equ ita bly  a n d pr om ptly  to r esolv e com pla in ts a n d sh ou ld pr ov ide a  r espon se w ith in  
sev en  w or kin g  da y s.   Stu den ts w h o feel th a t  th e com pla in t  h a s n ot  been  a dequ a tely  a ddr essed sh ou ld con ta ct  th e 
Stu den t  Help Lin e,  (8 00) 8 7 4 -02 5 5  or  by  em a il a t  stu den tser v ice@cci.edu .  Stu den ts ca n  a lso con ta ct  th e 
Ma ssa ch u setts Com m ission  A g a in st  Discr im in a t ion  (MCA D) w w w .m a ss.g ob/m ca d.  

ACCREDITATIONS, APPROVALS AND MEMBERSHIPS 
Th ese sch ools v olu n ta r ily  u n der g o per iodic a ccr edit in g  ev a lu a t ion s by  tea m s of qu a lified ex a m in er s,  in clu din g  

su bject  ex per ts a n d specia lists in  occu pa tion a l edu ca t ion  a n d pr iv a te sch ool a dm in istr a t ion . Sch ool a ppr ov a ls a n d 
m em ber sh ips a r e a v a ila ble for  ex a m in a t ion ; con ta ct  th e Ca m pu s Pr esiden t  for  fu r th er  in for m a tion .  

Brighton and Chelsea 
• A ccr edited by  th e A ccr edit in g  Com m ission  of Ca r eer  Sch ools a n d Colleg es.  
• Licen sed by  th e Ma ssa ch u setts Depa r tm en t  of Elem en ta r y  a n d Secon da r y  Edu ca t ion .  
• Elig ible in st itu t ion  for  Feder a l Sta ffor d Loa n  Pr og r a m  (FSL) a n d Feder a l Pa r en t  Loa n  for  Un der g r a du a te 

Stu den ts,  (FPLUS) Feder a l Per kin s Loa n , Feder a l Su pplem en ta l Edu ca t ion a l Oppor tu n ity  Gr a n t  (FSEOG), 
Feder a l Pell Gr a n t ,  Feder a l Wor k Stu dy  (FWS), Feder a l Dir ect  Loa n s,  a n d MA SSGr a n ts (Br ig h ton ).  

• Th e Br ig h ton  ca m pu s is a u th or ized u n der  feder a l la w  to en r oll n on im m ig r a n t  a lien  stu den ts by  th e 
Depa r tm en t  of Hom ela n d Secu r ity  Stu den t  a n d Ex ch a n g e V isitor  Pr og r a m  (SEV P),  See 
h ttp://w w w .ice.g ov /sev is/stu den ts/in dex .h tm  for  pr og r a m  r equ ir em en ts.  

• A ppr ov ed for  th e tr a in in g  of V eter a n s a n d elig ible per son s u n der  th e pr ov ision s of Tit le 3 8 , Un ited Sta tes 
Code.  

• Mem ber  of th e Ma ssa ch u setts A ssocia t ion  of Pr iv a te Ca r eer  Sch ools.   
Sch ool a ccr edita t ion s,  a ppr ov a ls a n d m em ber sh ips a r e displa y ed in  th e lobby . Th e In st itu te Pr esiden t  ca n  

pr ov ide a ddit ion a l in for m a tion .  

ADMISSIONS 

REQUIREMENTS AND PROCEDURES 
Stu den ts sh ou ld a pply  for  a dm ission  a s soon  a s possible in  or der  to be officia lly  a ccepted for  a  specific pr og r a m  a n d 

sta r t in g  da te.   To a pply ,  stu den ts sh ou ld com plete a n  a pplica t ion  for m  or  ca ll for  a n  a ppoin tm en t  to v isit  th e Sch ool 
a n d r eceiv e a  tou r  of its fa cilit ies.  

A ll a pplica n ts a r e r equ ir ed to com plete a  per son a l in ter v iew  w ith  a n  a dm ission s r epr esen ta t iv e.  Pa r en ts a n d 
spou ses a r e en cou r a g ed to a t ten d.  Th is g iv es a pplica n ts a n d th eir  fa m ilies a n  oppor tu n ity  to see th e Sch ool's 

mailto:studentservice@cci.edu�
http://www.mass.gob/mcad�
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equ ipm en t  a n d fa cilit ies,  a n d to m eet  th e sta ff a n d fa cu lty  to a sk qu est ion s r ela t in g  to th e ca m pu s a n d th eir  
cu r r icu lu m  ca r eer  object iv es.  Per son a l in ter v iew s a lso en a ble Sch ool a dm in istr a tor s to deter m in e w h eth er  a n  
a pplica n t  is a ccepta ble for  en r ollm en t  in  th e pr og r a m . 

Stu den ts en r ollin g  a t  Ev er est  In st itu te m u st  fu r n ish  pr oof by  pr ov idin g  th e sch ool w ith  th e diplom a , tr a n scr ipt  
or  GED cer t ifica te,  a  copy  of w h ich  w ill be pla ced in  th e stu den t  file.   Th ose stu den ts m a y  r equ est  a  for m  su pplied by  
th e sch ool  for  r equ est in g  tr a n scr ipts or  equ iv a len cy  docu m en ta t ion .   

On ce a n  a pplica n t  h a s com pleted a n d su bm itted th e En r ollm en t  A g r eem en t,  th e Sch ool r ev iew s th e in for m a tion  
a n d in for m s th e a pplica n t  of its decision .  If a n  a pplica n t  is n ot  a ccepted, a ll fees pa id to th e Sch ool a r e r efu n ded.  

Th e Sch ool follow s a n  open  en r ollm en t  sy stem .  In div idu a ls m a y  a pply  u p to on e y ea r  in  a dv a n ce of a  sch edu led 
cla ss sta r t .   Th e follow in g  item s m u st  be com pleted a t  th e t im e of a pplica t ion : 

• A dm in istr a t ion  a n d ev a lu a t ion  of a n  a pplica ble en tr a n ce ex a m in a t ion ; 
• En r ollm en t  A g r eem en t  (if a pplica n t  is u n der  1 8  y ea r s of a g e it  m u st  be sig n ed by  pa r en t  or  g u a r dia n ); a n d 
• Fin a n cia l a id for m s (if a pplica n t  w ish es to a pply  for  fin a n cia l a id).  
Th e Sch ool r eser v es th e r ig h t  to r eject  stu den ts if th e item s listed a bov e a r e n ot  su ccessfu lly  com pleted. Th is 

sch ool does n ot  offer  tr a in in g  in  En g lish  a s a  Secon d La n g u a g e.  
Pr ospect iv e stu den ts w h o h a v e a  h ig h  sch ool diplom a  or  a  r ecog n ized equ iv a len cy  cer t ifica te (GED) a r e r equ ir ed 

to: 
1 .  Fu r n ish  pr oof by  pr ov idin g  th e Sch ool w ith  th e diplom a , officia l t r a n scr ipt  or  GED cer t ifica te,  a  copy  of w h ich  

w ill be pla ced in  th e stu den t  file.  
2 .  A ch iev e a  pa ssin g  scor e on  a  n a t ion a lly  sta n da r dized test .   Th is test  m ea su r es a n  a pplica n t 's ba sic skills in  

r ea din g  a n d a r ith m etic.  A pplica n ts w h o fa il th e test  ca n  be r e-tested u sin g  a  differ en t  n a t ion a lly  sta n da r dized 
test .   Th e r etest(s) w ill be a dm in ister ed w ith in  th e per iod specified by  th e test  dev eloper .   

3 .  Th e en tr a n ce test  r equ ir em en t  for  stu den ts en r ollin g  in  a ll pr og r a m s is to pa ss th e Ca r eer  Pr og r a m s 
A ssessm en t  Test  (CPA t) offer ed by  A CT, In c.,  w ith  a  r equ ir ed m in im u m  pa ssin g  scor e of 1 2 0.  A pplica n ts w h o 
h a v e com pleted th e A CT w ith  a  scor e of a t  lea st  1 5  or  th e SA T cr it ica l r ea din g  a n d m a th  por t ion s w ith  a  
com bin ed scor e of a t  lea st  7 00 w ill n ot  be r equ ir ed to com plete th e test .    

PROGRAM-SPECIFIC ENTRANCE REQUIREMENTS  
Den ta l A ssist in g  
Pr og r a m  

Du e to r eg u la t ion s r eg a r din g  X-r a y s,  a n  a pplica n t  to th e Den ta l A ssist in g  Pr og r a m  
m u st  be a t  lea st  1 7  y ea r s old.  

Ma ssa g e Th er a py  
Pr og r a m  

Effect iv e Ma y  1 ,  2 008 , m a ssa g e th er a py  g r a du a tes m u st  be licen sed by  th e Boa r d of 
Ma ssa g e Th er a py  Reg u la t ion  in  or der  to w or k in  Ma ssa ch u setts.   Th e Boa r d r equ ir es 
th a t  a pplica n ts to th e Boa r d r equ est in g  a  licen se m u st  be h ig h  sch ool g r a du a tes or  
h a v e a  GEDs a n d be a t  lea st  1 8  y ea r s of a g e.     For  th is r ea son , th e Ma ssa g e Th er a py  
pr og r a m  is open  to en r ollm en t  on ly  to a pplica n ts possessin g  a  h ig h  sch ool diplom a  or  
its r ecog n ized equ iv a len t  (GED) w h o w ill be a t  lea st  1 8  y ea r s of a g e u pon  g r a du a tion .  

ABILITY TO BENEFIT POLICY  
Stu den ts w h o do n ot  h a v e a  h ig h  sch ool diplom a  or  its r ecog n ized equ iv a len t  m a y  st ill be a dm itted in to cer ta in  

diplom a  pr og r a m s a t  th e sch ool,  a s lon g  a s th ey  a r e pa st  th e a g e of com pu lsor y  sch ool a t ten da n ce in  Ma ssa ch u setts.   
How ev er ,  befor e th e sch ool ca n  a ccept  a  pr ospect iv e stu den t  w h o is seekin g  feder a l fin a n cia l a id a n d w h o does n ot  
h a v e a  h ig h  sch ool diplom a  or  its r ecog n ized equ iv a len t ,  feder a l la w  r equ ir es th e sch ool to deter m in e w h eth er  th e 
stu den t  h a s th e a bility  to ben efit  (A TB) fr om  tr a in in g  a t  th e in st itu t ion .  Feder a l la w  r equ ir es th a t  th e sch ool m a ke 
th e a bility  to ben efit  deter m in a t ion  on  th e ba sis of th e a pplica n t ’s scor e on  a n  A TB ex a m .  Th e sch ool w ill a dm it  
u n der  th e A bility  to Ben efit  policy  a pplica n ts w h o pr ov ide a n  officia l scor e r epor t  th a t  m eets of ex ceeds th e pa ssin g  
scor es a s specified in  th e feder a l r eg ister  on  th e CPA T,  COMPA SS, or  Won der lic.   See A TB Test in g  sect ion  below .  
A lth ou g h  stu den ts m a y  be a dm itted u n der  th e A TB pr ov ision , th e sch ool r ecog n izes th e a ddit ion a l ben efits of a  h ig h  
sch ool diplom a  or  its r ecog n ized equ iv a len t  to th e stu den t .   For  th is r ea son  th e sch ool sh a ll m a ke a v a ila ble to a ll A TB 
stu den ts th e oppor tu n ity  to com plete th eir  GED a n d en cou r a g es th eir  u t iliza t ion  of a  GED com plet ion  pr og r a m .   

Th e n u m ber  of stu den ts en r olled u n der  th e A bility  to Ben efit  Pr ov ision  is lim ited.  Th e Sch ool r eser v es th e r ig h t  
to r eject  a pplica n ts ba sed on  test  scor es a n d a bility  to ben efit  lim ita t ion s,  or  a s n ecessa r y  to com ply  w ith  a n y  
a pplica ble loca l,  sta te or  feder a l la w s,  sta tu tes or  r eg u la t ion s.  

Stu den ts w ill n ot  be a ccepted for  a dm ission  u n der  th e A TB pr ov ision  for  th e follow in g  pr og r a m : 

Diplom a , GED or recogn ized equ iv a len t  requ ired in  t h e 
followin g 
Ma ssa g e Th er a py  pr og r a m   

GED Preparatory  Program  
Ev er est  pr ov ides to a ll stu den ts a dm itted u n der  th e A TB pr ov ision  in for m a tion  on  pr epa r a tor y  pr og r a m s 

con v en ien t  to stu den ts for  com plet ion  of th eir  GED, loca l test in g  sites a n d sch edu les,  a n d tu tor ia l oppor tu n it ies.   
Ev er est  ta kes r ea son a ble steps,  su ch  a s sch edu lin g ,  to m a ke th e pr og r a m  a v a ila ble to its A TB stu den ts.    

AT B T esting 
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For m s B a n d C of th e Ca r eer s Pr og r a m  A ssessm en t  Test  (CPA t),  th e com pu ter -ba sed COMPA SS/ESL test  by  A CT, 
a n d V er ba l For m s V S-1  & V S-2 , Qu a n tita t iv e For m s QS-1  & QS-2  of th e Won der lic Ba sic Skills Test  (WBST) h a v e been  
a ppr ov ed by  th e U. S.  Depa r tm en t  of Edu ca t ion  for  th e a ssessm en t  of A TB stu den ts.   Th e COMPA SS test  is a  com pu ter -
ba sed test  th a t  does n ot  r ely  on  specific for m s.  

• Pa ssin g  scor es on  th e CPA t  a r e La n g u a g e Usa g e 4 2 , Rea din g  4 3 , a n d Nu m er ica l 4 1 .   
• Pa ssin g  scor es on  th e COMPA SS test  a r e Nu m er ica l Skills/Pr ea lg ebr a  2 5 ,  Rea din g  6 2 , a n d Wr it in g  Skills 3 2 .  
• Pa ssin g  scor es on  th e Won der lic test  a r e: V er ba l (2 00) a n d Qu a n tita t iv e (2 1 0).   
Stu den ts m u st  a ch iev e a  pa ssin g  scor e on  a ll pa r ts of th e skill a ssessm en t  in  a  sin g le test in g  session  to be 

con sider ed a s pa ssin g .   Ev er est  w ill a ccept  test  scor e r epor ts fr om  tests ta ken  a t  a n y  Ev er est  loca t ion  or  a n  A ssessm en t  
Cen ter .  

Retesting Requirem ents 
A n  a pplica n t  w h o h a s fa iled th e test  m a y  be offer ed a  ch a n ce to r etest  w h en  on e of th e follow in g  con dit ion s is m et: 
1 .  Th e a pplica n t ’s per for m a n ce w a s in flu en ced by  fa ctor s oth er  th a n  a bility ,  su ch  a s illn ess,  ch ea t in g ,  

in ter r u pt ion  or  im pr oper  a dm in istr a t ion  of th e ex a m , fa ilu r e to t im e th e ex a m  cor r ect ly ,  or  oth er  fa ctor s 
th a t  m a y  h a v e a ffected th e a pplica n t ’s per for m a n ce; or  

2 .  A  sig n ifica n t  ch a n g e in  th e a pplica n t ’s a bility  h a s occu r r ed, su ch  a s th e stu den t  h a s ta ken  in str u ct ion  to 
im pr ov e skills,  or  h a s pa r t icipa ted in  tu tor ia l session s on  test  ta kin g  a n d ba sic m a th em a tica l a n d la n g u a g e 
skills.  

A  stu den t  m a y  n ot  r etest ,  u n less th e fa ctor  th a t  a ffected per for m a n ce h a s been  r esolv ed, or  th e a ct ion  ta ken  to 
im pr ov e th e a pplica n t ’s a bility  h a s been  com pleted.   

Retaking the CPAt T est 
Stu den ts w h o fa il th e fir st  a dm in istr a t ion  of th is ex a m  a n d qu a lify  for  a  r etest  a s ou t lin ed a bov e m a y  r eta ke th e 

ex a m  u sin g  th e a lter n a t iv e for m  of th e ex a m  w ith  n o w a it in g  per iod.  If th e r etest  occu r s befor e a  fu ll th ir ty  (3 0) 
da y s h a v e pa ssed sin ce th e pr ev iou s test in g ,  a n  a lter n a te for m  (i.e. ,  a  for m  on  th e a ppr ov ed A TB test  list  oth er  th a n  
th e on e m ost  r ecen t ly  a dm in ister ed) m u st  be u sed for  th e r etest .   If a  m in im u m  of th ir ty  (3 0) da y s h a v e pa ssed sin ce 
th e a dm in istr a t ion  of a  pa r t icu la r  for m , th e ex a m in ee m a y  be r etested u sin g  th e sa m e for m .  How ev er ,  n o for m  m a y  
be a dm in ister ed to a  stu den t  m or e th a n  tw ice in  a  n in ety  (9 0) da y  per iod.  A  stu den t  m a y  r eta ke th e ex a m  u p to 
th r ee (3 ) t im es (4  t im es tota l) befor e bein g  den ied a dm ission .   

Retaking the COMPASS 
Stu den ts w h o fa il th e fir st  a dm in istr a t ion  of th is ex a m  a n d qu a lify  for  a  r etest  a s ou t lin ed a bov e m a y  r eta ke th e 

ex a m  a t  a n y  t im e.  Th e stu den t  m a y  r eta ke th e ex a m  u p to th r ee (3 ) t im es (4  t im es tota l) befor e bein g  den ied 
a dm ission .  

Wonderlic 
Th e Won der lic Ba sic Skills Test  (WBST) is a lso u sed to deter m in e w h eth er  a n  a pplica t ion  w ith ou t  a  h ig h  sch ool 

diplom a  or  r ecog n ized equ iv a len t  h a s th e a bility  to ben efit  fr om  th e pr og r a m .  Th e follow in g  for m s of th e test  a r e 
u sed:  V er ba l For m s V S-1  & V S-2 , Qu a n tita t iv e For m s QS-1  & QS-2 .  Th e a ppr ov ed pa ssin g  scor es on  th is test  a r e a s 
follow s: V er ba l (2 00) a n d Qu a n tita t iv e (2 1 0).  Stu den ts m u st  a ch iev e a  pa ssin g  scor e on  both  skill a ssessm en ts in  a  
sin g le test in g  session  to be con sider ed pa ssin g .  

Retesting Requirem ents 
In  som e cir cu m sta n ces a n  a pplica n t  m a y  n eed to be r etested du e to a n  in a ccu r a te or  in com plete test  

a dm in istr a t ion .  If th er e is a n y  r ea son  to dou bt  th e a ccu r a cy  of a  test  a dm in istr a t ion , th e a pplica n t  sh ou ld be 
r etested.  In  a ddit ion , w h en  a n  a pplica n t ’s test  scor e fa lls w ith in  th e r a n g es sh ow n  in  th e ta ble below , w h ich  is less 
th a n  th e A TB m in im u m  scor e,   th e stu den t  m a y  be a sked to r etest .  

SUGGESTED SCORE RA NGES FOR WBST RETESTING 
V er ba l Skills Qu a n tita t iv e Skills 
1 7 0 to < 2 00 1 8 0 to < 2 1 0 
 

Befor e r etest in g ,  th e pr oblem  th a t  ca u sed th e n eed for  r etest in g  sh ou ld be fix ed, if possible.  

Retaking the WBST  
Retests sh ou ld be con du cted on  a n  a lter n a t iv e test  for m .  To qu a lify  for  Tit le IV  feder a l fin a n cia l a ssista n ce,  

a pplica n ts w h o a r e r etested w ith  th e WBST m u st  a ch iev e th e m in im u m  A TB pa ssin g  scor e for  both  th e v er ba l a n d 
qu a n tita t iv e test  sect ion s in  th e sa m e r etest  a dm in istr a t ion .  Retest  a dm in istr a t ion s u sin g  a n  a lter n a t iv e for m  m a y  
be con du cted w ith  a  h a lf h ou r  w a it in g  per iod betw een  a dm in istr a t ion s.  

Wh en  a n  a pplica n t  h a s a lr ea dy  ta ken  both  v er ba l a n d qu a n tita t iv e for m s 1  a n d 2  of th e WBST, th e stu den t  m a y  
be r etested w ith  th e follow in g  r u les: 

1 .  Th e a pplica n t  m u st  h a v e a lr ea dy  ta ken  both  for m s of th e WBST on ce.  
2 .  Th e a pplica n t  m a y  be r etested on  th e sa m e for m  on ce,  in  th e sa m e 1 2  m on th  per iod 
3 .  Th e a pplica n t  m a y  be r etested on  th e sa m e for m  on ly  if a t  lea st  6 0 da y s h a v e pa ssed sin ce th e pr ev iou s test .  



 5  

AT B Advising  
By  ch oosin g  to a dm it  A TB stu den ts,  th e sch ool h a s a n  oblig a t ion  to pr ov ide th e a ca dem ic su ppor t  ser v ices 

n ecessa r y  for  th e su ccess of ea ch  stu den t  in  th e pr og r a m  a n d to en su r e th a t  follow in g  com plet ion  of th e pr og r a m  th e 
stu den t  is r ea dy  for  pla cem en t.   Su ch  su ppor t  ca n  best  be pr ov ided th r ou g h  str u ctu r ed a ca dem ic a n d ca r eer  
a dv isin g .   
Pre-En rollm en t  
Pr ior  to en r ollm en t ,  a ll A TB stu den ts sh a ll: 

• Be pr ov ided w ith  in for m a tion  on  GED pr epa r a tor y  a n d com plet ion  pr og r a m s 
• Be a dv ised r eg a r din g  w h a t  steps th e sch ool is ta kin g  to m a ke pr epa r a tor y  pr og r a m s a v a ila ble  
• Be en cou r a g e to obta in  a  GED pr ior  to com plet ion  of th eir  pr og r a m  
• Receiv e ca r eer  a dv isin g  to be docu m en ted u sin g  th e A T B Disclosu re Form  

Post -En rollm en t  
A ll A TB stu den ts sh a ll r eceiv e a ca dem ic a n d ca r eer  a dv isin g  du r in g  th eir  fir st  a n d th ir d ev a lu a t ion  per iods (i.e. ,  

ter m , m odu le,  ph a se,  lev el,  or  qu a r ter ).   Th er ea fter ,  A TB stu den ts sh a ll r eceiv e a ca dem ic a dv isin g  a t  lea st  ev er y  
oth er  ev a lu a t ion  per iod u n less th e stu den t  h a s a  CGPA  of 2 .0  or  8 0%.  Th ese a dv isin g  session s sh a ll be docu m en ted 
u sin g  th e A TB A dv isin g  For m .  

Denial of Adm ission 
A  stu den t  w h o h a s been  den ied a dm ission  a fter  fou r  a t tem pts a t  ta kin g  th e en tr a n ce test  m u st  w a it  six  m on th s 

fr om  th e da te th e stu den t  fir st  took th e ex a m , or  9 0 da y s fr om  th e da te th e stu den t  w a s den ied a dm ission , w h ich ev er  
is la ter ,  befor e th e stu den t  is elig ible to r ea pply  for  a dm ission .  

Delay ed Adm ission 
Stu den ts w h o do n ot  en ter  sch ool follow in g  pa ssin g  th e ex a m , w ill n ot  be r equ ir ed to r eta ke a n d pa ss th e ex a m  

pr ior  to a  dela y ed en tr y ,  so lon g  a s th e pa ssin g  test  r esu lt  is on  file a t  th e in st itu t ion .  Sim ila r ly ,  stu den ts w h o h a v e 
en r olled a n d th en  w ith dr a w n  a n d w ish  to r e-en ter  w ill n ot  be r equ ir ed to r eta ke a n d pa ss th e ex a m  pr ior  to r e-en tr y ,  
if th e or ig in a l pa ssin g  test  r esu lt  is in  th e stu den t ’s a ca dem ic file.  

CRIMINAL BACKGROUND CHECK 
A llied h ea lth  pr og r a m s th a t  u se Join t  Com m ission  on  A ccr edita t ion  of Hea lth  Or g a n iza t ion s (JCA HO) a ccr edited 

fa cilit ies for  stu den t  clin ica l ex per ien ce/ex ter n sh ips a r e r equ ir ed to com ply  w ith  JCA HO sta n da r d H.R. 1.2 #5 w h ich  
sta tes: “ Th e h ospita l v er ifies in for m a tion  on  cr im in a l ba ckg r ou n d ch eck if r equ ir ed by  la w  a n d r eg u la t ion  or  h ospita l 
policy .  Rationale: Th is r equ ir em en t  per ta in s to sta ff a n d stu den ts a s w ell a s v olu n teer s w h o w or k in  th e sa m e 
ca pa city  a s sta ff w h en  pr ov idin g  ca r e,  tr ea tm en t  a n d ser v ices”  (CA MH Upda te 3  A u g u st ,  2 004 ).   Stu den ts en r ollin g  
in  th e Ma ssa g e Th er a py  pr og r a m , in clu din g  r een tr y  stu den ts,  w ill be su bjected to a  cr im in a l ba ckg r ou n d ch eck.  

For  pr og r a m s r equ ir in g  a  ba ckg r ou n d ch eck, $3 8  w ill be ch a r g ed (effect iv e 6 /2 3 /06 ).   
Th e cr im in a l ba ckg r ou n d ch eck w ill in clu de:  
• 3  cou n ty w ide cr im in a l cou r t  sea r ch es (cou n ties of r esiden ce or  con tig u ou s cou n ties) 
• 2  n a m e sea r ch es (u p to tw o m a r r ied n a m es) 
• 1  socia l secu r ity  tr a ce – a ddr ess tr a ce r epor t  
• 1  sta tew ide sex  offen der  sea r ch  
• 1  OIG sea r ch  (Medica r e/Medica id r ela ted fr a u d) 

Th e fee for  th is ba ckg r ou n d ch eck w ill be cov er ed by  fin a n cia l a id for  th ose w h o qu a lify .  
Clea r a n ce for  stu den ts w ill n ot  be obta in ed w h er e th e ba ckg r ou n d ch eck iden t ified a  con v ict ion , pen din g  ca se,  or  

u n -com pleted defer r a l/div er sion  for  a n y  cr im e r ela ted to th e follow in g  offen ses w ith in  th e pa st  sev en  y ea r s: 
 

A bu se of a n y  for m  Bu r g la r y  Medica r e or  Medica l r ela ted offen ses 
A ll dr u g  a n d a lcoh ol r ela ted 
offen ses 

Con cea led w ea pon s Possession  of stolen  pr oper ty  

A n y  cr im e a g a in st  per son  or  
pr oper ty  

Dr u g  pa r a ph er n a lia  Sex u a l cr im es 

A ssa u lt  Fr a u d  Robber y  
Ba tter y  Ha r a ssm en t   
Th eft/sh oplift in g /ex tor t ion - in clu din g  con v ict ion s for  ba d ch eck 
ch a r g es 

 

 

If a n  a pplica n t  h a s a n  open  w a r r a n t  for  a  cr im e th a t  w ou ld oth er w ise be g iv en  clea r a n ce,  th e ba ckg r ou n d ch eck 
a g en cy  w ill con ta ct  th e per son  a u th or ized to m a ke a  decision .  

A  stu den t ’s in a bility  to obta in  cr im in a l ba ckg r ou n d clea r a n ce per  th e r equ ir em en ts ou t lin ed a bov e m a y  pr oh ibit  
clin ica l site pla cem en t  a n d pr og r a m  com plet ion . Stu den ts sh ou ld con ta ct  th e A ca dem ic Dea n /Dir ector  of Edu ca t ion  
a t  th e ca m pu s a t  w h ich  th ey  a r e en r ollin g  for  in for m a tion  on  w h ich  pr og r a m s r equ ir e th e cr im in a l ba ckg r ou n d 
ch eck a t  th a t  pa r t icu la r  ca m pu s.  
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INTERNATIONAL STUDENTS 
In ter n a t ion a l stu den ts m u st  m eet  a ll a dm ission  r equ ir em en ts a s sta ted in  th e ca ta log .   A ddit ion a lly ,  su ch  

stu den ts m u st: 
• Pr ov ide secon da r y  sch ool tr a n scr ipts (if n ot  in  En g lish ,  m u st  be tr a n sla ted a n d ev a lu a ted by  a n  a ppr ov ed 

ev a lu a t ion  ser v ice) 
• Pr ov ide pr oof of En g lish  pr oficien cy  (if th e stu den t ’s fir st  la n g u a g e is n ot  En g lish ,  a n  officia l test  scor e on  a n  

a ppr ov ed En g lish  pr oficien cy  test  is r equ ir ed) 
• Pr ov ide pr oof of fin a n cia l a bility  to m eet  ex pen ses: 

o Ba n k let ter  v er ify in g  stu den t ’s a v a ila ble fu n ds (self-spon sor in g ) 
o Ba n k let ter  v er ify in g  spon sor ’s a v a ila ble fu n ds (if spon sor  is n ot  a  cit izen  or  a  Leg a l Per m a n en t  

Residen t  of th e U.S.) 
o For m  I-1 3 4  (if spon sor  is a  cit izen  or  Leg a l Per m a n en t  Residen t  of th e U.S.) 
o Sta tem en t  of Spon sor sh ip fr om  stu den t ’s h om e cou n tr y  

• Be elig ible for  a  stu den t  v isa   
• En r oll a s a  fu ll t im e stu den t  
• Pa y  th e r equ ir ed m in im u m  tu it ion  deposit  
• Pa y  th e n on -r efu n da ble SEV IS pr ocessin g  fee (if don e th r ou g h  th e sch ool) 

Course Work T aken At Foreign Institutions  
Cou r se w or k ta ken  a t  a  for eig n  in st itu t ion  (ex clu din g  secon da r y  sch ool docu m en ts th a t  a r e in  En g lish  or  fr om  

Ca n a da  or  Ph ilippin es post-secon da r y  cr eden tia ls th a t  a r e in  En g lish ) m u st  be ev a lu a ted for  equ iv a len cy  to 
cou r sew or k ta ken  a t  a  Un ited Sta tes in st itu t ion .  Ev er est  In st itu te a ccepts th e ev a lu a t ion s of for eig n  cou r se w or k 
fr om  a n y  a g en cy  th a t  is a ppr ov ed by  th e Na tion a l A ssocia t ion  of Cr eden tia l Ev a lu a t ion  Ser v ices (NA CES).   See 
w w w .n a ces.or g .   Th e follow in g  th r ee a g en cies a r e r ecom m en ded: 

• Wor ld Edu ca t ion  Ser v ices,  In c.,  Bow lin g  Gr een  Sta t ion , P.O. Box  5 08 7 , New  Yor k, New  Yor k 1 02 7 4 -5 08 7 , 
(3 05 ) 3 5 8 -6 6 8 8 , w w w .w es.or g .  

• Josef Siln y  & A ssocia tes,  In c.,  In ter n a t ion a l Edu ca t ion a l Con su lta n ts,  7 1 01  S.W. 1 02  A v e.,  Mia m i,  FL 3 3 1 7 3 , 
3 05 -2 7 3 -1 6 1 6 , w w w .jsiln y .com  

• Edu ca t ion a l Cr eden tia l Ev a lu a tor s,  In c.,  P.O. Box  5 1 4 07 0, Milw a u kee,  Wiscon sin  5 3 2 02 -3 4 7 0, (4 1 4 ) 2 8 9 -
3 4 00, w w w .ece.or g  

CREDIT FOR PREVIOUS EDUCATION OR TRAINING 
Th e Edu ca t ion  Depa r tm en t  w ill ev a lu a te pr ev iou s edu ca t ion  a n d tr a in in g  th a t  m a y  be a pplica ble to a n  

edu ca t ion a l pr og r a m . If th e edu ca t ion  a n d/or  tr a in in g  m eet  th e sta n da r ds for  tr a n sfer  of cr edit ,  th e pr og r a m  m a y  be 
sh or ten ed a n d th e tu it ion  r edu ced a ccor din g ly .   Stu den ts w h o r equ est  cr edit  for  pr ev iou s edu ca t ion  a n d tr a in in g  a r e 
r equ ir ed to pr ov ide th e sch ool w ith  a n  officia l t r a n scr ipt  fr om  th e edu ca t ion a l in st itu t ion  pr ov idin g  th e tr a in in g .  

ORIENTATION  
A ll n ew  stu den ts a r e r equ ir ed to a t ten d a n  or ien ta t ion  pr og r a m  pr ior  to th e sta r t  of cla sses.   Th is pr og r a m  is 

con du cted by  th e a dm in istr a t iv e sta ff in  con ju n ct ion  w ith  th e fa cu lty  to fa m ilia r ize stu den ts w ith  sch ool policies a n d 
pr ocedu r es a n d pr og r a m s of stu dy .   

ATTENDANCE 
A tten da n ce in  cla ss is cr it ica l to stu den t  a ca dem ic su ccess.   Th is policy  sets sta n da r ds th a t  pr ov ide for  th e 

w ith dr a w a l fr om  a  cou r se or  dism issa l fr om  a  pr og r a m  of stu den ts w h ose a bsen ces fr om  cla ss ex ceed a  set  r a te.   
Nor m a lly ,  a  stu den t  is con sider ed pr esen t  if s/h e is in  th e a ssig n ed cla ssr oom  for  th e sch edu led a m ou n t  of t im e, i.e. ,  
n eith er  la te for  cla ss (ta r dy ) n or  lea v in g  befor e th e en d of cla ss (lea v e ea r ly ).   How ev er ,  a n  in str u ctor  m a y  con sider  a  
stu den t  pr esen t  w h o does n ot  a tten d th e en t ir e cla ss session  if (a ) th e cr iter ia  u sed to m a ke th e deter m in a t ion  a r e 
sta ted in  th e cou r se sy lla bu s a n d (b) th e a m ou n t  of t im e m issed does n ot  ex ceed 5 0% of th e cla ss session .  

A  la ck of stu den t  a t ten da n ce is a  ba sis for  stu den t  a ca dem ic a dv isin g .   A t  th e beg in n in g  of ea ch  cou r se,  fa cu lty  
sh a ll a dv ise stu den ts of th e follow in g : 

• Th e policy  r eg a r din g  a bsen ces   
• Th e im por ta n ce of r eg u la r  a tten da n ce  
• Th a t  a tten da n ce is r equ ir ed to r eceiv e cr edit  for  th e cou r se  

Establishing Attendance / Verify ing Enrollm ent 
Th e sch ools w ill ta ke a t ten da n ce ea ch  cla ss session  beg in n in g  w ith  th e fir st  da y  of sch edu led cla sses.   Fa cu lty  a r e 

r espon sible for  m on itor in g  stu den t  a t ten da n ce a n d a dv isin g  stu den ts w h o h a v e been  a bsen t  fr om  th eir  cla sses.    

Monitoring Student Attendance 
Fa cu lty  sh a ll m on itor  stu den t  a t ten da n ce on  th e ba sis of both  con secu t iv e a bsen ces (th e “ Con secu t iv e A bsen ce 

Ru le” ) a n d a bsen ces a s a  per cen ta g e of th e h ou r s in  th e cla ss/pr og r a m  (th e “ Per cen ta g e A bsen ce Ru le” ).   A  stu den t  
m a y  a ppea l a n  a tten da n ce dism issa l pu r su a n t  to th e Stu den t  A ca dem ic A ppea ls Policy  on ly  if:  (a ) th e stu den t  
r etu r n s to cla ss th e n ex t  sch edu led cla ss session  follow in g  th e a tten da n ce v iola t ion  a n d (b) th e stu den t  h a s n o 
a bsen ces w h ile th e a ppea l is pen din g .  

http://www.naces.org/�
http://www.jsilny.com/�
http://www.ece.org/�
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Note:  Sh ou ld a n  a ppea l be g r a n ted, th e stu den t  is n ot  w ith dr a w n , bu t  sh a ll be m on itor ed w ith  a n  a dv isin g  pla n .  
Sh ou ld a n  a ppea l n ot  be g r a n ted, th e stu den t  sh a ll be w ith dr a w n  fr om  a ll cla sses for  w h ich  th e a ppea l w a s den ied 
a n d sh a ll n ot  be ch a r g ed for  a n y  a tten da n ce in  th ose cla sses w h ile th e a ppea l w a s pen din g .   

Th e Da te of With dr a w a l sh a ll be th e ea r lier  of a  v iola t ion  of th e Con secu tiv e A bsen ce Ru le or  th e Per cen ta g e 
A bsen ce Ru le.  

MAKE-UP WORK 
A t th e in str u ctor ’s discr et ion , m a ke-u p w or k m a y  be pr ov ided to stu den ts w h o h a v e m issed cla ss a ssig n m en ts or  

tests.   Ma ke-u p w or k is n or m a lly  pr ov ided on ly  w h en  stu den ts pr ov ide docu m en ta t ion  of illn ess,  or  oth er  ex ten u a t in g  
or  m it ig a t in g  cir cu m sta n ces th a t  pr ev en ted cla ss a t ten da n ce.   Ma ke-u p w or k m u st  be com pleted w ith in  ten  (1 0) 
ca len da r  da y s a fter  th e en d of th e ter m /m odu le.  

Consecutive Absence Rule  
Wh en  a  stu den t ’s a bsen ces fr om  a n y  cou r se or  m odu le ex ceed fou r teen  (1 4 ) con secu t iv e ca len da r  da y s ex clu din g  

h olida y s a n d sch edu led br ea ks th e fa cu lty  sh a ll n ot ify  th e Dir ector  of Edu ca t ion , w h o sh a ll be u lt im a tely  r espon sible 
for  deter m in in g  w h eth er  th e stu den t  pla n s to r etu r n  to sch ool or  h a s w ith dr a w n .  Th e follow in g  g u idelin es sh a ll be 
follow ed: 

•  A ll stu den ts w h o sta te th ey  w ill n ot  r etu r n  to sch ool sh a ll be pr om ptly  w ith dr a w n . 

• A ll stu den ts w h o sta te th ey  w ill r etu r n  m u st:  

1 .  A tten d th eir  n ex t  sch edu led cla ss session   
2 .  File a n  a ppea l w ith in  fiv e (5 ) ca len da r  da y s of th e v iola t ion  
3 .  Ha v e per fect  a t ten da n ce w h ile th e a ppea l is pen din g   

• A n y  stu den t  w h o h a s pr om ised to r etu r n  to sch ool,  bu t  does n ot  a tten d th e n ex t  sch edu led cla ss session  sh a ll 
be w ith dr a w n  fr om  a ll cou r ses a n d dism issed fr om  sch ool 

Percentage Absence Rule  
For  stu den ts w h o h a v e n ot  pr ev iou sly  been  dism issed fr om  th e pr og r a m  for  v iola t in g  th e a t ten da n ce policy ,  th e 

follow in g  r u le sh a ll a pply : 

Percen t a ge  A ct ion  T a ken  

1 5 % of th e tota l cla ssr oom  h ou r s m issed A tten da n ce w a r n in g  let ter  sen t  

2 0% of th e tota l cla ssr oom  h ou r s m issed  Dism issed fr om  th e pr og r a m  
 
 For  stu den ts w h o h a v e been  dism issed for  v iola t in g  th e a tten da n ce policy ,  or  w ou ld h a v e been  dism issed bu t  for  
a  su ccessfu l a ppea l,  th e follow in g  r u le sh a ll a pply : 

Percen t a ge  A ct ion  T a ken  

1 5 % of th e r em a in in g  cla ssr oom  h ou r s m issed  A tten da n ce w a r n in g  let ter  sen t  

2 0% of th e r em a in in g  cla ssr oom  h ou r s 
m issed  

Dism issed fr om  th e pr og r a m  

 

Additional Requirem ents for Veteran Students  
Th e V eter a n s A dm in istr a t ion  (V A ) r equ ir es th a t  stu den ts r eceiv in g  fu n ds ba sed on  th eir  en r ollm en t  in  sch ool 

com plete th eir  cou r se of stu dies in  th e sta n da r d len g th  of th e pr og r a m .  In  or der  to m eet  th is r equ ir em en t,  stu den ts 
m u st  a t ten d cla ss on  a  r eg u la r  ba sis.   Th e V A  r equ ir es th a t  it  be n ot ified w h en  a  v eter a n  stu den t  r eceiv es a n y  ty pe of 
pr oba t ion  or  w a r n in g  r ela ted to fa ilu r e to a tten d.  Su ch  n ot ifica t ion  m a y  r esu lt  in  th e ter m in a t ion  of v eter a n  
ben efits.   A ll a t ten da n ce w a r n in g s or  dism issa ls of stu den ts fu n ded th r ou g h  th e V A  sh a ll be r epor ted to th e V A  by  th e 
cer t ify in g  officia l for  th e sch ool.  

Date of Withdrawal  
Wh en  a  stu den t  is w ith dr a w n  for  con secu t iv e a bsen ces w ith in  th e ter m  or  m odu le,  th e da te of th e stu den t ’s 

w ith dr a w a l sh a ll be th e stu den t ’s la st  da te of a t ten da n ce (LDA ).  Wh en  a  stu den t  is w ith dr a w n  for  v iola t in g  th e 
a pplica ble per cen ta g e a bsen ce r u le,  th e Da te of With dr a w a l sh a ll  be th e da te of th e v iola t ion . 

Note:  Th e Da te of With dr a w a l sh a ll be th e ea r lier  of a  v iola t ion  of th e Con secu t iv e A bsen ce Ru le or  th e 
Per cen ta g e A bsen ce Ru le.  

Date of Determ ination (DOD) 
Th e Da te of Deter m in a t ion  (DOD) sh a ll be th e da te th e sch ool deter m in ed th e stu den t  w ou ld n ot  r etu r n  to cla ss.   

Th is is th e da te u sed to deter m in e th e t im elin ess of th e r efu n d a n d r etu r n  to Tit le IV  ca lcu la t ion s.   Th e DOD is th e 
ea rliest  of th e follow in g  th r ee (3 ) da tes: 

• Th e da te th e stu den t  n ot ifies th e sch ool (v er ba lly  or  in  w r it in g ) th a t  s/h e is n ot  r etu r n in g  to cla ss; 
• Th e da te th e stu den t  v iola tes th e pu blish ed a tten da n ce policy ; 



 8  

• No la ter  th a n  th e fou r teen th  ca len da r  da y  a fter  th e LDA ; sch edu led br ea ks a r e ex clu ded w h en  ca lcu la t in g  th e 
DOD. 

For  stu den ts w h o fa il to r etu r n  a fter  a n  officia l Lea v e of A bsen ce (LOA ), th e DOD sh a ll be th e da te th e stu den t  w a s 
sch edu led to r etu r n  to cla ss (for  ca m pu ses th a t  offer  lea v es of a bsen ce).  

Attendance Records 
Sch ools sh a ll m a in ta in  a tten da n ce r ecor ds in  com pu ter  for m  for  a ll pr og r a m s r equ ir ed to ta ke a tten da n ce.   Th e 

com pu ter  a t ten da n ce da ta ba se is th e officia l r ecor d of a t ten da n ce.   Th e officia l r ecor d m a y  be ch a llen g ed by  filin g  a n  
a tten da n ce a ppea l w ith in  fiv e (5 ) ca len da r  da y s follow in g  th e en d of a  session .  See Stu den t  A ca dem ic A ppea l Policy .   
With ou t  a n  a ppea l,  a fter  th e fou r teen th  ca len da r  da y  follow in g  th e en d of th e session , th e com pu ter  a t ten da n ce 
da ta ba se sh a ll be con sider ed fin a l.    

LEAVE OF ABSENCE POLICY  
Th e in st itu t ion  per m its stu den ts to r equ est  a  lea v e of a bsen ce (LOA ) a s lon g  a s th e lea v es do n ot  ex ceed a  tota l of 

1 8 0 da y s du r in g  a n y  1 2 -m on th  per iod a n d a s lon g  a s th er e a r e docu m en ted, leg it im a te ex ten u a t in g  cir cu m sta n ces 
th a t  r equ ir e th e stu den ts to in ter r u pt  th eir  edu ca t ion . Ex ten u a tin g  cir cu m sta n ces in clu de, bu t  a r e n ot  lim ited to,  
ju r y  du ty ,  m ilita r y  oblig a t ion s,  bir th  or  a doption  of a  ch ild,  or  ser iou s h ea lth  con dit ion  of th e stu den t  or  a  spou se,  
ch ild or  pa r en t .  In  or der  for  a  stu den t  to be g r a n ted a n  LOA , th e stu den t  m u st  su bm it  a  com pleted, sig n ed a n d da ted 
Lea v e of A bsen ce Requ est  For m  to th e Dir ector  of Edu ca t ion .  

Re-adm ission Following a Leave of Absence 
Upon  r etu r n  fr om  lea v e,  th e stu den t  w ill be r equ ir ed to r epea t  th e m odu le a n d r eceiv e fin a l g r a des for  th e cou r ses 

fr om  w h ich  th e stu den t  took lea v e w h en  th e cou r ses a r e n ex t  offer ed in  th e n or m a l sequ en ce for  stu den ts in  th e cla ss 
in to w h ich  th e stu den t  h a s r e-en ter ed. Th e stu den t  w ill n ot  be ch a r g ed a n y  fee for  th e r epea t  of cou r ses fr om  w h ich  
th e stu den t  took lea v e or  for  r e-en tr y  fr om  th e lea v e of a bsen ce.  Th e da te th e stu den t  r etu r n s to cla ss is n or m a lly  
sch edu led for  th e beg in n in g  of a  m odu le.  Wh en  a  stu den t  is en r olled in  a  m odu la r  pr og r a m , th e stu den t  m a y  r etu r n  
a t  a n y  a ppr opr ia te m odu le,  n ot  on ly  th e m odu le fr om  w h ich  th e stu den t  w ith dr ew .  

Extension of LOA 
A  stu den t  on  a n  a ppr ov ed LOA  m a y  su bm it  a  r equ est  to ex ten d th e LOA  w ith ou t  r etu r n in g  to cla ss.   Su ch  a  

r equ est  m a y  be a ppr ov ed by  th e Dir ector  of Edu ca t ion  pr ov ided: 
• Th e stu den t  su bm its a  com pleted
• Th er e is a  r ea son a ble ex pecta t ion  th e stu den t  w ill r etu r n  

 LOA  Ext en sion  Requ est  Form  befor e th e en d da te of th e cu r r en t  lea v e 

• Th e n u m ber  of da y s in  th e lea v e a s ex ten ded, w h en  a dded to a ll oth er  a ppr ov ed lea v es,  does n ot  ex ceed 1 8 0 
ca len da r  da y s in  a n y  tw elv e (1 2 ) m on th  per iod ca lcu la ted fr om  th e fir st  da y  of th e stu den t ’s fir st  lea v e 

• A ppr opr ia te m odu les r equ ir ed for  com plet ion  of th e pr og r a m  w ill be a v a ila ble to th e stu den t  on  th e da te of 
r etu r n  

If th e ex ten sion  r equ est  is a ppr ov ed, th e en d da te of th e stu den t ’s cu r r en t  lea v e w ill be ch a n g ed in  th e officia l 
stu den t  in for m a tion  sy stem  to r eflect  th e n ew  en d da te.   If th e r equ est  is den ied, th e stu den t  w ill be w ith dr a w n  a n d 
th e w ith dr a w a l da te w ill be th e stu den t ’s la st  da te of a t ten da n ce (LDA ).  

Failure to Return from  a Leave of Absence 
A  stu den t  w h o fa ils to r etu r n  fr om  a n  LOA  on  or  befor e th e da te in dica ted in  th e w r it ten  r equ est  w ill be 

ter m in a ted fr om  th e pr og r a m , a n d th e in st itu t ion  w ill in v oke th e ca n cella t ion /r efu n d policy .  
A s r equ ir ed by  feder a l sta tu te a n d r eg u la t ion s,  th e stu den t ’s la st  da te of a t ten da n ce pr ior  to th e a ppr ov ed LOA  

w ill be u sed in  or der  to deter m in e th e a m ou n t  of fu n ds th e in st itu t ion  ea r n ed a n d m a ke a n y  r efu n ds th a t  m a y  be 
r equ ir ed u n der  feder a l,  sta te,  or  in st itu t ion a l policy  (see “ Ca n cella t ion /Refu n d Policy ” ).  

Stu den ts w h o h a v e r eceiv ed feder a l stu den t  loa n s m u st  be m a de a w a r e th a t  fa ilu r e to r etu r n  fr om  a n  a ppr ov ed 
LOA , depen din g  on  th e len g th  of th e LOA , m a y  h a v e a n  a dv er se effect  on  th e stu den ts’ loa n  r epa y m en t  sch edu les.  

Feder a l loa n  pr og r a m s pr ov ide stu den ts w ith  a  “ g r a ce per iod”  th a t  dela y s th e stu den ts’ oblig a t ion  to beg in  
r epa y in g  th eir  loa n  debt  for  six  m on th s (1 8 0 da y s) fr om  th e la st  da te of a t ten da n ce.  If a  stu den t  ta kes a  len g th y  LOA  
a n d fa ils to r etu r n  to sch ool a fter  its con clu sion , som e or  a ll of th e g r a ce per iod m a y  be ex h a u sted—for cin g  th e 
bor r ow er  to beg in  m a kin g  r epa y m en ts im m edia tely .  

Effects of Leave of Absence on Satisfactory  Academ ic Progress 
Stu den ts w h o a r e con tem pla t in g  a  lea v e of a bsen ce sh ou ld be ca u t ion ed th a t  on e or  m or e of th e follow in g  fa ctor s 

m a y  a ffect  th eir  elig ibility  to g r a du a te w ith in  th e m a x im u m  pr og r a m  com plet ion  t im e: 
• Stu den ts r etu r n in g  fr om  a  lea v e of a bsen ce a r e n ot  g u a r a n teed th a t  th e m odu le r equ ir ed to m a in ta in  th e 

n or m a l pr og r ess in  th eir  tr a in in g  pr og r a m  w ill be a v a ila ble a t  th e t im e of r een tr y ; 
• Th ey  m a y  h a v e to w a it  for  th e a ppr opr ia te m odu le to be offer ed; 
• Th ey  m a y  be r equ ir ed to r epea t  th e en t ir e m odu le fr om  w h ich  th ey  elected to w ith dr a w  pr ior  to r eceiv in g  a  

fin a l g r a de; 
• Fin a n cia l a id m a y  be a ffected.  
Wh en  a  stu den t  r etu r n s fr om  a  lea v e of a bsen ce a n d com pletes th e cou r se fr om  w h ich  th e stu den t  w ith dr ew , th e 

h ou r s for  w h ich  th e stu den t  r eceiv es a  pa ssin g  g r a de a r e cou n ted a s ea r n ed; th e g r a de,  h ou r s,  a n d a tten da n ce for  th e 
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or ig in a l a t tem pt  pr ior  to th e officia l lea v e of a bsen ce a r e n ot  cou n ted for  pu r pose of th e r a te of pr og r ess tow a r d 
com plet ion  ca lcu la t ion , a n d th e or ig in a l g r a de is n ot  cou n ted in  th e CGPA  ca lcu la t ion .  

Activation of Military  Reservist 
Stu den ts w h o a r e ca lled to a ct iv e m ilita r y  du ty  w h ich  w ill ca u se a n  in ter r u ption  of tr a in in g  w ill be 

a ccom m oda ted by  th e Sch ool.   Upon  r eceipt  of a  copy  of officia l m ilita r y  or der s,  th e Sch ool w ill fr eeze a ll ch a r g es a n d 
g r a des du r in g  th e per iod of a ct iv a t ion .  A ll ch a r g es a n d fees r equ ir ed to r esu m e tr a in in g  w ill be w a iv ed.  Len der s 
ser v icin g  stu den t  loa n s w ill m a in ta in  th e loa n s in  a n  in -sch ool sta tu s for  a  per iod of u p to th r ee y ea r s a s pr ov ided in  
th e U.S.  Depa r tm en t  of Edu ca t ion  Dea r  Collea g u e let ter  GEN-01 -1 3 .   Stu den ts w h o a r e a ct iv a ted pr ior  to th eir  fir st  
disbu r sem en t  of a id w ill h a v e th a t  a id r etu r n ed by  th e Sch ool.   Copies of th e g ov er n in g  r eg u la t ion s cited a bov e a r e 
a v a ila ble by  con ta ct in g  th e Fin a n ce Dir ector .   Refer  to th e Refu n d Policy  for  Stu den ts Ca lled Up to A ct iv e Milita r y  
Du ty  sect ion  for  m or e in for m a tion .  

ACADEMIC UNIT OF CREDIT 
Th e In st itu te a w a r ds cr edit  in  th e for m  of qu a r ter  cr edits.   On e qu a r ter  cr edit  is equ iv a len t  to a  m in im u m  of 1 0  

cla ss h ou r s of th eor y  or  lectu r e in str u ct ion , a  m in im u m  of 2 0 h ou r s of su per v ised la bor a tor y  in str u ct ion , or  a  
m in im u m  of 3 0 h ou r s of ex ter n sh ip pr a ct ice.   A  clock h ou r  is defin ed a s 5 0 m in u tes of in str u ct ion  in  a  6 0 -m in u te 
per iod.  

GRADING SYSTEM AND PROGRESS REPORTS  
Fin a l g r a des a r e r epor ted a t  th e com plet ion  of ea ch  g r a din g  ter m  a n d a r e pr ov ided to ea ch  stu den t .  If m a iled,  

th ey  a r e sen t  to th e stu den t ’s h om e a ddr ess.   Ev er est  In st itu te is in  th e pr ocess of con v er t in g  to a  n ew  stu den t  
in for m a tion  sy stem  ca lled Ca m pu sV u e.  Th e Ca m pu sV u e g r a din g  sca le h a s som e differ en ces,  w h ich  a r e in dica ted in  
th e ta ble below .  Stu den ts en r olled in  m odu la r  a llied h ea lth  pr og r a m s (w ith  th e ex cept ion  of Ma ssa g e Th er a py  a n d 
MIBC) r eceiv e per cen ta g e r a th er  th a n  let ter  g r a des.  

NOTE: Th e D g r a de is n ot  u sed for  a n y  m odu les or  cou r ses th a t  a r e a  pa r t  of a n  a llied h ea lth  pr og r a m , in clu din g  
a ll "cor e" cou r ses offer ed in  m edica l pr og r a m s. A  g r a de of 7 0% or  h ig h er  is r equ ir ed to pa ss th ese cou r ses.  Scor es 6 9 % 
or  less in  m odu la r  a n d A llied Hea lth  pr og r a m s a r e con sider ed fa ilin g  g r a des.  Cou r ses th a t  h a v e been  fa iled m u st  be 
r eta ken .  Fa iled cou r ses m u st  be r epea ted a n d a r e ca lcu la ted a s a n  a ttem pt  in  SA P ca lcu la t ion s.  

 

† Ca m pu sV u e Gr a de 

Gra de Poin t  V a lu e Mea n in g Percen t a ge Sca le 
A  4 .0  1 00-9 0 Ex cellen t  
B 3 .0  8 9 -8 0 V er y  Good 
C 2 .0  7 9 -7 0 Good 
F or  
Fa il† 

0 .0  6 9 -0 Fa ilin g  

P   or  
Pa ss†  

Not  Ca lcu la ted Pa ss (for  ex ter n sh ip or  th esis cla sses on ly ) 

I Not  Ca lcu la ted In com plete 
IP Not  Ca lcu la ted In  Pr og r ess (for  ex ter n sh ip or  th esis cou r ses on ly ) 
L Not  Ca lcu la ted Lea v e of A bsen ce (a llow ed in  m odu la r  pr og r a m s on ly ) 
EL Not  Ca lcu la ted Ex per ien t ia l Lea r n in g  Cr edit  
PE Not  Ca lcu la ted Pa ss by  Pr oficien cy  Ex a m  
W Not  Ca lcu la ted With dr a w a l 
WZ Not  Ca lcu la ted With dr a w a l for  th ose stu den ts ca lled to im m edia te a ct iv e m ilita r y  du ty .   

Th is g r a de in dica tes th a t  th e cou r se w ill n ot  be ca lcu la ted for  pu r poses  
of deter m in in g  r a te of pr og r ess 

CR Not  Ca lcu la ted Cr edit  for  A dv a n ced Pla cem en t  
TR Not  Ca lcu la ted Tr a n sfer  Modu la r  Pr og r a m s 

 

 A pplies T o A ll  Cou rses 
   Cou rse Repea t  Codes 
1  Stu dent mu st repeat th is class 
R  Stu dent in  the process of repeating th is class 
2 Cou rse repeated - original  grade no longer calcu lated in  CGPA  
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T reatm ent of Grades in the Satisfactory  Academ ic Progress/Rate of Progress Calculation – All 
Cam puses 

 
T rea t m en t  of Gra des in  t h e Sa t isfa ct ory  

A ca dem ic Progress/Ra t e of Progress 
Ca lcu la t ion  

Gra de 

In clu ded in  
GPA  

ca lcu la t ion ? 

Cou n t ed 
a s 

a t t em pt e
d credit s? 

Cou n t ed a s 
ea rn ed 

credit s? 
A  Y  Y  Y  
B Y  Y  Y  
C Y  Y  Y  
D Y  Y  Y  

F or Fai l  Y  Y  N  
P or 
Pass  

N  Y  Y  

I N  Y  N  
IP  N  Y  N  
L N  N  N  

EL N  Y  Y  
PE N  Y  Y  
W N  Y  N  

WZ N  Y  N  
CR  N  Y  Y  
TR  N  Y  Y  

Course Repeats 
Cou r ses m a y  be r epea ted to im pr ov e a  pr ev iou sly  a w a r ded g r a de.  A ll g r a des w ill a ppea r  on  th e tr a n scr ipt ,  bu t  

on ly  th e h ig h er  g r a de w ill be u sed in  ca lcu la t in g  th e cu r r en t  cu m u la t iv e g r a de poin t  a v er a g e.   Th e cu r r en t  tu it ion  
r a te is a ssessed for  r epea ted.  Requ ir ed cou r ses in  w h ich  th e stu den t  h a s r eceiv ed a  g r a de of F or  W m u st  be r epea ted 
in  or der  for  th e stu den t  to g r a du a te.  

Incom pletes 
A n  "In com plete" ca n n ot  be g iv en  a s a  fin a l g r a de.  How ev er ,  a t  th e en d of th e ter m  stu den ts m a y , w ith  th e 

in str u ctor 's a ppr ov a l,  be g r a n ted a  m a x im u m  ex ten sion  of 1 4  ca len da r  da y s to com plete r equ ir ed cla ss w or k, 
a ssig n m en ts,  a n d tests.   If stu den ts do n ot  com plete th e r equ ir ed cla ss w or k, a ssig n m en ts a n d tests w ith in  th e 
ex ten sion  per iod, th ey  w ill r eceiv e th e g r a de a ccor din g  to th eir  a v er a g e in  th e cou r se.  Th is g r a de w ill be a v er a g ed in  
w ith  th e stu den ts' oth er  g r a des to deter m in e th e cu m u la t iv e GPA . 

A n  in com plete sta tu s w ill be g iv en  u n der  th e follow in g  con dit ion s: 
1 .  Th e stu den t  is a ble to com plete cou r se r equ ir em en ts w ith in  th e tw o-w eek ex ten sion  per iod; 
2 .  A t lea st  7 5 % of th e cou r se w or k h a s a lr ea dy  been  com pleted; 
3 .  Ju st ifica t ion  of th e n eed for  th e ex ten sion  per iod is docu m en ted; 
4 .  A n  in com plete a r r a n g em en t  is r ea ch ed by  in str u ctor  a n d stu den t; a n d 
5 .  Th e A ca dem ic Dea n  g iv es h is/h er  a ppr ov a l.  

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 
Stu den ts m u st  m a in ta in  sa t isfa ctor y  a ca dem ic pr og r ess in  or der  to r em a in  elig ible to con tin u e a s r eg u la r ly  

en r olled stu den ts of th e Sch ool.   A ddit ion a lly ,  sa t isfa ctor y  a ca dem ic pr og r ess m u st  be m a in ta in ed in  or der  to r em a in  
elig ible to con t in u e r eceiv in g  feder a l fin a n cia l a ssista n ce.  

A ccr editor  a n d feder a l r eg u la t ion s r equ ir e th a t  a ll stu den ts pr og r ess a t  a  r ea son a ble r a te (i.e.  m a ke sa t isfa ctor y  
a ca dem ic pr og r ess) tow a r d th e com plet ion  of th eir  a ca dem ic pr og r a m .  Sa t isfa ctor y  a ca dem ic pr og r ess is m ea su r ed 
by : 

1 ) Th e stu den t ’s cu m u la t iv e g r a de poin t  a v er a g e (CGPA ) 
2 ) Th e stu den t ’s r a te of pr og r ess tow a r d com plet ion  (ROP) 
3 ) Th e m a x im u m  t im e fr a m e a llow ed to com plete th e a ca dem ic pr og r a m  (1 5 0% for  a ll pr og r a m s) 

Evaluation Periods and Notification of Satisfactory  Academ ic Progress 
For  th e pu r pose of A ccr edita t ion  a n d Reg u la tor y  A g en cies,  th e ev a lu a t ion  poin ts a n d Sa t isfa ctor y  A ca dem ic 

Pr og r ess is m ea su r ed a t  th e en d of ea ch  a ca dem ic ter m . A ll stu den ts w ill r eceiv e w r it ten  n ot ice of a ca dem ic pr og r ess 
a t  th e en d of ea ch  ter m . Th is w ill r eflect  th eir  cu r r en t  a ca dem ic pr og r ess tow a r ds th e com plet ion  of th eir  pr og r a m , if 
th e cu r r en t  ter m  w a s pa ssed a n d a n y  r em edia l a ct ion  if n eeded. Th e sch ool w ill keep a  copy  a s pa r t  of th e stu den t ’s 
r ecor d.  
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GPA and CGPA Calculations  
A t th e en d of ea ch  a ca dem ic ter m , th e stu den t ’s cu m u la t iv e g r a de poin t  a v er a g e (CGPA ) is r ev iew ed to 

deter m in e th e stu den t ’s qu a lita t iv e pr og r ess.   Wh en  a  stu den t  r epea ts a  cou r se,  th e stu den t ’s CGPA  w ill be 
r eca lcu la ted ba sed on  th e h ig h er  of th e tw o g r a des ea r n ed.  Gr a des for  w ith dr a w a ls,  t r a n sfer  cr edits,  in com pletes,  
n on -pu n it iv e (Pa ss),  a n d n on -cr edit  r em edia l cou r ses h a v e n o effect  on  th e stu den t ’s CGPA . Ea ch  stu den t  w ill r eceiv e 
a  w r it ten  pr og r ess r epor t  (r epor t  ca r d) a t  th e en d of ea ch  ter m . 

Rate of Progress toward Com pletion (ROP) Requirem ents 
Th e sch ool ca ta log  con ta in s a  sch edu le desig n a t in g  th e m in im u m  per cen ta g e or  a m ou n t  of w or k th a t  a  stu den t  

m u st  su ccessfu lly  com plete a t  th e en d of ea ch  ev a lu a t ion  per iod to com plete th eir  edu ca t ion a l pr og r a m  w ith in  th e 
m a x im u m  t im e fr a m e (1 5 0%).  Qu a n tita t iv e pr og r ess is deter m in ed by  div idin g  th e n u m ber  of cr edit  h ou r s ea r n ed 
by  th e tota l n u m ber  of cr edit  h ou r s in  cou r ses a t tem pted.  Cr edit  h ou r s a t t em pted in clu de com pleted h ou r s,  tr a n sfer  
cr edits,  w ith dr a w a ls,  a n d r epea ted cou r ses.   Non -cr edit  r em edia l cou r ses h a v e n o effect  on  th e stu den t ’s ROP.  

Maxim um  T im e in Which to Com plete (MT F) 
Th e m a x im u m  t im e fr a m e for  com plet ion  of a ll pr og r a m s is lim ited by  feder a l r eg u la t ion  to 1 5 0% of th e 

pu blish ed len g th  of th e pr og r a m .  Th e sch ool ca lcu la tes th e m a x im u m  t im e fr a m e u sin g  cr edit  h ou r s for  cou r ses 
a ttem pted.  Th e tota l sch edu led cr edit  h ou r s for  a ll cou r ses a ttem pted, w h ich  in clu de com pleted cou r ses,  t r a n sfer  
cou r ses,  w ith dr a w a ls,  a n d r epea ted cla sses,  cou n t  tow a r d th e m a x im u m  n u m ber  of cr edit  h ou r s a llow ed to com plete 
th e pr og r a m .   Non -cr edit  r em edia l cou r ses h a v e n o effect  on  th e stu den t ’s ROP.  A  stu den t  is n ot  a llow ed to a t tem pt  
m or e th a n  1 .5  t im es,  or  1 5 0% of th e cr edit  h ou r s in  th e sta n da r d len g th  of th e pr og r a m  in  or der  to com plete th e 
r equ ir em en ts for  g r a du a tion .   

Th e r equ ir em en ts for  r a te of pr og r ess a r e to a ssu r e th a t  stu den ts a r e pr og r essin g  a t  a  r a te a t  w h ich  th ey  w ill be 
a ble to com plete th eir  pr og r a m s w ith in  th e m a x im u m  t im e fr a m e.  Th e m a x im u m  a llow a ble a t tem pted cr edit  h ou r s 
a r e n oted in  th e follow in g  ta bles.  

Satisfactory  Academ ic Progress T ables 
 

 

47 Qu arter Credit Hou r Modu lar 
Program. Percentage Grades. Total  
credits that may be attempted: 70 

(150% of 47). 
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1-12 70%  N /A  66.66%  N /A  
13-24 70%  25%  66.66%  25% 
25-48 70%  63%  66.66%  63% 
49-70 N /A  70%  N /A  66.7% 

 

47 Qu arter Credit Hou r Modu lar 
Program. Letter Grades. Total  credits 

that may be attempted: 70 (150% of 47). 
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1-12 2.0 N /A  66.66%  N /A  
13-24 2.0 1.0 66.66%  25%  
25-48 2.0 1.8 66.66%  63%  
49-70 N /A  2.0 N /A  66.7% 

 

54 Qu arter Credit Hou r Modu lar 
Program. Total  credits that may be 

attempted: 81 (150% of 54).  
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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 1.3 66.66%  55%  
55-66 2.0 1.65  66.66%  64%  
67-81  2.0 2.0 N /A  66.7%  

 
Academ ic Probation 

Pr oba tion  is th e per iod of t im e du r in g  w h ich  a  stu den t ’s pr og r ess is m on itor ed u n der  a n  a dv isin g  pla n .  Du r in g  
th e per iod of pr oba t ion , stu den ts a r e con sider ed to be m a kin g  Sa t isfa ctor y  A ca dem ic Pr og r ess both  for  a ca dem ic a n d 
fin a n cia l a id elig ibility .   Stu den ts on  pr oba t ion  m u st  pa r t icipa te in  a ca dem ic a dv isin g  a s deem ed n ecessa r y  by  th e 
sch ool a s a  con dit ion  of th eir  pr oba t ion .  A ca dem ic a dv isin g  sh a ll be docu m en ted on  a n  A ca dem ic A dv isin g  Pla n  a n d 
sh a ll be kept  in  th e stu den t ’s a ca dem ic file.   Th e A ca dem ic A dv isin g  Pla n  w ill be u pda ted a t  th e en d of ea ch  
ev a lu a t ion  per iod th a t  th e stu den t  is on  pr oba t ion .  

If,  a t  th e en d of a n y  ev a lu a t ion  per iod, a  stu den t  fa lls below  th e r equ ir ed a ca dem ic pr og r ess sta n da r ds (CGPA , 
ROP, or  oth er  sta n da r ds) for  h is/h er  pr og r a m  a s sta ted in  th e sch ool ca ta log ,  th e stu den t  sh a ll r eceiv e a  w r it ten  
w a r n in g  a n d be pla ced on  pr oba t ion .  Pr oba t ion  w ill beg in  a t  th e sta r t  of th e n ex t  ev a lu a t ion  per iod.  Th e stu den t  w ill 
r em a in  on  a ca dem ic pr oba t ion  a s lon g  a s h is or  h er  CGPA  or  ROP r em a in s in  th e pr oba t ion  r a n g es specified in  th e 
sch ool ca ta log .   Wh en  both  th e CGPA  a n d ROP a r e a bov e th e pr oba t ion  r a n g es,  th e stu den t  is r em ov ed fr om  
pr oba t ion .  In  a ddit ion , stu den ts w h ose pr oba t ion  sta tu s ex ten ds ov er  m u lt iple a ca dem ic ter m s m a y  be dir ected to 
pa r t icipa te in  ex tr a  tu tor ia l session s or  dev elopm en ta l cla sses.    

Notification of Probation 
Th e Dir ector  of Edu ca t ion  (or  desig n ee) m u st  pr ov ide w r it ten  n ot ice of pr oba t ion a r y  sta tu s to a ll stu den ts pla ced 

on  a ca dem ic pr oba t ion .  A ddit ion a lly ,  a ll stu den ts on  pr oba t ion  m u st  pa r t icipa te in  a ca dem ic a dv isin g .   Th e 
follow in g  t im elin es a pply  for  a ll stu den ts pla ced on  a ca dem ic on  pr oba t ion : 

• Stu den ts m u st  be n ot ified in  w r it in g  by  th e en d of th e fir st  w eek of th e pr oba t ion a r y  ter m ; a n d 
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• Mu st  r eceiv e a ca dem ic a dv isin g  by  th e en d of th e secon d w eek of th e pr oba t ion a r y  ter m .  
If a  stu den t ’s pr oba t ion a r y  sta tu s ex ten ds ov er  con secu t iv e a ca dem ic ter m s, a  secon d w r it ten  Notice of A ca dem ic 

Pr oba t ion  is n ot  r equ ir ed.  How ev er ,  th e A ca dem ic A dv isin g  Pla n  a n d th e Ev a lu a t ion  of Pr og r ess for m  m u st  be 
u pda ted a t  th e en d of ea ch  a ca dem ic ter m /ev a lu a t ion  per iod th a t  th e stu den t  is on  pr oba t ion .  

Academ ic Suspension 
If,  a t  th e en d of a n y  ev a lu a t ion  per iod, a  stu den t 's CGPA  or  ROP fa lls in to th e su spen sion  r a n g es specified in  th e 

sch ool ca ta log ,  th e stu den t  is con sider ed n ot  to be m a kin g  SA P.  Stu den ts n ot  m a kin g  SA P m u st  be pla ced on  
a ca dem ic su spen sion  a n d w ith dr a w n  fr om  th e pr og r a m  u n less th e stu den t  su ccessfu lly  a ppea ls th e a ca dem ic 
su spen sion  in  a ccor da n ce w ith  th e Stu den t  A ca dem ic A ppea ls Policy .  

Academ ic Appeals 
A n y  stu den t  m a y  su bm it  a n  a ppea l of a  decision  of a ca dem ic su spen sion  or  dism issa l in  a ccor da n ce w ith  th e 

Sa t isfa ctor y  A ca dem ic Pr og r ess A ppea ls Policy .  

Satisfactory  Academ ic Progress (SAP) Appeals 
SA P a ppea ls m u st  be m a de w ith in  fiv e (5 ) ca len da r  da y s of th e da te th e stu den t  w a s n ot ified of th e v iola t ion .  Th e 

stu den t  is deem ed to h a v e n ot ice of th e pen din g  a ca dem ic su spen sion /dism issa l a s of th e da te of th e a ca dem ic 
su spen sion /dism issa l let ter .   Pr ov ided th a t  th e stu den t  ca n  com plete th eir  pr og r a m  w ith in  th e m a x im u m  t im e fr a m e 
w ith  th e r equ ir ed m in im u m  CGA P, a  SA P a ppea l m a y  be g r a n ted if th e stu den t  dem on str a tes th a t  s/h e is sin cer ely  
com m itted to ta kin g  th e steps r equ ir ed to su cceed in  th eir  pr og r a m  a n d th a t  th eir  fa ilu r e to m a in ta in  th e r equ ir ed 
CGA P or  ROP w a s ca u sed by  a n y  of th e follow in g  m it ig a t in g  cir cu m sta n ces: 

1 .  Th e dea th  of a  fa m ily  m em ber  
2 .  A n  illn ess or  in ju r y  su ffer ed by  th e stu den t  
3 .  Specia l cir cu m sta n ces of a n  u n u su a l n a tu r e w h ich  a r e n ot  likely  to r ecu r  
Th e A ppea l Com m ittee sh a ll,  a s a  con dit ion  of g r a n t in g  th e a ppea l,  r equ ir e th e stu den t  to dev elop a n  A ca dem ic 

A dv isin g  Pla n  in  con ju n ct ion  w ith  th eir  a dv isor ,  a n d pla ce th e stu den t  on  pr oba t ion .  

Reinstatem ent Following Academ ic Suspension 
Stu den ts w h o su ccessfu lly  a ppea l a n  a ca dem ic su spen sion  or  dism issa l m a y  r etu r n  to sch ool u n der  th e follow in g  

con dit ion s: 
• Th e stu den t  m u st  dev elop a n  a ca dem ic a dv isin g  pla n  w ith  th eir  a dv isor  
• Th e stu den t  m u st  br in g  th eir  CGPA  u p to th e pr oba t ion  r a n g e by  th e en d of th e ev a lu a t ion  per iod follow in g  

th e a ppea l 
If th e stu den t  m eets th e a bov e con dit ion s,  s/h e m a y  r em a in  in  sch ool,  a n d is con sider ed to be m a kin g  SA P so lon g  

a s th e stu den t ’s CGPA  does n ot  fa ll below  th e pr oba t ion  r a n g e.  

Dism issal 
Stu den ts w h o h a v e been  r ea dm itted follow in g  a ca dem ic su spen sion  w h o fa il to im pr ov e th eir  CGPA  a n d/or  ROP 

in to th e a pplica ble pr oba t ion  r a n g e by  th e en d of th e fir st  ev a lu a t ion  per iod a fter  r ea dm ission  m u st  be dism issed 
fr om  th e pr og r a m .  Stu den ts w h o h a v e been  dism issed fr om  a  pr og r a m  a r e n ot  elig ible for  r ea dm ission .    

Graduation 
Stu den ts m u st  com plete th eir  pr og r a m  w ith in  th e m a x im u m  t im e fr a m e a n d w ith  a  m in im u m  of 2 .0/7 0% 

CGPA  in  or der  to g r a du a te.  

Application of Grades and Credits 
• Gr a des A  th r ou g h  C a r e in clu ded in  th e ca lcu la t ion  of CGPA  a n d a r e in clu ded in  th e Tota l Nu m ber  of Cr edit  

Hou r s A ttem pted.  
• Tr a n sfer  cr edits (TR) a r e n ot  in clu ded in  th e ca lcu la t ion  of CGPA  bu t  a r e in clu ded in  th e Tota l Nu m ber  of 

Cr edit  Hou r s A ttem pted (see below ) in  or der  to deter m in e th e r equ ir ed lev els for  CGPA  a n d r a te of pr og r ess.   
Tr a n sfer  cr edits a r e in clu ded a s cr edit  h ou r s a t tem pted a n d su ccessfu lly  com pleted in  ca lcu la t in g  th e r a te of 
pr og r ess.  

• For  ca lcu la t in g  r a te of pr og r ess,  F g r a des a n d W a n d WZ (w ith dr a w n ) g r a des a r e cou n ted a s h ou r s a t tem pted 
bu t  a r e n ot  cou n ted a s h ou r s su ccessfu lly  com pleted.  Gr a des of I a n d IP (In com plete,  In  Pr og r ess) w ill a lso be 
cou n ted a s h ou r s a t tem pted bu t  n ot  a s h ou r s su ccessfu lly  com pleted; h ow ev er ,  w h en  th e I or  IP is r epla ced 
w ith  a  g r a de,  th e CGPA  a n d sa t isfa ctor y  a ca dem ic pr og r ess deter m in a t ion  w ill be r eca lcu la ted ba sed on  th a t  
g r a de a n d th e cr edit  h ou r s ea r n ed.  

• Wh en  a  cou r se is r epea ted, th e h ig h er  of th e tw o g r a des is u sed in  th e ca lcu la t ion  of CGPA , a n d th e tota l clock 
h ou r s for  th e or ig in a l cou r se a n d th e r epea ted cou r se a r e in clu ded in  th e Tota l Clock Hou r s A ttem pted (in  th e 
ch a r ts a bov e) in  or der  to deter m in e th e r equ ir ed pr og r ess lev el.   Th e clock h ou r s for  th e or ig in a l a t tem pt  a r e 
con sider ed a s n ot  su ccessfu lly  com pleted.  

T ransfer Credit 
Stu den ts m a y  r eceiv e tr a n sfer  cr edit  for  cou r ses ta ken  a t  a n oth er  sch ool.   Cou r ses for  w h ich  a  stu den t  r eceiv es 

tr a n sfer  cr edit  a r e cou n ted a s a t tem pted a n d su ccessfu lly  com pleted for  pu r poses of sa t isfa ctor y  a ca dem ic pr og r ess.   
A s a  r esu lt ,  cou r ses for  w h ich  a  stu den t  r eceiv es tr a n sfer  cr edit  pr ov ide th e stu den t  w ith  a dv a n ced sta n din g , w h ich  
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is a pplied to th e stu den t ’s pr og r ess in  ca lcu la t ion  of th e per cen ta g e of m a x im u m  t im e fr a m e for  th e pr og r a m  th a t  th e 
stu den t  h a s com pleted.  For  in sta n ce if a  stu den t  en r olled in  a  4 7 -cr edit-h ou r  pr og r a m  (w ith  a  m a x im u m  t im e fr a m e 
of 7 0  cr edit  h ou r s) r eceiv es 1 2  cr edit  h ou r s of tr a n sfer  cr edit  a n d com pletes 1 2  cr edit  h ou r s in  th e fir st  ter m  of 
en r ollm en t,  th e stu den t  w ill be ev a lu a ted a s a  stu den t  w h o h a s com pleted 1 8  cr edits in  th e pr og r a m  a t  th e en d of th e 
fir st  ter m .   

Wh en  a  stu den t  tr a n sfer s fr om  or  com pletes on e pr og r a m  a t  th e sch ool a n d en r olls in  a n oth er  pr og r a m , a n d a ll 
cou r ses com pleted in  th e or ig in a l pr og r a m  a r e a ccepta ble for  cr edit  in  th e n ew  pr og r a m , a ll cou r ses a ttem pted a n d 
g r a des r eceiv ed in  th e or ig in a l pr og r a m  a r e cou n ted in  th e n ew  pr og r a m  for  ca lcu la t ion  of th e stu den t ’s sa t isfa ctor y  
a ca dem ic pr og r ess in  th e n ew  pr og r a m .  Wh en  a  stu den t  tr a n sfer s fr om  or  com pletes on e pr og r a m  a t  th e sch ool a n d 
en r olls in  a n oth er  pr og r a m  a t  th e sch ool a n d a ll cou r ses com pleted in  th e or ig in a l pr og r a m  a r e NOT a ccepted for  
cr edit  in  th e n ew  pr og r a m , a ll a t tem pts of cou r ses ta ken  in  th e or ig in a l pr og r a m  th a t  a r e pa r t  of th e n ew  pr og r a m  
w ill be cou n ted in  th e ca lcu la t ion  of th e stu den t ’s sa t isfa ctor y  a ca dem ic pr og r ess u pon  en tr y  in to th e n ew  pr og r a m , 
a n d th e g r a des for  th e cou r ses th a t  a r e a  pa r t  of th e n ew  pr og r a m  th a t  w er e ta ken  a t  th e sa m e in st itu t ion  w ill be u sed 
in  th e stu den t ’s CGPA  ca lcu la t ion .  

Satisfactory  Academ ic Progress and Financial Aid 
Stu den ts m u st  m eet  th e sta n da r ds of sa t isfa ctor y  a ca dem ic pr og r ess in  or der  to r em a in  elig ible to con t in u e 

r eceiv in g  fin a n cia l a ssista n ce a s w ell a s to r em a in  elig ible to con tin u e a s a  stu den t  of th e sch ool.  
Th e Fin a n cia l A id Office w ill pr ov ide deta ils to a ll elig ible r ecipien ts.   Stu den ts sh ou ld r ea d th ese sta n da r ds 

ca r efu lly  a n d r efer  a n y  qu est ion s to A ca dem ic or  Fin a n cia l A id Office per son n el.   Sa t isfa ctor y  a ca dem ic pr og r ess for  
pu r poses of deter m in in g  con t in u in g  feder a l fin a n cia l a ssista n ce is deter m in ed by  a pply in g  th e CGPA  r equ ir em en ts,  
r a te of pr og r ess r equ ir em en ts,  m a x im u m  com plet ion  t im e r estr ict ion s,  pr oba t ion  pr ov ision s,  su spen sion  a n d 
dism issa l pr ocedu r es,  a n d a ppea ls pr ocedu r es a s ou t lin ed in  th e sa t isfa ctor y  a ca dem ic pr og r ess sect ion  of th e ca ta log .  

Stu den ts on  a ca dem ic pr oba t ion  a r e con sider ed to be m a in ta in in g  sa t isfa ctor y  a ca dem ic pr og r ess a n d a r e elig ible 
to con t in u e r eceiv in g  feder a l fin a n cia l a ssista n ce.   Stu den ts w h o h a v e been  a ca dem ica lly  su spen ded or  dism issed a r e 
n o lon g er  a ct iv e stu den ts of th e Sch ool a n d a r e in elig ible for  fin a n cia l a id.   Rein sta tem en t  of fin a n cia l a id elig ibility  
w ill occu r  on ly  a fter  r e-a dm itta n ce follow in g  su spen sion  or  in  th e ev en t  th e stu den t 's a ppea l r esu lts in  r e-
a dm itta n ce.    

SATISFACTORY ACADEMIC PROGRESS FOR STUDENTS RECEIVING VETERANS 
ADMINISTRATION BENEFITS 

Previous Credit for Veterans Affairs Beneficiaries  
A ll V eter a n s A ffa ir s ben eficia r ies a r e r equ ir ed to disclose pr ior  postsecon da r y  sch ool a t ten da n ce a n d pr ov ide 

copies of tr a n scr ipts for  a ll postsecon da r y  edu ca t ion  a n d tr a in in g .   Upon  en r ollm en t,  th e Sch ool w ill r equ est  a n d 
obta in  officia l w r it ten  r ecor ds of a ll pr ev iou s edu ca t ion  a n d ex per ien ce,  g r a n t  cr edit  w h er e a ppr opr ia te,  a n d a dv ise 
th e V eter a n s A ffa ir s cla im a n t  a n d th e Depa r tm en t  of V eter a n s A ffa ir s in  a ccor da n ce w ith  V A  r eg u la t ion s.  

Make-Up Assignm ents 
Ma ke u p w or k a n d a ssig n m en ts m a y  n ot  be cer t ified for  v eter a n  stu den ts for  V eter a n s A dm in istr a t ion  pa y  

pu r poses.   

Maxim um  T im e Fram e for Veteran Students 
Th e m a x im u m  t im e fr a m e for  v eter a n  stu den ts to r eceiv e v eter a n  ben efits is th e sta n da r d len g th  of th e 

pr og r a m , n ot  t im e a n d a  h a lf.   Stu den ts fu n ded by  th e V eter a n s A dm in istr a t ion  m u st  com plete th eir  pr og r a m s 
w ith in  th e pr og r a m ’s sta n da r d t im e fr a m e in  or der  to r eceiv e v eter a n  ben efits.   A  v eter a n  stu den t  m a y  n ot  be 
fu n ded for  ben efits follow in g  th e sta n da r d pr og r a m  len g th .  

Veterans Academ ic Probation 
A  v eter a n  stu den t  w h o fa ils to m eet  th e m in im u m  sta n da r ds of sa t isfa ctor y  a ca dem ic pr og r ess a s sta ted in  th e 

in st itu t ion a l policy  is a u tom a tica lly  pla ced on  a ca dem ic pr oba t ion  for  on e g r a din g  per iod.  A n y  ch a n g e in  
en r ollm en t  sta tu s,  in clu din g  w h en  a  v eter a n  is pla ced on  a ca dem ic pr oba t ion , ch a n g es sch edu les,  or  ter m in a tes or  is 
dism issed fr om  tr a in in g ,  w ill be r epor ted to th e V eter a n s A dm in istr a t ion .  Th e Sch ool r eta in s docu m en ta t ion  of 
pr oba t ion  in  a  stu den t 's file.   Stu den ts on  a ca dem ic pr oba t ion  m a y  be r equ ir ed to pa r t icipa te in  tu tor in g  session s 
ou tside cla ss h ou r s a s a  con dit ion  to con tin u ed en r ollm en t.   A t  th e en d of a  pr oba t ion a r y  per iod, a  stu den t 's pr og r ess is 
r e-ev a lu a ted.  If th e stu den t  h a s m et  m in im u m  sta n da r ds for  sa t isfa ctor y  a ca dem ic pr og r ess a n d a n y  w r it ten  
con dit ion s of pr oba t ion  th a t  m a y  h a v e been  r equ ir ed, th e stu den t  is r em ov ed fr om  pr oba t ion  a n d r etu r n ed to r eg u la r  
stu den t  sta tu s.   A  v eter a n  w h o fa ils to r eg a in  sa t isfa ctor y  a ca dem ic pr og r ess sta tu s a fter  on e g r a din g  per iod w ill be 
tr ea ted a s a ll oth er  stu den ts u n der  th e in st itu t ion a l policy  descr ibed a bov e,  w ith  on e ex cept ion .  A  v eter a n  w h o fa ils 
to m eet  sa t isfa ctor y  a ca dem ic pr og r ess sta tu s follow in g  on e g r a din g  per iod on  pr oba t ion  w ill be r epor ted to th e 
V eter a n s A dm in istr a t ion , a n d th eir  ben efits w ill be ter m in a ted. 

Veterans Reinstatem ent after Successful Appeal of T erm ination 
A  stu den t  w h o su ccessfu lly  a ppea ls ter m in a t ion  fr om  th e Sch ool du e to fa ilu r e to m a in ta in  sa t isfa ctor y  a ca dem ic 

pr og r ess m a y  be r ein sta ted.  A  r ein sta ted stu den t  en ter s u n der  a n  ex ten ded pr oba t ion a r y  per iod.  Th is pr oba t ion a r y  
per iod w ill ex ten d for  on e g r a din g  per iod, a fter  w h ich  a  stu den t  m u st  m eet  m in im u m  sta n da r ds of sa t isfa ctor y  
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pr og r ess to r em a in  in  sch ool.   Th e Depa r tm en t  of V eter a n s A dm in istr a t ion  w ill deter m in e w h eth er  or  n ot  to r esu m e 
pa y m en ts of V eter a n s A dm in istr a t ion  edu ca t ion  ben efits to a  r ein sta ted stu den t .   

REQUIRED STUDY TIME 
In  or der  to com plete th e r equ ir ed cla ss a ssig n m en ts,  stu den ts a r e ex pected to spen d ou tside t im e stu dy in g . Th e 

a m ou n t  of t im e w ill v a r y  a ccor din g  to in div idu a l stu den t  a bilit ies.  Stu den ts a r e r espon sible for  r ea din g  a ll stu dy  
m a ter ia ls issu ed by  th eir  in str u ctor s a n d m u st  tu r n  in  a ssig n m en ts a t  th e desig n a ted t im e. 

GRADUATION REQUIREMENTS   
Stu den ts on  a ca dem ic pr oba t ion  m a y  qu a lify  for  g r a du a tion  if,  a t  th e en d of th e pr oba t ion a r y  ter m , th ey  m eet  

th e Sa t isfa ctor y  A ca dem ic Pr og r ess r equ ir em en ts.  
To be elig ible for  g r a du a tion , stu den ts in  a llied h ea lth  pr og r a m s m u st: 
• Com plete a ll r equ ir ed cla ssr oom  m odu les w ith  a  g r a de of a t  lea st  7 0  per cen t; 
• Meet  th e g r a de r equ ir em en ts for  th e m odu le com pon en ts,  if a pplica ble; a n d 
• Com plete a ll pr og r a m  r equ ir em en ts.  
To be elig ible for  g r a du a t ion , stu den ts in  tech n ica l pr og r a m s m u st: 
• Com plete a ll r equ ir ed cla ssr oom  tr a in in g  w ith  a  cu m u la t iv e g r a de poin t  a v er a g e of a t  lea st  2 .0;  
• Com plete a ll pr og r a m  r equ ir em en ts.  

EXTERNSHIPS  
Modu la r  stu den ts in  pr og r a m s th a t  con ta in  a n  ex ter n sh ip a r e su bject  to th e sch ool a ca dem ic ca len da r  u n t il th ey  

h a v e sta r ted on  th eir  ex ter n sh ip a ssig n m en t.   On ce a  stu den t  h a s sta r ted ex ter n sh ip,  th e stu den t  is su bject  to th e 
w or k ca len da r  specified by  th eir  ex ter n sh ip site.  

Upon  su ccessfu l com plet ion  of a ll cla ssr oom  r equ ir em en ts,  stu den ts a r e ex pected to beg in  th e ex ter n sh ip por t ion  
of th eir  pr og r a m . Th e r equ ir ed n u m ber  of ex ter n sh ip clock/cr edit  h ou r s m u st  be su ccessfu lly  com pleted w ith in  th r ee 
m on th s fr om  th e da te stu den ts beg in  th eir  ex ter n sh ip.  Stu den ts m u st  com plete a t  lea st  1 5  clock h ou r s per  w eek, bu t  
n o m or e th a n  4 0 clock h ou r s per  w eek, a t  a n  a ppr ov ed ex ter n sh ip site.  Th ese ca m pu ses r ecom m en d th a t  stu den ts 
com plete a t  lea st  2 0 clock h ou r s per  w eek. Stu den ts m u st  m a ke u p a bsen ces th a t  occu r  du r in g  th e ex ter n sh ip to 
en su r e th a t  th e r equ ir ed ex ter n  h ou r s a r e com pleted pr ior  to g r a du a tion .  

Stu den ts w h o in ter r u pt  th eir  ex ter n sh ip tr a in in g  for  m or e th a n  1 0  da y s w ill be dr opped fr om  th e pr og r a m  by  
th e In st itu te.  If a  stu den t  h a s been  officia lly  dr opped by  th e In st itu te,  a n d per m itted to r e-en ter  th e pr og r a m , th e 
t im e ela psed is n ot  in clu ded in  th e ca lcu la t ion  of th e stu den t 's m a x im u m  pr og r a m  com plet ion  t im e.  

Stu den ts w h o w ill n ot  com plete th eir  ex ter n sh ip tr a in in g  w ith in  th e r equ ir ed th r ee-m on th  com plet ion  t im e w ill 
a lso be dr opped fr om  th e pr og r a m  by  th e In st itu te.  Stu den ts w h o h a v e been  dr opped m a y  a ppea l th eir  ter m in a t ion  if 
ex ten u a tin g  cir cu m sta n ces h a v e occu r r ed n ea r  th e en d of th e ex ter n sh ip th a t  m a ke it  im pr a ct ica l to com plete th e 
tr a in in g  w ith in  th e r equ ir ed com plet ion  t im e. Ex ten u a tin g  cir cu m sta n ces in clu de pr olon g ed illn ess or  a cciden t ,  
dea th  in  th e fa m ily ,  or  oth er  ev en ts th a t  m a ke it  im pr a ct ica l to com plete th e ex ter n sh ip w ith in  th e r equ ir ed 
com plet ion  t im e. Stu den t  a ppea ls m u st  in clu de w r it ten  docu m en ta t ion  of th e ex ten u a t in g  cir cu m sta n ces,  
su bm ission  to th e Pla cem en t  Dir ector  a n d a ppr ov a l by  th e In st itu te Pr esiden t .  Stu den ts ca n  be r ein sta ted on ly  on ce 
du e to ex ten u a t in g  cir cu m sta n ces.  

VETERANS INFORMATION 
Stu den ts w h o a r e elig ible to r eceiv e V eter a n s Edu ca t ion a l Ben efits sh ou ld m eet  w ith  th e sch ool’s cer t ify in g  

officia l u pon  en r ollm en t.  Th is office is r espon sible for  m a in ta in in g  pr oper  cer t ifica t ion  of v eter a n s for  th e V eter a n s 
A dm in istr a t ion .  V eter a n s a r e r espon sible for  in for m in g  th e Reg istr a r  of a n y  ch a n g e in  th eir  sch edu le or  pr og r a m  of 
stu dy  so th a t  th e V eter a n s A dm in istr a t ion  ca n  be n ot ified.  

Not  a ll pr og r a m s a r e a ppr ov ed for  v eter a n s tr a in in g .   Stu den ts sh ou ld ch eck w ith  th e cer t ify in g  officia l a n d th eir  
loca l V eter a n s A dm in istr a t ion  Office for  a ppr ov ed cou r se in for m a tion .  

Absences 
V eter a n s m u st  a bide by  th e In st itu te's a t ten da n ce policy .   A tten da n ce r ecor ds in clu de w h ole a n d pa r t ia l 

a t ten da n ce,  ta r din ess,  a n d ea r ly  dism issa ls.   Th e V eter a n s A dm in istr a t ion  w ill be n ot ified w h en  a  v eter a n , elig ible 
per son , or  r eser v ist  fa ils to m eet  th e In st itu te's sta n da r ds.  

Cla ss cu ts a r e n ot  per m itted.  Th ey  a r e r ecor ded a s a bsen ces.   Ma ke-u p w or k is n ot  per m itted for  u n ex cu sed 
a bsen ces.  

Unsatisfactory  Progress 
V eter a n s r eceiv in g  fa ilin g  g r a des a r e pla ced on  a ca dem ic pr oba t ion  in  a ccor da n ce w ith  th e In st itu te's w r it ten  

policy .   If u n sa t isfa ctor y  pr og r ess con tin u es bey on d th e pr oba t ion a r y  per iod, th e stu den t 's tr a in in g  w ill be 
in ter r u pted a n d th e V eter a n s A dm in istr a t ion  office w ill be n ot ified.  

Recertification 
Stu den ts w h ose V A  ben efits h a v e been  ter m in a ted beca u se of u n sa t isfa ctor y  pr og r ess m a y  a pply  for  r e-

a dm itta n ce a fter  on e qu a r ter .   If th e stu den t  is per m itted to r een ter ,  h is/h er  r een tr y  m u st  be cer t ified w ith  th e 
V eter a n s A dm in istr a t ion . 
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CLASS SIZE  
To pr ov ide m ea n in g fu l in str u ct ion  a n d tr a in in g ,  cla sses a r e lim ited in  size.  Sta n da r d lectu r e cla sses a v er a g e 2 6  

stu den ts.  Th e m a x im u m  lectu r e cla ss size is 2 8  stu den ts.  
La bor a tor y  cla sses en a ble stu den ts to r eceiv e h a n ds-on  tr a in in g  u sin g  equ ipm en t  sim ila r  to th a t  u sed by  bu sin ess 

a n d in du str y .  To en su r e th a t  stu den ts r eceiv e th e n ecessa r y  t im e a n d a tten t ion  to bu ild ex per ien ce a n d con fiden ce,  
ty pica l la bor a tor y  cla sses a v er a g e 2 6  stu den ts.  Th e m a x im u m  cla ss size for  la bor a tor y  cla sses is 2 8  stu den ts.  

TRANSFER OF CREDIT 
 Ev er est  a ckn ow ledg es th a t  lea r n in g  ta kes pla ce in  both  for m a l a ca dem ic sett in g s a n d in  n on -a ca dem ic sett in g s.   

A ccor din g ly ,  Ev er est  h a s con str u cted its tr a n sfer  cr edit  policy  to r ecog n ize both  tr a dit ion a l colleg e cr edit  a n d n on -
tr a dit ion a l lea r n in g .  

In  g en er a l,  Ev er est  con sider s th e follow in g  cr iter ia  w h en  deter m in in g  if t r a n sfer  cr edit  sh ou ld be a w a r ded: 

• A ccr edita t ion  of th e in st itu t ion ; 

• Th e com pa r a bility  of th e scope, depth , a n d br ea dth  of th e cou r se to be tr a n sfer r ed; a n d 

• Th e a pplica bility  of th e cou r se to be tr a n sfer r ed to th e stu den t ’s desir ed pr og r a m .  Th is in clu des th e g r a de 
a n d a g e of th e pr ev iou sly  ea r n ed cr edit .   

If th e lea r n in g  w a s obta in ed ou tside a  for m a l a ca dem ic sett in g ,  th r ou g h  a  n a t ion a lly  a dm in ister ed pr oficien cy  
ex a m , a  cer t ifica te ex a m , or  m ilita r y  tr a in in g ,  Ev er est  w ill ev a lu a te a n d a w a r d tr a n sfer  cr edit  u sin g  pr ofession a l 
ju dg m en t  a n d th e r ecom m en da tion s for  cr edit  issu ed by  th e A m er ica n  Cou n cil of Edu ca t ion  (A CE).   

Specific Requirem ents 

Accreditation 
Ev er est  w ill con sider  a w a r din g  tr a n sfer  cr edit  for  a n y  cou r se ta ken  a t  a  r eg ion a lly  or  n a t ion a lly  a ccr edited 

in st itu t ion  r ecog n ized by  eith er  th e Cou n cil for  Hig h er  Edu ca t ion  A ccr edita t ion  (CHEA ) or  th e Un ited Sta tes 
Depa r tm en t  of Edu ca t ion .  For  pu r poses of th is policy ,  a n  in st itu t ion  th a t  h a s r eceiv ed ca n dida cy  sta tu s fr om  a n  
a ccr editor  is con sider ed to be a ccr edited.  

Not e:  If t h e in st it u t ion  in  qu est ion  does n ot  m eet  t h e a bov e a ccredit a t ion  requ irem en t s, t h e ca m pu s 
sh ou ld su bm it  t h e t ra n script  a n d a n y  su pport in g docu m en t a t ion  t o t h e T ra n sfer Cen t er t o det erm in e if 
t ra n sfer credit  m a y  be a wa rded. 

Com parability  
Ev er est  h a s desig n a ted th r ee (3 ) ty pes of cr edit  th a t  it  m a y  a w a r d a s tr a n sfer  cr edit : 

• Cou rse Credit  – is th e str ictest  of a ll t r a n sfer  cr edit  Ev er est  a w a r ds.   Cou r se cr edit  m u st  be a  m a tch  in  th e 
scope, depth , a n d br ea dth  of th e tr a n sfer  cou r se.     

• Disciplin e Credit  – is less r estr ict iv e th a n  cou r se cr edit .   Disciplin e cr edit  m u st  be a  m a tch  in  th e sa m e 
disciplin e a s th e cou r se bein g  w a iv ed.  

• Su bject  A rea  Credit  – a ffor ds th e stu den t  th e m ost  flex ibility  in  a w a r din g  tr a n sfer  cr edit .   Su bject  a r ea  
cr edit  m a y  on ly  be u sed in  Colleg e Cor e a n d th e g en er a l edu ca t ion  a r ea s of socia l scien ce a n d scien ce.  

Applicability  
In  or der  to a w a r d tr a n sfer  cr edit ,  th e cou r se in  qu est ion  m u st  be r elev a n t  to th e stu den t ’s desir ed pr og r a m  a t  

Ev er est .   For  ex a m ple,  a  stu den t  en r ollin g  in  a  m a ssa g e th er a py  pr og r a m  w ou ld n ot  r eceiv e tr a n sfer  cr edit  for  a n  
en g in eer in g  cou r se ta ken  elsew h er e.      

Required Grades 
A  letter  g r a de of C (7 0%) or  better  is r equ ir ed for  tr a n sfer  cr edit  to be a w a r ded.   

Academ ic T im e Lim its 
Th e follow in g  t im e lim its a pply  to a  cou r se bein g  con sider ed for  tr a n sfer  cr edit : 
• Colleg e Cor e a n d Gen er a l Edu ca t ion  cou r se –  in defin ite; 
• Ma jor  Cor e cou r se (ex cept  h ea lth  scien ce cou r ses) – w ith in  ten  (1 0) y ea r s of com plet ion ; a n d 
• Milita r y  tr a in in g ,  Pr oficien cy  ex a m s (e.g . ,  DA NTES, A P, CLEP, Ex celsior ,  etc.) a n d IT cer t ifica te ex a m s – th e 

sa m e a ca dem ic t im e lim its a s Colleg e Cor e,  Gen er a l Edu ca t ion , a n d Ma jor  Cor e cou r ses.   

Not e:  Du e t o cert a in  progra m m a t ic a ccredit a t ion  crit eria , h ea lt h  scien ce cou rses m u st  be t ra n sferred 
wit h in  fiv e (5) y ea rs of com plet ion .   

Maxim um  T ransfer Credits Accepted 
Stu den ts m u st  com plete a t  lea st  2 5 % of th e pr og r a m  in  r esiden cy  a t  th e in st itu t ion  a w a r din g  th e diplom a .  Th e 

r em a in in g  7 5 % of th e pr og r a m  m a y  be a n y  com bin a t ion  of tr a n sfer  cr edit ,  n a t ion a l pr oficien cy  cr edit ,  Ev er est  
dev eloped pr oficien cy  cr edit ,  or  Pr ior  Lea r n in g  A ssessm en t .  

Stu den ts en r olled in  g r a du a te pr og r a m s m a y  tr a n sfer  n o m or e th a n  2 4  qu a r ter  cr edits.  
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Coursework Com pleted at Foreign Institutions 
A ll cou r sew or k com pleted a t  a  for eig n  in st itu t ion  m u st  be ev a lu a ted by  a  m em ber  of th e Na tion a l A ssocia t ion  of 

Cr eden tia l Ev a lu a t ion  Ser v ices (NA CES).   Th e ev a lu a t ion  m u st  be cou r se by  cou r se w ith  let ter  g r a des.   A n  ex cept ion  
to th is m a y  be a llow ed for  stu den ts tr a n sfer r in g  fr om  Ca n a da  w ith  pr ior  a ppr ov a l fr om  th e Tr a n sfer  Cen ter .  

 Military  T raining 
Th e in st itu t ion  m a y  a w a r d cr edit  for  occu pa tion a l ex per ien ce a n d tr a in in g  cou r ses com pleted w h ile ser v in g  in  

th e A r m ed Ser v ices of th e Un ited Sta tes a s r ecom m en ded by  th e A m er ica n  Cou n cil on  Edu ca t ion .  V eter a n s or  a ct iv e 
du ty  ser v ice m em ber s m a y  su bm it  th e A CE m ilita r y  tr a n scr ipt  a pplica ble to th eir  br a n ch  of ser v ice to th e Office of 
th e Reg istr a r  for  ev a lu a t ion .   

TRANSFERABILITY OF CREDITS 
Th e office of th e A ca dem ic Dea n /Dir ector  of Edu ca t ion  pr ov ides in for m a tion  on  sch ools th a t  m a y  a ccept  th e 

ca m pu s’ cou r se cr edits tow a r d th eir  pr og r a m s. How ev er ,  th is sch ool does n ot  g u a r a n tee tr a n sfer a bility  of cr edits to 
a n y  oth er  colleg e,  u n iv er sity  or  in st itu t ion , a n d it  sh ou ld n ot  be a ssu m ed th a t  a n y  cou r ses or  pr og r a m s descr ibed in  
th is ca ta log  ca n  be tr a n sfer r ed to a n oth er  in st itu t ion . A n y  decision  on  th e com pa r a bility ,  a ppr opr ia ten ess a n d 
a pplica bility  of cr edits a n d w h eth er  th ey  m a y  be a ccepted is th e decision  of th e r eceiv in g  in st itu t ion .  

ADMINISTRATIVE POLICIES 

STUDENT CODE OF CONDUCT 

Background 
Th e In st itu te m a in ta in s pr ofession a l-lev el sta n da r ds for  con du ct  a n d beh a v ior  for  a ll stu den ts.  Th e sta n da r ds of 

con du ct  for  stu den ts a r e pa tter n ed a fter  th ose of pr ofession a l em ploy ees in  th e w or kpla ce.  Stu den ts a r e ex pected to 
obser v e ca m pu s policies a n d beh a v e in  a  m a n n er  th a t  is a  cr edit  to th e ca m pu s a n d to th em selv es.  Cer ta in  v iola t ion s 
of th e stu den t  con du ct  code, a s ou t lin ed in  th is policy ,  sh a ll r esu lt  in  im m edia te dism issa l.  Oth er  v iola t ion s a r e 
su bject  to a  pr og r essiv e disciplin a r y  a ct ion , w h er e th e stu den t  is a dv ised a n d g iv en  ev er y  oppor tu n ity  to ch a n g e h is 
or  h er  beh a v ior  to m eet  th e ex pecta t ion s of th e In st itu te a n d to pr epa r e for  w h a t  th e stu den t  m ig h t  la ter  ex pect  to 
fin d in  a  pr ofession a l-lev el w or k en v ir on m en t.   Th e In st itu te m a in ta in s th e r ig h t  to disciplin e stu den ts fou n d in  
v iola t ion  of In st itu te policies.   

• Th e In st itu te m a in ta in s th e r ig h t  to disciplin e stu den ts fou n d in  v iola t ion  of In st itu te policies in  a ccor da n ce 
w ith  th e pr ocedu r es below . 

• Th e stu den t  con du ct  code a pplies to a ll stu den ts.  In st itu te Wor k Stu dy  stu den ts w h o v iola te th e stu den t  code 
of con du ct  in  th e per for m a n ce of th eir  In st itu te w or k stu dy  du t ies a r e su bject  to disciplin a r y  
a ct ion /pr ocedu r es.  

• Th e Ca m pu s Pr esiden t  or  desig n ee (ty pica lly  th e Dir ector  of Edu ca t ion /A ca dem ic Dea n ) h a s th e a u th or ity  to 
m a ke decision s a bou t  stu den t  disciplin a r y  a ct ion . 

• Stu den ts a r e su bject  to th e stu den t  con du ct  code w h ile pa r t icipa t in g  in  a n y  pr og r a m  ex ter n sh ip,  clin ica l 
r ota t ion , or  oth er  In st itu te-r ela ted a ct iv ity .  

• A ll stu den t  con du ct  code v iola t ion s sh a ll be docu m en ted in  th e stu den t ’s a ca dem ic r ecor d.  
• Stu den ts dism issed for  v iola t ion s of th e stu den t  con du ct  code sh a ll r em a in  r espon sible for  a n y  fin a n cia l 

oblig a t ion s to th e In st itu te.  
• Stu den ts dism issed fr om  on e Cor in th ia n  Colleg es,  In c.  sch ool for  v iola t ion  of th e stu den t  con du ct  code sh a ll 

n ot  be elig ible for  a dm itta n ce to a n oth er  Cor in th ia n  Colleg es,  In c.  sch ool.  

Applicability  
Th is Code of Stu den t  Con du ct  (Code) a pplies a t  a ll t im es to a ll stu den ts.   A s u sed in  th is Code, a  stu den t  is a n y  

in div idu a l w h o h a s been  a ccepted or  is en r olled in  sch ool.   Stu den t  sta tu s la sts u n t il a n  in div idu a l g r a du a tes,  is 
w ith dr a w n , or  is oth er w ise n ot  in  a t ten da n ce for  m or e th a n  1 8 0 con secu t iv e ca len da r  da y s.  

Generally  
Ev er est  seeks to cr ea te a n  en v ir on m en t  th a t  pr om otes in teg r ity ,  a ca dem ic a ch iev em en t,  a n d per son a l 

r espon sibility .   A ll Ev er est  sch ools sh ou ld be fr ee fr om  v iolen ce,  th r ea ts a n d in t im ida t ion , a n d th e r ig h ts,  
oppor tu n it ies,  a n d w elfa r e of stu den ts,  fa cu lty ,  sta ff,  a n d g u ests m u st  be pr otected a t  a ll t im es.    

To th is en d, th is Code sets for th  th e sta n da r ds of beh a v ior  ex pected of stu den ts a s w ell a s th e pr ocess th a t  m u st  be 
follow ed w h en  a  stu den t  is a ccu sed of v iola t in g  th ose sta n da r ds.   Rea son a ble dev ia t ion s fr om  th e pr ocedu r es 
con ta in ed h er ein  w ill n ot  in v a lida te a  decision  or  pr oceedin g  u n less,  in  th e sole discr et ion  of th e sch ool,  th e 
dev ia t ion (s) sig n ifica n t ly  pr eju dice th e stu den t .   Th e Sch ool Pr esiden t  (or  desig n ee) is r espon sible for  a ppr opr ia tely  
r ecor din g  a n d en for cin g  th e ou tcom e of a ll disciplin a r y  m a tter s.  

Conduct Affecting the Safety  of the Cam pus Com m unity  
Ev er est  r eser v es th e r ig h t  to ta ke a ll n ecessa r y  a n d a ppr opr ia te a ct ion  to pr otect  th e sa fety  a n d w ell-bein g  of th e 

ca m pu s com m u n ity .   Th e Sch ool Pr esiden t  (or  desig n ee) m a y  im m edia tely  su spen d a n y  stu den t  w h ose con du ct  
th r ea ten s th e h ea lth  a n d/or  sa fety  of a n y  per son (s) or  pr oper ty .   Th e su spen sion  sh a ll r em a in  in  effect  u n t il th e 
m a tter  is r esolv ed th r ou g h  th e disciplin a r y  pr ocess.   Su ch  con du ct  in clu des,  bu t  is n ot  lim ited to: 
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• Possessin g  a lcoh ol or  oth er  in tox ica n ts,  dr u g s,  fir ea r m s, ex plosiv es,  w ea pon s,  da n g er ou s dev ices,  or  
da n g er ou s ch em ica ls on  sch ool pr em ises 

• Th eft  
• V a n da lism  or  m isu se of sch ool or  a n oth er ’s pr oper ty  
• Ha r a ssm en t  or  in t im ida t ion  of oth er s 
• En da n g er m en t,  a ssa u lt ,  or  in flict ion  of ph y sica l h a r m  

Other Prohibited Conduct 
A ddit ion a lly ,  disciplin a r y  a ct ion  m a y  be in it ia ted a g a in st  a n y  stu den t(s) ba sed u pon  r ea son a ble su spicion  of 

a t tem ptin g  to com m it ,  or  a ssist in g  in  th e com m ission  of a n y  of th e follow in g  pr oh ibited for m s of con du ct: 
• Ch ea tin g ,  pla g ia r ism , or  oth er  for m s of a ca dem ic dish on esty  
• For g er y ,  fa lsifica t ion , a lter a t ion  or  m isu se of docu m en ts,  fu n ds,  or  pr oper ty  
• A n y  disr u ptiv e or  obstr u ct iv e a ct ion s,  in clu din g : 

o Th e u se of cell ph on es or  oth er  electr on ic dev ices for  v oice or  tex t  com m u n ica t ion  in  th e cla ssr oom , 
u n less per m itted by  th e in str u ctor  

o Th e in a ppr opr ia te u se of electr on ic or  oth er  dev ices to m a ke a n  a u dio,  v ideo, or  ph otog r a ph ic r ecor d 
of a n y  per son  w h ile on  sch ool pr em ises w ith ou t  h is/h er  pr ior  kn ow ledg e or  effect iv e con sen t   

• Fa ilu r e to com ply  w ith  sch ool policies or  dir ect iv es 
• A n y  oth er  a ct ion (s) th a t  in ter fer e w ith  th e lea r n in g  en v ir on m en t  or  th e r ig h ts of oth er s 
• V iola t ion s of loca l,  sta te,  pr ov in cia l,  or  feder a l la w  (see below ) 

Note:  Th is list  is n ot  ex h a u st iv e,  bu t  r a th er  offer s ex a m ples of u n a ccepta ble   beh a v ior  w h ich  m a y  r esu lt  in  
disciplin a r y  a ct ion .  

Violations of Local, State, Provincial, or Federal Law 
Ev er est  stu den ts a r e ex pected to com ply  w ith  a ll loca l,  sta te,  pr ov in cia l,  a n d feder a l la w s a n d v iola t ion s of th ose 

la w s m a y  a lso con st itu te a  v iola t ion  of th is Code.  Wh ile a  cr im in a l ch a r g e does n ot  m ea n  th a t  th e stu den t  is g u ilty  of 
a n  offen se,  su ch  a  ch a r g e does m ea n  th a t  civ il a u th or it ies h a v e deter m in ed th a t  th er e is a t  lea st  pr oba ble ca u se to 
believ e th a t  a n  offen se w a s com m itted, a n d th a t  th e stu den t  com m itted it .   In  su ch  in sta n ces,  th e Sch ool Pr esiden t  
(or  desig n ee) m a y  con du ct  a n  in qu ir y  a n d/or  pr oceed w ith  disciplin a r y  a ct ion  u n der  th is Code in depen den t  of a n y  
cr im in a l pr oceedin g .    

Lim itations on Students with Pending Disciplinary  Matters 
A n y  stu den t  w ith  a  pen din g  disciplin a r y  m a tter  sh a ll n ot  be a llow ed to: 
• En r oll or  a t ten d cla sses a t  a n oth er  Ev er est  loca t ion  (in clu din g  On lin e) 
• Gr a du a te or  pa r t icipa te in  g r a du a t ion  cer em on ies 
• En g a g e in  a n y  oth er  a ct iv it ies pr oscr ibed by  th e Sch ool Pr esiden t  
A ddit ion a lly ,  if a  stu den t  w ith dr a w s fr om  sch ool a t  a n y  poin t  du r in g  th e disciplin a r y  pr ocess,  th e stu den t  is n ot  

elig ible for  r ea dm ission  to a n y  Ev er est  sch ool (in clu din g  On lin e) pr ior  to r esolv in g  th e ou tsta n din g  disciplin a r y  issu e.  

Inquiry  by  the School President 
If th e Sch ool Pr esiden t  (or  desig n ee),  in  h is or  h er  sole discr et ion , h a s r ea son  to believ e th a t  a  stu den t  h a s v iola ted 

th e Code of Stu den t  Con du ct ,  th e Sch ool Pr esiden t  (or  desig n ee) sh a ll con du ct  a  r ea son a ble in qu ir y  a n d deter m in e a n  
a ppr opr ia te cou r se of a ct ion .  If th e Sch ool Pr esiden t  (or  desig n ee) deter m in es th a t  a  v iola t ion  h a s n ot  occu r r ed, n o 
fu r th er  a ct ion  sh a ll be ta ken .  

Conduct Which Does Not Warrant a Suspension or Dism issal 
If th e Sch ool Pr esiden t  (or  desig n ee),  in  h is or  h er  sole discr et ion , deter m in es th a t  th e stu den t ’s beh a v ior  m a y  

h a v e v iola ted th is Code bu t  does n ot  w a r r a n t  a  su spen sion  or  dism issa l,  th e Sch ool Pr esiden t  (or  desig n ee) sh a ll 
pr om ptly  pr ov ide th e stu den t  w ith  a  w r it ten  w a r n in g .  Mu lt iple w r it ten  w a r n in g s m a y  r esu lt  in  a  su spen sion  or  
dism issa l.  

Conduct Which Warrants a Suspension or Dism issal 
If th e Sch ool Pr esiden t  (or  desig n ee),  in  h is or  h er  sole discr et ion , deter m in es th a t  th e stu den t ’s beh a v ior  

w a r r a n ts a  su spen sion  or  dism issa l,  th e Sch ool Pr esiden t  (or  desig n ee) sh a ll pr om ptly  pr ov ide th e stu den t  w ith  a  
w r it ten  n ot ice of th e follow in g : 

• Th e con du ct  for  w h ich  th e sa n ct ion  is bein g  im posed 
• Th e specific sa n ct ion  bein g  im posed 
• Th e r ig h t  to a ppea l if a  w r it ten  r equ est  is filed by  th e stu den t  w ith in  (5 ) ca len da r  da y s of th e da te of th e 

w r it ten  n ot ice 

Sanctions 
Sa n ct ion s sh ou ld be com m en su r a te w ith  th e n a tu r e of th e stu den t ’s con du ct .   A ll sa n ct ion s im posed sh ou ld be 

desig n ed to discou r a g e th e stu den t  fr om  en g a g in g  in  fu tu r e m iscon du ct  a n d w h en ev er  possible sh ou ld dr a w  u pon  
edu ca t ion a l r esou r ces to br in g  a bou t  a  la st in g  a n d r ea son ed ch a n g e in  beh a v ior .    

Su spen sion  – A  sa n ct ion  by  w h ich  th e stu den t  is n ot  a llow ed to a t ten d cla ss for  a  specific per iod of t im e.  
Sa t isfa ctor y  com plet ion  of cer ta in  con dit ion s m a y  be r equ ir ed pr ior  to th e st u den t ’s r etu r n  a t  th e en d of th e 
su spen sion  per iod.  Du r in g  a  per iod of su spen sion , a  stu den t  sh a ll n ot  be a dm itted to a n y  oth er  Ev er est  sch ool.  
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Note:  Stu den t  a bsen ces r esu lt in g  fr om  a  su spen sion  sh a ll r em a in  in  th e a tten da n ce r ecor d r eg a r dless of th e ou t com e 
of a n y  disciplin a r y  in v est ig a t ion  or  th e decision  of th e Stu den t  Con du ct  Com m ittee.  

Dism issa l – A  sa n ct ion  by  w h ich  th e stu den t  is w ith dr a w n  fr om  sch ool.   Su ch  stu den ts m a y  on ly  r ea pply  for  
a dm ission  w ith  th e a ppr ov a l of th e Sch ool Pr esiden t .    

Note:  Stu den ts dism issed for  v iola t ion s of th is Code r em a in  r espon sible for  a n y  ou tsta n din g  ba la n ce ow ed to th e 
sch ool.  

Ex a m ples of con dit ion s th e sch ool m a y  r equ ir e a  stu den t  to com plete pr ior  to r etu r n in g  fr om  a  su spen sion  or  
dism issa l a r e: 

• Com m u n ity  Ser v ice a n d/or  pa r t icipa t ion  in  edu ca t ion a l pr og r a m s  
• Resea r ch  a ssig n m en ts or  specia l pr ojects 
• Beh a v ior a l con tr a cts 
• Th e loss of specific pr iv ileg es (e.g . ,  loss of a u tom obile pr iv ileg es on  sch ool pr em ises,  r estr icted a ccess to 

com pu ter  la b or  a u tom otiv e m a ch in er y ) 
• Reim bu r sem en t  or  r est itu t ion  for  pr oper ty  da m a g e 
• Refer r a l to r eceiv e ou tside cou n selin g  ser v ices 
• Rem ov a l fr om  sch ool spon sor ed h ou sin g  

Academ ic Dishonesty  
A n y  for m  of decept ion  in  th e com plet ion  of a ssig n ed w or k is con sider ed a  for m  of a ca dem ic dish on esty .   Th is 

in clu des,  bu t  is n ot  lim ited to:  
• Copy in g  a n oth er ’s w or k fr om  a n y  sou r ce 
• A llow in g  a n oth er  to copy  on e’s ow n  w or k w h eth er  du r in g  a  test  or  on  a n  a ssig n m en t  
• A n y  a ttem pt  to pa ss off th e w or k, da ta ,  or  cr ea t iv e effor ts of a n oth er  a s on e’s ow n   
• Kn ow in g ly  fu r n ish in g  fa lse in for m a tion  a bou t  on e’s a ca dem ic per for m a n ce to th e sch ool 
On e or  m or e of th e sa n ct ion s listed below  m a y  be im posed for  a ca dem ic dish on esty : 
• A  r edu ct ion  in  g r a de on  th e a ssig n m en t  on  w h ich  th e v iola t ion  occu r r ed  
• No cr edit  on  th e a ssig n m en t,  pa per ,  test ,  or  ex a m  on  w h ich  th e v iola t ion  occu r r ed 
• A  fa ilin g  g r a de for  th e cou r se/m odu le 
• Su spen sion  or  Dism issa l fr om  th e sch ool 

Appeal Process 
Stu den ts a r e en t it led to a ppea l a n y  sa n ct ion  w h ich  r esu lts in  su spen sion  or  dism issa l.   Th e a ppea l m u st  be in  

w r it in g  a n d filed w ith in  fiv e (5 ) ca len da r  da y s of th e da te of th e w r it ten  n ot ice.   If th e stu den t  files a  t im ely  a ppea l,  
th e Sch ool Pr esiden t  (or  desig n ee) sh a ll con v en e a  Stu den t  Con du ct  Com m ittee to con du ct  th e h ea r in g .   Th e 
Com m ittee sh a ll g en er a lly  in clu de th e Sch ool Pr esiden t ,  th e A ca dem ic Dea n /Dir ector  of Edu ca t ion , a  Pr og r a m  or  
Depa r tm en t  Ch a ir ,  th e Stu den t  Ser v ices Coor din a tor ,  or  a  fa cu lty  m em ber .   Th e m em ber s of th e Com m ittee sh a ll 
select  a  Ch a ir .   If th e a lleg ed v iola t ion  in v olv es a lleg a t ion s of sex u a l m iscon du ct  com m itted a g a in st  fa cu lty  or  sta ff,  
th e Com m ittee m u st  in clu de a  r epr esen ta t iv e fr om  Cor por a te or  Div ision  Hu m a n  Resou r ces.   A ll in for m a tion  
pr ov ided to th e com m ittee w ill a lso be pr ov ided to th e stu den t  a t  th e h ea r in g .  

Th e Com m ittee Ch a ir  sh a ll t im ely  sch edu le a  h ea r in g  da te,  a n d pr ov ide w r it ten  n ot ice to th e stu den t .   Th e n ot ice 
m u st  be m a iled or  oth er w ise deliv er ed to th e stu den t  a t  lea st  tw o (2 ) ca len da r  da y s pr ior  to th e sch edu led h ea r in g  
da te,  a n d in clu de n ot ice th a t  th e stu den t  m a y : 

• A ppea r  in  per son , bu t  is n ot  r equ ir ed to a ppea r  
• Su bm it  a  w r it ten  sta tem en t  
• Respon d to ev iden ce a n d qu est ion  th e sta tem en ts of oth er s 
• In v ite r elev a n t  w itn esses to test ify  on  h is/h er  beh a lf 
• Su bm it  w r it ten  sta tem en ts sig n ed by  r elev a n t  w itn esses 
A tten da n ce a t  th e h ea r in g  is lim ited to th ose dir ect ly  in v olv ed or  th ose r equ ested to a ppea r .   Hea r in g s a r e n ot  

open  to th e pu blic a n d a r e n ot  r ecor ded.   
Th e Stu den t  Con du ct  Com m ittee sh a ll: 
• Pr ov ide th e stu den t  a  fu ll a n d r ea son a ble oppor tu n ity  to ex pla in  h is/h er  con du ct  
• In v ite r elev a n t  w itn esses to test ify  or  su bm it  sig n ed sta tem en ts 
• Rea ch  a  decision  ba sed u pon  th e in for m a tion  su bm itted a t  th e h ea r in g  a n d th e test im on y  a n d in for m a tion  of 

th e stu den t  a n d w itn esses a t  th e h ea r in g   
• If th e stu den t  does n ot  a ppea r ,  or  elects n ot  to a ppea r ,  th e Com m ittee m a y  pr oceed in  th e stu den t ’s a bsen ce 

a n d th e decision  w ill h a v e th e sa m e for ce a n d effect  a s if th e stu den t  h a d been  pr esen t  
Th e Stu den t  Con du ct  Com m ittee sh a ll issu e a  w r it ten  decision  to th e stu den t  w ith in  fiv e (5 ) ca len da r  da y s of th e 

da te of th e h ea r in g  w h ich  m a y : 
• A ffir m  th e fin din g  a n d sa n ct ion  im posed by  th e Sch ool Pr esiden t  (or  desig n ee) 
• A ffir m  th e fin din g  a n d m odify  th e sa n ct ion  

o Sa n ct ion s m a y  on ly  be r edu ced if fou n d to be g r ossly  dispr opor t ion a te to th e offen se 
• Disa g r ee w ith  th e pr ev iou s fin din g  a n d sa n ct ion  a n d dism iss th e m a tter  

o A  m a tter  m a y  be dism issed on ly  if th e or ig in a l fin din g  is fou n d to be a r bitr a r y  a n d ca pr iciou s 



 1 9  

Th e decision  of th e Stu den t  Con du ct  Com m ittee is fin a l,  a n d n o fu r th er  a ppea l to th e sch ool is per m itted.  Th e 
stu den t  m a y  a lw a y s con ta ct  th e Ma ssa ch u setts Depa r tm en t  of Elem en ta r y  a n d Secon da r y  Edu ca t ion , Office of 
Pr opr ieta r y  Sch ools,  7 8 1 -3 3 8 -6 04 8  pr opr ieta r y sch ools@doe.m a ss.edu . 

Record of Disciplinary  Matter 
A ll disciplin a r y  files sh a ll be kept  sepa r a te fr om  th e stu den t  a ca dem ic files u n t il r esolv ed.  
Disciplin a r y  files for  stu den ts w h o h a v e v iola ted th e Code of Stu den t  Con du ct  sh a ll be r eta in ed a s pa r t  of th e 

stu den t ’s a ca dem ic file a n d con sider ed “ edu ca t ion  r ecor ds”  a s a ppr opr ia te,  pu r su a n t  to th e Fa m ily  Edu ca t ion a l 
Rig h ts a n d Pr iv a cy  A ct  (FERPA ) a n d PIPEDA .  Disciplin a r y  r ecor ds sh a ll be r eta in ed in  th e stu den t ’s a ca dem ic file 
per m a n en tly  a n d a  n ote sh a ll be in clu ded in  th e officia l stu den t  in for m a tion  sy stem  in dica t in g  th e da te of th e 
disciplin a r y  decision  a n d th e sa n ct ion  im posed.   

Wh en  cir cu m sta n ces w a r r a n t ,  disciplin a r y  m a tter s sh a ll be r efer r ed to th e a ppr opr ia te la w  en for cem en t  
a u th or it ies for  in v est ig a t ion  a n d pr osecu t ion .  A ddit ion a lly ,  disciplin a r y  r ecor ds sh a ll be r epor ted to th ir d pa r t ies a s 
a pplica ble (e.g .  V eter a n ’s A dm in istr a t ion ).  

STUDENT USE OF INFORMATION TECHNOLOGY RESOURCES POLICY 
Com pu tin g  r esou r ces a r e a n  in teg r a l pa r t  of th e edu ca t ion a l ex per ien ce a t  Ev er est .   Respon sible u se of th ose 

r esou r ces is essen t ia l to stu den t  su ccess.   IT  r esou r ces a r e pr ov ided to su ppor t  th e edu ca t ion a l g oa ls of Ev er est ,  a n d 
sh a ll be u sed a ppr opr ia tely ,  a n d in  a ccor da n ce w ith  loca l,  sta te/pr ov in cia l,  a n d feder a l la w s.  

IT r esou r ces m a y  on ly  be u sed for  leg it im a te pu r poses,  a n d m a y  n ot  be u sed for  a n y  of th e follow in g  pu r poses,  or  
a n y  oth er  pu r pose w h ich  is illeg a l,  u n eth ica l,  dish on est ,  da m a g in g  to th e r epu ta t ion  of th e sch ool,  or  likely  to su bject  
th e sch ool to lia bility .   Im per m issible u ses in clu de, bu t  a r e n ot  lim ited to: 

• Ha r a ssm en t; 
• Libel or  sla n der ; 
• Fr a u d or  m isr epr esen ta t ion ; 
• A n y  u se th a t  v iola tes loca l,  sta te/pr ov in cia l,  or  feder a l la w  a n d r eg u la t ion ; 
• Disr u ption  or  u n a u th or ized m on itor in g  of electr on ic com m u n ica t ion s; 
• Disr u ption  or  u n a u th or ized ch a n g es to th e con fig u r a t ion  of a n t iv ir u s softw a r e or  a n y  oth er  secu r ity  

m on itor in g  softw a r e; 
• Un a u th or ized copy in g , dow n loa din g , file sh a r in g ,  or  tr a n sm ission  of copy r ig h t-pr otected m a ter ia l,  in clu din g  

m u sic; 
• V iola t ion s of licen sin g  a g r eem en ts; 
• A ccessin g  a n oth er  per son ’s a ccou n t  w ith ou t  per m ission ; 
• In tr odu cin g  com pu ter  v ir u ses,  w or m s, Tr oja n  Hor ses,  or  oth er  pr og r a m s th a t  a r e h a r m fu l to com pu ter  

sy stem s, com pu ter s,  or  softw a r e; 
• Th e u se of r estr icted a ccess com pu ter  r esou r ces or  electr on ic in for m a tion  w ith ou t  or  bey on d a  u ser ’s lev el of 

a u th or iza t ion ; 
• Pr ov idin g  in for m a tion  a bou t  or  lists of Ev er est  u ser s or  stu den ts to pa r t ies ou tside Ev er est  w ith ou t  ex pr essed 

w r it ten  per m ission ; 
• Dow n loa din g  or  stor in g  com pa n y  or  stu den t  pr iv a te in for m a tion  on  por ta ble com pu ter s or  m obile stor a g e 

dev ices; 
• Ma kin g  com pu tin g  r esou r ces a v a ila ble to a n y  per son  or  en t ity  n ot  a ffilia ted w ith  th e sch ool; 
• Post in g ,  dow n loa din g , v iew in g , or  sen din g  obscen e, por n og r a ph ic,  sex u a lly  ex plicit ,  h a te r ela ted, or  oth er  

offen siv e m a ter ia l; 
• A ca dem ic dish on esty  a s defin ed in  th e Stu den t  Code of Con du ct; 
• Use of Ev er est  log os,  tr a dem a r ks,  or  copy r ig h ts w ith ou t  pr ior  a ppr ov a l; 
Use for  pr iv a te bu sin ess or  com m er cia l pu r poses.  

ALCOHOL AND SUBSTANCE ABUSE STATEMENT 
Th e sch ool does n ot  per m it  or  con don e th e u se or  possession  of m a r iju a n a , a lcoh ol,  or  a n y  oth er  illeg a l dr u g , 

n a r cot ic,  or  con tr olled su bsta n ce by  stu den ts.   Possession  of th ese su bsta n ces on  ca m pu s is ca u se for  dism issa l.  

SEXUAL HARASSMENT 
Sex u a l h a r a ssm en t  of stu den ts a t  Ev er est  In st itu te is pr oh ibited a n d sh a ll su bject  th e offen der  to dism issa l or  

oth er  sa n ct ion s follow in g  com plia n ce w ith  th e pr ocedu r a l du e pr ocess r equ ir em en ts.   
Un w elcom e sex u a l a dv a n ces,  r equ ests for  sex u a l fa v or s,  a n d oth er  v er ba l or  ph y sica l con du ct  of a  sex u a l n a tu r e 

con st itu te sex u a l h a r a ssm en t  w h en :  
1 .  Su bm ission  to su ch  con du ct  is m a de ex plicit ly  or  im plicit ly  a  ter m  or  con dit ion  of a n  in div idu a l’s a ca dem ic 

sta n din g ; or  
2 .  Su bm ission  or  a  r eject ion  of su ch  con du ct  by  a n  in div idu a l is u sed a s a  ba sis for  a ca dem ic decision s a ffect in g  

a n  in div idu a l; or   
3 .  Su ch  con tr ol u n r ea son a bly  in ter fer es w ith  a n  in div idu a l’s a ca dem ic per for m a n ce or  cr ea tes a n  in t im ida t in g ,  

h ost ile,  or  offen siv e a ca dem ic en v ir on m en t.   
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A n y  in div idu a l w h o feels h e/sh e h a s a  com pla in t  or  m a tter  h e/sh e w ish es to discu ss m a y  r epor t  th e pr oblem  
dir ect ly  to th e In st itu te Pr esiden t .    

STUDENT ACADEMIC APPEALS POLICY 
A ca dem ic a ppea ls in clu de th ose a ppea ls r ela ted to fin a l g r a des,  a t ten da n ce v iola t ion s,  a n d a ca dem ic or  fin a n cia l 

a id elig ibility .    
A ll for m a l a ca dem ic a ppea ls m u st  be su bm itted in  w r it in g  on  a n  A ca dem ic A ppea l For m  to th e A ca dem ic 

Dea n /Dir ector  of Edu ca t ion  w ith in  fiv e (5 ) ca len da r  da y s of th e da te th e stu den t  h a s n ot ice of th e a dv er se a ca dem ic 
decision .  Th e a ppea l m u st  in clu de: 

• Th e specific a ca dem ic decision  a t  issu e 
• Th e da te of th e decision  
• Th e r ea son (s) th e stu den t  believ es th e decision  w a s in cor r ect  
• Th e in for m a l steps ta ken  to r esolv e th e disa g r eem en t  ov er  th e decision  
• Th e r esolu t ion  sou g h t  

Th e w r it ten  a ppea l m a y  be a ccom pa n ied by  a n y  a ddit ion a l docu m en ta t ion  (e.g . ,  pa per s,  doctor  n otes,  tests,  
sy lla bi) th e stu den t  believ es su ppor ts th e con clu sion  th a t  th e a ca dem ic decision  w a s in cor r ect .   

Note:  On ce a  for m a l a ppea l is filed,  n o a ct ion  ba sed on  th e a dv er se a ca dem ic decision  m a y  be ta ken  u n til t h e 
a ppea l pr ocess is com plete.   How ev er ,  in  ca ses in v olv in g  fin a n cia l a id elig ibility ,  a ll fin a n cia l a id disbu r sem en ts sh a ll 
be su spen ded u n til th e m a tter  is r esolv ed.  

With in  fiv e (5 ) ca len da r  da y s of r eceiv in g  th e A ca dem ic A ppea l For m , th e A ca dem ic Dea n /Dir ector  of Edu ca t ion  
sh a ll con v en e a n  A ppea l Com m ittee,  w h ich  sh ou ld n or m a lly  in clu de th e Depa r tm en t  Ch a ir ,  a  m em ber  of th e 
Stu den t  Ser v ices Sta ff,  a n d a  fa cu lty  m em ber  fr om  a n oth er  pr og r a m .  Th e A ppea l Com m ittee sh a ll in v est ig a te th e 
fa cts of th e m a tter  to th e ex ten t  deem ed a ppr opr ia te u n der  th e cir cu m sta n ces.   Th e A ppea l Com m ittee sh a ll r en der  a  
w r it ten  decision  w ith in  fiv e (5 ) ca len da r  da y s of th e da te th e a ppea l w a s r eceiv ed by  th e A ca dem ic Dea n /Dir ector  of 
Edu ca t ion , a n d sh a ll for w a r d th e decision  to th e stu den t  a n d th e in str u ctor  w ith in  fiv e (5 ) ca len da r  da y s th er ea fter .   
Copies of a ll docu m en ts r ela t in g  to th e a ppea l sh a ll be pla ced in  th e stu den t ’s a ca dem ic file,  a n d th e decision  of th e 
A ppea l Com m ittee sh a ll be n oted in  th e officia l stu den t  in for m a t ion  sy stem .  Th e decision  of th e A ppea l Com m ittee is 
fin a l,  a n d n o fu r th er  a ppea ls a r e per m itted.  

Note:  Wh en  a n  a ppea l is den ied, th e da te of a n y  su spen sion  of fin a n cia l a id or  dism issa l fr om  th e pr og r a m  sh a ll 
be th e da te of th e a dv er se a ca dem ic decision .  Th e stu den t  w ill n ot  be ch a r g ed for  a n y  a tten da n ce a fter  th e da te of th e 
a dv er se a ca dem ic decision .  

Assignm ent/T est Grades 
Stu den ts w h o disa g r ee w ith  a n  a ssig n m en t/test  g r a de sh ou ld discu ss it  w ith  th e in str u ctor  u pon  r eceipt  of th e 

g r a de.   A ssig n m en ts/test  g r a des a r e r ev iew ed a t  th e in str u ctor ’s discr et ion .  If th e in str u ctor  is n ot  a v a ila ble,  th e 
m a tter  sh ou ld be discu ssed w ith  th e Pr og r a m  Dir ector /Depa r tm en t  Ch a ir .    

Course Grades 
A ppea ls of cou r se g r a des m u st  be m a de w ith in  fiv e (5 ) ca len da r  da y s of th e da te th e g r a de becom es fin a l.   Th e 

A ca dem ic Dea n /Dir ector  of Edu ca t ion  m a y  dir ect  a  g r a de to be ch a n g ed on ly  w h en  it  is deter m in ed th r ou g h  th e 
a ppea l pr ocess th a t  a  g r a de w a s in flu en ced by  a n y  of th e follow in g :  

1 .  A  per son a l bia s or  a r bitr a r y  r a t ion a le;  
2 .  Sta n da r ds u n r ea son a bly  differ en t  fr om  th ose th a t  w er e a pplied to oth er  stu den ts;  
3 .  A  su bsta n tia l,  u n r ea son a ble,  or  u n a n n ou n ced depa r tu r e fr om  pr ev iou sly  a r t icu la ted sta n da r ds;  
4 .  Th e r esu lt  of a  clea r  a n d m a ter ia l m ista ke in  ca lcu la t in g  or  r ecor din g  g r a des or  a ca dem ic pr og r ess.   

Attendance Violations 
A ppea ls of a t ten da n ce v iola t ion s m u st  be m a de w ith in  fiv e (5 ) ca len da r  da y s of th e v iola t ion .  In  or der  for  a n  

a tten da n ce a ppea l to be con sider ed, th e stu den t  m u st: 
1 .  Ha v e per fect  a t ten da n ce w h ile th e a ppea l is pen din g ; 
2 .  Su bm it  a  w r it ten  pla n  to im pr ov e a tten da n ce w ith  th e A ppea l For m . 

Pr ov ided th a t  n o a pplica ble sta te r equ ir em en t  w ou ld be v iola ted by  doin g  so,  a n  a tten da n ce a ppea l m a y  be 
g r a n ted if th e stu den t  dem on str a tes th a t  th e a bsen ce w a s ca u sed by : 

1 .  Th e dea th  of a  fa m ily  m em ber ; 
2 .  A n  illn ess or  in ju r y  su ffer ed by  th e stu den t; 
3 .  Specia l cir cu m sta n ces of a n  u n u su a l n a tu r e th a t  a r e n ot  likely  to r ecu r .  

Th e A ppea l Com m ittee m a y , a s a  con dit ion  of g r a n t in g  th e a ppea l,  r equ ir e th e stu den t  to m a ke u p m issed 
a ssig n m en ts,  pla ce th e stu den t  on  pr oba t ion  a n d r equ ir e th e stu den t  to dev elop a n  A ca dem ic A dv isin g  Pla n  in  
con ju n ct ion  w ith  th eir  a dv isor .  
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CAMPUS SECURITY AND CRIME AWARENESS POLICIES 
A s r equ ir ed by  Pu blic La w  1 01 -5 4 2 , a s a m en ded by  Pu blic La w  1 02 -3 2 5 , Tit le II,  Cr im e A w a r en ess a n d Ca m pu s 

Secu r ity  A ct  of 1 9 9 0, Sect ion  2 9 4 , Policy  a n d Sta t ist ica l Disclosu r es,  th is sch ool h a s esta blish ed policies r eg a r din g  
ca m pu s secu r ity .  

Th e sch ool str iv es to pr ov ide its stu den ts w ith  a  secu r e a n d sa fe en v ir on m en t.   Cla ssr oom s a n d la bor a tor ies 
com ply  w ith  th e r equ ir em en ts of th e v a r iou s feder a l,  sta te a n d loca l bu ildin g  codes,  w ith  th e Boa r d of Hea lth  a n d Fir e 
Ma r sh a l r eg u la t ion s.   Most  ca m pu ses a r e equ ipped w ith  a la r m  sy stem s to pr ev en t  u n a u th or ized en tr y .   Fa cilit ies a r e 
open ed ea ch  m or n in g  a n d closed ea ch  ev en in g  by  a dm in istr a t iv e per son n el.  

Th e sch ool en cou r a g es a ll stu den ts to r epor t  cr im in a l in ciden ts or  oth er  em er g en cies,  w h ich  occu r  on  th e ca m pu s 
dir ect ly  to th e Ca m pu s Pr esiden t ,  stu den t  a dv isor  or  in str u ctor .   It  is im por ta n t  th a t  sch ool per son n el a r e a w a r e of 
a n y  su ch  pr oblem s on  sch ool ca m pu ses.   Th e Ca m pu s Pr esiden t  is r espon sible for  in v est ig a t in g  su ch  r epor ts a n d 
ta kin g  leg a l or  oth er  a ct ion  deem ed n ecessa r y  by  th e situ a t ion .  In  ex tr em e em er g en cies,  th e Ca m pu s Pr esiden t  m a y  
im m edia tely  con ta ct  la w  en for cem en t  officer s or  oth er  a g en cy  per son n el,  su ch  a s pa r a m edics.   Th e sch ool w ill w or k 
w ith  loca l a n d sta te la w  en for cem en t  per son n el if su ch  in v olv em en t  is n ecessa r y .   A  copy  of th e stu den t 's r epor t  a n d 
a n y  r esu lta n t  police r epor t  w ill be m a in ta in ed by  th e sch ool for  a  m in im u m  of th r ee y ea r s a fter  th e in ciden t .  

Stu den ts a r e r espon sible for  th eir  ow n  secu r ity  a n d sa fety  both  on -ca m pu s a n d off-ca m pu s a n d m u st  be 
con sider a te of th e secu r ity  a n d sa fety  of oth er s.   Th e sch ool h a s n o r espon sibility  or  oblig a t ion  for  a n y  per son a l 
belon g in g s th a t  a r e lost ,  stolen  or  da m a g ed, w h eth er  on  or  off sch ool pr em ises or  du r in g  a n y  sch ool a ct iv it ies.  

On  Ma y  1 7 ,  1 9 9 6 , th e Pr esiden t  of th e Un ited Sta tes sig n ed Meg a n ’s La w  in to feder a l la w . A s a  r esu lt ,  loca l la w  
en for cem en t  a g en cies in  a ll 5 0  sta tes m u st  n ot ify  sch ools,  da y  ca r e cen ter s,  a n d pa r en ts a bou t  th e pr esen ce of 
da n g er ou s offen der s in  th eir  a r ea .  Stu den ts a r e a dv ised th a t  th e best  sou r ce of in for m a tion  on  th e r eg ister ed sex  
offen der s in  th e com m u n ity  is th e loca l sh er iff’s office or  police depa r tm en t.  Th e follow in g  lin k w ill pr ov ide y ou  w ith  
a  list  of th e m ost  r ecen t  u pda ted on lin e in for m a tion  r eg a r din g  r eg ister ed sex  offen der s by  sta te a n d cou n ty : 
h ttp://w w w .fbi.g ov /h q/cid/ca c/r eg istr y .h tm . 

Statistical Inform ation 
Th e pu blic la w  r efer en ced h er ein  r equ ir es th e sch ool to r epor t  to stu den ts th e occu r r en ce of v a r iou s cr im in a l 

offen ses on  a n  a n n u a l ba sis.   Pr ior  to October  1 st

CAMPUS COMPLETION RATE REPORTS 

 of ea ch  y ea r ,  th e sch ool w ill distr ibu te a  secu r ity  r epor t  to stu den ts 
con ta in in g  th e r equ ir ed sta t ist ica l in for m a tion  on  a n y  ca m pu s cr im es com m itted du r in g  th e pr ev iou s th r ee y ea r s.   A  
copy  of th is r epor t  is a v a ila ble to stu den ts a n d pr ospect iv e stu den ts u pon  r equ est .   

Un der  th e Stu den t  Rig h t  to Kn ow  A ct  (2 0 U.S.C. § 1 09 2 (a )),  a n  in st itu t ion  is r equ ir ed to a n n u a lly  pr epa r e 
com plet ion  or  g r a du a t ion  r a te da ta  r espect in g  th e in st itu t ion ’s fir st-t im e, fu ll-t im e u n der g r a du a te stu den ts (3 4  CFR 
6 6 8 .4 5 (a )(1 )).   In st itu t ion s a r e r equ ir ed to m a ke th is com plet ion  or  g r a du a tion  r a te da ta  r ea dily  a v a ila ble to 
stu den ts a ppr ox im a tely  1 2  m on th s a fter  th e 1 5 0 per cen t  poin t  for  pr og r a m  com plet ion  or  g r a du a tion  for  a  
pa r t icu la r  coh or t  of stu den ts.   Th is com plet ion  r a te r epor t  is a v a ila ble to stu den ts a n d pr ospect iv e stu den ts u pon  
r equ est .   Notice of th e r ig h t  to r equ est  th is in for m a tion  is distr ibu ted a n n u a lly .  

DRUG AWARENESS  
Th e Dr u g -Fr ee Sch ools a n d Com m u n it ies A ct  of 1 9 8 9 , Pu blic La w  1 01 -2 2 6 , r equ ir es in st itu t ion s r eceiv in g  

fin a n cia l a ssista n ce to im plem en t  a n d en for ce dr u g  pr ev en tion  pr og r a m s a n d policies.  Th e in for m a tion  a n d r efer r a l 
lin e th a t  dir ects ca ller s to tr ea tm en t  cen ter s in  th e loca l com m u n ity  is a v a ila ble th r ou g h  Stu den t  Ser v ices.  

Th is in st itu t ion  pr oh ibits th e m a n u fa ctu r e a n d u n la w fu l possession , u se or  distr ibu t ion  of illicit  dr u g s or  a lcoh ol 
by  stu den ts on  its pr oper ty  a n d a t  a n y  sch ool a ct iv ity .  If a  stu den t  su spects som eon e to be u n der  th e in flu en ce of a n y  
dr u g  (or  a lcoh ol),  th ey  sh ou ld im m edia tely  br in g  th is con cer n  to th e a tten t ion  of th e Dir ector  of Edu ca t ion  or  sch ool 
Pr esiden t .  V iola t ion  of th e in st itu t ion ’s a n t i-dr u g  policy  w ill r esu lt  in  a ppr opr ia te disciplin a r y  a ct ion s a n d m a y  
in clu de ex pu lsion  of th e stu den t .  Th e a ppr opr ia te la w  en for cem en t  a u th or it ies m a y  a lso be n ot ified.  

In  cer ta in  ca ses,  stu den ts m a y  be r efer r ed to cou n selin g  sou r ces or  su bsta n ce a bu se cen ter s.  If su ch  a  r efer r a l is 
m a de, con tin u ed en r ollm en t  or  em ploy m en t  is su bject  to su ccessfu l com plet ion  of a n y  pr escr ibed cou n selin g  or  
tr ea tm en t  pr og r a m . 

WEAPONS POLICY 
No w ea pon s of a n y  ty pe a r e a llow ed on  ca m pu s. Th is in clu des,  bu t  is n ot  lim ited to: h a n d g u n s,  r ifles,  kn iv es,  a n d 

a n y  oth er  dev ices u sed to h a r m  or  in t im ida te sta ff or  stu den ts.  Th is in st itu t ion  m a in ta in s a  th r ea t-fr ee lea r n in g  
en v ir on m en t.  V iola t ion  of th is policy  m a y  r esu lt  in  im m edia te dism issa l fr om  th e in st itu t ion  a n d a  com pla in t  w ith  
loca l la w  en for cem en t.  

DRESS CODE 
Stu den ts a r e ex pected to dr ess in  a  m a n n er  th a t  w ou ld n ot  be con str u ed a s detr im en ta l to th e stu den t  body  a n d 

th e edu ca t ion a l pr ocess a t  th e In st itu te.   Stu den ts a r e r em in ded th a t  th e In st itu te pr om otes a  bu sin ess a tm osph er e 
w h er e in str u ctor s a n d g u ests a r e pr ofession a ls a n d poten t ia l em ploy er s.   Stu den ts sh ou ld a lw a y s be cog n iza n t  of th e 
fir st  im pr ession  of pr oper  dr ess a n d g r oom in g .  Th e In st itu t ion  does n ot  per m it  a n y  cloth in g  w h ich  h a s ex pr essed or  
im plied offen siv e sy m bols or  la n g u a g e.  

http://www.fbi.gov/hq/cid/cac/registry.htm�
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Stu den ts in  A llied Hea lth  pr og r a m s m a y  be r equ ir ed to w ea r  u n ifor m s th a t  pr esen t  a  pr ofession a l a ppea r a n ce.   A  
pr ofession a l a ppea r a n ce pu ts pa t ien ts a t  ea se,  in spir es con fiden ce,  a n d m a kes a  g ood im pr ession .  Th e Pr ofession a l 
A ppea r a n ce sta n da r ds in clu ded, bu t  n ot  lim ited to,  a r e: 

ACADEMIC ADVISEMENT AND TUTORING 
Stu den ts' edu ca t ion a l object iv es,  g r a des,  a t ten da n ce a n d con du ct  a r e r ev iew ed on  a  r eg u la r  ba sis.  Stu den ts w ill 

be n ot ified if th eir  a ca dem ic sta n din g  or  con du ct  is u n a ccepta ble.   Fa ilu r e to im pr ov e a ca dem ic sta n din g  or  beh a v ior  
m a y  r esu lt  in  fu r th er  a ct ion . Tu tor ia l pr og r a m s a n d a ca dem ic a dv isem en t  a r e pr ov ided for  stu den ts w h o a r e 
ex per ien cin g  difficu lt ies w ith  th eir  cla ss w or k.  Stu den ts a r e en cou r a g ed to seek a ca dem ic a ssista n ce th r ou g h  th e 
Edu ca t ion  Depa r tm en t .  

DISABLED STUDENTS 
Disa bled stu den ts sh ou ld m a ke a r r a n g em en ts to m eet  w ith  th e Sch ool Pr esiden t  pr ior  to th e sta r t  of cla ss to 

r ev iew  fa cilit ies a n d r equ ir ed a ccom m oda tion s.  

HEALTH/MEDICAL CARE 
Stu den ts m u st  ta ke pr oper  ca r e of th eir  h ea lth  so th a t  th ey  ca n  do th eir  best  in  sch ool.   Th is m ea n s r eg u la r  

h ou r s,  plen ty  of sleep, su fficien t  ex er cise a n d n u tr it iou s food.  Stu den ts w h o becom e ser iou sly  ill or  con tr a ct  a  
com m u n ica ble disea se sh ou ld sta y  h om e a n d r ecov er ,  bu t  r em em ber  to n ot ify  th e sch ool im m edia tely .   A ll m edica l 
a n d den ta l a ppoin tm en ts sh ou ld be m a de for  a fter  sch ool h ou r s.  

Th e sch ool w ill n ot  be r espon sible for  r en der in g  a n y  m edica l a ssista n ce,  bu t  w ill r efer  stu den ts to th e pr oper  
m edica l fa cility  u pon  r equ est .  

WEATHER EMERGENCIES 
Th e sch ool r eser v es th e r ig h t  to close du r in g  w ea th er  em er g en cies or  oth er  "a cts of God." Un der  th ese con dit ion s,  

stu den ts w ill n ot  be con sider ed a bsen t .  In str u ctor s w ill cov er  a n y  m issed m a ter ia l to en su r e com plet ion  of th e en t ir e 
pr og r a m . 

Wh en  cla sses a r e ca n celed beca u se of w ea th er  con dit ion s or  u n for eseen  cir cu m sta n ces,  cla sses m a y  be 
r esch edu led.  

TERMINATION PROCEDURES 
Stu den ts m a y  be ter m in a ted by  th e sch ool for  ca u se.  Ex a m ples in clu de, bu t  a r e n ot  lim ited to,  th e follow in g : 
• V iola t ion  of th e sch ool's a t ten da n ce policy .  
• Fa ilu r e to m a in ta in  sa t isfa ctor y  a ca dem ic pr og r ess.  
• V iola t ion  of per son a l con du ct  sta n da r ds.  
• In a bility  to m eet  fin a n cia l oblig a t ion s to th e sch ool.  

Stu den ts to be ter m in a ted a r e n ot ified in  w r it in g  a n d m a y  a ppea l to th e A ppea ls Com m ittee.  

ACADEMIC TRANSCRIPTS 
A ll stu den t  a ca dem ic r ecor ds a r e r eta in ed, secu r ed, a n d disposed of in  a ccor da n ce w ith  loca l,  sta te,  a n d feder a l 

r eg u la t ion s.   A ll stu den t  r ecor d in for m a tion  is m a in ta in ed on  th e sch ool com pu ter  sy stem .  Per m a n en t  r ecor ds a r e 
kept  in  pa per  for m , m icr ofich e or  m icr ofilm .  Th e sch ool m a in ta in s com plete r ecor ds for  ea ch  stu den t  th a t  in clu des 
g r a des,  a t ten da n ce,  pr ior  edu ca t ion  a n d tr a in in g ,  a n d a w a r ds r eceiv ed.   

Stu den t  a ca dem ic tr a n scr ipts,  w h ich  in clu de g r a des,  a r e a v a ila ble u pon  w r it ten  r equ est  by  th e stu den t .   Stu den t  
r ecor ds m a y  on ly  be r elea sed to th e stu den t  or  h is/h er  desig n ee a s dir ected by  th e Fa m ily  Edu ca t ion a l Rig h ts a n d 
Pr iv a cy  A ct  of 1 9 7 4 .  

Tr a n scr ipt  a n d diplom a  r equ ests m u st  be m a de in  w r it in g  to th e Office of th e Reg istr a r .   Officia l t r a n scr ipts w ill 
be r elea sed to stu den ts w h o a r e cu r r en t  w ith  th eir  fin a n cia l oblig a t ion  (i.e.  tu it ion  a n d fees du e to th e sch ool a r e pa id 
cu r r en t  per  th e stu den t ’s fin a n cia l a g r eem en t).   Diplom a s w ill be r elea sed to stu den ts w h o a r e cu r r en t  w ith  th eir  
fin a n cia l oblig a t ion  u pon  com plet ion  of th eir  sch ool pr og r a m .  

Stu den ts a r e pr ov ided a n  officia l tr a n scr ipt  u pon  com plet in g  g r a du a tion  r equ ir em en ts.   Nor m a l pr ocessin g  t im e 
for  a ddit ion a l copies of th e tr a n scr ipt  is a ppr ox im a tely  th r ee to fiv e da y s.   

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT 
Th e Fa m ily  Edu ca t ion a l Rig h ts a n d Pr iv a cy  A ct  (FERPA ) a ffor ds stu den ts cer ta in  r ig h ts w ith  r espect  to th eir  

edu ca t ion a l r ecor ds.   Th ey  a r e: 
1 .    Th e r ig h t  to in spect  a n d r ev iew  th e stu den t 's edu ca t ion  r ecor ds w ith in  4 5  da y s of th e da y  th e in st itu t ion  r eceiv es 

a  r equ est  for  a ccess.   Stu den ts sh ou ld su bm it  to th e in st itu t ion  pr esiden t  w r it ten  r equ ests th a t  iden t ify  th e 
r ecor d(s) th ey  w ish  to in spect .   Th e in st itu t ion  officia l w ill m a ke a r r a n g em en ts for  a ccess a n d n ot ify  th e stu den t  
of th e t im e a n d pla ce w h er e th e r ecor ds m a y  be in spected. If th e r ecor ds a r e n ot  m a in ta in ed by  th e in st itu t ion  
officia l to w h om  th e r equ est  w a s su bm itted, th a t  officia l sh a ll a dv ise th e stu den t  of th e cor r ect  officia l to w h om  
th e r equ est  sh ou ld be a ddr essed.  
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2 .    Th e r ig h t  to r equ est  th e a m en dm en t  of th e stu den t 's edu ca t ion a l r ecor ds th a t  th e stu den t  believ es a r e in a ccu r a te 
or  m islea din g .  Stu den ts m a y  a sk th e in st itu t ion  to a m en d a  r ecor d th a t  th ey  believ e is in a ccu r a te or  m islea din g .  
 Th ey  sh ou ld w r ite th e in st itu t ion  officia l r espon sible for  th e r ecor d, clea r ly  iden tify  th e pa r t  of th e r ecor d th ey  
w a n t  ch a n g ed, a n d specify  w h y  it  is in a ccu r a te or  m islea din g . If th e in st itu t ion  decides n ot  to a m en d th e r ecor d 
a s r equ ested by  th e stu den t ,  th e in st itu t ion  w ill n ot ify  th e stu den t  of th e decision  a n d a dv ise th e stu den t  of h is or  
h er  r ig h t  to a  h ea r in g  r eg a r din g  th e r equ est  for  a m en dm en t.   A ddit ion a l in for m a tion  r eg a r din g  th e h ea r in g  
pr ocedu r es w ill be pr ov ided to th e stu den t  w h en  n ot ified of th e r ig h t  to a  h ea r in g .  

3 .    Th e r ig h t  to con sen t  to disclosu r es of per son a lly  iden t ifia ble in for m a tion  con ta in ed in  th e stu den t 's edu ca t ion  
r ecor ds,  ex cept  to th e ex ten t  th a t  FERPA  a u th or izes disclosu r e w ith ou t  con sen t .  Gen er a lly ,  sch ools m u st  h a v e 
w r it ten  per m ission  for  th e pa r en ts of m in or  stu den ts or  elig ible stu den ts in  or der  to r elea se a n y  in for m a tion  fr om  
a  stu den t ’s edu ca t ion a l r ecor d. How ev er ,  FERPA  a llow s sch ools to disclose th ose r ecor ds,  w ith ou t  con sen t ,  to th e 
follow in g  pa r t ies or  u n der  th e follow in g  con dit ion s (3 4  CFR § 9 9 .3 1 ): 

• Sch ool officia ls w ith  leg it im a te edu ca t ion a l in ter est ; 
• Oth er  sch ools to w h ich  a  stu den t  is tr a n sfer r in g ; 
• Specified officia ls for  a u dit  or  ev a lu a t ion  pu r poses; 
• A ppr opr ia te pa r t ies in  con n ect ion  w ith  fin a n cia l a id to a  stu den t; 
• Or g a n iza t ion s con du ct in g  cer ta in  stu dies for  or  on  beh a lf of th e sch ool; 
• A ccr edit in g  or g a n iza t ion s; 
• To com ply  w ith  a  ju dicia l or der  or  la w fu lly  issu ed su bpoen a ; 
• A ppr opr ia te officia ls in  ca ses of h ea lth  a n d sa fety  em er g en cies; a n d 
• Sta te a n d loca l a u th or it ies,  w ith in  a  ju v en ile ju st ice sy stem , pu r su a n t  to specific Sta te La w . 

Sch ools m a y  disclose,  w ith ou t  con sen t ,  “ dir ector y ”  in for m a tion  su ch  a s a  stu den t ’s n a m e, a ddr ess,  teleph on e 
n u m ber ,  da te a n d pla ce of bir th ,  h on or s a n d a w a r ds,  a n d da tes of a t ten da n ce.  How ev er ,  sch ools m u st  tell pa r en ts 
a n d elig ible stu den ts a bou t  dir ector y  in for m a tion  a n d a llow  pa r en ts a n d elig ible stu den ts a  r ea son a ble a m ou n t  of 
t im e to r equ est  th a t  th e sch ool n ot  disclose dir ector y  in for m a tion  a bou t  th em . Sch ools m u st  n ot ify  pa r en ts a n d 
elig ible stu den ts a n n u a lly  of th eir  r ig h ts u n der  FERPA . Th e a ctu a l m ea n s of n ot ifica t ion  (specia l let ter ,  in clu sion  
in  a  PTA  bu llet in ,  stu den t  h a n dbook, or  n ew spa per  a r t icle) is left  to th e discr et ion  of ea ch  sch ool.  

4 .    Th e r ig h t  to file a  com pla in t  w ith  th e U.S.  Depa r tm en t  of Edu ca t ion  con cer n in g  a lleg ed fa ilu r es by  th e in st itu t ion  
to com ply  w ith  th e r equ ir em en ts of FERPA .  Th e n a m e a n d a ddr ess of th e Office th a t  a dm in ister s FERPA  is th e 
Fa m ily  Policy  Com plia n ce Office,  U.S.  Depa r tm en t  of Edu ca t ion , 4 00 Ma r y la n d A v en u e, SW, Wa sh in g ton , DC 
2 02 02 -5 9 2 0. 

Th e in st itu t ion  h a s desig n a ted cer ta in  in for m a tion  con ta in ed in  th e edu ca t ion  r ecor ds of its stu den ts a s Dir ector y  
In for m a tion  for  pu r poses of FERPA .  Dir ector y  In for m a tion  a t  th is in st itu t ion  in clu des: 

Directory  Inform ation 

• Na m e 
• A ddr ess 
• Teleph on e n u m ber s 
• Ma jor  a n d/or  m in or  fields of stu dy  
• Diplom a  sou g h t  
• Ex pected da te of pr og r a m  com plet ion   
• Ex pected da te of g r a du a t ion  
• Diplom a s con fer r ed 
• A w a r ds a n d Hon or s  
• Da tes of a t ten da n ce 
• Pr ev iou s in st itu t ion s a t ten ded 
• Pa r t icipa t ion  in  officia lly  r ecog n ized a ct iv it ies  
• Ph otog r a ph  
Dir ector y  in for m a tion  m a y  be disclosed by  th is in st itu t ion  for  a n y  pu r pose,  w ith ou t  th e pr ior  con sen t  of a  

stu den t ,  u n less th e stu den t  h a s for bidden  disclosu r e of su ch  in for m a tion  in  w r it in g .   Stu den ts w ish in g  to pr ev en t  
disclosu r e of th e desig n a ted dir ector y  in for m a tion  m u st  file w r it ten  n ot ifica t ion  to th is effect  w ith  th e Reg istr a r 's 
Office.  In  th e ev en t  th a t  su ch  w r it ten  n ot ifica t ion  is n ot  filed,  th e in st itu t ion  a ssu m es th a t  th e stu den t  does n ot  object  
to th e r elea se of th e dir ector y  in for m a tion

A ddit ion a l FERPA  in for m a tion  is a v a ila ble fr om  th e in st itu t ion ’s Edu ca t ion  Depa r tm en t .  
.  

STUDENT COMPLAINT/GRIEVANCE PROCEDURE 

Com pla in ts a r e defin ed a s a n y  stu den t  con cer n  r eg a r din g  In st itu te pr og r a m s, ser v ices,  or  sta ff n ot  a ddr essed by  
oth er  In st itu te policies.   Stu den ts h a v e th e r ig h t  to file a  com pla in t  w ith  th e In st itu te a t  a n y  t im e.  Stu den ts a r e 
en cou r a g ed to fir st  a t tem pt  to in for m a lly  r esolv e th eir  com pla in t  w ith  th e in str u ctor  or  sta ff m em ber  in  th e 
depa r tm en t  m ost  dir ect ly  con n ected w ith  th eir  com pla in t .   Stu den ts w h o a r e u n a ble to r esolv e th eir  com pla in t  
in for m a lly  sh ou ld su bm it  th eir  com pla in t  in  w r it in g  to th e In st itu te Pr esiden t .   Th e Pr esiden t  w ill m eet  w ith  th e 
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stu den t  to discu ss th e com pla in t  a n d pr ov ide th e stu den t  w ith  a  w r it ten  r espon se w ith in  3 0 da y s.   Stu den ts w h o a r e 
n ot  sa t isfied w ith  th e r espon se of th e Pr esiden t  m a y  con ta ct  th e Stu den t  Help Lin e a t  (8 00) 8 7 4 -02 5 5  or  em a il a t  
stu den tser v ices@cci.edu . 

Stu den ts w h o feel th a t  th e In st itu te h a s n ot  a dequ a tely  a ddr essed a  com pla in t  m a y  con sider  con ta ct in g  th e 
A ccr edit in g  Com m ission . A ll com pla in ts con sider ed by  th e Com m ission  m u st  be in  w r it ten  for m , w ith  per m ission  
fr om  th e com pla in a n t(s) for  th e Com m ission  to for w a r d a  copy  of th e com pla in t  to th e In st itu te for  a  r espon se.  Th e 
com pla in a n t(s) w ill be kept  in for m ed a s to th e sta tu s of th e com pla in t  a s w ell a s th e fin a l r esolu t ion  by  th e 
Com m ission . A  copy  of th e Com m ission 's Com pla in t  For m  is a v a ila ble a t  th e In st itu te a n d m a y  be obta in ed by  
con ta ct in g  th e In st itu te Pr esiden t .    Plea se dir ect  a ll in qu ir ies to: 

 
A ccr edit in g  Com m ission  of Ca r eer  Sch ools a n d Colleg es 

2 1 01  Wilson  Bou lev a r d, Su ite 3 02  
A r lin g ton , V ir g in ia  2 2 2 01  

(7 03 ) 2 4 7 -4 2 1 2  
 

If th e com pla in t  r em a in s u n r esolv ed, th e stu den t  m a y  con ta ct  th e Ma ssa ch u setts Depa r tm en t  of Elem en ta r y  a n d 
Secon da r y  Edu ca t ion , Office of Pr opr ieta r y  Sch ools,  7 8 1 -3 3 8 -6 04 8  or  pr opr ieta r y sch ools@doe.m a ss.edu .  

 

CLOTHING AND PERSONAL PROPERTY 
A ll per son a l pr oper ty  is th e sole r espon sibility  of th e stu den t ,  a n d th e sch ool does n ot  a ssu m e lia bility  for  a n y  loss 

or  da m a g e. Cloth in g  a n d oth er  sm a ll item s sh ou ld be m a r ked clea r ly  w ith  th e stu den t 's n a m e a n d a ddr ess.  V eh icles 
sh ou ld a lw a y s be locked to a v oid th eft .  

TELEPHONES 
No stu den t  w ill be ca lled ou t  of cla ss for  a  teleph on e ca ll,  ex cept  in  ca se of a n  em er g en cy .   It  is su g g ested th a t  

fa m ily  a n d fr ien ds be in for m ed of th is r u le.   Coin -oper a ted teleph on es a r e a v a ila ble for  stu den t  u se.  

CHILDREN ON CAMPUS 
Ch ildr en  a r e a lw a y s w elcom e a t  specia l ev en ts of th e In st itu te w h en ev er  a ccom pa n ied by  th eir  pa r en ts.   

How ev er ,  beca u se a n  a tm osph er e con du civ e to lea r n in g  m u st  be m a in ta in ed th r ou g h ou t ,  w ith ou t  disr u pt ion  to th e 
tea ch in g  a n d w or k en v ir on m en t,  it  is th e policy  of th e In st itu te th a t  ch ildr en  sh a ll n ot  be br ou g h t  to cla ssr oom s or  
la bs or  left  in  lou n g es or  offices.  

KNOWLEDGE OF RULES AND REGULATIONS 
Fa ilu r e to r ea d th is ca ta log  a n d oth er  pu blish ed or  posted m a ter ia l does n ot  ex cu se stu den ts fr om  th e 

r equ ir em en ts a n d r eg u la t ion s descr ibed h er ein .  

POLICY AND PROGRAM CHANGES 
Th e sch ool ca ta log  is cu r r en t  a s of th e t im e of pr in t in g .  Ev er est  r eser v es th e r ig h t  to m a ke ch a n g es in  

or g a n iza t ion a l str u ctu r e,  policy  a n d pr ocedu r es a s cir cu m sta n ces dicta te.  Th ese ca m pu ses r eser v e th e r ig h t  to m a ke 
ch a n g es in  equ ipm en t  a n d m a ter ia ls a n d m odify  cu r r icu lu m  a s it  deem s n ecessa r y .  Wh en  size a n d cu r r icu lu m  
per m it ,  cla sses m a y  be com bin ed to pr ov ide m ea n in g fu l in str u ct ion  a n d tr a in in g  a n d con tr ibu te to th e lev el of 
in ter a ct ion  a m on g  stu den ts.  Stu den ts a r e ex pected to be fa m ilia r  w ith  th e in for m a tion  pr esen ted in  th is sch ool 
ca ta log .  

FINANCIAL INFORMATION 

TUITION AND FEES 
Tuition and fees information can be found in Appendix B: T uition and Fees. 

Th e En r ollm en t  A g r eem en t  oblig a tes th e stu den t  a n d th e In st itu te for  th e en t ir e pr og r a m  of in str u ct ion .  
Stu den ts' fin a n cia l oblig a t ion s w ill be ca lcu la ted in  a ccor da n ce w ith  th e r efu n d policy  in  th e en r ollm en t  a g r eem en t  
a n d th e In st itu te ca ta log .  Ea ch  pr og r a m  con sists of th e n u m ber  of ter m s listed below .  Th e con ten t  a n d sch edu le for  
th e pr og r a m s a n d a ca dem ic ter m s a r e descr ibed in  th is ca ta log .  

Stu den ts m a y  m a ke pa y m en ts u sin g  V ISA , Ma ster Ca r d, or  Discov er  ca r ds.  

ADDITIONAL FEES AND EXPENSES 
Ch a r g es for  tex tbooks,  u n ifor m s a n d equ ipm en t  a r e sepa r a te fr om  tu it ion .  Th e in st itu t ion  does n ot  ch a r g e for  

books,  u n ifor m s a n d equ ipm en t  u n til th e stu den t  pu r ch a ses a n d r eceiv es th e item s.  In ciden ta l su pplies,  su ch  a s 
pa per  a n d pen cils,  a r e to be fu r n ish ed by  th e stu den ts.  

mailto:studentservices@cci.edu�
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VOLUNTARY PREPAYMENT PLAN 
Th e sch ool pr ov ides a  v olu n ta r y  pr epa y m en t  pla n  to stu den ts a n d th eir  fa m ilies to h elp r edu ce th e ba la n ce du e 

u pon  en tr y .   Deta ils a r e a v a ila ble u pon  r equ est  fr om  th e Fin a n cia l A id Office.  

MODULAR PROGRAMS 
Modu la r  pr og r a m s a r e offer ed th r ou g h ou t  th e y ea r  on  a  sch edu le in depen den t  of th e sta n da r d qu a r ter  ca len da r .   

Wh en  a  stu den t  beg in s en r ollm en t  in  a  m odu la r  pr og r a m , th e stu den t  is ch a r g ed for  tu it ion  by  a ca dem ic y ea r ,  
in stea d of by  qu a r ter .    

CASH PAYMENT PLANS 
Specia l ca sh  pa y m en t  pla n s a r e a v a ila ble a n d m a y  be n eg ot ia ted a t  th e sch ool’s opt ion .  For  fu r th er  in for m a tion , 

con ta ct  th e Stu den t  A ccou n ts r epr esen ta t iv e in  th e Stu den t  Fin a n ce Office.  

BUYER’S RIGHT TO CANCEL - CANCELLATION 
Th e a pplica n t ’s sig n a tu r e on  th e En r ollm en t  A g r eem en t  does n ot  con st itu te a dm ission  in to Th e Sch ool u n t il th e 

stu den t  h a s been  a ccepted for  a dm ission  by  a n  officia l of Th e Sch ool.  If th e a pplica n t  is n ot  a ccepted by  Th e Sch ool,  a ll 
m on ies pa id w ill be r efu n ded.  Th e a pplica n t  m a y  a lso r equ est  ca n cella t ion  in  w r it in g  a fter  sig n in g  th e a g r eem en t  
a n d r eceiv e a  fu ll r efu n d of a ll m on ies pa id,  if th e w r it ten  r equ est  is m a de by  m idn ig h t  of th e fifth  da y  follow in g  th e 
sig n in g  of th e en r ollm en t  a g r eem en t,  or  w ith in  th e ca n cella t ion  per iod specified in  th e sta te r efu n d policy  (if 
a pplica ble),  w h ich ev er  is lon g er .  A pplica n ts w h o h a v e n ot  v isited Th e Sch ool pr ior  to en r ollm en t  w ill h a v e th e 
oppor tu n ity  to w ith dr a w  w ith ou t  pen a lty  w ith in  th r ee bu sin ess da y s follow in g  eith er  th e r eg u la r ly  sch edu led 
or ien ta t ion  pr ocedu r es or  follow in g  a  tou r  of Th e Sch ool fa cilit ies a n d in spect ion  of equ ipm en t  w h er e tr a in in g  a n d 
ser v ices a r e pr ov ided. Th e r efu n d w ill be m a de w ith in  3 0 da y s of r eceipt  of su ch  n ot ice.  

Ca n cella t ion  w ill occu r  w h en  th e stu den t  g iv es a  sig n ed a n d da ted w r it ten  n ot ice of ca n cella t ion  to th e Dir ector  of 
A dm ission s or  Pr esiden t  a t  th e a ddr ess sh ow n  on  th e fr on t  of th is ca ta log .  Th e w r it ten  n ot ice of ca n cella t ion  n eed n ot  
ta ke a n y  pa r t icu la r  for m , a n d, h ow ev er  ex pr essed, is effect iv e if sig n ed a n d da ted by  th e stu den t  a n d if it  sta tes th a t  
th e stu den t  n o lon g er  w ish es to be bou n d by  th e En r ollm en t  A g r eem en t.  A  n ot ice of ca n cella t ion  m a y  be g iv en  by  
m a il,  h a n d deliv er y  or  teleg r a m . Th e n ot ice of ca n cella t ion , if sen t  by  m a il,  is effect iv e w h en  deposited in  th e m a il,  
pr oper ly  a ddr essed, w ith  posta g e pr epa id.   

OFFICIAL WITHDRAWALS 
A fter  th e ex pir a t ion  of th e ca n cella t ion  per iod, a  stu den t  m a y  w ith dr a w  a t  a n y t im e. A n  officia l w ith dr a w a l m u st  

be docu m en ted in  w r it in g .  A n  officia l w ith dr a w a l is con sider ed to h a v e occu r r ed on  th e ea r lier  of a ) th e da te th a t  th e 
stu den t  pr ov ides to Th e Sch ool officia l n ot ifica t ion  of h is or  h er  in ten t  to w ith dr a w  or  b) th e da te th a t  th e stu den t  
beg in s th e w ith dr a w a l pr ocess.  Stu den ts w h o m u st  w ith dr a w  fr om  Th e Sch ool a r e r equ ested to n ot ify  th e office of th e 
A ca dem ic Dea n /Dir ector  of Edu ca t ion  by  teleph on e, in  per son , or  in  w r it in g ,  to pr ov ide officia l n ot ifica t ion  of th eir  
in ten t  to w ith dr a w . Stu den ts w ill be a sked to pr ov ide th e officia l da te of w ith dr a w a l a n d th e r ea son  for  w ith dr a w a l in  
w r it in g  a t  th e t im e of officia l n ot ifica t ion . Wh en  th e stu den t  beg in s th e pr ocess of w ith dr a w a l,  th e stu den t  or  th e 
office of th e A ca dem ic Dea n /Dir ector  of Edu ca t ion  w ill com plete th e n ecessa r y  for m (s).  

Modu la r Progra m s: A lth ou g h  th er e is n o a dd/dr op per iod in  m odu la r  pr og r a m s, for  stu den ts w h o officia lly  
w ith dr a w  w ith in  th e fir st  fiv e cla ss da y s (or  for  w eeken d cla sses w ith in  sev en  ca len da r  da y s fr om  th e da te th ey  
sta r ted cla ss,  in clu din g  th e da y  th ey  sta r ted cla ss),  a ll m on ies pa id w ill be r efu n ded.  

REFUND POLICIES 
Th is Sch ool is cer t ified by  th e U.S.  Depa r tm en t  of Edu ca t ion  a s a n  elig ible pa r t icipa n t  in  th e Feder a l Stu den t  

Fin a n cia l A id (SFA ) pr og r a m s esta blish ed u n der  th e Hig h er  Edu ca t ion  A ct  of 1 9 6 5  (HEA ), a s a m en ded (Tit le IV  
pr og r a m s).   

Wh en  a  stu den t  w ith dr a w s, Th e Sch ool m u st  com plete both  a  “ Retu r n  to Tit le IV ”  a n d a  r efu n d ca lcu la t ion .  
• Fir st ,  if th e stu den t  is a  Tit le IV  r ecipien t ,  Th e Sch ool m u st  deter m in e h ow  m u ch  feder a l g r a n t  a n d loa n  

a ssista n ce th e stu den t  h a s ea r n ed u n der  th e Feder a l Retu r n  of Tit le IV  Fu n ds Policy .  If th e stu den t  (or  pa r en t ,  
in  th e ca se of a  PLUS Loa n ) is elig ible for  a ddit ion a l fu n ds a t  th e t im e of w ith dr a w a l,  th e stu den t  m a y  r eceiv e 
a ddit ion a l SFA  fu n ds.  If th e stu den t  r eceiv ed m or e SFA  fu n ds th a n  h e or  sh e ea r n ed u n der  th e Feder a l Retu r n  
of Tit le IV  Fu n ds policy ,  Th e Sch ool,  a n d in  som e ca ses th e stu den t ,  is r equ ir ed to r etu r n  th e u n ea r n ed fu n ds 
to th e Feder a l pr og r a m (s) or  len der ,  a s a pplica ble.  Th e feder a l Retu r n  to Tit le IV  policy  is ex pla in ed below . 

• Secon d, Th e Sch ool m u st  deter m in e h ow  m u ch  of th e tu it ion  a n d fees it  is elig ible to r eta in  u sin g  th e 
a pplica ble r efu n d policies.  A  r efu n d w ill be ca lcu la ted on  th e ba sis of th e in st itu t ion a l r efu n d policy  a n d a n y  
a pplica ble sta te r efu n d policies.  If a  sta te or  a ccr edit in g  a g en cy  r efu n d policy  a pplies,  it  w ill be in clu ded on  
th is a g r eem en t  (see below ).   

T h e st u den t  will  be giv en  t h e ben efit  of t h e refu n d policy  t h a t  resu lt s in  t h e la rgest  refu n d t o t h e 
st u den t . 

A n y  u n pa id ba la n ce of tu it ion  a n d fees th a t  r em a in s a fter  ca lcu la t in g  th e r efu n d a n d a pply in g  th e a m ou n t  of 
SFA  fu n ds ea r n ed ba sed on  th e Feder a l Retu r n  of Tit le IV  Fu n ds policy  m u st  be pa id by  th e stu den t  to Th e Sch ool.  

Th e r efu n d ca lcu la t ion  w ill be ba sed on  th e da te of w ith dr a w a l.  A n y  m on ies du e th e a pplica n t  or  stu den t  w ill be 
r efu n ded w ith in  3 0 da y s of th e da te of ca n cella t ion , ter m in a t ion , or  deter m in a t ion  of w ith dr a w a l.  If a  stu den t  



 2 6  

r eceiv ed a  loa n  for  tu it ion , a  r efu n d w ill be m a de to th e len der  to r edu ce th e stu den t ’s loa n  debt .  If th e a m ou n t  of 
r efu n d ex ceeds th e u n pa id ba la n ce of th e loa n , th e ba la n ce of fu n ds w ill th en  be a pplied in  th e follow in g  or der : 

1 .  to pa y  a u th or ized ch a r g es a t  th e in st itu t ion ; 
2 .  w ith  th e stu den t ’s per m ission , a pplied to r edu ce th e stu den t ’s Tit le IV  loa n  debt  (n ot  lim ited to th e stu den t ’s 

loa n  debt  for  th e per iod of en r ollm en t); 
3 .  r etu r n ed to th e stu den t .   
In  ca ses of pr olon g ed illn ess or  a cciden t ,  dea th  in  th e fa m ily ,  or  oth er  cir cu m sta n ces th a t  m a ke it  im pr a ct ica l to 

com plete th e pr og r a m , Th e Sch ool w ill m a ke a  sett lem en t  th a t  is r ea son a ble a n d fa ir  to both  pa r t ies.  

Date of Withdrawal versus Date of Determ ination (DOD)  
Th e da te of w ith dr a w a l for  pu r poses of ca lcu la t in g  a  r efu n d is th e stu den t ’s la st  da te of a t ten da n ce.  Th e da te of 

deter m in a t ion , fr om  w h ich  Th e Sch ool h a s 3 0 da y s to issu e a  r efu n d, is th e ea r lier  of th e da te th e stu den t  officia lly  
w ith dr a w s or  th e da te Th e Sch ool deter m in es th e stu den t  h a s v iola ted a n  a ca dem ic sta n da r d. For  ex a m ple,  w h en  a  
stu den t  is w ith dr a w n  for  v iola t in g  a n  a ca dem ic r u le,  th e da te of th e stu den t ’s w ith dr a w a l sh a ll be th e stu den t ’s la st  
da te of a t ten da n ce.  Th e da te of deter m in a t ion  sh a ll be th e da te Th e Sch ool deter m in es th e stu den t  h a s v iola ted th e 
a ca dem ic r u le,  if th e stu den t  h a s n ot  filed a n  a ppea l.  If th e stu den t  files a n  a ppea l a n d th e a ppea l is den ied, th e da te of 
deter m in a t ion  is th e da te th e a ppea l is den ied.  If th e stu den t  cea ses a t ten da n ce w ith ou t  pr ov idin g  officia l 
n ot ifica t ion , th e DOD sh a ll be n o m or e th a n  1 4  da y s fr om  th e stu den t ’s la st  da te of a t ten da n ce.  

Effect of Leaves of Absence on Refunds  
If a  stu den t  does n ot  r etu r n  fr om  a n  a ppr ov ed lea v e of a bsen ce (w h er e a pplica ble) on  th e da te in dica ted on  th e 

w r it ten  r equ est ,  th e r efu n d w ill be m a de w ith in  3 0 da y s fr om  th e da te th e stu den t  w a s sch edu led to r etu r n  (DOD), 
bu t  th e r efu n d ca lcu la t ion  w ill be ba sed on  th e stu den t ’s la st  da te of a t ten da n ce.  

T extbook and Equipm ent Return/Refund Policy  
If a  stu den t  w h o w a s ch a r g ed for  a n d pa id for  tex tbooks,  u n ifor m s, or  equ ipm en t,  r etu r n s u n m a r ked tex tbooks,  

u n w or n  u n ifor m s, or  n ew  equ ipm en t  w ith in  3 0 da y s follow in g  th e da te of th e stu den t ’s ca n cella t ion , ter m in a t ion , or  
w ith dr a w a l,  th e in st itu t ion  sh a ll r efu n d th e ch a r g e for  th e tex tbooks,  u n ifor m s, or  equ ipm en t  pa id by  th e stu den t .  
Un ifor m s th a t  h a v e been  w or n  ca n n ot  be r etu r n ed beca u se of h ea lth  a n d sa n ita r y  r ea son s.  If th e stu den t  fa ils to 
r etu r n  u n m a r ked tex tbooks,  u n w or n  u n ifor m s or  n ew  equ ipm en t  w ith in  3 0 da y s follow in g  th e da te of th e stu den t ’s 
ca n cella t ion , ter m in a t ion , or  w ith dr a w a l,  th e in st itu t ion  m a y  r eta in  th e cost  of th e item s th a t  h a s been  pa id by  th e 
stu den t .  Th e stu den t  m a y  th en  r eta in  th e equ ipm en t  w ith ou t  fu r th er  fin a n cia l oblig a t ion  to Th e Sch ool.   

FEDERAL RETURN OF TITLE IV FUNDS POLICY 
Th e Fin a n cia l A id Office is r equ ir ed by  feder a l sta tu te to deter m in e h ow  m u ch  fin a n cia l a id w a s ea r n ed by  

stu den ts w h o w ith dr a w , dr op ou t ,  a r e dism issed, or  ta ke a  lea v e of a bsen ce pr ior  to com plet in g  6 0% of a  pa y m en t  
per iod or  ter m . 

For  a  stu den t  w h o w ith dr a w s a fter  th e 6 0% poin t-in -t im e, th er e a r e n o u n ea r n ed fu n ds.  How ev er ,  a  sch ool m u st  
st ill com plete a  Retu r n  ca lcu la t ion  in  or der  to deter m in e w h eth er  th e stu den t  is elig ible for  a  post -w ith dr a w a l 
disbu r sem en t.   

Th e ca lcu la t ion  is ba sed on  th e per cen ta g e of ea r n ed a id u sin g  th e follow in g  Feder a l Retu r n  of Tit le IV  fu n ds 
for m u la : 

Per cen ta g e of pa y m en t  per iod or  ter m  com pleted = th e n u m ber  of da y s com pleted u p to th e w ith dr a w a l da te 
div ided by  th e tota l da y s in  th e pa y m en t  per iod or  ter m . (A n y  br ea k of fiv e da y s or  m or e is n ot  cou n ted a s pa r t  of th e 
da y s in  th e ter m .) Th is per cen ta g e is a lso th e per cen ta g e of ea r n ed a id.  

Fu n ds a r e r etu r n ed to th e a ppr opr ia te feder a l pr og r a m  ba sed on  th e per cen ta g e of u n ea r n ed a id u sin g  th e 
follow in g  for m u la : 

A id to be r etu r n ed = (1 00% of th e a id th a t  cou ld be disbu r sed m in u s th e per cen ta g e of ea r n ed a id) m u lt iplied by  
th e tota l a m ou n t  of a id th a t  cou ld h a v e been  disbu r sed du r in g  th e pa y m en t  per iod or  ter m .  

If a  stu den t  ea r n ed less a id th a n  w a s disbu r sed, th e in st itu t ion  w ou ld be r equ ir ed to r etu r n  a  por t ion  of th e fu n ds 
a n d th e stu den t  w ou ld be r equ ir ed to r etu r n  a  por t ion  of th e fu n ds.  Keep in  m in d th a t  w h en  Tit le IV  fu n ds a r e 
r etu r n ed, th e stu den t  bor r ow er  m a y  ow e a  debit  ba la n ce to th e in st itu t ion .  

If a  stu den t  ea r n ed m or e a id th a n  w a s disbu r sed to h im /h er ,  th e in st itu t ion  w ou ld ow e th e stu den t  a  post -
w ith dr a w a l disbu r sem en t  w h ich  m u st  be pa id w ith in  1 2 0 da y s of th e stu den t ’s w ith dr a w a l.  

Th e in st itu t ion  m u st  r etu r n  th e a m ou n t  of Tit le IV  fu n ds for  w h ich  it  is r espon sible n o la ter  th a n  4 5  da y s a fter  
th e da te of th e deter m in a t ion  of th e da te of th e stu den t ’s w ith dr a w a l u n less sta te policy  in dica tes a  sh or ter  t im e 
fr a m e (see sta te r efu n d policy ,  if a pplica ble).  

Refu n ds a r e a lloca ted in  th e follow in g  or der : 
1 .  Un su bsidized Feder a l Sta ffor d loa n s.  
2 .  Su bsidized Feder a l Sta ffor d loa n s.  
3 .  Un su bsidized Dir ect  Sta ffor d loa n s (oth er  th a n  PLUS loa n s).  
4 .  Su bsidized Dir ect  Sta ffor d loa n s.  
5 .  Feder a l Per kin s loa n s.  
6 .  Feder a l PLUS loa n s.  
7 .  Dir ect  PLUS loa n s.  
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8 .  Feder a l Pell Gr a n ts for  w h ich  a  r etu r n  of fu n ds is r equ ir ed.  
9 .  A ca dem ic Com petit iv en ess Gr a n ts for  w h ich  a  r etu r n  of fu n ds is r equ ir ed.  
1 0.  Na tion a l Sm a r t  Gr a n ts for  w h ich  a  r etu r n  of fu n ds is r equ ir ed.  
1 1 .  Feder a l Su pplem en ta l Edu ca t ion a l Oppor tu n ity  Gr a n ts (FSEOG) for  w h ich  a  r etu r n  of fu n ds is r equ ir ed.  

RETURN OF UNEARNED SFA PROGRAM FUNDS 
Th e Sch ool m u st  r etu r n  th e lesser  of: 
• Th e a m ou n t  of SFA  pr og r a m  fu n ds th a t  th e stu den t  did n ot  ea r n ; or  
• Th e a m ou n t  of in st itu t ion a l costs th a t  th e stu den t  in cu r r ed for  th e pa y m en t  per iod or  per iod of en r ollm en t  

m u lt iplied by  th e per cen ta g e of fu n ds th a t  w er e n ot  ea r n ed.  

Th e stu den t  (or  pa r en t ,  if a  Feder a l PLUS loa n ) m u st  r etu r n  or  r epa y ,  a s a ppr opr ia te th e a m ou n t  by  w h ich  th e 
or ig in a l ov er pa y m en t  a m ou n t  ex ceeds 5 0% of th e tota l g r a n t  fu n ds r eceiv ed by  th e stu den t  for  th e pa y m en t  per iod 
or  per iod of en r ollm en t ,  if th e g r a n t  ov er pa y m en t  is g r ea ter  th a n  5 0%. 

(Note: If th e stu den t  ca n n ot  r epa y  th e g r a n t  ov er pa y m en t  in  fu ll,  th e stu den t  m u st  m a ke sa t isfa ctor y  
a r r a n g em en ts w ith  th e U.S.  Depa r tm en t  of Edu ca t ion  to r epa y  a n y  ou tsta n din g  g r a n t  ba la n ces.  Th e Stu den t  
Fin a n cia l A id Depa r tm en t  w ill be a v a ila ble to a dv ise th e stu den t  in  th e ev en t  th a t  a  stu den t  r epa y m en t  oblig a t ion  
ex ists.  Th e in div idu a l w ill be in elig ible to r eceiv e a ddit ion a l stu den t  fin a n cia l a ssista n ce in  th e fu tu r e if th e fin a n cia l 
oblig a t ion (s) a r e n ot  sa t isfied.) 

PRO RATA REFUND CALCULATION 
Th e Sch ool w ill per for m  a  pr o r a ta  r efu n d ca lcu la t ion  for  stu den ts w h o ter m in a te th eir  tr a in in g  befor e 

com plet in g  th e per iod of en r ollm en t .  Un der  a  pr o r a ta  r efu n d ca lcu la t ion , Th e Sch ool is en t it led to r eta in  on ly  th e 
per cen ta g e of ch a r g es (tu it ion , fees,  r oom , boa r d, etc.) pr opor t ion a l to th e per iod of en r ollm en t  com pleted by  th e 
stu den t .  Th e per iod of en r ollm en t  com pleted by  th e stu den t  is ca lcu la ted by  div idin g  th e tota l n u m ber  of ca len da r  
da y s in  th e per iod of en r ollm en t  in to th e ca len da r  da y s in  th e per iod a s of th e stu den t ’s la st  da te of a t ten da n ce.   Th e 
per iod of en r ollm en t  for  stu den ts en r olled in  m odu la r  pr og r a m s is th e a ca dem ic y ea r .   Th e per iod of en r ollm en t  for  
stu den ts en r olled in  qu a r ter -ba sed pr og r a m s is th e qu a r ter .   Th e r efu n d is ca lcu la ted u sin g  th e follow in g  steps.  

1 .  Deter m in e th e tota l ch a r g es for  th e per iod of en r ollm en t .  
2 .  Div ide th is fig u r e by  th e tota l n u m ber  of ca len da r  da y s in  th e per iod of en r ollm en t .  
3 .  Th e a n sw er  to th e ca lcu la t ion  in  step (2 ) is th e da ily  ch a r g e for  in str u ct ion .  
4 .  Th e a m ou n t  ow ed by  th e stu den t  for  th e pu r poses of ca lcu la t in g  a  r efu n d is der iv ed by  m u lt iply in g  th e tota l 

ca len da r  da y s in  th e per iod a s of th e stu den t ’s la st  da te of a t ten da n ce by  th e da ily  ch a r g e for  in str u ct ion  a n d 
a ddin g  in  a n y  book or  equ ipm en t  ch a r g es.  

5 .  Th e r efu n d sh a ll be a n y  a m ou n t  in  ex cess of th e fig u r e der iv ed in  step (4 ) th a t  w a s pa id by  th e stu den t .  

 

REFUND POLICY PER MASSACHUSETTS GENERAL LAWS, CHAPTER 255: SECTION 13K  
1 .  You  m a y  ter m in a te th is a g r eem en t  a t  a n y  t im e.  
2 .   If y ou  ter m in a te th is a g r eem en t  w ith in  fiv e da y s y ou  w ill r eceiv e a  r efu n d of a ll m on ies pa id,  pr ov ided th a t  

y ou  h a v e n ot  com m en ced th e pr og r a m . 
3 .   If y ou  su bsequ en tly  ter m in a te th is a g r eem en t  pr ior  to th e com m en cem en t  of th e pr og r a m , y ou  w ill r eceiv e a  

r efu n d of a ll m on ies pa id,  less th e a ctu a l r ea son a ble a dm in istr a t iv e costs descr ibed in  pa r a g r a ph  7 .  
4 .   If y ou  ter m in a te th is a g r eem en t  du r in g  th e fir st  qu a r ter  of th e pr og r a m , y ou  w ill r eceiv e a  r efu n d of a t  lea st  

sev en ty -fiv e per  cen t  of th e tu it ion , less th e a ctu a l r ea son a ble a dm in istr a t iv e costs descr ibed in  pa r a g r a ph  7 .  
5 .   If y ou  ter m in a te th is a g r eem en t  du r in g  th e secon d qu a r ter  of th e pr og r a m , y ou  w ill r eceiv e a  r efu n d of a t  

lea st  fifty  per  cen t  of th e tu it ion , less th e a ctu a l r ea son a ble a dm in istr a t iv e costs descr ibed in  pa r a g r a ph  7 .  
6 .   If y ou  ter m in a te th is a g r eem en t  du r in g  th e th ir d qu a r ter  of th e pr og r a m , y ou  w ill r eceiv e a  r efu n d of a t  lea st  

tw en ty -fiv e per  cen t  of th e tu it ion , less th e a ctu a l r ea son a ble a dm in istr a t iv e costs descr ibed in  pa r a g r a ph  7 .  
7 .   If y ou  ter m in a te th is a g r eem en t  a fter  th e in it ia l fiv e da y  per iod, y ou  w ill be r espon sible for  a ctu a l r ea son a ble 

a dm in istr a t iv e costs in cu r r ed by  Th e Sch ool to en r oll y ou  a n d to pr ocess y ou r  a pplica t ion , w h ich  
a dm in istr a t iv e costs sh a ll n ot  ex ceed fifty  dolla r s or  fiv e per  cen t  of th e con tr a ct  pr ice,  w h ich ev er  is less.  A  
list  of su ch  a dm in istr a t iv e costs is a t ta ch ed h er eto a n d m a de a  pa r t  of th is a g r eem en t.  

8 .   If y ou  w ish  to ter m in a te th is a g r eem en t,  y ou  m u st  in for m  Th e Sch ool in  w r it in g  of y ou r  ter m in a t ion , w h ich  
w ill becom e effect iv e on  th e da y  su ch  w r it in g  is m a iled.  

9 .   Th e Sch ool is n ot  oblig a ted to pr ov ide a n y  r efu n d if y ou  ter m in a te th is a g r eem en t  du r in g  th e fou r th  qu a r ter  
of th e pr og r a m . 

A dm in istr a t iv e Costs Equ a l:  $0.00 
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STUDENTS CALLED TO ACTIVE MILITARY DUTY 

Newly  Adm itted Students 
Stu den ts w h o a r e n ew ly  a dm itted to th e sch ool a n d a r e ca lled to a ct iv e m ilita r y  du ty  pr ior  to th e fir st  da y  of 

cla ss in  th eir  fir st  ter m /m odu le sh a ll r eceiv e a  fu ll r efu n d of a ll tu it ion  a n d fees pa id.   Tex tbook a n d equ ipm en t  
ch a r g es sh a ll be r efu n ded to th e stu den t  u pon  r etu r n  of th e tex tbooks/u n u sed equ ipm en t  to th e sch ool.  

Con tin u in g  Stu den ts 
Con tin u in g  stu den ts ca lled to a ct iv e m ilita r y  du ty  a r e en t it led to th e follow in g :  
If tu it ion  a n d fees a r e collected in  a dv a n ce of th e w ith dr a w a l,  a  str ict  pr o r a ta  r efu n d of a n y  tu it ion , fees or  oth er  

ch a r g es pa id by  th e stu den t  for  th e pr og r a m  a n d a  ca n cella t ion  of a n y  u n pa id tu it ion , fees,  a n d oth er  ch a r g es ow ed 
by  th e stu den t  for  th e por t ion  of th e pr og r a m  th e stu den t  does n ot  com plete follow in g  w ith dr a w a l for  a ct iv e m ilita r y  
ser v ice (“ WZ” ).  

Continuing Modular Diplom a Students 
Con tin u in g  m odu la r  diplom a  stu den ts w h o h a v e com pleted 5 0% or  less of th eir  pr og r a m  a r e en t it led to a  fu ll 

r efu n d of tu it ion , fees,  a n d oth er  ch a r g es pa id.   Su ch  stu den ts w h o h a v e com pleted m or e th a n  5 0% of th eir  pr og r a m  
a r e en t it led to a  str ict  pr o r a ta  r efu n d.  

FINANCIAL AID 

STUDENT FINANCING OPTIONS 
Th e sch ool offer s a  v a r iety  of stu den t  fin a n cin g  opt ion s to h elp stu den ts fin a n ce th eir  edu ca t ion a l costs.  Deta iled 

in for m a tion  r eg a r din g  fin a n cin g  opt ion s a v a ila ble a n d th e Fin a n cia l A id pr ocess ca n  be obta in ed fr om  th e sch ool’s 
Stu den t  Fin a n cia l Pla n n in g  Br och u r e.  In for m a tion  r eg a r din g  oth er  sou r ces of fin a n cia l a ssista n ce su ch  a s ben efits 
a v a ila ble th r ou g h  th e Bu r ea u  of In dia n  A ffa ir s,  Div ision  of V oca t ion a l Reh a bilita t ion , V eter a n s A ssista n ce a n d Sta te 
Pr og r a m s ca n  be obta in ed th r ou g h  th ose a g en cies. 

FINANCIAL ASSISTANCE 
Fin a n cia l a ssista n ce (a id) in  th e for m  of g r a n ts a n d loa n s is a v a ila ble to elig ible a pplica n ts w h o h a v e th e a bility  

a n d desir e to ben efit  fr om  th e specia lized pr og r a m /tr a in in g  offer ed a t  th e sch ool.  

STUDENT ELIGIBILITY 
To r eceiv e fin a n cia l a ssista n ce y ou  m u st: 
1 .  u su a lly ,  h a v e fin a n cia l n eed; 
2 .  be a  U.S.  cit izen  or  elig ible n on cit izen ; 
3 .  h a v e a  socia l secu r ity  n u m ber ; 
4 .  if m a le,  be r eg ister ed w ith  th e Select iv e Ser v ice; 
5 .  if cu r r en t ly  a tten din g  sch ool,  be m a kin g  sa t isfa ctor y  a ca dem ic pr og r ess; 
6 .  be en r olled a s a  r eg u la r  stu den t  in  a n y  of th e sch ool’s elig ible pr og r a m s; 
7 .  n ot  be in  defa u lt  on  a n y  feder a lly -g u a r a n teed loa n .  

FEDERAL FINANCIAL AID PROGRAMS 
Th e follow in g  is a  descr ipt ion  of th e Feder a l Fin a n cia l A id Pr og r a m s a v a ila ble a t  th e sch ool.   A ddit ion a l 

in for m a tion  r eg a r din g  th ese pr og r a m s, elig ibility  r equ ir em en ts,  th e fin a n cia l a id pr ocess a n d disbu r sem en t  of a id 
ca n  be obta in ed th r ou g h  th e sch ool’s Stu den t  Fin a n cia l Pla n n in g  Br och u r e,  th e sch ool’s Stu den t  Fin a n ce Office,  a n d 
th e U.S.  Depa r tm en t  of Edu ca t ion ’s Gu ide to Feder a l Stu den t  A id,  w h ich  pr ov ides a  deta iled descr ipt ion  of th ese 
pr og r a m s.  Th e g u ide is a v a ila ble on lin e a t : 

h ttp://stu den ta id.ed.g ov /stu den ts/pu blica t ion s/stu den t_g u ide/in dex .h tm l 

Federal Pell Grant 
Th e Feder a l Pell Gr a n t  Pr og r a m  is th e la r g est  feder a l stu den t  a id pr og r a m .  For  m a n y  stu den ts,  th ese g r a n ts 

pr ov ide a  fou n da t ion  of fin a n cia l a ssista n ce th a t  m a y  be su pplem en ted by  oth er  r esou r ces.   Stu den t  elig ibility  for  th e 
Feder a l Pell Gr a n t  Pr og r a m  is deter m in ed by  a  sta n da r d for m u la  th a t  is r ev ised a n d a ppr ov ed ev er y  y ea r  by  th e 
feder a l g ov er n m en t.   Un like loa n s,  g r a n ts do n ot  h a v e to be r epa id.  

Federal Supplem ental Educational Opportunity  Grant (FSEOG) 
Un der g r a du a te stu den ts w h o a r e u n a ble to con tin u e th eir  edu ca t ion  w ith ou t  a ddit ion a l a ssista n ce m a y  qu a lify  

for  th is pr og r a m .  Gr a n ts a r e ba sed on  fu n ds a v a ila ble a n d do n ot  h a v e to be r epa id.   Need is deter m in ed by  th e 
fin a n cia l r esou r ces of th e stu den t  a n d pa r en ts,  a n d th e cost  of a t ten din g  sch ool.  

Federal Perkins Loan 
Th is low -in ter est  loa n  is a v a ila ble to qu a lified stu den ts w h o n eed fin a n cia l a ssista n ce to pa y  edu ca t ion a l 

ex pen ses.   Repa y m en t  of th e loa n  beg in s n in e m on th s a fter  th e stu den t  g r a du a tes,  lea v es sch ool or  dr ops below  h a lf-
t im e sta tu s.   

http://studentaid.ed.gov/students/publications/student_guide/index.html�
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Federal Work Study  (FWS) 
Th e n eed-ba sed pr og r a m  pr ov ides pa r t -t im e em ploy m en t  to stu den ts w h o n eed in com e to h elp m eet  th eir  costs 

for  postsecon da r y  edu ca t ion .  Fu n ds u n der  th is pr og r a m  a r e lim ited. 

Federal Stafford Loans (FSL) 
For m er ly  th e Gu a r a n teed Stu den t  Loa n  (GSL),  th is low -in ter est  loa n  is a v a ila ble to qu a lified stu den ts th r ou g h  

th e len din g  in st itu t ion s or  a g en cies pa r t icipa t in g  in  th e pr og r a m  a n d is g u a r a n teed by  th e U.S.  g ov er n m en t.  
Repa y m en t  beg in s six  m on th s a fter  th e stu den t  g r a du a tes,  lea v es sch ool or  dr ops below  h a lf-t im e sta tu s.   Th er e a r e 
tw o ty pes of Feder a l Sta ffor d Loa n s a v a ila ble: Su bsidized Loa n s a n d Un su bsidized Loa n s.  

Feder a l Su bsidized Sta ffor d Loa n  is a  low -in ter est  loa n  issu ed by  a  len der  (ba n k, cr edit  u n ion , or  sa v in g s a n d loa n  
a ssocia t ion ).   Stu den t  elig ibility  for  a  Su bsidized Sta ffor d Loa n  is ba sed on  “ fin a n cia l n eed.”   Th e Feder a l g ov er n m en t  
pa y s th e in ter est  w h ile th e stu den t  is in  sch ool a t  lea st  h a lf t im e, du r in g  th e g r a ce per iod a n d du r in g  per iods of 
defer m en t .    

Feder a l Un su bsidized Sta ffor d Loa n  is a  low -in ter est  loa n  issu ed by  a  len der  (ba n k, cr edit  u n ion , or  sa v in g s a n d 
loa n  a ssocia t ion ).   Stu den ts do n ot  h a v e to dem on str a te “ n eed”  in  or der  to obta in  th is loa n . In ter est  a ccr u es on  th is 
loa n  w h ile a  stu den t  a t ten ds sch ool.  

Federal Parent Loan for Undergraduate Students (PLUS) 
Th e Feder a l Pa r en t  Loa n  for  Un der g r a du a te Stu den ts (PLUS) pr ov ides a ddit ion a l fu n ds to h elp pa r en ts pa y  for  

edu ca t ion a l ex pen ses.   Pa r en ts m a y  bor r ow er  u p to th e cost  of th eir  depen den t  stu den t ’s edu ca t ion  m in u s a n y  oth er  
a id th e stu den t  is elig ible for .    Th e in ter est  r a te fix ed a n d in ter est  a ccr u es a t  th e t im e of disbu r sem en t.   Repa y m en t  
ty pica lly  beg in s w ith in  6 0 da y s a fter  th e loa n  h a s been  fu lly  disbu r sed.  

Note: Feder a l stu den t  loa n s a r e in su r ed by  sta te a n d pr iv a te n on -pr ofit  g u a r a n tee a g en cies.   
Loa n  or ig in a t ion  fees m a y  be dedu cted fr om  th e loa n  by  th e in st itu t ion  m a kin g  th e loa n  a s set  for th  by  feder a l 

r eg u la t ion s.   

Military  Scholarships and Grants, including Active Duty , Veterans and Fam ily  
Th e ca m pu ses a r e r ecog n ized by  m a n y  pu blic a n d n on -pr ofit  or g a n iza t ion s a s a n  a ppr ov ed in st itu t ion  to ser v e 

th e m ilita r y  com m u n ity .   A s edu ca t ion a l ben efit  pr og r a m s becom e a v a ila ble,  th e ca m pu ses seek  elig ibility  w ith  th e 
fu n din g  or g a n iza t ion s.   Th er efor e,  if y ou  a r e a ct iv e m ilita r y ,  spou se,  depen den t ,  v eter a n , ser v ice per son , r eser v ist ,  
or  oth er w ise elig ible,  y ou  m a y  qu a lify  for  v a r iou s edu ca t ion a l ben efit  pr og r a m s. Elig ibility  cr iter ia  for  m ilita r y  
edu ca t ion a l a ssista n ce a n d ben efits a v a ila ble v a r y  by  sta te a n d sch ool,  so ch eck w ith  th e fu n din g  or g a n iza t ion  to see 
w h eth er  y ou  qu a lify .  

 Workforce Scholarships and Grants, including Youth, Adult and Displaced Workers 
Th e ca m pu ses a r e r ecog n ized by  m a n y  pu blic a n d n on -pr ofit  or g a n iza t ion s a s a n  a ppr ov ed in st itu t ion  to su ppor t  

sta te a n d loca l w or kfor ce edu ca t ion  a n d em ploy m en t  in it ia t iv es. .   A s edu ca t ion a l ben efit  pr og r a m s becom e 
a v a ila ble,  th e ca m pu ses seek elig ibility  w ith  th e fu n din g  or g a n iza t ion s.   Th er efor e,  if y ou  a r e u n em ploy ed, u n der  
em ploy ed, or  oth er w ise elig ible y ou th  or  a du lt ,  y ou  m a y  qu a lify  for  v a r iou s w or kfor ce edu ca t ion a l ben efit  pr og r a m s. 
Elig ibility  cr iter ia  for  w or kfor ce edu ca t ion a l a ssista n ce a n d ben efits a v a ila ble v a r y  by  sta te,  com m u n ity  a n d sch ool,  
so ch eck w ith  th e fu n din g  or g a n iza t ion  to see w h eth er  y ou  qu a lify .  

WILLIAM D. FORD FEDERAL DIRECT LOAN PROGRAM 
Loa n s m a de th r ou g h  th is pr og r a m  a r e r efer r ed to a s Di rect Loans.  Elig ible stu den ts a n d pa r en ts bor r ow  dir ect ly  

fr om  th e U.S.  Depa r tm en t  of Edu ca t ion  a t  pa r t icipa t in g  sch ools.  Dir ect  Loa n s in clu de su bsidized a n d u n su bsidized 
Dir ect  Sta ffor d Loa n s (a lso kn ow n  a s Dir ect  Su bsidized Loa n s a n d Dir ect  Un su bsidized Loa n s),  Dir ect  PLUS Loa n s,  a n d 
Dir ect  Con solida t ion  Loa n s.  You repay these loans directly to the U.S. Department of Education. 

ALTERNATIVE LOAN PROGRAMS 
If y ou r  pr im a r y  fin a n cin g  opt ion  does n ot  fu lly  cov er  y ou r  pr og r a m  costs,  a lter n a t iv e fin a n cin g  opt ion s ca n  h elp 

br idg e th a t  fin a n cia l g a p.  Pr iv a te loa n  pr og r a m s a r e con v en ien t ,  a ffor da ble a n d ea sy  to u se.   
• Th er e a r e a lter n a t iv e loa n s pr ov ided by  pr iv a te len der s.  
• Th e in ter est  r a te is v a r ia ble a n d th e loa n  a ppr ov ed a n d or ig in a t ion  fees a r e ba sed on  cr edit .  
• Repa y m en t  beg in s six  m on th s a fter  g r a du a t ion , lea v in g  sch ool or  dr oppin g  below  h a lf-t im e sta tu s.  
• Stu den t  m a y  a pply  on  th eir  ow n  or  w ith  a  co-bor r ow er .   
Plea se r efer  to Stu den t  Fin a n cia l Pla n n in g  br och u r e a n d for  fu r th er  in for m a tion  or  plea se see on e of th e Stu den t  

Fin a n ce Pla n n er s.   

GRANTS AND SCHOLARSHIPS 

DREAM AWARD PROGRAM AND SCHOLARSHIPS 
Gr a du a tes of a n y  Cor in th ia n  Colleg es,  In c.  (CCi) sch ool m a y  be n om in a ted for  th e CCi-spon sor ed Dr ea m  A w a r d 

pr og r a m .  Th is a w a r d is g iv en  to r ecog n ize a  g r a du a te,  for  w h om  th e decision  to a t ten d a  CCi sch ool w a s a  tu r n in g  
poin t  in  th e g r a du a te’s life.    

Th e Dr ea m  A w a r d pr og r a m  is div ided in to tw o t ier s – th e Ca m pu s Drea m  A wa rd w h ich  is m a n a g ed by  ea ch  
ca m pu s a n d r ecog n izes on e g r a du a te fr om  ea ch  ca m pu s; a n d th e Corin t h ia n  Drea m  A wa rd,  w h ich  is selected by  
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Cor in th ia n ’s ex ecu t iv e tea m  a n d r ecog n izes on e “ u lt im a te”  w in n er  fr om  th e pool of Ca m pu s Dr ea m  A w a r d w in n er s.   
Elig ible g r a du a tes m u st  h a v e g r a du a ted fr om  a  Cor in th ia n  Colleg es,  In c.  sch ool w ith in  th e th r ee y ea r s pr ior  to th e 
n om in a tion  per iod a n d be n om in a ted by  th eir  ca m pu s.   Dr ea m  A w a r d pr og r a m  sch ola r sh ips w ill be a w a r ded 
a n n u a lly .   Th ey  a r e n ot  tr a n sfer a ble n or  ca n  th ey  be ex ch a n g ed for  ca sh .  Nom in a t ion s a n d a w a r ds a r e deter m in ed 
by  a n  in depen den t  pa n el.   Sch ola r sh ip a w a r ds m u st  be u sed w ith in  tw o y ea r s of th e a w a r d.  

Ca m pu s Drea m  A wa rd:  Ea ch  ca m pu s w ill n om in a te on e r ecen t  g r a du a te fr om  th e ca m pu s to r epr esen t  th e 
ca m pu s in  th e a w a r d com petit ion .  Nom in a tion s a r e a ccepted fr om  A pr il 1  to A u g u st  1  ea ch  y ea r .   Select ion  of th e 
n om in ee is ba sed on  a  r ev iew  of r ecen t  g r a du a tes w ith in  th e pa st  th r ee y ea r s by  th e Ca m pu s Select ion  Com m ittee.   
Th e selected n om in ee sh ou ld be a  g r a du a te w h ose life stor y  cou ld h a v e g on e in  a n y  dir ect ion , bu t  w h ose decision  to 
a tten d a  CCi sch ool w a s a  tu r n in g  poin t  for  th em .  Th e selected n om in ee sh ou ld be a n  in spir a t ion  a n d m otiv a t ion  to 
oth er  stu den ts.   Ea ch  Ca m pu s Dr ea m  A w a r d r ecipien t  w ill r eceiv e: 

1 .  A  sch ola r sh ip w or th  $2 ,5 00 th a t  m a y  be u sed a t  a n y  CCi ca m pu s for  tr a in in g  th a t  is m or e a dv a n ced th a n  
th e on e fr om  w h ich  th e n om in ee h a s g r a du a ted, a n d 

2 .  A  tr oph y . 
Corin t h ia n  Drea m  A wa rd:  Follow in g  th e close of th e n om in a t ion  per iod for  th e Ca m pu s Dr ea m  A w a r d, th e 

Cor in th ia n  Dr ea m  A w a r d r ecipien t  w ill be selected fr om  th e ca m pu s n om in ees by  th e Cor in th ia n  Colleg es Select ion  
Com m ittee,  com posed of th e Ex ecu t iv e Ma n a g em en t  Tea m  of CCi.   Th e a w a r d w ill be g iv en  to th e n om in ee w ith  th e 
m ost  com pellin g  stor y  a n d h ig h est  lev el of a ch iev em en t.   Th e a w a r d w ill be a n n ou n ced to th e w in n er  by  th e en d of 
A u g u st  a n d w ill be pr esen ted a t  th e October  CCi Pr esiden ts Meet in g .   Th e a w a r d w ill in clu de: 

1 .  A  fu ll sch ola r sh ip th a t  m a y  be u sed a t  a n y  CCi ca m pu s for  tr a in in g  th a t  is m or e a dv a n ced th a n  th e pr og r a m  
fr om  w h ich  th e r ecipien t  h a s g r a du a ted,   

2 .  A n  a ll ex pen ses pa id tr ip to th e October  Pr esiden ts Meet in g ,  
3 .  A  tr oph y ,  
4 .  A  letter  of r ecog n it ion  fr om  th e CCi CEO a n d COO, a n d 
5 .  A  n om in a tion  to th e Ca r eer  Colleg e A ssocia t ion  (CCA ) Gr ea t  A w a r d.  
A ddit ion a l in for m a tion  r eg a r din g  th is a w a r d a n d sch ola r sh ip pr og r a m  m a y  be r equ ested fr om  th e Ca m pu s 

Pr esiden t .  

STUDENT SERVICES 

PLACEMENT ASSISTANCE 
Th e Sch ool a ssists stu den ts in  fin din g  pa r t-t im e or  fu ll-t im e em ploy m en t  w h ile th ey  a tten d sch ool.   A ssista n ce 

in clu des a dv ice in  pr epa r in g  for  a n  in ter v iew , r esu m e a n d cov er  let ter  pr epa r a t ion  a ssista n ce,  a id in  secu r in g  a n  
in ter v iew  a n d a  list  of a v a ila ble jobs.  

Th e Sch ool en cou r a g es stu den ts to m a in ta in  sa t isfa ctor y  a tten da n ce,  con du ct  a n d a ca dem ic pr og r ess so th ey  
m a y  be v iew ed fa v or a bly  by  pr ospect iv e em ploy er s.   Wh ile th e Sch ool ca n n ot  g u a r a n tee em ploy m en t,  it  h a s been  
su ccessfu l in  pla cin g  th e m a jor ity  of its g r a du a tes in  th eir  field of tr a in in g .   A ll g r a du a tin g  stu den ts pa r t icipa te in  
th e follow in g  pla cem en t  a ssista n ce a ct iv it ies: 

• Pr epa r a t ion  of r esu m es a n d let ter s of in tr odu ct ion , a n  im por ta n t  step in  a  w ell pla n n ed job sea r ch .  
• In ter v iew in g  tech n iqu es.   Stu den ts a cqu ir e effect iv e in ter v iew in g  skills th r ou g h  pr a ct ice ex er cises.  
• Job r efer r a l by  th e Ca r eer  Ser v ices Depa r tm en t.   Th e Ca r eer  Ser v ices Depa r tm en t  com piles job open in g s fr om  

em ploy er s in  th e a r ea .  
A ll stu den ts a r e ex pected to pa r t icipa te in  th e pla cem en t  a ssista n ce pr og r a m  a n d fa ilu r e to do so m a y  jeopa r dize 

th ese pr iv ileg es.   Gr a du a tes m a y  con t in u e to u t ilize th e Sch ool's pla cem en t  a ssista n ce pr og r a m  a t  n o a ddit ion a l cost .   

EVEREST CARE PROGRAM 
Th e Ev er est  CA RE Stu den t  A ssista n ce Pr og r a m  is a  fr ee per son a l-su ppor t  pr og r a m  for  ou r  stu den ts a n d th eir  

fa m ilies.   Th is pr og r a m  pr ov ides en r olled stu den ts dir ect  a n d con fiden t ia l a ccess to pr ofession a l cou n selin g .  For  m or e 
in for m a tion , plea se v isit  th e w ebsite h ttp://w w w .ev er estca r es.com  or  ca ll (8 8 8 ) 8 5 2 -6 2 3 8 . 

STUDENT ACTIVITIES 
Th r ou g h ou t  th e sch ool y ea r ,  a ct iv it ies th a t  en cou r a g e sch ool spir it  a n d dev elop stu den t  lea der sh ip m a y  be 

offer ed. Th e sch ool believ es th a t  pa r t icipa t ion  in  th ese a ct iv it ies is a n  im por ta n t  pa r t  of th e edu ca t ion a l pr ocess,  a n d 
stu den t  in v olv em en t  is en cou r a g ed.  

HOUSING ASSISTANCE 
A lth ou g h  th e sch ool does n ot  m a in ta in  dor m itor y  fa cilit ies,  stu den ts w h o a r e r eloca t in g  a n d m u st  a r r a n g e th eir  

ow n  h ou sin g  m a y  r equ est  a ddit ion a l a ssista n ce fr om  th e Stu den t  Ser v ices Depa r tm en t.  

TRANSPORTATION ASSISTANCE 
Th e sch ool m a in ta in s in for m a tion  on  pu blic tr a n spor ta t ion  a n d a  list  of stu den ts in ter ested in  ca r  poolin g .  

http://www.everestcares.com/�
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FIELD TRIPS 
Th e Sch ool believ es th a t  tr a in in g  is en r ich ed by  obser v in g  r ea l-life a pplica t ion s.  Wh en  a ppr opr ia te,  v isits a r e 

a r r a n g ed to in du str ia l or  pr ofession a l loca t ion s.  

SPECIAL LECTURES 
Gu est  lectu r er s a r e in v ited to spea k to stu den ts a bou t  ca r eer  oppor tu n it ies a n d cu r r en t  in du str y  a pplica t ion s of 

edu ca t ion a l pr og r a m s. 

DRUG ABUSE PREVENTION 
In for m a tion  on  dr u g  a bu se pr ev en tion  is a v a ila ble a t  th e sch ool for  a ll stu den ts.  

ADVISING 
Th e sch ool pr ov ides a dv isin g  to stu den ts on  issu es in v olv in g  edu ca t ion  a n d a ca dem ics.    For  per son a l pr oblem s 

th a t  m a y  r equ ir e pr ofession a l a dv isin g  or  cou n selin g ,  th e sch ool h a s in for m a tion  a v a ila ble on  com m u n ity  r esou r ces 
th a t  a ddr ess th ese ty pes of pr oblem s.  
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PROGRAMS OFFERED 
 

Progra m  Offered Creden t ia l             Brigh t on  Ch elsea  

Den ta l A ssist in g  Diplom a    

Ma ssa g e Th er a py  Diplom a    

Medica l A dm in istr a t iv e A ssista n t  Diplom a    

Medica l A ssist in g  Diplom a    

Medica l In su r a n ce Billin g  a n d 
Codin g  

Diplom a    
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MODULAR PROGRAMS 
A  Modu la r  Pr og r a m  is a  com plete body  of pr escr ibed su bjects or  stu dies th a t  is div ided in to per iods of in str u ct ion  
a ppr ox im a tely  fou r  to six  w eeks in  len g th .  
 

Dental Assisting 
Diplom a Program  
Br ig h ton  a n d Ch elsea  ca m pu ses 
8  m on th s (Da y )/9  m on th s (Ev e) – 7 2 0 h ou r s – 4 7  cr edit  u n its 
        V  1  

Den ta l a ssista n ts h a v e becom e in dispen sa ble to th e den ta l ca r e field,  a n d den tists h a v e becom e m or e r elia n t  u pon  
th e den ta l a ssista n t  to per for m  a  w ide r a n g e of pa t ien t  pr ocedu r es.   A n d, a s th e n eed for  th eir  ser v ices con t in u e to 
g r ow , so too does th e r ole a n d r espon sibilit ies of th e den ta l a ssista n t  a lso con tin u es to ex pa n d.  

Th e g oa l of th e Den ta l A ssist in g  Pr og r a m  is to pr ov ide g r a du a tes w ith  th e skills a n d kn ow ledg e th a t  w ill en a ble 
th em  to qu a lify  for  en tr y -lev el posit ion s a s den ta l a ssista n ts.  Sin ce th ey  a r e tr a in ed in  clin ica l a n d r a diog r a ph ic 
pr ocedu r es,  th eir  ser v ices a r e a lso sou g h t  by  g en er a l den tists,  a n d den ta l offices a n d fa cilit ies specia lizin g  in  
pedia tr ics,  or th odon tics,  en dodon tics a n d oth er  specia lt ies,  den ta l sch ools,  den ta l su pply  m a n u fa ctu r er s,  h ospita l 
den ta l depa r tm en ts,  den ta l la bor a tor ies a n d in su r a n ce com pa n ies.   

Th e object iv e of th e Den ta l A ssista n t  pr og r a m  is to pr ov ide th e stu den t  w ith  th e a ppr opr ia te dida ct ic th eor y  a n d 
h a n ds-on  skills r equ ir ed a n d n ecessa r y ,  to pr epa r e th em  for  en tr y  lev el posit ion s a s den ta l a ssista n ts in  toda y ’s 
m oder n  h ea lth  a n d den ta l ca r e offices,  den ta l clin ics,  a n d fa cilit ies.   Stu den ts w ill stu dy  dia g n ost ic a n d pr ocedu r a l 
ter m in olog y  a s it  r ela tes to th e a ccu r a te com plet ion  of den ta l ex a m in a t ion s,  pr ocedu r es,  a n d da ily  ta sks.  

Th e com bin a t ion  of in tr odu ced skills ta u g h t  in  th is pr og r a m , w ill pr epa r e stu den ts for  th e ev er -ch a n g in g  field of 
den t istr y  a n d or th odon tics.   Stu den ts stu dy  den ta l r a diog r a ph y , den ta l scien ces,  oper a tor y  den tistr y ,  la bor a tor y  
pr ocedu r es,  den ta l a n a tom y  a n d or th odon tics,  a n d den ta l h ea lth .  

Com plet ion  of th e Den ta l A ssist in g  Pr og r a m , in clu din g  th e cla ssr oom  tr a in in g  a n d ex ter n sh ip,  is a ckn ow ledg ed 
by  th e a w a r din g  of a  diplom a . 

Modu le 
Nu m ber 

Modu le T it le 
Lect u re 
Hou rs 

La b 
Hou rs 

Ot h er 
Hou rs 

T ot a l  
Con t a ct  

Hou rs 

Qu a rt er 
Credit  
Un it s 

MODULE A  
Den ta l Office Em er g en cies a n d 
Com plia n ce 

4 0 4 0 0  8 0 6 .0  

MODULE B Den ta l Ra diog r a ph y  4 0 4 0 0  8 0 6 .0  
MODULE C Den ta l Specia lt ies 4 0 4 0 0  8 0 6 .0  
MODULE D Oper a tor y  Den tistr y  4 0 4 0 0  8 0 6 .0  
MODULE E La bor a tor y  Pr ocedu r es 4 0 4 0 0  8 0 6 .0  
MODULE F Den ta l A n a tom y  a n d Or th odon tics 4 0 4 0 0  8 0 6 .0  
MODULE G Den ta l Hea lth  4 0 4 0 0  8 0 6 .0  
MODULE X Den ta l A ssist in g  Ex ter n sh ip 0  0  1 6 0 1 6 0 5 .0  

  Progra m  T ot a ls: 280 280 160 720 47.0 

 
Ma jor Equ ipm en t  
A m a lg a m a tor s DXTTR a n d Ty podon t  

Ma n ikin s 
Model V ibr a tor s Ultr a son ic Un its 

A u tocla v e Ha n dpieces Or a l Ev a cu a t ion  
Equ ipm en t  

X-Ra y  Un its 

Den ta l Un it  a n d 
Ch a ir s 

Model Tr im m er s   

 
Modu le A  – Den t a l  Office Em ergen cies a n d Com plia n ce 6.0 Qu a rt er Credit  Hou rs 
In  th is m odu le,  stu den ts a r e in tr odu ced to Occu pa tion a l Sa fety  a n d Hea lth  A dm in istr a t ion  (OSHA ) Sta n da r ds 
for  in fect ion  con tr ol a n d h a za r d com m u n ica t ion . Topics in clu de m icr obiolog y ,  con ta g iou s disea ses con cer n in g  
th e den ta l tea m , u n iv er sa l pr eca u t ion s,  ba r r ier  tech n iqu es a n d h a n dlin g  h a za r dou s ch em ica ls.  Stu den ts 
pr a ct ice step-by -step in str u m en t  decon ta m in a t ion  u sin g  a ppr ov ed ster iliza t ion  a g en ts a n d m eth ods.  Stu den ts 
lea r n  oper a tor y  disin fect ion  u sin g  a ppr ov ed a g en ts a n d m eth ods.  Meth ods for  ta kin g  a n d r ecor din g  v ita l sig n s 
a n d blood pr essu r e a r e in tr odu ced. Stu den ts a lso lea r n  a bou t  CPR for  th e Hea lth ca r e Pr ov ider  a n d h ow  to 
m a n a g em en t  em er g en cies th a t  m a y  occu r  in  th e den ta l office.  Rela ted den ta l ter m in olog y  is stu died. Ba sic 
con cepts of psy ch olog y  a n d com m u n ica t ion  a r e discu ssed w ith  em ph a sis on  h elpin g  den ta l pa t ien ts ov er com e 
a n x iet ies r ela ted to den ta l tr ea tm en t .  Specia l con sider a t ion s for  th e m edica lly  a n d ph y sica lly  com pr om ised 
pa t ien ts a r e pr esen ted. Ca r eer  dev elopm en t  skills a r e a lso ta u g h t .  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b 
Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
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Modu le B – Den t a l  Ra diogra ph y  6.0 Qu a rt er Credit  Hou rs 
Modu le B in tr odu ces stu den ts to th e ba sic a n a tom y  of th e h ea d a n d teeth  in  or der  to fa m ilia r ize stu den ts w ith  
th e a n a tom ica l str u ctu r es in v olv ed in  den ta l r a diog r a ph s.   Ra dia t ion  pr otect ion  a n d th e h a za r ds of X-r a y  
r a dia t ion  a r e stu died.  Em ph a sis is pla ced on  m a in ta in in g  r a dia t ion  sa fety  w h ile obta in in g  th e best  possible 
dia g n ost ic qu a lity  on  den ta l r a diog r a ph s.  Stu den ts a r e a lso in tr odu ced to dig ita l r a diog r a ph y . Th eor y ,  
la bor a tor y  skills a n d clin ica l pr a ct ice m eet  sta te g u idelin es for  a  Ra dia t ion  Sa fety  Cer t ifica te a n d com ply  w ith  
feder a l r eg u la t ion s for  cer t ify in g  r a diog r a ph ic oper a tor s.   Stu den ts pr a ct ice tech n iqu es of film  ex posu r e a n d 
m ou n tin g  in  equ ipped den ta l oper a tor ies w ith  in du str y -a ppr ov ed str u ctu r a l a n d m on itor in g  dev ices.  Ex posu r e 
tech n iqu es in clu de bitew in g , bisect in g  a n d pa r a llel tech n iqu es a n d a r e per for m ed on  a  pa t ien t  sim u la tor  
m a n ikin .  Upon  su ccessfu l com plet ion  of pr a ct ice,  stu den ts pr odu ce r a diog r a ph s on  site for  clin ica l pa t ien ts a s 
pr escr ibed by  a  licen sed den tist .   Stu den ts pr ocess film  u sin g  a  fu lly  equ ipped da r kr oom  or  a u tom a tic 
pr ocessor .   Stu den ts a r e a lso r equ ir ed to m ou n t  pr ocessed r a diog r a ph s a n d to ev a lu a te th e dia g n ost ic qu a lity  
a ccor din g  to esta blish ed cr iter ia .   Stu den ts r eta ke n on -dia g n ost ic film s.  Pr ofession a l r espon sibilit ies r eg a r din g  
th e sta te r a dia t ion  sa fety  cer t ifica te a r e in tr odu ced a s w ell a s qu a lity  a ssu r a n ce a n d in fect ion  con tr ol.   Rela ted 
den ta l ter m in olog y  is a lso ta u g h t .   Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0 .  
Modu le C – Den t a l  Specia lt ies 6.0 Qu a rt er Credit  Hou rs 
In  th is m odu le,  stu den t  stu dy  cr a n ia l a n a tom y  a s it  r ela tes to a n esth esia  a dm in istr a t ion  a n d pa in  con tr ol.   
Meth ods for  ta kin g  a n d r ecor din g  v ita l sig n s a n d blood pr essu r e a r e in tr odu ced.  Skills per for m ed by  th e den ta l 
a ssista n t  in  th e specia lty  a r ea s of Or a l Su r g er y  a n d En dodon tics (r oot  ca n a ls) a r e pr esen ted, in clu din g  
pr ocedu r es for  th e a dm in istr a t ion  of topica l a n d loca l a n esth et ics.   Stu den ts pr a ct ice a cqu ir ed skills on  tr a in in g  
m a n ikin s (Ty podon ts),  pla cin g  in str u m en ts a n d m a ter ia ls.  Ch ildr en ’s den tistr y  (Pedia tr ic Den tistr y ) a s a  
specia lty  is pr esen ted. Rela ted den ta l ter m in olog y  is stu died. Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b 
Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le D – Opera t ory  Den t ist ry  6.0 Qu a rt er Credit  Hou rs 
Th is m odu le in tr odu ces stu den ts to ch a ir -side a ssist in g  du t ies a n d tech n iqu es pr a ct iced in  g en er a l den t istr y  
w ith  em ph a sis on  sit -dow n , fou r -h a n ded den tistr y .   Stu den ts lea r n  h ow  to h a n dle a n d tr a n sfer  den ta l 
in str u m en ts a n d pla ce m a ter ia ls on  m odels.   Pr oper t ies a n d m a n ipu la t ion  of com m on  den ta l m a ter ia ls,  
in clu din g  a m a lg a m , com posites,  g la ss ion om er s a n d sea la n ts,  a r e pr esen ted.  Stu den ts pr a ct ice r equ ir ed RDA  
pr ocedu r es su ch  a s pla cem en t,  w edg in g  a n d r em ov a l of m a tr ices,  pla cem en t  of cem en t  ba ses a n d lin er s,  a n d 
pla cem en t  of tem por a r y  seda t iv e dr essin g  on  Ty podon t  m a n ikin s.   Ba sic con cepts of psy ch olog y  a n d 
com m u n ica t ion  a r e discu ssed w ith  em ph a sis on  h elpin g  den ta l pa t ien ts ov er com e a n x iet ies r ela ted to den ta l 
tr ea tm en t.   Stu den ts a lso stu dy  r ela ted den ta l ter m in olog y .  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b 
Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le E – La bora t ory  Procedu res 6.0 Qu a rt er Credit  Hou rs 
In  th is m odu le,  stu den ts r eceiv e h a n ds-on  tr a in in g  in  ta kin g  im pr ession s a n d con str u ct in g  stu dy  a n d m a ster  
ca sts.  Stu den ts a r e ex posed to a  v a r iety  of im pr ession  a n d g y psu m  m a ter ia ls a n d pr ocedu r es for  th eir  u se.  Th e 
ca sts a r e th en  u sed to pr a ct ice den ta l pr ocedu r es su ch  a s th e fa br ica t ion  of cu stom  tr a y s a n d tem por a r y  
cr ow n s. Pr osth odon tics a s a  specia lty  is pr esen ted w ith  in str u ct ion  in  cr ow n  a n d br idg e pr ocedu r es a n d fu ll a n d 
pa r t ia l den tu r es.  Stu den ts a r e in tr odu ced to den ta l im pla n ts a n d th e v a r iou s ty pes of m ou th  g u a r ds su ch  a s 
n ig h t-g u a r ds,  spor ts g u a r ds a n d blea ch in g  tr a y s.  La bor a tor y  sa fety  a n d in fect ion  con tr ol a r e pr esen ted. 
Rela ted den ta l ter m in olog y  is stu died. Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 
0 .0.  
Modu le F – Den t a l  A n a t om y  a n d Ort h odon t ics 6.0 Qu a rt er Credit  Hou rs 
Th is m odu le focu ses on  or th odon tics a s a  specia lty .   Stu den ts r eceiv e h a n ds-on  tr a in in g  in  pr a ct icin g  
or th odon tic m ea su r em en ts,  pla cem en t  of sepa r a tor s,  sizin g  ba n ds a n d pla cem en t  a n d lig a t ion  of a r ch  w ir es.   
Th eor y  on  or th odon tic a ssista n t  du t ies,  office r ou t in e a n d m a locclu sion  cla ssifica t ion s a r e pr esen ted. In  
a ddit ion , stu den ts lea r n  to ch a r t  th e or a l con dit ion s of pa t ien ts in  com plia n ce w ith  sta te g u idelin es for  m ou th  
m ir r or  in spect ion .  In tr odu ct ion  of tooth  m or ph olog y ,  or a l str u ctu r es,  a n d or a l pa th olog y  a r e pr esen ted.  
Rela ted spellin g  a n d ter m in olog y  is stu died th r ou g h ou t  th e m odu le.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  
La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le G – Den t a l  Hea lt h  6.0 Qu a rt er Credit  Hou rs 
Specia lty  a r ea s of or a l pa th olog y  a n d per iodon tics a r e stu died.  Pla cem en t  of per iodon ta l su r g ica l dr essin g s is 
dem on str a ted a n d pr a ct iced on  m a n ikin s a ccor din g  to RDA  cr iter ia .   Pr ev en t iv e den t istr y  is em ph a sized.  
Rela ted a r ea s of n u tr it ion  a n d flu or ides a r e pr esen ted. Stu den ts a lso stu dy  r ela ted den ta l ter m in olog y .  Cor on a l 
polish  th eor y  a n d pr ocedu r es a r e ta u g h t  a n d pr a ct iced on  m a n ikin s a n d th en  on  clin ica l pa t ien ts u n der  th e 
dir ect  su per v ision  of a  licen sed den tist .   Com plet ion  of cor on a l polish  r equ ir em en ts w ill per m it  th e a ssista n t  to 
per for m  th e pr ocedu r e a fter  obta in in g  th e Reg ister ed Den ta l A ssista n t  licen se (Ca lifor n ia  pr og r a m s on ly ).  
Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le X – Den t a l  A ssist in g Ext ern sh ip 5.0 Qu a rt er Credit  Hou rs 
Th is m odu le is 1 6 0 h ou r s of u n pa id,  su per v ised, pr a ct ica l in -ser v ice in  a  den ta l office or  clin ic in  w h ich  th e 
stu den t  pr a ct ices dir ect  a pplica t ion  of a ll a dm in istr a t iv e a n d clin ica l fu n ct ion s of den ta l a ssist in g .  
Pr er equ isite: Com plet ion  of Modu les A -G. Lectu r e Hou r s: 0 .0  La b Hou r s: 0 .0  Oth er  Hou r s: 1 6 0.0. 
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Massage T herapy  
Diplom a program  
Ch elsea  ca m pu s 
9  m on th s/1 0 m on th s (Ev e) – 7 2 0 h ou r s – 5 4  cr edit  u n its 
         V  1  
 

Th e Ma ssa g e Th er a py  pr og r a m  is desig n ed to pr ov ide th e stu den t  w ith  th e n ecessa r y  tools r equ ir ed to 
su ccessfu lly  en ter  th e m a ssa g e in du str y .   Wh eth er  it  is a  da y  spa ,  ph y sicia n ’s office,  h ea lth  clu b, or  r esor t ,  g r a du a tes 
of th is pr og r a m  w ill h a v e a cqu ir ed a ll th e tools n eeded to th r iv e in  th is ex cit in g  n ew  ca r eer .  

Th is 7 2 0-h ou r  pr og r a m  con sists of n in e self-con ta in ed u n its of lea r n in g  ca lled m odu les.   In clu ded in  th is pr og r a m  
a r e 2 2 5  h ou r s of A n a tom y  a n d Ph y siolog y ,  a s w ell a s in tr odu ct ion  to pr in ciples a n d pr a ct ices of m a ssa g e th er a py , 
m a ssa g e fu n da m en ta ls,  m a ssa g e a n d body w or ks,  pa th olog y ,  bu sin ess a n d su ccess skills,  a n d h ea lth  a n d w elln ess.   
Upon  th e su ccessfu l com plet ion  of th is pr og r a m , g r a du a tes w ill h a v e r eceiv ed th e edu ca t ion  n ecessa r y  to a tta in  a  
ca r eer  in  on e of th e m ost  en g a g in g  a n d ex cit in g  fields toda y .  Th e g r a du a te m a y  w or k in  a n  en tr y -lev el posit ion  a s a  
m a ssa g e th er a pist  in  a  v a r iety  of h ea lth  ca r e fa cilit ies,  in clu din g , bu t  n ot  lim ited to a  m a ssa g e clin ic,  h ospita l,  
ch ir opr a ct ic office,  n u r sin g  h om e, h ea lth  clu b, spa ,  r esor t ,  or  in  pr iv a te pr a ct ice.   Ma ssa g e th er a pists m a y  be 
em ploy ed in  u r ba n , su bu r ba n , a n d r u r a l a r ea s.  

Th e Ma ssa g e Th er a py  pr og r a m  pr ov ides th e stu den t  w ith  th e th eor y  a n d h a n ds-on  a pplica t ion s r equ ir ed to 
per for m  th e follow in g  ta sks: 
Be kn ow ledg ea ble a n d com peten t  in  th e per for m a n ce of v a r iou s for m s a n d ty pes of m a ssa g e a n d in  th e u se of 

h y dr oth er a py .  
Be kn ow ledg ea ble in  th e stu dy  of a n a tom y  a n d ph y siolog y  a n d a s su ch , be fa m ilia r  w ith  ex er cise pr og r a m s a n d 

th er a peu tic m a ssa g e th a t  ca n  h elp in  ca r in g  for  con dit ion s a ffect in g  differ en t  body  sy stem s.  
Be kn ow ledg ea ble a n d com peten t  in  th e per for m a n ce a n d u se of tech n iqu es to h elp specific pr oblem s su ch  a s n eck,  

ba ck,  scia t ic pa in ,  r ela x a t ion , str ess r edu ct ion , a n d m u scle spa sm s.  
Be a cqu a in ted a n d com peten t  in  v a r iou s a llied m oda lit ies cu r r en t ly  bein g  pr a ct iced in  th e field of m a ssa g e 

th er a py .  
 
Modu le 
Nu m ber 

Modu le T it le 
Clock  

Hou rs 
Credit  
Un it s 

MODULE A  Bu sin ess a n d Eth ics 8 0 6 .0  
MODULE B Sw edish  Ma ssa g e,  Wester n  Th eor y  & Histor y ,  Pr a ct ice & Mech a n ism s 

of Hea lth  & Disea se 
8 0 6 .0  

MODULE C Sw edish  Ma ssa g e,  Pr e-Na ta l,  Post-Na ta l a n d In fa n t ,  & Elder /Ger ia tr ic 
Ma ssa g e 

8 0 6 .0  

MODULE D Ea ster n  Th eor y  a n d Pr a ct ice 8 0 6 .0  
MODULE E En er g y  & Non -Tr a dit ion a l Th er a pies,  Welln ess & CPR 8 0 6 .0  
MODULE F Deep Tissu e,  My ofa scia l Relea se & Pin  a n d Str etch   8 0 6 .0  
MODULE G Neu r om u scu la r /Tr ig g er  Poin t  a n d Mu scle En er g y  Tech n iqu es 8 0 6 .0  
MODULE H Clin ica l a n d Spor ts Ma ssa g e 8 0 6 .0  
MODULE I Hea lth  a n d Welln ess 8 0 6 .0  

 PROGRA M T OT A L: 720 54.0 

 
Ma jor Equ ipm en t  
Ma ssa g e Ta bles  CPR Ma n ikin s A V  Equ ipm en t  Ma ssa g e 

Ch a ir s 
A n a tom ica l 
Ch a r ts 

 
Modu le A  - Bu sin ess a n d Et h ics 6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide stu den ts w ith  a n  u n der sta n din g  of th e job oppor tu n it ies in  th e m a ssa g e 
in du str y  w h ile bu ildin g  cor e com pu ter  a n d bu sin ess skills.  Pr ofession a lism , eth ica l pr a ct ice,  th e la w  a s it  
r ela tes to m a ssa g e a n d com m u n ica t ion  a r e discu ssed. Clin ica l pr a ct ice in  Sw edish  m a ssa g e,  ch a ir  m a ssa g e a n d 
in teg r a ted tech n iqu es con t in u e to bu ild th e m a ssa g e th er a pist ’s pr a ct ica l skills.  Pr er equ isite: Non e. Lectu r e 
Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
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Modu le B – Swedish  Ma ssa ge, West ern  T h eory  & Hist ory , Pra ct ice & Mech a n ism s 6.0 Qu a rt er Credit  
Hou rs 
of  Hea lt h  & Disea se  
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  th e th eor y  & h a n ds-on  skills in v olv ed in  pr a ct icin g  a  for m  
of m a ssa g e kn ow n  a s Sw edish  m a ssa g e.   A lso cov er ed in  th is m odu le a r e join t  cla ssifica t ion , r a n g e of m otion  for  
sh ou lder ,  a n d Wester n  th eor y  & h istor y .  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  
Hou r s: 0 .0.  
Modu le C – Swedish  Ma ssa ge, Pre-Na t a l, Post -Na t a l  a n d In fa n t , a n d Elder/Geria t ric Ma ssa ge 6.0 
Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  th e th eor y  a n d h a n ds-on  skills in v olv ed in  pr a ct icin g  a  
for m  of m a ssa g e kn ow n  a s Sw edish  Ma ssa g e.   A lso cov er ed in  th is m odu le is r a n g e of m otion  for  h ip,  pr e-n a ta l,  
post-n a ta l,  in fa n t  & elder /g er ia tr ic m a ssa g e.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  
Hou r s: 0 .0.  
Modu le D – Ea st ern  T h eory  a n d Pra ct ice 6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  th e u n der sta n din g  a n d kn ow ledg e of Ea ster n  th eor y  a n d 
pr a ct ice a s u sed w ith in  differ en t  sty les of A sia n  body w or k.  Th e stu den t  w ill a lso lea r n  th e im m u n e a n d 
ly m ph a tic sy stem s.  For  specific m u scu la tu r e cov er ed for  th is m odu le plea se r efer  to th e a n a tom y  a n d 
ph y siolog y  ou t lin e.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le E – En ergy  & Non -T ra dit ion a l  T h era pies, Welln ess & CPR 6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  th e th eor y  a n d h a n ds-on  skills in v olv ed in  in tr odu cin g  
fu n da m en ta l en er g y  ba sed m oda lit ies in clu din g  Pola r ity  a n d Beg in n in g  Reiki h a n d-pla cem en ts.  Th e stu den t  
w ill be in tr odu ced to ba sic h ea lth  a n d w elln ess con cepts in clu din g  CPR. Th is m odu le w ill a lso pr ov ide th e 
stu den t  w ith  th e u n der sta n din g  of th e In teg u m en ta r y  Sy stem  a n d m u scu la tu r e of th e for ea r m s a n d h a n ds.  
Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le F - Deep T issu e, My ofa scia l  Relea se & Pin  a n d St ret ch  6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide stu den ts w ith  a n  u n der sta n din g  of m y ofa scia l,  deep t issu e a n d pin  a n d 
str etch  tech n iqu es.  Th ese tech n iqu es w ill be in cor por a ted in to a  Sw edish  m a ssa g e to better  a ddr ess in div idu a l 
clien t  n eeds.  Stu den ts w ill u se ba sic a ssessm en t  skills to iden tify  m u scu la r  h oldin g  pa tter n s a n d dev elop 
tr ea tm en t  pla n s.  Th e in dica t ion s a n d con tr a in dica t ion s of th ese tech n iqu es w ill be discu ssed a s w ill specific 
sites of ca u t ion  for  deep t issu e.   In  a ddit ion  stu den ts w ill dev elop a n  u n der sta n din g  of th e dig est iv e sy stem , 
u r in a r y  sy stem  a n d th e m u scles of th e a n ter ior  n eck.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  
Oth er  Hou r s: 0 .0.  
Modu le G – Neu rom u scu la r/T rigger Poin t  a n d Mu scle En ergy  T ech n iqu es6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  th e u n der sta n din g  a n d kn ow ledg e of n eu r om u scu la r  
tech n iqu es (NMT), m u scle en er g y  tech n iqu es (MET) a n d tr ig g er  poin t  th er a py  a n d th e a ssessm en t  skills 
n ecessa r y  for  th ese m oda lit ies.   Th e stu den t  w ill a lso lea r n  th e n er v ou s sy stem  a n d th e m u scu la tu r e of th e 
deep poster ior  spin a l m u scles.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le H - Clin ica l  a n d Sport s Ma ssa ge 6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  th e u n der sta n din g  a n d kn ow ledg e of clin ica l a n d spor ts 
m a ssa g e tech n iqu es a n d th e a ssessm en t  skills n ecessa r y  for  th ese m oda lit ies.   Th e stu den t  w ill a lso lea r n  th e 
a ssessm en t  skills,  ch a r t in g /docu m en ta t ion , clin ica l a pplica t ion s a n d focu s w ith in  th e en docr in e sy stem  w ith  a  
r ev iew  of th e n er v ou s sy stem  (CNS/PNS).   For  specific m u scu la tu r e cov er ed for  th is m odu le plea se r efer  to th e 
a n a tom y  a n d ph y siolog y  ou t lin e.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
Modu le I – Hea lt h  a n d Welln ess 6.0 Qu a rt er Credit  Hou rs 
Th is m odu le is desig n ed to pr ov ide th e stu den t  w ith  a n  ov er a ll u n der sta n din g  of th e skills in v olv ed in  w or kin g  
in  spa  ser v ices a n d in  w or kin g  w ith  specific str a teg ies to en h a n ce g ood h ea lth  a n d w elln ess.  Pr er equ isite: Non e. 
Lectu r e Hou r s: 4 0.0  La b Hou r s: 4 0.0  Oth er  Hou r s: 0 .0.  
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Medical Adm inistrative Assistant 
Diplom a program  
Br ig h ton  a n d Ch elsea  ca m pu ses 
8  m on th s/9  m on th s (Ev e,  Br ig h ton ) – 7 2 0 h ou r s – 4 7  cr edit  u n its 
        V  1  

Th e Medica l A dm in istr a t iv e A ssista n t  Pr og r a m  is desig n ed to pr epa r e stu den ts for  en tr y -lev el posit ion s a s 
m edica l a dm in istr a t iv e a ssista n ts in  a  v a r iety  of h ea lth  ca r e sett in g s.   Stu den ts stu dy  v a r iou s a dm in istr a t iv e 
pr ocedu r es r ela ted to th e m edica l office,  in clu din g  pa t ien t  pr ocessin g  a n d a ssessm en t,  pr ocessin g  m edica l in su r a n ce 
cla im s, bill collect ion s,  a n d g en er a l office pr ocedu r es u t ilized in  v a r iou s m edica l offices.   In  a ddit ion  to a cqu ir in g  
m a n u a l a n d h a n ds-on  a dm in istr a t iv e skills,  th e pr og r a m  is desig n ed to tea ch  stu den ts com pu ter  a n d key boa r din g  
skills w h ich  en a bles th em  to becom e fa m ilia r  w ith  th e com pu ter ized tech n olog y  th a t  is becom in g  m or e v isible in  th e 
2 1 st

Th e m edica l pr ofession a ls h a v e com e to r ely  u pon  w ell-tr a in ed m edica l a dm in istr a t iv e a ssista n ts for  th eir  a bility  
to h a n dle m a n a g ed-ca r e in su r a n ce cla im s a n d th e g en er a l fin a n cia l fu n ct ion s of th e m edica l office.   Th is diplom a  
pr epa r es th e g r a du a te to fill en tr y -lev el posit ion s in  a ll m edica l fa cilit ies a n d in su r a n ce com pa n ies.  

 cen tu r y  m edica l office en v ir on m en t.  

Th e pr og r a m  is div ided in to eig h t  lea r n in g  u n its ca lled m odu les.   Stu den t  m u st  com plete m odu les A  th r ou g h  G 
befor e sta r t in g  Modu le X w h ich  is ex ter n sh ip.   A  stu den t  ca n  sta r t  w ith  a n y  m odu le a n d con tin u e in  a n y  sequ en ce 
u n til a ll sev en  m odu les a r e su ccessfu lly  com pleted.  Modu les A  th r ou g h  G sta n d a lon e a s u n its of stu dy  a n d a r e n ot  
depen den t  u pon  pr ev iou s tr a in in g .   If stu den ts do n ot  com plete a n y  por t ion  of on e of th ese m odu les,  th e en t ir e m odu le 
m u st  be r epea ted.  Upon  su ccessfu l com plet ion  of m odu les A  th r ou g h  G, stu den ts pa r t icipa te in  a  1 6 0 -clock h ou r  
ex ter n sh ip (Modu le X).  Com plet ion  of th e Medica l A dm in istr a t iv e A ssista n t  Pr og r a m  is a ckn ow ledg ed by  th e 
a w a r din g  of a  diplom a . 
Modu le 
Nu m ber  

Modu le T it le 
T ot a l  Con t a ct  
Hou rs 

T ot a l  Qu a rt er Credit  
Hou rs 

Modu le A  Office Fin a n ce  8 0  6 .0 
Modu le B Pa tien t  Pr ocessin g  a n d A ssist in g  8 0  6 .0 
Modu le C  Medica l In su r a n ce  8 0  6 .0 
Modu le D In su r a n ce Pla n s a n d Collect ion s 8 0  6 .0 
Modu le E Office Pr ocedu r es 8 0  6 .0 

Modu le F 
Pa tien t  Ca r e a n d Com pu ter ized Pr a ct ice 
Ma n a g em en t  

8 0  6 .0 

Modu le G  Den ta l A dm in istr a t iv e Pr ocedu r es 8 0  6 .0 
Modu le X  Medica l A dm in istr a t iv e A ssista n t  Ex ter n sh ip  1 6 0  5 .0  

 T OT A L 720 47.0 

 
Modu le A : Office Fin a n ce 6.0 Qu a rt er Credit  Hou rs 
Modu le A  in tr odu ces a ccou n tin g  fu n ct ion s essen t ia l to a  m edica l en v ir on m en t.   Stu den ts lea r n  ba sic bookkeepin g  
pr ocedu r es a n d a pply  th em  to a  bookkeepin g  pr oject  a n d a ccou n tin g  sy stem .  Stu den ts w ill a lso com plete 
a ssig n m en ts w r it in g  pa y r oll ch ecks a n d keepin g  ch eck r eg ister s.   Pa t ien t  billin g  is a n  in teg r a l por t ion  of th e m odu le,  
in clu din g  tr a cin g  delin qu en t  cla im s a n d in su r a n ce pr oblem  solv in g .   Stu den ts stu dy  essen t ia l m edica l ter m in olog y ,  
bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self–dir ected job sea r ch  pr ocess by  
lea r n in g  h ow  to cu lt iv a te th e r ig h t  on -th e-job a tt itu de,  a ssem blin g  a  w or kin g  w a r dr obe a n d iden tify in g  th e 
str a teg ies it  ta kes to becom e th e best  in  y ou r  n ew  job so th a t  y ou  ca n  a dv a n ce in  y ou r  ca r eer .   Th ey  a lso becom e 
fa m ilia r  w ith  essen tia l m edica l ter m in olog y .  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0    Com pu ter /Key boa r din g  
Hou r s: 2 0.0    Spellin g /Skillbu ildin g  Hou r s: 2 0.0  
Modu le B:  Pa t ien t  Processin g a n d A ssist in g 6.0 Qu a rt er Credit  Hou rs 
In  Modu le B, stu den ts lea r n  to set  u p pa t ien t  r ecor ds a n d m a in ta in  a n d or g a n ize t h em  m a n u a lly  a n d electr on ica lly .   
Stu den ts becom e fa m ilia r  w ith  r ecor ds m a n a g em en t  sy stem s a n d dev elop skills in  a lph a bet ic filin g  a n d in dex in g , 
a n d a ppoin tm en t  sch edu lin g .   Th e ba sics of h ea lth  in su r a n ce a r e in tr odu ced, a s w ell th e ba sic of codin g  w ith  CPT a n d 
ICD-9  codes.   Stu den ts a r e tr a in ed in  v ita l sig n s,  a n d a  ca r diopu lm on a r y  r esu scita t ion  (CPR) cou r se is ta u g h t .   
Stu den ts stu dy  essen tia l m edica l ter m in olog y ,  bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  
w ith  th e self-dir ected job sea r ch  pr ocess by  iden t ify in g  th eir  per son a l ca r eer  object iv e.  Pr er equ isite: Non e. Lectu r e 
Hou r s: 4 0.0    Com pu ter /Key boa r din g  Hou r s: 2 0.0    Spellin g /Skillbu ildin g  Hou r s: 2 0.0  
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Modu le C:  Medica l  In su ra n ce  6.0 Qu a rt er Credit  Hou rs  
Modu le C dev elops stu den t  pr oficien cy  in  pr epa r in g  a n d pr ocessin g  in su r a n ce cla im s.  Stu den ts stu dy  in su r a n ce 
pr og r a m s, in clu din g  HMOs, PPOs, a n d w or ker ’s com pen sa t ion  pla n s.   Na t ion a l codin g  sy stem s u sed for  cla im s 
pr ocessin g  a r e stu died.  Stu den ts lea r n  to obta in  in for m a tion  fr om  pa t ien t  ch a r ts a n d ledg er s to com plete in su r a n ce 
for m s a ccu r a tely .   Stu den ts a r e g iv en  h y poth et ica l in su r a n ce billin g  situ a t ion s a n d select  a ppr opr ia te for m s, codes,  
a n d pr ocedu r es to pr ocess in su r a n ce cla im s for  opt im a l r eim bu r sem en t.   Office & in su r a n ce collect ion  str a teg ies a r e 
a lso in clu ded.  Stu den ts stu dy  essen tia l m edica l ter m in olog y ,  bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d 
becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  dev elopin g  ca r eer  n etw or kin g  tech n iqu es th a t  w ill a ssist  
y ou  in  bein g  su ccessfu l in  th e m edica l field.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0    Com pu ter /Key boa r din g  Hou r s: 
2 0.0    Spellin g /Skillbu ildin g  Hou r s: 2 0.0  
Modu le D:  In su ra n ce Pla n s a n d Collect ion s  6.0 Qu a rt er Credit  Hou rs 
Modu le D dev elops stu den t  pr oficien cy  in  pr epa r in g  a n d pr ocessin g  in su r a n ce cla im s.  Th e Medica id,  Medica r e,  
TRICA RE, a n d CHA MPV A  pr og r a m s a r e discu ssed.  Stu den ts lea r n  to obta in  in for m a tion  fr om  pa t ien t  ch a r ts a n d 
ledg er s to com plete in su r a n ce for m s a ccu r a tely .   Th ey  a lso focu s on  im por ta n t  a spects of th e collect ion  pr ocess 
in clu din g  collect ion  let ter s,  teleph on e ca lls,  a n d collect ion  ser v icin g  a g en cies.   Th ey  w ill a lso lea r n  a bou t  
Occu pa tion a l Sa fety  a n d Hea lth  A dm in istr a t ion  (OSHA ) sta n da r ds a n d th e u se of u n iv er sa l pr eca u t ion s in  th e 
m edica l office.  Medica l eth ics a n d la w  a r e a lso in clu ded.  Stu den ts stu dy  essen t ia l m edica l ter m in olog y ,  bu ild on  
key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  iden tify in g  
a n d dem on str a t in g  w h a t  a  su ccessfu l job in ter v iew  con ta in s a n d h ow  to a n sw er  com m on  in ter v iew  qu est ion s 
a ccu r a tely .  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0    Com pu ter /Key boa r din g  Hou r s: 2 0.0    Spellin g /Skillbu ildin g  
Hou r s: 2 0.0  
Modu le E: Office Procedu res 6.0 Qu a rt er Credit  Hou rs 
In  Modu le E,  stu den ts a r e in tr odu ced to dicta t ion  a n d tr a n scr ipt ion .  Em ph a sis is a lso pla ced on  cor r espon den ce a n d 
m a il pr ocessin g ,  h ea lth  in for m a tion  m a n a g em en t  a n d th e m edica l fa cility  en v ir on m en t.   Stu den ts w ill a lso becom e 
fa m ilia r  w ith  disa bility  in com e in su r a n ce a n d leg a l issu es a ffect in g  in su r a n ce cla im s. In  a ddit ion , stu den ts lea r n  
a bou t  th e Hea lth  In su r a n ce A ccou n ta bility  a n d Por ta bility  A ct  (HIPA A ). Stu den ts stu dy  essen t ia l m edica l 
ter m in olog y ,  bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  
by  lea r n in g  h ow  to set  th eir  ow n  ca r eer  g oa ls.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0    Com pu ter /Key boa r din g  
Hou r s: 2 0.0    Spellin g /Skillbu ildin g  Hou r s: 2 0.0  
Modu le F: Pa t ien t  Ca re a n d Com pu t erized Pra ct ice Ma n a gem en t  6.0 Qu a rt er Credit  Hou rs 
Modu le F em ph a sizes com pu ter ized pr a ct ice m a n a g em en t,  in clu din g  file m a in ten a n ce,  pa t ien t  r ecor ds,  bookkeepin g  
a n d in su r a n ce.   Stu den ts w ill lea r n  th e h ea lth  in su r a n ce cla im  for m  a n d m a n a g ed ca r e sy stem s.  Hospita l billin g  is 
in tr odu ced th is m odu le.   Stu den ts w ill a lso lea r n  a bou t  th e h istor y  of th e h ea lth ca r e in du str y  a n d th e Medica l 
A ssist in g  Pr ofession . In  a ddit ion , stu den ts lea r n  ba sic tech n iqu es for  ta kin g  pa t ien ts v ita l sig n s.   Th ey  lea r n  OSHA  
sta n da r ds a n d th e u se of u n iv er sa l pr eca u t ion s in  th e m edica l office.   Stu den ts stu dy  essen t ia l m edica l ter m in olog y ,  
bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  
lea r n in g  a ll a bou t  h ow  to becom e a n d lea r n  fr om  m en tor in g .  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0    
Com pu ter /Key boa r din g  Hou r s: 2 0.0    Spellin g /Skillbu ildin g  Hou r s: 2 0.0  
Modu le G: Den t a l  A dm in ist ra t iv e Procedu res 6.0 Qu a rt er Credit  Hou rs 
Modu le G focu ses on  ba sic a dm in istr a t iv e pr ocedu r es per for m ed in  th e den ta l office.   Stu den ts a r e in tr odu ced to th e 
den ta l h ea lth  tea m  w ith  em ph a sis on  th e ta sks per for m ed by  th e a dm in istr a t iv e su ppor t  sta ff.   Specia lized 
pr ocedu r es in clu din g  a ppoin tm en t  sch edu lin g ,  bookkeepin g , den ta l ch a r t in g ,  pr ocessin g  pa t ien ts,  in su r a n ce billin g  
a n d codin g , a n d la w  a n d eth ics a r e pr esen ted.  Stu den ts a r e a lso g iv en  a n  in tr odu ct ion  to r a diog r a ph y  a n d r a dia t ion  
sa fety .  Stu den ts w ill do v ita l sig n s.   Th ey  discu ss in ter per son a l skills a n d h u m a n  r ela t ion s,  teleph on e tech n iqu es,  a n d 
pa t ien t  r ecept ion  tech n iqu es.  Stu den ts bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  becom e fa m ilia r  w ith  
essen tia l den ta l ter m in olog y ,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  lea r n in g  h ow  to dr ess 
for  su ccess.  Pr er equ isite: Non e. Lectu r e Hou r s: 4 0.0    Com pu ter /Key boa r din g  Hou r s: 2 0.0    Spellin g /Skillbu ildin g  
Hou r s: 2 0.0  
Modu le X – Medica l  A dm in ist ra t iv e A ssist a n t  Ext ern sh ip 5.0 Qu a rt er Credit  Hou rs 
Upon  su ccessfu l com plet ion  of m odu les A  th r ou g h  G, stu den ts pa r t icipa te in  a  1 6 0-h ou r  ex ter n sh ip a t  a n  a ppr ov ed 
fa cility .  Th is cou r se is 1 6 0 h ou r s of su per v ised, pr a ct ica l,  in -ser v ice ex per ien ce in  a  m edica l office or  clin ic in  w h ich  
th e stu den t  pr a ct ices dir ect  a pplica t ion  of a ll a dm in istr a t iv e fu n ct ion s of th e m edica l a dm in istr a t iv e a ssista n t .  
Pr er equ isite: com plet ion  of Modu les A -G. Lectu r e Hou r s: 0 .0     Com pu ter /Key boa r din g  Hou r s: 0 .0    
Spellin g /Skillbu ildin g  Hou r s: 0 .0  Oth er  Hou r s:  1 6 0  
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Medical Assisting 
Diplom a program  
Br ig h ton  a n d Ch elsea  ca m pu ses 
8  m on th s – 7 2 0 h ou r s – 4 7  cr edit  u n its 
 V  1  

 
Th e Medica l A ssist in g  Pr og r a m  (diplom a ) is desig n ed to pr epa r e stu den ts for  en tr y -lev el posit ion s a s m edica l 

a ssista n ts in  a  v a r iety  of h ea lth  ca r e sett in g s.  Stu den ts stu dy  th e str u ctu r e a n d fu n ct ion  of th e m a jor  body  sy stem s 
in  con ju n ct ion  w ith  m edica l ter m in olog y ,  dia g n ost ic a n d th er a peu tic pr ocedu r es,  com pu ter  skills,  a dm in istr a t iv e 
pr ocesses,  bookkeepin g  a n d a ccou n tin g  pr a ct ices,  a n d th e pr ocessin g  of m edica l in su r a n ce for m s a n d cla im s.  

In  r ecen t  y ea r s,  th e m edica l a ssist in g  pr ofession  h a s becom e in dispen sa ble to th e h ea lth  ca r e field.  Ph y sicia n s 
h a v e becom e m or e r elia n t  on  m edica l a ssista n ts for  th eir  fr on t  a n d ba ck office skills,  a n d th eir  ser v ices a r e bein g  
sou g h t  by  m edica l offices,  a m bu la tor y  ca r e pr ov ider s,  clin ics,  h ospita ls,  u r g en t  ca r e cen ter s,  n u r sin g  h om es, m edica l 
su pply  bu sin esses,  h om e h ea lth  a g en cies,  in su r a n ce pr ov ider s,  a n d ph a r m a ceu tica l com pa n ies.  Th is diplom a  
pr og r a m  pr epa r es g r a du a tes to fill en tr y -lev el posit ion s su ch  a s clin ica l or  a dm in istr a t iv e a ssista n t ,  m edica l 
r ecept ion ist ,  a n d m edica l in su r a n ce biller .  

Th is pr og r a m  is div ided in to eig h t  lea r n in g  u n its ca lled m odu les.   Th e fir st  sev en  m odu les,  A  th r ou g h  G, a r e 
cla ssr oom  m odu les.  Ea ch  sta n ds a lon e a s a  u n it  of stu dy  a n d is n ot  depen den t  u pon  th e com plet ion  of a n y  pr ev iou s or  
su bsequ en t  m odu le.  If stu den ts do n ot  com plete a n y  por t ion  of a  m odu le,  th e en t ir e m odu le m u st  be r epea ted. 
Stu den ts m a y  en ter  th e pr og r a m  in  a n y  of th e sev en  m odu les a n d con tin u e th r ou g h  th ese m odu les u n t il a ll h a v e 
been  com pleted. Follow in g  th e su ccessfu l com plet ion  of th e fir st  sev en  m odu les,  A  th r ou g h  G, stu den ts pa r t icipa te in  
a  1 6 0-h ou r  ex ter n sh ip.  

Com plet ion  of th e Medica l A ssist in g  Pr og r a m  is a ckn ow ledg ed by  th e a w a r din g  of a  diplom a .  
Th e g oa l of th e Medica l A ssist in g  Diplom a  Pr og r a m  is to pr epa r e com peten t  en tr y -lev el m edica l a ssista n ts in  th e 
cog n it iv e (kn ow ledg e),  psy ch om otor  (skills),  a n d a ffect iv e (beh a v ior ) lea r n in g  dom a in s r equ ir ed a n d n ecessa r y  to 
pr epa r e th em  for  en tr y  lev el posit ion s su ch  a s clin ica l or  a dm in istr a t iv e a ssista n t ,  m edica l r ecept ion ist ,  a n d m edica l 
in su r a n ce biller .  Stu den ts stu dy  th e str u ctu r e a n d fu n ct ion  of th e m a jor  body  sy stem s in  con ju n ct ion  w ith  m edica l 
ter m in olog y ,  dia g n ost ic a n d th er a peu tic pr ocedu r es,  com pu ter  skills,  a dm in istr a t iv e pr ocesses,  bookkeepin g  a n d 
a ccou n tin g  pr a ct ices,  a n d th e pr ocessin g  of m edica l in su r a n ce for m s a n d cla im s.  

Upon  su ccessfu l com plet ion  of th is pr og r a m , th e g r a du a te w ill be a ble to: 
• Dem on str a te pr ofession a lism  a n d eth ica l beh a v ior .  
• Discu ss th e h istor y  of m edica l a ssist in g  a s it  r ela tes to m edica l pr a ct ice a n d pr ofession a l or g a n iza t ion s.  
• Recog n ize a n d r espon d to v er ba l a n d n on -v er ba l com m u n ica t ion , a n d u se a ppr opr ia te com m u n ica t ion  

tech n iqu es.  
• Dem on str a te kn ow ledg e of a n d u se a ppr opr ia te ter m in olog y  for  th e differ en t  body  sy stem s, illn esses a n d 

in ju r ies a ssocia ted w ith  th ose sy stem s, a n d dia g n ost ic a n d th er a peu tic pr ocedu r es.  
• A pply  pr in ciples of in fect ion  con tr ol a n d u se a ppr opr ia te a sept ic tech n iqu e.  
• Per for m  clin ica l r espon sibilit ies,  in clu din g  pr epa r in g  pa t ien ts for  ex a m in a t ion  a n d pr ocedu r es,  pr epa r in g  

a n d a dm in ister in g  m edica t ion s a s dir ected, collect in g  a n d pr ocessin g  specim en s, r ecog n izin g  em er g en cies,  
a n d per for m in g  CPR a n d fir st  a id.  

• Iden tify  m in or  su r g ica l pr ocedu r es a n d dem on str a te th e a bility  to a ssist  w ith  th ose pr ocedu r es.  
• In str u ct  a n d tea ch  pa t ien ts m eth ods of h ea lth  pr om otion  a n d disea se pr ev en tion .  
• Ma in ta in  a ccu r a te pa t ien t  r ecor ds.  
• Per for m  a dm in istr a t iv e pr ocedu r es th a t  in clu de teleph on e tech n iqu es,  a ppoin tm en t  sch edu lin g ,  r ecor d 

m a n a g em en t,  a n d in su r a n ce billin g  pr ocedu r es.  
• Dem on str a te skills r ela ted to w or d pr ocessin g ,  m edica l tr a n scr ipt ion , th e pr ocessin g  of in su r a n ce cla im s, a n d 

sim u la ted com pu ter ized m edica l office a pplica t ion s.  
• Im plem en t  cu r r en t  pr ocedu r a l a n d dia g n ost ic codin g .  
• A ccu r a tely  com plete bookkeepin g , ba n kin g , a n d fin a n cia l pr ocedu r es.  
• Dem on str a te a ccepta ble speed a n d a ccu r a cy  in  com pu ter  key boa r din g .  
Dev elop a  r esu m e a n d iden tify  a  ca r eer  pla n  th a t  in clu des poten t ia l job lea ds,  n etw or kin g  con ta cts,  a  job sea r ch  

sch edu le,  a n d fiv e y ea r  g oa ls.  
 

Modu le 
Nu m ber  

Modu le T it le 
T ot a l  Con t a ct  

Hou rs 

T ot a l  
Qu a rt er 

Credit  Un it s 
Modu le A  Pa t ien t  Ca r e a n d Com m u n ica t ion  8 0  6 .0  
Modu le B Clin ica l A ssist in g ,  Ph a r m a colog y  8 0  6 .0  
Modu le C  Medica l In su r a n ce,  Bookkeepin g  a n d Hea lth  

Scien ces 
8 0  6 .0  

Modu le D Ca r diopu lm on a r y  a n d Electr oca r diog r a ph y  8 0  6 .0  
Modu le E La bor a tor y  Pr ocedu r es 8 0  6 .0  

 



 4 0 

Modu le F En docr in olog y  a n d Repr odu ct ion  8 0  6 .0  
Modu le G  Medica l La w , Eth ics,  a n d Psy ch olog y  8 0  6 .0  
Modu le X  Ex ter n sh ip  1 6 0  5 .0  
 Progra m  T ot a l  720 47.0 

 

Ma jor Equ ipm en t  
A u tocla v e  Hem a tolog y  Test in g  

Equ ipm en t  
Per son a l 
Com pu ter s 

Su r g ica l In str u m en ts 

Ca lcu la tor s Ma y o Sta n ds Sph y g m om a n om et
er s 

Teletr a in er  

Electr oca r diog r a ph y  
Ma ch in e  

Micr oscopes Steth oscopes Tr a in in g  Ma n n equ in  

Ex a m in a tion  Ta bles     
 
Modu le A  - Pa t ien t  Ca re a n d Com m u n ica t ion  6.0 Qu a rt er Credit  Un it s 
Modu le A  em ph a sizes pa t ien t  ca r e,  in clu din g  ex a m in a t ion s a n d pr ocedu r es r ela ted to th e ey es a n d ea r s,  th e 
n er v ou s sy stem , a n d th e in teg u m en ta r y  sy stem .  Stu den ts w ill h a v e a n  oppor tu n ity  to w or k w ith  a n d r ev iew  
pa t ien t  ch a r ts a n d per for m  fr on t  office skills r ela ted to r ecor ds m a n a g em en t,  a ppoin tm en t  sch edu lin g ,  a n d 
bookkeepin g .  Stu den ts g a in  a n  u n der sta n din g  of th e im por ta n ce of com m u n ica t ion  (v er ba l a n d n on v er ba l) 
w h en  w or kin g  w ith  pa t ien ts both  on  th e ph on e a n d in  per son . Stu den ts dev elop a n  u n der sta n din g  of ba sic 
a n a tom y  a n d ph y siolog y  of th e specia l sen ses (ey es a n d ea r s),  n er v ou s a n d in teg u m en ta r y  sy stem s, com m on  
disea ses a n d disor der s,  a n d m edica l ter m in olog y  r ela ted to th ese sy stem s.  Stu den ts stu dy  essen tia l m edica l 
ter m in olog y ,  bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job 
sea r ch  pr ocess by  lea r n in g  h ow  to cu lt iv a te th e r ig h t  on -th e-job a tt itu de,  a ssem blin g  a  w or kin g  w a r dr obe a n d 
iden t ify in g  th e str a teg ies it  ta kes to becom e th e best  in  th eir  n ew  job so th a t  th ey  ca n  a dv a n ce in  th eir  ca r eer .  
Lec Hr s: 4 0  La b Hr s: 4 0  Oth er  Hr s: 0     
Modu le B - Clin ica l  A ssist in g a n d Ph a rm a cology  6.0 Qu a rt er Credit  Un it s 
Modu le B str esses th e im por ta n ce of a sepsis a n d ster ile tech n iqu e in  toda y ’s h ea lth  ca r e en v ir on m en t.  Stu den ts 
lea r n  a bou t  ba sic ba cter iolog y  a n d its r ela t ion sh ip to in fect ion  a n d disea se con tr ol.   Stu den ts iden tify  th e 
pu r pose a n d ex pecta t ion s of th e Occu pa tion a l Hea lth  a n d Sa fety  A dm in istr a t ion  (OSHA ) a n d th e Clin ica l 
La bor a tor y  Im pr ov em en t  A m en dm en ts (CLIA ) r eg a r din g  disea se tr a n sm ission  in  th e m edica l fa cility .  
Stu den ts becom e fa m ilia r  w ith  th e pr in ciples a n d v a r iou s m eth ods of a dm in ister in g  m edica t ion .  Ba sic 
ph a r m a colog y ,  th er a peu tic dr u g s,  th eir  u ses,  in v en tor y ,  a n d cla ssifica t ion  a n d effects on  th e body  a r e 
in clu ded. Stu den ts pa r t icipa te in  posit ion in g  a n d dr a pin g  of pa t ien ts for  v a r iou s ex a m in a t ion s a n d pr epa r e for  
a n d a ssist  w ith  m in or  office su r g ica l pr ocedu r es.  Stu den ts g a in  a n  u n der sta n din g  of ba sic a n a tom y  a n d 
ph y siolog y  of th e m u scu la r  sy stem , com m on  disea ses a n d disor der s,  a n d m edica l ter m in olog y  r ela ted to th is 
sy stem . Stu den ts stu dy  essen t ia l m edica l ter m in olog y ,  bu ild on  th eir  key boa r din g  a n d w or d pr ocessin g  skills,  
a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  iden t ify in g  th eir  per son a l ca r eer  object iv e,  
cr ea te a  n ea t ,  a ccu r a te,  w ell-or g a n ized cov er  let ter ,  r esu m e, a n d job a pplica t ion . Lec Hr s: 4 0  La b Hr s: 4 0  
Oth er  Hr s: 0    
Modu le C - Medica l  In su ra n ce, Bookkeepin g, a n d Hea lt h  Scien ces 6.0 Qu a rt er Credit  Un it s 
Modu le C in tr odu ces stu den ts to th e h ea lth  ca r e en v ir on m en t  a n d office em er g en cies a n d fir st  a id,  w ith  a n  
em ph a sis on  ba n da g in g  tech n iqu es for  w ou n ds a n d in ju r ies.   Stu den ts stu dy  m edica l in su r a n ce,  billin g  a n d 
codin g , bookkeepin g  pr ocedu r es,  a ccou n ts pa y a ble a n d r eceiv a ble,  fin a n cia l m a n a g em en t,  ba n kin g , a n d ch eck 
w r it in g  pr ocedu r es th a t  a r e essen tia l to th e su ccessfu l oper a t ion  of th e m edica l office.   Stu den ts dev elop a n  
u n der sta n din g  of g ood h ea lth  n u tr it ion  a n d w eig h t  con tr ol a n d str a teg ies in  pr om otin g  g ood h ea lth  in  
pa t ien ts.   
Stu den ts g a in  a n  u n der sta n din g  of ba sic a n a tom y  a n d ph y siolog y  of th e dig est iv e sy stem , com m on  disea ses 
a n d disor der s,  a n d m edica l ter m in olog y  r ela ted to th is sy stem . Stu den ts stu dy  essen tia l m edica l ter m in olog y ,  
bu ild on  th eir  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  
pr ocess by  dev elopin g  ca r eer  n etw or kin g  tech n iqu es th a t  w ill a ssist  th em  in  bein g  su ccessfu l in  th e m edica l 
field.  Lec Hr s: 4 0  La b Hr s: 4 0  Oth er  Hr s: 0    
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Modu le D - Ca rdiopu lm on a ry  a n d Elect roca rdiogra ph y  6.0 Qu a rt er Credit  Un it s 
Modu le D ex a m in es th e cir cu la tor y  a n d r espir a tor y  sy stem s, in clu din g  th e str u ctu r e a n d fu n ct ion  of th e h ea r t  
a n d lu n g s a n d disea ses,  disor der s,  a n d dia g n ost ic tests a ssocia ted w ith  th ese sy stem s. Stu den ts lea r n  a bou t  th e 
electr ica l pa th w a y s of th e h ea r t  m u scle in  pr epa r a t ion  for  a pply in g  electr oca r diog r a ph y  (ECG or  EKG) lea ds 
a n d r ecor din g  a  1 2 -lea d electr oca r diog r a m . A  ca r diopu lm on a r y  r esu scita t ion  (CPR) cou r se is ta u g h t  w h ich  
en a bles stu den ts to r espon d to ca r dia c em er g en cies.  Stu den ts ch eck v ita l sig n s a n d differ en t ia te betw een  
n or m a l v a lu es for  pedia tr ic a n d a du lt  pa t ien ts.  Th ey  obta in  blood sa m ples,  a n d pr epa r e sy r in g es a n d 
m edica t ion s for  a dm in istr a t ion . Stu den ts stu dy  essen tia l m edica l ter m in olog y ,  bu ild on  th eir  key boa r din g  a n d 
w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  iden t ify in g  a n d 
dem on str a t in g  w h a t  a  su ccessfu l job in ter v iew  con ta in s a n d h ow  to a n sw er  com m on  in ter v iew  qu est ion s 
a ccu r a tely .  Lec Hr s: 4 0  La b Hr s: 4 0  Oth er  Hr s: 0    
Modu le E - La bora t ory  Procedu res 6.0 Qu a rt er Credit  Un it s 
Modu le E in tr odu ces m icr obiolog y  a n d la bor a tor y  pr ocedu r es com m on ly  per for m ed in  a  ph y sicia n ’s office or  
m edica l clin ic.  Stu den ts lea r n  specim en  iden tifica t ion , collect ion , h a n dlin g  a n d tr a n spor ta t ion  pr ocedu r es,  
a n d pr a ct ice v en ipu n ctu r e a n d r ou tin e dia g n ost ic h em a tolog y .  Ma in ten a n ce a n d ca r e of la bor a tor y  equ ipm en t  
a n d su pplies a r e discu ssed. Stu den ts g a in  kn ow ledg e in  r a diolog y  a n d n u clea r  m edicin e a n d becom e fa m ilia r  
w ith  v a r iou s r a diolog ica l ex a m in a t ion s a n d th e pa t ien t  pr epa r a t ion  for  th ese ex a m s.  Stu den ts a lso stu dy  
a n a tom y  a n d ph y siolog y  of th e u r in a r y  sy stem  a n d th e body 's im m u n ity  in clu din g  th e str u ctu r e a n d 
fu n ct ion s,  a s w ell a s,  com m on  dia g n ost ic ex a m s a n d disor der s r ela ted to th ese sy stem s. Stu den ts per for m  
com m on  la bor a tor y  tests,  ch eck v ita l sig n s,  a n d per for m  selected in v a siv e pr ocedu r es.  Stu den ts stu dy  
essen tia l m edica l ter m in olog y ,  bu ild on  th eir  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  
w ith  th e self-dir ected job sea r ch  by  lea r n in g  h ow  to set  th eir  ow n  ca r eer  g oa ls.  Lec Hr s: 4 0  La b Hr s: 4 0  Oth er  
Hr s: 0    
Modu le F - En docrin ology  a n d Reprodu ct ion  6.0 Qu a rt er Credit  Un it s 
Modu le F cov er s g en er a l a n a tom y  a n d ph y siolog y ,  in clu din g  a n  ov er v iew  of th e stu dy  of biolog y  a n d th e 
v a r iou s body  str u ctu r es a n d sy stem s.  Th is m odu le a lso iden t ifies a n d ex a m in es th e ba sic str u ctu r a l 
com pon en ts a n d fu n ct ion s of th e skeleta l,  en docr in e a n d r epr odu ct iv e sy stem s. Stu den ts lea r n  a bou t  ch ild 
g r ow th  a n d dev elopm en t,  a n d h ow  h er edity ,  cu ltu r a l a n d th e en v ir on m en ta l a spects a ffect  beh a v ior .  Stu den ts 
g a in  a n  u n der sta n din g  a bou t  a ssist in g  in  a  pedia tr icia n 's office a n d lea r n  th e im por ta n t  differ en ces th a t  a r e 
specific to th e pedia tr ic field.  Som e of th e skills stu den ts lea r n  in  th is a r ea  a r e h eig h t ,  w eig h t ,  m ea su r em en ts 
a n d r estr a in in g  tech n iqu es u sed for  in fa n ts a n d ch ildr en . Th ey  ch eck v ita l sig n s,  a ssist  w ith  dia g n ost ic 
ex a m in a t ion s a n d la bor a tor y  tests,  in str u ct  pa t ien ts r eg a r din g  h ea lth  pr om otion  pr a ct ices,  a n d per for m  
cer ta in  in v a siv e pr ocedu r es.  Stu den ts stu dy  essen tia l m edica l ter m in olog y ,  bu ild on  th eir  key boa r din g  a n d 
w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job sea r ch  pr ocess by  lea r n in g  a ll a bou t  h ow  
to becom e a  m en tor  a n d lea r n  fr om  m en tor in g .  Lec Hr s: 4 0  La b Hr s: 4 0  Oth er  Hr s: 0    
Modu le G - Medica l  La w, Et h ics, a n d Psy ch ology  6.0 Qu a rt er Credit  Un it s 
Modu le G cov er s th e h istor y  a n d scien ce of th e m edica l field,  a s w ell a s,  th e m edica l a ssist in g  pr ofession  a n d 
h ow  it  fits in to th e big  pictu r e.   Stu den ts g a in  a n  u n der sta n din g  of con cepts r ela ted to pa t ien t  r ecept ion  in  th e 
m edica l office a n d pr epa r in g  for  th e da y .   Stu den ts becom e fa m ilia r  w ith  w h a t  it  ta kes to becom e a n  office 
m a n a g er  a n d th e r espon sibilit ies a n  office m a n a g er  h a s to th e office,  th e sta ff,  a n d th e ph y sicia n . Stu den ts a r e 
in tr odu ced to m edica l office sa fety ,  secu r ity ,  a n d em er g en cy  pr ov ision s,  a n d h ow  th ey  ca n  best  be dea lt  w ith .  
Stu den ts lea r n  h ow  to m a in ta in  equ ipm en t  a n d in v en tor y .   Com pu ter s in  th e m edica l office a r e discu ssed a n d 
h ow  er g on om ics pla y s a n  im por ta n t  r ole in  th e h ea lth  of th e sta ff a n d pa t ien ts.   Stu den ts lea r n  h ow  to pr ov ide 
m obility  a ssista n ce a n d su ppor t  to pa t ien ts w ith  specia l ph y sica l a n d em otion a l n eeds.  Ba sic pr in ciples of 
psy ch olog y  a r e discu ssed, a s w ell a s psy ch olog ica l disor der s a n d disea ses a n d tr ea tm en ts a v a ila ble.   Medica l 
la w  a n d eth ics a n d v a r iou s ph y sica l th er a py  m oda lit ies a r e discu ssed. Stu den ts ch eck v ita l sig n s,  obta in  blood 
sa m ples,  a n d pr epa r e a n d a dm in ister  in tr a m u scu la r  in ject ion s.   Stu den ts stu dy  essen t ia l m edica l 
ter m in olog y ,  bu ild on  key boa r din g  a n d w or d pr ocessin g  skills,  a n d becom e fa m ilia r  w ith  th e self-dir ected job 
sea r ch  pr ocess by  lea r n in g  h ow  to dr ess for  su ccess.  Lec Hr s: 4 0  La b Hr s: 4 0  Oth er  Hr s: 0    
Modu le X – Ext ern sh ip 5.0 Qu a rt er Credit  Un it s 
Upon  su ccessfu l com plet ion  of Modu les A  th r ou g h  G, Medica l A ssist in g  stu den ts pa r t icipa te in  a  1 6 0 -h ou r  
ex ter n sh ip a t  a n  a ppr ov ed fa cility .  Th e ex ter n sh ip pr ov ides th e stu den t  a n  oppor tu n ity  to a pply  pr in ciples a n d 
pr a ct ices lea r n ed in  th e pr og r a m  a n d u t ilize en tr y -lev el m edica l a ssist in g  skills in  w or kin g  w ith  pa t ien ts.  
Medica l a ssist in g  ex ter n s w or k u n der  th e dir ect  su per v ision  of qu a lified per son n el a t  th e pa r t icipa t in g  
ex ter n sh ip sites,  a n d u n der  g en er a l su per v ision  of th e sch ool sta ff.  Ex ter n s a r e ev a lu a ted by  su per v isor y  
per son n el a t  th e site a t  8 0- a n d 1 6 0-h ou r  in ter v a ls.  Com pleted ev a lu a t ion  for m s a r e pla ced in  th e stu den ts’ 
per m a n en t  r ecor ds.  Stu den ts m u st  su ccessfu lly  com plete th eir  ex ter n sh ip ex per ien ce in  or der  to fu lfill 
r equ ir em en ts for  g r a du a tion . Lec Hr s: 0   La b Hr s: 0   Oth er  Hr s: 1 6 0   
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Medical Insurance Billing and Coding 
Diplom a program  
Ch elsea  ca m pu s 
9  m on th s – 7 2 0 h ou r s – 4 7  cr edit  u n its 
        V  2  

Medica l In su r a n ce Billin g  a n d Codin g  pr ofession a ls per for m  a  v a r iety  of a dm in istr a t iv e h ea lth  in for m a tion  
fu n ct ion s,  in clu din g  th ose a ssocia ted w ith  or g a n izin g ,  a n a ly zin g ,  a n d tech n ica lly  ev a lu a t in g  h ea lth  in su r a n ce cla im  
for m s a n d codin g  disea ses,  su r g er ies,  m edica l pr ocedu r es,  a n d oth er  th er a pies for  billin g  a n d collect ion .  

Th e object iv e of th e Medica l Billin g  a n d Codin g  Pr og r a m  is to pr ov ide th e stu den t  w ith  th e a ppr opr ia te dida ct ic 
th eor y  a n d h a n ds-on  skills r equ ir ed a n d n ecessa r y ,  to pr epa r e th em  for  en tr y  lev el posit ion s a s m edica l in su r a n ce 
biller s a n d coder s in  toda y ’s h ea lth  ca r e offices,  clin ics,  a n d fa cilit ies.   Stu den ts w ill stu dy  dia g n ost ic a n d pr ocedu r a l 
ter m in olog y  a s it  r ela tes to th e a ccu r a te com plet ion  of m edica l in su r a n ce cla im s.  Ut ilizin g  a  for m a t  of m edica l 
specia lt ies,  r elev a n t  ter m s w ill a lso be in tr odu ced a n d stu died.  

Cou rse 
Nu m ber  

Cou rse T it le 
T ot a l  
Con t a ct  
Hou rs 

T ot a l  
Qu a rt er 
Credit  Hou rs 

MEDINTRO  In tr odu ct ion  to Medica l Ter m in olog y ,  Key boa r din g , Wor d Pr ocessin g ,  
 Ba sic Ma th , In su r a n ce Codin g , a n d A dm in istr a t iv e Du ties of Medica l 
Per son n el  

8 0  6 .0 

MIBCL A n a tom y  & Ph y siolog y ,  Medica l Ter m in olog y ,  Dia g n ost ic a n d 
Pr ocedu r a l Codin g  of th e Ca r diov a scu la r  a n d Ly m ph a tic Sy stem s 

8 0  6 .0 

MIBGU  A n a tom y  & Ph y siolog y ,  Medica l Ter m in olog y ,  Dia g n ost ic a n d 
Pr ocedu r a l Codin g  of th e Gen itor u r in a r y  Sy stem  

8 0  6 .0 

MIBIE A n a tom y  & Ph y siolog y ,  Medica l Ter m in olog y ,  Dia g n ost ic a n d 
Pr ocedu r a l Codin g  of th e In teg u m eta r y  a n d En docr in e Sy stem s, a n d 
Pa th olog y  

8 0  6 .0 

MIBMS  A n a tom y  & Ph y siolog y ,  Medica l Ter m in olog y ,  Dia g n ost ic a n d 
Pr ocedu r a l Codin g  of th e Mu scu losketa l Sy stem  

8 0  6 .0 

MIBRG  

 
A n a tom y  & Ph y siolog y ,  Medica l Ter m in olog y ,  Dia g n ost ic a n d 
Pr ocedu r a l Codin g  of th e Respir a tor y  a n d Ga str oin test in a l Sy stem s 

8 0  6 .0 

MIBSN A n a tom y  & Ph y siolog y ,  Medica l Ter m in olog y ,  Dia g n ost ic a n d 
Pr ocedu r a l Codin g  of th e Sen sor y  a n d Ner v ou s Sy stem s, a n d  
Psy ch olog y  

8 0  6 .0 

MIBP  Pr a ct icu m  OR 
1 6 0  5 .0  

MIBE Ex ter n sh ip  

 Progra m  T ot a ls 720 47.0 

Major Equi pment: Calcu lators, Personal  Compu ters 

Modu le MEDINT RO In t rodu ct ion  t o Medica l  T erm in ology , Key boa rdin g, Word Processin g,  6.0 Qu a rt er Cred   
 Ba sic Ma t h , In su ra n ce Codin g, a n d A dm in ist ra t iv e Du t ies of Medica l  Person n el  
Th is m odu le pr esen ts ba sic pr efix es,  su ffix es,  w or d r oots,  com bin in g  for m s, specia l en din g s,  plu r a l for m s, 
a bbr ev ia t ion s,  a n d sy m bols.   A lso cov er ed is m edica l ju r ispr u den ce a n d m edica l eth ics.   Leg a l a spects of office 
pr ocedu r e a r e cov er ed, in clu din g  a  discu ssion  of v a r iou s m edica l/eth ica l issu es in  toda y ’s m edica l en v ir on m en t.  
Stu den ts w ill lea r n  ba sic com pu ter  skills a n d a cqu ir e kn ow ledg e of ba sic m edica l in su r a n ce billin g  a n d codin g .  
Stu den ts a r e pr ov ided ex posu r e to com pu ter  softw a r e a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  
ba sic key boa r din g , Wor d a n d Ex cel.   In  a ddit ion , ba sic g u idelin es a n d codin g  con v en tion s in  ICD-9  a n d CPT w ith  focu s 
on  th e pr ofession a l (ou tpa t ien t) g u idelin es,  a s w ell a s a n  in tr odu ct ion  to th e u se of th e codin g  r efer en ce books.  Ba sic 
m a th  is in tr odu ced. Ca r eer  skills a n d dev elopm en t  of pr oper  stu dy  a n d h om ew or k h a bits a r e in tr odu ced a s w ell a s 
pr ofession a lism  n eeded in  th e h ea lth ca r e en v ir on m en t.  Pr er equ isite:  Non e. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 
000  

 



 4 3  

Modu le MIBCL  A n a t om y  & Ph y siology , Medica l  T erm in ology , Dia gn ost ic a n d Procedu ra l  6.0 Qu a rt er Cred   
 Codin g of t h e Ca rdiov a scu la r a n d Ly m ph a t ic Sy st em s 
Th is m odu le pr esen ts a  stu dy  of ba sic m edica l ter m in olog y  focu sed on  th e ca r diov a scu la r  sy stem , a n d th e ly m ph a tic 
sy stem . A  w or d-bu ildin g  sy stem s a ppr oa ch  is u sed to lea r n  w or d pa r ts for  con str u ct in g  or  a n a ly zin g  n ew  ter m s. 
Em ph a sis is pla ced on  spellin g ,  defin it ion , u sa g e,  a n d pr on u n cia t ion . A bbr ev ia t ion s a r e in tr odu ced a s r ela ted ter m s 
a r e pr esen ted w ith in  th e m odu le.  A  stu dy  of th e h u m a n  body ’s disea ses a n d disor der s,  in clu din g  sig n s,  sy m ptom s, 
et iolog y ,  dia g n osis,  a n d tr ea tm en t  is a ccom plish ed follow in g  th e m odu la r  su bject  a r ea s.  Stu den ts a r e pr ov ided 
ex posu r e to com pu ter  softw a r e a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  m edica l billin g  softw a r e,  
Wor d a n d Ex cel.   Th e m a jor  m edica l in su r a n ces a n d cla im s for m  pr ocessin g  is pr esen ted in  a n  on g oin g  a ppr oa ch  to 
bu ild th is skill set .   It  w ill in clu de in for m a tion  on  n a t ion a l a n d oth er  com m on  in su r a n ce pla n s a s w ell a s cla im  for m  
com plet ion  a n d ICD a n d CPT codin g .  Pr oblem  solv in g  a n d m a n a g ed ca r e sy stem s w ill a lso be discu ssed. Da ily  
fin a n cia l pr a ct ices to in clu de pa t ien t  fee deter m in in g , cr edit  a r r a n g em en ts a n d bookkeepin g  a n d ba n k-keepin g  
pr ocedu r es w ill be discu ssed. Com pu ter  u se in  th e a m bu la tor y  en v ir on m en t  w ill a lso be ta u g h t .  Ba sic a n d a dv a n ced 
g u idelin es a n d codin g  con v en tion s in  CPT w ill be ta u g h t  w ith  focu s on  th e pr ofession a l (ou tpa t ien t) g u idelin es.  Th e 
ev a lu a t ion  a n d m a n a g em en t  docu m en ta t ion  g u idelin es w ill be discu ssed, a s w ell a s,  th e pr oper  u se of m odifier s.  Ba sic 
g u idelin es a n d codin g  con v en tion s in  ICD-9 -CM dia g n osis codin g  a n d m edica l n ecessity  w ith  CPT pa ir in g  w ill be 
str essed, a s w ell a s th e u se of a  n a tu r a l la n g u a g e en coder  pr og r a m . V a r iou s a spects of ph a r m a colog y  w ill be discu ssed 
in clu din g  a  stu dy  of th e m edica t ion s pr escr ibed for  th e tr ea tm en t  of illn esses a n d disea ses w ith in  th e m odu la r  su bject  
a r ea .  In clu ded in  th is a r e dr u g  a ct ion s,  a n d m edica t ion  u ses in  r ela t ion  to body  sy stem s a n d m edica l ter m in olog y .  To 
pr epa r e th e stu den t  to com pr eh en d th e com plex ity  of th e h ea lth  ca r e sy stem  a n d th e life cy cle of a  m edica l pr a ct ice,  
a r ea s th a t  w ill be discu ssed in clu de per son n el m a n a g em en t,  com plia n ce,  tech n olog y ,  a n d th e m a n y  r oles of office 
m a n a g em en t.  Pr er equ isite:  MEDINTRO. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 000  
Modu le MIBGU A n a t om y  & Ph y siology , Medica l  T erm in ology , Dia gn ost ic a n d Procedu ra l  6.0 Qu a rt er Cred   
 Codin g of t h e Gen it oru rin a ry  Sy st em  
Th is m odu le pr esen ts a  stu dy  of ba sic m edica l ter m in olog y  focu sed on  th e g en itou r in a r y  sy stem . A  w or d-bu ildin g  
sy stem s a ppr oa ch  is u sed to lea r n  w or d pa r ts for  con str u ct in g  or  a n a ly zin g  n ew  ter m s. Em ph a sis is pla ced on  
spellin g ,  defin it ion , u sa g e,  a n d pr on u n cia t ion . A bbr ev ia t ion s a r e in tr odu ced a s r ela ted ter m s a r e pr esen ted w ith in  
th e m odu le.  A  stu dy  of th e h u m a n  body ’s disea ses a n d disor der s,  in clu din g  sig n s,  sy m ptom s, et iolog y ,  dia g n osis,  a n d 
tr ea tm en t  is a ccom plish ed follow in g  th e m odu la r  su bject  a r ea s.  Stu den ts a r e pr ov ided ex posu r e to com pu ter  softw a r e 
a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  m edica l billin g  softw a r e,  Wor d a n d Ex cel.   Th e m a jor  
m edica l in su r a n ces a n d cla im s for m  pr ocessin g  is pr esen ted in  a n  on g oin g  a ppr oa ch  to bu ild th is skill set .   It  w ill 
in clu de in for m a tion  on  n a t ion a l a n d oth er  com m on  in su r a n ce pla n s a s w ell a s cla im  for m  com plet ion  a n d ICD a n d 
CPT codin g .  Pr oblem  solv in g  a n d m a n a g ed ca r e sy stem s w ill a lso be discu ssed. Da ily  fin a n cia l pr a ct ices to in clu de 
pa t ien t  fee deter m in in g , cr edit  a r r a n g em en ts a n d bookkeepin g  a n d ba n k-keepin g  pr ocedu r es w ill be discu ssed. 
Com pu ter  u se in  th e a m bu la tor y  en v ir on m en t  w ill a lso be ta u g h t .  Ba sic a n d a dv a n ced g u idelin es a n d codin g  
con v en tion s in  CPT w ill be ta u g h t  w ith  focu s on  th e pr ofession a l (ou tpa t ien t) g u idelin es.  Th e ev a lu a t ion  a n d 
m a n a g em en t  docu m en ta t ion  g u idelin es w ill be discu ssed, a s w ell a s,  th e pr oper  u se of m odifier s.  Ba sic g u idelin es a n d 
codin g  con v en tion s in  ICD-9 -CM dia g n osis codin g  a n d m edica l n ecessity  w ith  CPT pa ir in g  w ill be str essed, a s w ell a s 
th e u se of a  n a tu r a l la n g u a g e en coder  pr og r a m . V a r iou s a spects of ph a r m a colog y  w ill be discu ssed in clu din g  a  stu dy  
of th e m edica t ion s pr escr ibed for  th e tr ea tm en t  of illn esses a n d disea ses w ith in  th e m odu la r  su bject  a r ea .  In clu ded in  
th is a r e dr u g  a ct ion s,  a n d m edica t ion  u ses in  r ela t ion  to body  sy stem s a n d m edica l ter m in olog y .  To pr epa r e th e 
stu den t  to com pr eh en d th e com plex ity  of th e h ea lth  ca r e sy stem  a n d th e life cy cle of a  m edica l pr a ct ice,  a r ea s th a t  
w ill be discu ssed in clu de per son n el m a n a g em en t,  com plia n ce,  tech n olog y ,  a n d th e m a n y  r oles of office m a n a g em en t.  
Pr er equ isite:  MEDINTRO. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 000  
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Modu le MIBIE A n a t om y  & Ph y siology , Medica l  T erm in ology , Dia gn ost ic a n d Procedu ra l  6.0 Qu a rt er Cred   
 Codin g of t h e In t egu m et a ry  a n d En docrin e Sy st em s, a n d Pa t h ology  
Th is m odu le pr esen ts a  stu dy  of ba sic m edica l ter m in olog y  focu sed on  th e in teg u m en ta r y  sy stem , th e en docr in e 
sy stem , a n d pa th olog y .  A  w or d-bu ildin g  sy stem s a ppr oa ch  is u sed to lea r n  w or d pa r ts for  con str u ct in g  or  a n a ly zin g  
n ew  ter m s. Em ph a sis is pla ced on  spellin g ,  defin it ion , u sa g e,  a n d pr on u n cia t ion . A bbr ev ia t ion s a r e in tr odu ced a s 
r ela ted ter m s a r e pr esen ted w ith in  th e m odu le.  A  stu dy  of th e h u m a n  body ’s disea ses a n d disor der s,  in clu din g  sig n s,  
sy m ptom s, et iolog y ,  dia g n osis,  a n d tr ea tm en t  is a ccom plish ed follow in g  th e m odu la r  su bject  a r ea s.  Stu den ts a r e 
pr ov ided ex posu r e to com pu ter  softw a r e a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  m edica l billin g  
softw a r e,  Wor d a n d Ex cel.   Th e m a jor  m edica l in su r a n ces a n d cla im s for m  pr ocessin g  is pr esen t ed in  a n  on g oin g  
a ppr oa ch  to bu ild th is skill set .   It  w ill in clu de in for m a tion  on  n a t ion a l a n d oth er  com m on  in su r a n ce pla n s a s w ell a s 
cla im  for m  com plet ion  a n d ICD a n d CPT codin g .  Pr oblem  solv in g  a n d m a n a g ed ca r e sy stem s w ill a lso be discu ssed. 
Da ily  fin a n cia l pr a ct ices to in clu de pa t ien t  fee deter m in in g , cr edit  a r r a n g em en ts a n d bookkeepin g  a n d ba n k-keepin g  
pr ocedu r es w ill be discu ssed. Com pu ter  u se in  th e a m bu la tor y  en v ir on m en t  w ill a lso be ta u g h t .  Ba sic a n d a dv a n ced 
g u idelin es a n d codin g  con v en tion s in  CPT w ill be ta u g h t  w ith  focu s on  th e pr ofession a l (ou tpa t ien t) g u idelin es.  Th e 
ev a lu a t ion  a n d m a n a g em en t  docu m en ta t ion  g u idelin es w ill be discu ssed, a s w ell a s,  th e pr oper  u se of m odifier s.  Ba sic  
g u idelin es a n d codin g  con v en tion s in  ICD-9 -CM dia g n osis codin g  a n d m edica l n ecessity  w ith  CPT pa ir in g  w ill be 
str essed, a s w ell a s th e u se of a  n a tu r a l la n g u a g e en coder  pr og r a m . V a r iou s a spects of ph a r m a colog y  w ill be discu ssed 
in clu din g  a  stu dy  of th e m edica t ion s pr escr ibed for  th e tr ea tm en t  of illn esses a n d disea ses w ith in  th e m odu la r  su bject  
a r ea .  In clu ded in  th is a r e dr u g  a ct ion s,  a n d m edica t ion  u ses in  r ela t ion  to body  sy stem s a n d m edica l ter m in olog y .  To 
pr epa r e th e stu den t  to com pr eh en d th e com plex ity  of th e h ea lth  ca r e sy stem  a n d th e life cy cle of a  m edica l pr a ct ice,  
a r ea s th a t  w ill be discu ssed in clu de per son n el m a n a g em en t,  com plia n ce,  tech n olog y ,  a n d th e m a n y  r oles of office 
m a n a g em en t.  Pr er equ isite:  MEDINTRO. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 000  
Modu le MIBMS  A n a t om y  & Ph y siology , Medica l  T erm in ology , Dia gn ost ic a n d Procedu ra l  6.0 Qu a rt er Cred   
 Codin g of t h e Mu scu losket a l  Sy st em   
Th is m odu le pr esen ts a  stu dy  of ba sic m edica l ter m in olog y  focu sed on  th e m u scu loskeleta l sy stem . A  w or d-bu ildin g  
sy stem s a ppr oa ch  is u sed to lea r n  w or d pa r ts for  con str u ct in g  or  a n a ly zin g  n ew  ter m s. Em ph a sis is pla ced on  
spellin g ,  defin it ion , u sa g e,  a n d pr on u n cia t ion . A bbr ev ia t ion s a r e in tr odu ced a s r ela ted ter m s a r e pr esen ted w ith in  
th e m odu le.  A  stu dy  of th e h u m a n  body ’s disea ses a n d disor der s,  in clu din g  sig n s,  sy m ptom s, et iolog y ,  dia g n osis,  a n d 
tr ea tm en t  is a ccom plish ed follow in g  th e m odu la r  su bject  a r ea s.  Stu den ts a r e pr ov ided ex posu r e to com pu ter  softw a r e 
a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  m edica l billin g  softw a r e,  Wor d a n d Ex cel.   Th e m a jor  
m edica l in su r a n ces a n d cla im s for m  pr ocessin g  is pr esen ted in  a n  on g oin g  a ppr oa ch  to bu ild th is skill set .   It  w ill 
in clu de in for m a tion  on  n a t ion a l a n d oth er  com m on  in su r a n ce pla n s a s w ell a s cla im  for m  com plet ion  a n d ICD a n d 
CPT codin g .  Pr oblem  solv in g  a n d m a n a g ed ca r e sy stem s w ill a lso be discu ssed. Da ily  fin a n cia l pr a ct ices to in clu de 
pa t ien t  fee deter m in in g , cr edit  a r r a n g em en ts a n d bookkeepin g  a n d ba n k-keepin g  pr ocedu r es w ill be discu ssed. 
Com pu ter  u se in  th e a m bu la tor y  en v ir on m en t  w ill a lso be ta u g h t .  Ba sic a n d a dv a n ced g u idelin es a n d codin g  
con v en tion s in  CPT w ill be ta u g h t  w ith  focu s on  th e pr ofession a l (ou tpa t ien t) g u idelin es.  Th e ev a lu a t ion  a n d 
m a n a g em en t  docu m en ta t ion  g u idelin es w ill be discu ssed, a s w ell a s,  th e pr oper  u se of m odifier s.  Ba sic  g u idelin es a n d 
codin g  con v en tion s in  ICD-9 -CM dia g n osis codin g  a n d m edica l n ecessity  w ith  CPT pa ir in g  w ill be str essed, a s w ell a s 
th e u se of a  n a tu r a l la n g u a g e en coder  pr og r a m . V a r iou s a spects of ph a r m a colog y  w ill be discu ssed in clu din g  a  stu dy  
of th e m edica t ion s pr escr ibed for  th e tr ea tm en t  of illn esses a n d disea ses w ith in  th e m odu la r  su bject  a r ea .  In clu ded in  
th is a r e dr u g  a ct ion s,  a n d m edica t ion  u ses in  r ela t ion  to body  sy stem s a n d m edica l ter m in olog y .  To pr epa r e th e 
stu den t  to com pr eh en d th e com plex ity  of th e h ea lth  ca r e sy stem  a n d th e life cy cle of a  m edica l pr a ct ice,  a r ea s th a t  
w ill be discu ssed in clu de per son n el m a n a g em en t,  com plia n ce,  tech n olog y ,  a n d th e m a n y  r oles of office m a n a g em en t.  
Pr er equ isite:  MEDINTRO. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 000  
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Modu le MIBRG  A n a t om y  & Ph y siology , Medica l  T erm in ology , Dia gn ost ic a n d Procedu ra l6.0 Qu a rt er Cred   
 Codin g of t h e Respira t ory  a n d Ga st roin t est in a l  Sy st em s 
Th is m odu le pr esen ts a  stu dy  of ba sic m edica l ter m in olog y  focu sed on  th e r espir a tor y  sy stem  a n d th e 
g a str oin test in a l sy stem . A  w or d-bu ildin g  sy stem s a ppr oa ch  is u sed to lea r n  w or d pa r ts for  con str u ct in g  or  a n a ly zin g  
n ew  ter m s. Em ph a sis is pla ced on  spellin g ,  defin it ion , u sa g e,  a n d pr on u n cia t ion . A bbr ev ia t ion s a r e in tr odu ced a s 
r ela ted ter m s a r e pr esen ted w ith in  th e m odu le.  A  stu dy  of th e h u m a n  body ’s disea ses a n d disor der s,  in clu din g  sig n s,  
sy m ptom s, et iolog y ,  dia g n osis,  a n d tr ea tm en t  is a ccom plish ed follow in g  th e m odu la r  su bject  a r ea s.  Stu den ts a r e 
pr ov ided ex posu r e to com pu ter  softw a r e a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  m edica l billin g  
softw a r e,  Wor d a n d Ex cel.   Th e m a jor  m edica l in su r a n ces a n d cla im s for m  pr ocessin g  is pr esen ted in  a n  on g oin g  
a ppr oa ch  to bu ild th is skill set .   It  w ill in clu de in for m a tion  on  n a t ion a l a n d oth er  com m on  in su r a n ce pla n s a s w ell a s 
cla im  for m  com plet ion  a n d ICD a n d CPT codin g .  Pr oblem  solv in g  a n d m a n a g ed ca r e sy stem s w ill a lso be discu ssed. 
Da ily  fin a n cia l pr a ct ices to in clu de pa t ien t  fee deter m in in g , cr edit  a r r a n g em en ts a n d bookkeepin g  a n d ba n k-keepin g  
pr ocedu r es w ill be discu ssed. Com pu ter  u se in  th e a m bu la tor y  en v ir on m en t  w ill a lso be ta u g h t .  Ba sic a n d a dv a n ced 
g u idelin es a n d codin g  con v en tion s in  CPT w ill be ta u g h t  w ith  focu s on  th e pr ofession a l (ou tpa t ien t) g u idelin es.  Th e 
ev a lu a t ion  a n d m a n a g em en t  docu m en ta t ion  g u idelin es w ill be discu ssed, a s w ell a s,  th e pr oper  u se of m odifier s.  Ba sic 
g u idelin es a n d codin g  con v en tion s in  ICD-9 -CM dia g n osis codin g  a n d m edica l n ecessity  w ith  CPT pa ir in g  w ill be 
str essed, a s w ell a s th e u se of a  n a tu r a l la n g u a g e en coder  pr og r a m . V a r iou s a spects of ph a r m a colog y  w ill be discu ssed 
in clu din g  a  stu dy  of th e m edica t ion s pr escr ibed for  th e tr ea tm en t  of illn esses a n d disea ses w ith in  th e m odu la r  su bject  
a r ea .  In clu ded in  th is a r e dr u g  a ct ion s,  a n d m edica t ion  u ses in  r ela t ion  to body  sy stem s a n d m edica l ter m in olog y .  To 
pr epa r e th e stu den t  to com pr eh en d th e com plex ity  of th e h ea lth  ca r e sy stem  a n d th e life cy cle of a  m edica l pr a ct ice,  
a r ea s th a t  w ill be discu ssed in clu de per son n el m a n a g em en t,  com plia n ce,  tech n olog y ,  a n d th e m a n y  r oles of office 
m a n a g em en t.  Pr er equ isite:  MEDINTRO. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 000  
Modu le MIBSN  A n a t om y  & Ph y siology , Medica l  T erm in ology , Dia gn ost ic a n d Procedu ra l6.0 Qu a rt er Cred   
 Codin g of t h e Sen sory  a n d Nerv ou s Sy st em s, a n d Psy ch ology  
Th is m odu le pr esen ts a  stu dy  of ba sic m edica l ter m in olog y  focu sed on  th e sen sor y  sy stem , th e n er v ou s sy stem , a n d 
psy ch olog y .  A  w or d-bu ildin g  sy stem s a ppr oa ch  is u sed to lea r n  w or d pa r ts for  con str u ct in g  or  a n a ly zin g  n ew  ter m s. 
Em ph a sis is pla ced on  spellin g ,  defin it ion , u sa g e,  a n d pr on u n cia t ion . A bbr ev ia t ion s a r e in tr odu ced a s r ela ted ter m s 
a r e pr esen ted w ith in  th e m odu le.  A  stu dy  of th e h u m a n  body ’s disea ses a n d disor der s,  in clu din g  sig n s,  sy m ptom s, 
et iolog y ,  dia g n osis,  a n d tr ea tm en t  is a ccom plish ed follow in g  th e m odu la r  su bject  a r ea s.  Stu den ts a r e pr ov ided 
ex posu r e to com pu ter  softw a r e a pplica t ion s u sed in  th e h ea lth  ca r e en v ir on m en t  in clu din g  m edica l billin g  softw a r e,  
Wor d a n d Ex cel.   Th e m a jor  m edica l in su r a n ces a n d cla im s for m  pr ocessin g  is pr esen ted in  a n  on g oin g  a ppr oa ch  to 
bu ild th is skill set .   It  w ill in clu de in for m a tion  on  n a t ion a l a n d oth er  com m on  in su r a n ce pla n s a s w ell a s cla im  for m  
com plet ion  a n d ICD a n d CPT codin g .  Pr oblem  solv in g  a n d m a n a g ed ca r e sy stem s w ill a lso be discu ssed. Da ily  
fin a n cia l pr a ct ices to in clu de pa t ien t  fee deter m in in g , cr edit  a r r a n g em en ts a n d bookkeepin g  a n d ba n k-keepin g  
pr ocedu r es w ill be discu ssed. Com pu ter  u se in  th e a m bu la tor y  en v ir on m en t  w ill a lso be ta u g h t .  Ba sic a n d a dv a n ced 
g u idelin es a n d codin g  con v en tion s in  CPT w ill be ta u g h t  w ith  focu s on  th e pr ofession a l (ou tpa t ien t) g u idelin es.  Th e 
ev a lu a t ion  a n d m a n a g em en t  docu m en ta t ion  g u idelin es w ill be discu ssed, a s w ell a s,  th e pr oper  u se of m odifier s.  Ba sic  
g u idelin es a n d codin g  con v en tion s in  ICD-9 -CM dia g n osis codin g  a n d m edica l n ecessity  w ith  CPT pa ir in g  w ill be 
str essed, a s w ell a s th e u se of a  n a tu r a l la n g u a g e en coder  pr og r a m . V a r iou s a spects of ph a r m a colog y  w ill be discu ssed 
in clu din g  a  stu dy  of th e m edica t ion s pr escr ibed for  th e tr ea tm en t  of illn esses a n d disea ses w ith in  th e m odu la r  su bject  
a r ea .  In clu ded in  th is a r e dr u g  a ct ion s,  a n d m edica t ion  u ses in  r ela t ion  to body  sy stem s a n d m edica l ter m in olog y .  To 
pr epa r e th e stu den t  to com pr eh en d th e com plex ity  of th e h ea lth  ca r e sy stem  a n d th e life cy cle of a  m edica l pr a ct ice,  
a r ea s th a t  w ill be discu ssed in clu de per son n el m a n a g em en t,  com plia n ce,  tech n olog y ,  a n d th e m a n y  r oles of office 
m a n a g em en t.  Pr er equ isite:  MEDINTRO. Lec Hr s: 04 0, La b Hr s: 04 0, Oth er  Hr s: 000    
On ce a  st u den t  h a s com plet ed a ll  m odu les, h e or  sh e will  be pla ced in  t h eir  fin a l  m odu le of t ra in in g, a s 
ch osen  by  t h e sch ool a dm in ist ra t ion , in  a n  on -ca m pu s pra ct icu m  experien ce or ou t  in  t h e field in  a n  
a pprov ed ext ern sh ip fa cilit y .   
Modu le MIBP  Pra ct icu m  5.0 Qu a rt er Credit  Hou rs 
Upon  su ccessfu l com plet ion  of Modu les MIBINTRO. MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, a n d MIBSN, Medica l 
In su r a n ce Billin g  a n d Codin g  stu den ts pa r t icipa te in  a  1 6 0 h ou r  pr a ct icu m  on -ca m pu s.  Th e pr a ct icu m  pr ov ides th e 
stu den t  a n  oppor tu n ity  to a pply  pr in ciples a n d pr a ct ices lea r n ed in  th e pr og r a m  a n d u t ilize en tr y -lev el skills in  
w or kin g  w ith  in su r a n ce com pa n ies a n d pr ocessin g  cla im s.  Medica l in su r a n ce billin g  a n d codin g  stu den ts w or k 
u n der  th e dir ect  su per v ision  of th e sch ool sta ff.   Stu den ts a r e ev a lu a ted by  a n  in str u ctor  or  Depa r tm en t  Ch a ir  a t  8 0 
a n d 1 6 0 h ou r  in ter v a ls.   Com pleted ev a lu a t ion  for m s a r e pla ced in  th e stu den ts per m a n en t  r ecor ds.   Stu den ts m u st  
su ccessfu lly  com plete th eir  pr a ct icu m  ex per ien ce in  or der  to fu lfill r equ ir em en ts for  g r a du a t ion . Pr er equ isite:  
Su ccessfu l com plet ion  of Modu les MIBINTRO. MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, a n d MIBSN. Lec Hr s: 000, La b Hr s: 
000, Oth er  Hr s: 1 6 0  
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Modu le MIBE Ext ern sh ip 5.0 Qu a rt er Credit  Hou rs 
Upon  su ccessfu l com plet ion  of Modu les MIBINTRO. MIBCL, MIBGU, MIBIE, MIBMS, MIBRG, a n d MIBSN, m edica l 
in su r a n ce billin g /cod-in g  stu den ts pa r t icipa te in  a  1 6 0-h ou r  ex ter n sh ip.  Stu den ts a r e ex pected to w or k a  fu ll-t im e 
(4 0 h ou r s per  w eek) sch edu le if possible.  Ser v in g  in  a n  ex ter n sh ip a t  a n  a ppr ov ed fa cility  g iv es ex ter n s a n  
oppor tu n ity  to w or k w ith  th e pr in ciples a n d pr a ct ices lea r n ed in  th e cla ssr oom . Ex ter n s w or k u n der  th e dir ect  
su per v ision  of qu a lified per son n el in  pa r t icipa t in g  in st itu t ion s a n d u n der  g en er a l su per v ision  of th e sch ool sta ff.  
Su per v isor y  per son n el w ill ev a lu a te ex ter n s a t  8 0 a n d 1 6 0-h ou r  in ter v a ls.  Com pleted ev a lu a t ion  for m s a r e pla ced in  
th e stu den ts’ per m a n en t  r ecor ds.  Stu den ts m u st  su ccessfu lly  com plete th eir  ex ter n sh ip tr a in in g  in  or der  to fu lfill 
r equ ir em en ts for  g r a du a tion .  Pr er equ isite:  Su ccessfu l com plet ion  of Modu les MIBINTRO. MIBCL, MIBGU, MIBIE, 
MIBMS, MIBRG, a n d MIBSN. Lec Hr s: 000, La b Hr s: 000, Oth er  Hr s: 1 6 0  
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CORINTHIAN COLLEGES, INC.   
T h e followin g sch ools in  t h e Un it ed St a t es a re own ed by  Corin t h ia n  Colleges, In c.: 

Ev erest  College 
  A lh a m br a , CA  (m a in  ca m pu s) 
  A n a h eim , CA  (m a in  ca m pu s) 
  A r lin g ton , TX (br a n ch  of Ev er est  In st itu te,  
Roch ester ,  NY) 
  A r lin g ton , V A  (br a n ch  of Ev er est  Colleg e,  Th or n ton , 
CO) 
  A u r or a ,  CO (br a n ch  of Ev er est  Colleg e,  Th or n ton , 
CO) 
  Br em er ton , WA  (m a in  ca m pu s) 
  Bu r r  Ridg e,  IL  (br a n ch  of Ev er est  Colleg e,  Skokie,  
IL) 
  Ch esa pea ke, V A  (br a n ch  of Ev er est  Colleg e,  New por t  
New s, V A ) 
  Ch ica g o, IL (br a n ch  of Ev er est  Colleg e,  Sa n  
Fr a n cisco,  CA ) 
  City  of In du str y ,  CA  (br a n ch  of Wy oTech , Lon g  
Bea ch , CA ) 
  Color a do Spr in g s,  CO (m a in  ca m pu s) 
  Da lla s,  TX (br a n ch  of Ev er est  Colleg e,  Por t la n d, OR) 
  Ev er ett ,  WA  (br a n ch  of Ev er est  Colleg e,  Br em er ton , 
WA ) 
  Fife,  WA  (br a n ch  of Ev er est  Colleg e,  Sea tt le,  WA ) 
  For t  Wor th , TX (br a n ch  of Ev er est  Colleg e,  Sa lt  La ke 
City ,  UT) 
  Ga r den a , CA  (m a in  ca m pu s) 
  Ha y w a r d, CA   (m a in  ca m pu s) 
  Hen der son , NV  (m a in  ca m pu s) 
  Los A n g eles (Wilsh ir e),  CA  (m a in  ca m pu s) 
  McLea n , V A  (br a n ch  of Ev er est  Colleg e,  Color a do 
Spr in g s,  CO) 
  Mer r illv ille,  IN (br a n ch  of Ev er est  In st itu te,  Gr a n d 
Ra pids,  MI) 
  Mer r ion ette Pa r k,  IL (br a n ch  of Ev er est  Un iv er sity ,  
Pom pa n o Bea ch , FL) 
  Mesa ,  A Z (br a n ch  of Ev er est  Colleg e,  Ph oen ix ,  A Z) 
  New por t  New s, V A  (m a in  ca m pu s) 
  Nor th  A u r or a ,  IL (br a n ch  of Ev er est  In st itu te,  
Br ig h ton , MA ) 
  On ta r io,  CA  (m a in  ca m pu s) 
  On ta r io (Metr o),  CA  (br a n ch  of Ev er est  Colleg e,  
Spr in g field,  MO) 
  Ph oen ix ,  A Z (m a in  ca m pu s) 
  Por t la n d, OR (m a in  ca m pu s) 
  Ren ton , WA  (m a in  ca m pu s) 
  Reseda , CA  (m a in  ca m pu s) 
  Sa lt  La ke City ,  UT (m a in  ca m pu s) 
  Sa n  Ber n a r din o, CA  (m a in  ca m pu s) 
  Sa n  Fr a n cisco,  CA  (m a in  ca m pu s) 
  Sa n  Jose,  CA  (m a in  ca m pu s)   
  Sea tt le,  WA  (m a in  ca m pu s) 
  Skokie,  IL (m a in  ca m pu s) 
  Spr in g field,  MO (m a in  ca m pu s) 
  St .  Lou is (Ea r th  City ),  MO (br a n ch  of Ev er est  
Colleg e,  Br em er ton , WA ) 
  Ta com a , WA  (br a n ch  of Ev er est  Colleg e,  Br em er ton , 
WA ) 
  Th or n ton , CO (m a in  ca m pu s) 
 

  Tor r a n ce,  CA  (m a in  ca m pu s) 
  V a n cou v er ,  WA  (br a n ch  of Ev er est  Colleg e,  Por t la n d, 
OR) 
  V a n cou v er ,  WA  (br a n ch  of Ev er est  Colleg e,  Sea tt le,  
WA ) 
  West  Los A n g eles,  CA  (br a n ch  of Wy oTech , Lon g  
Bea ch , CA ) 
Ev erest  College Ph oen ix 
  Ph oen ix ,  A Z (m a in  ca m pu s) 
  Mesa ,  A Z (br a n ch  of Ev er est  Colleg e Ph oen ix ,  A Z) 
Ev erest  In st it u t e 
    A u st in ,  TX (br a n ch  of Ev er est  In st itu te,  Sou th field,  
MI) 
  Br ig h ton , MA  (m a in  ca m pu s) 
  Ch elsea ,  MA  (br a n ch  of Ev er est  Colleg e,  A lh a m br a , 
CA ) 
  Cr oss La n es,  WV  (m a in  ca m pu s)  
  Dea r bor n , MI (br a n ch  of Ev er est  In st itu te,  Sou th field,  
MI) 
  Deca tu r ,  GA  (br a n ch  of Ev er est  In st itu te,  Cr oss La n es,  
WV ) 
  Detr oit ,  MI (br a n ch  of Ev er est  In st itu te,  Sou th field,  
MI) 
  Ea g a n , MN (br a n ch  of Ev er est  In st itu te,  Cr oss La n es,  
WV ) 
  For t  La u der da le,  FL (br a n ch  of Ev er est  In st itu te,  
Ken da ll,  FL) 
  Ga h a n n a , OH (br a n ch  of Ev er est  Colleg e,  On ta r io,  
CA ) 
  Gr a n d Ra pids,  MI (m a in  ca m pu s) 
  Detr oit ,  MI (br a n ch  of Ev er est  In st itu te,  Sou th field,  
MI) 
  Ea g a n , MN (br a n ch  of Ev er est  In st itu te,  Cr oss La n es,  
WV ) 
  For t  La u der da le,  FL (br a n ch  of Ev er est  In st itu te,  
Ken da ll,  FL) 
  Ga h a n n a , OH (br a n ch  of Ev er est  Colleg e,  On ta r io,  
CA ) 
  Gr a n d Ra pids,  MI (m a in  ca m pu s) 
  Hia lea h , FL (br a n ch  of Ev er est  In st itu te,  Mia m i,  FL) 
  Hou ston  (Bisson n et),  TX (br a n ch  of Ev er est  Colleg e,  
Ren ton , WA ) 
  Hou ston  (Gr een spoin t),  TX (br a n ch  of Ev er est  
In st itu te,  Sa n  A n ton io,  TX) 
  Hou ston  (Hobby ),  TX (br a n ch  of Ev er est  In st itu te,  
Sa n  A n ton io,  TX) 
  Jon esbor o, GA  (br a n ch  of Ev er est  Colleg e,  On ta r io,  
CA ) 
  Ka la m a zoo, MI (br a n ch  of Ev er est  In st itu te,  Gr a n d 
Ra pids,  MI) 
  Ma r ietta ,  GA  (br a n ch  of Ev er est  Colleg e,  Reseda , CA ) 
  Mia m i (Ken da ll),  FL (m a in  ca m pu s) 
  Mia m i,  FL (m a in  ca m pu s) 
  Nor cr oss,  GA  (br a n ch  of Ev er est  Colleg e,  Ga r den a , 
CA ) 
  Pit tsbu r g h , PA  (m a in  ca m pu s)  
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  Por t la n d (Tig a r d),  OR (br a n ch  of Ev er est  Colleg e,  
Sea tt le,  WA ) 
  Roch ester ,  NY (m a in  ca m pu s) 
  Sa n  A n ton io,  TX (m a in  ca m pu s) 
  Sou th field,  MI (m a in  ca m pu s) 
  Sou th  Pla in field,  NJ (br a n ch  of Ev er est  In st itu te,  
Sou th field,  MI) 
  Silv er  Spr in g ,  MD (br a n ch  of Ev er est  Colleg e,  
Por t la n d, OR) 
Ev erest  Un iv ersit y  
  Ta m pa  (Br a n don ),  FL (br a n ch  of Ev er est  Un iv er sity  
Ta m pa , FL) 
  Ja ckson v ille,  FL (br a n ch  of Ev er est  Un iv er sity ,  
La r g o, FL) 
  La kela n d, FL (br a n ch  of Ev er est  Un iv er sity ,  La r g o, 
FL) 
  La r g o, FL (m a in  ca m pu s) 
  Melbou r n e, FL (br a n ch  of Ev er est  Un iv er sity ,  
Or la n do, FL) 
  Nor th  Or la n do, FL (m a in  ca m pu s)   
  Or a n g e Pa r k,  FL (br a n ch  of Ev er est  Un iv er sity ,  
Ta m pa , FL) 
  Pom pa n o Bea ch , FL (m a in  ca m pu s) 
  Sou th  Or la n do, FL (br a n ch  of Ev er est  Un iv er sity ,  
Nor th  Or la n do, FL) 
  Ta m pa , FL (m a in  ca m pu s) 
 

Wy oT ech   
  Bla ir sv ille,  PA  (br a n ch  of Wy oTech , La r a m ie,  WY) 
  Da y ton a  Bea ch , FL (m a in  ca m pu s) 
  Fr em on t,  CA  (m a in  ca m pu s) 
  La r a m ie,  WY (m a in  ca m pu s) 
  Lon g  Bea ch , CA  (m a in  ca m pu s) 
   Sa cr a m en to, CA  (br a n ch  of Wy oTech , La r a m ie,  WY) 
Hea ld College 
Con cor d, CA  (m a in  ca m pu s) 
Fr esn o, CA  (m a in  ca m pu s) 
Ha y w a r d, CA  (m a in  ca m pu s) 
Hon olu lu ,   HI (br a n ch  of Hea ld Colleg e,  Sa n  
Fr a n cisco) 
Por t la n d, OR (br a n ch  of  Hea ld Colleg e,   Sa n  
Fr a n cisco) 
Ra n ch o Cor dov a , CA  (m a in  ca m pu s) 
Rosev ille,  CA  (m a in  ca m pu s) 
Sa lin a s,  CA  (m a in  ca m pu s) 
Sa n  Fr a n cisco,  CA  (m a in  ca m pu s) 
Sa n  Jose,  CA  (Milpita s) (m a in  ca m pu s) 
Stockton , CA  (m a in  ca m pu s) 

 

 
T h e followin g sch ools in  Ca n a da  a re own ed by  Corin t h ia n  Colleges, In c.: 

Ev erest  College of Bu sin ess, T ech n ology , a n d 
Hea lt h ca re 
A ll Ca n a dia n  loca t ion s listed below  a r e br a n ch es of 
Ev er est  Colleg e Ca n a da , In c.  

Ba r r ie,  On ta r io 
Br a m pton , On ta r io 
Ha m ilton  City  Cen tr e,  On ta r io 
Ha m ilton  Mou n ta in ,  On ta r io 
Kitch en er ,  On ta r io 
Lon don , On ta r io 
Mississa u g a , On ta r io 

Nepea n , On ta r io 
New  Ma r ket ,  On ta r io 
Nor th  Yor k,  On ta r io 
Otta w a -Ea st ,  On ta r io 
Sca r bor ou g h , On ta r io 
Su dbu r y ,  On ta r io 
Th u n der  Ba y ,  On ta r io 
Tor on to Cen tr a l,  On ta r io 
Tor on to Colleg e Pa r k (Sou th ),  On ta r io 
Win dsor ,  On ta r io 
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STATEMENT OF OWNERSHIP 
Th ese ca m pu ses a r e ow n ed a n d oper a ted by  Cor in th ia n  Sch ools,  In c.,  a  Dela w a r e cor por a t ion , w h ich  is a  w h olly  

ow n ed su bsidia r y  of Cor in th ia n  Colleg es,  In c.,  a  Dela w a r e cor por a t ion .  Cor por a te offices of Cor in th ia n  Colleg e,  In c.,  
a r e loca ted a t  6  Hu tton  Cen tr e Dr iv e,  Su ite 4 00, Sa n ta  A n a , CA  9 2 7 07 . 

 
CORINT HIA N COLLEGES, INC. 
DIRECT ORS 
Ja ck D. Ma ssim in o  
Peter  Wa ller  
Ter r y  Ha r tsh or n  
Pa u l R. St .  Pier r e 
Lin da  A r ey  
Skla da n y  
Ha n k A dler  
A lice T.  Ka n e 
Rober t  Lee 
Tim  Su lliv a n  
Joh n  Dion isio 
 

OFFICERS T IT LE 
Ja ck D. Ma ssim in o Ex ecu t iv e Ch a ir m a n   
Peter  Wa ller  Ch ief Ex ecu tiv e Officer  a n d Dir ector  
Ma tth ew  Ou im et  Pr esiden t  a n d Ch ief Oper a t in g  Officer  
Ken n eth  S.  Or d Ex ecu t iv e V ice Pr esiden t  a n d Ch ief Fin a n cia l Officer  
Ma r k L.  Pelesh  Ex ecu t iv e V ice Pr esiden t ,  Leg isla t iv e a n d Reg u la tor y  
A ffa ir s  
Willia m  Bu ch a n a n  Ex ecu t iv e V ice Pr esiden t ,  Ma r ket in g  
Beth  Wilson  Ex ecu t iv e V ice Pr esiden t  
Da v id Poldoia n  Ch ief Bu sin ess Dev elopm en t  Officer  
Stev e Qu a ttr ociocch i Div ision  Pr esiden t ,  CCi On lin e 
Ja n is Sch oon m a ker  Div ision  Pr esiden t ,  FMU Div ision  
Mike Ben v en u ti Div ision  Pr esiden t ,  Ev er est  Cen tr a l 
Bob Bosic Div ision  Pr esiden t ,  Ev er est  West  
Da v e Wh itefor d Div ision  Pr esiden t ,  Ev er est  Sou th  
Sta n  A . Mor ten sen  Ex ecu t iv e V ice Pr esiden t ,  Gen er a l Cou n sel a n d Cor por a te 
 Secr eta r y  
Rober t  C.  Ow en  Sen ior  V ice Pr esiden t ,  Ch ief A ccou n tin g  Officer   
A n n a  Ma r ie Du n la p Sen ior  V ice Pr esiden t ,  In v estor  Rela t ion s & Cor por a te 
 Com m u n ica t ion s 
Rick Sim pson  Sen ior  V ice Pr esiden t  a n d Ch ief A ca dem ic Officer  
Ca r m ella  Ca ssetta  Sen ior  V ice Pr esiden t  a n d Ch ief In for m a tion  Officer  
Jim  Wa de Sen ior  V ice Pr esiden t ,  Hu m a n  Resou r ces 

CORINT HIA N SCHOOLS, INC. 
DIRECT ORS 
Ja ck D. Ma ssim in o 
Peter  Wa ller  
Beth  A . Wilson  

OFFICERS  T IT LE 
Ja ck D. Ma ssim in o   Ch a ir m a n  of th e Boa r d  
Peter  Wa ller   Ch ief Ex ecu tiv e Officer  a n d Dir ector  
Ken n eth  S.  Or d  Ex ecu t iv e V ice Pr esiden t  a n d Ch ief Fin a n cia l Officer   
Beth  A . Wilson   Ex ecu t iv e V ice Pr esiden t  
Sta n  A . Mor ten sen   Ex ecu t iv e V ice Pr esiden t ,  Gen er a l Cou n sel a n d Cor por a te 
   Secr eta r y  
Rober t  C.  Ow en   Sen ior  V ice Pr esiden t ,  Ch ief A ccou n tin g  Officer  

 
 
 
 
 
 
 



 5 0 

APPENDIX A: ADMINISTRATION AND FACULTY 
BRIGHT ON 

ADMINISTRATION 
Stephen Bonkowski  President  
Jeffrey  Malkin Director Stu dent Finance  
Sadie Bu rnham Director  of A dmissions   
Open Director of Edu cation  
Christina Gaza Director of Career Services  
Kristy  Magras Registar   
DEPARTMENT CHAIRS 
Su zanne Johnston Medical  A ssisting  
MEDICAL ASSISTING INSTRUCTORS  
Pau la Benson Medical  A ssisting  
A ngel ina Jones Medical  A ssisting  
Jackel ine Lopez Medical  A ssisting   
Wanda Thu rman Medical  A ssisting  
Pau lette Wil l iams Medical  A ssisting  
Sandra Mu rphy  Medical  A ssisting  
MEDICAL ADMINISTRATIVE ASSISTANT INSTRUCTORS 
A rlene Belson Medical  A dministrative 

A ssistant 
 

Marlene Cu lbreath  Medical   A dministrative 
A ssistant 

 

DENTAL ASSISTING INSTRUCTORS 
Rhonda Heard Dental  A ssisting  
N ina A kselrod Dental  A ssisting  
Kimberley  Kent Dental  A ssisting  
MASSAGE THERAPY INSTRUCTORS 
Kim Wel lman Massage Therapy  
COMPUTER INSTRUCTORS 
Patricia Barry    
A nthony McPherson   

 
CHELSEA  

ADMINISTRATION 
Wade Charl ton President  
Lynnette A l len Director of Edu cation  
Deborah  Gravel  Director of Stu dent Finance  
Sarah  Sandvik Director of A dmissions  
Michele Goodu s Director of Career Services  
Rosana Perel la  Director of Stu dent Services  
Tina Pu leo Registrar  
MASSAGE THERAPY INSTRUCTORS 
A my Urbowicz   
MEDICAL ASSISTING INSTRUCTORS 
Pam Stead   
N erine Su l l ivan   
Teresa V alerio   
Hassan N ajm   
Janette Bu rgos   
Cathy Moore   
MEDICAL INSURANCE BILLING AND CODING INSTRUCTORS 
Jennifer McKinley    
Maribel  Saez   
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APPENDIX B: TUITION AND FEES 
BRIGHT ON A ND CHELSEA  

Progra m s Offered 
Progra m  

Len gt h  
Credit  
Un it s 

T ext books a n d Equ ipm en t  
(Est im a t ed) 

T u it ion  

Brigh t on  Ch elsea  Brigh t on  Ch elsea  
Den ta l A ssist in g  8  Mon th s 4 7  $8 2 6 .2 8  $8 2 6 .2 8  $1 5 ,2 1 5  $1 5 ,2 1 5  
Ma ssa g e Th er a py  9  Mon th s 5 4   $1 ,3 1 9 .4 2   $1 5 ,2 1 5  
Medica l A ssist in g  8  Mon th s 4 7  $1 ,1 5 4 .04  $1 ,1 5 4 .04  $1 5 ,2 1 5  $1 5 ,2 1 5  
Medica l A dm in istr a t iv e 
A ssista n t  

8  Mon th s 4 7  $1 ,2 7 4 .7 2  $1 ,2 7 4 .7 2  $1 5 ,2 1 5  $1 5 ,2 1 5  

Medica l In su r a n ce Billin g  
a n d Codin g  

8  Mon th s 4 7   $1 ,6 5 7 .8 7   $1 5 ,2 1 5  

Effect iv e Ju ly  1 ,  2 01 0 
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APPENDIX C: CALENDARS 
 
BRIGHTON 
 

Medica l  A ssist in g, 
Den t a l  A ssist in g,  & 

Medica l  
A dm in ist ra t iv e 

A ssist a n t  
Da y  Sch edu le Fiv e-

Da y  Week 
2010 

St a rt  
Da t es 

En d 
Da t es 

01/29/10 02/26/10 
02/18/10 03/17/10 
03/19/10 04/15/10 
04/21/10 05/18/10 
05/20/10 06/17/10 
06/21/10 07/19/10 
07/21/10 08/17/10 
08/19/10 09/16/10 
09/20/10 10/18/10 
10/20/10 11/16/10 
11/18/10 12/17/10 
12/20/10 01/26/11 
1/26/11 2/23/11 
2/25/11 3/24/11 
3/28/11 4/25/11 
4/27/11 5/24/11 
5/26/11 6/23/11 
6/27/11 7/25/11 
7/27/11 8/23/11 
8/25/11 9/22/11 
9/26/11 10/24/11 
10/25/11 11/21/11 
11/22/11 12/21/11 
12/22/11 1/23/11 

 

Medica l  A ssist in g, 
Den t a l  A ssist in g, & 

Medica l  A dm in ist ra t iv e 
A ssist a n t  

Ev en in g Sch edu le-4 Da y  
Week 

6:00 p.m . – 10:00 p.m .  
(Mon  – T h u r) 

2010 
St a rt  
Da t es 

En d Da t es 

1/27/10 3/03/10 
3/08/10 4/08/10 
4/12/10 5/18/10 
5/20/10 6/24/10 
6/28/10 8/02/10 
8/04/10 9/08/10 
9/13/10 10/18/10 

10/20/10 11/23/10 
11/29/10 1/10/11 

 

St u den t  Brea ks 
2010 

12/30/2009 – 
1/3/2010 

N ew Y ears 

1/4/2010 – 
1/17/2010 

N o Day classes 

1/18/2010 MLK Day 

1/26/2010 N o Evening 
classes 

02/01/2010 – 
02/18/2010 

N o Classes for 
MMA 2 02/03 

02/15/2010 President’s Day 

02/17/2010 N o Day classes 

03/04/2010 – 
03/07/2010 

N o Evening 
classes 

03/18/2010 N o Day classes 

04/09/2010 – 
04/11/2010 

N o Evening 
classes 

04/16/2010 – 
04/18/2010 

N o Day classes 

04/19/2010 – 
04/20/2010 

Spring Recess 

05/19/2010 N o Day/Evening 
classes 

05/31/2010 Memorial  Day 

06/18/2010 – 
06/20/2010 

N o Day classes 

06/25/2010 – 
06/27/2010 

N o Evening 
classes 

07/05/2010 Independence 
Day 

07/20/2010 N o Day classes 

08/03/2010 N o Evening 
classes 

08/18/2010 N o Day classes 

09/06/2010 Labor Day 

09/09/2010 – 
09/12/2010 

N o Evening 
classes 

09/17/2010 – 
09/19/2010 

N o Day classes 

10/11/2010 Colu mbu s Day 

10/19/2010 N o Day/Evening 
classes 

11/17/2010 N o Day classes 

11/25/2010 – 
11/28/2010 

Thanksgiving 
Recess 

*11/24/2010 N o 
Evening classes 

12/15/2010 N o Day Classes 

12/24/2010 – 
01/03/2011 

Winter Recess 
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CHELSEA 
 
 

Modul ar Programs 
 2010 - 2011 

Start Date End Date 

5/27/10 6/24/10 

6/28/10 7/28/10 

7/30/10 8/26/10 

8/30/10 9/27/10 

9/29/10 10/26/10 

10/28/10 11/24/10 

11/29/10 12/29/10 

12/30/10 1/26/11 

1/28/11 2/25/11 

2/28/11 3/25/11 

3/29/11 4/25/11 

4/27/11 5/24/11 

5/26/11 6/23/11 

6/27/11 7/27/11 

7/29/11 8/25/11 

8/29/11 9/26/11 

9/28/11 10/25/11 

  

 

Break Schedul e 
2010 

Su mmer Break 7/1/2010 -7/5/2010 

Labor Day 9/4/2010 – 
9/06/2010 

Thanksgiving 
Break 

11/25/2010 – 
11/28/2010 

Christmas Break 12/23/2010 – 
12/27/2010 

N ew Y ear Break 12/31/2010 – 
1/02/2011 

Martin  Lu ther 
King 

1/15/2011 – 
1/17/2011 

President's Day 2/19/2011 – 
2/21/2011 

Memorial  Day 5/28/2011 – 
5/30/2011 
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APPENDIX D: OPERATING HOURS 
 
BRIGHT ON  
Office: 
8 :00 a .m . to  8 :00 p.m . Mon da y  th r ou g h  Th u r sda y   
8 :00 a .m . to  5 :00 p.m . Fr ida y  
Cla ss Sch edu le: 
8 :00 a .m . to 1 2 :00 

p.m .  
Mon da y  th r ou g h  Fr ida y  Mor n in g  

1 2 :00 p.m . to 4 :00 p.m . Mon da y  th r ou g h  Fr ida y  A fter n oon  
6 :00 p.m . to 1 0:00 

p.m . 
Mon da y  th r ou g h  Th u r sda y  Ev en in g  

 
 
CHELSEA  
Office:  
9 :00 a .m . to 5 :00 p.m . Mon da y  th r ou g h  Fr ida y  
A dm ission :   
9 :00 a .m . to 8 :00 p.m . Mon da y  th r ou g h  Th u r sda y  
9 :00 a .m . to  5 :00 p.m . Fr ida y  
9 :00 a .m . to  1 :00 p.m . Sa tu r da y  
Cla ss Sch edu les: 
6 :00 a .m . to 1 0:00 

a .m . 
Mon da y  th r ou g h  Fr ida y  

8 :00 a .m . to 1 2 :00 
p.m . 

Mon da y  th r ou g h  Fr ida y  

1 0:00a .m . to 2 :00 p.m . Mon da y  th r ou g h  Fr ida y  
1 2 :00 p m . to 4 :00 p.m . Mon da y  th r ou g h  Fr ida y  
2 :00 p.m . 6 :00 p.m . Mon da y  th r ou g h  Fr ida y  
6 :00 p.m . to 1 0:00 

p.m . 
Mon da y  th r ou g h  Fr ida y  
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